
 
 
¾Öî–ÖÖ×−Ö�ú ŸÖ£ÖÖ †Öî¬ÖÖê×�Ö�ú †−ÖãÃÖÓ¬ÖÖ−Ö ¯Ö×¸üÂÖ¤ü 

COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH 
 
 
×−Ö´−Ö×»Ö×(ÖŸÖ ¯Ö¤üÖë ´Öë �úÖµÖÔ̧ üŸÖ †×¬Ö�úÖ×¸üµÖÖë �êú ×»Ö‹ �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü ¯ÖÏ¯Ö¡Ö (±úÖ´ÖÔ) 
CONFIDENTIAL REPORT FORM FOR OFFICIALS IN THE FOLLOWING 
POSTS 

 
 
1. ÃÖÆüÖµÖ�ú (ÃÖÖ.)/ ÃÖÆüÖµÖ�ú (×¾Ö¢Ö ‹¾ÖÓ »Öê(ÖÖ) / ³ÖÓ›üÖ¸ü ¾Ö �ÎúµÖ ÃÖÆüÖµÖ�ú �ÖÏê›ü -I 
Assistant (G)/Assistant(F&A)/Stores & Purchase Asstt.Gr.I 
 
 

2. ÃÖÆüÖµÖ�ú (ÃÖÖ.)/ ÃÖÆüÖµÖ�ú (×¾Ö¢Ö ‹¾ÖÓ »Öê(ÖÖ) / ³ÖÓ›üÖ¸ü ¾Ö �ÎúµÖ ÃÖÆüÖµÖ�ú �ÖÏê›ü -II 
Assistant (G)/Assistant(F&A)/Stores & Purchase Asstt.Gr.II 
 
 

3. ÃÖÆüÖµÖ�ú (ÃÖÖ.)/ ÃÖÆüÖµÖ�ú (×¾Ö¢Ö ‹¾ÖÓ »Öê(ÖÖ) / ³ÖÓ›üÖ¸ü ¾Ö �ÎúµÖ ÃÖÆüÖµÖ�ú �ÖÏê›ü -III 
Assistant (G)/Assistant(F&A)/Stores & Purchase Asstt.Gr.III 
 
 

4. ˆ¯ÖµÖãÔŒŸÖ (i) ÃÖê  (iii) ŸÖ�ú ˆÛ»»Ö×(ÖŸÖ ¾ÖêŸÖ−Ö´ÖÖ−ÖÖë �êú ¾Ö�ÖÔ ´Öë �úÖê‡Ô †−µÖ ¯Ö¤ü 
ŸÖ£ÖÖ †−µÖ †¸üÖ•Ö¯Ö×¡ÖŸÖ ‹�úÖ�úß ¯Ö¤ü 
Any other post in the range of the pay scales mentioned from 
(i) to (iii) above including other non-gazetted isolated posts 
 
 
 
 



 
¾Öîî–ÖÖ×−Ö�ú ŸÖ£ÖÖ †Öî¬ÖÖê×�Ö�ú †−ÖãÃÖÓ¬ÖÖ−Öü 

COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH 
 

×−Ö´−Ö×»Ö×(ÖŸÖ ¯Ö¤üÖë ¯Ö¸ü ¾ÖêŸÖ−Ö´ÖÖ−ÖÖë ´Öë �úÖµÖÔ̧ üŸÖ †×¬Ö�úÖ×¸üµÖÖë �êú ×»Ö‹ �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü ¯ÖÏ̄ Ö¡Ö (±úÖ´ÖÔ) 
CONFIDENTIAL REPORT FROM FOR OFFICIALS IN THE FOLLOWING POSTS / PAY SCALES 

 
�Îú. ÃÖ.  ¯Ö¤ü−ÖÖ´Ö        ¾ÖêŸÖ−Ö´ÖÖ−Ö 
SI.No.  Designation       Pay Scale 
 
(i) ÃÖÆüÖµÖ�ú (ÃÖÖ.)/ ÃÖÆüÖµÖ�ú (×¾Ö¢Ö ‹¾ÖÓ »Öê(ÖÖ)/ ³ÖÓ›üÖ¸ü ¾Ö �ÎúµÖ                        ¹ý¯Ö‹ 5,500-9,000 
 Assistant (G)/ Assistant(F&A)Stores & Purchase Asstt. Gr.I     Rs.5,500-9,000 
 
(ii) ÃÖÆüÖµÖ�ú (ÃÖÖ.)/ ÃÖÆüÖµÖ�ú (×¾Ö¢Ö ‹¾ÖÓ »Öê(ÖÖ)/ ³ÖÓ›üÖ¸ü ¾Ö �ÎúµÖ     ¹ý¯Ö‹ 4,000-6,000 
 Assistant (G)/ Assistant(F&A)Stores & Purchase Asstt. Gr.II  Rs 4,000-6,000 
 
  
 
 (iii) ÃÖÆüÖµÖ�ú (ÃÖÖ.)/ ÃÖÆüÖµÖ�ú (×¾Ö¢Ö ‹¾ÖÓ »Öê(ÖÖ)/ ³ÖÓ›üÖ¸ü ¾Ö �ÎúµÖ     ¹ý¯Ö‹ 3,050-4,590 
 Assistant (G)/ Assistant(F&A)Stores & Purchase Asstt. Gr.III  Rs 30,50-4,590 
 
  
(iv) ˆ¯ÖµÖãÔŒŸÖ (i) ÃÖê (iii)  ŸÖ�ú ˆÛ»»Ö×(ÖŸÖ ¾ÖêŸÖ−Ö´ÖÖ−ÖÖë �êú ¾Ö�ÖÔ ´Öë �úÖê‡Ô †−µÖ ¯Ö¤ü ŸÖ£ÖÖ †−µÖ †¸üÖ•Ö¯Ö×¡ÖŸÖ ‹�úÖ�úß ¯Ö¤ü 

Any other post in the range of the pay scales mentioned from (i) to (iii) above including other 
non- gazetted isolated posts. 

 
 

†×¬Ö�úÖ¸üß �úÖ −ÖÖ´Ö __________________________________________________________________________ 
 
Name of Official _______________________________________________________________________ 
 
 
 
¯Ö¤ü−ÖÖ´Ö  ________________________________________________________________________________ 
 
Designation ___________________________________________________________________________ 
 
 
 
 
 
 
 
 
 
 

1. 

 



 
¾Öîî–ÖÖ×−Ö�ú ŸÖ£ÖÖ †Öî¬ÖÖê×�Ö�ú †−ÖãÃÖÓ¬ÖÖ−Ö ¯Ö×¸üÂÖ¤ü 

COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH 
 

(ÃÖÆüÖµÖ�ú  (ÃÖÖ´ÖÖ−µÖ) / ÃÖÆüÖµÖ�ú (×¾Ö¢Ö ‹¾ÖÓ »Öê(ÖÖ) ³ÖÓ›üÖ¸ü ¾Ö �ÎúµÖ ÃÖÆüÖµÖ�ú �ÖÏê›ü-I, II, III                                           
CONFIDENTIAL REPORT FORM FOR Assistant (G) Assistant (F & A) Stores & Purchase Assistant 

(Gr. I, II, III 
 ¸üÖÂ™ÒüßµÖ ¯ÖÏµÖÖê�Ö¿ÖÖ»ÖÖ/ ÃÖÓÃ£ÖÖ−Ö �úÖ −ÖÖ´Ö _________________________________________________ 
 
Name of National Lab / Institute _____________________________________________ 
 
�úÖê ÃÖ´ÖÖ¯ŸÖ ¾ÖÂÖÔ / †¾Ö×¬Ö �úß ×¸ü¯ÖÖê™Ôü ____________________________________________________ 
 
Report for the year / period ending ___________________________________________ 
 
³ÖÖ�Ö - …      ¾ÖîµÖ×¢Ö�ú ²µÖÖî ȩ̂ü 
PART .I            PERSONAL DATA 
 
(¸üÖÂ™ÒüßµÖ ¯ÖÏµÖÖê�Ö¿ÖÖ»ÖÖ†Öë / ÃÖÓÃ£ÖÖ−ÖÖë / ÃÖß‹ÃÖ†Ö‡Ô †Ö¸ü ´Öã(µÖÖ»ÖµÖ ´Öë ÃÖÓ²ÖÓ×¬ÖŸÖ ¯ÖÏ¿ÖÖÃÖ×−Ö�ú †−Öã³ÖÖ�Ö «üÖ¸üÖ ³Ö¸êü •ÖÖ−Öê �êú ×»Ö‹)  
(To be filled by the Administrative Section concermed in National labs. /Instts / CSIR Hqrs ) 
 

1. †×¬Ö�úÖ¸üß �úÖ −ÖÖ´Ö ___________________________________________________________________ 
 

               Name of official ________________________________________________________________ 
 

2. ¯Ö¤ü−ÖÖ´Ö / ¾ÖŸÖỐ ÖÖ−Ö ¯Ö¤ü _________________________________________________________________ 
 

Designation /Post held ___________________________________________________________ 
 

3. •Ö−´Ö �úß ŸÖÖ¸üß(Ö ____________________________________________________________________ 
 

Date of birth ___________________________________________________________________ 
 

4. ŒµÖÖ †×¬Ö�úÖ¸üß †−ÖãÃÖæ×“ÖŸÖ •ÖÖ×ŸÖ /†−ÖãÃÖã×“ÖŸÖ •Ö−Ö •ÖÖ×ŸÖ �úÖ Æîü… ________________________________________ 
 

Whether official belongs to SC/ST _________________________________________________ 
 

5. ¾ÖŸÖỐ ÖÖ−Ö �ÖÏê›ü ´Öë »Ö�ÖÖŸÖÖ¸ü ×−ÖµÖãŒŸÖ �úß ŸÖÖ¸üß(Ö ___________________________________________________ 
 

Date of continuous appointment to the present grade _________________________________ 
      

6. Ã£ÖÖµÖß/ †Ã£ÖÖµÖß †£Ö¾ÖÖ Ã£ÖÖ−ÖÖ¯Ö¡Ö _________________________________________________________ 
 

Whether permanent , temporary or Officiating_______________________________________ 
 

 
 
2. 



