
OFFICE OF THE COMMISSIONER OF CUSTOMS
NO. 1, WILLIAMS ROAD,TIRUCHIRAPPALLI

620001
Phone No. 043I 24lII95 I 1737

Ncr.O431 24lOL44 E-Mail id:cfcustr
C.No.lIl9/ 02l20 17-CF Dated: 31.03.2017

Siub: Confidentia-l - Guidelines for initiating Annual
Performance Appraisal Report (APAR) for the year
2016-17 (O1,.O4.2O 16 to 31.03.2017) - Reg.

Attentic,n is invited to Standing Order No.5/2004 dated 11.03.2004 and
Administrative: Instruction No.2/2005 dated 03.02.2005 issued from ttris
Commissionerate on the above subject and Board's letters F.No.A-28OIIl4l2OOB-
EC/Per. Date<1 15.06.2009 enclosing the DOPT's O.M. No.2IO1Il02l2009-Estt. (A)

dated 16.O2.2OO9 and F.No.A-2BOLIl12l2013-SO (PerlEC) dated 12.O4.2O13 wherein
the time schedlule has been prescribed for preparation of Confidential Reports.

2, It is stressed upon that the time schedule prescribed in the above O.M. and
Board's letter dated 12.O4.2O13 should be adhered to. The instructions contained in
the Standing Order and Administrative Instruction may strictly be follou'ed while
initiating the hPAR in respect of a,il the officers for the year 2016-77.

3. The latest APAR formats can be downloaded from
irtt I,r : i,,' urrl-. dghrdcbec. gor'. j r-r

4. While initiating the APARs, the follor,r,'ing points may be kept in mind:

a) The assessment should be made in a descriptive manner and the grading
should be appropriate to the assessment without contradictions.
Overall grading should be given without fail. ln respect of ApAR
relating to Stenographers, Sr.P.S.. Motor Driver, Group 'C'officers - or.'erall
assessment should be girren even if therer is no specific column for it.
The Reporting and Reviewing Officers should justify the adverse remarks
by issuing warnings/memos during the period under review.
In respect of officers who are on long leave and have not worked for a
pe:riod of 90 days in the reporting period, their service book may be verified
and a No Report Certificate to the effect that APAR could not be initiatedT'
Reviewed for any reason shouid be specificallv given so that the same czrn
be kept in the CCR Dossier in lieu of APAR.
APARs of Stenographers of a-ll grades are not required to be reviewed.
Hence, Part IV of the format is not relevant in their case.
Normal gradation, viz. Excellent, Very Good, Good, Average and Belou'
Avr:rage mav be follo'*'ed while writing remarks in the APAR.

5. In respect of officers working on deputation at various agencies, the APARs
may be initiated at their respective end and completed APARs sent to this
Commissioneriate for further action.

6. A1l the Reporting and Reviewing Officers are requested to adhere to the time
schedule strictll'. The officer who are to furnish resume should be impressed upon to
extend maxim'um co-operation by submitting their personal resume correctl-v- arrd in
time to their lReporting officers. In case of delay rn submission of the resume, the
Reporting officer need not u'ait for the resume but mav go ahead and write the ApAR
u.ithout resume, if it is submitted within due date.

bl

c)

d)

e)



7 . The itirection of Board in F.No.A-28011 l4l2OO8-EC lPer. Dated 15.06.2009

in connection rvith timely prepa-ration and proper maintenance of APAR is girren for
strict compliance:-

i) In case APAR is not initiated by the Reporting Officer for any reason
beyond €loth June of the year in which the financial year ended, he shall forfeit
his right to enter any remarks in the APAR of the officer reported upon and
sha-ll sutrmit the APAR held by him for reporting to the Reviewing Officers on
the next working day.

ii) Similar stipulation is there for Revierving Officers, if they fail to enter
their rernarks by 9]"l$gg1g! of the year.

iii) In the month of October, Secretary of the Department/Heads of
Organtzertion may direct to call explanation from the concerned Reporting/
Review.ing Officers for not having performed the public duty of writing the ACRs

within the due date rand in the absence of proper justification direct that a

written rvarning for de:lay in completing the ACR be placed in the ACR folder of
the defaulting officer concerned.

