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FORM OF .CONFIDENTIAL REPORT OF · SUPERlNTENDENT GR.A.DE--Il 
/ASSISTANT I SENIORCLERK/ JiCCOlTNTANT I STATISTICAL ASSISTANT 

Report for the year/period ending......... ... / .......... ..1......:.................... .. · 
Part - 1: Personal Data. 

(To be filled by the Administr.ative Saction ofthe Minister/Department Office) 

1. 	 Name of official. 

"'! 
'-' · 	 Dat~ ofhirlh. 

-:. 	 Designation/post held. .•' • 

4. · Date ofcontinuous appointment. 

5. 	 Whether permanent. Quasi pennanent/ temporary. 

6. 	 Saction in which served during the year under rnport and period of services in 

each. 


'J. ,Period ofabsence from duty. 011 leave, trai~ing etc. dm·ingthe year. ., 


Part-TI: A bticd statement of the work handled by the official 

<foring the year/peri t)d nnd~r repott. 
. ' 	 . . \ 

To be filled by the Reporting Officer 

Note: 	 This should indicate whether the officer reported upon is employe_d on task 

involving·initiative judgement or application ofknowledge ofrules _and regulations 

or profm::sional 1e.achniques tir on tasks ofa ~imple rudurn and nmting characlt',r. 

Par«.- ffiJ A'ssessmenl1~r the Repnrfing Orficer. . 

8. 	 State ofllealth. 
i. 

9. 	 General intelligence and keenness to learn. 

Note.: Assessement under columns 10-13 below should not be indicated by tickmarking 

but sho~ld clearly expressed in suitable words. 
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I0. Attention to routine aspects: ofwork such as proper maintanance of assistance 

I>iary:, Guard files; recording indexing and weeding of files. · 

· (a) Pays adequate attention to ~iese aspects. 

(b) · Is Indiftere11t to these a...~~cts. 

I I. . Knowledge- of'oflice procedure. 

(a) 	 Excflllent, 

(b) 	 Very Good. 

(c) 	 Goo<l 

(d) 	 Aver<;lge 
: '.,(e) 	 Poor. 

... ' , : i ; .. ·, 

· ·' t.: ·: : 

12. 	 Knowledge ofrules rcgul~~tions w,1d i~stnictirirt' iigcnotal .lli.d with p~~i~Ul;:u'. 

referance to·the·work allotted to hini. . . .· . •, · , . .. 

(a) 	 Excellent. 

(b) . 	 Vt;jry Good. ..:. 
._ . ; ,_ 1 

.. ' . ';: '(c) 	 Good. 

(d) 	 Average. 

(e) 	 Poor. 

.i3. . Qu~lity ofWork: 


.(1) . Ability to apply the relevrutt Rule~ and regulations Correctly... 


(a) 	 Excellei1t. 

(b) 	 Very Good. 

(c) 	 Good. 

(d) 	 Average. · 

(e) 	 Poor. 
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(TI) ·Capacity for exru;nining cases throuthly and comprehensively. 

(a) · Excellent. 

(b) Very Good. 

(c) Good. 

(d) Awtage. 

. (e) Poor. 

(ill) .Promptness in disposal ofwork. 

(a) Very prompt 

(b) R~asonably prompt 

(c) Is slow ans tends .to delay. 

(d) A.men<\hility to discipline. 

14. Punctuality i..1 attendance. 

15. Relation with foliow employees: · 

16. Integrity. 

(This colou~ should be filled as per instructions issued under M.II.A.D.M · 
. . .. . ~ 

. 5114/64-ESTI, dated: 21.06;6.5. 
. · . \: ·.· . 

17. H~s.th~ ofliqf;lr bf;li;m r~prim~11cfod for indiff~ri;:nt W()!:k 0r fQr othi;:f cm~s~r duri1ig thi;i · 

period under report. lf so please give briefparticulars. 

18. Has tlie officer done any outstanding ofnotable \ll(Orkmeriting commendation 

. breafly m~ntion them. 

19. Has the ottici.al shown i.'l.terest 1n use ofofficial (Hindi) language. 
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\Signature ofReporting 


Officer. 


Name in Block Lellers, 


. Designation. 

Date: 

Prut-IV•.Remarks by Reviewing; Officer: 

20. . 	 Length ofservice under Reviewing Officer, 
! • . 

21. 	 Do yon agree with the rcmrut.s ofthc Reporting Officer in part-ill.above. Ifn.ot 

indicate the extent ofyour dis~eement. Ifyou wish to add any thing specific with 

regard to the work and conduct ofthe ofticial over and above the remarks ofthe. 

reporting pllicer please mention them. You may also sum up·your views hem. 

22. 	 Ifyou .wish to add anything specific with regard to vvork and conduct ofthe official 

over mid ab1we the renmrkfofthe reporting officer please sum: up you!' views here.\ . . . 	 . . 

II~s the officer anv soeciai characteristics and or anv outstandi119; medts or abilities 
- &. 	 • ... ­

which wou!djustjfy his, advancement and spei..1ial·sel~ction for ~igher app()intment 


out ofturn. Ifso mention these characterstics :briefly. 


·Signature ofthe Revi~wing 

Officer, 

· Name in BlockLetters. 

Designation. ·· 

Date.: 
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Part-V: Counter signature by the next hil!her authority with remarl{S if any . 
. ~ ' . . • . . h 

S~g11anu-e of Countersigning 


Officer, 


Name in Block Letters. 


Designation. 


Date: 



