Iga-1V
ANNEXURE-IV
ot wfeal /aRs Jufdas wemei /4 74 @ & & Agferiis
Ts | R S A Muig R &1 gux
FORM OF CONFIDENTIAL REPORT ON PRIVATE SECRETARY/
SENIOR PERSONAL ASSISTANT/STENOGRAPHER GRADE 'C' AND 'D' OF C.S.S.S.

HATA / fI9TT / BrITaI—9RA arfsia srgdar gd fRrer ukug
(@ ST )

STHER g BRI, QBRI |
Ministry/Department/Office: Indian Council of Forestry Research and Education
(Forest Research Institute)

P.O. New Forest, Dehra Dun.

AN T—1—Ffad &1 faa=or
(S AT / AT / SRR & Hafdd Jemaiid STg9nT wR)
Part-1- Personal Data
(To be filled by the Administrative Section concerned of the Ministry/Department/Office.)

1. IYBRT BT A

Name of Officer.

2. o fafor
Date of birth.

3. fed Ug &1 ygAM™
Designation of the post held.

4. o1 AMBR YT T / ST ST B &7
Whether the officer belongs to Scheduled
Caste/Scheduled Tribe ?

5. IdHe UgHhH

Present grade.

6. T Ushd H Fgfad @ arig

Date of appointment to the present grade.

7. S AHIRAT BT AW ygAH 5D el g9 av
e <8 9o Ud & AT I8 Bl iy |
Name of officers with designations with whom
employed during the year and the period served with
each.

8. Gedl, URiEv offe & R 99 § SIS |
JUReIf &1 3rafy |
Period of absence from duty on leave, training, etc.
during the year.



(2)

YRT—2—3TH AT
Part 11-Self Appraisal
(39 Rure™ Af¥ar) W)
(To be filled by the Officer reported upon)

B BT Al faaRor

Brief description of duties

TSR §RT B T BRI &7 Aferad AR | §99 Sad
Y /@Al f 3ol faRiy Iuafer 1 foredl oo af
ST 9 8 Fdl & @ RO ford | (Fféd AR 100
TRl W IMEF T B AT IUAY BNIY MY WF TP
[T &R exaERd &M a1=y)

Brief resume of the work done by you during the
year/period from ............... (0 JTR bringing out
any special achievements during the year/period. In the
event of shortfall in achievement furnish reasons. (The
resume is to be furnished within the space provided,
limited to 100 words and is required to be signed)

MrT—3: Ruidaar AHRT gRT e
PART-I11- Assessment by the Reporting Officer
(@ ufafle &1 & gqd yu= & o H fQu 7y el &1 e yds ug o)

(Please read carefully the instructions given at the end of the form before filling the entries)

1. IR gRT f5d U e & wfera—aR (-2
P PBIGH 2) H W B o T 7 R’ oI
Rurced el Fead & ?

Does the Reporting Officer agree with each and
every significant statement contained in the resume
(Col. 2 of Part 1) of work done by the officer?

2. WY 9
State of Health.

3. SuRefq # frafiaar vd awg a1 gre=<il
Regularity and punctuality in attendance.

4. SNEelET BRI ¥ qEar iR Yl

Proficiency and accuracy in stenographic work.

5. gfg, Igdhdl AR gRsrHefierdn

Intelligence, keenness and industry.

6. I 3R WHIW AHl AR BETSI DI FATAT H
faearaar |
Trustworthiness in handling secret and top secret
matters and papers.



7.

10.

11.

12.

13.

14.

3)

R SRR BT IE@AT 3R JSd, AEThRI e &
oy aTTaeds BITSll B FHI W UK BRAT |
Maintenance of engagement diary and timely
submission of necessary papers for meetings,
interviews, etc.

& AU M dTel el gt 9 ATsldl 1 8 9I¢ I8
JHREd w1 H A AR |

General assistance in ensuring that matters requiring
attention are not lost sight of.

XY Bl AR GATBIAl Bl FUeH ¥ Usd 3R agRTe
Initiative and tact in dealing with telephone calls and
visitors.

Hqdrqr fewforl, ud HRige, AR—WEY g9 Bl
AT SR Gl fderor anfe IR BRA B AIgan
@ 39 UBR & B ARBNT 7 fHY )

Ability to draft notes, letter minutes, briefs and ability
to prepare summary, etc. (In case such items of work
have been performed by the officer.)

(@) T 3 HHAN | DI fIT deTor IR /A1 IS
STFTERTT 0T IT ARIANY & 5 BRI DT ey
g d & forw == v @ e =11 afe &
AT AT I AT BT FAY H Il D |

(a) Has the officer any special characteristics and/or
any outstanding merits or abilities, which would
justify his/her selection for special assignments. If so,
please mention these characteristics briefly.

