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FORM OF'ANNUAL CONFIDENTIAL REPORT'

(For Clerks and dh'er prosts of simitar nature in Group '-Q")

Departsnent:

Otroel8rarpHStrion:.

Fedodcf RWrt

FART- I

1. tlanecfitrsor@yee:

2. FaffieCsi,lame:

3. Designatienofthapo$tfeld

Reportng
,Authority

lmportant Ndes: .1.

Brief of duties assigned.

Sateaf Fl€alth.

Cgnduqtend Character-

Functntitf ard Reguh+ity
in attondece

$bilrty to get ahng and
behodrurwth.

(a) 
!11wofficcrs

(b) Cofaegr.m

(c) fttfie

rytoalsa,ph*

2.

Reuer@_ Accnpting
Authority Authori$

. Rmt-lr
Beforewriting haAnrudConfidentialReport, the ReportingrReviwirqlAecepting
AUthqriths shor.rld read earefutly the instructkrns given in thc end of thb brm.

Unless otherwise specilied to the contrary the ReportingAuthonty shouH make
use of one of the gradings, i.e. 'OutstaMing', 'Wry Good', €ood', 'Arrerage'.
'BelowAverrye'in the box-blocks provirld against e*h cohmh.
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7.

8.

9.

Devotion to du$ and
Hard.working.

General lntelligence and
keenness to learn.

Knowledge about Department,
Branch and Office Procedure.

Proficiency in use of State
Language lHindi' in his day to day
officialwork.

Whether the employee stays at
his Headquarters after closing of
office and during holidays ?

Proficiency and accuracy in
typing

Proficiency in work of maintenance
of Registers, Files and other record.

lnitiative and willingness to perform any
job of responsibility.

Assessment of lntegrity :

Has anything come to your
notice which reflect adversely on
the official's integrity or his
abilrty to honestly execute his
duties ? Reply in iYes'or lNo'.

lf yes, please give details.

Whether thereare any'adverse
remarks'on the work and conduct
of the employee? Reply in 'Yes'or 'No'.

lf yes, please give details.

Has the oficlaldone any outstanding
or notable work meriting ?
Reply in 'Yes'or'No'.

l

lfyes, please give details.

Suitability for promotion or
HigherScaleof Pay

O{Erat Grading based on the
assessfiEnt rnade from Sr. No. 2 to 18

10.

11.

17.

18.

t&

13.

14.

15.

16.

:!

.: Signature of the Reporting Authority

Name in block lettehs:

Designation:

Date:

I

12.
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REMARKS OF THE REVIEWING AUTHORITY

(Tick (;1 one of these three
items{a), (b) & (c) and strike
outthe remainingtwo)

(a) I endorse the above remarks.

(b) I generally agree with the above views subject to
the following observations :

(c) I do not agree with the above remar.ks in
columns:

Signature of the Reviewing Authority

Name in block letters:

Designation:.

Date:

REMARKS, IF ANY OR COUNTERSIGNATURES OFTHE ACCEPTING AUTHORITY

Signature of the Accepting Authority

Name in block letters :

Designation:

Date:

IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

1. The following presbribed time schedule for writing Annual Confidential Report may strictly be
adhered to:-
(a) The Reporting Authority must write the report before 1Sth April ;

(b) The ReviewingAuthority must record its comments before 30thApril ; and

(c) TheAccepting Authority must record its acceptance before 15th May.

2. The Reporting Authority should use the prescribed terminology for each item and write one of the
choices in the box-block mentioned against these items

3. The Reporting Officer should record 'advance remarks', if any, in column at Sr. No. 16 and nothing be
written alongwith the box-block meantfor Grading only.

4. While recording remarks on'lntegrity' in column at Sr. No. 15 instructions contiained in para 4 of
consolidated instructions on Confidential Repor:ts, read with instructions No. 61/20/85-5(1), dated
12.12.85 musl be gone through carefully.

5. The Reporting Officer should make a mention of any defects noted and any punishment inflicted on
the employee or wriften warning(s) issued to him, during the period under report to.give a correct
ptsture of his work and conduct.

6. The report should be a true and objective assessment of tlie employee's abitity and character as
reflected in his day to day officialwork during the period under report.

7. S(;natures in full alongwith date be put up by the Reporting/Reviewing/Accepting Authorities.


