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CONFIDENTIAL REPORT OF DEPUTY DIRECTORS/ASSISTANT DIRECTORS/ RESEARCH
OFFICERS OF REGIONAL IMPLEMENTATION OFFICES

Period of the Report.........cccovvrmrnennnnes B0 i seivsisseninianeny

HAT-1
PART - |
Yol =R
PERSONAL DATA

T & T FTERE MR 8RR 9F @ e/
To be filled by Administrative Section concerned of the Department

1. I & A
Name of the Officer

- 4 = F AN
Date of Birth

3. FdA 92 3R I W TER FgE i a0

Present post and Date of continuous appointment thereto:

4. ﬁﬁgﬂ,ﬁmmwﬁ%w@%mﬁm,mﬁmm%ﬂm
E2dl ;
Period of absence from duty on leave, training etc. during the year. If he has undergone any training,
please specify:



WHAT-2
PART -1l
A
SELF APPRAISAL

(Rra st ot RS Rl 5 78 2 399 30 W o @ Rig)
(To be filled by the officer reported upon)

TR WA ¥ U HUAT WS I A RY W IRY wEurigES 9T o 1)

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

1. Al 1 Wity fRam

Brief description of of duties :

2. F B W AF/IRW AN @F I9 g FuiRa e & or s o PufRe e e & 9

(aRror /4 ar 3 w9 ¥) FA) i A e -7 A WA $ SMUR W A S WF T B

gfte ¥ o IyafRr Tan /
Please specify targets/objectives/goals (in quantitative or other terms) of work you set for yourself or

that were set for you, eight to ten items of work in the order of priority and your achievement against
each target.

T e /IR Iyafmar

ltems Targets/objectives Achievements



-3-

31, HUA Fem 2 ¥ FAR T w9 /IR A A 3R wha #9899 ¥ serw X0 ol wEa) 9 wiiy
# 1 argeERan W & @ ¥ 7aw/
Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2.
Please specify constraints, if any, in achieving the targets.
32.

T I A N I R R e s Svaral @ ¥ sk I a9 A w7 o s
Lad

Please also indicate items in which there have been significantly higher achievements and your
contribution thereto:



_4_
WrT-3 (Rafén st &1 qeaie)
PART - lll (ASSESSMENT OF THE REPORTING OFFICER)
(W WA A Ted TER I A Ry M IR F FI9A AEEE 9e)

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

F1d 1 ¥R 3R Ffe / Nature and Quality of Work
o S BRI SR T MAT 2 R ol ¥ sik Rty w9 3 7 T B s wel qon SR, el

u‘taﬂtmﬁﬁr%aﬁtﬁﬁv M I A gEAT © AR IR & Wity ¥ FIE arasmRane o @Y 3 o sad)

Please comment on Part |l as filled in by the officer and specifically state whether you agree with the

answers relating to targets and objectives, achievements and shortfalls. Also specify constraints, if
any, in achieving the objectives :

Fd PR # I/ Quality of Output

FTA FE F T N FARA B IR IR AremRarsn H, Al Fi & A, o= § W@ g
& Fd e & &R W o 3

Please comment, on the officer's quality of performance having regard to standard of work and
programme objectives and constraints, if any:



_5 -
3. fAdreror F19 / Inspection work

(%) o 2@ g9y ¥ PuiRe 9= ) v W ok 86 @ T saeems FRo Re 1w/
Was the specified targets achieved? If not, was the satisfactory reasons given?

(@) Fow A AR fz Fdww R 3@ & arw/

Quality of Inspection after seeing some inspection reports.

4. ToTeT R = FrEEE
Implementation of Official Language Policy.
4() forrd yafy RAEt &t witen

Review of the quarterly progress report.

(F) = FuiRe @& ) e ww ?
Were the specified targets achieved?

(@) wien 9t Ffe Hz wher R J@ & 9”@

Quality of the Review after seeing some review reports.

4.(i) TR YSHST FEiEgE SRR @ sH F e ¥ aEE/

Contribution in organising meetings of Town Official Language Implementation Committee

(w) = 83 ¥ R Tovw IR A doR TR 9 W s @ a7

Were the meetings of Town Official Language Implementation Committees in the
region organised in time? )

(@) Ry & o= ¥ aeE
Contribution in the meetings of the TOLICS



4 (i) TR /AWAR FT AT

Organisation of Conference/Seminars.

