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� � ' " � � ( �� � ' " � � ( �� � ' " � � ( �� � ' " � � ( �
Private Secretary 

 

 

 

2. 
� � � ) *� � � ) *� � � ) *� � � ) * + , � � � - � �+ , � � � - � �+ , � � � - � �+ , � � � - � �
Senior Stenographer 

 

 

 

3. 
� � � ) *� � � ) *� � � ) *� � � ) * + , � � � - � �+ , � � � - � �+ , � � � - � �+ , � � � - � �
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Sl.No.  Designation    Pay Scale 

 

 

(i)
� � ' " � � ( �  � ! ! " # $ $ % & $ # " $ $

  Private Secretary   Rs.6,500-10,500 

 

 

(ii)
� � � ) * + , � � � - � �  � ! " # " $ $ % ' # $ $ $

  Senior Stenographer   Rs.5,500-9,000 

 

 

(iii)
� � � ) * + , � � � - � �  � ! ( # $ $ $ % ! # $ $ $

  Junior Stenographer   Rs.4,000-6,000 

 

 

 
 � � � � � ) � � � � �
_________________________________________________________________

Name of Official__________________________________________________________________ � � � � �
__________________________________________________________________________ 

Designation______________________________________________________________________ 
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(i)
� � � � � � � � 	

(ii)
� � 
 � � � � � � � � � � 	

(iii)
� � � � � � � � � � � � � 	 � � � � � � � � � � � � 
 � � � � � � �

( � � 
 �
)

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

 � � )  ) � $ � � � , � � � � � ! � � � � � � � �
___________________________________________________

Name of National Lab./Institute______________________________________________________ 

 � � � � � " � � � � 
 � � � � # � � � � # �
_____________________________________________________

Report for the year/period ending_____________________________________________________ 

 $ � �$ � �$ � �$ � � %% %% && && � � � - % � & � '� � � - % � & � '� � � - % � & � '� � � - % � & � ' �  �  �  �  
PART-I    PERSONAL DATA 
 

(

 � � ( ) � � � � � � � � � � * + , � �

/
� � � � � - � 
 
 � . � � � � � � � * / * � � � � � � � � � � � � � 0 � � 1 � 
 � 0 
� � � � � � � � � �

)

(To be filled by the Administraive Section concerned in National Labs./Instt./CSIR Hqrs.) 

 

1. 

 � � � � � ) � � � � �

________________________________________________________

Name of officer__________________________________________________________ 

 

2. 
' 2 � � # � � � ) �

__________________________________________________________

Date of birth_____________________________________________________________ 

 

3. 
� � � � � � ' � � � � � � � � � � 3  3 4

____________________________________________

Designation/Post held_____________________________________________________ 

 

4. 5 � � 
 � � � � � ) 
 � � � 6 � ( � ' � � �
/


 � � � 6 � ( � ' �
-

' � � � � � 3 �
 ?_____________________

Whether official belongs to SC/ST ?__________________________________________ 

 

5. 
� � � � � � 7  8

______________________________________________________________

Present Grade____________________________________________________________ 

 

6. 
� � � � � � 7  8 � � � � � � - % � # � � � ) �

___________________________________________

Date of appointment to the present grade______________________________________ 
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� � � � # � � # 
 � � � �  � � � �  � ' � � � 
 � � � � � ) � � � � � # 
 � � �
 � � � % � � � 
 � � � � � � � � �  � � � � � � � � � � � � � � 3 �� � � � 3 � � � � $ � �  � �  � � � � � � �  %

 � � � �  � � � � � � � � � � � � � 3 � �
  With whom employed during the year Period with 

  and the period served with each  designation 

 

  _______________________________ ______________________ 

 

  _______________________________ ______________________ 

 

  _______________________________ ______________________ 

 

  _______________________________ ______________________ 

 � � � � � �  � ' � � � � � # )� # $ � , � � + � � � � 3 � �  �  � � � � � � � � � � 6 # ) �  
 � � � � ! � � � � # 
 � � �
_______________________ 

  Period of absence from duty on leave, training  

  Etc., during the year___________________________________________ 

 

