ODISHA STATE CIVIL SUPPLIES CORPORATlON HTP Ve
(A Govt. of Odisha Undertaking)

REGISTERED OFFICE: C/2, NAYAPALLI, BHUBANESWAR- 751012'
CIN: U512110R1980SGC000894 i -‘*."__"
Tel: 0674-2395391, Fax No: 0674-2395291, website: www. oscsc n n

S (S~ ESTT- ESTT-022F- 204 No. ,2 I:Z Date: 5 !;Z'ar%{

From

Smt.Pranati Priyadarshinee Rout, OAS
General Manager (HR & Admin.)
To,
All District Managers,
OSCSC Ltd.

Sub: - Submission of PARs/ CCRs in respect of Regular employees, of OSCSC Ltd. for
the financial year 2025-2026 through OPMS Application - regarding.

Ref.- GA & PG Deptt. Letter No- 970/SE dated 07.07.2026.
GA & PG Deptt. Letter No- 560/SE Dated 15.04.2026.

Madam/Sir,

With reference to the subject cited above, | am directed to intimate that the OPMS
(Online Personnel Management System) Application has already been implemented at the
Corporation Head Office, OSCSC Ltd., Bhubaneswar, as well as in all the 30 District
Offices across the State. The primary objective of the OPMS Application is to modernize
and streamline Human Resource (HR) management by providing a centralized, efficient,
transparent, and user-friendly digital platform.

In view of the implementation of the OPMS Application and in compliance with the
instructions issued by the GA & PG (SE) Department, a copy of Letter No. 970/SE dated
07.07.2026 and Letter No. 560/SE dated 15.04.2026 is enclosed herewith for ready
reference. Accordingly, you are requested to intimate all Group-B Corporation employees
(list enclosed as Annexure-B) working under your administrative control to submit their
Performance Appraisal Reports (PARs) for the financial year 2025-2026 (01.04.2025 to
31.03.2026) through the OPMS portal only, within the extended time, i.e., 31/07/2026.

Further, you are requested to record the Confidential Character Rolls (CCRs) of all
Group-C Corporation employees (list enclosed as Annexure-C) for the financial year
2025-2026 (01.04.2025 to 31.03.2026) in the OPMS portal only, within the stipulated time.

It is also intimated that the processing of PARs/CCRs should not be kept pending
till the fag end of the prescribed last date, so as to avoid traffic congestion on the server.

This may be treated as MOST URGENT.
Yours faithfully,

Q. Rk
General Manager (HE & Admin.)

OSCSC -ESTT-ESTT-0227-2024/01/2026




Memo No. 12 “l/l Date: LE\‘ f}“%

Copy forwarded to:

1. All Officers, OSCSC Ltd., for information and necessary action. They are requested
to submit their PARs before the reporting authority, record necessary remarks on the
PARs/CCR for the sub ordinate staff wherever applicable within the stipulated
period. A copy of the aforesaid G.A & P.G Deptt. Letter along with Annexure-A, B &
C are enclosed for your kind reference.

2. The IT Cell, OSCSC Ltd., for information & necessary action. The IT Cell is
requested to host the aforementioned letter on the official website of OSCSC for the
information of all concerned employees.

3. Copy to Corporation Head Office Notice Board along with all the enclosures for
information of Head Office Corporation employees and further necessary action at

their end.
[2 0 r;}o
\Y 7V

General Manager (HR & Admin.)

OSCSC -ESTT-ESTT-0227-2024/01/2026



Annexure - A
Performance Appraisal Report (PAR) hierarchy for Group-A employees of Odisha State
Civil Supplies Corporation (OSCSC) Ltd. in the online OPMS/e-PAR system:-
Sl Designation of Reporting Reviewing Accepting
No Employee Authority Authority Authority
1 CGM ( F&A ) Head [ FA & CAO Managing Chairman
Office Director
2 Company Secretary | Managing Director | Chairman Chairman
Head Office
3+ | GM (F&A ) Head Office | FA & CAO Managing Chairman
Director
4 DGM ( F&A ) Head | FA & CAO Managing Chairman
Office Director
5 Manager ( F&A ) Head | FA & CAO Managing Chairman
Office Director
6 Manager (Law) Head | Managing Director | Managing Chairman
Office Director
Annexure - B
| Report (PAR) hierarchy for -B empl f Qdish
Civil Supplies Corporation (OSCSC) Ltd. in the online OPMS/e-PAR system:-
Si Designation of Reporting Countersigning Accepting
No Employee Authority Authority Authority
1 Asst. Manager ( F&A ) | Concerned FA & CAO Managing Director
Head Office Branch Officer
2 Asst. Manager ( F&A ) | District FA & CAO Managing Director
District Office Manager
3 Asst. Manager ( QC ) | Concerned GM (Proc) Managing Director
Head Office Branch Officer
4 Procurement Inspector [ Concerned GM (Proc) Managing Director
Head Office Branch Officer
5 Procurement Inspector | District GM (Proc) Managing Director
District Office Manager
6 Head Typist Head | Concerned GM (HR & Admin) | Managing Director
Office Branch Officer
7 Executive Head Office | Concerned GM (HR & Admin) | Managing Director
Branch Officer
8 Executive District Office | District M (HR & Admin) | Managing Director
Manager

