
�ÖÏã̄ Ö/Group -II 
 

¾Öî–ÖÖ×−Ö�ú ŸÖ£ÖÖ †ÖîªÖê×�Ö�ú †−ÖãÃÖÓ¬ÖÖ−Ö ¯Ö×¸üÂÖ¤ü 
COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH 

¾ÖÖÙÂÖ�ú �úÖµÖÔ-×−ÖÂ¯ÖÖ¤ü−Ö ´Öæ»µÖÖÓ�ú−Ö ×¸ü¯ÖÖê™Ôü 
ANNUAL PERFORMANCE APPRAISAL REPORT 

 

¯ÖÏµÖÖê�Ö¿ÖÖ»ÖÖ/ÃÖÓÃ£ÖÖ−Ö 
LABORATORY/INSTITUTE : 
 
†¾Ö×¬Ö :   ÃÖê  ŸÖ�ú 
Period    from  to 
 
 

³ÖÖ�Ö/PART -I 
 

�ú´ÖÔ“ÖÖ¸üß �úß ×¾Ö×¿ÖÂ™üŸÖÖ‹Ó 
PARTICULARS OF THE EMPLOYEE 

 

{¯ÖÏ¿ÖÖÃÖ−Ö «üÖ¸üÖ ³Ö¸üÖ •ÖÖ‹} 
{TO BE FURNISHED BY THE ADMINISTRATION} 

 
 
1. −ÖÖ´Ö (Ã¯ÖÂ™ü ¿Ö²¤üÖë ´Öë) 

Name (in block letters) 
 
2. �úÖê›ü ÃÖÓ0/Code Number * 

 
3. •Ö−´Ö ×ŸÖ×£Ö/Date of Birth 
 
4. ÃÖß‹ÃÖ†Ö‡Ô†Ö¸ü ´Öë �úÖµÖÔ³ÖÖ¸ü �ÖÏÆü`Ö �úß ŸÖÖ¸üßaÖ 

Date of Joining CSIR 
 

5. ¯ÖÏ³ÖÖ�Ö/eÖê¡Ö/†−Öã³ÖÖ�Ö 
Division/Area/Section 

 
6. ¾ÖŸÖỐ ÖÖ−Ö ¯Ö¤ü/ Present Post 

 
(�ú) ¯Ö¤ü−ÖÖ´Ö/Designation 

 
(aÖ) ¾ÖŸÖỐ ÖÖ−Ö ¯Ö¤ü ¯Ö¸ü ×−ÖµÖãÛŒŸÖ �úß ŸÖÖ¸üßaÖ 

 Date of appointment to the present post. 
 

(�Ö) �ÖÏã̄ Ö †Öî̧ ü �ÖÏê›ü /Group & Grade 
 

(‘Ö) ¯ÖÏ³ÖÖ�Ö/eÖê¡Ö/†−Öã³ÖÖ�Ö/ ´Öë �úÖµÖÔ³ÖÖ¸ü �ÖÏÆü`Ö �úß ŸÖÖ¸üßaÖ 
 Date of Joining the Division/Area/Section 
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9. ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß / Reporting  Officer 
 

10. ̄ Öã−Ö¸üßeÖ`Ö †×¬Ö�úÖ¸üß /Reviewing Officer 
 

*    �ú´¯µÖæ™ü¸üß�ú¸ü`Ö �êú ×»Ö‹ ¯ÖÏµÖÖê�Ö¿ÖÖ»ÖÖ/ÃÖÓÃ£ÖËÓÖ−Ö �êú ¯ÖÏŸµÖê�ú �ú´ÖÔ“ÖÖ¸üß �êú ×»Ö‹ �úÖê›ü ÃÖÓ0 ×−Ö¬ÖÖÔ×¸üŸÖ �ú ȩ̈ü… 
The Laboratory/Institute should assign a code number to each employee for     
computerization. 

 
9. µÖÖê�µÖŸÖÖ {¿Öî×eÖ� / ¾Öî–ÖÖ×−Ö�ú /ŸÖ�ú−Öß�úß} 

 Qualification (Academic/Scientific/Technical) 
 

×›ü�ÖÏß/×›ü¯»ÖÖế ÖÖ/¯ÖḮ ÖÖ`Ö-¯Ö¡Ö    ¾ÖÂÖÔ   ×¾ÖÂÖµÖ †Öî̧ ü ×¾Ö¿ÖêÂÖ–ÖŸÖÖ 
Degree/Diploma/Certificate   Year   Subject & Specialisation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
10. ”ãû¼üß �úÖ ×¸ü�úÖ›Ôü (†Ö�úÛÃ´Ö�ú ”ãû¼üß �êú †×ŸÖ×¸üŒŸÖ) 
 Leave Record (other than casual leave) 
 
 
 
 
 

�ú´ÖÔ“ÖÖ¸üß �êú ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú  
Signature of the employee with 
date 

 
 
 
 
 

          ¯ÖÏ¿ÖÖÃÖ−Ö ×−ÖµÖÓ¡Ö�ú/¯ÖÏ¿ÖÖÃÖ×−Ö�ú †×¬Ö�úÖ¸üß  
�êú ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú 
Signature of COA/AO with date 
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³ÖÖ�Ö-2 �úÖµÖÔ ×−ÖÂ¯ÖÖ¤ü−Ö ´Öæ»µÖÖÓ�ú−Ö 
PART-II PERFORMANCE APPRAISAL 

 

2 �ú - �ú´ÖÔ“ÖÖ¸üß «üÖ¸üÖ ×�úµÖÖ �ÖµÖÖ Ã¾Ö-†Ö�ú»Ö−Ö 
II  A. Self  ASSESSMENT BY THE EMPLOYEE 

 
 ÃÖê   ŸÖ�ú 
 From   to 

 
1. �úÖµÖÔ�Îú´Ö/�úÖµÖÔ�ú»ÖÖ¯Ö/¯Ö×¸üµÖÖê•Ö−ÖÖ (¿ÖßÂÖÔ�ú ¤ëü) 
 Programme/Activity (ies)/Project (s) 
 
 
 
2. �úÖµÖÔ�Îú´Ö (´ÖÖë)/�úÖµÖÔ�ú»ÖÖ¯ÖÖêÓ/¯Ö×¸üµÖÖê•Ö−ÖÖ(†Öë) ´Öë ÛÃ£Ö×ŸÖ (�éú¯ÖµÖÖ ˆ¯ÖµÖãŒŸÖ aÖÖ−Öê ´Öë ÃÖÆüß �úÖ ×−Ö¿ÖÖ−Ö »Ö�ÖÖµÖë) 