 $ � �$ � �$ � �$ � � %% %%
II -

! �! �! �! � � 6 	 � � �� 6 	 � � �� 6 	 � � �� 6 	 � � � � �� �� �� �
(

� ' � 
 � � � � � ) � # � � � � # � � � � " ' � � " 3 �� ' � 
 � � � � � ) � # � � � � # � � � � " ' � � " 3 �� ' � 
 � � � � � ) � # � � � � # � � � � " ' � � " 3 �� ' � 
 � � � � � ) � # � � � � # � � � � " ' � � " 3 � 
 � �  � � � � $ �  ' � �  �  � � !
 � �  � � � � $ �  ' � �  �  � � !
 � �  � � � � $ �  ' � �  �  � � !
 � �  � � � � $ �  ' � �  �  � � !
)

PART II – Self Appraisal 

 

1. 
� � � � � � 6 # ) � � � � � � " � - � � � �

 : 

Brief description of duties  : 

 

 

 

 

 

 

 

 

 

 

 

 

 �
 

 



2. 
� � � � � � � � � 
 � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � 	 � � � 
� � � � � � � � � � � � 
 �� � � � � � � � � � 	 � � � � � � � � � � � � 
 � � � � � � � � � � � �

(
	 � � � � � � � � 
 � � � � � � � � 
 �� � � � � � � � � 	 � � � � � 
 � � � � � � � � �

)

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). 

 

 

 

 

 

 

 

 

 

3. 
� � � � � � 3 � � � ) � � � � ! � � ' � � � � ) � � �

 - � � �  � � � � 8 � � � � � # 
 ( � � � � - � � �
 � � - � � � - � � � � & � � � � � � � �

(
� � ' " � � ( �

/ 
� � � ) * + , � � � - � � � � � � 3 ) $ � � ' � � � 3 �

) 

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) 

 

 

 

 

 

 3 ! � � � �
Signature______________________________ � � & 
 � � � � � � � �
Name in block letters_____________________ � � � � �
Designation____________________________ � � � ) �

 

     Date___________________________________ 
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$ � �$ � �$ � �$ � �
 III - 

� � � � # � � � � �  � � �  
 � � � � � ) � � � � � 6 	 � � �� � � � # � � � � �  � � �  
 � � � � � ) � � � � � 6 	 � � �� � � � # � � � � �  � � �  
 � � � � � ) � � � � � 6 	 � � �� � � � # � � � � �  � � �  
 � � � � � ) � � � � � 6 	 � � � � �� �� �� �
Part III – Assessment by the Reporting Officer 

(
� � � � � � � � � � � 	 � � 0 
 � � � � � � � � � � �

( � � 
 �
)

� � � � � 
 � � � � � � � � � � � � 	 � � � � � � � � � � � �
)

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

 

1. 5 � � � � � � # � � � � �  � � � � 
 � � � � � )$ � � � � � � ! � ! - � � � � �  � 3 � � 3 4
 ? � � � � 3 ) � # � � � 3 � 3 � � � � 
 � 3 � � 3 �

 � � � 
 � �  5 � � � � � � 3 4 �
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 ?   : 

 

2. 
! � � ! � �
State of health     : 

 

3. 

 � � ! � � � � � � � � � � � � � � � � � � � � # � � � � � )

 

Regularity & Punctuality in attendance  : 

 

4. 
+ , � � � - � � # � � � � � � � � � � � � � � , � � � �
Proficiency and accuracy in stenographic work : 

 

5. 
� � - � � � � � # � " � �  � # � � � � � � 
 
 � , " � � �
Intelligence, keenness & industry   : 

 

6. 
� � � � " � � � � � � � � � � � " � � � � � � � � � � � � ' � � �� � � � � # � �  � � - � 	 � � � " � � �

 

Trust-worthiness in handling secret & top 

Secret matter & papers.    : 

 

7. 
� � � � 8 � � � )

(
� � �  ' � � # 8 � � � )

)
� � % � � � � � � �� � * � � # � � � � � � � � � + � � �  � � ! + � 	 � �� � � ' � � � � � � � � � � $ ! � � � � � � � �

Maintenance of engagement dairy and  : 

Timely submission of necessary papers  : 

for meetings, interviews etc.   : 

 "
 