OSCSC -ESTT-ESTT-0227-2024/01/2026




Annexure - C

_Confidential Character Roll (CCR) hierarchy for Group-C employees of Odisha State Civil

Supplies C tion (OSCSC) Ltd. in the online OP al
S| | Designation of Employee Reporting Reviewing/ Accepting
No Authority Authority
1 Accounts Executive, Head | Concerned Branch Officer | Managing Director
Office
2 Accounts Executive, | District Manager Managing Director
District Office
3 Quality Analyst, Head | Concerned Branch Officer | Managing Director
Office
4 Quality Analyst, District | District Manager Managing Director
Office
5 Assistant Executive, Head | Concerned Branch Officer | Managing Director
Office
6 Assistant Executive, | District Manager Managing Director
District Office
7 Driver Head Office M.V.l Managing Director
8 Driver District Office District Manager Managing Director

OSCSC -ESTT-ESTT-0227-2024/01/2026




Government af Odisha

General Administration and Public Grievance(S.E.) Department

vo. (90 s€ o. (O CH.D6og
GAD-SEA-MISC-0002-2018
From

Shn Ghasiram Murmy

Special Secretary to Governmem
To

The Addl. Chiel Secretanas lo Government!

The Principal Secretaries (o Govemma=t/

The Cemimissloner-cum-Sacretanos (o Government

The Speanl Seretanes o Governmont of all Depattmants
Sub. Estension of deadings for processing of the e-PAR fye the pericd 2025.28 m

respect of lhe Group-A & B oficars of tha State through the HRAS portat

Ref The DoPT, Govt, of India, letter no. 11059/04/2025-A1S-11l dated 30.06.2026.
Sir

| am directed lo say that the last date lor subnussion of he Sel-Apprasal Repon for
the PAR period 2025-26 was Uil 31.05.2026, which was reviced il 30.06.2026 wilo tnis
depariment's letter 10.856/SE dated 30.05.2026. In the meartime, the Govermmen of Indig
vide the above-referrad leline, has furthier extendad the Imelina far submiss'on a” APAR for thn
year 2025-26 in respect of All India Service Officers, considering adrmstrative engenaing and
praclical difficultes in the lUmely completion of the appraisal process

Hence, in (his regard. 'o maintain a uniforin implementation of the apprasal mechamsm
the Government has been pleased lo exlend the deadline for the process of onling PARS Tor (he
penod 2023-26, through the HRMS ponal ie respect of Group A & B eategory o'cers of the
Stale as per the following schetule, .

Cut Off Dates
Aclivity " Revised tirrelines ,
Existing timefines | .0\ oar no.gse/se| Further Rovised Timelines
| dated 30.05.2026 |
Sei- i |
Horial iy i My, 2026 | ’ 3 ly, 2026
Ihe pencd 151 May, 3g" June, 2026 I 1st July, 202
202526 {
Apprasal by
Reporting J1st July, 2026 3151 Augusel, 2026 15" Seplember, 2026
Authonty 7
Apprasal by
Reviewang | 30ih Septamber, 2026) 3401 Gerobar 2026 15"™ November, 2026
Authonty
i, el
CApprisal oy : " !
Accepiing !. 31st Decombser, 2028 | 3441 peceinver, 20260 315t December, 2026 ,
Authanty | 1| |
i .. 4

- (¥ scanned with OKEN Scanner



115 requasted that the revised deaglines ba kindly circulatad among all concerned lo
eranle them 1o submil thay sall- appraisal repoits anlne through HRMS and lo razard their
femarks on the PARs of their subsrdinate officers within the deadines as per the above
calendgar

The concermegd officers ay 5o be aivsed not to wart U e (ag end of the elasing date
AV IOCess ther PARs sulfioent Iy ahead of the deadine 1o avod Irathc cengeshon on the
erver,

1|1hfuﬂ Y.

