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ENDORSEMENT

Department of Personnel & Training, Ministry of Personnel, Public

Grievances and Pensions. Government of India. New Delhi has issued an Office
Memorandum No. F.No. 21011/04/2019-Estt.A-II dated 24.09.2019 regarding
reflection of utilization of Government e-Marketplace (GeM) in Annual
Performance Assessment Report (APAR). The above mentioned O.M. is being
uploaded on ICAR’s website www.icar.org.in and e-office for information and

necessary action of all concerned.

(Réw auﬁm\ﬁ
Under Secretary (Admn.)
Tel. No. 011-23386978
Email: rchauhan.icar@nic.in

Distribution:

1.

nwhwe

Directors/Project Directors of all ICAR Institutes/National Research
Centres/Project Directorates/ATARIs/Bureaux with the request to modity
the APAR formats in the manner indicated in the DoPT guidelines.

PSO to DG. ICAR/PPS to Secretary, ICAR/PS to FA. DARE & ICAR
Media Unit. ICAR for placing this circular on the ICAR s website
E-Oftice Notice Board.

Guard File/spare copies.



F.No.21011/04/2019-Estt. A-ll
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training

North Block, New Delhi
Dated the 24 September, 2019

OFFICE MEMORANDUM

Subject: Reflection of utilization of Government e-Marketplace (GeM) in
Annual Performance Assessment Report (APAR).

The undersigned is directed to say that Government e-Marketplace
(GeM) portal facilitates online procurement of common use goods & services
by various Government Ministries/Departments. Procurement of goods &
services through GeM portal has been made mandatory by Government of
India under Rule 149 of General Financial Rules, 2017, for goods and services
available on GeM. GeM aims to enhance transparency, efficiency and speed
in public procurement and to achieve the best value for money.

2. To ensure that this digital e-Commerce portal for procurement of
goods and services is appropriately utilized by all the Ministries/Departments,
it has been decided, with the approval of the competent authority, that a
reflection of the work done through GeM by the Officer Reported Upon (ORU)
shall be made in the APAR of Group ‘A’, Group ‘B’ and Group ‘C’ officers
belonging to Central Civil Services (other than All India Services).

) The ORU, who are handling procurement from GeM portal in their
Ministry/Department/Organisation, while recording Self-appraisal in APAR
form, against the column ‘Targets/Objectives/Goals’ shall specify the ‘Total
budget allocated for procurement by the Ministry/Department/Division/Section’
(as may be applicable in the case of the ORU) and against the corresponding
column ‘Achievements’, the ORU shall indicate (i) the ‘Total procurement
through GeM portal' made by him/her during the period of repon, (ii) specifying
the % of procurement through GeM portal, (iii) the procurements made outside
GeM and the reasons therefor, and (iv) steps taken for promotion of GeM in
the Ministry/Department/Division/Section.

4. The Reporting and Reviewing officers, shall, in general, while
recording the numerical grading under ‘Work Output’, ‘Personal Attributes’
and ‘Functional Competency’ in the APARs, shall, wherever applicable, take
into account the performance of the ORU for procurement of goods & services
through GeM, in accordance with the extant instructions in force during the



period of report. Also, the remarks recorded by the ORU in Self-appraisal
against Targets and Achievements on procurements made (as mentioned at
para 3 above), may specifically be taken into account by the Reporting and
Reviewing officers, while according numerical grading for items such as
‘Accomplishment of planned work/work alloited as per subjects allotted’ under
Work Output and ‘Knowledge of Rules/Regulations/Procedures in the area of
function and ability to apply them correctly’ under Functional Competency. A
reflection of the performance of the ORU with reference to procurement
through GeM or otherwise may also be recorded by the Reporting Officer in
the Pen Picture.

5. The above provisions would be applicable for APAR from the reporting
year 2019-20 onwards. The APAR format may be modified accordingly in the
manner indicated in Annexure-l. A sample format of Self-appraisal Section
and Reporting Section of APAR is at Annexure-ll for reference.

6. All Ministries/Departments are requested to bring the above
instructions to the notice of all the offices under them for strict implementation.

(Kabindra Joshi)
Director

All Ministries/Departments of the Govt. of India
(As per standard list)

Copy to:

1) Secretary General/Registrar General, Supreme Court of India.

2) Secretary General of Lok Sabha Secretariat/Rajya Sabha Secretariat.

