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Subfect : —Recording  of remarks ragarding performance In respect of flood reliel and rehabll
ation work.

Sir,

Iamdirected to address you on the subject noted 2bovr srd 1o say that it has baen decid:
by the Government that the annual cenfidential report of officers and officialy for the ¥e
1995-36 wruld reflect their performance in recpect of flood relicf and reha bilitation work
Accordingly, the reporting authorities will give their #pecific comments on this aspect.

2. These instructions may please be noted carefully and alsp Brought to the notice of s
concerned for shict compliange.
Yours faithfully,

™

Under Secretaty General Administratio:
Jor Chief Secretary to Government, Haryans

A copy each is forwarded to :—
All the Financial Commissioners, Haryana;

2. All the Administrutive Secretaries to Government Haryana for information and mecesss:
action.
8d/-
Undar Secretary General Administratior
for Chief Secretary to (Government, Haryans

To
1. All the Firsncial Commissic ners, Haryana;
2. All the Administrative Secretarics to Government Haryana,
U.O. Ne. 60/1/95-5 (1}, Dated Chandigarh, the 6th November, 1995.

Acopy eachis forwerded 1o the Principal Secretary/Spl. Primcipal Secretary/Doputy Princip:
Secretarie-/Secretaries/Private Secretaries to the Chief Mipister/Ministers/State  Ministers/Chief Parlis
mentary S:cretary for the information of Chief Minister/Ministers/State Mininters/Chief Parligmentat

Sccretary.
Bd/-
Under Secretary General Administratior
T Jor Chief Secretary to Government, Haryana
o

The Principal Sccictary;8p).  Principal Sccietary/Deputy Principal Secretaries/Secretaries
Private Secretaries 1o the Chief Minister/Mipisters (State Ministers/Chicf Parliamentary Secretar)

U.0. No. 60/1/93-5 (1) Datzd Chandigarh, the 6th November, 1995,
No. 61/28/94-5(1)

From
The Chief Secretary to Goverr.ment, Haryana.

To

1. All Heads of Departments,
Commissioners, Ambala, Hisar, Gurgaon & Rohtak Divisions.

All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana.
2. The Registrar, Punjab & Haryana High Court.
Dat.d Cha: digarh, the 14th November, 1995

Subject :—Regarding A.C.R. Proforma.
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th: A imini trative Reforms Danartmant that thz existing ACR. form being used by the depariments for
followiag category of e nployees does not adequatsly reflact their job performance in various counts ;—
. Clerks and other posts of similar nature in Group *C".
Assistants and other posts of simiier nature in Group *C".
Steno-typists/Junior S:ale and Senior Scale Stenographers/P.As

Faor common cadre Group ‘D’ posts.

thoE e

Drivers of Staff cars/jesps and other official vehicles.

2, The Administrative Reforms Department has reviewed the existing form and developed a
new forin (or each of the above mentioned catcgory of employees, which are enclosed for adopticn,
However, the departments can make suitable alterationsymodifications if they think appropriate in the
new form devized by the Administrative Reforms Department.

Yours aithfully,
8d

Under Secretary General Administratioa,
Jor Chief Secretary to Govt., Haryana.

A copy each with a copy of its enclosures is forwarded to the following for information and
necessary action i—

1. All the Finarcial Commissioners, Haryana.
2. Allthe Administrative Secretarics to Govt. Haryana.

Sd/-
Under S:cretary General Administration,
for Chief Secretary to Government, Haryana.

To
1. All the Financial Commissioners, Haryana.
2. All the Administrative Secretaries to Govt, Haryana,
U.0. No. 61/28/94-8(1), Dated Chandigarh, the 14-11-95

———
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GOVERNMENT OF HARYANA

FORM OF *ANNUAL CONFIDENTIAL REPORT'
(For Clerks and other posts of similar nature in Group *C?

