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To
All Pr Chief Lommissioners of income Taxand Pr Directore General of Inecome Fax, Delhi Pegion, Mew
Delh
All Chief Commicsioner< of Income Tax and Direr tors General of Income Tax, Delhi Region, Mew [elk
The Pr. Commissioners rommissioners of Income Tax. Nelhi 01L,04,07,10,12,15,00, ReFAC (AL} | 1o 10
ReFAC (VU) 1 to 4, Ref A (RUY 1 & 2, ReFAC (TU) 01, Contral 1 to Yand intl Tax 1to 3, New Delh
The Commistioners Directors of Income Tax, (Appeal Unit) 1 to 31, (Appeal) 23 to 31, (Appeal)-4) to 44
APA Exemption I&CI, Audit 01 & 02, ITAT, Judicial, Appropriate Authority, THS-01 & 072, DRp, €0,
Transfer Pricing-01 to 03, New Delhi
The Addl. Directors General of Income Tax, Expenditure Budget, DTRTI, Recovery, [T, Audit, Infra 61 % 07,
Investigation- 01 & 02, L&R 01& 02, TPS, Vigilance, HRD, New Delhi
The Addl./Joint Commissioners of Income Tax, Administration, Coordination, Vigilance, Personnel, New
Delh:.
The Under Secretary (V &L), CBDT, New Delhi.
The Dy/Asstt. Commissioners of Income Tax, Admn, Coord, Finance, Litigation, Pers., Vigilance, New Delhi
Madam/Sir

Subject:- Observing APAR Fortnight from 01.04.2024-to 15.04.2024-reg.

Kindly refer to the subject cited above.

In this regard, the undersigned has been directed t
HRD(copy enciosed), vide which it has been communicated
01.04.2024 10 15.04.2024 to enhance compliance of timely ¢

o forward the letter dated 02.04.2024 received from
to observe “APAR Fortnight”

ompletion of APARs.
The timelines to be followed in relation to writing of APARSs for t

been dirculated vide this office letter dated 01.04.2024(copy enclosed).

Furtner, the APAR forms pertaining to different Group-C cadres are readily available on the o
www.incometaxdelhi.org and the same can be assessed via the links as detailed in ‘Annexure B’

in the Department from

he Reporting Period 2023-24 have already

fficial website

Tnis issues with the approval of the Competent Authority.

Yaurs faithfully,
Encl: As above

\Xs‘* A ="
( VIVEK NAGRATH )
JCIT (HQRS. PERSONNEL),

NEW DELH|

Copy to
1 Tne Addl/Joint Commissioner of Income Tax, Administration, Coordination, Vigil
2 The Deputy/Assistant Commissioner of Income Tax, Admn/Coord/Finance
Charge including Central and DG (Inv)(Exermption), DI(Inv), New Delhi

3 Ineincome Tax Officer, Pk()/Prolocol/W(,-Hare/Ad'nn/}onn Store/mMs | unit, New Delhi.
4 Al recognized Avsociations, New belhi, Notice Board and on the website

ance, New Delh,
/Pmsonncl/Vigtlanm and all DDOs Dolhi

Www.incometaxdelhi of B

WM
.‘\\(‘ . ,\0\\1 Vo
(VIVEK NAGRAT} )
JAIT (HQRS. pi RSONNL 1)
NEW D) Hl




CADRE

L
Tax Assistant

|

_

A rALEVAL

APAR FORM DOWNLOAD LINKS ON THE WEBSITE
Www.incometaxdclhi.or;;

APAR FORM DOWNLOAD LINK
5/060320172127T/ 920(Form-F).pd

or
h,trpsj[,tjgyurl‘com/m/kzﬁtkm

M'Z/ﬂ@;_{?wlhqu/pdl/ whatsnewfile

545r.TA %20(Form-E).odf

https :g(incom;t/&dé/hfiz)‘r’g_z ndf/whats Hélu[iles[%@l@l 720
or

Sr.Ta

Assistant
SnPS,PS, hitos.//incometaxdelhi.ora/pdf/whatsnew {les/0603201 5203457.%20P5 %’26#%%20&%205&@ |
| Steno Form-D).pdf |
i or |
{ httgs:([tinzurl.com[82wk[237 ,

