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Department :

GOVERNIIENT OF HARYANA

T1ORM OF'ANNUAL COMIDENTIAL REPIORT'

(For Assistant snd other posts of similar nature in Group 'C')

Office /Branch./Section :

Pe od under Report :

PART-I

l. Name ofthe emploYee :

2. Father's Narne :

3. Designation ofthe post held:

Reporting

Authority

Revicwing Accepting

Authciity Authority

(a)

(b)

PART - tI

Important Notes'. l. Before writing the lnnual Confidential Repon, the R€porting/ReYiewing i '\-cepting

Authorities shoulrl re"'1 carefully the instructions given in the end ofthis form

2.Unlessotherwisespeeifiedtothecontrary,theReportingAuthorityshouldm.icuseof
oneofthegradingsi€..'Outstanding','V6ryGood','Good"'Average"'Below,i:mge'in
the Box-Blocks provi4ed against each column'

l. Brief of duties assigned

State of Health

Conduct and character

Punctuality and Regularity in

Attendance.

Ability to get along and

behaviour with :

(a) Superior Officers

(b) Colleagues

(c) Public

4.

6. Amenability to Disdipline

7. Devotion to duty and

Hard Working

(c)

tl

I
I



Gcneral Intelligence and

kcenn€ss to leam

Knowledge about Depaftnent,
Branch and Office proccdure

Proficiency in use of Statc
Ianguage 'Hindi' in his day to
day Official work.

Whether thc employee stays at
his Headquarters aftcr closing
of oftice and during holidays ?

Reply in'Yes' or 'No'.

Promptncss and Accuracy in

disposal ofwort.

Whethcr the official dcliven
tlc scrvices or disposc of thc
casc in a giv€n time Aamc?
(Rcply in 'Ycs' or 'No')

14. Knowledge of Rules, Regulations

and instructions in general and

with particular reference to the

work allotted to him

15. Quality ofwork :

(Delete the sub-clause (s) which is/are
not related to his work)

(a) Ability to apply the relevant (a)

Rules and regulations correctly

(b) Capacity for exarnining cases (b)

thoroughly and comprehensive-
ness

(c) Quality ofNoting & Drafting (c)

(d) Proficiency in Cash Handling (d)

(e) Proficienry in Store Maugement (e)

I t.

I

€
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t6.

(fl ProficiencY in Account

matt!rs

Organisation ofwork:

(a) Retrieval of papers/information (a)

references

(Dl

Name in Block Lefiers:

(b) Keeping the work Place tidy

and the record systematic

17. 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? RePIY in'Yes' or 'No''

If'Yes', Please give details

18. Whether there are anY 'Adverse

Remarks' on the work and

conduct of the emPloYee?

Reply in 'Yes'or'No''

If'Yes', Please give details'

20.

Has the official done anY

outstanding or notable work

meriting ? RePIY in'Y€s' or 'No'

IfYes, please give details'

Suitability for Promotion or

Higher Scale ofPaY

(Use term 'Fit' and 'Not Yet Fit'

or 'Not Fit')

Overall garding based on the

assessment made fiom

Sr. No.2 to l8 above.

19.

(b)t

Signature of the Reporting Authority

DGignation:

Date:
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REMARI(S OF TIIE REVIEWING AUTIIORNY

(Tick (/) mc of thcs€ lhrcc itcms (a) I endorse the above rernarks

(a), O) a(c) ano strike out tne $) I generally agree with the above views subject to the

r"."i"ingt"ol llowing observations'

(c) I do not agrec with the above remarks in

coloumns

. Signature ofthe
' Name in Block

Reviewing Authority

Designation:

Date:

REMARI$,IFANY,OR COUNTER STCNATURES OF THE ACCEPflNG AUTHORITY

Signatue of the Accepting Authority

Name in Block [rtters

Designation

Date

IMFORTANT INSTRUCTIONS FOR FTL[,ING IN THE FORM

Letters:

l..I.hefollowingprescribedtimescheduleforwritinsamualconrldentialReportmaystrictlybeadheredto:.

(a) 'Ihe Reporting Authority must write the repofi before 15th April;

(b) The Reviewing Authority must record its comments before 30th April; and

(c) The Accepting Authority must record its acceptance before l5th May'

2.TheRePortingAutiroriryshouldusetheprescribedterminologyforeachitemandwriteoneoflhechoicesin
the box-block mentioned against these items.

3.TheR€portingofficershouldrecord.adverseremarks'ifany,incolumnatSr.No.isandnothingbewritten
along with the box-block rneant for Grading only' 

l

4. While recording rer:rarks on 'Integrity' in column at sr. No.l7 instructions contained in para 4 ofconsolidated

instructions onionfidantial repori, read witt, inst uctions No. 61/20l85-S (l), dated 12-12- 1985 mustbe gone

through carefully.

5.TheReportingofticershouldmakeamentionofanydefectsnotedandanyprmishmentinflictedonthe- 
*pfot"" o, ititten waming (s) issued to him, during ihe period mder report to giYe a correct picture of his

wott and conduct.

6.TheReportshouldbearueandobjectiveass$smentoftheemployee'sabilityandcharacterandreflected
in his diy to day official work during the period under report'

T.signafuresinfutlalongwithdatebeputupby(heReporting/Reviewing/AcceptingAuthorities.