Status in the Programme (s)/Activity (ies)/Projects (Please tick the relevant Box) 
 
 ™üß´Ö ÃÖ¤üÃµÖ /Team member  ________________ 
  

ŸÖ�ú−Öß�úß ÃÖ´Ö£ÖÔ−Ö /Technical Support  ________________ 
  
 ÃÖÖ´ÖÖ−µÖ ÃÖÆüµÖÖê�Ö/General Assistance  ________________ 

 
3. †¾Ö×¬Ö �êú ¤üÖî̧ üÖ−Ö ×¤üµÖÖ �ÖµÖÖ �úÖ´Ö (ÃÖæ“Ö−ÖÖ †−Öã»Ö�−Ö�ú 1 �êú ºþ¯Ö ´Öë ÃÖÓ»Ö�−Ö ¯ÖÏ̄ Ö¡Ö ´Öë ¤ëü) 
 Task completed during the period : 
 (Please give information in the format enclosed as Annexure I) 
 
 
 
4. †¾Ö×¬Ö �êú ¤üÖî̧ üÖ−Ö ¯Öæ̧ üÖ ×�úµÖÖ �ÖµÖÖ �úÖµÖÔ (ÃÖæ“Ö−ÖÖ †−Öã»Ö�−Ö�ú 2 ´Öë ×¤ü‹ ¯ÖÏ̄ Ö¡ÖÖ−ÖãÃÖÖ¸ü ¤ëü) 

Task completed during the period : 
(Please give information in the format enclosed as Annexure II) 
 

 
 

5. ×�úµÖÖ �ÖµÖÖ �úÖê‡Ô ×¾Ö¿ÖêÂÖ �úÖµÖÔ †£Ö¾ÖÖ ¤üß �Ö‡Ô ×¾Ö×¿ÖÂ™ü ÃÖê¾ÖÖ‹ : 
Any specialized work done or distinguished service rendered: 

 
 
 
 
 

 
 
 
 
 

�ú´ÖÔ“ÖÖ¸üß �êú ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú 
Signature of the employee with date 
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2  ²Öß  ×¸ü¯ÖÖê™Ôü ŸÖ£ÖÖ ¯Öã−Ö¸üßeÖ`Ö †×¬Ö�úÖ¸üß «üÖ¸üÖ ×�úµÖÖ �ÖµÖÖ ´Öæ»µÖÖÓ� −Ö 
II  (B) APPRAISAL BY THE REPORTING AND REVIEWING OFFICERS 

 

 

 

1. ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß / Reporting Officer 
 
(�ú) −ÖÖ´Ö  (Ã¯ÖÂ™ü †eÖ¸üÖë ´Öë) 
(aÖ) Name (in block letters) 
 
 
 

2. ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß «üÖ¸üÖ ×�úµÖÖ �ÖµÖÖ †Ö»ÖÖê“Ö−ÖÖŸ�ú ´Öæ»µÖÖÓ�ú−Ö 
 Critical Appraisal by the Reporting Officer 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. ×¸ü¯ÖÖê™ü †×¬Ö�úÖ¸üß «üÖ¸üÖ ×¤üµÖÖ �ÖµÖÖ �ÖÏê›ü 
 Grade awarded by the Reporting Officer 
 
 
 
 
 
 
 
 
 
 
 
 

×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß �êú ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú 
Signature of Reporting  Officer with date 
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4. ¯Öã−Ö¸üßeÖ`Ö  †×¬Ö�úÖ¸üß «üÖ¸üÖ ×�úµÖÖ �ÖµÖÖ ´Öæ»µÖÖÓ�ú−Ö 
Appraisal by Reviewing Officer : 
 
 
(�ú) ´Öï ×−Ö´−Ö×»Ö×aÖŸÖ �êú †×ŸÖ×¸üŒŸÖ �ú´ÖÔ“ÖÖ¸üß �úß Ã¾Ö-´Öæ»µÖÖÓ�ú−Ö ×¸ü¯ÖÖê™Ôü Ã¾Öß�úÖ¸ü �ú¸üŸÖÖ ÆæÑü : 
 I accept the self-assessment report of the employee except for the following : 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
(aÖ) ¯Öã̧ ü−ÖßeÖ`Ö †×¬Ö�úÖ¸üß «üÖ¸üÖ ×¤üµÖÖ �ÖµÖÖ �ÖÏê›ü : 
 Grade awarded by the Reviewing Officer  
 
 
 
 
 
 
 
 
 
 
 

¯Öã−Ö¸üßeÖ`Ö †×¬Ö�úÖ¸üß �êú ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú  
Signature of Reviewing Officer with date 
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−ÖÖê™ü/Note : 
 
 
1. ¯Öã−Ö¸üßeÖ`Ö †×¬Ö�úÖ¸üß �êú †Ö»ÖÖê“Ö−ÖÖŸ´Ö�ú ´Öæ»µÖÖÓ�ú−Ö ŸÖ£ÖÖ �ÖÏêØ›ü�Ö �êú ²ÖÖ¸êü ´Öë �ú´ÖÔ“ÖÖ¸üß �úÖê ÃÖæ×“ÖŸÖ ×�úµÖÖ •ÖÖŸÖ‹… µÖ×¤ü �ú´ÖÔ“ÖÖ¸üß 

