ST — IV
ANNEXURE - IV
ol wferal /aRRss Jufdae Ferel / A t4 19 T & omygfalite U <l ik
I P MU= R &1 yax

FORM OF CONFIDENTIAL REPORT OF PRIVATE SECRETARY / SENIOR
PERSONAL ASSISTANTS / STENOGRAPHER GRADE ‘C’ AND ‘D’ OF C.S.S.S
e / ¥/ SRITEE — IRA™ arfeia] Siae ud R gRkvg
(I SFFHT Heelr)

STHER, g BRI, BRIG |
Ministry/Department/Office: Indian Council of Forestry Research and Education

(Forest Research Institute)
P.O. New Forest, Dehra Dun

.......................................................................... P FHC BF dTel 9§/ 3m@fy @1 Rare

T — 1 — i &1 fJaxor
Part — 1 Personal Data
9 @ / UET / SR & GeRd URmsd STgHTT W)
(To be filled by the Administrative Section concerned
of the Ministry/Department/Office)

1. &R &1 7MW
Name of Officer
2. < fafer
Date of birth

3. TRT g &r g
Designation of post held

4. T ARHRY rfId ST/ S fad Seenfa & © ?
Whether the officer belongs to Scheduled Caste /
Scheduled Tribe ?

5.  gaH UeHH

Present Grade

6. acHM YseH A MYfad o ak

Date of appointment to the present grade

7. S A0RRIAN BT AW gga™ Fe e 39 9y
e 2 q1 U¥d & A1 BT DI A |

Name of Officers with designations with whom
employed during the year and the period served with
each

8. wcdl uREm et & FRY 9§ F IS W
JURIfT @ srafey
Period of absence from duty on leave, training, etc.
during the year



qRT — 2 — 3TH Jedib
Part Il - Self Appraisal
(9 Rurekri| 1fa s W)

(To be filled by the Officer reported upon)

P BT Al faaor

Brief description of duties

......................... H v, dB DAY /B @R H
FRHER gRT fhy T B BT Wfed—aR | $HH
Sad IY /A Y JuA A9y Suafer o fordy
Y| Id SUAfT F B APl & A BRUT ford |
(Ffera—R 100 TRl ¥ MfSFd T B qUT SUART
PRIY MY WE db AIAd IR ERIRd 8FT

EUE)
Brief resume of the work done by you during the
year/period from ............. to ..l 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)

AT — 3: Ruicwhat AR gRT JeaidA
Part lll - Assessment of the Reporting Officer
(Ruan ufdfle &R & gd yua & o H QU Y <9l &7 e gdsd ue o)

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

IRHN gRT fhy T & & Affa—aR (M2
BT FAF 2) § O G for@r T T N O[SEN
Rurdear siffer dead & ?

Does the Reporting Officer agree with each and every
significant statement contained in the resume (Col. 2
of Part 1) of work done by the officer?

ARG Q90T
State of Health

SuRafa & FHafaadr vd a9 @) gre=

Regularity and punctuality in attendance

YT B H CETal AR YgaT

Proficiency and accuracy in stenographic work

giE, SgHar 3R gRsmeierar

Intelligence keenness and industry

T IR WA AMl IR BRI B T H
fargqrerar |

Trust worthiness in handling secret and top secret
matters and papers



10.

11.

12.

13.

14.

BRI ST BT T AR I8, FEhRI & oy
LIS BRTG Bl FHI H UR[A BT |

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

29 3y 99 arel AWe gfe 9 efere | ' WY
g GARed $ H AR AT |

General assistance in ensuring that matters requiring
attention are not lost sight of.

AN Pl R JoATwIc Bl FoeH d g &R

Initiative and tact in dealing with telephone calls and
visitors

AT feuforyl, U dRiga, AR—We g9 Bl
JrAT IR Gferd faaRer anfe IR BRA BT I
@ 39 IR & R AMBR 7 By B)

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)

(P) T 3 HHANI H DI 1IN AL AR /AT BIs
JAEROT U7 T AN & b BRI IqHI
foy g & & forg =99 s @1 & @)
e &1, I HUAT 9 F&I0N BT HeY H Ioold P |
(a) Has the officer any special characteristics and/or
any outstanding merits or abilities, which would justify
his/her selection for special assignments. If so, please
mention these characteristics briefly.

