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fash afa
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Hiass mfaites
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defas aur Wafe srgaur uRug

COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

Aafaf@d uel W agaaal & aRRa 3fR¥EREr & fow Mo o gua ey
CONFIDENTIAL REPORT FORM FOR OFFICIALS IN THE FOLLOWING POSTS/PAY SCALES

. 4. UeATH
S1.No. Designation
0 fash afa

Private Secretary

(ii) aRss Uit

Senior Stenographer

(iii) hfats MYfaites

Junior Stenographer

AR FT ATH

AdaTHAT

Pay Scale

0T 65,00-10,500
Rs.6,500-10,500

4T 5,500-9,000
Rs.5,500-9,000

4T 4,000-6,000
Rs.4,000-6,000

Name of Official

Ucdrd

Designation




d=fares qUr e HgEuE TRug
COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

(st |fat (iyafss 3myfefte (iwfass 3nyfafte & fow ol RuE gux (wre)

(CONFIDENTIAL REPORT FORM FOR Private Secretary/Senior Stenographer/Junior Stenographer)

TSI TATRATAT FEATA T 1A

Name of National Lab./Institute

B AT gy afa Hr Roe

Report for the year/period ending

HATIT-1
PART-I

e <l
PERSONAL DATA

(TSI FANTRITE HEAT/ HTAISHR ALI@I b Faifdd Umafales AT gRI MR I & o)
(To be filled by the Administraive Section concerned in National Labs./Instt./CSIR Hqrs.)

1.

AR FT ATH

Name of officer

SeH & g

Date of birth

UeATH oy W H AT T &

Designation/Post held

T RPN A ST/ I S-S @i & 2

Whether official belongs to SC/ST ?

IJdAd IS

Present Grade

T s & Frafs & At

Date of appointment to the present grade




Rare 6 3afd & a¥ & gk 3SR &1 A1, 30
frar-fopa 31T & Ty gedtH afed

fFar & T uAd & @1y fhda-

fhaer @ de a1 R €I

With whom employed during the year Period with
and the period served with each designation

ag & gR e, URILTUT Y W A &
BRUT B 3 @ Uit Hr 3afe

Period of absence from duty on leave, training
Etc., during the year

HIT-11 - T HeAiehed
(Gu 3P Hr NuiE o e & 395 gR1T M I & Qo)
PART II — Self Appraisal

B 5T BT HigTed faeror

Brief description of duties




Rare a§ 3afQ & i @ a& 3ua P AW FF fmar & a s@er Fag A
IRged &1 forelt suafey & a @9 & FRor &1 (T a1w T & 100 erear A
IRGed ¢ 3R 38 W AR Hi)

Brief resume of the work done by you during the year/period
from to 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).

FULT IF dRE JdC FT aRE &

Moo $olst a¥ i 3raa Ui &

¥ faearor wsa fora|

(st afa /aftss 3nyfafe grT & w1 e )

Please state the date on which annual return on immovable
Property for the preceeeding calendar year was filed
(To be filled in by PS/Sr.Steno only)

TEATEY
Signature
% &R A ATH
Name in block letters

UcdlH
Designation

GIRieCH

Date




T - Ruie forma arel 3Rt gRT Hedim

Part 111 — Assessment by the Reporting Officer
(@uam yfafRal o R & q@ yuF (W) & 3ed H QU T et B «ae § ug o)

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

w1 Rure o aren 31y
HaT A BT 10 IJaRoT § FedAd &2
afg &, O g8 Pl db AT ©

duT 3TP FAT HRUT &l

Does the Reporting Officer agree with
Each and every significant statement
Contained in the resume Col.2 of Part-II
Of the work done by the officer ?

EITEY
State of health

S@ﬁﬁﬁaﬁamamwaﬁrwa

Regularity & Punctuality in attendance

YTATARIY H A GaTAT AT YT

Proficiency and accuracy in stenographic work

gigHcdr, dEa & o1 auT sgAMEdT

Intelligence, keenness & industry

MUATT TAT GHMUART HATHSAT JAT PIITSATAT
B Auea & faegaa=aar

Trust-worthiness in handling secret & top
Secret matter & papers.