Special Seae.ary G oyernment

Memono. C}T)  sse o. (V1.07.2008

Copy "orwarded 10 the Sysiem Adwsor, CMGI. Bhuoanaswar for information and
necessary acton  The e-PAR system may ba ket cpen sioclly as per the above-revised date
hnes The rensed datelngs may also be uploaded to the HAMS home page for wide publeify,

Special Secretary 1o Qovemment,

Memo No. Cﬂ?_ I SE DI, (7?7.07-?026

Capy forwarded 1o all RDCs‘all Cellectors and Cistnict Magistrates with a fequeslio
bring 1o the natice of all concemed under ther administrative cortrol,

g\

Special Seeretary to GoverAment.

(¥ Scanned with OKEN Scanner



F. No.11059/04/2025-AIS-III
Goverament of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training

EREE
Kartavya Bhavan - 03, New Delhi
Dated: 30™ June, 20206
To,

The Chiel Secretaries of States / UTs

Subject:- Extension of timelines for recording of PARs for the year
2025-26 in respect of AIS (IAS/IPS/IFS) officers by the Reporting
/ Reviewing / Accepting Authorities only - reg.

Sir / Madam,

I am directed to refer to DoPT's letter dated 29" April. 2026,
regarding extension of timelines for recording of PARs for the year
2025-26. In this regard, it has been decided with the approval of the
Competent Authority to further extend the timelines for recording PAR
for the year 2025-26 as mentioned in the table below, in relaxation of
Rule 5(1) read with Schedule 2 of AIS (PAR) Rules, 2007 and 7A so as to
give sufficient time to each authority, as indicated below: -

Activity Cut off dates
Existing [Revised vide letter Eu.rf.her

dated 29 April, evision

12026
Self Appraisal for] 315 May,’ 30 June, 2026 31st July,
current vear 2026 ; 2026
Appraisal byl 31% July, 31t August, 2026 15th
Reporting 2026 September,
Authority 2026
IAppraisal by1 30 31 October, 2026 15th
Reviewing September, | November,
IAuthority 2026 2026
IAppraisal by 31 31 December, 2026 |31% December,
IAccepting December, 2026
Authority 2026
< H Notwithstanding anything contained herein, no remarks may be

recorded after 315t December, 2026 in the PAR of AIS officers for the
PAR year 2025-26, in accordance with the 2°¢ proviso of Rule 5(1) of
AIS (PAR) Rules, 2007, as amended.

4. The aforesaid relaxation is accorded as a onetime measure only.
Yours faithfully,

(CQ- i ME\;‘-, =

{Kavita Chauhan)
Under Secretary to the Government of India
Tel: 011 - 2401 0416

(% Scanned with OKEN Scanner



Copy for information and necessary action to :-
All Ministries /Departments of Government of India.

Ministry of Home Alfairs, being Cadre Controlling Authority for

IPS, Kartavya Bhavan - 03, New Delhj.

Ministry of Environment, Forest & Climate Change, being Cadre

oad, Jor Bagh, New Delhi
EO(PR) Section, DOP&T - for information

Controlling Authority for IFoS, Ladhi R
4. The Under Secretary,

and necessary action.,

NIC, DOPT - for uploading on DOP&T's website

(¥ scanned with OKEN Scanner



Government of Odisha

General Administration and Public Grievance(S.E) Department

e

?\ﬂ ‘O‘_:' (?'OJ‘ZG

No. Bl [SE DL
GAD-SEA-M\SC-OUM—?G 18
From
Shei Ghasiram Murmu
Spacial Secretary 1o Government.
To
The Add. Chief Secretaries 16 Govermnmentt
The Principal Secretaries 0 Govurnn'.:;\n:.‘
The Cnrnmsssionar-cum-Secmlmics 1o Governmanl/
The Special Secrelaries o Govarnment of al Departments.
Sub: Extension of deadiines for processing of the a-PAR for the period 2025-26 N
respect of the Group-A & B officers ol he State through the HRMS ponal.
Rel: The DoPT, Govt of India, letter nO. 11059i04/2025-AIS-HIl. ¢ levea 26 ¢4 206
Sir, :

| am directed lo 53y Ihe last date for submission of he sell-Appraisal Report is
(ilt 31.05.2026 for the PAR period 2025-26. [n the meantime, the Government of Incia vide bhe
above-referred (etter has extended the timeline for submission of APAR for ihe yeafd 2025-26 in
respect of Al India Service Officers, considering adminislrative axi-gencies and practical
difficulties in the timely coniptalion of tha appraisal process.

