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).

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 Qutput’, ‘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 allotted 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.

B. 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/ Cenfral Vigilance
CommissionfUPSC/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 M/o Personnel, Public Grievances and
Pensions.

2) Establishment Officer and Secretary, ACC. - :
| (Kabindra Joshi) -

Director



Annexure-l

{Annexure to DoPT Q.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

EH

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
> >
» »
1 }
l }
l ¥

» Procurements made through GeM portal (wherever applicable)

(NTotal 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 | (i) % of procurement through GeM portal
be applicable in the case of | as against the budget indicated in the
the Officer Reported Upon). Target. '

(i) 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 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 modified 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 planned
work/work allotted as per subjects allotted’ under 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” '
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filing the return should be given.

Ram - | et ¥ et T % g

 DCurnnyiennstenrimrsinn Signature of officer reported upon.




at

W3
Part-3

= oo Aol A e 10 Iwae Al w gede e
Numerical grading Is to be awarded by reporting and reviewing authority which should be on a scale of 1-10, where 1 refers

to lhe lowest grade and 10 to the highest.

(rar sfafR o e & aga Rer-Rat 5 e & v %r)
(Please read carefully the guidelines before filling the entries)
¢or) sre (Frowras &7 HoutesT (39 90T BT 40% 29)
(A) Assessment of work output (welghtage to this /Section would be 40%)

‘ !mu'rawavi‘i‘ﬁwmﬁmﬁwwﬁrﬁmWgﬂﬁﬁwmﬁ‘cﬁr&mﬁmmwisﬁ1 10%ﬁtn%w@mm%q i 1

whaaET

ENDEA
Reporting
Authority

TRt TR

(ggef wrrm-5 7 &7 2)
Reviewing -Authority
(Reter Para 2 of part 5)

5 o
ity &

TR
Initial of
Reviewing

it Tran T w _
Accomplishment of planned worlk/worle atiotled -as
]per subjects allotied.

e R TR & AR W

Authority

i),

- Forsarear B AR
Qu'll;ty of output

i),

" Analytical ability

f%rﬁw*ﬂa? Zfreesar

iv).

mmwmzﬁrwﬁwiaﬂﬁwwam—qﬁﬂmﬁ ‘

Accomplishment of uxceptmndl work/nforeseen

- tasks _performed.

ol w T W Fernt Aofiaor
Overall Grading en ‘Wm I Outpupt?

(@) e RATATS T R (56 W A W 30% $1)

(B) Aﬁsssament of personal attributes (weightage to this Section would be 30%;

ENEEUR

Reporting

Authority

(52 wTT-5 F R 2)
Reviewing Authority
| (Refer Para 2 of part 5)

& IETAT
Initial of Reviewing
Authority

T

Attitede to wnrk

i),

ey w wr

- Sense of rES]‘JOﬂSIbII ity

i),

" 3R T ST
Mamtenance of‘ Dtsmplme

iv).i!

. q:lﬁ.qru.r EE T : o A

Communication S‘k]lls

o

ﬂqﬁ T

Leadcaslnp qualltlus

- vi).

" e e 3 e A S e

" Capacity to work in team spirit

vii).

"Wmﬁvﬁwargammﬁﬁ&mm

capacny to adhere to tlme-schedule

vii),

ey

TR AT WA
*Inter-personal relations

ix).

" ww Bl W eafRee
Overall bearing and personality

TR RV T gt fRara Aot

~ Overall Grading on’peisonal Attribuies’




(®) TETITOTE ST ST WETRA (R ST @ T 30% a’m'r)

© Assessment of functional competency (weightage to this Sgotion would be 30%)

EIREES)

PHEEI]
Reporting,
Authority

TR ST
(= wvr-5 #v g 2)

Reviewing Authority
(Refer Para 2 of part 5)

gﬁ-ﬁaﬂéﬁéf
aiftesd &
HIEZT

Initial of
Reviewing

__Authority

)

it v araar § 69 A iR o
SR WE g ey

Knowledge of Rules/Regulation/Procedures in the
area of function -and  ability - to  apply them
unrcct]y

;hﬁammamﬁ#mm

- Strategic planning ability

iif).

foty o Y awar

_ Decnsmu makmg abllny

: l.iv').

FI ST
Coordmatlon ability

FeEET @1 ORT v ReR S & &
Ability to motivate and develop
subordinates

vi).

ugel ufeE Lo
Imtntlve o

‘mm T 0 el RramaT -“}wl’rww

AT-4
PART-4

ng{all Grading on ‘Functional Competency’

GENERAL

; SIFTRT 3 AT FiaTLy (srei ot wee)

Reli@ions with the public (wherever applicable)

(RFAT T ArAeTFATA FT FeACAT T U ATFTE TR At a7 gy oot )

. '(Please comment on ihe Officer’s accessibility to the public and responsiveness to-their needs).

- wigreror
Trammg

mamr&ﬁsrmﬁm@mﬁ BTl # A arfdren gave o iy e 4 gfE & gwd wflreor 3 g i

i)

capabilities of the Officer.)

i (Pleass give recommendations for training with a view to fusther improving the

cifectiveness




:1].

ey Y RaR

State of health

Iuteguty
(wmaﬁa’ﬁﬁrﬁﬁﬁrwﬁwqt%mﬁ #)

. (Please comment on the lll.lt?gl ity of the Officer.}

i el Err afterdy fr wren Rdeant el (Eeeer 100 et #), et wened gy v
g WA 8T, HATURUT SO, Ayl sl (Hest 0 #e2 & 300 W 3(E) @ gag el &
wfa sfdghr enfirer gn ‘ .

- Pen Picture by Reporting Ofticer (in about 100 words) on the overall qualities of the officer including arca

of strengths and lesser strength, extraordinary achievements, SJL,miicanl failures (rel'3(A) & 3(B) of Part-2)
and attitude towards weaker sections.

iR & o3 F w@oE ¥, ¥ AW W & QY A0 AN & WU R G P dearaen o)
‘Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

A .
_ afdEw aftmrd & geamre
Signature of the Reporting Officer

AT L | A A IR A

PLICE. cutrrraresrnsrerasrcseeserensininns
t ‘ Name in Block Letlers:........oooiiiniiivinn

Ty=H :
Dcsxg nauon .............................

Datel. e, ‘ _ _ Durmg _l_hc_. pgru)_d _ni Repor_t........,.,m.,.....