. |

] staff Car Driver httgs:[[incometaxdelhi.org[gdt[whatsnew[iles(0603201 7201 956Q"420{4Form—12.gdf
5 or

Notice Server

Multi Tasking
staff

‘ Inspector

|
. 0]
| Administrative

Officer, Office
Superintendent

httgs:[[tinzurl.com[557vy_\ggz
df/whatsnewfiles 060320171948N5%20 Form-1).0d '

https: incometaxdelhi.or
or
https://tin yurl. com[tm[tbes

df/whatsnewfiles 0603201 71914MT5%20 Form-L).od |

https: incometaxdelhi.or
or

https://tin yurl. com/3mstnjyn

843IT1%20(Form-C). d

|

df/whatsnew iles/060320171
or

httgs:[Ztinzurl. com/3 7vuv9xb

httgs:gZincometaxdelhi. org[gdﬁwhatsnew[iles[0603201 71820A0%20&%2005%20(Form-B ).pdf
or
https://tinyurl.com/3 wdhc3rw

https:, incometaxdelhi.or
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Government of India
Ministry of Finance
Central Board of Direct Taxes
Directorate of Income Tax
(Human Resources Development)

2" Floor, K Ram stadi
- , amp. JEN Stadium, New Delhi-1 .
FNo HRD/PM/APARMOIISPARROW 02 037 =

Dated 02 04 20,/
To.

All the Pr.CCsIT(CCA)Pr DGsIT/ICCsIT/DGSsIT

Subject: Observing APAR Fortnight from 01.04.2024 to 15.04.2024-req,.

Respected Madam/Sir,

o Kindly ’refer to the letter F No HRD/PM/APAR/A03/SPARROW/2021-22/ 10645
Sigef 18.02.2022 and F.No. HRD/PM/APAR/A03ISPARROW/2021-22/11727  dated
22 Qo,202‘2 »of this office on the subject “Timely completion of APARs as per the timeline
oi the DOPT by Group A & Group B3 Officers of the Income Tax Department” It was 250
siated that 1st April to 15" April will be abserved as "APAR Fortnight” in the Deparimen:
every year to enhance timely compliance

z _Accordingly. 15t April 2024 to 15" April 2024 will be observed as “APAN
Sortnight”. It is requested to carry out the following activities during this period:

. All the officers should be made aware about the limelines (enclosed as Annexura,
for filing, reporting, and reviewing of APARSs.
. Workflow should be created by Primary /Alternate Custodians by 15" April
i Blank APAR forms should be distributed to the Group-C officials and encour=ce
them to submit their self-appraisals before 30" April.
v Online/in-person training should be conducted by Primary /Alternate Custodians as
and when required.

This issues with the approval of the Competent Authority.

' Yours faithiuily.
Encl as above
A
AnS
(Arti Rawat)
Dy. Director of Income tax (Admin ) HED
i The Data Base Cell for uploading this letter on irsofficersonline.

iy
PAAES



APAR Timelines

S.No. | Activity -

—

7| Distribution of blank APAR
forms to all concerned (i.e..
reported upon where self-ap

and to reporting officers

ieal i be given
| where self-appraisal is not to rgporting ~fficer by

be
the officer to beé
tgraisal has to be given

> | Submission of self-appraisal to

officer to
be reported upon (where

‘\N‘
Date by which .
completed Wy
31% March. J

E

applicable).

3 | Submission of reportby '
reporting officer to the reviewing officer

30" June

4 Report to be completed by

| Reviewing Officer and to be

sent to Administration or CR Section/Cell or
accepting authority, wherever provided.