Hance, in this regarc. 0 maintain a uniform implemenlat'ron of the appraisal
mechanism. the Government has peen pleased 10 oxtend (he deadling (or the process of onling
PARs for the period 2025-26, through the HRMS portal in respect of Group A & 8 calegory

officers of the Stale as perthe tollowing schedule,

e i
cut Off Dates 4\

e e

Aclivity

Existing timelines Revised limelines

Ep——

Sell-Appraisal for
pericd 2025-26

315t May, 2026 10" June, 2026

e e

IR -

Appraisal by

315l July. '
Reporting Authority 1sl July, 2026 31st Aggust. 2026
Bl il :

i

gk i
10th Seplember, 2026 ?,l October, 2026

__,_._,..-—_____.__________

Appraisal by
Reviewing Authority

e

B

- Appraisal by

; ) 31st December, 2026 31st December, 2026 i
Accepling Authority } 1

.-__,..__...___._____,__,_.....--——

(¥ Scanned with OKEN Scanner



It is requested that the reviscd deadlines be kindly circulaled among all concerned lo
enable them 1o submit therr sel-appraisal reports online through HRMS and to record therr
remarks on the PARs of Ineir subordinale sfficers within the deadlines as per the above

calendar,

The cencerned officers may aiso be advised nol to wait lill the fag end of the closing dale
and procass their PARs sufficiently ahead of lhe deadling to avoid traffic congestion on the
server.

Yours (githiully, /
Special Secretary to\Governmcnl.
Memo No, % . /sE Ot 20 .08 202

Copy lorwarded to the Syslem Advisor, CMGI, Bhubaneswar for infermation and
nacessary aclion, The e-PAR system may be kepl open siriclly as per the above-revised dale
lines. The revised daiclines may alsa be uplosded lo the HRMS home page for ﬁe(p@bh’t’i’ly.

_\}\}.’N 'J‘i 5
Special Sacrelary 1o '[‘iovemmem‘
MemoNo. ¢ &% /sE DL 20 .0 2024

Caopy lorwirded 0 all RDCsiall Collectors and Districl Magistrates with a request to

\p—f‘)@

Snecial sacmtmy\o Government.

bring 1t 1o the nolice of all concermed under their administralive control,

= e LML
(& scanned with OKEN Scanner



Governmenl of Odisha : |
artmen
Goneral Administration & Public Grievances (S.E.) Dep

5 60 /SE : Dated /S * 09 ' }@%
No

GAD-SEA-MISC-0006-2021

From
Shri Ghasiram Murmu,

Special Secretary lo Government.

To,
All Depariments of GovernmenV/All Heads of Depariments/

AllRDCs/ All Collectors & Districl Maglslrates.
Sub: Initiation of PAR/CCR for the year 2025-26(01 .04.202;5 31.03.2025).

The undersigned Is directed to say that the syslem of e-PAR, by the Group
A and B employees of the slate Govl., was introduced in the PAR pericd 2014-15
vide this department lefter 34337/SE dt, 26,12.2014, and the Governmenl of Odisha
had made il mandatory for online submission of PARs from the PAR period 2015-16,
through the HRMS portal vide this dapartment Isller no 47/SE dt, 14.01.2016.

As such, the GroupAand B employees of lhe slale governmenl are advised
lo submil their sell-appraisal by 30th April every year, which was subsequently
refixed to 31st May each year vide this Departmen| letler no.1100/SE dt, °
30.04.2022, following the Government of India Guidelines. Tha PARs then go
through a three-leve| assessment syslem, where the authorities in (he hierarchy
chain assass (he performance of the employees. The assessed PARs then gel
reviewed by lha designated PAR custodian, and these reviewed PARs get placed
before the DPC/Selection board for consideration of the case of the employees for
promolion/selection/sanction of MACP/RACP etg, Many such instances have come

to the notice, whera employess gat debarrag i .
e p y g6l debarred on such occasions Owing to_ want of

Consequently, a new Guldeline for recordj ; .
CCR in favor of Group C employees has been l:go:s:iitg?;izgdl!:;: E‘?“aﬂcﬂ .
Nntil.ican‘nn no.400/SE di, 25,02.2025, by teplacing the erstwhile Book ci iy
In this system, the immediate Reporting authority of e Group C e ‘: reular 45
Initiate the ccr In faver of the employee and assess hister pr:,-'; st D
which .lhe Reporting Authorily transmits the CCR 1o the Raviewi Qm‘a""?- post
Authorily for final assessmen;. Many such instances have come ¢ ﬂg-cum-ﬁ?c(;epung
the authorities have failod to initiata (g CCR in favor of h € fo the notice, where
subordinate (o him/her, gither hecausa of lanorance ® Group ¢ employees
vant of CCR of the employes, . s ,DI Will, wWhich fesulls in a