†Ö�Öê �ãú”û •ÖÖê›Íü−ÖÖ “ÖÖÆüŸÖÖ/“ÖÖÆüŸÖß Æîü, ŸÖÖê ¾ÖÆü ×™ü¯¯Ö×`ÖµÖÖÑ ×´Ö»Ö−Öê �êú “ÖÖ¸ü ÃÖ¯ŸÖÖÆü �êú †Ó¤ü¸ü ×»Ö×aÖŸÖ ˆ¢Ö¸ü ¤ê ÃÖ�úŸÖÖ/ÃÖ�úŸÖß 
Æîü… �ú´ÖÔ“ÖÖ¸üß �êú †³µÖÖ¾Öê¤ü−Ö ¯Ö¸ü ÃÖeÖ´Ö †×¬Ö�úÖ¸üß «üÖ¸üÖ ×¾Ö“ÖÖ¸ü ×�úµÖÖ •ÖÖ‹�ÖÖ †Öî̧ ü ×»Ö‹ �Ö‹ †Ó×ŸÖ´Ö ×−Ö`ÖÔµÖ �êú ²ÖÖ ȩ̂ü ´Öë 
�ú´ÖÔ“ÖÖ¸üß �úÖê ÃÖæ×“ÖŸÖ ×�úµÖÖ •ÖÖ‹�ÖÖ ÃÖeÖ´Ö †×¬Ö�úÖ¸üß �êú †Ó×ŸÖ´Ö ×−Ö`ÖÔµÖ �êú ×¾Ö¹ý¨ü ‡ÃÖ�êú ¯Ö¿“ÖÖŸÖ �úÖê‡Ô ³Öß †−µÖ †³µÖÖ¾Öê¤ü−Ö 
Ã¾Öß�úÖ¸ü −ÖÆüà ×�úµÖÖ •ÖÖ‹�ÖÖ… •Ö²Ö �ú³Öß †Ö¾Ö¿µÖ�ú ÆüÖê, �ú´ÖÔ“ÖÖ¸üß ÃÖÓÃ£ÖÖ−Ö �êú ¯ÖÏ¬ÖÖ−Ö/−ÖÖ´ÖÖê̈ ü×¤üÂ™ü ¯ÖÏÖ×¬Ö�úÖ¸üß ÃÖê ×´Ö»Ö ÃÖ�úŸÖÖ 
Æîü … 

 
 Critical appraisal of the Reviewing Officer and grading shall be communicated to the 

employee. If the employee has anything further to add, he/she may respond in writing 
within a period of four weeks after the receipt of remarks. Representation of the employee 
will be considered by the competent authority and the employee will be informed of the 
final decision. No further representation will lie against the final decision of the competent 
authority. Whenever necessary, the employee may seek an interview with the competent 
authority. 

 
 
 
 
 
 
 
 
 
 
2. µÖ×¤ü �ú´ÖÔ“ÖÖ¸üß ‹�ú ÃÖê †×¬Ö�ú ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ×¸üµÖÖë �êú †¬Öß−Ö �úÖ´Ö �ú¸ü “Öã�úÖ Æîü, ŸÖÖê ¯ÖÏŸµÖê�ú ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß «üÖ¸üÖ ´Öæ»µÖÖÓ�ú−Ö 

×�úµÖÖ •ÖÖ‹… 
 

If the employee has served under more than one Reporting Officer during the period 
Appraisal by each Reporting Officer should be given. 
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2(�Ö) *  ÃÖÓÃ£ÖÖ−Ö �êú ¯ÖÏ¬ÖÖ−Ö †£Ö¾ÖÖ −ÖÖ´ÖÖê¤ËüËüé×¤üÂ™ü ¯ÖÏÖ×¬Ö�úÖ¸üß �úÖ ×−Ö`ÖÔµÖ 

II(C) *  DECISION BY THE HEAD OF THE INSTITUTE OR DESIGNATED AUTHORITY 
 
 
 

1. ¯ÖÏµÖÖê�Ö¿ÖÖ»ÖÖ/ÃÖÓÃ£ÖÖ−Ö �êú¯ ¯ÖÏ¬ÖÖ−Ö †£Ö¾ÖÖ −ÖÖ´ÖÖê¤Ëü×¤üÂ™ü ¯ÖÏÖ×¬Ö�úÖ¸üß �úß  ×™ü¯¯Ö×`ÖµÖÖÑ :  
Remarks by the Head of the laboratory/Institute or Designated Authority : 
 
 
 
 
 
 
 
 
 
 

2. †Ó×ŸÖ´Ö ºþ¯Ö ÃÖê ×¤üµÖÖ �ÖµÖÖ �ÖÏê›ü : 
Final Grade Awarded : 
 
 
 

 
 
 
 

ÃÖÓÃ£ÖÖ−Ö �êú ¯ÖÏ¬Ö−Ö/−ÖÖ´ÖÖê¤Ëü×¤üÂ™ ¯ÖÏÖ×¬Ö�úÖ¸üß �êú 
ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú  
Signature of the Head of the 
Institute/Designated Authority with data. 

 
 
 
 
 
 

µÖÆü ³ÖÖ�Ö �êú¾Ö»Ö ŸÖ³Öß ³Ö¸üÖ •ÖÖ‹ •Ö²Ö ´ÖŸÖîŒµÖ −Ö ÆüÖê… 
The part is to be filled only in case of difference of opinion. 
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¾Öî–ÖÖ×−Ö�ú ŸÖ£ÖÖ †ÖîªÖê×�Ö�ú †−ÖãÃÖÓ¬ÖÖ−Ö ¯Ö×¸üÂÖ¤ü 
COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH 

 
¯ÖÏµÖÖê�Ö¿ÖÖ»ÖÖ/ÃÖÓÃ£ÖÖ−Ö : ³ÖÖ�Ö -3 : ¾µÖ¾ÖÆüÖ¸ü ÃÖÓ²ÖÓ¬Öß ¯ÖeÖ 
LABORATORY/INSTITUTE : PART - III : BEHAVIORAL ASPECTS  
 
†¾Ö×¬Ö :   ÃÖê       ŸÖ�ú 
Period ______________ from_____________to 
 
µÖÆü ±úÖ´ÖÔ ¯Öæ̧ üß ŸÖ¸üÆü ³Ö¸ü�ú¸ü ×¸ü�úÖ›Ôü ŸÖ£ÖÖ †Ö¾Ö¿µÖ�ú �úÖ Ô̧ü¾ÖÖ‡Ô �êú ×»Ö‹ ¯ÖÏ¿ÖÖÃÖ−Ö �úÖê »ÖÖî™üÖ Æîü… 
(Completed form is to be returned to Administration for record and necessary action) 
 

1. �ú´ÖÔ“ÖÖ¸üß �úÖ −ÖÖ´Ö  (Ã¯ÖÂ™ü †eÖ¸üÖë ´Öë) 
Name of the Employee (In block letters) 
 

2. ¯Ö¤ü−ÖÖ´Ö /Designation 
 
3. (�ú) ¯ÖÏ³ÖÖ�Ö/eÖê¡Ö/†−Öã³ÖÖ�Ö 
  Division/Area/Section 

(aÖ) �úÖµÖÔ�Îú´Ö/�úÖµÖÔ�ú»ÖÖ¯Ö/¯Ö×¸üµÖÖê•Ö−ÖÖ 
 Programme/Activity/Project 
 

4. �ú´ÖÔ“ÖÖ¸üß �úÖ ¯ÖÏÖê±úÖ‡»Ö 
Employees Profile 
 

 (�éú¯ÖµÖÖ ˆ¯ÖµÖãŒŸÖ †Ó�ú ¤ëü) 
 (Please give appropriate marks) 

