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F.No. 2o3 / Admin / AP AR/ 2o24-2s / 7 I + Date:23/o5/2O2s

CIRCULAR
As per extant provisions in matter of writing of ACRs/APARs of employees, a strict timeline is needed to be
adhered to by all authorities concerned. Timeline for recording and completion of APAR for year 2024-2025 for
Faculty and Group'A', 'B'and 'C'officers/officials of AIIMS Rishikesh is as follows and is needed to be strictly
complied with: -

Time Schedule for preparation/completion of Annual Performance Assessment Report
(Reportinq vear - Financial Year)

S.
No.

Activity Date by which to be
completed

I Downloading of Blank APAR Forms from lnstitute's website and
verification of Sections A to C from concerned
Ad mi nistration/Establ ish ment Section. 30th June 2025

2. Submission of self-appraisal to Reporting Officer to be reported
upon

3. Submission of APARs by Reportinq Officer to Reviewinq Officer 1Sth August 2025
4. APARs to be completed by Reviewing Officer and to be sent to

Accepting Authority, wherever provided
30th September 2025

5. Appraisal by Accepting Authority, wherever provided 31st October 2025
b. Submission of representation, if any, on APAR, by Officer Reported

Upon
15 days from date of
disclosure of APAR

7. Fonruardinq of representations to Competent Authoritv 30th November 2025
8. Disposal of representation by Competent Authority Within one month from

date of receipt of
representation by
Competent Authoritv

9. Communication of decision of Competent Authority on representation
by APAR Cell.

15th December 2025

10 End of entire APAR process after with APAR will be finally taken on
record.

31"1 December 2025

Proposed Reporting Channel for Reporting/Reviewing and Accepting Officer will be as under: -

S/No Category Reporting
Officer

Reviewing Officer Accepting Officer

1 Executive Director
Secretary (HFW) President, AIIMS

President, AIIMS

2. Medical Superi ntendent

Executive
Director, AIIMS

Executive Director,
AIIMS

President, AIIMS

3. Deputy Director (Admin. )

Joint Secretary
PMSSY

Additional Secretary
PMSSY

4. Financial Advisor

5. Superintending Engineer

Contd-2/-

Lo*



S/No Category Reporting
Officer

Reviewing
Officer

Accepting Officer

1 Assistant Professor, Associate
Professor, Additional Professor

Head of
Deoartment

Dean
(Academic) Executive Director

2. Professor Dean (Academic)
Executive
Director

President,
AIIMS3. Dean (Academic) Executive Director

-:02:'

Reporting Channel for facult! vide Ministry of Health & Family Welfare (PMSSY Division) dated 09 Jan 2017 for
Reporting/Reviewing and Accepting Officer will be as under:

Reporting Channel for Nursing Staff, Reporting/Reviewing and Accepting Officer will be as under: -

Reporting Channel for Other Officers/staff for Reporting/Reviewing and Accepting Officer will be as under: -

As per DOP&T guideline under section 55(2), complete APARs/ACRs of all classes in time is required for
Confirmation, Promotion, MACP/APS and deputation to ex-cadre, etc.
Therefore, Reporting /Reviewing Officers are requested to ensure prompt disposal and submission of
APARs/ACRs in prescribed timeline, as per approved channel of submission of APARs issued vide AIIMS-
RISHI/203/A.O./2025/APAR/614 dated 1 8.02.2025. (copy enclosed)

This issues with approval of Executive Director, AIIMS Rishikesh.

Enclosed:As above

Copy to: (For lnformation)
1. PS to Executive Director
2. PS to DDA/MS/Dean(A)
3. All Departments/All Concerned Faculty/Officers and employees/
4. lT - for uploading to the lnstitute's website/ Guard file

I

,""*"fk#]\t
Administrative Officer

AIIMS Rishikesh

S/No Category Reporting Officer Reviewing
Officer

Accepting Officer

1
CNO Medical

Superintendent
Executive Director

Executive Director
2.

ANS/DNS Officer ln-Charge /
cNo

Medical
Suoerintendent

3. Senior Nursinq Officer
Officer In-Charge /

ANS
cNo Medical

Superintendent4. Nursing Officer

5.
Hospital Attendant

ANS
HOD Concerned

/Officer ln-Charqe
CNO

o.
Techn ical Officers/Techn icians
and all other paramedical staff

Officer ln-Charge
Medical

Superintendent
Medical

Superintendent

S/No Category Reportinq Officer Reviewinq Officer Accepting Officer
1. Group'A' Non-Faculty HoD Concerned Executive Director Executive Director

2. Group 'B' Other than
Nursing Officers &
Tech nician/paramedical
staff

Officer ln-Charge/
HoD Concerned

Dy. Director (Admin)/
HoD Concerned Dy. Director (Admin)