 
×¸ü¯ÖÖê™Ôü �êú ¾ÖÂÖÔ / †¾Ö×¬Ö �êú ¤üÖî̧ üÖ−Ö ×�ú−Ö-×�ú−Ö †−Öã³ÖÖ�ÖÖë 
´Öë �ú²Ö ÃÖê �ú²Ö ŸÖ�ú �úÖµÖÔ ×�úµÖÖ … 
Sections (s) in which served during the year / period under 
 Report and period of service in each 
 
 
†−Öã³ÖÖ�Ö     †¾Ö×¬Ö 
Section     Period 
 
 
 
 

8. ¾ÖÂÖÔ �êú ¤üÖî̧ üÖ−Ö �úÖµÖÔ (›üµÖæ™üß ÃÖê †−Öã̄ ÖÛÃ£Ö×ŸÖ 
 †¾Ö×¬Ö (”ãû™ü™üß ¯Ö¸ü ¯ÖÏ×¿ÖtÖuÖ †Ö×¤ü)    ____________________________________________ 
 Period of absence from duty (on leave training etc.), 
 During the year / period ______________________________________________ 
 (�úÖÑ»Ö´Ö 9 †Öî̧ ü 10 �êú¾Ö»Ö ÃÖÆüÖµÖ�ú ×¾Ö¢Ö ‹¾ÖÓ »Öê(ÖÖ «üÖ¸üÖ ³Ö¸üÖ •ÖÖ−ÖÖ Æïü) 

(Columns 9 & 10 to be filled up by Asstt. F&A only ) 
9.           ¾µÖÖ¾ÖÃÖÖ×µÖ�ú †Öî̧ ü ŸÖ�ú−Öß�úß †ÆÔüŸÖÖ†Öë ÃÖ×ÆüŸÖ ¿ÖîtÖ×uÖ�ú _________________________________ 
 Education qualifications including 
 professional and technical qualifications _________________________________ 
 
10.        ×¾Ö³ÖÖ�ÖßµÖ ¯Ö¸üßtÖÖ ´Öë ˆ¢ÖßuÖÔ _______________________________________ 

 
      Departmental Examination passed ______________________________________ 

 
            

 
      ³ÖÖ�Ö I___________________«üÖ¸üÖ ÃÖŸµÖÖ×¯ÖŸÖ 

 
            Part I ________________verified by :  
 
         (Ã£ÖÖ¯Ö−ÖÖ †−Öã³ÖÖ�Ö �êú  ¯ÖÏÏ¿ÖÖÃÖ−Ö ×−ÖµÖÓ¡Ö�  / ¯ÖÏ¿ÖÖÃÖ×−Ö�ú †×¬Ö�úÖ¸üß 

               ¯ÖÏÖ×¬Ö�éúŸÖ †×¬Ö�úÖ¸üß �êú ÆüÃŸÖÖtÖ¸ü) 
 
     (Signature of COA/ AO/Authorised Officer of Estt. Sec.)  
 
     ÃÖÖ±ú †tÖ¸üÖë ´Öë −ÖÖ´Ö ______________________________ 
 
     Name in capital letters _______________________ 
 
               ¯Ö¤ü−ÖÖ´Ö / ¸ü²Ö›Íü �úß ´ÖÖêÆü¸ü 
         Designation /Rubber Stamp  
 
         ×¤ü−ÖÖÓ�ú ________________ 
 

              Date :________________ 
 
 
 

3. 



³ÖÖ�Ö  II  - Ã¾Ö ´Öæ»µÖÖÓ�ú−Ö 
Part II -  Self Appraisal 

 
 

1. �úÖµÖÖì (›üµÖæ™üß �úÖ ÃÖÓ×tÖ¯ŸÖ ²µÖÖî̧ üÖ  ) ___________________________________________ 
 

      Brief description of duties __________________________________________ 
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2. ×¸ü¯ÖÖê™Ôü ¾ÖÂÖÔ/ †¾Ö×¬Ö �êú ¤üÖî̧ üÖ−Ö __________________ÃÖê______________ŸÖ�ú †Ö−Öê �úÖê‡Ô ×¾Ö¿ÖêÂÖ 
�úÖµÖÔ ×�úµÖÖ Æîü ŸÖÖê ˆÃÖ�úÖ ÃÖÓtÖê̄ Ö ´Öë ÃÖÖ¸ü-¾Öé¢Ö ¤ëü … ×�úÃÖß ˆ¯Ö»ÖÛ²¬Ö �êú −Ö ÆüÖê−Öê �êú �úÖ¸üuÖ ¤ë 
(×¤ü‹ �Ö‹ Ã£ÖÖ−Ö ´Öë 300  ¿Ö²¤üÖë ´Öë ÃÖÖ¸ü¾Öé¢Ö ¤ëü †Öî̧ ü ˆÃÖ ¯Ö¸ü ÆüÃŸÖÖtÖ¸ü �ú¸ëü … )ü 
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 300 
words and is required to be signed ). 
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�éú¯ÖµÖÖ ¾ÖÆü ŸÖÖ¸üß(Ö ²ÖŸÖÖ‹Ó ×•ÖÃÖ ŸÖÖ¸üß(Ö �úÖê ×¯Ö”û»Öê 
�îú»Öë›ü¸ü ¾ÖÂÖÔ �úß †“Ö»Ö ÃÖÓ̄ Ö×¢Ö �úÖ ¾ÖÖÙÂÖ�ú ×¾Ö¾Ö¸üuÖ 
±úÖ‡»Ö ×�úµÖÖ : 
(ÃÖÆüÖµÖ�ú(ÃÖÖ´ÖÖ−µÖ/ÃÖÆüÖµÖ�ú (×¾Ö¢Ö ‹¾ÖÓ »Öê(ÖÖ)/ 
³ÖÓ›üÖ¸ü ¾Ö �ÎúµÖ ÃÖÆüÖµÖ�ú ŸÖ£ÖÖ ¹ý 5500-9000 †Öî̧ ü †×¬Ö�ú 
 �êú ¾ÖêŸÖ−Ö´ÖÖ−Ö ´Öë �úÖµÖÔ̧ üŸÖ ÃÖ³Öß �ú´ÖÔ“ÖÖ¸üß «üÖ¸üÖ Æüß ³Ö¸üÖ •ÖÖ−ÖÖ Æîü) 
Please state the date on which annual return on immovable : 
property for the preceeding calendar year was filed           : 
(To be filled in by Asstt. (G)/Asstt.(F&A)/SPA) 
and others in the payscale of Rs. 5500 - 9000 & above 

 
 
 
 
 
 
 
 
 
 

 
 
ÆüÃŸÖÖtÖ¸ü___________________ 
 
Signature _______________ 
 
−ÖÖ´Ö______________________ 

   (ÃÖÖ±ú †tÖ¸üÖë ´Öë) 
   

Name___________________ 
        (in block letters) 

¯Ö¤ü−ÖÖ´Ö____________________ 
 

      Designation______________ 
 

ŸÖÖ¸üß(Ö _____________ 
 
Date _____________ 
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³ÖÖ�Ö  III - ×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê ¾ÖÖ»Öê †×¬Ö�úÖ¸üß «üÖ¸üÖ ´Öæ»µÖÖÓ�ú−Ö 

Part III - Assessment by the Reporting Officer 
 

(�éú¯ÖµÖÖ ¯ÖÏ×¾ÖÛÂ™üµÖÖë �úÖê ³Ö¸ü−Öêê ¯Öæ¾ÖÔ ¯ÖÏ̄ Ö¡Ö (±úÖ´ÖÔ �êú †ÓŸÖ ´Öë ×¤ü‹ �Ö‹ †−Öã¤êü¿ÖÖë �úÖê ¬µÖÖ−Ö ÃÖê ¯ÖœÍü »Öê ) 
(Please read carefully the instructions given at the end of the form before filling the entries) 
 
1.     ŒµÖÖ ×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê ¾ÖÖ»ÖÖ †×¬Ö�úÖ¸üß ³ÖÖ�Ö …… ´Öë ×¤ü‹ 

�Ö‹ ×¾Ö¾Ö¸üuÖ  ÃÖê ÃÖÆü´ÖŸÖ Æîü ? µÖ×¤ü −ÖÆüà ŸÖÖê ¾ÖÆü �úÆüÖÓ  
ŸÖ�ú †ÃÖÆü´ÖŸÖ Æïü ŸÖ£ÖÖ ˆÃÖ�êú ŒµÖÖ �úÖ¸üuÖ Æïü …    : 
Does the Reporting Officer agree 
with the starement made in Part ……;   : 
if not, the extent of disagreement     : 
and reasons therefore     : 

 
        2. Ã¾ÖÖÃ£µÖ 

State of health      : 
 

3. ÃÖÖ´ÖÖ−µÖ †Öî̧ ü ÃÖß(Ö−Öê �úß »Ö�Ö−Ö 
General intelligence and keenness   : 
(�úÖò»Ö´Ö 4 †Öî̧ ü 5 �êú¾Ö»Ö ×»Ö×¯Ö�úßµÖ �úÖµÖÔ �ú¸ü−Öê ¾ÖÖ»Öê ¯ÖÏ¾Ö¸ü 
ÃÖÆüÖµÖ�ú �ÖÏê›ü- I II III 
ŸÖ£ÖÖ †−µÖ ÃÖ´ÖÖ−Ö ¯Ö¤üÖë �êú ÃÖÓ²ÖÓ¬Ö ´Öë Æüß ³Ö¸üÖ •ÖÖ−ÖÖ Æîü) 
(Columns 4 & 5 to be filled in for Assistant Gr I II III  
other similar posts Involving clerical duties). 
  

4.  (™üÖ‡Ø¯Ö�Ö ´Öë ¤ütÖŸÖÖ (�Ö×ŸÖ †Öî̧ ü ¯Ö×¸ü¿Öã̈ ŸÖÖ ¤üÖê−ÖÖë ´Öë ) 
Proficiency in typing ( in both speed and accuracy) : 

 
5. ˆÃÖ�êú �úÖµÖÔ ´Öë ¤ütÖŸÖÖ •ÖîÃÖê ×−Ö¬ÖÖÔ×¸üŸÖ ¸ü×•ÖÃ™ü̧ ü †Öî̧ ü “ÖÖ™üÖì 

†Ö×¤ü �úÖ ¸ü(Ö - ¸ü(ÖÖ¾Öü … 
Proficiency in  work viz. maintenance of  
Prescribed registers and charts, etc.   : 
 

6. ŒµÖÖ ˆÃÖ�êú ¤îü×−Ö�ú �úÖµÖÖì �êú †»ÖÖ¾ÖÖ ˆÃÖê �úÖê‡Ô †−µÖ �úÖµÖÔ 
 ÃÖÖî̄ ÖÖ �ÖµÖÖ Æîü ? µÖ×¤ü ÆüÖÑ, ŸÖÖê †¯Ö−Öß ×™ü¯¯Ö×uÖµÖÖë †Öî̧ ü ´ÖÃÖÖî¤üÖë ´Öë  
Ã¾ÖµÖÓ �úÖê Ã¯ÖÂ™üŸÖÖ ‹¾ÖÓ ¾µÖÖ¯Ö�úŸÖÖ ÃÖê †×³Ö¾µÖŒŸÖ �ú¸ü−Öê �úß  
ˆÃÖ�úß tÖ´ÖŸÖÖ �úÖê ‡Ó×�ÖŸÖ �ú ȩ̈ü … 

 Has he/ she ever been entrusted with   : 
work other than routine? If so,     : 
indicate his capacity to express     : 
himself with clarity and compre -    : 
hension, in his notes and drafts.    : 
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7. ²Öã×¨ü´Ö¢ÖÖ, ÃÖß�Ö−Öê �úß »Ö�Ö−Ö †Öî̧ ü ˆª´Ö¿Öß»ÖŸÖÖ 
Intelligence, keenness and industry   : 
 

8. †−Öã¿ÖÖÃÖ−Ö²Ö¨üŸÖÖ 
 Amenability to discipline    : 
 
9. ˆ¯ÖÛÃ£Ö×ŸÖ ´Öë ÃÖ´ÖµÖ  �úß ¯ÖÖü²ÖÓ¤üß 
 Punctuality in attendance    : 
 
10.       ÃÖÖ£Öß �ú´ÖÔ“ÖÖ×¸üµÖÖë �êú ÃÖÖ£Ö ÃÖÓ²ÖÓ¬Ö/•Ö−Ö ÃÖÓ̄ Ö�Ôúú 

  (•ÖÆüÖÑ »ÖÖ�Öæ ÆüÖê) 
 Relations with fellow employees/ Public 
 Relations (wherever applicable)   : 
 
 (11 ÃÖê 14 ŸÖ�ú �úÖ»Ö´Ö �êú¾Ö»Ö ÃÖÆüÖµÖ�ú  (ÃÖÖ´ÖÖ−µÖ) ŸÖ£ÖÖ  

ÃÖÆüÖµÖ�ú ×¾Ö¢Ö ‹¾ÖÓ »Öê(ÖÖ �êú ÃÖÓ²Ö¬Ö ´Öë Æüß ³Ö ȩ̂ü •ÖÖ‹Ó) 
 (Columns 11 to 14 to be filled in for Asstt. 