×¾Ö¿ÖêÂÖŸÖÖ‹Ó    ˆŸ�éúÂ™ü     †ŸµÖã¢Ö´Ö ˆ¢Ö´Ö       ÃÖÓÓŸÖÖêÂÖ•Ö−Ö�ú   ×−Ö�éúÂ™ü 
Attributes    Outsta-     Very-  Good    Satisfac-   Poor 
†Ó�ú     nding     good         tory  

(MARKS)       (5)       (4)    (3)      (2)      (1) 

1. ²Öã×¨ü´ÖŸÖÖ ŸÖ£ÖÖ ¾µÖ¾ÖÃÖÖ×µÖ�úŸÖÖ 
Intelligence & Industry  

  

2. ÃÖ•ÖÔ−ÖÖŸ´Ö�úÖ †Öî̧ ü †×³Ö¯ÖÏȩ̂ ü`Ö 
  Creativity & Motivation 
 
3.  ™üß´Ö ´Öë �úÖ´Ö �ú¸ü−Öê �úß µÖÖê�µÖŸÖÖ 
  Ability to work in a team 
 
4.  ˆ¢Ö¸ü¤üÖ×µÖŸ¾Ö/ †−Öã¿ÖÖÃÖ−Ö ²ÖÖê¬Ö 
 Sense of responsibility/discipline 

 
5. ÃÖ´ÖµÖ ¯ÖÖ²ÖÓ¤üß †Öî̧ ü ˆ¯ÖÛÃ£Ö×ŸÖ 
 Punctuality and Attendance 
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5. ÃÖŸµÖ×−ÖÂšüÖ/ Integrity 
 
 
 

 
 
 
 

 
 
6. †Ó×ŸÖ´Ö †Ó�ú /Final Marks 
 
 
 
 
 
 

×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß �êú ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú 
Signature of Reporting Officer with date 

 
 
 
 
 
 

¯Öã−Ö¸üßeÖ`Ö †×¬Ö�úÖ¸üß �êú ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú 
Signature of Reviewing Officer with date.] 

 
 
1. µÖÆü �úÖò»Ö´Ö ³Ö¸ü−Öê ÃÖê ¯ÖÆü»Öê ÃÖÓ»Ö�−Ö ´ÖÖ�ÖÔ¤ü¿Öá ×ÃÖ¨üÖÓŸÖÖë �úÖê �éú¯ÖµÖÖ ¬µÖÖ−Ö ÃÖê ¯ÖœÍëü… 

Please read carefully the attached guidelines before filling up this column. 
 
2. µÖ×¤ü �ú´ÖÔ“ÖÖ¸üß ‹�ú ÃÖê †×¬Ö�ú ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ×¸üµÖÖë �úÖê ×¸ü¯ÖÖê™Ôü �ú¸ü ¸üÆüÖ Æîü ŸÖÖê ¯ÖÏŸµÖê�ú ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß 

†»Ö�Ö-†»Ö�Ö ±úÖ´ÖÔ ³Ö ȩ̂ü�ÖÖ… ¯ÖÏŸµÖê�ú ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß «üÖ¸üÖ ×¤ü‹ �Ö‹ †Ó�úÖë �úÖ †Ó�ú �Ö×`ÖŸÖßµÖ †ÖîÃÖŸÖ Æüß 
†Ó×ŸÖ´Ö †Ó�ú ´ÖÖ−Öê •ÖÖµÖë�Öê… 
If the employees is reporting to more than one Reporting Officer each Reporting Officer will 
fill separate form. Arithmatic Mean of the marks given by each Reporting Officer will be the 
final marks. 
 

3. ¾µÖ¾ÖÆüÖ¸ü ÃÖÓ²ÖÓ¬Öß ¯ÖeÖ ´Öë ¯ÖÏÖ¯ŸÖ †Ó×ŸÖ´Ö †Ó�úÖë �êú ²ÖÖ ȩ̂ü ´Öë �ú´ÖÔ“ÖÖ¸üß �úÖê ÃÖæ“Ö−ÖÖ −ÖÆüà ¤üß •ÖÖ‹�Öß ŸÖ£ÖÖ×¯Ö �ú´ÖÔ“ÖÖ¸üß 
«üÖ¸üÖ ¯ÖÏÖ¯ŸÖ †Ó�ú, •ÖÖê ×−Ö�éúÂ™ü ÁÖề ÖËÓß ´Öë †ÖŸÖê Æïü ŸÖ£ÖÖ ÃÖŸµÖ×−ÖÂšüÖ ¯Ö¸ü ¯ÖÏ×ŸÖ�æú»Ö †³µÖãÛŒŸÖµÖÖë �êú ²ÖÖ ȩ̂ü ´Öë ˆÃÖê 
†¾Ö�ÖŸÖ �ú¸üÖµÖÖ •ÖÖ‹�ÖÖ… 
Final marks obtained in the Behavioral Aspects will not be communicated to the employee. 
However, marks obtained by the employee which fall under the category Poor as well as 
adverse remarks or Integrity shall be communicated. 
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¾Öî–ÖÖ×−Ö�ú ŸÖ£ÖÖ †ÖîªÖê×�Ö�ú †−ÖãÃÖÓ¬ÖÖ−Ö ¯Ö×¸üÂÖ¤ü 
COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH 

 
¯ÖÏµÖÖê�Ö¿ÖÖ»ÖÖ/ÃÖÓÃ£ÖÖ−Ö :  
LABORATORY/INSTITUTE :  
 

(−ÖÖ´Ö ”ûÖ¯ÖÖ •ÖÖ‹) 
The name to be printed 
 

³ÖÖ�Ö -4 :¾ÖÖÙÂÖ�ú �úÖµÖÔ-×−ÖÂ¯ÖÖ¤ü−Ö ´Öæ»µÖÖÓ�ú−Ö ×¸ü¯ÖÖê™Ôü ´Öë ×¤üµÖê �Ö‹ †Ó×ŸÖ´Ö †Ó�ú 
PART IV : FINAL MARKS IN ANNUAL PERFORMANCE APPRAISAL REPORT 

 
†¾Ö×¬Ö :   ÃÖê       ŸÖ�ú 
Period ______________ from_____________to 

 
 