() = FPuiRa weg g R @ ?
Was the specified target achieved?

(@) R =8, @ FRo,

If no, the reasons.

oy e, 3 s A ¥ Rt @ e v B AR e - SfRRAY v AT/

Motivation for progressive use of Hindi in Govt. Offices, Banks and Undertakings - Officers'
contribution.

i/ ATTRIBUTES
1. fagarwor #Y Givgar / Analytical Ability

RS O, TS T 5 O B v Bed 99 F 3R ITH [IE FA F g9y A el
%1 Araar, Fivig fRg @ T & A 3 Aegar 3 gau ¥ oot ¥/ Please comment on the

Officer’s ability relating to analysis of pros and cons; formulation of alternatives and their evaluation
for solving problems; ability to indicate decision areas. '



_7 -
79 =EeR § HIyaa1/ Communication skill:
MAa 3t Rfaa A9 F & FRveaar, weear 3R Ryew 3 @y RER y&e FE i aegar, o,
wiriea & fae R, gada wrel & R gftre Rwftrr sl = fore ¥ sifremr@ & dvgar w
feoquft &%/ Please comment on the Officer's ability to communicate with brevity, clarity and

accuracy both orally and in writing; ability to draft notes, cabinet Notes, brief for Parliamentary
matters etc.

g fE / Initiative :
Fuar St A e o e Rl ¥ e i erEr sk S g, sfaRe
RrRal 3k T 87 #t HFR FE@ A WG | vt ¥/ Please comment on the capacity and

resourcefulness of the Officer in handling normal as well as unforeseen situations; willingness to
take additional responsibilities and new area of work:

F & gfy 3R/ Attitude to work:
wwﬁmﬁ%ﬁaﬁm&wmwﬁ%ﬁmwm% I IAEeT Y WIEAT, 98 3
F B aRy R it 2 3k Rraer Sware e B, fEs 3R 3 F1 H gEahyd w1 A IqH

FeIar / Please comment how far the officer can be relied upon; his sense of responsibility; the

extent to which he/she is dedicated and motivated, his/her willingness to learn and systematize his/
her work.



§.

..B -
A aur SeaifRT FTF @ Avaar / Ability to inspire and motivate :

aﬁmﬁmﬁﬁaaﬂﬁ,aﬁm'&mwﬁﬂaﬂzmmmﬁmmmﬁﬁ & /

Please comment on the capacity of the officer to motivate to obtain willing support by own conduct
and capacity to inspire confidence:

qieor GaU Agar/ Supervisory Ability:
g PR F daer ¥ A @ dAwgar )R ¥ /Please comment on the officer's ability
relating to

()  wAmeeT § wrtasi / Guidance in the performance of tasks:

@ R Te N & s w3 S TR ¢ Fivka 3 ) e/ Capacity to take decisions at
his/her level on matters within delegated areas:

(3) U S} T/ Maintaining discipline:



10.

-9 -

T WAY 9T GR[feE F / Inter-personal relations and team work:

o AR SfrRA, W R T i FAR @ W S § g H wR R
# eI F1 wWET A awa | Rl W, Hu sy f A F o o B wW A F
31 FeaR W O F AT Y gerE 39U A9 & i e i st w9 o W

oy %/ Please comment on the quality of relationship with superiors, colleagues and subordinates,
and on the ability to appreciate others point view and take advice in the proper spirit. Please also
comment on his/her capacity to work as a member of a team and promote team spirit and optimise
the output of the team:

ST ¥ (s =& @] ) / Relations with the public (wherever applicable):

sifverrar 3k wrdar / Aptitude and potential:
Huar s # Tfa d9fe 3k Rew A R gaw/
Please indicate possible lines of growth and development of the Officer:

yf¥reror / Training :

Far st 7 wifder Sk FdewErst ¥ Sl A quUR IR IRE O A gRe 3 e aiew @
fore RwRT X /Please give recommendations for training with a view to further improving the
effectiveness and capabilities of the Officer. :



_10..