(G) & Asstt. (F&A) only) 
     : 

11.  �éú¯ÖµÖÖ ±úÖ‡»ÖÖë �úß  ×¸ü�úÖòÙ›ü�Ö, ‡Ó›êüÛŒÃÖ�Ö ŸÖ£ÖÖ ”û™ü−Öß, �ÖÖ›Ôü 
±úÖ‡»ÖÖë †Öî̧ ü ¸ü×•ÖÃ™ü¸üÖë �úÖ ¸ü�Ö-¸ü�ÖÖ¾Ö ŸÖ£ÖÖ †−µÖ ×¾Ö¾Ö¸ü×[ÖµÖÖÑ  
†Ö×¤ü ¯ÖÏÃŸÖãŸÖ  �ú¸ü−Öê •ÖîÃÖê ÃÖÓ�Öšü−Ö †Öî̧ ü ¯Ö¨ü×ŸÖ (†Öê ‹[›ü ‹´Ö) 

  ×¾ÖÂÖµÖ�ú  �úÖµÖÔ �úß ´ÖÖ¡ÖÖ �úÖ ÃÖÓ×aÖ¯ŸÖ ×¾Ö¾Ö¸ü[Ö ¤ëü …  
Please state briefly the quantum of    : 
O&M aspects of work done in    : 
rgard to recording, Indexing and    : 
weeding out of files, maintenance    : 
of Guard Files and registers,    : 
furnishing of returns etc.    : 

 
12. �úÖµÖÖÔ»ÖµÖ ¯Ö¨ü×ŸÖ �úÖ –ÖÖ−Ö 
 Knowledge of office procedure   : 
   
13. ×−ÖµÖ´ÖÖë, ×¾Ö×−ÖµÖ´ÖÖë †Öî̧ ü ü †−Öã¤êü¿ÖÖë �úÖ  ÃÖÖ´ÖÖ−µÖ ¹ý¯Ö ÃÖê †Öî̧ ü 

   ˆÃÖê �úÖµÖÔ  �êú ×¾Ö¿ÖêÂÖ ÃÖÓ¤ü³ÖÔ ´Öë –ÖÖ−Ö … 
 Knowledge of Rules, Regulations and  : 

 Instructions in general and with particular  : 
 reference to the work allotted to him.  : 

 
14. �úÖµÖÔ �úß �Öã[Ö¾Ö¢ÖÖ 
 Quality of work     : 
 
(�ú) ÃÖÓ�ÖŸÖ ×−ÖµÖ´ÖÖë †Öî̧ ü ×¾Ö×−ÖµÖ´ÖÖë �úÖê ÃÖÆüß ¹ý¯Ö ÃÖê »ÖÖ�Öæ 
 �ú¸ü−Öê �úß µÖÖê�µÖŸÖÖ … 
(a) Ability  to apply the relevant Rules and  : 

   Regulations correctly    : 
 
 
 

8. 
 



((Ö) ´ÖÖ´Ö»ÖÖë �úß ¯ÖæuÖÔ ¹ý¯Ö ÃÖê •ÖÖÑ“Ö - ¯Ö›ÍüŸÖÖ»Ö �ú¸ü−Öê �úß tÖ´ÖŸÖÖ … 
(b) Capacity  for examining cases thoroughly   : 
 
(�Ö) ×™ü¯¯ÖuÖß †Öî̧ ü ´ÖÃÖÖî¤üÖë �úß �ÖãuÖ¾Ö¢ÖÖ … 
  Quality of  Noting and Drafting 
 2 (a) ¯Ö¡Ö ¾µÖ¾ÖÆüÖ¸ü ´Öë �ãú¿Ö»ÖŸÖÖ 
  (¸üÖ•Ö³ÖÖÂÖÖ ×Æü−¤üß ´Öë ) 
(‘Ö) �úÖ´Ö �êú ×−Ö¯Ö™üÖ−Öê ´Öë ŸÖŸ¯Ö¸üŸÖÖ 
(d) Performance in disposal of work.    : 
 

(�úÖ»Ö´Ö 15 �êú¾Ö»Ö ÃÖÆüÖµÖ�ú (×¾Ö¢Ö ‹¾ÖÓ »Öê(ÖÖ) 
 �êú ÃÖÓ²ÖÓ¬Ö ´Öë Æüß ³Ö¸üÖ •ÖÖ‹) 
 (Col. 15 to be filled in for Asstt. (F&A) only) 
 
15. ˆ−Æëü ÃÖÖï̄ Öê  �Ö‹ ¸ü×•ÖÃ™ü¸üÖë †Öî̧ ü †−µÖ ¤üÃŸÖÖ¾Öê•ÖÖë �êú 

 ¸ü(Ö- ¸ü(ÖÖ¾Ö �úÖ ÃŸÖ¸ü †Öî̧ ü ¸ü×•ÖÃ™ü¸üÖë †Öî̧ ü ×¾Ö¾Ö¸ü×uÖµÖÖë  
�úÖê ²ÖÓ¤ü �ú¸ü−Öê †Öî̧ ü ˆ−ÆêüÓ •Ö´ÖÖ �ú¸üÖ−Öê ´Öë ŸÖŸ¯Ö¸üŸÖÖ … 

 Standard of maintenance of registers    : 
and other documents assigned to    : 
him/ her and promptness in closing and    : 
submission of registers and returns   : 

 
16.      ŒµÖÖ ×¸ü¯ÖÖê™Ôü �úß  †¾Ö×¬Ö �êú ¤üÖî̧ üÖ−Ö »ÖÖ¯Ö¸ü¾ÖÖÆüß ÃÖê �úÖ´Ö �ú¸ü−Öê  

µÖÖ †−µÖ �úÖ¸üuÖÖë ÃÖê †×¬Ö�úÖ¸üß �úß ³ÖŸÃÖÔ−ÖÖ �úß �Ö‡Ô Æîü ? 
 µÖ×¤ü ÆüÖÓ, ŸÖÖê ˆÃÖ�úÖ ÃÖÓ×tÖ¯ŸÖ ²µÖÖî̧ üÖ ¤ëü … 

 Has the officer been reprimanded for 
indifferent work or for other causes  
during the period under report ?  
If so, please give brief particulars 
 

17. ŒµÖÖ †×¬Ö�úÖ¸üß −Öê ¯ÖÏ¿ÖÃÖÖ µÖÖê�µÖ �úÖê‡Ô ˆŸ�éúÂ™ü †£Ö¾ÖÖ 
ˆ»»ÖËê(Ö−ÖßµÖ �úÖµÖÔ ×�úµÖÖ Æîü ? ˆ−Ö�úÖ ÃÖÓtÖê̄ Ö ´Öë ˆ»»Öê(Ö �ú¸ÓüêÓ… 
Has the officer done any outstanding  
or notable work meriting commendation ?  
Briefly mention them. 
 

18. †−ÖãÃÖæ×“ÖŸÖ •ÖÖ×ŸÖµÖÖë †Öî̧ ü/†£Ö¾ÖÖ †−ÖãÃÖæ×“ÖŸÖ •Ö−Ö•ÖÖ×ŸÖµÖÖë �êú  
×¾Ö�úÖÃÖ †Öî̧ ü ÃÖÓ̧ ütÖuÖ ´Öë ¯ÖÏ³ÖÖ¾Ö�úÖ×¸üŸÖÖ : 

 Effectiveness in the development and 
 protection of SCs and / or STs: 

(�ú) †−ÖãÃÖæ×“ÖŸÖ •ÖÖ×ŸÖµÖÖë †Öî̧ / †£Ö¾ÖÖ †−ÖãÃÖæ×“ÖŸÖ 
 •Ö−Ö•ÖÖ×ŸÖµÖÖë �êú ¯ÖÏ×ŸÖ ¥üÛÂ™ü�úÖêuÖ 

(a) Attitude towards SCs and/or STs    : 
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((Ö) ÃÖÖ´ÖÖ×•Ö�ú −µÖÖµÖ �úß ÃÖÓ¾Öê¤ü−Ö¿Öß»ÖŸÖÖ 
(b) Sensitivity of social justice    : 
 
(�Ö) ŸÖŸ�úÖ»Ö †Öî̧ ü �úÖ¸ü�Ö¸ü �ú¤ü´Ö ˆšüÖ−Öê �úß ŸÖ£ÖÖ 
 †−ÖãÃÖæ×“ÖŸÖ •ÖÖ×ŸÖµÖÖë †Öî̧ ü/†£Ö¾ÖÖ †−ÖãÃÖæ“Ö×ŸÖ 

•Ö−Ö•ÖÖ×ŸÖµÖÖë �úÖê −µÖÖµÖ ×¤ü»ÖÖ−Öê �úß tÖ´ÖŸÖÖ … 
(c) Ability  to take quick  and effective action  

to ensure justice to SCs and /or STs   : 
 
(‘Ö) †−ÖãÃÖæ×“ÖŸÖ •ÖÖ×ŸÖµÖÖë †Öî̧ ü/†£Ö¾ÖÖ †−ÖãÃÖæ×“ÖŸÖ 

•Ö−Ö•ÖÖ×ŸÖµÖÖë �êú ×¾Ö�úÖÃÖ �êú ×»Ö‹ ¯ÖÏ³ÖÖ¾Ö�úÖ×¸üŸÖÖ 
(d) Effectiveness in bringing about the 
 development of SCs and / or STs    : 
 
19. ÃÖŸµÖ×−ÖÂšüÖ (�éú¯ÖµÖÖ †−Öã¤êü¿ÖÖë �êú −Öß“Öê ¤üß �Ö‡Ô ×™ü¯¯ÖuÖß  

�úÖë ¤êü(ÖêÓ ) 
 Integrity (Please see Note below instructions)  : 
 
20. ÁÖêuÖß�ú¸üuÖ (ˆŸ�éúÂ™ü/²ÖÆãüŸÖ †“”ûÖ/†“”ûÖ/†ÖîÃÖŸÖ/†ÖîÃÖŸÖ ÃÖê �ú´Ö) 
 (×�úÃÖß †×¬Ö�úÖ¸üß �úÖê ŸÖ²Ö ŸÖ�ú ˆŸ�éúÂ™ü �úÖê×™ü −ÖÆüà ¤üß  
 •ÖÖ−Öß “ÖÖ×ÆüµÖê •Ö²Ö ŸÖ�ú ×�ú ˆÃÖ´Öë ˆ““Ö �úÖê×™ü �êú �ÖãuÖ 

