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ENDORSEMENT 

Department of Personnel & Training, Ministry of Personnel. Public 
Grievances and Pensions. Government of India. New Delhi has issued an Otlice 
Memorandum No. F.No. 21011/04/2019-Estt.A-IJ 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 !CAR's website www.icar.org.in and e-office for information and 
necessary action of all concerned. 

Distribution: 

Under Secretary (Admn.) 
Tel. No. 011-23386978 

Email: rchauhan.icar@nic.in 

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

2. PSO to DG. ICAR/PPS to Secretary, ICARIPS to FA. DARE & !CAR 
3. Media Unit. I CAR for placing this circular on the !CAR's website 
4. E-Otlice Notice Board. 
5. 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 a-Marketplace (GeM) in 
Annual Performance Assessment Report (APAR). 

The undersigned is directed to say that Government a-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 '8' and Group 'C' officers 
belonging to Central Civil Services (other than All India Services). 

3. 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 report, (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 proc:urements 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 allo1ted 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 re1:orded 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-1. A sample format of Self-appraisal Section 
and Reporting Section of APAR is at Annexure-11 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. 

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

Copy to: 

�� 
(Kabindra Joshi) 

Director 

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 I Vice-President's SecretariaU 

Prime Minister's Office/ Cabinet SecretariaU Central Vigilance 
Commission/UPSC/NITI Aayog. 

4) The Comptroller and Auditor General of India, 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 Mlo Personnel, Public 
Pensions. 

2) Establishment Officer and Secretary, ACC. 

Grievances and 

L 
(Kabindra Joshi) 

Director 



Annexure-! 

(Annexure to DoPT O.M. No.21 011/04/2019-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). 

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 
}> }> 

. 
}> }> 
! ! 
! ! 
! ! 
}> 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 (ii) % 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. 

" 

Contd .. 



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

Part-3 

Instructions before Numerical gradings may be rnodified 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 1 0 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 planned 
work/work allotted as per subjects allotted' urtder 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 Reponing 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" 



I J • 
'• l 

'q'flf-2 
Part-2 

To be filled In by the Qrfice1· reported upon 

(lf'PIT �'!liT 'JR"� u � �qff it t<l'f"i{ � '1li' #) 

(l'leuso read carefully tbc instructions belbre filling the entries.) 

1. ��'lfiflif'clil�� 

Brief description of duties 

! 
�--------------------------------------t-----------� 

2. m t- � t:i��<,f'� � m � flW ��til. � 3fT'CA; flW � ��ill 3il 
� � 3rrtr " � iil<ll *t �� \ll<i�Cfi(11 ;); l!TQR tR � 3ltf tr� "� *t � � 
3mfr 3'Cm� �� (� c\i' nw J;I'TQl); m-a1 � fiW � m � 

:I 

Pleuse 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 priori!)' and your achievement 
against cuch target. ( Bxample: Annual Action I' Inn for your division). 

��ut� 
Targets/Objectlve$1Qoals , 

\W'IfSa>lt 
Achievements 

1 • I 0 

I I 



3. ('1) 'l"ffi lR 2 if 'l'\ll11; lfll; lll'ffi�m'f of.t l!lftl' il '� 'lifit<if 'In' � il � tRI � "111"11 of.t 'llfll' 'if ;f.t"t 
. il'l'm'lt � � lit lt ilii'T<(t 
(A) Please state briefly, the shorttillls with reference to the targets/objectives/goals relerred to in item 2. 
Please specit)t constraints •. if any, in achieving tho targets. . 

('I) '!"f''T ;;.r ..ro"" 111 � �R � 1!n"tl """''""�4i �taR m rn �""'1ft� �Rt 
(D) Please also Indicate itmns In which there have been significantly higher achievement• 

and your contribution tbereto. 