* s, therefore requosted |, s, u
3 s 3l all the emplo e ety
contrel, may kindly e sensillized anough (g s't.lt':l'nilil lhil? ::Qunder g admlnistrative.

of Iher subordinaleg for the | as well iti

: yaar 2025.25 01.04 85 Initialg CCR
epplicable, onling through Hrs i POSiiiva[y 2025 to 31,03

L et . 4 il
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Government of Odisha
General Administration (SE) Department

*%¥

No. GAD-SEA-MISC-0016-2014 -34337/SE., dated 26-12-2014
From:

Shri Niten Chandra,IAS,

Special Secretary to Government.
To

All Secretaries to Government /

All Heads of Department /

All RDCs/ All Collectors.

Sub: Implementation of Electronic filing of PAR in respect of Group-‘A’ and
‘Group-B’ Officers of State Government from the Assessment Year 2014-15

Sir,
I am directed to inform you that Government have been pleased to introduce

online filing of PAR by Group-A and Group-B Officers of the State from the
Assessment Year 2014-15. C.M.G.I has developed a software to roll out the new
system with effect from 01.04.2015.

2. In order to make the e-filing of PAR operational, each Group-‘A’ and Group-‘B’
Officers of the State will be provided a Unique Identification through HRMS.

3. The time schedule for filing of PAR online at each level will be same as
mentioned in the PAR guideline 2006, whose details are enclosed.
4. All Group-‘A’ and Group-‘B’ Officers will submit their PAR forms at
hrmsorissa.gov.in by accessing the same as per Unique Identification and
password provided by HRMS, Odisha. Atter filing their self-appraisal online on or
before due date they should send the same electronically to their Reporting /
Reviewing / Accepting Authority as per time schedule enclosed.

B The Reporting / Reviewing Authority will send the said PAR directly to the
next authority, after recording his /her remarks as per time schedule through the
online software. - ; '

6. The Accepting Authority will record his remark w_ithin the time schedule and
send it to the G.A(SE) Department online in respect of Group-‘A’ and to the
concerned Administrative Departments / Heads of the Departments in respect of
Group-‘B’ Officers. :

7. If as per the Schedule of Instruction, there are more than one Reporting
Authority/ Reviewing Authority (called Co-Reporting/ Co-Reviewing'Authorities),

G Scanned with OKEN Scanner
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then the appraisee will submit the PAR to the first Reporting Authority within the
time preseribed who will then transmit the PAR after recording his remarks to
second Reporting Authority within 30 days of the receipt. The second Reporting
Authority will attach additional copy of only Part-III of PAR format following the
first Reporting remarks and then write his remarks in the attached sheet within 30
days of receipt of PAR. Thereafter she/ he will send the PAR to Reviewing Authority.
The same process shall be followed nmutatis mutandis, if there are more than onc
Reviewing Authority except that normally remarks should be made within 15 days of
the receipt of the PAR.

8. If the appraisee fails to submit the PAR as per time schedule mentioned
above, the PAR will be automatically force-forwarded to the next / higher authority.
0. Failure of submission or initiation of PAR by the Appraisee or Reporting/

Reviewing / Accepting Authority in due time will be seriously viewed and adverse
entry will be made in the PAR of the concerned Officer.

t0.  All the instructions enumerated in the “Guidelines for Recording and
Maintenance of PARs of Group ‘A’ and Group ‘B’ officers of the State Government”,
except submission of PAR in hard copies, will remain operative even after
introduction of e-PAR system. _

11. This may be circulated Lo all Group-‘A’ & ‘B’ Officers working under your

administrative control.

A 2ol
Spccml Secretary to Government

Memo No. 34338/SE, Dt.26, -12 2014

Copy forwarded to the Programme Coordlmtor, CMGI Odisha, Bhubaneswar

for information and neces.sary action.

He should take up demonstration/ training of the Officers of Department of
Government, Heads of Departments and field level Officers on e-filing of PAR at the

_‘ Q&NN i

| Joint Secretary to Government

earliest.

9
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Government ol Odisha
General Administeation (S15) Department
Tk &

No.___ 47/SE Date,__1L01,2016

From:
G.V.V Sarma, 1AS
Principal Seeretary to Government.

All Depariments/

All Seeretaries to Government/

All Heads of Departments

AllRDCs/ All Collects/

State Police Headquarters DG & 1G (Police),

Sub:-  Implementation of electronic filing of PAR in respect of Group-*A" and
Group-‘B’ Officers of the State from the Asscssment year 2015-16.

Sir/Madam.