ŸÖ£ÖÖ �úÖµÖÔ×−ÖÂ¯ÖÖ¤ü−Ö ¤êü(Ö−Öê ´Öë −Ö †ÖµÖÖ ÆüÖê; ×•ÖÃÖ †Ö¬ÖÖ¸ü ü 
¯Ö¸ü ˆ−Æëü ‹êÃÖß �úÖê×™ü ´Öë ¸ü(ÖÖ •ÖÖ−ÖÖ “ÖÖ×Æü‹) 

 Grading (Outstanding/Very Good/Good/   : 
Average/Below Average)     : 

 (An Officer should not be graded  
Outstanding unless exceptional qualiities     : 
and performance have been noticed;   : 

 grounds for giving such a grading   : 
should be clearly brought out.)    : 
 
 

 
 
 
Ã£ÖÖ−Ö:        ×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê ¾ÖÖ»Öê †×¬Ö�úÖ¸üß �êú ÆüÃŸÖÖtÖ¸ü 
Place:        Signature of Reporting Officer 
 
ŸÖÖ¸üß(Ö :      ÃÖÖ±ú †tÖ¸üÖë ´Öë −ÖÖ´Ö_______________________________ 
Date :      Name in Block Letters________________________ 
      

×¸ü¯ÖÖê™Ôü �úß †¾Ö×¬Ö �êú ¤üÖî̧ üÖ−Ö ¯Ö¤ü−ÖÖ´Ö ____________________ 
Designation during the period of report 

 
 
 ( ¸ü²Ö›ü �úß ´ÖÖêÆü¸ü ÃÖ×ÆüŸÖÖ ) 
(with Rubber Stamp) 
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³ÖÖ�Ö IV - ¯Öã−ÖÙ¾Ö»ÖÖê�ú−Ö †×¬Ö�úÖ¸üß �úß †³µÖã×¢ÖµÖÖÑ 
Part IV-Remarks of the Reviewing Officer 

 
 
 
1. ¯Öã−ÖÙ¾Ö»ÖÖê�ú−Ö †×¬Ö�úÖ¸üß  �êú †¬Öß−Ö ÃÖê¾ÖÖ¾Ö×¬Ö … 

Length of service under Reviewing Officer  : 
 
2. ŒµÖÖ ¯Öã−ÖÙ¾Ö»ÖÖê�ú−Ö †×¬Ö�úÖ¸üß ‡ÃÖ ²ÖÖŸÖ ÃÖê ÃÖÓŸÖãÂ™ü Æîü ×�ú  

×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê ¾ÖÖ»Öê †×¬Ö�úÖ¸üß −Öê †¯Ö−Öß ×¸ü¯ÖÖê™Ôü ˆ×“ÖŸÖ 
 ÃÖÖ¾Ö¬ÖÖ−Öß †Öî̧ ü ¬µÖÖ−Ö¯Öæ¾ÖÔ�ú ŸÖ£ÖÖ ÃÖ³Öß ÃÖÓ�ÖŸÖ ²ÖÖŸÖë �úÖê  
¬µÖÖ−Ö ´Öë ¸ü(ÖŸÖê Æãü‹ ¤üß Æîü ? 
Is the Reviwing Officer satisfied that the  ` : 

 reporting Officer has made his/ her   : 
 report with due care and attention and    : 
 after taking into account all the relevant   : 

material ?      : 
 
3. ŒµÖÖ †Ö¯Ö ×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê ¾ÖÖ»Öê †×¬Ö�úÖ¸üß «üÖ¸üÖ ×�ú‹ �Ö‹ 
 †×¬Ö�úÖ¸üß �êú ´Öæ»µÖÖÓ�ú−Ö ÃÖê ÃÖÆü´ÖŸÖ Æïü ? (µÖ×¤ü −ÖÆüà ŸÖÖê 
 �éú¯ÖµÖÖ �úÖ¸üuÖ ²ÖŸÖÖ‹Ó) ‹êÃÖß �úÖê‡Ô ²ÖÖŸÖ Æîü ×•ÖÃÖê  

†Ö¯Ö �ãú”û ²Ö¤ü»Ö−ÖÖ †£Ö¾ÖÖ •ÖÖê›Íü−ÖÖ “ÖÖüÆëü�Öê ? 
 Do you agree with the assessment of the    : 

officer given by the Reporting Officer ?   : 
(In case of disagreement, Please specify   : 
the reasons ) Is there anything you wish    : 
to modify or add ?     : 
 

4. ×•ÖÃÖ †×¬Ö�úÖ¸üß �úß ×¸ü¯ÖÖê™Ôü ×»Ö(Öß •ÖÖ ¸üÆüà Æîü, µÖ×¤ü ¾ÖÆü 
†−ÖãÃÖæ×“ÖŸÖ •ÖÖ×ŸÖ/†−ÖãÃÖæ×“ÖŸÖ •Ö−Ö•ÖÖ×ŸÖ �úÖ Æîü, ŸÖÖê �éú¯ÖµÖÖ 
‡ÃÖ ²ÖÖŸÖ �úÖ ×¾Ö¿ÖêÂÖ ¹ý¯Ö ÃÖê ˆ»»Öê(Ö �ú¸ëü ×�ú ŒµÖÖ  
†−ÖãÃÖæ“Ö×ŸÖ •ÖÖ×ŸÖ/†−ÖãÃÖæ×“ÖŸÖ •Ö−Ö•ÖÖ×ŸÖ �êú †×¬Ö�úÖ¸üß �êú 
 �úÖµÖÔ×−ÖÂ¯ÖÖ¤ü−Ö �úÖ ´Öæ»µÖÖÓ�ú−Ö �ú¸üŸÖê ÃÖ´ÖµÖ ˆÃÖ�úÖ ¥üÛÂ™ü�úÖêuÖ  
−µÖÖµÖ¯ÖæuÖÔ ŸÖ£ÖÖ ˆ×“ÖŸÖ ¸üÆüÖ Æîü ? 
If the Officer reported upon is a member    : 
of a SC/ST, please indicate specifically    : 
whether the attitude of the Reporting Officer   : 
in assessing the performance of the SC/ST   : 
Officer has been fair and just.    : 
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5. ×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê ¾ÖÖ»Öê †×¬Ö�úÖ¸üß «üÖ¸üÖ ¤üß �Ö‡Ô ÃÖÖ´ÖÖ−µÖ 
†³µÖã×¢ÖµÖÖë �êú ²ÖÖ ȩ̂ü ´Öë ×¾Ö×¿ÖÂ™ü ×™ü¯¯Ö×uÖµÖÖë �êú ÃÖÖ£Ö 
ÃÖÖ´ÖÖ−µÖ †³µÖã×¢ÖµÖÖë ŸÖ£ÖÖ ÁÖêuÖß�ú¸üuÖ ÃÖ×ÆüŸÖ, †×¬Ö�úÖ¸üß  
�êú ÃÖ¸üÖÆü−ÖßµÖ �úÖµÖÔ �êú ²ÖÖ ȩ̂ü ´Öë †³µÖã×¢ÖµÖÖÑ… 
General remarks with specific comments    : 
about the general remarks givcen by the    : 
Reporting Officer and remarks about the    : 
Meritorious work of the officer including   : 
the grading.      : 
 

 
6. ŒµÖÖ †×¬Ö�úÖ¸üß ´Öë ‹êÃÖß �úÖê‡Ô ×¾Ö¿ÖêÂÖŸÖÖ‹Ñ †Öî̧ ü/µÖÖ �úÖê‡Ô 

µÖÖê�µÖŸÖÖ‹Ó Æîü ×•Ö−Ö�êú �úÖ¸üuÖ ×¾Ö¿ÖêÂÖ �úÖµÖÔ �êú ×»Ö‹ ˆ−Ö�úÖ  
“Öã−ÖÖ •ÖÖ−ÖÖ µÖÖ ²ÖÖ¸üß −Ö ÆüÖêŸÖê Æãü‹ ³Öß ˆ−Æëü ¯Ö¤üÖê®ÖŸÖ ×�úµÖÖ 
 •ÖÖ−ÖÖ ˆ×“ÖŸÖ ÆüÖê … 
Has the Officer any special characteristics,  : 
and/or any abilities which would justify   : 
his/her selection for special assignment   : 
or out-or-turn promotion If so, specify   : 

 
 
 
 
Ã£ÖÖ−Ö :       ¯Öã−ÖÙ¾Ö»ÖÖê�ú−Ö †×¬Ö�úÖ¸üß �êú ÆüÃŸÖÖtÖ¸ü_____________________ 
 
Place:      Signature of Reviewing Officer________________ 
 
ŸÖÖ¸üß(Ö:      ÃÖÖ±ú †tÖ¸üÖë ´Öë −ÖÖ´Ö ______________________________ 
 
Date :      Name in Block letters ________________________ 

 
      
 
 

×¸ü¯ÖÖê™Ôü ×»Ö(Öê •ÖÖ−Öê �úß †¾Ö×¬Ö �êú ¤üÖî̧ üÖ−Ö ¯Ö¤ü−ÖÖ´Ö 
        Designation during the perod of report 
        ( ¸ü²Öü›Íü �úß ´ÖÖêÆü¸ü ÃÖ×ÆüŸÖÖ) 
                  (with Rubber Stamp) 
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†−Öã¤êü¿Ö 
INSTRUCTION 

 
1. �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü ‹�ú ´ÖÆüŸ¾Ö¯ÖæuÖÔË ¤üÃŸÖÖ¾Öê•Ö Æîü… ‡ÃÖ´Öë †×¬Ö�úÖ¸üß �êú �úÖµÖÔ ×−ÖÂ¯ÖÖ¤ü−Ö �úÖ ´Öæ»µÖÖÓ�ú−Ö �ú¸ü−Öê �êú ×»Ö‹ †Öî̧ ü ˆÃÖ�êú 

�îú×¸üµÖ¸ü ´Öë  ˆÃÖ�êú †Ö�Öê ¯Ö¤üÖê®Ö×ŸÖ �êú ×»Ö‹ ´Öæ»Ö³ÖæŸÖ †Öî̧ ü ´ÖÆüŸ¾Ö¯ÖæuÖÔ ÃÖæ“Ö−ÖÖ ÆüÖêŸÖß Æîü… ‡ÃÖ×»Ö‹ ×•ÖÃÖ †×¬Ö�úÖ¸üß �úß ×¸ü¯ÖÖê™Ôü ×»Ö(Öß 
•ÖÖ−Öß Æîü ˆÃÖ�úß, ×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê ¾ÖÖ»Öê †×¬Ö�úÖ¸üß �úß †Öî̧ ü ¯Öã−Ö¸üßtÖuÖ †×¬Ö�úÖ¸üß †Öî̧ ü Ã¾Öß�úÖ¸ü�úŸÖÖÔ ¯ÖÏÖ×¬Ö�úÖ¸üß «üÖ¸üÖ  ±úÖ´ÖÔ �úÖê 
³Ö¸ü−Öê �úß ›üµÖæ™üß �úÖê ˆ““Ö ˆ¢Ö¸ü¤üÖ×µÖŸ¾Ö �úß ³ÖÖ¾Ö−ÖÖ ÃÖê �ú¸ü−ÖÖ  “ÖÖ×Æü‹ 
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, the Reporting Officer, the Reviewing Officer and the 
Accepting Authority should, therefore, undertake the duty of filling out the form with a 
high sense of responsibility. 
 

2. �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü �êú ´ÖÖ¬µÖ´Ö ÃÖê �úÖµÖÔ- ×−ÖÂ¯ÖÖ¤ü−Ö �êú ´Öæ»µÖÖÓ�ú−Ö �úÖ ˆ¯ÖµÖÖê�Ö ´ÖÖ−Ö¾Ö ÃÖÓÃÖÖ¬Ö−Ö ×¾Ö�úÖÃÖ �êú ‹�ú ÃÖÖ¬Ö−Ö �êú ¹ý¯Ö ´Öë ×�úµÖÖ 
•ÖÖ−ÖÖ “ÖÖ×Æü‹… ×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê ¾ÖÖ»Öê †×¬Ö�úÖ×¸üµÖÖë �úÖê µÖÆü †−Öã³Ö¾Ö �ú¸ü−ÖÖ “ÖÖ×Æü‹ ×�ú ‡ÃÖ�úÖ ˆ¤ü¤êüµÖµÖ †×¬Ö�úÖ¸üß �úÖ ×¾Ö�úÖÃÖ 
�ú¸ü−ÖÖ Æîü ŸÖÖ×�ú ¾ÖÆü †¯Ö−Öß ¾ÖÖÃŸÖ×¾Ö�ú tÖ´ÖŸÖÖ �úÖê ¯ÖæuÖÔ ¹ý¯Ö ÃÖê ÃÖ´Ö—Ö ÃÖ�êú … ‡ÃÖ�úÖ ˆ¤ü¤êü¿µÖ ¤üÖêÂÖ ×−Ö�úÖ»Ö−Öê �úß ¯ÖÏ×�ÎúµÖÖ −Ö ÆüÖê�ú¸ü 
×¾Ö�úÖÃÖ �ú¸ü−Öê �úß ¯ÖÏ×�ÎúµÖÖ Æîü… ×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê ¾ÖÖ»Öê ŸÖ£ÖÖ ¯Öã−Ö¸üßtÖuÖ †×¬Ö�úÖ¸üß �úÖê “ÖÖ×Æü‹ ×�ú ×•ÖÃÖ †×¬Ö�úÖ¸üß �úß ×¸ü¯ÖÖê™Ôü ×»Ö(Öß 
•ÖÖ ¸üÆüß Æîü, ˆÃÖ�êú �úÖµÖÔ - ×−ÖÂ¯ÖÖ¤ü−Ö, ¸ü¾ÖîµÖê †£Ö¾ÖÖ ÃÖ´Ö�ÖÏ ¾µÖÛŒŸÖŸ¾Ö ´Öë �ú×´ÖµÖÖë �úÖ ˆ»»Öê(Ö �ú¸ü−Öê ´Öë ÃÖÓ�úÖê“Ö −Ö �ú ȩ̈ü… 
Performance appraisal through Condfidential Report should be used as a tool for human 
resource development. Reporting Officer should realise that objective is to decvelop 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. 
 

3. �úÖ»Ö´ÖÖë �úÖê ¯Öæ̧ üß ÃÖÖ¾Ö¬ÖÖ−Öß †Öî̧ ü ¬µÖÖ−Ö ÃÖê †Öî̧ ü ˆ¯ÖµÖãŒŸÖ ÃÖ´ÖÃÖµÖ ¤êü�ú¸ü ³Ö¸üÖ •ÖÖ−ÖÖ “ÖÖ×Æü‹… µÖ×¤ü ×¸ü¯ÖÖê™Ôü †ÃÖÖ¾Ö¬ÖÖ−Öß  ÃÖê µÖÖ 
ÃÖ¸üÃÖ¸üß ŸÖÖî̧ ü ÃÖê ³Ö¸ü−Öê �úÖ ¯ÖÏµÖŸ−Ö ×�úµÖÖ •ÖÖŸÖÖ Æîü ŸÖÖê ‡ÃÖ�úÖ ˆ““Ö ¯ÖÏÖ×¬Ö�úÖ×¸üµÖÖë �úÖê †ÖÃÖÖ−Öß ÃÖê ¯ÖŸÖÖ »Ö�Ö •ÖÖ‹�ÖÖ… 
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. 
 

4. µÖ×¤ü ¯Öã−Ö¸üßtÖuÖ †×¬Ö�úÖ¸üß ‡ÃÖ ²ÖÖŸÖ ÃÖê †Ö¿¾ÖÃŸÖ  ÆüÖê •ÖÖŸÖÖ Æîü ×�ú ×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê ¾ÖÖ»Öê †×¬Ö�úÖ¸üß −Öê ×¸ü¯ÖÖê™Ôü  ˆ×“ÖŸÖ ÃÖÖ¾Ö¬ÖÖ−Öß 
ŸÖ£ÖÖ ¬µÖÖ−Ö ×¤ü‹ ×²Ö−ÖÖ ×»Ö(Ößê  Æîü ŸÖÖê ¾ÖÆü ‡ÃÖ †Ö¿ÖµÖ �úß ×™ü¯¯ÖuÖß ³ÖÖ�Ö-IV �úß ´Ö¤ü ÃÖ(µÖÖü 2 ´Öë ¤ü•ÖÔ �ú¸ü ¤êü�ÖÖ …  ×¸ü¯ÖÖê™Ôü × »Ö(Ö−Öê 
¾ÖÖ»Öê †×¬Ö�úÖ¸üß �úß �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü ´Öë ‡ÃÖ †³µÖã×¢ÖµÖÖë �úß ¯ÖÏ×¾ÖÂ™ü �úß •ÖÖ−Öß “ÖÖ×Æü‹ … 
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. 
 

           5. ¯ÖÏŸµÖê�ú ¾ÖuÖÖÔ−ÖÖŸ´Ö�ú ¹ý¯Ö ´Öë ×¤üµÖÖ •ÖÖ‹�ÖÖ … ˆ¯Ö»Ö²¬Ö �ú¸üÖµÖê �Ö‹ Ã£ÖÖ−Ö ÃÖê ˆ¢Ö¸ü �úß ¾ÖÖÓ×”ûŸÖ »Ö´²ÖÖ‡Ô �úÖ ¯ÖŸÖÖ “Ö»ÖŸÖÖ Æîü… ¿Ö²¤üÖë 
ŸÖ£ÖÖ ¯Ö¤üÖë �úÖê ÃÖÖ¾Ö¬ÖÖ−Öß ÃÖê “Öã−ÖÖ •ÖÖ−ÖÖ “ÖÖ×Æü‹ †Öî̧ ü ˆ−Ö�êú ¯ÖÏµÖÖê�Ö ÃÖê ˆ¢Ö¸ü ×»Ö(Ö−Öê ¾ÖÖ»Öê †×¬Ö�úÖ¸üß �úÖ ¾ÖÖÃŸÖ×¾Ö�ú †×³Ö¯ÖÏÖµÖ 
¯ÖÏ�ú™ü ÆüÖê−ÖÖ “ÖÖ×Æü‹ … �éú¯ÖµÖÖ ÃÖãÃ¯ÖÂ™ü ŸÖ£ÖÖ ÃÖ¸ü»Ö ³ÖÖÂÖÖ �úÖ ¯ÖÏµÖÖê�Ö �ú¸ëü … ×�úÃÖß ³Öß ×¾Ö×¿ÖÂ™üŸÖÖ �êú ÃÖ´´Öã(Ö †¯Ö−Öß ×™ü¯¯Ö×uÖµÖÖÑ ¤êüŸÖê 
ÃÖ´ÖµÖ , ˆŸ�éúÂ™ü, †“”ûÖ, ÃÖÖ´ÖÖ−µÖ, ÃÖÖ´ÖÖ−µÖ ÃÖê −Öß“Öê, •ÖîÃÖê ²ÖÆãü¯ÖÏµÖÖê•Ö−ÖßµÖ ¿Ö²¤üÖë �úÖ ¯ÖÏµÖÖê�Ö −ÖÆüà �ú¸ü−ÖÖ “ÖÖ×Æü‹… 
Every answer shall be given in a narrative form. The space provided indicates the desired 
length of answer. Words and phrases should  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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6. ×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê ¾ÖÖ»ÖÖ †×¬Ö�úÖ¸üß ¾ÖÂÖÔ �êú †Ö¸ü´³Ö ´Öë ‹êÃÖê Æü ȩ̂ü�ú †×¬Ö�ú¸üß �êú »ÖtµÖ Ù−Ö¬ÖÔ×¸üŸÖ �ú ȩ̂ü�ÖÖ, ×•Ö−Ö�úß ×¸ü¯ÖÖê™Ôü ˆÃÖ�êú «üÖ¸üÖ ×»Ö(Öß 
•ÖÖ−Öß Æîü, µÖ×¤ü �úÖê‡Ô †×¬Ö�úÖ¸üß ×¸ü¯ÖÖê™Ôü ÃÖê ÃÖÓ²ÖÓ×¬ÖŸÖ ¾ÖÂÖÔ ´Öë −Ö‡Ô ×−ÖµÖã×¢Ö �úÖ �úÖµÖÔ ³ÖÖ¸ü ÃÖÓ³ÖÖ»ÖŸÖÖ Æîü ŸÖÖê ‹êÃÖê »ÖtµÖ/ˆ¤ü¤êü¿µÖ −Ö‹ ×−ÖµÖãÛŒŸÖ 
�êú �úÖµÖÔ ÃÖÓ³ÖÖ»Ö−Öê �êú ÃÖ´ÖµÖ ×ü−ÖµÖŸÖ ×�ú‹ •ÖÖ‹�Öê… 
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. 
 

7. ¤üÖë−ÖÖë ÃÖÓ²Ö×¬ÖŸÖ †×¬Ö�úÖ×¸üµÖÖë �úÖê »ÖtµÖ �úÖê Ã¯ÖÂ™ü ¹ý¯Ö ÃÖê •ÖÖ−Ö †Öî̧ ü ÃÖ´Ö—Ö »Öê−ÖÖ “ÖÖ×Æü‹ü: »ÖtµÖÖë �úÖ ×−Ö¬ÖÖÔ̧ üuÖ 
�ú¸üŸÖê ÃÖ´ÖµÖ �úÖµÖÔ �úß ¯ÖÏ�éú×ŸÖ †Öî̧ ü tÖê¡Ö ŸÖ£ÖÖ ×•ÖÃÖ †×¬Ö�úÖ¸üß �úß ×¸ü¯ÖÖê™Ôü ×»Ö(Öß •ÖÖ−Öß Æîü ˆ−Ö�êú �úÖµÖÔ �úß ¯ÖÏ�éú×ŸÖ †Öî̧ ü tÖê¡Ö �êú ¯ÖḮ Öã(Ö 
»ÖtÖuÖÖë �úÖê ¬µÖÖ−Ö ´Öë ¸ü(ÖŸÖê Æãü‹ ÃÖ´ÖµÖ-¾ÖÖ¸ü �úÖµÖÔ ×�ú‹ •ÖÖ−Öê �úß ¯ÖÏÖ£Ö×´Ö�úŸÖÖ ¤üß •ÖÖ−Öß “ÖÖ×Æü‹… 
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. 
 