(@) o= BRI &Fl H 39 HHAN DI SUYdIdl b
fawg # RyerRer (g9 foy Sugad MR Ud &)
(b) Recommendations regarding suitability for other
spheres of work. (This should be substantiated)

T I= RUIE Sr@afy # ISRIFAT § Hrd HRe fear
foxil 3T BRUT A Slel-HedRT AT 87

afg g, ar deu H Seetd o |

Has he/she been reprimanded for indifferent work or
for other causes during the period under report? If so,
give brief particulars.

AT Jodih |

General assessment of personality, character and
temperament including relations with  fellow
employees, amenability to discipline, etc.

THST (FUAT T & T el &1 <)

Integrity (Please see Instructions)



(4)

15. 2ofIhRUT (STATEIRYT /98 3BT /31T /
a3 | dH )

@ < W1 HFaT BT 99 TP SRR HI
s H gyofipd 81 fhar ST =1fey o9 dab
fh IAH SRATERT o7 IR fAwred 7 9 Y
g 3 TR & SR & Iy WK MR
fear ST =iy |

Grading (Outstanding /Very Good/ Good/
Average/ Below Average)

(An officer should not be graded outstanding
unless exceptional qualities and performance
have been noticed; grounds for giving such a
grading should be clearly brought out.)

1. IR SRl 3R /A1 Sgfaa STl
& fderd iR e § ywraemfordn
Effectiveness in the development and
protection of Scheduled Castes and /or
Scheduled Tribe:

(@) orqafra  onfeRi iR /Tm SN
SRl @ ufd gfkedior
(@) Attitude towards S.Cs. and/or S.Ts.

@) AHiTS = & Ui daeereierdr

(b)  Sensitivity to social justice

(M ogfaa  Shfodl iR /AT S
STl @ Ui STmaR & Ade 31R
ga T =g gEREd dRA H @R
Td YT BRATS B Bl IRl |

(c) Ability to take quick and effective action
to prevent and quell atrocities and
ensure justice to S.Cs. and/or S.Ts.

(&) orgfad o™i efiR /AT
SISl &7 faIeRT B # graemferar

(d) Effectiveness in bringing about the
development of S.Cs. and /or S.Ts

RIT: Rucamdl e & gxeR
Place Signature of reporting Officer
e AR | A
Name in Block letters
e T (RUE @afy & SRM)
Date Designation (during the period of report)

feoqoit:—afz wfage sfafe & og, oy 9g g9 %7 a@ A9 & qXH & a7 7 gEe FFF A AN) F,
at ag afesrd ) gfwa # oAt fge 1 g @ F@ g QA g & A, faed o fag
wg afgsrdr &7 ywar § fegr mar waq o afeafaa @, gfaa fFar s Tfie,

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 reported upon, should be communicated.



(5)

*awfiest #1 w@e T g frea g soard sy sifge
*The following procedure should be followed in filling up the column relating to

integrity :

(1) afe afewrY 2t gxfaser 9v A a1 a8t N o1 awadt ar g9 foar 1T
(i) If the officer’s integrity is beyoud doubt, it may be so stated.

(i) afz #1$ a1 a1 @g § a1 Tawr St Gre foar s SR A faa AFAT FAATE 7

7T :

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

(¥) = & oF go7 feoqoly frelt gre Y 9 qx FrtarE Y o g feoqont 21

(2)

(%)

(b)

(m
(c)

(%)

(d)

& sfa Madra ferd & arg vy afess afesrd 1 @ 37 aw Wy g
gfafesa w31 5 37 qv e’ Friars aedt Y 1wzt oFfrsst saifor FIAT
AT I freqoft famar gwa 7 & agi ferdwat afqwrt at ar a) ag famar
wifgy % fafega frodg 92 ogw % fag ¥ afgsrd #1 sm 2@y 3 fag
qateq wwa A frar § wwar gz fr afasrd ¥ faoda A1 9w ga gax ¥

CEUE L

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 net possible either to certify the integrita or to record
the secret note, the Reporting Officer should state either that he had 1.0t
watched the Officer’s wark for suffisient time to form a definite judgement
or that he has heard nothing against the officer, as the case may be.

afe sqadt wday & gaeasy wEG ar WY X &Y I § A wfusrd @
uwfrsar wmfog Y arft =ifgg o agge Medw fard § sfafe 51
arr e

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.

afe wFTT ar 2T 7Y gfee @Y ot &1 aY 78 T W afwfafag 51 ST =fge
aar dafaq sfaw v fafaaq gfaa # st ofge

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

afe qgadt wreard & ceeasy, wed ar 6w A AR AT R 7 A
At gfiz Y @ @ g7 @R gww av wfE@ ¥ srexw Fv waErwy
frar st arfeg 9k se% aw e (@) T (1) § qarg wgErR Fearg
F1 JrY 1w

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



