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FORM OF CONFIDENTIAL REPORTS

(See rule 4 of the AIl India Services (Confidential Rolls) Rules, 1970)

Report for the year [ period ending
Fersonal Data
PART 1
(To be filled by the Government)
1. Mame of Officer

2. The name of the service to which the officer
belongs

3. Date of birth

4. Date of continuous appointment to the present
grade

5. Present post heid and the date of appointment
thereto :

€. Period of absence from duty on leave, irain-
ing, ete. during the year

PART 11 Assessment by the Reporting Authority

1. State of Health
2. General Assessment

This should contlzin an overall assessment
of the officer’s personality, his good qualities and
shoricomines and <hould in particular touch on
the following points) viz. guality of mind .origi-
nality and comprehension): knowledge of work;
power of expressionon paper & in discussion);
power of acquiring general information, attention
to  detail, industry and  conscientipusnes; judge-
ment, speed of disposal: willingness to  accepi
responsibility and take decistons relations  with
subordinates and colleagues; public relations,

I the officer has been reprimanded for
indiffereni work or for other causes during the
perind  under review, brief particulars should be
given, 1f the officer has done any outstanding
notable work meriting commendation, briel men-
ifon should be made,

3. Integrity.

Signature of the Reporting Authority

" .
MName in Block Letters —
Designation
Date —
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Assessment by repoiting authorities (continued).” Space to be utidfred where there is mors
than one reporting anthority),

PART Il Remarks of the reviewing  authorify
1. Length of service under Reviewing Authority

2. Do you agree or disagree with the assessment
of the officer given by the Reporting Autho-
rity 7 Is there any thing you wish to modify
or add

3. General remarks with specific comments akout
the general remarks given by the Reporting
Authority and remarks about the outsianding
work of the Officer. ' '

4 (a) Fitness for promotion to higher grade(s) (i) Fit
in his turp (1)) Not yet fit
(i) Unfit

(b) Has the Officer any special characteristics
andfor any outstanding merits or abilities
which would justify his advancement and
special selection for higher appointment
out of turn ? If yes, please mention
these charcteristics briefly.

(c) Recommendations regarding suitability for
other spheres of work.

Signature of the Reviewing Authority

Name in Block Letters

Designation =L sl
Date
Plrrloi
3/17/2009
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Assessment by reviewing auhorities (continued). (Space to be utilized where there Is more
than one reviewing authority).

PART 4 Remarks of the accepting authority
(i.e. Next Superior Officer)

Signature of the Accepting Authority
Name In Block Letters

Designation "
Date
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(i) Recording of remarks on the CR is a work of an important nature and therefore due
attention should be paid to it by the reporting authority,

(if) The report should contain a general appraisal of the work and the conduct of the
officer his personality, the quality of his mind his capability to the discharge the
duties of his office.

{iii) In the case of $.D.0s. and other field officers, the report should also contain remarks
about knowledge of revenue law, behvigur towards the public, communal tendencies, if
any, willingness and interest in serving the people, accessibility, relation with subordi
nates and colleagues eto,

Jv) Tn the case of officers posted in the Secretariat the report should also contain re.
marks about krowledge of work, power of exprssion con paper and in discussion)
power of acquiring informaton, attention to detail and speed of disposal ete.

(v) If the officer has been reprimanded for indifferent work or for other causes during the
period under review, brief particulars should be given. If the officer has done any
outstanding or netable work meriting commendation, brief mention, should be made,

(vi) The reporting authorities should also indicate whether the defects (if any) reported
were ever brought to the notice of the officer concerned. orally o: in writing.

(vii) The report should contain in remarks about the reputation for integrity of the officer.
Special care should be esercised in recordng remarks such remarks should, as for as
possible, be supported against integrity, by reasons/instances,
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