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Part 1—Personal Data
(5 wwafs aqam W)
(To be filled by the Administrative Section)

1. FfgFT w7 19 )
Name of officer.

2. ¥ fafg
Date of birth.

3. &N 9T F A7
Designation of post held.

4. FAATA 9THT 9T A o ardrE A §

Date of continuous appointment to the present
grade.

5. Eqrt/eqrataq /srears /aad ®7 & |
Whether permanent/quasi-permanent or tem-
porary or on ad-hoc basis.

o

fot? srafe & fra (Fea) sgam/sonm/ows
@

Section/Division/Unit to which attached
during the period under report.

7. 831, afagw anfz & sewr ad & g ¥
aqufeafa t srafe |

Period of absence from duty on leave, train-
ing, ctc. during the period.

8. w1 afesrdt aggfaa aifa a1 aggfaa aawfa
L3
Whether the officer belongs to Scheduled
Caste or Scheduled Tribe ?
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am 2—feid wd /xafi & afwerd gra fon o wrd o sl faron

Part 2—A brief statement of the work handled by the officisl
during the year/period under report.

(3 feqidwat afasrd wd)
(To be filled up by the Reporting Officer)
fecquit -—zad g arar wfz fF g afewrd 71 ag fold § s@ar T &1 & fag frgea foar o § faad
qew &7, favig &% qaar faaal/fafaal & w3 qqan $19 qopgqa wfafiat o £ 31 qEEs
et & sgar I @Ak i A qHW F F1d g qO0A7 AT R

Note :—This should indicate whether the officer reported upon is employed on tasks requiring analytical
ability and involving initiative, judgement or application of knowledge of rules and regulations
or work study techniques or tasks of a simple nature and routine character.

wm 3—feEwat afasr gro geaten
Part 3—Assessment by the Reporting Offiger.

froqoit :—AY FY WE 11 ¥ 14 F1 qEdtwq wdy fag qmww  fRan sy afes IqgFT WA} F1U EqeeAqT
afwegaa fear g 1

Note :—Assessment under columns 11-14 below should not be indicated by tick marking but
clearly expressed in suitable words.

should be
9. €€ W1 |
State of health.

10. g gfg o AaF F1 IGFAT |

Genrral intelligence and keenness to learn.
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11, il szoear aar w74 & A9 Al H¥ FTATOQA

I2.

atFs, afw qx, *aug o, «m¥ afeqad, afawam,
HTHAN AT A A€ geré (Yorgi Ary g )
&Y {IT ST |

Attention to record management and routine
aspects of work, such as proper maintenance of
basic data, log sheets, *time sheets, *guard files,
recording, indexing and weeding of files (*wher-
ever applicable).

(%) = quil X Tt s W

(a) Pays adequate attention to these aspects.

(&) & a&ll FY AT I -4
(b) Isindifferent to these aspects.

() & frgeaT Ay AR 3@ @A g d
(c) Has to be constantly prompted and super-
vised.

sratag srafafa &1 wra )
Knowledge of office procedure.

(7) IF< 1
(a) Excellent.

(@) aga a1 |
(b) Very good.

() sr=aT1
(c) Good.

(&) #Yaa
(d) Average.

(%) =fzar
(e) Poor.

13. Frqqaey, oo, fafasl qar ag¥wl a1 fadress

% @1 1% F1d & qot F, w0 qur IF g TR
FY.ge7ar |

Knowledge of subject matter, rules, regulations
and instructions with particular reference to the
work allotted to him, and - proficiency in theis
application.

(7) s@e 1
(a) Excellent.

(=) aga @sa1 1
(b) Very good.

(w) srss1 )
(¢) Good.

(w) &aT
(d) Average.

(%) wfear

(e) Poor.



14. ®TH ¥ I |
Quality of work.

(i) T/t EFaT ) F7ar |
Ability to gather facts/material :

(%) sw= )
(a) Excellent.

(w) aga @set
(b) Very good.
() a=s1)

(¢) Good.
(w) @Y\

(d) Average.

(¥) wfear
(¢) Poor.