PRI SRR (3IHE SRAY) IW-IW@d JAT
Jdaepi, FraTceERT Afe & fow 3mavasd
BHETSIAT BT AT W UEd el |
Maintenance of engagement dairy and

Timely submission of necessary papers
for meetings, interviews etc.



Ig GiARd ot & [T ardAed JerRidr
foF 0 AT Fr ECEr 4 @ Tv T W

g1 fear e 3maas gl

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

oAl Blell dAT HWTecgehl &b A HFUD
A A Ugd IR TIER-PRAAAT|

Initiative & tact in dealing with telephone calls
& visitors.

el R AR e R—R A H Gogar
@fg 3P gRT 38 UhR & H fhu
T )

Ability to draft notes, letters, minutes, briefs and

Ability to prepare summary etc.(In case such
Items of work have been performed by the officer)

(@)Far ARERT 7 Tl P fAAward

3R a1 B W Sepse AUT AT AIIAT §
S srRoT Ay R & fow s gar
ST 3R @l

e & a 3eIpT el # Jeold Bl
(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.

(@)3=T B & & v sugeadr &
ey d Rwier @@ yanfora fear s
EIRY

(b) Recommendation regarding suitability
for other spheres of work.
(This should be substantiated).

12.31 Rute & 3@fQ & omuadr @ &a
T AT 3T BROT 8 ATABRT Y HeHAT
& IS © A & ar saar afgrea <k &)
Has he/she been reprimanded for indifferent

work or for other causes during the period
under report ? If so, give brief particulars.



13.

14.

15.

AT
Place :

Date :

31T EhHAT & Iy i,
IgREAegar e afed, cafihed,

IRT TUT TIHTT D WA Hedlhe |

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

Hcafasar
(PUAT SR &b AT & 5 fevaoh )

Integrity
(Please see Note below instructions)

Fofieor (ATSaT)

(3cpte/ Fgd 3reol 3res Jwd/ ded @ wa)
frelT AP BT T dF Scpse DT 61 af
STl =Ifen Sa d o6 38 3= Hifie & IoT
dUuT B AvueT @ A J W7 @, 5" YR
W 3eg U Bife # @1 -1 & 3HHT TUSE &Y

T Soo@ fhar Sem anfeu|

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.)

Raré forgar arer 31fAed & gEar

Signature of the Reporting Officer

AT 38R A A1

Name(in block letters)
RG]
Designation
(T3 & A Aigd)
(With Rubber Stamp)



e
INSTRUCTIONS
Mueig RAE v Agcayel cxadst ¥ @d PR & wI-fasuea & Fqedidd = &
for 3R s8¢ SRR d 396 30 dgiatd & v Fqaag IR Aecagyr gaar adr g
safar fo@ 3fQa & Rue ot s § sadr, Ruie forma arer 31@edr & 3k
geretor e R FieRecdl RGN gRT BT B WA B sJE A 3T

ScaielAcd HT Hagar ¥ HaT AIfeu|

The Confidential Report is an important document. It provides the basic and vital inputs for assessing
the performance of an officer and for his/her further advancement in his/her career. The Officer
reported upon, duty of filling out the form with a high sense of responsibility.

Moy RUE & Aegd q drI-fAvuga & Hedichad HEuANT Ada Haad e $ uh
a9 & ¥ A R S arfew| Roe s arel 3Rl & I8 3gHa aar amfew
fop s@epT 32T HRAB &1 fahrd wiar & dfes a8 Ul areafde &Tddr @ qul &7 §
AT TF| TP 32T QW fAdre fr ufehrar a @ fawra axa & ufepar &1 Rare
forgar arel aur gadieror 3REl A @fer 6 o 3fRedt & Rae fodr a1 @& §,
3% dI-fAvaree, AT HYAT AT hfhed H BIAA B Soold I A HhIT o A

Performance appraisal through Confidential Report should be used as a tool for human resource
development. Reporting Officer should realize that the objective is to develop an officer so that he/she
realizes his/her true potential. It is not meant to be a fault process but a developmental one. The
Reporting Officer and other Reviewing officer should not shy away from reporting short comings in
performance, attitudes or overall personality of the officer reported upon.