4 'F"'1 � �(;\' f.l; lf'l! � � IJ1I' lilt :ll'liU � � ilmvft !i'IUlft'l! � .lRlTn � ri # 
� IJ1I' ill't 31 � ll'li � q;u ;It >!$ tll'i � � iJt flmvr if't � *t � ;It 3N I 
Please state whether the onnual r<:lum on immovoble property for tbe pr<:ceding oolendnr year wns flied 

wiUlin lhe prescnbed date i.e. 31'1 Janulll')' of the year following the calendar y'ear. If not, the �ate of 
llling Ute return should be given. 

� 
Dille .... , .................... . 

' ' 

'l'f'IT� mt �l!; � 
Signature of officer reported upon. 

! ' ' 



m<r-3 
Pnrt-3 
li19lTmfifi <l'lf<f;\>111' mT ���(NT �otf.f�� � 9m � ;;rr;rr t. m 1-10 if.� 1R � m�. �t 1 
"«<<it '!i"1f � 'if>T � 10 ;av;nm �It '1171' � � tl 
Numerical grading is to be awarded by reporting and reviewing authority which should be 011 a scale of 1-10, where I rcters 
to the lowest gmdc and I 0 to the highest. 

i). 

ii). 

iii). 

iv). 

i). 

ll). 

iii). 

iv ). 

v). 

vi). 

<T'l·lJT �� � �-« � furr-�m � vwr-« � iif) 
(Piense read carefully the guidelines before tilling the entries) 

(ar) lfi1lf �;:; fliT � (W 'mlT '!tiT 40% thrr) 
(A) Assessment of work output (wolgbt&gc to this /Section would be 400/o) 
----

� '!'114<1l4i'1 � 
� (m -.rm-s !fiT� 2) 

I Reporting Reviewing Authority 
Authority (Refer Para 2 of part 5) 

��ffiltf � cJrr �� � Jfrtllt � 
3ITiib � � <nnt 
Accomplishment of planned wor1c/work alloUcd a� 

eer sub.Jects allotted. 

.<�>w-���� 
Quality of output 
��� ti\nrcu 
Analytical ability_ 
.7N<1141t=J>Iifi m <fit �� lN � m 
Accomplishment of exceptional work/unforeseen 
tasks performed. 

�·m�q;w�� .. 
Overall Grading on 'Wo.rk Ot.�tp1,1t' 

(il) ��� 1fif � (� m-:r 'liT \lT{ 30% � 
(B) Assessment of personal attributes (weightage to this Section would be 300/o) 

' � . '!'1'�q\ij 'lllfWr.ra 
snl'!ilfl!O <m m'll-s lfiT w 2) 
Reporting Reviewing Authority 
Authority (Refer Porn 2 of part 5) 

iiil?fif� 
Attitude to work 

·�<N� 
Sense of rcsponsibil ity 1 

�n·u;r <fiT � 
Maintenance of Discipline 

�� 
Communication Skills 

,·i)<!'f'J 1jUT 
Leadership qualities 
� <fit' � � q,rq <mOt <fit Wffif 

-

Capacity to work in team spirit 

.. .. · ' I 

�" 
�"' 

J�lt'R 
lnitial of 

Reviewing 
Authonty 

--

· -

<Jilfi1<'1\<t101 mftt.mt 
�3� 

Initial ofRevic:wlng 
Authority 

-. ··-

- --
vii). 

viii). 

ix). 

:rim:�- �1'1' <fiT 3f� <P� <fit ll'fJim 
capacity to adhere to time-schedule 
� a�fltc:tiRl mitT .. 

Inter-personal relations 

�ro unt \Tcf c�fct� 
Overall bearing and personality 

&�fcffi•rrt ��l fR q;(if � �� .. . 
Overall G••ac.ling on' personal A�ibu tcs' 

-

.---



• 

• 

. 

-------· 

(«) li'llt�W. .. - 'liT� (n" 'lfl'll 'liT 'liT{ 30% � 
C AIIICSsment offiJnctional competency (weightuge to this Section would bo 30%) 

i). 

il). 

Iii). 

lv). 

v) . 

vi). 

