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fayT: Launch of upgraded APAR module in PIMS - regarding. 

AS per decisions taken by the competent authority, the existing APAR module of PIMS has been 

revamped and facilities have been created for auto movement (upward and downward) on non-action by the 

various officers in the reporting hierarchy for self-filling up/ reporting/ reviewing/ accepting the APAR after 
designated time interval (as per Annexure-I). 

2.0 The upgraded version of APAR module has been made live in PIMS for year 2022-23 onwards. All 

officers (Reporting /Reviewing/Accepting) can login on PIMS with their PlIMS user ID and Password to 

perform various functions. The flow chart & help file for users is also attached as Annexure-I & II. The 

process starts with issuance of APAR form and moves on with filling it by reported upon officer and 

subsequent processing by reporting/ reviewing/ accepting officers. 

3.0 This issues with the approval of Director General, CPWD. 

HRTA 3tTT aait AET, PIMS ET APAR ATST RT Y T T 3itr faT 

2.0 APAR HIST à 3rt HFRUT HHT^UHTH at 2022-23 I_a c4 AT I Ft 



अनुसूची-I 

APAR FLOW CHART  

S. N.  Flow HOO Employee Reporting Reviewing Accepting 

1  APAR Period for Full Assessment year 

 a. Standard 
case 

Shall generate APAR 
FORM (1st March till 
31th March) 
 
Grace Period: upto 15th

April 

Fill APAR form from 
date of receipt of 
Performa to 15th 
August.  
 
Grace Period: 0 days  

Report APAR from 
receipt of APAR 
from Employee till 
30th August. 
 
Grace Period: 0 
days 

Review APAR from receipt 
of APAR from Reporting 
officer till 15th September. 
 
Grace Period: 0 days 

Accepting APAR from 
receipt of APAR from 
Reviewing officer till 15th 
October. 
 
Grace Period: 0 days 

 b. Form not 
generated 
timely by 
HOO 

 Performa can be generated only upto 31st March. 
 If HOO fails to generate Performa by 15th of March an alert shall be issued to next higher authority. 
 If HOO still fails to generate Performa by 22th of March, an alert shall be issued to respective custodian of APAR (SDG in case of 

Coordination/ DIR(Pers.) in case of CR cell). 
 If HOO still fails to generate APAR Performa, Disciplinary proceeding may take place. 
 In case there is a change in controlling officer between 1st march to 31st march, the HOO can pull back the APAR form issued to 

employee and send it back after correction within the grace period. 
 Within the grace period the employee can return the form to HOO upto 5th April, if correction is required in details of APAR 

period and controlling officer. 
 If HOO fails to revert Performa by 10th of April an alert shall be issued to next higher authority. 
 If HOO still fails to generate Performa by 13th of April, an alert shall be issued to respective custodian of APAR (SDG in case of 

Coordination/ DIR(Pers.) in case of CR cell). 
 

 c. Form not 
filled  

NA If employee fails to fill 
APAR Performa within 
stipulated time, it shall 
auto forward to 
Reporting officer  

If reporting officer 
fails to fill APAR 
Performa within 
stipulated time, it 
shall auto forward to 
Reviewing officer 

If Reviewing officer fails to 
fill APAR Performa within 
stipulated time, it shall auto 
forward to Accepting 
officer or Auto accept in 
case of Reviewing 
authority is the final 
authority. 

If Accepting officer fails to 
fill APAR Performa within 
stipulated time Performa 
shall Auto accept. 

 d. Return HOO shall reissue the The employee can Reporting officer Reviewing officer needs to Action needs to be taken 



Cases form of APAR by 15th 
of April. 
 
In case of failure no 
action can be taken 
from system. 

return the form to HOO 
upto 5th April, if 
correction is required in 
details of APAR period 
and controlling officer.  
 
In case the APAR form 
is returned, the 
employee shall resubmit 
it within 15 days from 
the receipt of Performa 
else system will auto 
forward Performa to 
reporting officer. (in 
return cases Standard 
timelines shall be 
ignored by the system). 
 

needs to take action 
within 15 days in 
case Performa is 
returned/resubmitted 
by Reviewing 
/Reporting upon 
officer (in return 
cases Standard 
timelines shall be 
ignored by the 
system). 

take action within 15 days 
in case Performa is 
returned/resubmitted by 
Accepting/Reviewing 
officer (in return cases 
Standard timelines shall be 
ignored by the system). 

within 15 days of receipt of 
any application which was 
returned at any level. (in 
return cases Standard 
timelines shall be ignored by 
the system). 