In continuation to this Depurﬂncnf letter No.34337/SE did.26.12.2014, |
am directed fo say that online submission of PAR in respect of Group-‘A" and
Group-‘B” Officers of the State for the: Assessment year 2014-15 has been
implemented successfully. Government have becf,n pleased 1o extend this faciliry
and make online PAR compulsory for Assessment year 2015-16 onwards.

Therefore you are requested to inform this to all the Group-"A" and
Group-*B" Officers and Officers under your jurisdiction and not to entertain
submission of hardcopy PAR from 01.04.2016 onwards.

Yours faithfully,
Principal Sétretary lo Government.

Memo No.  48/SE : dtd.14.01.2016
Copy forwarded to the Executive Director, CMGI for information and

necessary action. q i
[~ el

Principal Secretary to Government.
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Governmont of Cdishz

General Administration and Puplic Griceance Department

v 1LCO /SE Ot 30.04.2022
( AD-SEA-MISC-0002-2018

Frem
; Shri G.C. Patra, TAS
Additional Secretary to Government.
To
e The Add!. Chief Secretaries to Covernment/
The Principal Secretaries to Government/
The Commissioner-cum-Secretaries to Government/
The Special Sceretanias ta Government of all Departments.
Sur Revision of dateline for processing of the e-PAR In respec of the
Group-A & 8 officers of the State througn HRI4S.
Sir

[ am directed to say the last date for submisson of Self Appraisa!

Revrt was fixed ot 302 of April of each year as containcd in this Department letter
No ! 199/FRO Dt. 26.04.2006 and No.1200/PRG dt. 26.04.2006. It s noticed that
the online PARs could not be processed by this datefine by the officers of the State.

Corsidening the difficulties faced by the afficers and keeping in view the prascribed
dars lines of Government of India, the State Government have now bzen pleased
to % the calendar from this year for submitung and recording of remarks in the
PAP by the ORU and the authorities in the online PARs as folinws: -

a) Submission of self-appraisal Report - 3lst May

b) Hemarks of Reporting Authority - 3ist July

¢) kemarks of Reviewing Authonty - 30th September
d} bemarks of Accepting Authonty - 31sl December

It 15 requested that the revised datelines may kindly be widely circulated
am g 2ll concerned In order {o erable them to submu ther self-eppraisal repont
onloe through HRMS as well 85 to record their remarks on the PARs of their
ut-»dinate officers within the datelings as per above calerdar.  Tne concerned
offic ors may aiso be adwised not Lo wail il the fag end of the ciosing date and

proress ther PARs sulficiently alicad of tne dezching o avod traffic congestion of
the server.

Yaurs faitniully,

C’P}}Vt A Y

Addilional Secretary to Govarnment,

¢
-8
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Memao No, 1 1(} ]' /SE Dt. 30.04.2022

Copy forwarded to the System Advisor, CMGI, Bhubzneswsr for
information and necessary action. The e-PAR system may be xept open stricty as
per the above revised oate hnes. The rewised datelines may aisa be uploaded in the
HRMS home page for wide publicity. S o ¢ . o7

Additional Secretary to Governmant.

23
Memo No.__ | | _Q‘:'_ / SE  Dt. 30.04.2022

Copy farwarded 1o ajl ROCs/al Collectors and Dist net Mlagistrates vith

request to orirg it ta the notice of 8l concerned under therr aGIMimSrate contr .

¥
Ky

CV
Additional Secretary o Government.
y
Memo No, ! ! 3 / SE  Dt, 30.04,2022
Copy forwarded to ait Sections of GA & PG J
T i B Dcpar!m_c_nr r:m- mforn'muu:!
(g i

_ ‘ap
Additional Secretary to anvemrnent.
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" GOVERNMENT OF ODISHA

Vi aan
raf i
Ui GENERAL ADMINISTRATION AND PUBLIC GRIEVANCE . (S.E.)
' DEPARTMENT

Letter No.GAD-SEA-MISC-0026-2024- 400 /SE Bhubaneswar, Date. 25.02.2025

To
All Departments of Government/
All Heads of Departments/

All RDCs/AIll Collectors.

Subject: Guidelines for initiation and assessment of Confidential
Character Rolls(" Fit for Promotion" or "Unfit for Promotion" for
Group ‘C’ employees of State Government replacing the system |
of recording of Confidential Character Rolls(CCRs) i.e. provision II
under Book Circular-46. . !=

The current system of online management of Confidential Character Rolls (CCRs)
for Group-C employees in-the HRMS has to be ‘simplified to make it more user
friendly. The main objective of this guideline is to improve the capacity of the
administrative machinery for better and seamless appraisal of the performance of
Gro‘up-c employees in the State Government. Accordingly, a detailed
guideline is issued as follows:-

1 The nomenclature of the report will be changed from Confidential Character Rall
(CCR) to (* Fit for Promotion/Un-fit for Promotion). This will be a Confidential
document.