Depariment - - e
Office/Branch/Section—— - —
2riod under Report —_— ——
Part—I
1. MName of th: employee — —— —— 0 o

2. Father's name
3. Designaticn of the post held——-

Reporting —~—  Reviewing Accepting—
Authority : Authority Authority
Part—II
Important Notes 1. Before writing the Annual Confidential Report, t

Repotting/Reviewing/Accepting  Authorities  shou
rcad carclully the instructions given in the end
this form. )

2. Unless otherwise specified to the contrary, the Repo
ing Authority should make use of one of the grading
i.e., ‘Outstanding’, *Yery Good’, ‘Good®, *Averag
‘Below Average® in the Box-Blocks provided agair

cach columno.
1. Brief of duties assigned }_.._
2. Statc of Health I~ -
3. Conduoct and Character ll. —
4. Punctualityand Regularity and
Attendance, f
5. Ability to get along and behaviour
with
{8) Superior officers {a) ‘;
{b) Colleagues (b) |
(¢) Fublic f —
6. Amenabilily to Discipline I
7. Devotion to duty and Hardwarking f
B. &General Intelligence and keenness —
to learn. Jr—- —_
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il. Whether the employse stays at his / —

Headquarters after closing of office ' J

and during holidays 2
12. Proficiency and Accuracy in Typing. l f
13. I;rnﬁciencjr in work of maintenanca

or Rogisters, Files and other record. f JI
14. Initiative and willingress to perform -

any job of responsibility. { ‘_“J

15. Assessment of Inotegrity |
Has anything come to Your notice which ' - . J’
reflect adversely on the efficial’s integrity
or his ability to honestly execute his
duties ? Reply in ““Yes'* or “No". — !
IF yes, please give details. [ :

16. Whether there are any ‘Adverse Remarks’ !
on the work and conduct of the employoe? | -
Reply in “Yes"” or “No.* —
If yes, please give details. — —

17. Has tbe official done any outstanding
or notable work meritting ? Reply in I —_ ,f'
"Y‘:ﬁlf n_r “'NDII‘ - e I
If yes, please give details. | ;

18. Suitability for promotien or Higher —_ —
Scale of pay. I f
19, Owerall Grading based o the dssessment I —_— !

made from Sr. No.2 10 13.
Signaturs of the Reporting Authority
Name in block letters—
Dresign ation
Date

REMARKS OF THE REVIEWING AUTHORITY
(Tick (/) one of these threc itemsia), {b) & (¢) (#) I endorse the above remarks.
and strike out the remaining two)

() I generally agree with the abov: vicws
subject to the following observations :

(¢) 1do not agree with the above remarks in
column
Signature of the Reviewing Authority
Name in block letters
Designation

Date -

REMARKS, IF ANY, OR COUNTER SIGNATURES OF THE ACCEPTING AUTHORITY

Cinnatura Af tha Arrentine Antharite.
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IMPORTANT INSTRUCTIONS FOR FILLING 'N THE FORM

. Ths fallowing prescribed time schedule for writing Aonual Confidential Report may strictly be
adhered to | —

(a) The Reporting Authority must write the report briore 15th April,
() The Reviewing Authority must record its comments before 30th April, and
{c) The Accepting Authority must record its acceptance befoiz 15th May.

2. The Reporting Authority should use the prescribed terminglozy for each item and write one of
the choices in the box-block mentioned apainst these items.

3. The Reporting Officer should record *adverse remarks’, ifany, in column at Sr. No. 16 and
nothing be written along with the box-block meant for Grading only.

4. While recording remarks op ‘Intcgrity’ in cclumn at Sr. No. 15 instructions contained in para 4
of Consolidated ins'ructions on confidential reporis, read with instructions No. 61/20/85-5(1),
dated 12-12-1935 must be gone through carefully.

5. The Reporting Officer should make a mention of any d: fect noted and any punishment inflicted om
the employee or written warning(s) issueu to him, during the period under report to give correct
picture of his work and conduct,

6. The Report should be a true and objective asce:sment of the employee’s ability and character a1
reflected in s day to day oificial work during the pericd under report.