8. µÖª×¯Ö �úÖµÖÔ - ×−ÖÂ¯ÖÖ¤ü−Ö �úÖ ´Öæ»µÖÖÓ�ú−Ö ¾ÖÂÖÔ �úß ÃÖ´ÖÖÛ¯ŸÖ ¯Ö¸ü ×�úµÖÖ •ÖÖŸÖÖ Æî, ¯Ö¸ü−ŸÖã ‡ÃÖ  ²ÖÖŸÖ �úÖê ¬µÖÖ−Ö ´Öë ¸ü(Ö�ú¸ü ×�ú ¾ÖÆü                          
´ÖÖ−Ö¾Ö ÃÖÓÃÖÖ¬Ö−Ö �êú ×¾Ö�úÖÃÖ �úÖ ÃÖÖ¬Ö−Ö ÆüÖê, ×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê  ¾ÖÖ»Öê †×¬Ö�úÖ¸üß �úÖê ×−ÖµÖ×´ÖŸÖ †−ŸÖ¸üÖ»ÖÖë ¯Ö¸ü �úÖµÖÔ - ×−ÖÂ¯ÖÖ¤ü−Ö �úß 
ÃÖ´ÖßtÖÖ �ú¸ü−Öß “ÖÖ×Æü‹ †Öî̧ ü ÃÖã¬ÖÖ¸üÖŸ´Ö�ú ˆ¯ÖÖµÖ �ú¸ü−Öê �êú ×»Ö‹ ÃÖ»ÖÖÆü †Ö×¤ü ¤êü−Öß “ÖÖ×Æü‹ … 
Although performance appraisal is a year- end exercise, in order that it may be a tool for 
human resource development, the Reporting Officer should at regular intervals, review the 
performance and take necessary corective steps by way of advice etc. 
 

9. ´Öæ»µÖÖÓ�ú−Ö �ú¸ü−Öê ¾ÖÖ»Öê Æü ȩ̂ü�ú †×¬Ö�úÖ¸üß �úÖ µÖÆü ¯ÖÏµÖŸ−Ö ÆüÖê−ÖÖ “ÖÖ×Æü‹ ×�ú ×•ÖÃÖ ¾µÖÛŒŸÖ �êú �úÖµÖÖì �úÖ ´Öæ»µÖÖ�Óú−Ö ×�úµÖÖ •ÖÖ ¸üÆüÖ Æîü, 
ˆÃÖ�êú �úÖµÖÔ - ×−ÖÂ¯ÖÖ¤ü−Ö, †Ö“Ö¸üuÖ, ¾µÖ¾ÖÆüÖ¸ü ŸÖ£ÖÖ tÖ´ÖŸÖÖ �úÖ µÖ£ÖÖ ÃÖÓ³Ö¾Ö ÃÖÆüß ÃÖÆüß ×“Ö¡Ö ¯ÖÏÃŸÖãŸÖ ×�úµÖÖ •ÖÖ‹ … 
It should be the endeavour of each appraiser to present the truest possible picture of the 
appraised in regard  to his /her performance, conduct, behaviour and potential. 
 

10. ×•ÖÃÖ ¾µÖÛŒŸÖ �êú �úÖµÖÔ �úÖ ´Öæ»µÖÖ�Óú−Ö ×�úµÖÖ •ÖÖ ¸üÆüÖ Æîü ˆÃÖ�úß ×¸ü¯ÖÖê™Ôü �úß †¾Ö×¬Ö ´Öë ˆÃÖ�êú �úÖµÖÔ - ×−ÖÂ¯ÖÖ¤ü−Ö ŸÖ�ú Æüß ÃÖß×´ÖŸÖ ÆüÖê−ÖÖ 
“ÖÖ×Æü‹… 
Assessment should be confined to the appraisee`s performance during the period of report 
only. 
 

11. ‹�ú Æüß ¸îÓú�ú �êú �ãú”û ¯Ö¤ü ¤æüÃÖ¸üÖë �úß ŸÖã»Ö−ÖÖ ´Öë †×¬Ö�ú ˆ¯ÖÃÖÖ¬µÖ ÆüÖê ÃÖ�úŸÖê Æîü… ×�úÃÖß ‹�ú Æüß ¯Ö¤ü ´Öë ¤ü²ÖÖ¾Ö †Öî̧ ü ³ÖÖ¸ü ³Öß ÃÖ´ÖµÖ ÃÖ´ÖµÖ 
¯Ö¸ü †»Ö�Ö-†»Ö�Ö ÆüÖê ÃÖ�úŸÖÖ Æïü… ´Öæ»µÖÖÓ�ú−Ö ´Öë ‡−Ö ŸÖ£µÖÖë �úÖê ¬µÖÖ−Ö ´Öë ¸ü(ÖÖ •ÖÖ−ÖÖ “ÖÖ×Æü‹ †Öî̧ ü ‡−Ö ¯Ö¸ü µÖ£ÖÖê×“ÖŸÖ ×™ü¯¯ÖuÖß �úß •ÖÖ−Öß 
“ÖÖ×Æü‹ … 
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. ´Öæ»µÖÖÓ×�úŸÖß �úÖ ×•Ö−Ö ¯ÖÆü»Öã†Öë �êú ÃÖ´²Ö¬Ö ´Öë ×¾Ö×³Ö®Ö  �ÖãuÖÖë �êú †Ö¬ÖÖ¸ü ¯Ö¸ü ´Öæ»µÖÖÓ�ú−Ö ×�úµÖÖ •ÖÖ−ÖÖ Æîü, ˆ−Ö�úÖ ¾ÖuÖÔ−Ö −Öß“Öê ¯ÖÏŸµÖê�ú 
�úÖò»Ö´Ö ´Öë Æîü … 
Aspects on which an appraisee is to 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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13. ‹êÃÖê ÃÖ´ÖµÖ ³Öß †¾ÖÃÖ¸ü ÆüÖê ÃÖ�úŸÖê Æîü •Ö²Ö ¾Ö×¸üÂšü †×¬Ö�úÖ¸üß �êú ×»Ö‹ †¯Ö−Öê †¬Öß−Ö �úÖµÖÔ �ú¸ü−Öê ¾ÖÖ»Öê †×¬Ö�úÖ¸üß �êú �úÖµÖÔ �úß ¯ÖÏ×ŸÖ�æú»Ö 
†Ö»ÖÖê“Ö−ÖÖ �ú¸ü−ÖÖ †Ö¾Ö¿µÖ�ú ÆüÖê ÃÖ�úŸÖÖ Æîü µÖÖ ¾ÖÆü ×�úÃÖßü ³Öæ»Ö-“Öæ�ú �êú ×»Ö‹ ˆÃÖÃÖê Ã¯ÖÂ™üß�ú¸üuÖ ´ÖÖÓ�Ö ÃÖ�úŸÖÖ Æîü †Öî̧ ü ‡−Ö ÃÖ³Öß 
¯Ö×¸üÛÃ£Ö×ŸÖµÖÖë �úÖê ¬µÖÖ−Ö ´Öë ¸ü(ÖŸÖê Æãü‹ µÖÆü ´ÖÆüÃÖæÃÖ ×�úµÖÖ •ÖÖ ÃÖ�úŸÖÖ Æîü ×�ú ¯Ö×¸üØ−Ö¤üÖ �úÖ †Öî̄ Ö“ÖÖ×¸ü�ú ¤Óü›ü ¤êü−Öê �úÖ †Öî×“ÖŸµÖ ×ÃÖ«ü 
�ú¸ü−Öê �êú ×»Ö‹ ÃÖÓ²ÖÓ×¬ÖŸÖ ´ÖÖ´Ö»ÖÖ ¯ÖµÖÖÔ̄ ÖŸÖ ¹ý¯Ö ÃÖê  �ÖÓ³Öß¸ü −ÖÆüà Æîü ŸÖÖê ‹êÃÖß ÛÃ£Ö×ŸÖ ´Öë ×»Ö×(ÖŸÖ“ÖêŸÖÖ¾Ö−Öß/ −ÖÖ(Öã¿Öß/³ÖŸÃÖÔ−ÖÖ •ÖîÃÖß ×�úÃÖß 
†Öî̄ Ö“ÖÖ×¸ü�ú �úÖ¸Ôü¾ÖÖ‡Ô �úß †Ö¾Ö(¿µÖ�úŸÖÖ ÆüÖêŸÖß Æîü… •ÖÆüÖò ‹êÃÖß “ÖêŸÖÖ¾Ö−Öß/−ÖÖ(Öã¿Öß/³ÖŸÃÖÔ−ÖÖ �úß •ÖÖŸÖß Æîü ŸÖÖê ¾ÖÆü ÃÖÓ²ÖÓ×¬ÖŸÖ †×¬Ö�úÖ¸üß �úß 
¾µÖÛŒŸÖ�ÖŸÖ ±úÖ‡Ô»Ö ´Öë »Ö�ÖÖ‡Ô •ÖÖ−Öß “ÖÖ×Æü‹… ¾ÖÂÖÔ �êú †ÓŸÖ ´Öë ˆÃÖ †×¬Ö�úÖ¸üß �úß �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü ×»Ö(ÖŸÖê ÃÖ´ÖµÖ ¾ÖÆü ×¸ü¯ÖÖêÙ™ü�Ö 
¯ÖÏÖ×¬Ö�úÖ¸üß ‹êÃÖß “ÖêŸÖÖ¾Ö−Öß/−ÖÖ(Öã¿Öß/³ÖŸÃÖÔ−ÖÖ, �úÖ ˆÃÖ�úß �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü ´Öë ˆ»»Öê(Ö −Ö �ú¸ü−Öê �úÖ ×−ÖuÖÔµÖ »Öê ÃÖ�úŸÖÖ Æîü ²Ö¿ÖŸÖì ˆÃÖ 
¯ÖÏÖ×¬Ö�úÖ¸üß �úß ¸üÖµÖ ´Öë ˆÃÖ “ÖêŸÖÖ¾Ö−Öß µÖÖ ü−ÖÖ(Öã¿Öß µÖÖ ³ÖŸÃÖÔ−ÖÖ, •ÖîÃÖÖ ³Öß ´ÖÖ´Ö»ÖÖ ÆüÖê, �êú •ÖÖ¸üß ÆüÖê−Öê �êú ²ÖÖ¤ü ×¸ü¯ÖÖê™Ôü ×�ú‹ •ÖÖ−Öê ¾ÖÖ»Öê 
†×¬Ö�úÖ¸üß �úß �úÖµÖÔ×−ÖÂ¯ÖÖ¤ü�úŸÖÖ ´Öë ÃÖã¬ÖÖ¸ü Æãü†Ö ÆüÖê †Öî̧ ü ¾ÖÆü ÃÖÓŸÖÖêÂÖ•Ö−Ö�ú ¯ÖÖ‡Ô �Ö‡Ô ÆüÖê … µÖÆü¤ü ×¸ü¯ÖÖêÙ™ü�Ö ¯ÖÏÖ×¬Ö�úÖ¸üß ‡ÃÖ ×−ÖÂ�úÂÖÔ ¯Ö¸ü 
¯ÖÆãÓü“ÖŸÖÖ Æîü ×�ú ‹êÃÖß “ÖêŸÖÖ¾Ö−Öß/−ÖÖ(Öã¿Öß/³ÖŸÃÖÔ−ÖÖ �êú ²ÖÖ¾Ö•Öêæ¤ü ³Öß ˆÃÖ †×¬Ö�úÖ¸üß ´Öë ÃÖã¬ÖÖ¸ü −ÖÆüà †ÖµÖÖ Æîü ŸÖÖê ¾ÖÆü ‹êÃÖß ×�úÃÖß 
“ÖêŸÖÖ¾Ö−Öß/−ÖÖ(Öã¿Öß/³ÖŸÃÖÔ−ÖÖ, •ÖîÃÖÖ ³Öß ´ÖÖ´Ö»ÖÖ ÆüÖê, ×¸ü¯ÖÖêÙ™ü�Ö †×¬Ö�úÖ¸üß «üÖ¸üÖ ´Öæ»µÖÖÓ�ú−Ö ÃÖê ÃÖÓ²Ö×¬ÖŸÖ �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü �êú ³ÖÖ�Ö ŸÖß−Ö �êú 
¯ÖÏÖÃÖÓ×�Ö�ú �úÖ»Ö´Ö ´Öë ˆ¯ÖµÖãŒŸÖ ˆ»»Öê(Ö �ú¸ü ÃÖ�úŸÖÖ Æîü †Öî̧ ü ˆÃÖ ÛÃ£Ö×ŸÖ ´Öë �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü ´Öë ¤ü¿ÖÖÔ‡Ô �Ö‡Ô “ÖêŸÖÖ¾Ö−Öß/−ÖÖ(Öã¿Öß/³ÖŸÃÖÔ−ÖÖ �úß 
‹�ú ¯ÖÏ×ŸÖ ˆÃÖ ¯ÖÏÖÃÖÓ×�Ö�ú †¾Ö×¬Ö �êú ×»Ö‹ �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü �êú ÃÖÖ£Ö ÃÖÓ»Ö�−Ö�ú �êú ¹ý¯Ö ´Öë ÃÖß†Ö¸ü ›üÖê×ÃÖµÖ¸ü ´Öë »Ö�ÖÖ‡Ô •ÖÖ−Öß “ÖÖ×Æü‹… ˆÃÖ 
¯ÖÏ×ŸÖ�æú»Ö ×™ü¯¯ÖuÖß �êú ²ÖÖ ȩ̂ü ´Öë ˆÃÖ †×¬Ö�úÖ¸üß �úÖê ³Öß ÃÖæ×“ÖŸÖ ×�úµÖÖ •ÖÖ−ÖÖ “ÖÖ×Æü‹ †Öî̧ ü †×¬Ö�úÖ¸üß �êú ŸÖŸÃÖÓ²ÖÓ¬Öß †³µÖÖ¾Öê¤ü−Ö �úÖ µÖ×¤ü 
�úÖê‡Ô ÆüÖê ŸÖÖê, ‡ÃÖ ÃÖÓ²ÖÓ¬Ö ´Öë •ÖÖ¸üß †−Öã¤êü¿ÖÖë ´Öë ×−Ö×ÆüŸÖ ¯ÖÏ×�ÎúµÖÖ �êú †−Öã¹ý¯Ö ×−Ö¯Ö™üÖ−Ö ÆüÖê−ÖÖ “ÖÖ×Æü‹ … (ÃÖß‹ÃÖ†Ö‡Ô†Ö¸ü �êú ×¤ü−ÖÖÓ�ú 10 
×¤üÃÖÓ²Ö¸ü, 2001 �êú ›üß†Öë −ÖÓ 15-3/1/71-†Öê‹Ó›ü‹´Ö-II (‹) «üÖ¸üÖ •ÖÖ¸üß ) 