B. The lJoard's instruction in File No.C-50/lOl2O17-Ad-II dated 13.02.2417

informs that if officers thernselves do not submit their self appraisal in time to the

reporting officer, No Report Certificate (NRC) rn'ill not be given and this may affect their
promotion. r1

\-Kri" gr\g\\4
(v.srVAI{UMAR}

ADDITIOhIAL COMMISSIONER (P&V}

lo
i. The Commissioner of Customs, Trichy.
2. The l\dditional Cornmissioner of Customs, Trichy.
3. The .Ioint Commissioner of Customs, Hqrs-, Trichy.
4. The Deputy/Assistant Commissioner of Customs, Customs Division,

Trichy/ Cuddalore / Ramnad/ Nagapattinam/Tuticorin/AirportlAir Cargo,

Trich.y.
5. The Chief Accounts Officer, Hqrs., Trichl'.
6. The fiuperintendent of Customs, Hqrs', Trich5' - cIU/Personnel /vigilancel

Confidential/Policy/Statistics IIAD lLegal & Review/TRC/Adjudication/Legal
Cell iCr: Chennai/AIU /Airport I Cargo.

7. The liuperintendent, Communication Wing, Maintenance/Operations, Hqrs.,

TrichLy.

B. The Administrative Officer (Estt. lAdrnnlDDO), Hqrs., Trichy.

Copl' submitted to:
1. The Chief Commissioner of Customs (Prer'.;, Trichy.
2. The Joint Commissioner (Communications), Trichy.
3. The Deputy Director, DGCEI, Chennai.
4. The Deputy Director, DRI, Tuticonn / Chennai.
5. The Additional Director (General), NACEN, 62I. Anna Salai, Chennar.

6. The Director General, CEIB, Janpath Bhan'an, 'B'Wing, 6tL Floor. New Delhi.

7. The Development Commissioner. M.E.P.Z.' Tambaram.



OFFICE
NO.1,

OF THE COMMISSIONER OF CUSTOMS

WILLIAMS ROAD,TIRUCHIRAPPALLI
620001

Phone No. 043 | 247II95 I 173'7

Telephone No.O431 24LOL44 E-Mail id:cfcustrich

C.No.IIl9/ 02l20 16-CF Dated:3I.O3.2O17

Sub: confidential - Preparation of check list of officers -
Annual Performance Appraisal Report for the period

2016- 17 -'Reg.

ln order to monitor the receipt of the Annual Performance Appraisal Report of

the officers wot:king under the estabiishment of this commissionerate for the financiai

year 2016-17. a checklist is required in respect of Reporting/Reviern'ing officers'

Hence, all the Divisional Deputy/Assistant Commissioners' Section Heads in

Hqrs., Trichy and formations under this Commissionerate al.e hereb5r requested to

furnish the particulars in respect of the staff of your office in the proforma enclosed

herewith. While furnishing the particulars, it is emphasized that the name a1d

designation of the Reporting/Reviewing officers should be mentioned clezrrly'

If the period of senice of al officer in the sard Division/Section/Formation is

less than 90 days (i.e. those who have joined the Division/Section during lalter

January 2016 from other places), the information regarding place/Co:mmissionerate

where the individual worked for more than 90 days during 2016-17 {01.04'2016 to

31.03.2017) together with the nalne and designation of the respective

Reporting/Rel'iewing officer may' please be furnished'

It may be ensured that there rs no omlsslon ln

"Check List".

respect of the officers in the

The palticulars should reach this office at

cfscu strichi(4 gmai1. com.

the earliest by Speed P'cst/email at

Enci: Format of Checklist

To

i) The Deputv/Assistalt commissioner of customs, customs Division,

Trichy/Cuddalore/Ramnad/Nagapattinam/Tuticorin/Airport/Air Cargc'' Trichy'

2\ The superintendent of customs, Hqrs., Trichy - clU/Vigilance/

confident iallPobc,v lStatistics/lADi Legal & Revieu'/TRClAdjudicationT'Legal Ceil

Chennai/AIU i AiPort I Catg:.
3i The Superintendent, communication wing, Maintenancef operations, Hqrs',

Trichy.
4)TheAdmj'nistrativeofficer(Estt.lAdrnnIDDO),Hqrs.,Trichy.
5) The Sup,erintendent ofCustoms, Personnel Section ( a list showing the names of

offtcers of Trichy Customs Commissionerate who are on deputation to'uarious

of{ices/Direclorates ma1'please be furnished to CF Section immediatell')

copv submitted to the chief commissioner of customs (Prev.), Trichy.

\k-(n
(v.slvAKuI\,1AR)

ADDITIOANL COMMiSSI(f NER (P&V)
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