 
1. �ú´ÖÔ“ÖÖ¸üß �úÖ −ÖÖ´Ö (Ã¯ÖÂ™ü †eÖ¸üÖë ´Öë)  
 Name of the Employee (In block letters) 
 
 

2. †Ó×ŸÖ´Ö †Ó�ú (³ÖÖ�Ö 2 ‹¾ÖÓ 3 �êú ÃÖÓ²Ö¨ü †Ó�úÖë �úÖê ×´Ö»ÖÖ�ú¸ü �Ö`Ö−ÖÖ �úß •ÖÖ‹) 
Final Marks (to be computed by apportioning relative marks of Part II and III) 

 
 

 ³ÖÖ�Ö 2 ´Öë †Ó�ú (75 ´Öë ÃÖê) 
 Marks in part III (out of 75) 
 
 
 ³ÖÖ�Ö 3 ´Öë †Ó�ú (25 ´Öë ÃÖê) 
 Marks in part III (out of 25) 
 
 

�ãú»Ö †Ó�ú (100 ´Öë ÃÖê) 
 Total Marks (out of 100) 
 
 
 
 
 

¯Öã−Ö¸üßeÖ`Ö †×¬Ö�úÖ¸üß †£Ö¾ÖÖ −ÖÖ´ÖÖê×§üÂ™ü 
¯ÖÏÖ×¬Ö�úÖ¸üß �êú ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú 
Signature of Reviewing Officer or 
Designated Authority with date 
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³ÖÖ¸üŸÖ ÃÖ¸ü�úÖ¸ü �êú �úÖÙ´Ö�ú ×¾Ö³ÖÖ�Ö «üÖ¸üÖ ÃÖŸµÖ×−ÖÂšüÖ �êú ÃÖÓ²ÖÓ¬Ö ´Öë •ÖÖ¸üß ×�ú‹ �Ö‹ ´ÖÖ�ÖÔ¤ü¿Öá ×ÃÖ¨üÖÓŸÖ 
¤êüaÖë ×¤ü−ÖÖÓ�ú 20 ´Ö‡Ô, 1972 �úÖ �úÖµÖÖÔ»ÖµÖ –ÖÖ¯Ö−Ö ÃÖÓaµÖÖ  51/5/71  Ã£ÖÖ¯Ö−ÖÖ  �ú 

 
Guidelines issued by Government of India, Department of Personnel, regarding 

INTEGRITY vide O.M. 51/5/71-ESTT  A dated 20th May, 1972. 
 
 
 

Æü¸ü ¯ÖÏ�úÖ¸ü �úß �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü ´Öë ÃÖŸµÖ×−ÖÂšüÖ ÃÖê ÃÖÓ²ÖÓ×¬ÖŸÖ �úÖò»Ö´Ö †¾Ö¿µÖ ÆüÖê−ÖÖ “ÖÖ×Æü‹ ŸÖÖ×�ú ¾ÖÆü ÃÖ¸ü�úÖ¸üß 
�ú´ÖÔ“ÖÖ¸üß ×•ÖÃÖ�úß ×¸ü¯ÖÖê™Ôü ×»ÖaÖß •ÖÖ ¸üÆüß Æîü, ˆÃÖ�úß ÃÖŸµÖ×−ÖÂšüÖ �êú ²ÖÖ ȩ̂ü ´Öë ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß †¯Ö−Öß ×™ü¯¯Ö×`ÖµÖÖÑ ¤êü 
ÃÖ�êú… ÃÖŸµÖ×−ÖÂšüÖ �êú �úÖò»Ö´Ö ´ÖêÓ ¯ÖÏ×¾ÖÛÂ™üµÖÑÖ �ú¸üŸÖê ÃÖ´ÖµÖ ×−Ö´−Ö×»Ö×aÖŸÖ ´ÖÖ�ÖÔ¤ü¿Öá ×ÃÖ¨üÖÓŸÖÖë �úÖ ¯ÖÖ»Ö−Ö ×�úµÖÖ •ÖÖ‹ : 

 
In every form of Confidential Report there should be a column regarding integrity to enable 

the Reporting Officer to mark his remarks on the integrity of the Government servant reported 
upon. The following guidelines should be followed in the matter of making in the column relating to 
integrity: 

 
 
(�ú)  ¯ÖµÖÔ¾ÖêeÖß  †×¬Ö�úÖ¸üß ‹�ú �ÖÖê̄ Ö−ÖßµÖ ›üÖµÖ¸üß ²Ö−ÖÖ‹Ó ×•ÖÃÖ´Öë ÃÖ´ÖµÖ-ÃÖ´ÖµÖ ¯Ö¸ü †¬Öß−ÖÃ£Ö �ú´ÖÔ“ÖÖ¸üß �úß 

ÃÖŸµÖ×−ÖÂšüÖ �êú ²ÖÖ ȩ̂ü ´Öë ÃÖÓ¤êüÆü ˆŸ¯Ö®Ö �ú¸ü−Öê ¾ÖÖ»Öê ¥üÂ™üÖÓŸÖ −ÖÖê™ü ×�ú‹ •ÖÖ‹Ó †Öî̧ ü ×¾Ö³ÖÖ�ÖßµÖ ŸÖÖî̧ ü ¯Ö¸ü �ÖÖê̄ Ö−ÖßµÖ 
¯Öæ”ûŸÖÖ”û �ú¸ü−Öê µÖÖ ´ÖÖ´Ö»Öê �úÖê ×¾Ö¿ÖêÂÖ ¯Öã×»ÖÃÖ Ã£ÖÖ¯Ö−ÖÖ �êú ¯ÖÖÃÖ ³Öê•Ö�ú¸ü ‡−Ö ÃÖÓ¤êüÆüÖÃ¯Ö¤ü ´ÖÖ´Ö»ÖÖë �úß ÃÖŸµÖŸÖÖ 
�úß •ÖÖÑ“Ö �ú¸üÖ−Öê �êú ×»Ö‹ ¿Öß‘ÖÐŸÖÖ¯Öæ¾ÖÔ�ú �úÖ Ô̧ü¾ÖÖ‡Ô �úß •ÖÖ‹… ÃÖŸµÖ×−ÖÂšüÖ �úÖ �úÖò»Ö´Ö ³Ö¸üŸÖê ÃÖ´ÖµÖ ‡ÃÖ ›üÖµÖ¸üß 
´Öë ¤üß �Ö‡Ô ÃÖÖ´Ö�ÖÏß �úÖ ˆ¯ÖµÖÖê�Ö ×�úµÖÖ •ÖÖ‹… µÖ×¤ü ÃÖÓ¤êüÆü �úß ¯ÖãÛÂ™ü −Ö ÆüÖê−Öê �êú �úÖ¸ü`Ö µÖÆü �úÖò»Ö´Ö −Ö ³Ö¸üÖ 
�ÖµÖÖ ÆüÖê ŸÖÖê −Öß“Öê ×¤ü‹ �Ö‹ ˆ¯Ö-†−Öã“”êû¤üÖë �êú †−ÖãÃÖÖ¸ü †Ö�Öê �úß �úÖ Ô̧ü¾ÖÖ‡Ô �úß •ÖÖ‹… 