2. Custody of CCR s:

i. The custodianship of the CCRs( Fit for promotion or not Fit for promotion) in
respect of Group-C Government employees shall be maintained by the
Administrative Department/Head of Department (in respect of who they are
appointing authorlty) under a responsible officer, who shall ensure its online
review after due chsure of the CCR ( Fit for promotion or not Fit for
promotion) hm_' 'na 'commumcatlon of adverse remarks if any in the CCR,
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: icating the final decision !
esentations and commun g S on g &

processing Tepr
representations.
. The reviewed CCRs( Fit for promotion or not Fit for promotion) shajj ,,
us‘ed by the concerned Administrative Department/Head of Department fo,

promotion, selection, etc.

3. Report Period:
i. The CCRs( Fit for promotion or not Fit for promotion) shall be recorded for
each financial year or part thereof. The CCRs( Fit for promotion or not Fit for
promotion) for two or more years should not be recorded in one form. \

il. The minimum period for recording remarks in the CCRs( Fit for promotion
or not Fit for promotion) of an officer shall be four months in a yvear. The
higher authority should not adjudge his/her subordinates’ work unless he/she .
has seen it for a minimum period of four months.

Explanation ;-

For computing the period of four months, leave taken or training programme
attended for a continuous duration of less than thirty days shall be ignored and
remarks certificate to be recorded for such period by the competent authority.

4. Level of Assessment: -

There shall ordinarily- be two levels of assessment of the employee by the
authorities designated by the Government from time to fime _ . -

a) The Reporting Authority,

b) Reviewing Authority & Accepting Authority(Reviewing Authority act as
Accepting Accepting Authority in two tiers assessment chain of CCR)

The Schedule of Instructions enlisting the Hierarchy of the CCR chain has to pe
done by the respective Administrative Departments/Heads of Departments/Heads of
Office in two tier system for Group-C employees of State Government,

5. Initiation of CCRs ( Fit for promotion or not Fit for nromoti_bil) by Reporting

Authority/Reviewing Authority/Accepting Authority: :

i. The CCR of a Group-C employee shall be initiated by ‘his/her Reporting
Authority who shall adjudge the work performance of the employee either as

——
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Fit for Promotion/Fit for shouldering higher responsibility” or “Not fit

Eor Promotion/Not fit for shouldering higher responsibility” online in
Group-C Assessment module” of the HRMS portal.

ii. On completion of the assessment, the Reporting Authorily shall forward the
same to thnla Reviewing/ Accepting Authority"'j'or final assessment. CCRs( Fit
for promotion or not Fit for promotion) §shall get completed once the

Reviewing/ Accepting Authority has completed his/her assessment of the work
performance of the employee.

ii. A detailed workflow of the procedure to be followed will be made available in
the manual section of the HRMS portal for reference.

6. Some Salient Features:

i. The employee concerned shall be nofified in his/her HRMS profile on the
stages of CCR ( Fit for promotion or not Fit for promotion)creation or
assessment level at the authority chain.

ii. The minimum period of assessment should be at least four months, i.e.
CCR( Fit for promotion or not Fit for promotion) for a minimum period of
assessment shall be initiate_d by the Repc_i:rting Authority of the employee
concerned; for an assessment period of Iq%s than four months, NRC (No
Remarks Certificate) should be remarked/initiated by the Reporting Autharity
online, which is not a bar for promotion and shall be considered by the
DPC/SB , while considering the case for promotion of - the concerned

employee.

ii. When a Group-C employee gets transferred from one place of posting to
another, then during the brief period i.e. before being assigned to a new work
role(LR period), NRC shall be initiated in favor of the employee concerned by
the PAR custodian.

iv. In the event that the Reporting Authority of a Group-C employee couldn’t
initiate a CCRs( Fit for promotion or not Fit for promotion) for a concerned
period within the scheduled time period, then it is the responsibility of the
CCR( Fit for promotion or not Fit for promotion) custadian to issue NRC in
favor of the employee, mentioning the cause "Authority couldn't initiate the
CCR within the stipulated time period”, after scheduled closure of the CCR
( Fit for promotion or not Fit for promotion)time period; which is not a bar for
promotion and shall be considered by the DPC/SB while considering the case
for the promotion of the concerned employee.

