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Sanjay Gandhi Post Graduate Institute Of Medical Sciences

RAEBARELI ROAD, LUCKNOW-226014 (INDIA)
Phone (0522)-2668700, 2668800, 2668900 Fax-(0522)- 2668017, 2668129

PGI/Estt./RSD9269/19Vol2/ACR/ & *?15/2025 Dated-20/10/2025

Circular

Subject: Guidelines for Filling Annual Confidential Reports (ACRs) of Subordinate Staff.

In continuation to office order No. PGI/ER/ACAD/6198/2022 dated 05.12.2022, it has
been observed that there is a need to reiterate certain essential guidelines to all Reporting
Officers regarding the assessment of Annual Confidential Reports (ACRs) of their subordinate
staff. These reports play a crucial role in the career progression of employees, especially in the
context of financial up gradation under the Modified Assured Career Progression Scheme
(MACPS). :

Accordingly, all Reporting Officers are requested to strictly adhere to the following
points while filling out the ACRs:

1. Benchmark for Financial Up gradation under MACPS: As per the prevailing
rules, a minimum benchmark grading of "Very Good" is mandatory for an employee
to be considered eligible for financial up gradation under MACPS.

2. Impact of Lower Ratings: In case an employee is awarded an ACR rating below
"Very Good", it shall result in the deferral of financial up gradation under
MACPS. Hence, such ratings must be given with due care and responsibility.

3. Requirement of Prior Documentation and Communication: If any employee is to
be rated below "Very Good", it is essential that the Reporting Officer has
documented evidence of the employee’s unsatisfactory performance and copy of
which should be duly recorded in his personal file for future reference and record.
This should include issuance of prior warning letters or memos, clearly
communicating the deficiencies and giving the employee an opportunity to improve.

All Reporting Officers are requested to exercise fairness, transparency, and due diligence
while evaluating the performance of their subordinates.

Wy

(Prof. Radha Krishan Dhiman)
Director
Copy to-
1. All HODs and Reporting Officers.
2. HOD, BHI to upload the circular on Institute’s website.

(Prof. Radha Krishan Dhiman)
Director
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