 
Supervisory officer should maintain a confidential diary in which instances which creat 
suspicion about the integrity of a subordinate should be noted from time to time and action 
to verify the truth of such suspicion should be taken expeditiously by making confidential 
enquiries departmentally or by referring the matter to the special Police Establishment. At 
the time of recording the Annual Confidential Report, this diary should be consulted and 
the material in it utilized for filling in the column relating to integrity, if the column is not 
filled on account of the unconfirmed nature of the suspicion further action should be taken 
in accordance with the following sub-paragraphs. 
 

(aÖú)   “Ö×¸ü¡Ö ¯ÖÓ•Öß ´Öë ÃÖŸµÖ×−ÖÂšüÖ ÃÖê ÃÖÓ²ÖÓ×¬ÖŸÖ �úÖò»Ö´Ö aÖÖ»Öß ”ûÖê›Íü ×¤üµÖÖ •ÖÖ‹ †Öî̧ ü ˆÃÖ�êú ÃÖÖ£Ö-ÃÖÖ£Ö ÃÖ¸ü�úÖ¸üß 
�ú´ÖÔ“ÖÖ¸üß �úß ÃÖŸµÖ×−ÖÂšüÖ �úß ÃÖÓ×¤ü�¬ÖŸÖÖ †Öî¸ü ÃÖÓ¤êüÆüÖë �êú ÃÖÓ²ÖÓ¬Ö ´Öë ‹�ú †»Ö�Ö �ÖÖê̄ Ö−ÖßµÖ −ÖÖê™ü ²Ö−ÖÖµÖÖ •ÖÖ‹ 
†Öî̧ ü †−Öã¾ÖŸÖá �úÖ Ô̧ü¾ÖÖ‡Ô �úß •ÖÖ‹… 

 
The column pertaining to integrity in the Character Roll should be left blank and a separate 
secret note about the doubts and suspicions regarding the Government Servants integrity 
should be recorded simultaneously  and followed up. 
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(�Ö)   “Ö×¸ü¡Ö ¯ÖÓ•Öß  �êú ÃÖÖ£Ö �Öã̄ ŸÖ −ÖÖê™ü �úß ‹�ú ¯ÖÏ×ŸÖ ˆ−Ö�êú ¾Ö×¸üÂšü †×¬Ö�úÖ¸üß �êú ¯ÖÖÃÖ ³Öê•Öß •ÖÖ‹ •ÖÖê †−Öã¾ÖŸÖá 

�úÖ Ô̧ü¾ÖÖ‡Ô  ¿Öß‘ÖÐŸÖÖ¯Öæ¾ÖÔ�ú ×�úµÖÖ •ÖÖ−ÖÖ ÃÖã×−ÖÛ¿“ÖŸÖ �ú¸ü ÃÖ�êú… 
 

A copy of the secret note should be sent together with the Character Roll to the next 
superior officer who should ensure that the follow up action is taken expeditiously. 

 
(‘Ö) µÖ×¤ü †−Öã¾ÖŸÖá �úÖ Ô̧ü¾ÖÖ‡Ô �êú ²ÖÖ¤ü ÃÖ¸ü�úÖ¸üß �ú´ÖÔ“ÖÖ¸üß †Ö¸üÖê̄ Ö ´ÖãŒŸÖ ÆüÖê •ÖÖŸÖÖ Æîü, ŸÖÖê ˆÃÖ�úß ÃÖŸµÖ×−ÖÂšüÖ 

ÃÖŸµÖÖ×¯ÖŸÖ �ú¸ü�êú “Ö×¸ü¡Ö-¯ÖÓ•Öß ´Öë ˆÃÖ�úß ¯ÖÏ×¾ÖÛÂ™ü �úß •ÖÖ‹…  
  

If, as a result of the follow-up action, a Government servant is exonerated, his integrity 
should be certified and an entry made in the Character Roll. 

 
(’û) µÖ×¤ü ˆÃÖ�úß ÃÖŸµÖ×−ÖÂšüÖ ÃÖê ÃÖÓ²ÖÓ×¬ÖŸÖ ÃÖÓ¤êüÆüÖê �úß ¯ÖãÛÂ™ü ÆüÖê •ÖÖ‹ ŸÖÖê µÖÆü ŸÖ£µÖ ³Öß ×¸ü�úÖ›Ôü ×�úµÖÖ •ÖÖ ÃÖ�úŸÖÖ Æîü 

†Öî̧ ü ×¾Ö×¬Ö¾ÖŸÖ ºþ¯Ö ÃÖê ˆÃÖ�úß ÃÖæ“Ö−ÖÖ ÃÖÓ²Ö¨ü ÃÖ¸ü�úÖ¸üß �ú´ÖÔ“ÖÖ¸üß �úÖê ¤êü ¤üß •ÖÖ‹… 
 

If suspicions regarding his integrity are confirmed, this fact can also be recorded and duly 
communicated  to the Government servant concerned. 