.!ll<t><ll!ilml�t<ri ""' � ;); ""- # imlAmi ""' 
"""' � ll'lhoT � � . 
Knowledge of Rules/Regulatlon/Prooodures h1 the 
area of function and ability to apply them 
corrcctJr. -
� 'll;;t;n � "" lll"'R'II 
Strategic �lannl!!jlablli\)' 
iii;;fOf AA � - . , 

Decision making abiliiy 
-- - -

CoQrdin.Uon ability 
..w 1\ftn w � 'll!lt oflr -

Ability to motivate ond develop 
subQrdinales 
'IOof � I I 
Inlti.Uve ; 

\lij;j� mtl'ffil "' '.!'" � ol\uft;mvr 
Overall (lradln& oa 'Fuuclional Competeacy' 

-

1Tffu;r 
snli•fll6 
Reporting 
AuU1orlty 

I I 
: 

! 

'lfl'll-4 
PART-4 

1ll'l:fl'O'r 
GENERAL 

: 1. IIPmT 11; m>r ij ,.n., t1 � '1ft� 
Rei.Uons with the pu�lic _(wherever opplicable) 

fiR\Oill!fl"'' sufH<t11tl 
� 'IIT'I-5 ill!� 2) 
Reviewing Authority 

(Refer Porn2 of part 5) 

. 

� '4it aa "'� ... 1 ail 'liT am <e 1 111 "' � artitaortt lf1l1 "'fll11"' 'R '!"f''T � �-
·(Piesse comment on the Officer's accessibility to the public and responsiveness to !heir needs) . 

2. • ll'fmlor 
· Training. 

. ' ' 

-Jortfaw)6i 
l'l1fllli;Jtt ;); 

31� 
lnilial of 

Reviewing 
Authority 

�-�-

f'li'l'IT .� '4't ll'llfim � 'l'll'lf llllRt1li il � arritoti wrrc � � m '4it � w m 1lfWu'or 11; � fll<nful 
�I) 
(Please give recommendations tor trsinlng wltl: a view to further improving the effectiveness ond 

copabllitics of the Officer.) 

l 
I 
' 



l 

3. ��� 
State of health 

tl. m'!J fl'tliOT . . 
· Integrity , 
.("f'M � � tlt<I�GOl 'R � �) 

, (Please comment on the int�grity oftlte Officer.) 

1. J 
s v� 3�� � Jl� ;fit �n fcr�'l1rOT31t *" � (�PT 1 oo u� if), �� w� m Vii" 

qm �mt4 �""· .;� :N<'I�, � Jmtmrcrr3it <� : �-2 lf!r 3(3T) vcr J(if) 1llf � <fll'f � 
\:tfc!t 3lfin{ft1 �r@IM �I 
l'on l'icture by Ropotting Officer (in about 100 wor<M on the overall qualities of the offic�r including sreo 

of strengths nnd lesser strength, extroordinary achievements, significant f.'\ilures (reD{ A) & J(B) ofl'nrt-2) 
nnd altitude townr�s weaker sections. 

6. � � 3WT-3 � � 3T, if Cfm � � � 1lV JJRnr ;\; 31'mR" Ql 'Pf � fl(!l{lli+IC¥1 �� 

Overall nqmerical grading on the btlSis of weightage given in Section A, B and C in Parr-3 of the Report 
. 

ft�Ff: 
Place . ...

.
............... .' ........ : .....

. . 

. l·i��i);� 
Signature· ofthe Reporting Ol't1cer 

vm;r llTlO .3f1lffi � . 
Name In Block Letters: ......................... .. 
�: 

r-;::;:R-� -:-i<t-,;---�--- --------..-;_:�;..,fil�s�,
· 
.. ���: .;'-,�:::-

o
'""·l�.:.;_�;.;.···�·�·: ................... .

. 

Date: ... . .. ....
. '..;.;"..;_;".;..:."-�------�----_.,.�D�u:..:.rin"'tgo..,;l;;.:.he:;..r.pcriod ofHeport ... . .

.
.......

. 
:..:.;"':..:.;"':;,... ' ...---�--' 

I '  : I  

• I 