FredAr B QU @G AR <O @ 3R 3uged §HT daR U e @ifeul afg RO
YA & T AT dR & IR BT W [RAT ST & dl SHBT 3T UiSol Dl 3T

@ gdr oer S|

The Columns should be filled with the due care and attention and after devoting adequate time. Any
attempt to fill the report in casual or superficial manner will be easily discernible to the higher
authorities.

afg gadiaTor RSN 38 ard & 3MaEd & A & 6 Ruie forms arer 3iferdy a Raie
o FaaE aur waa feu faar fodr § o g s@ 3 & fevaolt st fr 71g T
2 # gt o guml Ruie foma arer 3Rk & dMueda R # sa sigfeal & ufase
& e arfeu]

If the Reviewing Officer is satisfied that the Reporting Officer had made the report without due care
and attention he/she shall record a remark to that effect in Part IV Column 2. The remarks shall be
entered in the Confidential Report of the Reporting Officer.

Ucdeh el qUilcHs & A AT SIIUam| 3Ueled R T FAH ¥ ek & agifsd
FFATS BT UAT TAAT &1 Al AT UGl P FEUEN F AT Sl @ifer IR Zadb v @
SeR for@e arel 3B BT aredided AU Uehe Bl ARC| PUAT FEISE AT Hef
arar 1 g wY| fRdr of fafdrsear & @@ 3ol fewforar <q wHy 3cpe, @gd
3T, 30T, WA, AT @ A SN JEuAIeiay Al &1 GaT el A aifev|

Every answer shall be given in a narrative form. The space provided indicates the desired length of
the answer. Words and phrases should be chosen carefully and should accurately reflect the intention
of the officer recording the answer. Please use unambiguous and simple language. Please do not use
omnibus expressions like ‘Outstanding’, ‘Very good’, ‘Good’, ‘Average’, ‘Below Average’ while
giving your comments against any of the attributes.

8




10.

11.

12.

Rare foma aren 3R&ER af & 3men & 00 W 3R F aga [aRa o,
foerdr Rote sad grr foed smeh 8, afe g 3wy Reve & wifda af aF a8 faghs
&I B AR FHEA & dl T8 a8 3237 AU Aghh & & GHed & qd7d Aad e
ST |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers with

respect to whom he is required to report upon. In the case of an officer taking up a new post in the
course of the reporting year, such targets/goals shall be set at the time assumption of the new charge.

el Tafad JfARIRAT P e @ Tase ® F A R TAST ofar aifen: d8ar @
fAUReT A FoIg FF H upfa 3R & qur Ga Ve K R o s § 3a%
B D ypfd IR 1T b YIHET Weioll Bl W # @ gU FAI-AR DA fhT S A
rAfAear & el arfeu|

The targets should be clearly known and understood by both the Officers concerned. While fixing the
targets, priority should be assigned item-wise, taking into consideration the nature and the area of the
work and any special features that may be specific to the nature or the area of the work of the officer
to be reported upon.

I HrY-fASUIee Bl Hediched d¥ Hl FATE R BAT ST &, Weg 36 a1 A AT &
W 6 g Aea daad & fem & wua @, R fowa ae el & @afda
eRTell W B-facurea 1 Fafelm S @fev IR GURTCHS U ael & fav Felre
3nfe e =]

Although performance appraisal is a year-end exercise, in order that it maybe a tool for human
resource development, the Reporting Officer should at regular intervals, review the performance and
take necessary corrective steps by way of advice etc.

AP I dlel Wb AP & Ig Uded @ler aifer 5 oa <afs & waf o
Hedihd fRIT ST I ¥, 38d HI-fAvUEd, IR0, UaER dAT &THAT BT JATHAT Tel
= gegd fopar s

It should be the endeavour of each appraiser to present the truest possible plcture of the appraised in
regard to his/her performance, conduct, behaviour and potential.

oa cafts & dF &1 Fqeaiea foRar a1 W § 3ad Ruie & 3afy # 356 w-fAvuea
de & Wifaa gar arfeu)

Assessment should be confined to the appraisee’s performance during the period of report only.

e @ ¥ & o U qEll H Jerer A HfUF suwrey @ wahd ¥ A v & ug &
g 3R AR off TIHT-THAT W HIT-3e9T & Thal &l Aodihed A 1 a2l P &I A
@ ST el 3R g W) gAifaa feoquft fir el anfew)

Some posts of the same rank may be more exacting than others. The degree of stress and strain in any
post may also vary from time to time. These facts should be borne in mind during appraisal and
should be commented upon appropriately.