3. Group 'C' (other than
Hosoital Attendant)

Officer ln-Charge/
HoD Concerned

Dy. Director (Admin)/
HoD Concerned
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.,\llNls-lttslll'l0j \.o. 202-5 Al'}\R, 6,+ I)ltc:- Iti.02.1015

Circula(

Sub:- Plqt:cdurc t0 be lollorr

(Al'AR$) ol'GJ'oqn B &, (' cmnlovges-rgs.

lrleasc rel'er to this ol'licc's e irculur No. 203rAdrrtiniAl'AR,'202j.2114.17 datcd 11,06.201"{ (copr

enclosed). iide which all llead ol'Deparlments wcre rcqucsted to settcl the Annual Pcrl'ormetnce

Assessmcnt Reports (Al'Alts) ol' their suborclinatc cmployees.

2. llorv'cvcr. it has heen obscrvecl that thc ltcporting.\utholitics arc scttclittiS the '\l'.'\lts tu tltc
r\clnrinistratilc Olllcer instcael ol'sencling tltent clirectlr to tlte Ilcvi'.'uing r\uthot'itt. Sirtrilarl.t. tlrc
Itcviclving,\uthorities arc sentling thc A['},,\lls to the ,\clrnittistrativc Otlicct ittsteaclol'lorrvatrcliug Ihctu
to thc Accepting.,\utlroritl, Sinec Al'.\lts are licqucntll hcing fouted through tlte ,\rlttriuistnttir'e
Olliccr, it lrls bcconrc dillrcult to conlplcic thc proccss within the stipulatctl tinrc.

i. llcnce. all Rcr,ierving & Rcporlirrlt,\uthoritics urc rclprcstcd to lirllou thc ple se rihcrl chattncl lirr'
lbrwardirrg tlie Al']Alts o1'thcir suborclinate emplorccs. lhe (ir.ridctinr-'s to lrc tirlloncd in thc ctttilc

process arc cnclosecl in .{nnexurc lirr rcl'crcncc.

"+, ,,\t last. tlic,\l),\Rs shuuld be serrt [rr thc .\ccepting,\trthtlritt to thc /\dn)ini\ttirtl\t ()llitt't l,rr

l{ccorcl- lr,ccpi tt g artcl corrsoI idatiott

'l'his 
issLrcs ri itlr thc oppl()\ irl rrl ('()nlpctcltt Autltolitr. .'\llMS [{ishilicslr.

I
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.1. \ll llOl)s In-('hargt: l)trrtcipitl t\trt'sing ( rrtlcge ;

-l I \ l'}l(() S,'\() I)r ('So',4('l Sl'('S()i ('\o
5, l.iru Ol'llecr .\ccouni Ol'liccr'(s) Storc Ot'llcer

b tI ('cll- tirr ultlrraciittu on itrstitutu's \rr'trsitu

7. ,\ll enrl;lorcer stafl.s tltrottgh uctrsitc \()tlce lloards
lJ. (itrurrl I ile
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' Annexure

All concerned Officials/ employees are requested to adhere to following (iuidelines for filling/
forwa rding An n ual Performance Assessm ent Reports ( APARs) : -

1. The employee should download the APARs form from the following website link:

hJf Bs ; //a-ii ms r-isI ikpqh.,9d u.,ip/a.l*lSpsss-id=?"L82

2. The employees shall fill section A to C of the APAR form and then get section A to C of

the APAR form verified from concerned Administrative/ Establishment Section. The

concerned official looking after matters of APAR will give his remarks in section D of APAR

, form

3. After the above process, the employee should fill Section E (self-appraisal) and submit

duly filled and completed APAR to their Reporting Authority within stipulated time.

4. The concerned Reporting Authority shall ensure that all his subordinate staffs have

submitted duly filled APARs to them within stipulated time.

5. Then, the concerned Reporting Authority shall fill-section F to J of the APAR of all his/her

subordinate staffs and submit it to the Reviewing Authority for his/her remarks within

stipulated time. The concerned Reporting Authority shall send the confirmation/ Covering

Letter of submission of APARs of his/ her subordinate staffs to Reviewing Authority at

apst@ei!_msllshikesh.edu.ln for maintainrng centralized record of APAR movement in

Administration.

6. After the Remarks in section F to J and section K of the APAR forms are given by the

Reviewing Authority, all collected APARs should be presented to the Accepting Authority.

The concerned Reviewing Authority shall send the confirmation/ Covering Letter of

submission of APARs to Accepting Authority at apar@aiimstrshikes.h, for

maintaining centralized record of APAR movement in Administration.

7. The Accepting Authority, after his/ her comments and grading in section L of the APARS,

should send APARs to the concerned Administrative/ Establishment Section for record

keeping and compiling,

B. No incomplete APARs will be accepted by Administration in any case.