7. Sigoatures in full alongwith date be put up by the Reporting/Reviewing/Accepting Authoritiss.
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GOVERNMENT OF HARYANA
FORM OF *ANNUAL CONFIDENTIAL REPORT'

Page 1 of 1

(for Assistants and other posts of similar nature in Group ‘C’y

Department - —_
Office/Branch/S¢ ction —_
Period under Report
Part—I
1. Name of the employce — —_
2. Father’s Name — —
3. Designation of the post held —— —
Reporting Reviewing Accepting
Authority —  Authority Authority
Part—II
Important Notes : 1. Before writing the Annuvel Confidential Report,
the Reporting/Peviewing/Accepling Authorities
should read carefully the instructions given in the
end of this form.
2. Unless otherwise specified to the contrary, the
Reporting Authority should make use of one of
the g:;ndmgs, i-e. *Outstanding’, ‘Very Good’,
‘Good’, *Average’, Below Average' in the box
blocks provided again:t each column.

. Brief of duties assigned | -J
2. State of Health i j
3. Conduct and Character ’,.. — ,

I
4. Punctually and Regularity in [ — —_
attendance | - )’
5. Ability to get along and behaviour
with
(a) Superior Officers (a) I — — i
(b} Collezgues () J — |
{(¢) Public (c) I ]

6. Amenability to Discipline
T. Devotion to duty and hardworking

8. Gencral Intelligence and kecnne ss
to learn

9. Knowledge about Department Branch
and Office procedure

10, Proficiency in use of State Language
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12. Promptness and Accuracy in disposal of R ——
work [

13. Knowledge of Rules, Regulations and i—
instroctions in general and with particular f
reference to the work aliotted to him.

|

14, Quality of wark
(Delete the sub-clause(s) which is/are
not related 1o his work

(8) Ability to apply the relevant {a)
Rules and Regulaticns correctly. || !

(b) Capacity for examining cas:s {b)
thoroughly and comprehensive- Jr——i |
ness.

{¢) Quality of Noting & Drafting {c) I|r

(d) Proficiency in Cash Haadling (d) i - _

{&) Proficiency in Store Manage- {®
ment. I =

{f) Proficiency in Accounts Matters (f) |

15. Organisation of work :

(8) Retrieval of papors/information {a) —t——
teferonces. jl — [

(b) Keeping the work place tidy (b)
and the record systematic. J[

16.  Assessment of Integrity :

Has anything come to your nctice -
which reflect adversely on the official’s ! ]'
imtegrity or his ability to honestly executs

his duties ? Reply in *Yus’ or ‘No’.
If yes, please give details, ‘

.

17. Whether there are any adverse remarks on S —
the work and conduct of the employee? I 'II

Reply in “Yes® or ‘No* .
If yes, please give details. I

18. Han the official done any outstanding or
aotable work meritting? Reply in *Yeas' or ! {
Na™. ;

If yes, please give details. L ]

19. Suitably for promotion or Higher Scale
of Pay (Use term ‘Fit" or ‘Not yet Fjt* or f JI
“Not Fit. '

20. Overall Grading based on the assexssment —_— -
made from Sr. No. 2 to 18 above. f i

Sienatura of the Renartine A utharite
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REMARKS OF THE REVIEWING AUTHORITY

(Tick one of these three items (a), {b) & {¢) and {a) 1 endorse tho aboVe remarks.
stiike out th* remaining two.)

(b) I generally apree with the above views
subject to the following observations.

(¢) Tdo not agree with the above remarks in
column -

Signature of the Reviewing Authority

Name in bBlock lctters —

Designation.

Date :

Remarks, if eny, or Counter signatures of the Accepting Autbority.

Signature of the Accepting Autherity

Name in block letters — —
Designatiop—-——-— -

Date &

IMPORTANT INSTRUCTIONS FOR FILLING-IN THE FORM

1. The fullowing presctibed time schedule for writing Annual Confidential Report may strictly be
adhered to ;

{a) The Rezporting Authority mu:t writs the report before 15th April, ‘
(b) The Reviewing Authority must record its comments before 30th April,
(¢) The Accepting Authority must rezord its acceptance before 15th May.

2. The Reporting Avthority should use the prescribed terminology for each items and write one of
the choices in the box-block mentipned against these items.

3. The Reporting Officer should record ‘adverse remarks’, il any, in column at Si- No. 17 and
nothing be writ'en alongwith the box-block meant for Gradiog only.