  
(“Ö) ‹êÃÖê ´ÖÖ´Ö»Öê ³Öß ÆüÖê ÃÖ�úŸÖê Æïü ×•Ö−Ö´Öë ÃÖ¸ü�úÖ¸üß �ú´ÖÔ“ÖÖ¸üß �úß ÃÖŸµÖ×−ÖÂšüÖ �êú ²ÖÖ ȩ̂ü ´Öë ÃÖÓ¤êüÆü ¾µÖŒŸÖ �ú¸üŸÖê Æãü‹ 

�ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü/−ÖÖê™ü ²Ö−ÖÖµÖÖ �ÖµÖÖ ÆüÖê Ø�úŸÖã ˆÃÖ�êú ²ÖÖ¤ü �úß �Ö‡Ô •ÖÖÑ“Ö ÃÖê ˆÃÖ ÃÖÓ¤êüÆü �úÖê ¤æü¸ü �ú¸ü−Öê µÖÖ 
ˆ−Ö�úß ¯ÖãÛÂ™ü �ú¸ü−Öê �êú ×»Ö‹ ¯ÖµÖÖÔ̄ ŸÖ ÃÖÖ´Ö�ÖÏß −Ö ×´Ö»Ö ÃÖ�êú… ‹êÃÖê ´ÖÖ´Ö»Öê ´Öë ˆÃÖ�êú ²ÖÖ¤ü ÃÖê ˆÃÖ ÃÖ¸ü�úÖ¸üß 
�ú´ÖÔ“ÖÖ¸üß �êú †Ö“Ö¸ü`Ö ¯Ö¸ü −Ö•ÖÌ̧ ü ¸üaÖß •ÖÖ‹ †Öî̧ ü ‡ÃÖ ²Öß“Ö •ÖÆüÖÑ ŸÖ�ú ¾µÖ¾ÖÆüÖµÖÔ ÆüÖê ˆÃÖê ×�úÃÖß ³Öß ‹êÃÖê ¯Ö¤ü 
¯Ö¸ü −Ö ¸üaÖÖ •ÖÖ‹ ×•ÖÃÖ´Öë ˆÃÖ�êú ³ÖÏÂ™üÖ“ÖÖ¸ü ´Öë ×»Ö¯ŸÖ ÆüÖê−Öê �úß ÃÖÓ³ÖÖ¾Ö−ÖÖ ÆüÖê †Öî̧ ü ˆÃÖ�êú ²ÖÖ¤ü  ‰ú¯Ö¸ü (‘Ö) †Öî̧ ü 
(’û) ´Öë ×¤üµÖê �Ö‹ �êú †−ÖãÃÖÖ¸ü �úÖ Ô̧ü¾ÖÖ‡Ô �úß •ÖÖ‹… 

 
There may be cases in which after a secret report/note has been recorded expressing 
suspicion about a Government servant s integrity, the inquiries that follow do not disclose 
sufficient material to remove the suspicion or to confirm it. In such a case the Government 
servant s conduct should be watched for a further period, and, in the meantime, he should, 
as far as practicable, be kept away from positions in which there are opportunities for 
indulging in corrupt practices and thereafter action taken as indicated at (d) and (e) above. 

 
(”û) �ú‡Ô ²ÖÖ¸ü ‹êÃÖÖ ³Öß ÆüÖêŸÖÖ Æîü ×�ú ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß †¯Ö−Öê †Öî̧ ü ˆÃÖ ÃÖ¸ü�úÖ¸üß �ú´ÖÔ“ÖÖ¸üß �êú ¯ÖÏ×ŸÖ ×−ÖÂ¯ÖeÖ −ÖÆüà 

¸üÆü ¯ÖÖŸÖÖ †Öî̧ ü ˆÃÖ�úß ÃÖŸµÖ×−ÖÂšüÖ µÖÖ ŸÖÖê ¯ÖḮ ÖÖ×`ÖŸÖ �ú¸ü ¤êüŸÖÖ Æîü µÖÖ ¯ÖÏ×ŸÖ�æú»Ö ¯ÖÏ×¾ÖÛÂ™ü �ú¸ü ¤êüŸÖÖ Æîü †Öî̧ ü µÖÆüÖÑ 
ŸÖ�ú ×�ú ˆÃÖ�êú ¯ÖÖÃÖ ‹êÃÖß ÃÖæ“Ö−ÖÖ ³Öß ÆüÖê ÃÖ�úŸÖß Æîü ×•ÖÃÖ�êú †Ö¬ÖÖ¸ü ¯Ö¸ü ¾ÖÆü �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü ²Ö−ÖÖ�ú¸ü 
×¾Ö³ÖÖ�ÖÖ¬µÖeÖ �úÖê ³Öê•Ö ÃÖ�úŸÖÖ Æîü …  ‹êÃÖÖ ŸÖ³Öß ÆüÖê ÃÖ�úŸÖÖ Æîü •Ö²Ö ÃÖ¸ü�úÖ¸üß �ú´ÖÔ“ÖÖ¸üß ×�úÃÖß ¤æü¸ü-¤ü¸üÖ•Ö �êú 
eÖê¡Ö ´Öë �úÖ´Ö �ú¸ü ¸üÆüÖ ÆüÖê †Öî̧ ü ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß �úÖê ˆÃÖ�êú �úÖ´Ö�úÖ•Ö �úÖê ÃÖ´Öß¯ÖŸÖÖ ÃÖê ¤êüaÖ−Öê �úÖ †¾ÖÃÖ¸ü 
−Ö ×´Ö»Ö ¯ÖÖŸÖÖ ÆüÖê µÖÖ ÃÖ¸ü�úÖ¸üß �ú´ÖÔ“ÖÖ¸üß  −Öê ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß �êú †¬Öß−Ö ²ÖÆãüŸÖ �ú´Ö ÃÖ´ÖµÖ �êú ×»Ö‹ �úÖ´Ö 
×�úµÖÖ ÆüÖê µÖÖ »ÖÓ²Öß ”ãû¼üß ¯Ö¸ü ¸üÆüÖ ÆüÖê ‡ŸµÖÖ×¤ü… ‹êÃÖê ÃÖ³Öß ´ÖÖ´Ö»ÖÖë ´Öë ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß �úÖê ÃÖŸµÖ×−ÖÂšüÖ �êú 
�úÖò»Ö´Ö ´Öë µÖ£ÖÖ ÛÃ£Ö×ŸÖ ‡ÃÖ ²ÖÖŸÖ �úÖê ˆ»»ÖêaÖ �ú¸ü ¤êü−ÖÖ “ÖÖ×Æü‹ ×�ú ˆÃÖ−Öê ÃÖ¸ü�úÖ¸üß �ú´ÖÔ“ÖÖ¸üß �êú �úÖ´Ö �úÖê 
¯ÖµÖÖÔ̄ ŸÖ ÃÖ´ÖµÖ ŸÖ�ú −ÖÆüà ¤êüaÖÖ Æîü †Öî̧ ü ‡ÃÖ×»Ö‹ ¾ÖÆü ˆÃÖ�êú ²ÖÖ ȩ̂ü ´Öë �úÖê‡Ô ×−ÖüÛ¿“ÖŸÖ ×™ü¯¯Ö`Öß −ÖÆüà �ú¸ü ÃÖ�úŸÖÖ 
µÖÖ ˆÃÖ−Öê ÃÖ¸ü�úÖ¸üß �ú´ÖÔ“ÖÖ¸üß �úß ÃÖŸµÖ×−ÖÂšüÖ �êú ×¾Ö¹ý¨ü �ãú”û −ÖÆüà ÃÖã−ÖÖ,  µÖÆü ŸÖ£µÖ ¯Ö¸ü�ú ¾ÖŒŸÖ¾µÖ ÆüÖê�ÖÖ  
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×•ÖÃÖ ¯Ö¸ü �úÖê‡Ô †Ö¯Ö×¢Ö −ÖÆüà �úß •ÖÖ ÃÖ�úŸÖß… ×�ú−ŸÖã µÖÆü †Ö¾Ö¿µÖ�ú Æîü ×�ú ×•ÖŸÖ−Öß •Ö»¤üß ÆüÖê ÃÖ�êú ¯ÖÏŸµÖê�ú 
¾Ö×¸üÂšü †×¬Ö�úÖ¸üß †¯Ö−Öê †¬Öß−Ö �úÖ´Ö �ú¸ü−Öê ¾ÖÖ»ÖÖë �úß ÃÖŸµÖ×−ÖÂšüÖ �êú ²ÖÖ ȩ̂ü ´Öë ×−ÖÛ¿“ÖŸÖ ×−Ö`ÖÔµÖ »Öê−Öê �êú ×»Ö‹ 
Æü¸ü ÃÖÓ³Ö¾Ö ¯ÖÏµÖÖÃÖ �ú ȩ̂ü ŸÖÖ×�ú ¾ÖÆü ÃÖ�úÖ¸üÖŸ´Ö�ú ¾Ö ×−ÖÛ¿“ÖŸÖ ×¾Ö¾Ö¸ü`Ö ¤êü ÃÖ�êú… 