3) Secretaries in President's Secretariat / Vice-President's Secretariat/
Prime Minister's Office/ Cabinet Secretariat/ Central Vigilance
Commission/UPSC/NITI Aayog.

4) The Comptroller and Auditor General of Indla New Delhi.

5) Director, NIC, DoP&T for uploading on the website of this Department
under Notifications/OM & Orders-Establishment-ACR.

Copy also to:
1) All attached offices under M/o Personnel, Public Grievances and
Pensions.
2) Establishment Officer and Secretary, ACC. ‘
(Kabindra Joshi)

Director



Annexure-i

(Annexure to DoPT O.M. No.21011/04/2019-Estt. A-ll dated 24 September, 2019)
(For illustration only)

Part-2 Self-Appraisal -(To be filled up by Officer Reported Upon)

Instructions for Point No.2 as under:;

“Please specify targets/objectives/goals (in quantitative or other terms) of work you
set for yourself or that were set for you, eight to ten items of work in the order of
priority and your achievement against each target (Example: Annual Action Plan for
your Division).

| Targets/Objectives/Goals Achievements

may be modified as:

“Please specify targets/objectives/goals (in quantitative or other terms) of work you
set for yourself or that were set for you, eight to ten items of work in the order of
priority and your achievement against each target (Example: Annual Action Plan for
your Division), particularly having regard to procurement planned and actually made
through GeM portal for those Government servants who handled procurement during
the period under reference.

Targets/Objectives/Goals Achievements
> >
> » B
! !
! |
! v

> Procurements made through GeM portal (wherever applicable)

(i)Total budget allocated for | (i)Total procurement through GeM portal
procurement by the | made by him/her during the period of
Ministry/Department/Division/ | report (in Rs.).

Section in Rupees (as may | (ij) % of procurement through GeM portal
be applicable in the case of | as against the budget indicated in the
the Officer Reported Upon). Target.

(iii) Procurements made outside GeM
portal and the reasons therefor.

(iv) Steps taken for promotion of GeM in
the Ministry/Department/ Division/Section.

bE

Contd..



(Annexure to DoPT O.M. No. 21011/04/2019-Estt. A-ll dated 24 September, 2019)
(For illustration only)

Part-3

Instructions before Numerical gradings may be tnodified to include the following:

“Numerical grading is to be awarded by reporting and reviewing authority which should
be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.
Numerical gradings, wherever applicable, may be awarded having special regard to
the remarks recorded by the officer in the Self-appraisal regarding utilization of GeM
portal for procurement and specifically for items ‘Accomplishment of pianned
work/work allotted as per subjects allotted’ urder Assessment of Work Output and
‘Knowledge of Rules/Regulations/Procedures in the area of function and ability to apply
them correctly’ under Assessment of Functional Competency.”

Instructions before Pen Picture by Reporting officer may be modified to
include the following:

“Wherever applicable, comments on steps taken by the officer for promotion of
procurement on GeM during the period under report, percentage of procurement on
GeM and his/her attitude towards full implementation of GeM in the office may also be
recorded”



Part-2 i

o sttty a1 wiRdes fomy a8, 39% gy 9L aw & fre

To be filted In by the Qfficer reperted upon

(T SRR B T & TR weit Y e AT )

{Please read caretully the instructions belore filling the entries.)

fru o wrat w1 dhra R

Brief dcscrip[ion of dutics
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w1 & S FEFRIAET 309 7@ 39 v Adifa fee &, 7 aned Re Adfia e ae 8 3w
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Please specify targetsfobjectives/goals (In quantitative or other terms) of work you set for yourself or
that were set for you, cight to ten items of work in the order of priority and your achicvement

against cach target. ( Example: Annual Action Plar lor your division).

FrUsERandT
Targew/Objectives/Goals |

IuRaat

Achievements
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(A) DPlease state briefly, the shorttalls with refcrence to the tmgetslobjecuveygoals relecred 10 in item 2.
Please specity constraints,. if any, in achieving the targets.

@) T 37 751 W W oFE W RaR Fh s yrafeaat off € A IaH o arT 1 ff s w0

(B) Pleasc also indicate items in which there have been significantly higher achicvements
and your contribution thereto.

o kT W B v qhad wAvET a8 &) R AR e R Pk NG s FAUR o€ @
senedt of & 31 el 7% & w § 9 o) TR A o AR & W f g & S

Please state whether the snnual return on immovable properly for the preceding  calendar year was filed

within the prescribed date i.e. k] R January of the year following the calendar year. If not, the dnré of
filing the return should be given.

| Raiw | ' FEAT 3% AT el ¥ FEv

[37)1 - Signature of officer reported upon.