 
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 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 10th December, 2001). 
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³ÖÖ¸üŸÖ ÃÖ¸ü�úÖ¸ü �úÖÙ´Ö�ú ×¾Ö³ÖÖ�Ö �êú ×¤ü−ÖÖÓ�ú 20 ´Ö‡Ô , 1972 �êú �úÖµÖÖÔ»ÖµÖ –ÖÖ¯Ö−Ö ÃÖÓ. 51/5/72 - Ã£ÖÖ¯Ö−ÖÖ `� ` «üÖ¸üÖ ÃÖŸµÖ×−ÖÂšüÖ �êú ÃÖÓ²ÖÓ¬Ö ´Öë 
•ÖÖ¸üß ×�ú‹ �Ö‹ ´ÖÖ�ÖÔ¤ü¿Öá ×ÃÖ¨üÖ−ŸÖ 
 
GUIDELINES ISSUED BY GOVERNMENT OF INDIA DEPARTMENT OF PERSONNEL, 
REGARDING INTEGRITY VIDE O.M.NO. 51/5/72-ESTT A DATED 20th MAY 1972 

 
�ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü �êú ¯ÖÏŸµÖê�ú ±úÖ´ÖÔ ´Öë ÃÖŸµÖ×−ÖÂšüÖ ÃÖÓ²ÖÓ¬Öß ‹�ú ‹êÃÖÖ �úÖ»Ö´Ö ÆüÖê−ÖÖ “ÖÖ×Æü‹ ×•ÖÃÖ´Öë ×¸ü¯ÖÖê™Ôü ×»Ö(Ö−Öê ¾ÖÖ»ÖÖ †×¬Ö�úÖ¸üß ˆÃÖ 

ÃÖ¸ü�úÖ¸üß �ú´ÖÔ“ÖÖ¸üß, ×•ÖÃÖ�úß ×¸ü¯ÖÖê™Ôü ×»Ö(Öß •ÖÖ−Öß Æîü, �úß ÃÖŸµÖ×−ÖÂšüÖ ¯Ö¸ü †¯Öü−Öß ×™ü¯¯ÖuÖß ¤êü ÃÖ�êú… ÃÖŸµÖ×−ÖÂšüÖ ÃÖÓ²ÖÓ¬Öß �úÖò»Ö´Ö ´Öë ¯ÖÏ×¾ÖÛÂ™üµÖÖ �ú¸üŸÖê 
ÃÖ´ÖµÖ ×−Ö´−Ö×»Ö×(ÖŸÖ ´ÖÖ�ÖÔ¤ü¿Öá ×ÃÖ¨üÖ−ŸÖÖë �úÖ †−ÖãÃÖ¸üuÖ ×�úµÖÖ •ÖÖ‹: 

 
 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 og the Government servant reported 
upon. The following guidelines should be followed in the matter of making entries in the column 
relating to integrity: 
 
(�ú) ¯ÖµÖÔ¾ÖêtÖ�ú †×¬Ö� Ö¸üß �úÖê �Öã̄ ŸÖ ›üÖµÖ¸üß ²Ö−ÖÖ−Öß “ÖÖ×Æü‹ ×•ÖÃÖ´Öë ÃÖ´ÖµÖ ÃÖ´ÖµÖ ¯Ö¸ü †¬Öß−ÖÃ£Ö �ú´ÖÔ“ÖÖ¸üß �úß ÃÖŸµÖ×−ÖÂšüÖ �êú ²ÖÖ¸êü ´Öë ÃÖ−¤êüÆü 

ˆŸ¯Ö®Ö �ú¸ü−Öê ¾ÖÖ»Öê ¥üÂ™üÖÓŸÖÖë �úÖê −ÖÖê™ü ×�úµÖÖ •ÖÖ‹ ŸÖ£ÖÖ ‹êÃÖê ÃÖ−¤êüÆü �úß ÃÖŸµÖŸÖÖ �úÖê ¯ÖḮ ÖÖ×uÖŸÖ �ú¸ü−Öê �êú ×»Ö‹ �Öã̄ ŸÖ ×¾Ö³ÖÖ�ÖßµÖ •ÖÖÑ“Ö 
¯Ö›ÍüŸÖÖ»Ö «üÖ¸üÖ †£Ö¾ÖÖ ´ÖÖ´Ö»ÖÖ ×¾Ö¿ÖêÂÖ ¯Öã×»ÖÃÖ Ã£ÖÖ¯Ö−ÖÖ �úÖê ³Öê•Ö�ú¸ü ¿Öß‘ÖÐ �úÖ¸Ôü¾ÖÖ‡Ô �úß •ÖÖ‹… ¾ÖÖÙÂÖ�ú �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü ³Ö¸üŸÖê ÃÖ´ÖµÖ 
‡ÃÖ ›üÖµÖ¸üß �úÖ ¬µÖÖ−Ö ¸ü(ÖÖ •ÖÖ‹ ŸÖ£ÖÖ ÃÖŸµÖ×−ÖÂšüÖ ÃÖÓ²ÖÓ¬Öß �úÖ»Ö´Ö ³Ö¸üŸÖê ÃÖ´ÖµÖ ‡ÃÖ ›üÖµÖ¸üß ´Öë ¤üß �Ö‡Ô ÃÖÖ´Ö�ÖÏß �úÖ ˆ¯ÖµÖÖê�Ö ×�úµÖÖ •ÖÖ‹… 
µÖ×¤ü �úÖ»Ö´Ö †¯ÖãÂ™ü ÃÖÓ¤êüÆü �êú �úÖ¸üuÖ −ÖÆüà ³Ö¸üÖ �ÖµÖÖ Æîü, †Ö�Öê �úß �úÖ¸Ôü¾ÖÖ‡Ô ×−Ö´−Ö×»Ö×(ÖŸÖ ˆ¯Ö- ¯Öî̧ üÖ�ÖÏÖ±úÖë �êú †−ÖãÃÖÖ¸ü �úß •ÖÖ‹  

(a) Supervisory Officer should maintain a confidential diary in which instance 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 columns relating to Integrity. If the column is not 
filled on account of the unconfirmed nature of the suspicions, further action should be taken 
in accordance with the following sub-paragraphs 

 
((Ö) “Ö×¸ü¡Ö ¯ÖÓ•Öß ´ÖÓ ÃÖŸµÖ×−ÖÂšüÖ ÃÖÓ²ÖÓ¬Öß �úÖò»Ö´Ö �úÖê (ÖÖ»Öß ”ûÖê› ×¤üµÖÖ •ÖÖ‹ ŸÖ£ÖÖ ÃÖ¸ü�úÖ¸üß �ú´ÖÔ“ÖÖ¸üß �úß ÃÖŸµÖ×−ÖÂšüÖ ÃÖÓ²ÖÓ¬Öß ¿ÖÓ�úÖ†Öë †Öî̧ ü 

ÃÖÓ¤êüÆü �êú ²ÖÖ ȩ̂ü ´Öë †»Ö�Ö ÃÖê ‹�ú �ÖÖê̄ Ö−ÖßµÖ −ÖÖê™ü �úß ¯ÖÏ×¾ÖÛÂ™ü ÃÖÖ£Ö Æüß �úß •ÖÖ‹ ŸÖ£ÖÖ ˆ−Ö�úÖ †−ÖãÃÖ¸üuÖ ×�úµÖÖ •ÖÖ‹… 
(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. 