(ii) aea/aiwgt & easz fawdraor A wwat
Capacity for clear analysis of facts/
data :

(%) s
(a) Excellent,

(&) aga srss1)
(b) Very Good.

(7) ==t 1
(¢) Good.
(w) &raa
(d) Average.

(¥) wfearn
(e) Poor.

(iii) Wi ar qiwel w1 wegfawcor/feaw
qTEY AWA FY FAT |

Presentation of the case or data/quality
noting/drafting :

(%) sz
(a) Excellent.

(&) aga a1se1)
(b) Very Good.

() srser 0
(c) Geood.

(w) siraa
(d) Average,

(¥) wfear
(e) Poor.



(iv) #@ fReem &t aear )

(v)

15.

16.

17.

18.

Promptness in disposal of work :

(%) agaaw@<
(a) Very prompt.

(') a9t aaw)
(b) Reasonable prompt.

(7)) ==, fagsm 5@ 7t g3fa
(c¢) Slow and tends to delay.

qgagfer stz AYfasar |
Initiative and originality :

(%) sreafas 58 6 agagrfor
(a) Exceptionally good and practical.

(@) aga ssary
(b) Very good.

() FasFE &
(c¢)  Just good enough.

(T) stEa ¥ FH
(d) Below average.

srfys R g9 a1faea 7w & FY qer<ar

Willingness to undertake more and greater
responsibility.

w7 syfaaql & sqagIT

Relations with :

() qigwi & (3g g @ g @i
gfaFd & sFar F g gEw
FIAT At av) |

(a) Clients (this will apply only where
the officer has to deal with the
members of the public).

(@) ae=faal &)
(b)  Fellow employees.

FmEafgarn |
Amenability to discipline.

gufeafs & gax £ qrast |
Punctuality in attendance.



19.

20.

21,

+uFTSST (72 T TG WATTT F FToAToHo
51/4/64-T%-T fZAiF 21-6-1965 ¥ Ry
T gl & HTATT WA Q) |

*Integrity (This column should be filled as
per instructions issued under M.H.A.O.M.
No. 51/4/64-Ests.-A date 21-6-65).

gq1 3@ wafg ¥ afgsrd & &7 F oafa
garEAar at fEer seg 10 q ST FEFA
a2 7 afz gh, aY €6 # frazw
Has the officer been reprimanded for
indifferent work or for other causes during
the period under report? If so, please
give brief particulars.

1 AfaF T FE qEEATT AFATLT AT
gearada &1 fear & ? @49 ¥ gevE &1 |

Has the officer done any outstanding or
notable work meriting commendation ?
Briefly mention them.

feqrEFal afgFTO F EAHT
Signature of the Reporting Officer

TqvE &N A ATH
Name in Block letters

99
Designation

feat®
Date



22.

23.

24.

7

w4 e wfgeTt @ et
Part 4—Remarks by Reviewing Officer

qAdraw Ffasrt ¥ 91T Jar & q3fy )

Length of service under Reviewing Officer,

T AT FT 0T 3 A &Y 0 Feqdwat afawmd
#t feoqolt ¥ ggwa § 2 afe 7Y A o srwgufa
w1 g aard @ afe oy foatewat afasrd ora
sard & &0 AR aaTw ¥ gewew ¥ @) af
fecqat & #r§ R fadiw arq ofrear wigd &, ar
IqHT IsA@ FL | Y woAT Fgafa ot a1 &
# 7zt % a%0 § )

Do you agree with remarks of the Reporting
Officer in Part III above? If not, indicate
the extent of your disagreement. If you wish
to. add anything specific with regard to the
work and conduct of the official over and
above the remarks of the Reporting Officer,

please mention them. You may also sum up
your views here,

w1 @ aferrd ¥ 71 fadiw wqw a7/ar €
FATIATIO I a7 avgar § faadk w1 ¥ A
agry AR faar qrd swwer 9 fagfe & fag
fady g7 §@ sT AR gy afegt, s e
G F1 FAT § qa¢ IR fa@ 5 oo F faaw
qrdt e¥=fa & fa few s1or ot qaad § )
Has the officer any special characteristics
andfor any outstanding merits or abilities
which would justify his advancement and
special selection for higher appointment out
of turn? If so, mention these characteristics
briefly and indicate why you consider him fit
out of turn promotion.

