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MOST IMPORTANT
Dated: 1"8.01,.2022

(i) All sections in Main Office, Chandigarh

(ii) All sub-offices including lFAs under

PCDA (wC)

Subiect:

ApARs for the year 2O2I-22 in r/o all the officials upto the level of AAOs have to

be initiated online/manual. lt is requested that details in respect of all the officials up to

the level of AAOs (including MTS) who are on the strength of your office / section as on

OL.OL.2O22 (including temporary attachment with period of attachment), may be

forwarded to this office/Section duly filled in the enclosed Annexure'A'(for AAOs, Sr

Adrs, Adrs) and Annexure'B'(in r/o other officials). l-he information may please be

furnished by name to shri N. c. Dogra, sr. Ao (AN) by 18.02.2022 positively preferably

through e-mail/zimbra to AN-lV at the following ids. lt is stressed upon that adequate

care be exercised while filling each column in the proforma attached to this circular (no

column should be left blank). lt may be ensured that proforma in r/o all the employees

have been sent.

NIC Mail : pcdawcan4.dad@hub.nic.in

Zimbra : Pcdawc-an4@cgdamail.org

Note : The details of the fresh recruits appointed during the Assessment Year 2021'-22

may not be sent as they have not completed one year as on 31.03'2022 (ref<:r

para 193 of OM part l). However, the details desired vide this section circular No'

AN/IV/1187/118g/SPARROW dated 06.12.2021. (copy enclosed) for employee

creation in Sparrow application may be sent, if not sent earlier. ,/ 
^\A2

Encls' : As obove (ANMOL'AMAR SINGH)

DCDA (AN)

: For uploading this circtrlar on the website'

--ul '(ANMOt AMAR SINGH)

DCDA (AN)

1-22 : writi
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t',lame of it"'" Oftl.irt 

-

2 Designation / Account Number

3 Date of birth (DD/MM/YYYY)

4 (a)

(b)

Transferred in from (Section/Office)

Present Section/Off ice

Period served in the Section/Office

during Assessment Year 2021'-22

office/SectionlrromlTo

5 Category

6 Date of continuous appt. in present

grade & Level of PaY

Present Grade with Date :

Level of Pay :

7 Training programme(s) attended

during period, if anY

tr Tcr

lnctitrrf

8 Details of leave availed during the period

(Please attach the proforma if no. of spells are more than 3)

sl.

No

Nature of
leave

No of
days

Period Pre/ Post Post

sanction on
MC

Post sanction
on PAFrom To

t
2

3

Anne\vre'A'

Prqfqrreler-UlllaItq! Ptffi
(To be filled by AAOs, Sr Adr & Adrs onlv)

Summary of Leave

Spells

;i ,its;.aionea
b) Post Sanctioned on MC

c) Post Sanctioned on PA

The information furnished above is correct' The information furnished above is verified

with the records available in the scction/office'

Reporting Officer illqrq ,

Designation :

Account No. :

Reviewing Officer

Accepting Officer

Period of RePorting :

Account No. :

Period of Reviewing :

Desisnation :

Period of AccePti

Mobile Number

(srcNAruRE oI rHq oFFlclALW-lrH P4IE (STGNATURE OF THE AAO/AO/SAO)

9 I

I

From: lo: I

l

10

L1,

Name:
Designation :

Account No. :

L2



Proforma for lnitiation of APAR

To be filled bv Clk/DEO/Steno/STO/ITO/SCD & MTS

Period from when
served in Present

section/office

Training
program{ne

attended , if anY

during the
period under

report

Signature of the
concerned
individual

S. No. Alc No. Employee Name Section/Office Present
Designation

with date

-5

Permanent or
Temporary

6 7 8 I
1 2 3 4

Annexure'B'

AAO/AO/SAO
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Dated :06.12'2Q21

'I'hc 0fficer ltt-clt:tt'ge
All sections in Main Office

aii sufr-nffices inr:ltrtling IttAs urtder PCDA (WC)

SUL I
_'i 

n1

All ,ewly recruitecl A,cJitors may be directecl to apply for cleation of their NIC e-rrrail ids

ancl passwo|cj irnme<jiately to l,T,&S Seotion of Main ofrce, i1'not yet applierJ so titt', frot'ttlat lirr ttpplvittg

tbr e-mail is enolosed'

2,,I.heyshouldgettheirAADI-IARNos.withtheMobileNos,,seedeclwithUIDAIdatatlase.
,T'hose wrro rrave not got AADI{A11No. be directecrto obtair} the sarre with cruly seeded s,bire rro'

3'Detailsinr/oallthenewlyrecruiteclAuditorsmaybesenttothisofficeintheenolosed

jor.rnat ir.rnerliatery through e-mail on pcdawcan4.<rarr@h,b.nic.in onry fbr creation of ernployee data

on SI'}AIll{OW PIMS'
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For Lrploading on the PCDA (WC) website'

IT&S Cell
(Local) I
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