31% July

S | Appraisal by accepting
authority, wherever provided

31 August

6 (a) Disclosure to the officer
reported upon where there is no accepting authority

(b) Disclosure to the officer
reported upon where there is accepting authority

01* September

15" September

7 | Receipt of representation, if any, on APAR

15 days from the date
of receipt of the

8 Forwarding of representations
| to the competent authority
' (a) where there is no accepting authority for APAR

(b) where there is an accepting
authority for APAR

9 Disposal of representation by
the competent authority

10 Communication of the decision of the competent
authority on the representation by the APAR Cel||

11 | End of entire APAR process, after which the APAR
J will be finally taken on record

** Prior to reporting year 2022-23, this was 15™ Apyil.

L2 27

communication

21% September

08™ October
Within one month
from the date of
receipt of
epresentation,
15™ November




APAR

URGENT
mn Eun
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PRINCIPAL ( HIEE ( OMMISSIONI R OF INCOME TAX, DF L
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To,
All Pr Chiet Commussioners of Income Taxaand PrDirectors General of Income Tax, Delhi Region, Mew
Delh
All Chiet Commissioners of Income Tax and Directors General of Income Tax, Delhi Region, MNew
Delhi
The Pr Commissioners/commissioners of Income Tax, Delhi 01,04,07,10,17,15,20, ReFAC (AU) 1 to
10, ReFAC (VU) 1 to 4, RebAC (RU) 1 & 2, ReFAC (TU)-01, Central 1 to 3 and Intl. Tax 1 to 3, New
Delhi
The Commussioners/Directors of Income Tax, (Appeal Unit) 1 to 31, (Appeal) 23 to 31, (Appeal) 42 to
44, APA, Exemption, I&CH, Audit 01 & 02, ITAT, Judicial, Appropriate Authority, TD5-01 & 02, DRP, CO,
Transfer Pricing 01 to 03, New Delhi.
The Addl. Directors General of Income Tax, Expenditure Budget, DTRTI, Recovery, IT, Audit, Infra-01 &
02, Investigation 01 & 02, L&R-01 & 02, TPS, Vigilance, HRD, New Delhi.
The Addl./Joint Commissioncrs of Income Tax, Administration, Coordination, Vigilance, Personnel,
New Delh:
The Under Secretary (V &L), CBDT, New Delhi
The Dy/Asstt Commussioners of Income Tax, Addmn, Coord, Finance, Litigation, Pers., Vigilance, New
Delhi
Madam/Sir

Subject:- Timely completion of APARs for the Reporting Year 2023 24 in case of Non Gazetted Staff reg.

Kindly refer to the subject cited above

In this regard, the undersigned has been directed to state that since APARs are vital for proper personnel
administration and it is rseential that they are completed in a time bound m

anner and as writing of APARs
within the due datc is g public

duty of cach Official the APAR timelines 1o be followed for the Reporting Period
2023-24 are communicated herewith in the form of “Annexure A" and in relation to the writing of APARs, the

officials may find the desired APAR forms for respective cadres on the website www.in,cqme,la“mglm:g[g_

Keeping in view the guidelines issued for timely completion of APARs
21011/02/2009 Estt A dated 16.02.2009 of the DOPT, the undersig
inform ail officials in your Charge that, if the self-appraisal from
received in time, the Reporting Officer should take it upon him
reported upon in writing, asking him/her to submit his/her self-appraisal. If no self appraisal is received by
the stipulated date (i.e 30" April, 2024, as revised w.e.f reporting year 2022-23), the Reporting Officer can

proceed 1o write the report as per the DoPT OM. The timeline for reporting APAR for Reporting Year 2023-24
is 30" June, 2024.

issued vide OM No
ned has been directed to request you to

the Official Reported Upon(ORU) is not
self/herself to remind the official to be

R

i



The undersigned has been turther directed 1o request you to inform all officials in your Charge thatin
case the APAR is not reported (where self appraisal was submitted)/not initiated and reported (where self
appraisal was not submitted) by the Reporting Officer for any reason beyond 30.06.2024, he/she shall forfeit
his/her right to enter any remarks in the APAR of the ORU and the Roviewing Officer shall initiate all such
unreported APARs and forward the same to the custodian office by 11.07.2024, after which the Reviewing
Officer shall also forfeit his/her right to enter any remarks In the APAR.