grdtee Ffesd & gera<

Signature of the Raviewing Officer:

ez qA F A9 :
Name in block letters :

w:
Designation :

feats :
Date :
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ms—m&mﬂfwﬂﬁ%wﬁlmmtﬂt&mﬁ(aﬁﬁf@)l

PART 5 Countersigned by the next higher authority (with remarks, if any).

sfrgeararal afusrd & gerge
Signature of Countersigned Officer:
ez g|T F am

Name in block letters :

9T :
Designation :

faais .
Date :

feuit.—afe sfaga sfafe @t ome, TR wg qux awt arr A ¥ OE G ar T g gFA A A 3,
qt g afewrdt #t gfaw &Y ort wfge | o den e g 7 feai a1 ar, fawd e fag
T afewrt Y swar & fegqr mar w97 o afsafag &, gfea fear arr wifge,

Note :—~Where an adverse entry is made, whether it relates to a remediable or to an irremediable defect,

it should be communicated; but while doing so the substance of the entire report, including what
may have been said in praise of the officer reperted upon, should be communicated.



(09)

s

*awfuest &1 se w3 any fava gferr seard Sy afgo
*The following procedure should be followed in filling up the column relating to

integrity :

(1) =fz afasrt #Y gwfass g &€ wFr T8 &) s awar @ a0 fqar gy
(1) If the officer’s integrity is beyoud doubt, it may be so stated.

(1) afe #1< wFr a1 @2 & 1 ey @ret g fRar a1 o A fa@ s s

g

(ii) If there is any doubt or suspicion, the column should be left blank and action taken
as under

()

(2)

(%)

(b)

(d)

e § uF qoq fecqent faet srw T 9@ 9T FFIE A Q10 1 39 feopoi FY
wr gfq Moty feg & ara o afes sfgwdr 1 ¥ Iw S g7
gfafema 31 fF 37 a9 srgadf F<arg a3t g1 wigt eFfaser garforg s<ar
#9q7 Ieq froroly fagar @wa 7 & 38t feardsal sfasrd £ a1 av ag fasr
arfge fe fafvaa fAog T og=d & faq 9@ sfasrd &1 sm 2@ & fag
wafeq awr 7gY faar & sgar 7z 5 afysrd ¥ fagda #1€ a 9% gay &

g A g

A separate secret note should be recorded and followed up. A copy of the
note should also bs sent together with the Confidential Report to the next
superior officer who will ensure that the follow up action is taken expedi-
tiously. Wher it is not possible either to certify the integrita or to record
the secret note, the Reporting Officer should state either that he had 1ot
watched the Officer’s work for sufficient time to form a definite judgement
or that he has heard nothing against the officer, as the case may be.

afe wgadl FAaEY F FAATT AFHC AT §F g & AW & A HfuFy A
uwfasst gatfug &1 st =[rfge qar aggare oA fod F afafz &
qHET =iz |

If, as a result of the fcl'ow up action, the doubts «r suspicions are cleared,

the office’r integrity should be certified and an entry made accordingly in
the Confidential Report.

afg wi&wTe ar @2 ) #1 gfee @ ST & ar ag a@ o afwfafes 1 aEr afzg
aur gafyg afusrd w1 fafagg gfea & aet afge

If the doubts or suspicions are confirmed, this fact should also be recorded
aud duly communicated to the officer concerned.

afs sgadl #iar§ F GaEawy, GHG T GG A A LA A A G
AHr gfez gAY & @1 FB AR FET aF AMAFTQ F AT FT AAWIHA
fear T =Trfg sk 99F a7 (@) &% () § qag 3FE R
FT STt =J1fgw |

If, as a result of the follow up action, the doubts or suspicions are neither
cleared nor confirmed, the officer’s conduct should be waiched for a
further period and thereafter action taken as innicated at (b) and (c)
above.