TI-3
Part-3
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"t Fa At T 94T 10 IeET Aofy T Ieerg Fav B

Numcrical grading is to be awarded by rcporting and reviewing authority which should be on a scale of 1-10, where 1 reters
to the lowest grade and 10 (o the highest.

(Fvar wRARY Rt v & 9gR Rem-fRIat 7 o F 1w A)
(Please read caretully the guidelines before filling the entries)
(=1) T FAreaTes &7 YwIiET (Z9 WO ST 40% i)
(A) Asscssment of work output (welgbtage to this /Section would be 40%)

e | g aifrerd e
TIFE | et wyror-5 351 v 2) TN

Reporting | peviewing Authority i

Authority | (Refer Para 2 of part 5) Initial of
Reviewing
A_qthorily

) Wedfed @ @ Roua/Rvs & MUR @
ndfea ey T FE
Accomplishment of planaed work/work allotted as
per subjects allotied.

i). w@d-fsues & FfR

Quality o f output
iii). RWeoTETE Mo

Analytical ability

iv). ISR @rd @ aReianiee e e a
Accomplishment of  cxceptional work/unforescen
tasks performed.

Pt w18 o Hw R Avhwtor
Overall Grading on *Wark Output’

(@) =RFTE Rraarsii &1 qEaiHT (79 97 F 9 30% @)
(B) Assessment of personaj attributes (weightage to this Section would be 30%)

i (&= AT-5 % & 2) & IeTE
Reporting Reviewing Authority Initial of Reviewlng
Authority (Reter Para 2 of part 5) Authority
). @ @ R
Attitude to work
), R @ ay

Sense of responsibility

NG L
Maintenance of Discipling

% 2o oy
Communication Skills

v). 'ﬂqwr_;w
Leadership qualities

vi). o & s & and aRS H GAA
Capacity to work in team spirit

- R | PR | N PN
vii)  TRT FRON F HJATO HW A awTH
capacity to adhere to time-schedule

vil), &R R Wy
Inter-personal relations

i), QO V4 caBae
Overall bearing and personality

caf¥ana Rt W gw FEmt Aofeo
Overall Grading on’personal Attributes’

|
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© Assessment of functiona competenoy (weightage o this Section would be 30%)

e T ST yefdmieeT
TR | ok -5 a1 & 2) ¥
Reporting Reviewing Authority AR

Authorlty (Refer Para 2 of part 5) Juitial of
. Reviewing

Authority
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Knowiedge of Rules/Regulation/Procedures in the

area of function and nblllty to apply them
oorrect_ly

il). mmqv QT TR B TR
- Stratepic planning ability

i) PR e
Decision makmgabll ny

“iv). e e
Coordinatlon ability

v). tleen 37 9T v RERT W & s
‘Ability to motivate and develop
subordinates
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PART-4

L. ' oreT & a1y wrilar (gt i vare)
Relations with the puﬁlic (wherover applicable)
" (SrAaT Y sraerwarsl FT FEEtfies oF At o i o 3y Roqeft ¥).
. '(Piease comment on the Officer’s accessibility to the public and responsiveness 1o their needs).

2. i‘srf?nwr
- Training, , : :
mwaﬁwﬁﬁwﬁmwmmﬁimafhmmﬁﬁﬁgﬁ&mmkmﬁm
-F)

(Please give recommendations tor training will: a view to further improving the effectiveness and
capabiliti¢s of the Officer.)
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ey #Y el
State of health

Clntegrity ,
| (Fa st A ey ) R %)
. (Pleasc comment on the integrity of the Officer.)

yfades Il garn sl fr aa ROwaAEl & 3R (TRET 100 el #), Qe aRd a4y
F ARE GF, IWURT TSR], AFAYY FAEAA (Wesl : aEr-2 @ 3(7) vd 3(w) vd gda ant &
wia a¥gfa wfAw e

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including aren

of strengths and lesser strength, extraordinary achievements, significant failures (ref.3(A) & 3(B) of Part-2)
and attitude towards weaker sections.

SfdA & -3 & @B ¥, 7 AW | & R 710 7Riw ¥ WOR W Fo AR F&qH Ffiwmaon|
Overall numerical geading on the basis of weightage given in Section A, B and C in Past-3 of the Report.
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Signaturc of the Reporting Officer
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