. . ' ¥ H 3 i i a '4 ﬂf‘

4. While recording remarks on ‘Integrity’ in column at Sr. No. 16 mstructions contained in pa
Consclidated instructions onconfidential 1eports, read with instructions No. 61/20/85-5(1), dated
12-12-85 must be gone through carefully.

i i ishment inflicted
5. The Reporting officer should make a mention of any defects noted and any pumis 1
on the cmpiofec or written warning(s) issued to him, during the period under ieport to give any
correct picture ot his work and conduct.

6. The Report should be a true and objective assessment of the employee’s ability and character as
reflected in his day Lo day official work during the peripd under report.

7. Signatwe in rull alongwith date bs put up by the Repocting/Reviewing/ Accepling Authorities.
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GOVERNMENT OF HARYANA
FORM OF ANNUAL CONFIDENTIAL REFORT

(For]Stenotypists/Junior Scale and St rigr Scale Stencgraphers/P. As)

Page 1 of 1

Department

Off ice/{BranchfSection .

Pericd under report— e

Mam# of the employee———

1.
2. Fathetr'ds Name P —
3.

Designatien of the post held——— — —

Reporling Reviewing Accepting

Authority — Authority Authority
art—I1

Important Notes : 1. Beiote Writing the annual coafidential report, the
Fe Reporting/Revigwing/Accepting Authorities should
read carefully the instructions given in the end of

this form.

2. TUnless otherwise specified to the contrary the Report-

ing Authority should make

use of one ol the

gradipgs, i.e., ‘Outstanding’, ‘Very Good’, ‘Good’,

‘Average’, ‘Below Average’,
ptovided against each columar

in the

box-blocks

1. State of Health. L_ —

|

»

Conduct and Character. |

1'

3. Punctuklity and Regulagity ip attendance.

4. Ability to get along and behaviour with

{a) Superior Officers fa) I ry

(t) Colleagues ) ,l'.:_______.__ — —

{(c) Public (c) ]i— -
5. Amenability to Discipline = —
§. Devotionto duty and Hardworking jm —-!.
7. Gengral 1ntelligence and keeaness 10 J———— it

learn. !

$. Knoowledge about Department/Branch snd — —_—

Office proveduore. —_—

9. Proficiency in use of State Language

Hindi'in his day to day official work. D -
10. Whether employee stays at his Headgquarters —

after closing of office and during holidays? { o

Reply in “Yes' or “No'.
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11.

12.

13.

14.

5.

i6.

17.

18.

9.

20.

21.

Proficiency in stercgit phy and typirg.

Maintenance of engagement diary and
timely submission of necessary papers for
mectings, interviews etc.

Trust worthiness in handling secret and top
secret matters and papers.

Hailiagof Dak. Files, record and
maiag:mznt of hi; office,

Handling tel2ahiaes, visitors, taur prog-
rammzs and engalements ate.

Assistance provided in making his officer
more cffective (checking on details), follow.
ups. feedback progress etc.

Assessment of Integrity :

Has anything come to your notice which
reflect adversely on the official’s integrity or
his ability to honestly execute his duties

Reply in *Yes™ or ‘No’.

If yes, pleasc give details.

Whethor there are any ‘adverse remarks’
on the work and conduct of the employeo?
Reply in *Yes' or "No'.

If yes, please give details.

Has the official done any outstanding or
notable work meritting? Reply in *Yes' or
‘Neo'.

If yee, pleaze give details.

Suitability for promotion or Higher Scale of
pay. (Useterms ‘Fit’ or ‘Not yet fit" or
‘Mot Fit’).

Ovwerall Grading based on the assessment
made [rom Sr. No. 2 to 19 above.

Page 1 of 1

30

T e Bt i, T S e e o T e S e

f

]
s —

 j—

[ —— f

- f

Ir
-

I — - |

— .

[ — ]

] r

f

Signature of the Reporting Authority.
MName in Yock letters
Designation
Date

REMARKS OF THE REVIEWING AUTHORITY

(Tick one of these thres items (a), (b) & (c)
apd strike out the remaining two)

{a) Tendorse the above remarks .