In this connection, it is pertinent to mention that there have been instances where the APARS for (€7 tain
periods are not written in time and at the time of promotions/MACPs, the officials claim to have submitted
their APARs in time to the respective Reporting/Reviewing Officers. However, for the reasons ”nk’,nwn', mt'
APARs so initiated are not found to have been forwarded to this office and the Reporting/Reviewing Oﬂ:c;(r:
have retired by the time the APARs are required. In such situations, the officials request the /S(}IUH(P of N m—p-
for deficient periods, citing the retirement of the respective officers as the reason. In fhm' f('qmdl n}
undersigned is directed to convey that such requests of the officials would be addressed on providing pmlod/b .
timely submission of APARs to their respective officers, in absence of which, no NRCs for such reasons wou
drawn.

Lastly, in view of the said DoPT OM as mentioned at S No.2, the undersigned has been directed t0
reiterate that the Competent Authority will review the status post the lapse of imelines available for Revie
Officer and may call for the explanation of the concerned Official Reported Upon / Reporting Officer / Reviewing
Officer for not having performed the public duty of writing the APARs within the due date in appropriat
Action as per DoPT guidelines where the APARs are not written or not graded as per the umelines may

WwInNg

e cases

also be

proposed, wherever necessary.

~

Ve
Yo/Ars faﬁthfullv,
Encl As above L/

’

( VIVEK WAGRATH )
JCIT (HQRS: PERSONNEL),
. NEW DELHI

Copy to

1 The Addl/Joint Commissioner of Income Tax, Administration, Coordination, Vigilance, New Delhi

S The Deputy/Assistant commissioner of Income Tax, Admn/Coord/finance/Personnel/Vigilance and all DOOs
Delhi Charge indluding Central and DG (Inv)(L xemption), DI(Inv), New Delhi.

» The dncome Tax Qfficer, PRO/Pratacol/WellareAdmn/form Store/MST unit, New Delln

T ALCCopized Associstions, New Delhi, Notice Board and on the website www.incomotaxdelhi.org

9\t
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(VIVEK NAGRATH )
JICIT (HQRS PERSONNE |
NEW DE( )
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lime schedule for prepar

stk AT maner

Annexure- fi

ation/c ompletion of APAR

(Reporting year- Finaneial year) 252 % 24

SNo. | Activity :
: * D “L) Date l\y which to be completed
l . : istribution  of  blank  APAR | 11" March )
oms to all concerned (1e, t | : i
i oﬂ]icm 1o be reported upm(‘ w'.wr(: (This may he completed even a week earlier) |
! \ selt-appraisal has to be given and |
g | o reporting officers where self- |
5 \ appraisal 1§ not to be given) |
R U , |
1. ! .\uhnﬂssion of self-appraisal to | A April. |
| reporting officer by officer to be
| reporied upon (where applicable).
3 1 Submission of report by reporting | 30" June |
‘ | officer to reviewing officer
; | —
4 | Report 1o be completed by | 317" July
| | Reviewing Officer and to be sent
i |10 Administration  or  CR
| Section/Cell or accepting
i authority, wherever provided.
'S | Appraisal by accepting authority, 317 August
| wherever provided —
3 Disclosure to the officer 01% September

(a)
_ reported upon where there is 0o
! accepting authority

C.

l

{ () Disclosure 1o the officer
| Jreporred ppon where there is
‘ ! accepting authority

e Receipt of representation, if any,

15" September |
![

{
i

the datc of receipt oft

15 days from

|

| on APAR communication
i 8. “Torwarding of representations to !
! the competent authority
{e) where there is no accepting 21* September
authority for APAR
(a) where there is accepting 06" October
authority for APAR

Disposal of ropresentation by the

competent authority

,——-——/——/‘——‘—’.————f—ﬁ_"ﬁlﬂ
Communication of the decision of
the competent authority on the

representation by the APAR Cell

1 End of entire APAR process, after
which the APAR will be finally

.
Within one meaith from the date of receipt of

representation.