-4
PART - IV
qH=
GENERAL
% e / State of Health:

2. FoafAeaT / Integrity:
(n sRA & A & 7 Rordlt A@/Please see Note below instructions) :

3. waﬂmﬁ%mﬁwmﬁﬁf%aﬁﬁmﬁﬁgﬂﬁmmmﬁﬁwﬁw#aﬁﬁmm
FH 2, I IR oI Raw W IREQ = OwEH IO TS X /Please give an overall

assessment of the officer with reference to his/her strengths and shortcomings and also by drawing
attention to the qualities, if any, not covered by the entries:

4. Ffe Pufor (e /984 ST / 3ot / 3ae /e A ) B IRl F 99 9% I Fe
=8 B i aifY o o R SEd R T ar S Prewe 3@ ¥ 7 s A R iR Fufor 3

RIT FRUN FT T I fRar ST =RV / 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) :

RafEn sl & swmEr
Signature of the reporting Officer

¥ /Place : : AR e A
a‘ﬂ : @F/Date Name in Block Letters
RAE & smaftr ¥ weam

Designation during the period of Report



—

i

<TF
PART -V

AT SRR BT IngRar

REMARKS BY REVIEWING OFFICER

1. e SR & s A T R s
Length of service’ under the Reviewing Officer:

2 a1 e S 3 A A dge ¥ R RAE fre A s F s RO S araur sl

W G 9T g @ o ¥ @A g0 @ 2/ Is the Reviewing 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. o RO e g e @ e e sl & e 3 ge 87 (T B W

@R FROT FA) T4 FE 6 A ¥ B T [T q@@ N A A A8 8 / 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. RAE Rrey a9 e e A W e siEREal & aR ¥ Rite Rufrl & e e

SRRl sk AR Fufor aRT sfrd @ susia 18 & ar ¥ R/ General remarks with

specific comments about the general remarks given by the Reporting Officer and remarks about the
meritorious work of the Officer including the Grading: '



Place:

Date :

_|2_

Far A ¥ W HE R § s/ FE drga ¥ fee s By =98 @ R s
ST AT A A B §Y O IR v@ S B 7 AR #, @ R@w w9 A 76/ Has the officer any

special characteristics, and/or any abilities which would justify his/her Selection for special assignment
or out of turn promotion?

TG A R
Signature of the Reviewing Officer

9 9 R A

Name in Block Letters

T (R 3 srafy & 2k)
Designation (During the period of repor)



W

INSTRUCTIONS

Mo ROE v weeaqyl sway 21 T N & HEFSIET H e v B Y ik 39
FRR A IFFT 3 A= B o e ik Aeeagel guer B 21 el R st 9 RAE R
ST 8 SEe, R foram aret s &t Sk gl st it 3@ e S R B g8 F) o
JOEIA & WGl § HET =Rl

* 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 and the Reviewing Officer should, therefore, undertake the duty of filling out

the form with a high sense of responsibility.

T RAET & wrom ¥ wR-Fvee & e F ST 99T SO R & o o @ w9
o srer =Y Ra o o sl =t 9% e e aiRY B aeT S s &
e e & @i 98 3ol arals s A Ol w9 ¥ 99 99 9 39w A P 9 wikar
7 B e w0 A e 21 R e ae aun e st ) iRy B st & RaE
et s @ 2, Sua S -Fones @ s T wfae X SRl W Iee F3 F g9 T w5
Performance appraisal through Confidential reports should be used as a tool for human resource
development. Reporting Officers should realise that the objective is to develop an officer so that he/she

realises his/her true potential. It is not meant to be a fault-finding process but a developmental one. The
Reporting Officer and the Reviewing Officer should not shy away from reporting short coming in

performance, attitudes or overall personality of the officer reported upon.

¥ IR ErauE 3R o ¥ R R T TER WY S TR AR RS sEraue ¥ o a@d ak
¥ WA F e rar a2 @ a9 WitERa; iy AT ¥ 96 @ 9l

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

R e SR T T ¥ S 8 e & Py R R A st Y ROE SR arur qr
A Ry B foredt @ @ 9% 7 smw Y v Reav wmr-1v 9 e g 2 ¥ @of o 3w gen Wity
F10 A Reaferar RAE o aret sifremd o el RAE ¥ fdam

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 item 2 of Part IV. The Govemment shall enter the
remarks in the Confidential Roll of the Reporting Officer.

TOF IR TS 9 ¥ Rar S0 Syees HUY A o IO F AST A gar S 2
= qU R F AU ¥ g W R 3R Sy ¥ IR ey o st & areie
AT gee B IR A G T W W A ) R W RRrew @ avpe s
T W4T T8 FEN TR

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.



10.

1.