(b} I generally agree with the abova views subject
to the following observations ©

{c) I do not agres with the above remarks ip
columns

e

Signature of the Raviewing Authofity
Name in block letters—
Deslgnation
Data
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PEMARKS. IF ANY., OR COUNTERSIGNATURES OF THE ACCEPTING AUTHORITY
Signature of the Accepting Authorlty
Mame in block letters—
Desigpation —
Date—

IMPORTANT INSTRUCTIONS FOR FILLING-IN FORM
| . The following prescribed time schedule for writing angual confidential report may strictly be
adhered to :
(a) The Reporting Authority must write the report before 15th April;

(b) The Reviewing Authority must record its comments before 30th April ;and
(c) The Accepting Authority mwst record its acceptance before 15th May.

2. The Reporting Authority should use the prescribed terminology for each item and write one of the
choices i the bex-block mentioned against these items.

3. The Reporting Officer should record ‘adverse remarks’, if any, in column atSr. No. 18 and
nothing be written alongwith the box-block meant for Grading only.

4. Whils recording remarks on ‘Integrity in column at Sr. Ne. 17 inttructions contained in para 4
of Consolidated instructions regerding configential reports read with the instructions No.
61/20/85-5(1), dated 12-12-85 must be gooe through carefully.

5. The Reporting Officer should make a mention of any defects Boted apd any punishments inflicted
on the employee or written warning(s) issued to him, during the period under report togive a
correct picture of his work and copduct.

6. The Report should be a true apd objective assessment of the employee™s ability and character as
reflected in his day to day official work duting the period under report.

7. Sigoature in full alongwith date be put up by the Reporting/Reviewing/Accepting Authorities.
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GOVERNMENT OF HARYANA
FORM OF ‘ANNUAL CONFIDENTIAL REPORT
{For tha common cadre group (D posts)
Departments - .
Office/Branch/Section— — —_— -- ——
Period under Repori—

Name of the employet——— —

1.
2. Father's Name— — _
3. Designation of the post held .
Reporting Reviewing Accepting
Authority ————— ——— - e — Ayt hority— — Autbority—— —
Part—II _ _
Important Notes 1. Before writing the annual confidential re tha Repolting,
Reviewing/Accepting Authorities should read caretully th
ingtrugtions given in the end of this form. ]
2. Unless otherwise specified to thecontrary the Reporting
Amthority should make use of one of the pradings, i.e.
‘Outstanding’, ‘Very Good’, ‘Good', ‘Average’, ‘Below
Average’, in the box-blocks provided against each columa.

State of Health
. Conduct and Character |

Punctoality and Regularity in Aftendance

Amenability to Discipline.

+

Behaviour and obedispee.

Intelligence and fitness to do the
assigned tasks.

Whether employee stavsat his Head- !
quarters after elosing of office and during I|
holidays? Reply in ‘Yes’ or *No'.

Assessment o Integrity. J[

i
Devotion to Duty and Hardworking. ] -

62 w3 S th B M g,
- + a

+

o

10. Adverse Remark: on work performance
apd copduct, if any. Reply in *Yes™ or I
“No' .
If *Yes' please give details.

11. Suitability for promotion or Highet
Scale of Pay (use term *Fit’ or ‘Not yet J
fit’ or *Not fit).
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12.  Overall Grading based on the assessment | e
mada from S No. 2 to 10 above. PR S ‘r

Signpature of the Reporting Authority
Name in blgck lette rs—
Dresigration—
Date————— . _

REMARKS, IF ANY, OR @OUNTERSIGNATURES :
LS OF THE REVIEWING/ACCEPTING
Signdture of the ReviewingfAccepting Authority
Name in block letters
Dasignatio n—
Dute
IMP(}ETM*IT INETRUCTIONS FOR FILLING IN THE FORM

k. T;h:;h :fgm:;n;g jmucribtd time schedule I‘arr writing annual confidential report may strictly br..
(3) The Reporting Authority must write the report before 15th April,
{b) The Reviewing Awthority must record its camment: $efore 3ith April and
{c) The Accepting Authority muet record s acceptance before 15th May.