At @1 9 g3t & Fraey # fafdies 7ol & IUR W Fedida fhar ST &,
3T quid A Ucdeh BieH H

Aspects on which an appraisee is to be evaluated on different attributes are delineated below each
column. The appraiser should deal with these and other relevant to the attributes.



13.

08 Y EEX B hd & g aive if¥eRr F v s 3T d A arel 3fReRY
& FI & ufdge AT ST IAUE & Thdl § A1 a fhal Hol-gdh & fow 388
TUSENRIUT AT Hehell & AR 31 Tl uRTEAfAal ot ware & t@a gu ge Aeqy fohar o
gorar ¢ b aRfder &1 3ituaRe g5 ¢a @ 3itfRcay g oa & fov gafad Areer
wtd ® # R A6 ¥ oar ol fRfa o fOfla Idee arglt seden S fee
Agarfkes kars & 3maTewar e &1 Se TE Idaet argeh Hedar & e & af a8
gafad 3wy fr caford wsa d oo S @Rl a¥ & g #7 za 3R H
Mot Ruie forad ag a5 R ofiter) 0d Idae argel #clar & 38H Mo
RO & 3oo@ a o &1 AT o Fpar & aerd 39 ey & T d 38 Jdmaer ar
Argely A1 HHAT, ST o AHST &, F I B & arg Nuie fpv I arer 3iferdy Hr
srfasUEhdl # GUR g3 o IR dg ddweas ug w1 el Ife Rafén wftery sa
fwepd @ ugaar & 5 O Adreeh argel wedar & arasg o 3@ RSl # gur
dE 3T ¥ ar ag o Ry Jdrae argeh Hewar, ot ot @wer @, @ Raféar
RPN gRT FHedihad ¥ FATAT Mueig NuE & Her N & urafies dierd d sugard
Seo@ A FHhdT ¢ R 38 Rufa & awehg R & g o8 Jaaeh argelt scdan &
e ufd 39 urafdes 3afy & fow Mudg RUiE & @Y Jovas & & d AR SRR
A oomg e arfeul 3@ ufdge fevaoh & ar d 3@ 3RERT @ i gioa e amer
arfer R AR F degad FeIdeA @1, ARG FIS & O, 30 GG H TR IgeAT A
fafea ofthar & 3geu fAuera glar @rfew) Mowsmdsm & fad 10 fGaeRr, 2001 &
g3 . 15-3171 -3NUSTA- T & gRT SR

There may be occasions when a superior officer may find it necessary to criticize adversely the work
of an officer working under him or he may call for an explanation for some act of omission or
commission and taking all circumstances into consideration, it may be felt that while the matter is not
serious enough to justify the imposition of the formal punishment of censure, it calls for some formal
action such as the communication of a written warning/displeasure/reprimand. Where such a
warning/displeasure/reprimand is issued, it should be placed in the personal file of the officer
concerned. At the end of the year, the reporting authority, while writing the confidential report of the
officer, may decide not to make a reference in the confidential report to the
warning/displeasure/reprimand, if, in the opinion of that authority, the performance of the officer
reported on after the issue of the warning or displeasure or reprimand, as the case may be, has
improved and has been found satisfactory. If, however, the reporting authority comes to the
conclusion that despite such warning/displeasure/reprimand, the officer has not improved, it may
make appropriate mention of such warning/displeasure/reprimand, as the case may be, in the relevant
column in Part III of the form of confidential report relating to assessment by the reporting officer,
and in that case, a copy of the warning/displeasure/reprimand referred to in the confidential report
should be placed in the CR Dossier as an annexure to the confidential report for the relevant period.
The adverse remark should also be conveyed to the officer and his representation, if any, against the

same disposed of, in accordance with the procedure laid down in the instructions issued in this regard.
(Issued vide CSIR DO No. 15-3/1/71-O&M-II(a) dated 10™ December, 2001).
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R TWHR FIfed AT & AP 20 #S, 1972 & HEATAT AUS H.51572-
TAUAT P gRT FAASST b HIY F IR w310 ARTERT RBgia