� � � � � � � � � � � � 
 � � � � � � � � � 
 � � � � � � � � �� � � � � 
 � 
 � 	 � � � � � � � � � � � � � � � � � � 
� � � � � � � � � � � � � � � � � �� �
 General assistance in ensuring that matters  

 requiring attention are not lost sight of.  : 

 � � � � � � � � � � 	 � 	 � , � � � � � � � 	 � � � � , � � � � �� 
 � � 
 � � � � 
 
 � � � � � 
 � � � � � � � �
 Initiative & tact in dealing with telephone calls 

 & visitors.     : 

 
 � � � � � � � � � 	 � � � 	 � � � � � � � � � 	 � � � � � � 
 � � � � � � � � 
� 
 � � 
 
 � � 
 � � � � � � � 
 � 
 � � � � � � � � � � �
(

� � � � � � � � 
 ) 1 � 
 � � � � � � 
 � � � � � � � � �
 � � � 	

)

 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) : 

 
 
 �
(

�
)� � � � � � � � 
 ) 
 � � � � � � - � � � � � � � � �
 
 � � � � - � � � � � � � � � � � � � � � � � � � � � * ��� � � � � � � 
 � � � � � � � � � � � � � � � � � � � � � � �

 � � � � � � � � � � �� � � � �* � � � � � � � * � � � 
 � � � � � � � 
� �
 (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.    : 

 

(
�

)
� � � � � � � � � � 	 � � � � � � � � � � � � � � �

 � * / * � 
 � � � � � � 
 �
(

� � � � 
 � � � � � � � � � � � �� � � � �
)

 (b) Recommendation regarding suitability  

for other spheres of work. 

(This should be substantiated).   : 

 
 � � � � � � 
 � � � � � � � � � � 
 � � � � 
 � � � ) � � � � 

 � 
 � � � � � � � � � 
 � 	 � � � � � � � 
 ) � � 0 � � � � �� � � - �� � � � � �* � � � � � � � * � � � � � � � 
 � � � �

 Has he/she been reprimanded for indifferent  

work or for other causes during the period  

under report ? If so, give brief particulars.  : 

 !
 



& � � 
 2 � � 3 � � � � � � �  � � � � � � � � � #
 � � , � � � � � � � + � � � � 3 � # � � - % � � #( � � % � � � ! � $ � � � � � � � � 2 � � 6 	 � � � � � �
 General assessment of personality, character  : 

 And temperament including relations with  : 

 fellow employees, amenability to discipline, etc. : 

 & ( � � � � � � ) * �
(

� � � � � 
 � � �  , � �  � " (  � ) � � � # " � � " �  � �
)

 Integrity      : 

 (Please see Note below instructions) 

 & " � �  � " � � �
(

7  � 8 � �
)

(

 � � � ) #

/
� 3 � 
 � � ��

/

 � � �

/
	 � �

/
	 � � �  � �

)� � � " 
 � � � � � ) � � � � � � 
 � � � ) # � � � # � 3 ) � � )' � � " ( � � 3 ! ' � � � � � 
 � � � 
 � ( � � � # �  � � �
 � � � � � � � � � ) � � � � �  � �  � � � + � � 3 � # � ' � + � � �� � 
 2 3 � � � " � � � # � � � � � � � � 3 � 
 � � � ! � ) # � ��  
 	 �  � � � � � ' � � � ( � � 3 ! �

 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.) 

 

 

 ! � � � � � � � � # � � � � �  � � �  
 � � � � � ) �  3 ! � � � �
 

Place  :     Signature of the Reporting Officer 

 � � � ) � � � � & 
 � � � � � � � �
____________________________

Date   :     Name(in block letters)__________________________ � � � � �
     Designation__________________________________ 

          (
� � � � # � � 3 � � � 3 �

)

        (With Rubber Stamp) �
 



� � � � � �� � � � � �� � � � � �� � � � � �
INSTRUCTIONS 

1. 
� � � � � � � 
 � � � � � � 
 � � � � � � � � + � � � � � �� � � � 
 � � � � � � 
 ) � � � � � � � � � � � � � � � � 
 � � � �* � � � 
 � � � �� � � 
 
 � � � � �� � 
 � 
 
 � � � � � � � � � � � � � � � � � � � � 
 � � 0 � � 
 
 
 � � � � � � � � � � � � � � � � �� �� � � � � � � � � � � � � 
 ) � � � 
 � � � � � � � � � � � � �� � � � � � � 
 � � � � � � � � � � � � � � � � � � 
 ) � � 
 
� � � 
 ) � � � � � � � 
 ) 
 
 + � � � � 
 � � � �� � � � � � � 
 ) 1 � 
 � � � 
 � � � 0 
 � � � � � � � � ) � � � � �� � � 
 � � � � � � � � 0 � � � � � � � 
 � � � � � � � �
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. 

