Annexure-|

Time schedule for preparation/completion of APAR

Table-1

Activity

Date by which activity to be
completed

Forwarding of APAR data by the
Reporting officers to CR Cell

i

15th April, 2026

| Officer to Accepting Authority/ CR Cell
|

(s

' Submission  of Self-appraisal  to 31 May 2026
Reporting Officer by officer to be

reported upon

Forwarding of APAR by Reporting 31st July 2026
Officer to Reviewing Officer/CR Cell

Forwarding of APAR by Reviewing 30th September 2026

,' Forwarding of APAR by Accepting
- Authority to CR Cell

31 December 2026

Submission of representation if any. on
APAR in Online mode on the DDA APAR
& PRISM Portal by Officer Reported
upon from the date of communication of
APAR

Within 15 days from the date of
communication of APAR

(Page-3)




_18)c—

Annexure —I1

INDEX
R S ]

1 Steps to forward APAR data by the Reporting Officer

2 Steps to trace forwarded APAR data by the Reporting
Officer

3 Steps to Submit/Fill Self-Appraisal by the Officer
Reported Upon
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Steps to forward APAR Data By
the Reporting Officer on DDA

APAR PORTAL

Reporting Officer needs to follow these steps
to forward APAR data of the officers/officials
who report to him/her




Step-1

The Reporting Officer needs to login on his/her APAR portal.

Delhi Development Authority
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Step-—-2 '

Click on “Generate APAR”
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Step-3

Enter Employee Unique ID of Officer/Official Reported Upon
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Step-4

Click on “Forward/Generate APAR”
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Step-5
Reporting Officer needs to fill APAR time period, Name,
Designation and respective time period of Reporting Authority,
ReviewingAuthority and Accepting Authority (wherever
applicable) and click on Generate APAR

et

After submission of above details, click on “Generate APAR”
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Step—-6

Confirm the Generation of APAR

localhost:51813 says

Are you sure you want to generate APAR?
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Step—-7

Click on “Ok” on the reflected message “APAR has been successfully
forwarded toCR Cell for further action at their end.”

localhost:51813 says

APAR has been successfully forwarded to CR Cell for further acticn at
their end.
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Steps to trace Generated/Forwarded APAR

Reporting Officer needs to follow these steps to

trace the forwarded APAR data of the
officers/officials who report to him/her.



-8/~

Step-1

The Reporting Officer needs to login on his/her APAR portal.

Delhi Development Authority




Step -2

Click on “Forwarded APAR Data for CR Cell”
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Step-3

Click on “Preview” to view the generated APAR data which has

been sent to CR Cell

Forwarded APAR data
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Generated APAR Preview
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Steps to submit Self-Appraisal

Officer/Official needs to follow these steps to

submit his/her Self-Appraisal on DDA APAR
Portal.
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Step-1

The Official needs to login on his/her APAR portal.

Delhi Development Authority
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Step -2

Click on “Self Appraisa

I”




After clicking on Self appraisal

If this message appears If this message appears

Self Appraisal Self Appraisal

You are required to Forward/ Generate APAR From
Reporting Officer/ CR Cell before
submission of Self-Appraisal. Kindly contact your
concerned Reporting Officer.

The official can submit his/her Self-Appraisal The official cannot file his/her Self-Appraisal as the APAR has not been
by clicking on “Filled APAR”. generated yet. He/she is requested to contact the Reporting officer for
forwarding his APAR data to CR Cell, steps mentioned above.