 
There are occasions when a Reporting Officer cannot in fairness to himself and to the 
Government Servant reported upon,  either certify integrity or make an adverse entry or 
even be in possession of any information which would enable him to make a secret report 
to the Head of the Department. Such instances can occur when a Government servant is 
serving in a remote station and the Reporting Officer has not had occasion to watch his 
work closely or when a Government servant has worked under the Reporting Officer only 
for a brief period or has been on long leave etc. In all such cases, the Reporting Officer 
should make an entry in the integrity column to the effect that he has not watched the 
Government servant s work for sufficient time to be able to make any definite remark or 
that he has heard nothing against the Government servant s integrity, as the case may be.  
This would be a factual statement to which there can be no objection. But it is necessary 
that a superior officer should make every effort to form a definite judgement about the 
integrity of those working under him, as early as possible, so that he may be able to make 
a positive statement. 
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†−Öã»Ö�−Ö�ú / Annexure I 
 

×¸ü¯ÖÖê™Ôü �êú †ÓŸÖ�ÖÔŸÖ †Ö−Öê ¾ÖÖ»Öß †¾Ö×¬Ö �êú ¤üÖî̧ üÖ−Ö ×¤üµÖÖ �ÖµÖÖ �úÖ´Ö 
Tasks assigned during the period covered by the Report 

 
(¾ÖÂÖÔ �êú ¯ÖÏÖ¸Óü³Ö ´Öë †£Ö¾ÖÖ ²ÖÖ¤ü ´Öë •Ö²Ö �úÖ´Ö ×¤üµÖÖ •ÖÖ‹, ÃÖ²Ö ³Ö¸üÖ •ÖÖ‹) 

(to be filled in the beginning of the year or later whenever task is assigned) 
 
 
×¸ü¯ÖÖêÚ™ü�Ö �úß †¾Ö×¬Ö ________________ÃÖê ______________ŸÖ�ú 
Reporting periods : from                         to 
 
 
 
�ú´ÖÔ“ÖÖ¸üß �úÖ −ÖÖ´Ö 
Name of the Employee : 
 
 
1. ÃÖÖ´ÖÖ−µÖ �úÖ´Ö 
 General Tasks : 
 
 
 
 
 
 
 
 
 
2. ¯Öæ̧ êü ×�ú‹ �Ö‹ ×¾Ö¿ÖêÂÖ �úÖ´Ö 

Special Tasks completed : 
 
 
 
 
 
 
 

�ú´ÖÔ“ÖÖ¸üß �êú ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú  
Signature of the employee with date 

 
 
 
 
 
 

×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß �êú ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú 
Signature of the Reporting officer with date. 
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†−Öã»Ö�−Ö�ú / Annexure II 
 

×¸ü¯ÖÖê™Ôü �êú †ÓŸÖ�ÖÔŸÖ †Ö−Öê ¾ÖÖ»Öß †¾Ö×¬Ö �êú ¤üÖî̧ üÖ−Ö ¯Öæ¸üÖ ×�úµÖÖ �ÖµÖÖ �úÖ´Ö 
Tasks completed during the period covered by the Report 

 
(×¸ü¯ÖÖêÚ™ü�Ö �úß †¾Ö×¬Ö �êú †ÓŸÖ ´Öë ³Ö¸üÖ •ÖÖ‹) 

(to be filled at the end of the Reporting Period) 
 
 
×¸ü¯ÖÖêÚ™ü�Ö �úß †¾Ö×¬Ö ________________ÃÖê ______________ŸÖ�ú 
Reporting periods : from                         to 
 
 
 
�ú´ÖÔ“ÖÖ¸üß �úÖ −ÖÖ´Ö 
Name of the Employee : 
 
 
1. ¯Öæ̧ êü ×�ú‹ �Ö‹ ÃÖÖ´ÖÖ−µÖ �úÖ´Ö (×¾Ö¾Ö¸ü`Ö ¤ëü) 
 General Tasks Completed (Give details) : 
 
 
 
 
 
 
 
 
 
 
2. ×¾Ö¿ÖêÂÖ �úÖµÖÔ 

Special Task : 
 
 
 
 
 
 
 

�ú´ÖÔ“ÖÖ¸üß �êú ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú  
Signature of the employee with date 

 
 
 
 
 

×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß �êú ÆüÃŸÖÖeÖ¸ü ‹¾ÖÓ ×¤ü−ÖÖÓ�ú 
Signature of the Reporting officer with date. 

 