GUIDELINES ISSUED BY GOVERNMENT OF INDIA, DEPARTMENT OF
PERSONNEL, REGARDING ‘INTEGRITY’ VIDE O.M. NO. 51/5/72-ESTT ‘A’ DATED
20" MAY 1972

MU RUE P UAh B #A Fcgfavel Haeh veh WA dicA g difev faad Raré forma arer
HRPRT 30 WHR B!, T Ruie fordr el &, & Fedfaser W 30 fevuolt & &)
acafeer Fadt died # ufafRal ad gaw Arafaf@a anfeelt Rear @ sgeer fFar s
In every form of Confidential Report there should be a column regarding integrity to enable the Reporting

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

Gl wdaTs IRSR Bl qed SR T Afer oA AT FAT W HNGEY FAAR DY
AT & IR A TEE ScUed Il dlel TSIl I dAle fhar ST JAqT TH Fege DI ATl Bl
UAOI &t & T aed fasmeia Sifa usdrel gRT 312ar AT fa9 gfed $A19ar & ATl
Mg FRAS A AT arifer MU RO oA THT 50 A &N S I@T AT qAT TSI
I PicH AT FAT 30 AU H & 75 FAM H1 3uAT par Fwl I PierA Y Wew b
HROUT A6l A AT &, 39T A HRars Feafafad su-tRemei & 31gar Hr S|

(a) Supervisory Officer should maintain a confidential diary in which instances which create 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 unconfirment nature of the suspicions, further action should be taken in accordance
with the following sub-paragraphs.

g IRF gl # gcafaser Gy widd & @ell o foar ST dur Wl daaY
Fcafaver Faeft Qa3 3R g & IR A 9T A Uh MUAT e fir ufaf® @y & it e gan
SeAepT 3HJEROT fehar S|

(b) 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 servant’s integrity should be recorded
simultaneously and followed up.

T Mo A & ve gfd afF oo & @1y e aftss 3fEd & ua #sh s 57 T%
gafia et =@ifev & rgadt drars dedre & 718

© 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.

g Fegadt PRars & URUMHA FEEY ARG WA HAGR IRT JFd & ol SHH FedfaAsar
YOI r Se qur aRT usl | sady ufafy i s

(d) 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.
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(3) g sadr wcafaver Fadt weg & g @ oA & O 3§ a3 & ufafy & Jwoqur
Fafda werart &t e gfaa fear sl

(e) If, suspicions regarding his integrity are confirmed, this fact should also recorded and duly
communicated to the Government servant concerned.

@ Ut A o @ d@ad ¢ Oad dea b dcafaser & ar d daw AifRcadd da arel
AN 3T Ael Pl & WH AFHC H AN FAAR & Fder 1 o 3R 36T & fow
Jrareliehe] fhaT ST, AT 36 &N, STel e egaerd @, 38 3 Ual @ oy (@l drfev foieed see
HROT A foed Wl & HTE & dUT 9 # 30qed ° I 5 A AT A0 IHFAR dRars Hr

ST |

) 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.

@) 0 aE o B € o9 Rue forma aren 3Rer o & ufd aur 5w sy &
Rae fodt et § 38 ufa, dcafaser & ganfod oa 3ryar ufage ufaf® axa syar o6
frel ot e St sEd v KU formar faemr 3regst & gvqd & & AT a4t &, &
ufad et &€l e &1 U gueid a9 @ Wohd § o9 dAal Rl qu-auet & dheg W B @
T & aur Ruré forma aret 31fAe o 38 Fal & d B Aoldld A @ & IFaE J fFelr
B 3Yar 99 dAI o Ruie forme arel deal & 3hT o Ay & fow s fear e srar
ag oFd ARy A ge.d W @ o scafe | 0 Tl Aell F U 3Rl A gcafaver dad
Pietd A 38 3T A gy e afke 5 39 w6 & F& & @a & fov sRg gag a9
firer urr ¥ owd 5 gg BT Rouoh & & 3ryar 399wy & Fcafaver & g a5
feoooft @€ gelr, Stam off aden @ % aafde e genm Gad fou g smufa & @
TRl WG T 3MaTF & 5 afss 3fReE o 386 3da sRRd FaAaial & Fcafacsr &
IR & Tl AT Ao &9 & | G399 g = aifer Gaa 6 g aeafaes faavor ¢
bl

(2) 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 ar 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 theat 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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