2  APAR Period for Partial Assessment Year Due to Transfer of Reporting upon officer (Employee) or APAR period for Partial Assessment 
year due to transfer of reporting officer 

 a. Standard 
case 

Shall Generate APAR 
FORM within 7 days 
of Relieving.  
 

Fill within 30 Days 
from Generation of 
Performa 

Report Within 30 
days of receiving of 
APAR from 
employee 

Review Within 30 days of 
receiving of APAR from 
reporting officer 

Accept Within 30 days of 
receiving of APAR from 
reviewing officer 

 b. Form not 
generated 
timely by 
HOO 

 If HOO fails to generate Performa within 7 days of date of relieving an alert shall be issued to next higher authority. 
 If HOO still fails to generate Performa within 7 days of date of issuance of alert to next higher authority, an alert shall be issued to 

respective custodian of APAR (SDG in case of Coordination/ DIR(Pers.) in case of CR cell). 
 If HOO still fails to generate APAR Performa, Disciplinary proceeding may take place. 

 
 c. Form not 

filled  
NA If employee fails to fill 

APAR within Stipulated 
time. Performa shall 
auto forward to 
Reporting officer  

If reporting officer 
fails to fill APAR 
Performa within 
Stipulated time. 
Performa shall auto 
forward to 
Reviewing officer. 
 

If reporting officer fails to 
fill APAR Performa with in 
Stipulated time. Performa 
shall auto forward to 
Accepting officer or Auto 
Accepted 

If reporting officer fails to 
fill APAR Performa with in 
Stipulated time. Performa 
shall auto Accepted 



 d. Return 
Cases 

HOO shall reissue the 
form of APAR within 
5 days of receipt. 
 
If HOO fails to revert 
Performa by 5 days of 
receipt from employee 
an alert shall be issued 
to next higher 
authority. 
 
If HOO still fails to 
generate Performa 
within 5 days of 
issuance of alert to 
next higher authority, 
an alert shall an alert 
shall be issued to 
respective custodian of 
APAR (SDG in case 
of Coordination/ 
DIR(Pers.) in case of 
CR cell). 
 
 
In case of failure no 
action can be taken 
from system. 
 

The employee can 
return the form to HOO 
within 5 days of 
issuance, if correction is 
required in details of 
APAR period and 
controlling officer.  
 
In case the APAR form 
is returned by 
HOO/Reporting officer, 
the employee shall 
resubmit it within 15 
days from the receipt of 
Performa else system 
will auto forward 
Performa to reporting 
officer. (in return cases 
Standard timelines shall 
be ignored by the 
system). 
 

Reporting officer 
needs to take action 
within 15 days in 
case Performa is 
returned/resubmitted 
by Reviewing 
/Reporting upon 
officer (in return 
cases Standard 
timelines shall be 
ignored by the 
system). 

Reviewing officer needs to 
take action within 15 days 
in case Performa is 
returned/resubmitted by 
Accepting/Reviewing 
officer (in return cases 
Standard timelines shall be 
ignored by the system). 

Action needs to be taken 
within 15 days of receipt of 
any application which was 
returned at any level. (in 
return cases Standard 
timelines shall be ignored by 
the system). 

3.  APAR Period for Partial Assessment Year Due to retirement of Reporting upon officer (Employee) or reporting officer  

 a. Standard 
case 

Shall Generate APAR 
FORM within 1 days 
of Retirement of 
Reporting upon or 
reporting officer.  
 