(1)
(2)

¢ fora aran 3t ad & 3y A W o a3 a8 FulRa o, e R saa g
a6 ¥ foredt o W) AR A S ROE I daltr af ¥ +E P @ SR FeE 2 @ 2
e, IR 2 gl 3 i ee & g Faa R sl /20 9 g9 sifveial & Faa
Ry v wEd A W I a9 A B At

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 for completion during the year. 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 of
assumption of the new change. The tasks/targets set should clearly be known and understood by both

the officers concemed.

wﬁw&ﬁmqu_mﬁwa&ﬁwﬁrwmﬁm%mﬁmwﬂmﬁmﬁ:ﬂw
gty R @ ... B, R s T st i ol sraoel W -Psaes @ witer w6
wifRy 3t were a1l & &7 ¥ EwE QURISTE I9T F ARl

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 corrective steps by way of advice, etc.

T A q N AR F T8 g B aifRe Br e =Ry @ sl @ e B @
2, g% F e SRV, SRR T ST o AU w8 -8 R wega R s

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

R =f & &8 &1 eais Bhar o1 @ 8, T [FiR A i ¥ IR wE - 9 @
e g =iRe

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

vw & ¥F P 59 @ A ga ¥ 3T SvEn & e € R ow & ue ¥ e sk v R

T -GG T AT - 3T B Gl B eI A I qA Y oA ¥ T A 9y ik 39 ) ki
fRoquft &t s =nfRe| ' '

Some posts of the same rank may be more exacting than others. The degree of stress and strains in

- any post ,ay also vary from time to time. These facts should be bome in mind during appraisal and

should be commented upon appropriately.

-4 A FaT wE 9 RAE ey g s g e S 9o we W) e st & Rad
mm%,aﬁmwm%%ﬁ?wm%mw#ﬁmm

The item relating to 'Publc Relations’ need to be filled in by the reporting officer only where the duties of
the officer reported upon are such that he/she comes in contact with member of the public.

. et 3 G T A R @ Rie PR SRR F aee R e iRy -

IR R Y gt § FE 9T 78 | @ Y1 Ieow Rear s
f € W% o wFH B A AT @ B A 9 TR IR FfaRew sRad i S AR -
(F) v s 7 Rt fraa 38 W aadt wdard # e aifee) 59 o it aiy A



RAE T IR & aes A & A 95 I ARy O 9 gRies wen s
Frad Mg # s R aeel ¥ st B it FEr ar A et s wer ava
7 2 T8 RO Rre g sl & Rl & 3ER 98 S wien aifee B oar @ e
I 1 FE FH T aF A8 o § Red B 9s Rites w@ wee w)oaE @ s
I & faeg A W@ T 98 T ] |

(@) af sEadl Fiad & woaey 938 a1 WY R & S § @ it A aafisT st
S =Ry 3R e RAE F agger wRike #it s =Ry

() o A RE A vEEN N e A TN B q 9w T N T B s AR ik dEia
ftrem® it gE o e @ s =ifRen

(7) R Il FAE B Geasy, WEA TG AN T AN TR A IR e aR T A
R B 3RV W 3R A IaEfy a5 FREr @ 9 9y sk SEs e I (|) 3R
() ¥ 99¢ SER FRAE N A AR
NOTE
The following procedure should be following in filling up the item relating to integrity-
(i) If the officer's integrity is beyond doubt, it may be so stated.
(i) If there is any doubt of suspicion, the item should be left blank and action taken as under:

(a) A separate secret note should be recorded and followed up. A copy of the note should also be sent
together with confidential Report to the next superior officer who will ensure that the follow up action
is taken expeditiously. Where it is not possible either to certify the integrity or to record the secret
note, the Reporting officer should state either that he has not watched the officer's work for
sufficient time to form a definite judgement or that he has heard nothing against the officer, as the
case may be.

(b) I, as a result of the follow up action the doubts or suspicions are cleared, the officer’s integrity
should be certified and entry made accordingly in the confidential Report.

(c) If the doubts or suspicions are confirmed, this fact should also be recorded and duly communicated
to the officer concemed.

(d) If as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed the
officer's conduct should be watched for a further period and thereafter action taken as indicated at
(b) and (c) above.

(& wTEa 1 FEEd A9 G 51/4 /64 -89 (F) RAiEw 21-6-1965)
[Ministry of Home Affairs O.M. No. 51/4/64-Estd.(a), dated 21-6-1965].