2. The Reporting Autherity shoukd wse the prescribed terminology for sach i ,
choices in the box-block mentioned against these items. gy {or sach item and write one of

3. The Re orting Officer :hould resord *Adverse Remarks'. if a in col t
nothing be written nlongwith the box-block meani for grading mﬁ. vmn at Sr. No- 10 aad

4. While recording remarks on ‘Iniegrity in column at Sr. No. 9 instructi ined in
. : : ! , . . lons contaited in para 4 of
Consolidated Inctructions om confricntial reports, read with i tions M S
dated 12-12-85, must be gone through carefully . . with Instructio 0. 61/20/85-S(1),

5. The reporting officer should make a mention of any defects noted and an infli
. h ) : ¥ punishment; inflicted

ot the employee or written warpings) issued to him, during the period upd i
correct picture of his work and condunet. P ncer report fo give a

&. The Report should be a true and objective assessment of the employess abilit d
reflected in his day to day efficial work during the periog undcrprcpﬁn. yand chamcter end

T. Signatures in f'ull alongwith date be put up by the Reporting:‘Roviewing/ Accepting Authorities .
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GOVERNMENT OF HARYANA

FORM OF ‘ANNUAL CONFIDENTIAL REPQRT OF DRIVERS'
(Applicablc for Drivers of Staff Cars/Jeeps and other ofticial Vehicles)

Department: -

Office of the

Period or Report: —
PART—I

{. Name of the employes

2. Father's name

3. Date of continuous appointment on the post of Driver

Reporting Reviewing Accepting

Authority —_— ——Authority Authority————
PART I

important Notes : 1. Before writing the Aonual Coafidential Report, the Report-

ing/Reviewing/Accepting Authorities should read carefully
the instructions given at page 2 of this form.

2. Unless otherwise specified to the contrary, the Rceporting
Authority should make wse of one of the gradings, i.c.,
‘Outstanding,” *Very Good', “Good', ‘*Average’, ‘Below.
Average’ in the Box-Blocks provided against each column.

e ————

[

State of Health

2. Punctuality and Devotion to Duty. f |

3. Ability to get aloagwith and behaviour | .

. with _ |
(i} Superior Officers (i) | - f
(i) Colleagues @ |

4, Whether the cmployee stays at his Head- | f
quarters after closing of office and during
holidays ? (Reply in “Yes® or ‘No')

5. Technical knowledge about the vehicle I
which he drives.

§. Proficiency in safe driving & Mainteaancs |'
of the Vehicle.

7. Aequaintance with traffic rules snd other I -
road signos. |
8. Does he maiptain the log book ascerding I
to Govt. instructions? i
{Reply in “Yes' or "No') If no give brief description.
9 Assessment of Integrity :
Has anything come to your notice which I —
reflect adversaly on the officials integrity -
T nmles i IWPar? e ATLY T aris wlonea sina
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11. Overall Grading based on the assessment

made from Sr, No. 2 to i0. J 0}
Signaturefof the Reporting Authority]

Mame in block letters

Decignation

Date

REMARKS QF OHE REVIEWING AUTHORITY
£z Signature of the Reviewing Authority
l'RNamv: in block letters
Designation —
Date

HREMARKS, IF ANY, OR COUNTERSIGNATURE OF THE'ACCEPTING AUTHORITY

Signatare]of the] Acoepting Authority - §
Name in, block] letters
Designation
Date

IMPORTANT INSTRUCTIONS FORFILLING IN THE FORM

1. The followiag prescribed tim: schedule for Jwriting  Annual Confidential Report may strictly be
adhered to :—
(a) Th: Reporting Authority must write the report before 15th April.
(b) Ths Revizaia: Authocity must record its comments before 30th April.
{c) Th= Accepting Authority must record its acceptance before 15th May.

2. The Reporting Authority should use the prescribed terminology for each item and write one of the
choices in the box-block mentioned against these items.

3. 'While recording remarks on *‘Integrity’ in column at Sr. No. ¢ instructions contained in para 4 of
Consolidated Instructions om Confidentlal Reports, read with instructions No. 6l [20/85-8(1), dated
12-12-85 must be gone through carefully.

4, T?'le E.eémrt.ing Authluritjr ahnu}d make a meationed of any defects noted and any putishments
mflicted on the employee or written warning(s) issued to him, during the perio der
gIVe a correct pictur® of his work and mldu-:g. ng period yndér report to

3. The Reportfshould be a true and objective assessment of the emplovee's ability and character as
refl¢cted in his day to day official work during the period under report.

€. Sigoatures in full alongwith date be put up by the Reporting/Revicwing Aceepting Authoritics.
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