4,
w
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s not fit for promotion, a delailed

v In case the Reportin reprimands  and

justification should be
displeasures issued to th

ion reminders,

. instruct
given. Any oc should be placed on record.

o concerned employ

7. Review of CCRs (Fitfor promotion or not Fit for promotion):
r promotion) shall be subject to

been adjudged as Not fit for
unicated

The completed CCRs( Fit for promotion or not Fit fo
scrutiny and the cases where the employee has

Promotion/Not fit for shouldering higher responsibility shall be comm
directly to the emp!oyee'concerned by the CCR custodian who has been entrusted
with the CCR custodianship by the concerned Administrative Department/Head of

Department.

Assessment of the Reviewing/Accepting Authority shall prevail over that of the
Reporting Authority.

8. Communicatio d e Re

D.O letters communicating adverse remarks should be signed by an officer '
authorized by the concerned Administrative Department/ Head of the Department.

9, Submission of Representation : :

i. A representation against adverse remarks should bé:-clear. concise, precise
and wiitten in a temperate language. It should be furnished in two copiesl
addressed to the authority competent to dispose of the 'repreéentation within
period of 45 days of receipt of such communicalfﬁh. f .lhere are sufﬁclen?
reasons, the representation may be considered b)?:_-'ﬁ_ihe CCR branch of th
concerned Administrative Department/Head of the Department beyond thi:

period of 45 days but not later than six months of
the recei
communication. ipt of the

ii. A second representation shall not in any circumstanﬁés be entertained

ii. Any representation which is not properly addréssed or is illegible o
unintelligible or contains language which in the opinion of the Government isf
disloyal, disrespectful, or improper or casts unwarranted aspersions on the
authorities recording remarks or on authorities deci'ding' the representation

should be summarily rejected. !
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v Copy of any representation received from any other quarter th

stipulated above will be seriously viewed and construed asqanr:tz a: L
e!'nployee concerned to exert extraneous pressure and influei?p fby .
disposal of the representation. i
made any allegations in his/her
remarks, he/she may
nt of his/her failure to

v. If an employee concerned  has
representation against any authority recording adverse
be called upon to substantiate the same and in the eve
do so, he would render himself liable to disciplinary proceedings.

10. Djépgggl_qf_ﬂgp_rmnjgﬂgm
tion, only the author of the adverse remarks (Not
gher responsibility )y may be
mment on the reprosentalion.
d to the adverse remarks

to substantiate.

i. Upon receipt of representa
fit for Promotion/Not fit for shouldering hi
asked to substantiate or o furnish her/his €o
Those higher authorities who have merely agree
written by other authorities need not be called upon
facls, figures. and

The Substantiation Report should cover specific

it.
instances which are relevant to the adverse remarks.
tions are invited to

f the author of the
orted the

ments on the representa
tions and it is the duty 0
e has adequately SUPP

iii. Substantiation reports and com

facilitate the disposal of representa
adverse remarks to furnish them unless h

adverse remarks in the CCR itself.

iv. Substantiation report may also be sought from authors of adverse remarks
who may have retired recently from Govt. service if felt necessary.
ould normally be disposed

deration
Fit for

v. The representation against adverse remarks sh
of within 6 months of receipt of such representation taking into consi

facts stated in the CCRs ( Fit for promotion or not
representation, and substantiation report if any. The order passed

promotion)
shall be informed suitably to the officer concerned.

on the representation

11. _Cg_mpggg,m,_éuﬂlgm y.:

The competent Authority to deal wit
remarks ( Not fit for promotion/Not fit for shouldering h

be the Authority oné step higher than the Reviewing /A

Adminislrative set up-

h the rapresenlation against the adverse
igher reSponsibility Ywill

ccepting Authority in the

BREE- - O

. . LA
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In case the adverse remarks are given by the Chief Seo'retarIy/Veryr«; Secf:?rf;f'ﬁ{?e,- in
charge of the Department/Minister the competent authority will be the Chie Inister
The order of the competent authority shall be final.

12. Preservation period:

CCR( Fit for Promotion/Unfit for Promotion) should be preserved for a period of
T(one) year from the date of deathfretirement,

discharge, In |atter case the C

CR( Fit for promotion or not Fit for promotion) should
be preserved | final disposal,

:
13, Formulation of Policy & Interpretation of Rules:

9ht in formulation of policy and
relating to the collection ang
Fit for Promotion) in respect of

interpretation of rules in

respect of Matters
maintenance of CCRs( Fit for Promotion or net
Group-C employess of State Government.

14. The Circular!lnstructions as noted in Book Circularvgﬁ.are hereby rescinded.

( Surendra Kumar) g

Additional. Chief Secreta

Government
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