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Ministry of Electronics and Information Technology, Government of India

NHQ-13015/3/2024-NIELIT/ 258 Dated: 20" Mar, 2024
CIRCULAR

Sub:- Regarding filling of Annual Peformance Assessment Report (APAR) in Online mode for the year 2023.

All officers/officials of NIELIT are required to fill their APAR forms in Online mode with self appraisal for
the year 2023, which will be available w.e.f 22" March, 2024. The officers/officials will be able to fill online
APAR forms by logging onto the APAR portal using their unique ID and password assessing the link :
https://apar.nielit.in/index . The following timelines for completion of Online APAR forms are to be followed
across all NIELIT for the year 2023 :

Calendar for completion of e-APAR

. . Date by the activity to be
A t
sr. No. o completed
Calendar Year (APAR) 2023

1 APAR forms can be assessed by the employees in APAR Portal 22" March 2024

2 Edit/correction request and approval by the Local Admin 315 March 2024

3 Submission of Self-appraisal to reporting officer by officer to 10t April 2024
be reported upon

4 Submission of report by reporting officer to reviewing officer 20t April 2024

5 Report to be completed by Reviewing officer and to be sent to 30 April 2024

administration
6 Dlscloslure to thelofflcer reported upon where there is no 10 May 2024
accepting authority

Receipt of representations on APAR, if any, from the employee

7 25% May 2024
concerned
8 Forwarding of representation to the competent authority 01t June 2024
01°t July 2024 (within one month
] Disposal of representation by the competent authority from the date of receipt
representation)
10 Communication of the decision of the competent authority on
the representation by the APAR Cell 15% July 2024
11 End of entire APAR process, after which the APAR will be
finally taken on record
2. All the employees are therefore advised to scrupulously adhere to the above timelines for filling of

Online APAR forms as per the role/ capacity of each employee as Nodal Officer/Officer reported upon/Reporting
Officer/ Reviewing Officer etc.
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3. All the Executive Director/ Director/ Director In-Charge are requested to ensure wide circulation of the
aforesaid instructions in the NIELIT Centre their control for due compliance. Please note that any delay in
initiation of the APAR forms i.e. writing self appraisal/forwarding of APAR to the next level shall further delay
the process of completion of APARs within the prescribed time schedule, therefore it is to be timely adhered.

4, In case, any of the employee is not maintaining the timeline indicated above, the APAR form will
automatically shift to the next authority in the hierarchy.

5. In case of any technical issue while implementing the above, Nodal admin shall contact Shri Vikas Mittal,
Scientist ‘D’, NIELIT HQs (vikas@nielil.gov.in , Ph. No: 011-25308300 Ext-404) and for any administrative query,
Nodal admin shall contact Shri Rishabh Kumar, Assistant Director (Admin), NIELIT HQs (rishabh@nielit.gov.in).

6. This issues with the approval of the competent authority.
A -+ “(
Rajneesh Kumar Asthana
[Registrar]
To:
1. All Head of NIELIT Centres/ Extension Centers :- For necessary action and circulation among
the employees.
2. All employees at HQs
3. ITinfrastructure branch —with a request to update the website accordingly.
4. Hindi section, NIELIT headquarters — with a request to issue Hindi version.
5. Guard file.
Copy for kind information to:
e SO to DG, NIELIT Headquarter
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Extension Centres: Buxar, Chandigarh, Chuchuyi i i
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