(@) o PR &3l H 39 HHIAN B SuGddl D
fova # Ry (39 forg SUged MR ugd
)

(b) Recommendations regarding suitability for other
spheres of work. (This should be substantiated)

FT I= Ul 3rafy § ISRIFAr & &1 w1 3rerar
¥l T BRT A SC—HeHRT TIT B |

IST B AT e H Iooid N |

Has he/she been reprimanded for indifferent work or

for other causes during the period under report? If so,
give brief particulars.

e, IR IR TvE, raH ael sHaRal &
AT ), JRTETRIRGl e |fEfed €, @l
A HoATh |

General assessment of personality, character and
temperament including relations with fellow
employees, amenability to discipline etc.

THTST (@@ AT fay T fader a1 < )

Integrity (Please see instructions)




15.

16.

T
Place:

f&T:

Date:

SORUT (SRAIRY / 98 3resl / 3<el /3id
/3T | B )

O fHA At AR BT d9 IH AR B Sofy
# gofiqa T fear s afey o9 9@ & SaH
AR 0T 3R e 7 <@ MY 8 39 UBR
@ MBIV & fory Woee SMuR far S=r =nfey )

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.)

JIGIa Sl IR /a1 g Seentdl &
faepTa iR gRem ¥ yTaemferdr:

Effectiveness in the development and protection of
Scheduled Castes and/or Scheduled Tribes.

() TR SAferdl 3R /A1 SYfa Siorfadl &
gfr gfearor |

(a) Attitude towards S.Cs and/or S.Ts

(@) AT =T & Ui ddeeiierar |
(b) Sensitivity to social justice

(M) STgrad S SiR /AT S SISl &
Ui AR DI b1 AR ST T G
A H @R Td g9El BRAS B DI
I |

(c) Ability to take quick and effective action to
prevent and quell atrocities and ensure justice to
S.Cs and/or S.Ts.

(B) IR SRl SR /AT STfd TSl
&7 fapra Hxa o garaeierdr |

(d) Effectiveness in bringing about the development
of S.Cs and/or S.Ts

Ruréamar rferer & gwer
Signature of the reporting Officer
e 3feRT H A,

Name in Block letters

g (RUTE erafy & SRm)

Designation (during the period of report)

feweft — If ufdema wfafe <1 Sy, =8 T8 YuR FH 9ol AW B IR H 8 AT T YIR G T QN B, A1 g8 AP Bl

g o S TRy | weg v )a ww @ Rafe w1 9r, S Rfe 5y 1o sty @ weier A frar i wee off
wfeafera &), gfoa frar s @Ry |

Note : — Where an adverse entry is 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.



+ Uhfa] BT W WX 99y = gfear o= S =nfev |
* The following procedure should be followed in filling up the column relating to integrity:

IR BRI BT THTST R DIS T A8l DI ST Feball al 9T foRam Y |
If the Officer’s integrity is beyond doubt, it may be so stated.

IfE Blg BT T Fag 8 ol W @Tell Ble a1 SY AR 1 foRd IJaR Hriare!

ST

If there is any doubt or suspicion, the column should be left blank and action taken as under:

()

T & T T ool fordt Sw iR 99 W FRfarE @ W | g9 fouof o
T fer Mt Rerd & Ay onTel aRs ey &1 +ff w5 S S a7 gfad
BT 6 TH WR A PRATE Sfeal Bl | S8l (1T JHIO ST ferdl
fewolt foran wwa 7 & a8t Rudawal afferr &1 @ a1 g8 o =nfey &
fAfea fofls W ugem & forg S9 e &1 FM e @ oy It awg T2
e & dryar g & e & fAud ®1E 91d S9S g # el 378 7

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 note, the Reporting
Officer should state either that he had 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.

I Sl BRATS & HoRawy BN I Hag §3 & ofd & df AESRT B
TUHAST YA @1 ST @1y do degar oy Rue o ufafe &1 S
=Y |

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.

Ife wrerell AT WaEl @I gite 8 SRl 81 T g8 qrd 91 fffeifad &1 S =gy
T e B BT faffaq Jfad o S @Ry |

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

I Iacdl HRATS & Holawy, UHY AT Fag 7 d G2 8 8l 3R T & ITdh!
gfte il 81 A |8 AR A Tb APRI B ATIRY BT facld fBAT Sl
MY IR IFqD I8 IW (@) 3R (1) H AW AR HRATS DI ST AR |

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.



