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HT 1afa f 
Part I-Personal Data 

(To be filled by the Administrative Section) 

Name of officer. 

2. q fafai 
Date of birth. 

3. Ta 7 AT7I 
Designation of post held. 

Date of continuous appointment to the present 

grade. 

5. FT/raaq/arrk/ard «r* 
Whether permanent/quasi-permanent or temn 

porary or on ad-hoc basis. 

6. frovte aaft * fsa (fsa) az*im/s*rm/q«« 

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

Period of a bsence from duty on leave, train 
ing, ctc. during the period. 

? 
Whether the oficer belongs to Scheduled 
Caste or Scheduled Tribe? 



Part a-A brief statement of the work handled by the oficial 

during the year period ander report. 

(To be flled up by the Reporting Oficer) 

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. 

Part 3-Assessment by the Reporting Officer. 

Note-Assessment under eolumns 11-14 below should not be indicated by tick marking but should be 

clearly exxpressed in suitable words. 

State of health. 

General intelligence and keenness to learn. 
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T,T 7, *TTT T, *m Tfkat, afri 

Attention to record management and routine 
aspects ef work, uch as proper maintenance of 
basic data, log sheets, "time sheets, "guard fles, 
recording, indexing and weeding of fles ("wher 
ever applicable). 

(a) Pays adequate attention to these aspects. 

(b) Is indifferent to these aspects. 

(c) Has to be constantly prompted and super 

vised. 

12. 
Knowledge of office procedure. 

Excellent. 

(b) Very good. 

(T) 37TI 
(c) Good. 

d Average. 

()frT 
(e) Poor. 

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

Excellent. 

Very good. 

Good. 

Average. 

(e) Poor. 



14.T TMI 
Quality of work. 

Ability to gather facts/ma terial: 

() 
(a) Excellent. 

(b) Very good. 

() T 
() Good. 

()ata 
(d) Average. 

()fe 
() Poor. 

Capacity for clear analysis of facts/ 
data 

() 3FT
(a) Excellent. 

(b) Very Good. 

Good. 

() artea i 

(d) Average. 

()fT 
(e) Poor. 

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

(a) Excellent. 

() 4*0T| 
(b) Very Good. 

() 
(c) Good. 

()a 
(d) Average. 

()feT 
(e) Poor. 



(iv) favera t TT 
Promptness in dis usal of work

() Very prompt. 

(6) Reasonable prompt. 

() , fra r t safa 
(c) Slow and tends to delay. 

(v) gfer att tfaT 
Initiative and originality: 

(a) Exceptionally good and practical. 

(b) Very good. 

(T) 
Just good enough. (c) 

(d) Below average. 

Willingness to undertake more and greater 

responsibility. 

16. 377 afa7i à sqTETI 

Relations with 

Clients (this will apply only where 

the oficer has to deal with the 
(e) 

members of the public). 

(b) Fellow employees. 

17. zTafTaTI 
Amenability to discipline. 

18.
Punctuality in attendance. 



51/4/64-E-T feats 21-6-1965

Integrity (This column should be filled as 

per instructions issued under M.H.A.O.M. 

No. 5/4/64-Ests.-A date 21-6-65). 

Has the officer been reprimanded for 

indifferent work or for other causes during 
the period under report ? If so, please 

give brief particulars. 

Has the officer done any outstanding or 

notable work meriting commendation? 

Briefly mention them. 

Signature f the Raporting Oficer 

Name in Block letters 

Designation 

Date 



Part 4-Remarks by Reviewing Oficer 

Length of service under Reviewing Oficer. 

Do you agree with remarks of the Reporting Oficer 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. 

Has the officer any special characteristics 
and or 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 it 
out of turn promotion. 

Signature of the Reviewing Officer: 

Name in block letters 

Designation: 

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

Signature of Countersigned Officer: 

Name in block letters: 

T 

Designation

feis 
Date 

NoteWhere 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. 
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The following procedure should be followed in filling up the column relating to 

integrity 

If the officer's integrity is beyoud doubt, it may be so stated. 

(ii) 

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

as under 

T T 
(a) A separate secret note should be recorded and followed up. A copy of the 

note should also bs sent together with the Confdential 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 Oficer's work for sufficient time to form a definite judgement
or that he has heard nothing against the officer, as the case may be. 

(b) If, as a result of the fcl'ow up action, the doubts er suspicions are cleared, 
the office'r integrity should be certified and an entry made accordingly in 

the Confidential Report. 

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

(d) If, as a result of the follow up action, the doubis or suspicions are neither 
cleared nor confirmed, the officer's conduct should be warched for a 
further period and thereafter action taken as innicated at (b) and («) 

above. 

Printed at F.R.I Print1ng P'res 
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