 
(�Ö) �ÖÖê̄ Ö−ÖßµÖ −ÖÖê™ü �úß ‹�ú ¯ÖÏ×ŸÖ “Ö×¸ü¡Ö ¯ÖÓ•Öß �êú ÃÖÖ£Ö †�Ö»Öê ¾Ö×¸üÂšü †×¬Ö�úÖ¸üß �êú ¯ÖÖÃÖ ³Öê•Öß •ÖÖ‹ ×•ÖÃÖê µÖÆü ÃÖã×−Ö×¿Ö“ÖŸÖ �ú¸ü−ÖÖ “ÖÖ×Æü‹ 

×�ú †−Öã¾ÖŸÖá �úÖ Ô̧ü¾ÖÖ‡Ô ŸÖŸ�úÖ»Ö �úß �Ö‡Ô Æîü… 
 
( c ) 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) †−Öã¾ÖŸÖá �úÖ Ô̧ü¾ÖÖ‡Ô �êú ¯Ö×¸üuÖÖ´Ö Ã¾Ö¹ý¯Ö µÖ×¤ü ÃÖ¸ü�úÖ¸üß �ú´ÖÔ“ÖÖ¸üß †Ö¸üÖê̄ Ö ´ÖãŒŸÖ Æîü ŸÖÖê ˆÃÖ�úß ÃÖŸµÖ×−ÖÂšüÖ ¯ÖḮ ÖÖ×uÖŸÖ �úß •ÖÖ‹ ŸÖ£ÖÖ “Ö×¸ü¡Ö 

¯ÖÓ•Öß ´Öë ‡ÃÖ�úß ¯ÖÏ×¾ÖÛÂ™ü �úß •ÖÖ‹ … 
 
(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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(›Íü) µÖ×¤ü ˆÃÖ�úß ÃÖŸµÖ×−ÖÂšüÖ ÃÖÓ²ÖÓ¬Öß ÃÖÓ¤êüÆü �úß ¯ÖãÛÂ™ü ÆüÖê •ÖÖŸÖß Æîü ŸÖÖê ‡ÃÖ ŸÖ£µÖ �úß ¯ÖÏ×¾ÖÂ™ü �úß •ÖÖ‹ ŸÖ£ÖÖ ÃÖÓ²ÖÓ×¬ÖŸÖ �ú´ÖÔ“ÖÖ¸üß �úÖê 
×¾Ö×¬Ö¾ÖŸÖ ÃÖæ×“ÖŸÖ ×�úµÖÖ •ÖÖ‹ … 

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

(“Ö) ‹êÃÖê ´ÖÖ´Ö»Öê ³Öß ÆüÖê ÃÖ�úŸÖê Æïü ×•Ö−Ö´Öê �ú´ÖÔ“ÖÖ¸üß �úß ÃÖŸµÖ×−ÖÂšüÖ �êú ²ÖÖ ȩ̂ü ´Öë ÃÖÓ¤êüÆü †×³Ö¾µÖŒŸÖ �ú¸ü−Öê ¾ÖÖ»Öß �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü/ 
−ÖÖê™ü �úß ¯ÖÏ×¾ÖÛÂ™ü �êú ²ÖÖ¤ü �úß �Ö‡Ô •ÖÖÑ“Ö ¯Ö›ÍüŸÖÖ»Ö, ÃÖÓ¤êüÆü †×³Ö¾µÖŒŸÖ �ú¸ü−Öê ¾ÖÖ»Öß �ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü/−ÖÖê™ü �úß ¯ÖÏ×¾ÖÛÂ™ü �êú ²ÖÖ¤ü 
�úß �Ö‡Ô •ÖÖÑ“Ö ¯Ö›ÍüŸÖÖ»Ö ÃÖÓ¤êüÆü ¤æü¸ü �ú¸ü−Öê †£Ö¾ÖÖ ˆÃÖ�úß ¯ÖãÛÂ™ü �ú¸ü−Öê �êú ×»Ö‹ ˆ¯ÖµÖãŒŸÖ ÃÖÖ´Ö�ÖÏß ˆ¯Ö»Ö²¬Ö −ÖÆüà �ú¸üÖŸÖß Æîü… ‹êÃÖê 
´ÖÖ´Ö»Öê ´Öë ÃÖ¸ü�úÖ¸üß �ú´ÖÔ“ÖÖ¸üß �êú ¾µÖ¾ÖÆüÖ¸ü �úÖ �ãú”û †Öî¸ü †¾Ö×¬Ö �êú ×»Ö‹ †¾Ö»ÖÖê�ú−Ö ×�úµÖÖ •ÖÖ‹, ŸÖ£ÖÖ ‡ÃÖ ¤üÖî¸üÖ−Ö •ÖÆüÖÑ 
ŸÖ�ú ¾µÖ¾ÖÆüÖµÖÔ ÆüÖê, ˆÃÖê ˆ−Ö ¯Ö¤üÖë ÃÖê ¤æü¸ü ¸ü�Ö−ÖÖ “ÖÖ×Æü‹ ×•Ö−Ö´Öë ³ÖÏÂ™ü †Ö“Ö¸ü[Ö ´Öë ×»Ö¯ŸÖ ¸üÆü−Öê �êú †¾ÖÃÖ¸ü ÆüÖë ŸÖ£ÖÖ ²ÖÖ¤ü ´Öë 
ˆ¯ÖµÖãÔŒŸÖ ¾µÖ¾ÖÆüÖµÖÔ ÆüÖê, ˆÃÖê ˆ−Ö ¯Ö¤üÖë ÃÖê ¤æü¸ü ¸ü�Ö−ÖÖ “ÖÖ×Æü‹ ×•Ö−Ö´Öë ³ÖÏÂ™ü †Ö“Ö¸ü[Ö ´Öë ×»Ö¯ŸÖ ¸üÆü−Öê �êú †¾ÖÃÖ¸ü ÆüÖë ŸÖ£ÖÖ ²ÖÖ¤ü ´Öë 
ˆ¯ÖµÖãÔŒŸÖ (‘Ö) ŸÖ£ÖÖ (›Íü) ´Öë ¤ü¿ÖÖÔ‹ �Ö‹ †−ÖãÃÖÖ¸ü �úÖ Ô̧ü¾ÖÖ‡Ô �úß •ÖÖ‹… 

(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. 

(”û) ‹êÃÖê †¾ÖÃÖ¸ü ³Öß ÆüÖêŸÖê Æîü. •Ö²Ö ×¸ü¯ÖÖê™Ôü ×»Ö�Ö−Öê ¾ÖÖ»ÖÖ †×¬Ö�úÖ¸üß Ã¾ÖµÖÓ �êú ¯ÖÏ×ŸÖ ŸÖ£ÖÖ ×•ÖÃÖ �ú´ÖÔ“ÖÖ¸üß �úß ×¸ü¯ÖÖê™Ôü ×»Ö�Öß •ÖÖ−Öß 
Æîü ˆÃÖ�êú ¯ÖÏ×ŸÖ, ÃÖŸµÖ×−ÖÂšüÖ �úÖê ¯ÖḮ ÖÖ×[ÖŸÖ �ú¸ü−Öê †£Ö¾ÖÖ ¯ÖÏ×ŸÖ�æú»Ö ¯ÖÏ×¾ÖÛÂ™ü �ú¸ü−Öê †£Ö¾ÖÖ ‹êÃÖß ×�úÃÖß ³Öß ÃÖæ“Ö−ÖÖ •ÖÖê ˆÃÖ�úÖê 
�ÖÖê̄ Ö−ÖßµÖ ×¸ü¯ÖÖê™Ôü ×»Ö�Ö�ú¸ü ×¾Ö³ÖÖ�Ö †¬µÖaÖ �úÖê ¯ÖÏÃŸÖãŸÖ �ú¸ü−Öê �êú µÖÖê�µÖ ²Ö−ÖÖŸÖß Æîü, �êú ¯ÖÏ×ŸÖ ×−ÖÂ¯ÖaÖ −ÖÆüà ¸üÆüŸÖÖ Æîü… ‹êÃÖê 
¦üÂ™üÖÓŸÖ ŸÖ²Ö ÆüÖê ÃÖ�úŸÖê Æïü •Ö²Ö �ú´ÖÔ“ÖÖ¸üß ×�úÃÖß ¤æü¸ü -¤ü¸üÖ•Ö �êú �êú−¦ü ¯Ö¸ü �úÖµÖÔ �ú¸ü ¸üÆüÖ ÆüÖê ŸÖ£ÖÖ ×¸ü¯ÖÖê™Ôü ×»Ö�Ö−Öê ¾ÖÖ»Öê 
†×¬Ö�úÖ¸üß �úÖê ˆÃÖ �ú´ÖÔ“ÖÖ¸üß �êú †¬Öß−Ö �ãú”û †¾Ö×¬Ö �êú ×»Ö‹ �úÖµÖÔ ×�úµÖÖ ÆüÖê †£Ö¾ÖÖ ¾ÖÆü »Ö´²Öß †¾Ö×¬Ö �úß ”ãû™ü™üß ¯Ö¸ü 
¸üÆüÖ ÆüÖê ‡ŸµÖÖ×¤ü… ‹êÃÖê ÃÖ³Öß ´ÖÖ´Ö»ÖÖëú ´Öë ×¸ü¯ÖÖê™Ôü †×¬Ö�úÖ¸üß �úÖê ÃÖŸµÖ×−ÖÂšüÖ ÃÖÓ²ÖÓ¬Öß �úÖò»Ö´Ö ´Öë ‡ÃÖ †Ö¿ÖµÖ �úß ¯ÖÏ×¾ÖÛÂ™ü �ú¸ü−Öß 
“ÖÖ×Æü‹ ×�ú ˆÃÖê �ú´ÖÔ“ÖÖ¸üß �êú �úÖµÖÔ �úÖê ¤êü�Ö−Öê �êú ×»Ö‹ ˆ×“ÖŸÖ ÃÖ´ÖµÖ −ÖÆüà ×´Ö»Ö ¯ÖÖµÖÖ Æîü… ×•ÖÃÖÃÖê ×�ú ¾ÖÆü ×−Ö×ú¿“ÖŸÖ ×™ü¯¯Ö[Öß 
�ú¸ü ÃÖ�êú †£Ö¾ÖÖ ˆÃÖ−Öê �ú´ÖÔ“ÖÖ¸üß �úß ÃÖŸµÖ×−ÖÂšüÖ �êú ×¾Ö¹ý«ü �úÖê‡Ô ×™ü¯Ö[Öß −ÖÆüà ÃÖã−Öß, •ÖîÃÖÖ ³Öß ´ÖÖ´Ö»ÖÖ ÆüÖê… µÖÆü ¾ÖÖÃŸÖ×¾Ö�ú 
×¾Ö¾Ö¸ü[Ö ÆüÖê�ÖÖ ×•ÖÃÖ�êú ×»Ö‹ �úÖê‡Ô †Ö¯Ö×¢Ö −ÖÆüà ÆüÖê ÃÖ�úŸÖß … ¯Ö Ó̧üŸÖã µÖÆü †Ö¾Ö¿µÖ�ú Æîü ×�ú ¾Ö×¸üßÂšü †×¬Ö�úÖ¸üß �úÖê ˆÃÖ�êú 
†¬Öß−Ö �úÖµÖÔ̧ üŸÖ �ú´ÖÔ“ÖÖ×¸üµÖÖë �úß ÃÖŸµÖ×−ÖÂšüÖ �êú ²ÖÖ ȩ̂ü ´Öë µÖ£ÖÖ¿Öß‘ÖÐ ×−ÖÛ¿“ÖŸÖ ×−Ö[ÖÔµÖ �ú¸ü−Öê �êú Æü¸ü ÃÖÓ³Ö¾Ö ¯ÖÏµÖÖÃÖ �ú¸ü−Öê “ÖÖ×Æü‹ 
×•ÖÃÖÃÖê �ú ×�ú ¾ÖÆü ¾ÖÖÃŸÖ×¾Ö�ú ×¾Ö¾Ö¸ü[Ö ¤êü ÃÖ�êú … 

(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 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 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 judgment about the 
integrity of those working under him, as early as possible so that he may be able to 
make a positive statement.  

 
17. 


