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5 INDIRA GANDHI NATIONAL TRIBAL UNIVERSITY, AMARKANTAK (M.P.)

\ (A Central University established by an Act of parliament)

CONFIDENTIAL REPORT OF PRIVATE SECRETARY / PERSONAL ASSISTANTS / STENOGRAPHER GRADE
P office: P FAE BN 9T 99 / a3 Rare

Report of the year/period ending
ART : 1 — Afed BT fqavoT .

Part : 1 — Personal Date
(To be filled by the Administrative Section of the concerned office)
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Name of Officer
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Date of Birth
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Designation of Post held

4 | T SRR SFERT SR/ YN SHet & €
7

whether the officer belongs to Scheduled Cast/
Scheduled Tribal ?

5. | g gemA

Present Grade

6. | adam geweA ¥ fFrgfem @1 aeg

Date of appointment to the present grade
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Name of Officers with designations with whom
employed during the year and the period served

with each.
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Period of absence from duty on leave, training,

etc. during the year
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Part : 2 — Self Appraisal
(g% Rur= Ry +R)
(To be filled by the Officer reported upon)
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Brief description of duties.
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Brief resume of the work done by you during the
year/period from ............ (O bringing
out any special achievements during the
year/period. In the event of shortfall in
achievement furnish reasons. (The resume to be
furnished within the space provided limited to 100

words and is required to be signed)
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Part : 3 — Assessment of the Reporting Officer
(Wqﬁﬁ%awﬁz%qﬁmzﬁﬁﬁﬁqmﬁéﬁﬁﬁ
: EE TS )
(Please read carefully the instructions given at the end of the

form before filling the entries)

Wmmwm?ﬁm-w(ﬂm—z
zmmraﬂz)fisﬁag@%@w%,wm
Rdaat sl wEwd © 7

Does the Reporting Officer agree with each and
every significant statement contained in the
resume (Col.-2 of Part-11) of work done by the
officer ?
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punctuality in attendance

Regularity and
= agrerE P # RET SRl

Proficiency and accuracy in stenographic work
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Trust worthiness in handling secret and top secret
matters and papers.
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Maintenance of engagement diary and timely
submission of necessary papers for meetings,
interviews, etc.
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Ceneral assistance in ensuring that matters
requiring attention are not lost sight of.

Initiative and tact in dealin
and visitors.

g with telephone calls

anfe
W(ﬁwm%ﬂa@w@ﬁm%‘)

Ability to draft notes, letter minutes, briefs and
ability to prepare summary, etc (in case such items
of work have been performed by the officer.
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(a) Has the officer any special characteristics and /
or any outstanding merits of abilities, which
would justify his/ her selection for special
assignments. If so, please mention these
characteristics briefly.
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(b) Recommendations regarding suitability for
other spheres of work. (This should be
substantiated)
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Has he/she been reprimanded for indifferent work
or for other causes during the period under report
? if so, give brief particulars.
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General assessment of personality, character and
temperament including relations with fellow
employees, amenability to discipline etc.
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Integrity (Please see instructions)

15.
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Grading (Outstanding/Very Good/Good/Average /
Below Average) (An officer should not be braded
outstanding unless exceptional qualities and
performance have been noticed; grounds for
giving such a grading should be clearly brought
out.)
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Effectiveness in the development and protection
of Scheduled Castes and/or Scheduled Tribes.
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Attitude towards S.Cs and/or S.Ts
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Ability to take quick and effective action to
prevent and quell atrocities and ensure justice [0
§.Cs and/or S.Ts.

Effectiveness in bringing about the development
of S.Cs and/or S.Ts.
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Place : Signature of the reporting Officer
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Date : Name in Block letters
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Designation (during the period of Report)
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Note: Where an adverse entry in made, whether it relates to a remediable or an irremediable defect, it
should be communicated; but while doing so, the substance of the entire report including what has
been said in praise of the officer reported upon should be communicated.
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The following procedure should be followed in filling up the column relating to intesrity
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If the officer’s integrity is beyond doubrt, it may be so stated.
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A separate secret note should be recorded and followed up. A copy of the note should also be sent |
together with the 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 |
not, the Reporting Officer should state either that he had not watched the officer’s work for sufficient
time to form a definite judgment or that he has heard nothing against the office, as the case may be.
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If, as a result of the follow up action, the doubts or suspicions are cleared, the officers integrity should be
certified and an entry made accordingly in the Confidential Report.
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If the doubts or suspicions are confirmed, this fact should also be recorded and duly communicated to the |
officer concerned.
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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.
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