P__,’ﬂ’—‘—’_/_—/”,
15" November

0% Navember

taken un»lv'cq_(ru_d
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To

Allthe Pr. CCsIT (CCA)Pr.0OGsIT/CBDYT

Subject: Revision of last date for submission of self-appraisal by the Officer Reported Upon (ORU)
to the Reporting Officer from 15™ April to 30* April from the Reporting Year 2022-23
onwards for the officers/officials of the Income Tax Departmeont - reg.

Kindly refer to the above

on of self-appraisal by the ORU to the Reporing

2 The DoPT has revised lhe last date aof submissi
ar 2022-23 for the ofticers/officials of the Income

Ofticer fram 151nh Aprit to 30™ April from the reporting ye
Tax Depariment
.appraisal by the Officer Reponed

that the date for submss:on of self
ear 2022-23 onwards

3 It 1s accordingly informed
1 to 307 of Apn! from the Reporting Y

U-pon stands revised from 15™ Apn

Yoyrs fathiully

HRD CBODT New Delh:

Copy lO-
se Cell with the request 1o upload the lelter an wsofficersonline qov J"'
DDIT (SPARROW)

1 Data Ba
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AlLPEChiet Commisy
onery )

Delhy of Income Tax and PeoDitectars General of tncome Tar Oelh Bogion Mo
All Chiet Comm
e p rssioners of income Yax and Directors General of fneame lax, Delhi Region, Mew Gothi

o - "

toCommissioners/commissioners of Income Tax, Delhi 01.0A.07,10,17 15 ) ReFAC (AU} | 10 16
ReFAC (VU) 1110 4, ReFAC (RUY 1 & ) Rel AC (TU) O1, Central 1 1o 3 and Intl Tax 110 3, New Delh
The Commussioners/Directors of Income Tax, (Appeal Unit) 1 to 31, (Appeal) 24 to 41 (Appeal) 47 1o A4
APA_ Exemption, 1&CI, Audit 01 & 02, 1TAT, Judicial, Appropriate Authonty, (05 O1 % 67 URPC0
Transfer Prnaing 0110 03, New Delh
The Addl Directors General of Income Tax, Expenditure Budget, DTRTI, Recovery, 1T Audi, infra O & 7,
Investigation 01 & 02, L&R-01 & 02, TPS, Vigilance, HRD, New Delhi
The Addl./loint Commissioners of Income Tax, Administration, Coordination, Vigilance, Personnel, New
Delhi
The Under Secretary (V &L), CBDT, New Delhi
The Dy/Asstt. Commissioners of Income Tax, Admn, Coord, finance, Litigation, Pers , Vigilance, New Delhi
Madam/Sir,

Subject:- Revision of last date for submission of self appraisal by the Officer Reported Upon(ORU) to the
Reporting Officer from 15" April to 30" April from the Reporting Year 2022-23 onwards for the
officers/officials of Income Tax Department- reg.

Kindly refer to the subject cited above.

in this regard, please find enclosed the letter dated 17.04.2023 issued by Directorate of HRD, vide which the

revised last date for submission of self appraisal by the Officer/Officials Reported Upon from Reporting Period
2022-23 onwards has been circulated.

The undersigned is further directed to request your good self to kindly circulate the same amongst all the

officer/officials posted in your charge for necessary compliance of the same.
Yours faithtully,

Encl: As above
(ANURAG KUMAR SINGH)
ITO(HQRS. PERSONNEL NG),
0/o Pr CCIT(CCA), NEW DELHI
Copy to:

1. The Deput ,Assista”t Com nissioner of Income Tax, Adm II/COOI d/I ina |C9/ ersonni I/Vigilance and all DDOs Delhi
puly, F e
(4 i Ihi
harge inch in, n nvy Exemptlon) D|(|nv), New D )
C uﬂ g Ce tral and DG “ )( e € ‘ .
2. The income Tax OﬂiCef PRO/plO‘OCOVVVe"aIE/Adllllll' orm S[0|E/NISI unit, New Delhi.

] nized Associations, New Delhi, Notice Board and on the website www.incometaxdelhi.org
3. All recog "

Sd /—
(ANURAG KUMAR SINGH)
ITO(HQRS PERSONNEL NG),
Ofo Pr CCIT(CCA), NEW DELHI
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