Fill within 7 Days from 
Generation of Performa 

Report Within 7 
days of receiving of 
APAR 

Review Within 7 days of 
receiving of APAR from 
reporting 

Accept Within 7 days of 
receiving of APAR from 
reviewing 



 b. Form not 
generated 
timely by 
HOO 

 If HOO fails to generate Performa within 1 days of date of retirement an alert shall be issued to next higher authority. 
 If HOO still fails to generate Performa within 2 days of date of issuance of alert to next higher authority, an alert shall be issued to 

respective custodian of APAR (SDG in case of Coordination/ DIR(Pers.) in case of CR cell). 
 If HOO still fails to generate APAR Performa, Disciplinary proceeding may take place. 
 

 c. Form not 
filled  

NA If employee fails to fill 
APAR within Stipulated 
time. Performa shall 
auto forward to 
Reporting officer  

If reporting officer 
fails to fill APAR 
Performa within 
Stipulated time. 
Performa shall auto 
forward to 
Reviewing officer. 
 

If reporting officer fails to 
fill APAR Performa with in 
Stipulated time. Performa 
shall auto forward to 
Accepting officer or Auto 
Accepted 

If reporting officer fails to 
fill APAR Performa with in 
Stipulated time. Performa 
shall auto Accepted 

  Return 
Cases 

HOO shall reissue the 
form of APAR within 
2 days of receipt. 
 
If HOO fails to revert 
Performa by 2 days of 
receipt from employee 
an alert shall be issued 
to next higher 
authority. 
 
If HOO still fails to 
generate Performa 
within 2 days of 
issuance of alert to 
next higher authority, 
an alert shall an alert 
shall be issued to 
respective custodian of 
APAR (SDG in case 
of Coordination/ 
DIR(Pers.) in case of 
CR cell). 
 

The employee can 
return the form to HOO 
within 2 days of 
issuance, if correction is 
required in details of 
APAR period and 
controlling officer.  
 
In case the APAR form 
is returned by 
HOO/Reporting officer, 
the employee shall 
resubmit it within 5 
days from the receipt of 
Performa else system 
will auto forward 
Performa to reporting 
officer. (in return cases 
Standard timelines shall 
be ignored by the 
system). 
 

Reporting officer 
needs to take action 
within 5 days in 
case Performa is 
returned/resubmitted 
by Reviewing 
/Reporting upon 
officer (in return 
cases Standard 
timelines shall be 
ignored by the 
system). 

Reviewing officer needs to 
take action within 5 days in 
case Performa is 
returned/resubmitted by 
Accepting/Reviewing 
officer (in return cases 
Standard timelines shall be 
ignored by the system). 

Action needs to be taken 
within5 days of receipt of 
any application which was 
returned at any level. (in 
return cases Standard 
timelines shall be ignored by 
the system). 



 
In case of failure no 
action can be taken 
from system. 
 

4.  Issuance of certificate for APAR period less than 3 months  
  Standard 

Case 
Shall issue/fill and 
accept Certificate for 
period less than 3 
months latest by 30th 
July  

    

  Retirement 
Case 

Shall issue/fill and 
accept Certificate for 
period less than 3 
months within 30 days 
of retirement. 

    

5.  Issuance of certificate for APAR period for more than 3 months in case of training period, leave, etc 
  Standard 

Case 
Shall issue/fill and 
accept Certificate for 
more than 3 months, 
within 30 days. 

    

 

 



अनुसूची-II 

FAQ & HELP FILE FOR UPGRADED APAR Module 

A. FREQUENTLY ASKED QUESTIONS 

 

 How to access APAR Module? 

o Login with PIMS ID and Password -> Personal Information Management System (PIMS) -> Individual -> APAR 

 

 Who can initiate APAR? 

o Office head or person delegated by Office head 

 

 How can APAR initiated? 

o Login with PIMS ID and Password -> Personal Information Management System (PIMS) -> Individual -> APAR -> Initiate APAR of 

Employee 

 

 What Details is required while filling any APAR by Office head or delegated person? 

o Period of APAR, Designation at the time of APAR, Office Name, Reporting officer Name & Designation, Reviewing officer Name & 

Designation, Accepting officer Name & Designation. 

 

 What if any officer in Additional charge? 

o In such cases he can select the office name from select office and then select the name of employee. 

 

 How APAR will Move to Next Authority? 

o APAR will auto forwarded by the system itself after the specified timeline expired 

 

 How Reminders can be sent to the concerned? 

o System will automatically send email and SMS to specified employees in the APAR.  

 

 

 

 



B. HELP FILE 

 



 

 

 



 

 

 



 

 

 



 

 

 

 

 



 