2. 
� � � � � � � 
 � � � � � � 
 � � � 
 � � � � � � � � � � � � � � � � 
 � � � �* � � � � � � � � � 
 � � � � * � � � � � � � � � � � � �� � � � � � � � 
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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. 
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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. 
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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. 
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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. 
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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. 
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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. 
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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. 

9. 
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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. 
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Assessment should be confined to the appraisee’s performance during the period of report only. 

11. 
� � � ) 
� � � � � � � � � � � 
 	 � � � � � � � 
 � � � � � � � � � � �� � � � � � � �� � � � � � � � � ) � � � �� / � � 
 
 0 � 
 0 � � 
 �

–
� 
 � � 
 � � � � � � � � � � � � � �� � 
 � � � �* � � 
 � � � � � � 	 � � � � � � 
 �
 � � � � � � � � � � � 
 
 � � � 
 � , � � � � � � � � � � � � � � � � � � � � � �

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. 

 

12. 
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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. 
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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
th
 December, 2001). 
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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. � � � � � � � � � � � � � 
 ) � � � � � � � � � 
 ) / � � � � � � � � � � � � 
 � � 
 � � 
 � � 
 � � � � + , � 
 � � � 
 ) � �� � � � � � � � � � / � 
� 
 � � * � � � � � � � � � 
 � � � � � � � � � �* � 	 � � � � � � � � � � � � � , � � � � � � � � � � � � � � � � � �� 
 � � � � � 
 � � � � � � � � � � � � � 0 � � � � � 	 * � � � � � � 1 � 
 � � , � � 
 � 
 � � � � � � � � � � � � + , � � � � � � 0 � � � 
� � � � � 
 � � � - � � � � � � � � � � � � � � � � � � � 
 � � � � 0 
 � � � 
 � � � � � � 
 ) � � � � � � 
 � � � � � � , � � � � � � � � �� * / * � � � 	 � 
 0 
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 � � � � � � 
 ) 
 � � ) � - � � 
 � � � � � � � � � � � � � � � � � � � � � 	 � 
 � � � � � � * � � � � �� � 
 � � � ) * 0 
 � � � � �� � � � � � � � � 
 � � � - � � � � � � � � � � � � � � 
 � � � � 	 � � � � � � � 
 � � � � � �
(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. � � � 
 � � * � � 
 � � � � � � � � � � * / * � � � 	 � 
 � � � � � � � � � � � � � � � � � , � � 
 � � 
 ) � 
 � � � 
 ) � �� � � � � � � � � * / * � � � * � � � * 
 
 � * � � � � � / � 
� 
 � � � � � � � � � � � � � � � � � � � � � � � � � � , � ) � � � � � � , �� � � � � � � � 
 � � � � � � � � �
(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. � � � � � � � � � � � � � � � � � � � 
 � � * � � � � � � , � � � � � � 
 � � � � � � � 
 ) � � � � � 0 � � � � � � � � � � � �� � � � � � � � 
 � � � � � � � � � � � � � � � � � 
 � � � - � � � � � � � � - �� �
© 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. � � � � � � � � � 
 � � � - � � � � 
 � � 
 + � � � � � � � 
 � � 
 ) � 
 � � � 
 ) � 
 � � 
 � � � �� � � � � � � � � � � � � � �� 
 � � � � � � � � � � , � � � 
 � � * � � 
 � � � � � � � � � � � � � � � �
(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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(e) If, suspicions regarding his integrity are confirmed, this fact should also recorded and duly 

communicated to the Government servant concerned. 

(
�
)
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 � � � � � 
 � � � � � � � � 
 � 	 � , � / � � 
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(f) 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. 
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 � � � 
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 � � � � � 
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 * � � � � � � � � � �� � � � � 
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 � � �� � � �

 

(g) 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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