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GOVERNMENT OF HARYANA
' Form of ‘Aungal Cosfidentfal Report®

i ; {For Clerks and other posts of similar nature in Group “C")

o Department :— =

® ! OfficefBranchSoction =

|
"Perivd under Report :——— —

i Part—I

! 1. Name of the employee

! 2. Father's name :
l . 3. Designation of the post held :

Reporting Authority——————————— Reviewing Authority ——Accepting, Authority

; Part—01 |

; Important Notes : 1. Before writing the  Annual Confidential Report,
o, | the  Reporting/Reviewing/Accepting Authorities
a. | should read carefully the instructions given in the

end of this form,

2. Unless otherwise specified to the contrary, Lhe
| Reporting Authority should make use of one of
the gradings, i.e., ‘Cut:tanding’, “Veiy Good’,
i ‘Good’, ‘Average’ ‘Below Average’ in the Box-
i Blocks provided against each column.

[ L. Brief of duties assigned } — —

|
2. State of Health s _!
3. Conduct and Character ‘
- ]
1. Punctuality and Regularity in ¢ = -
Altendance. |
5. Ability to get along and behavigur
with
(a) Superior cfficers () J —_————
e ] e S

(b) Colleagues (b) l.— - -

\ {c) Public (©) st




10.

L1,

12.

14.

15.

Amenability to Discipline.

Devotion to duty and Hardworking.

General Intelligences an i kionaess
to learn.

Knowledze about Dpartmeant/
Branch and Offize procedura.

Proficiensy in use ol Staic
Language ‘Hind? in his day to
day official work.

Whethar the employee stays at his
Hsadquarters aft:r closinz of office
and during bholidays ?

Prof iciency and Azcuracy in
Ty»ing.

Praficiency in work of maiatsnance
of Registers, Files and other record .

Lnitiative aad willingnsis t paform
any job of responsibility. -

Assessment of Integrity :

Has anything come to your notic:
which reflcet adversely on the
official’s integrity or his abili‘y to
honestly exezute his duties ?
Reply in “Yes” or **No.”

If yes, please give details.

Whether there are any ‘Adverse
Remarks’ on the work and conduct
of the employes 7 Reply in “Yes
or uN“'“

If ves, please give details.

Has the official done any outstanding
or notabls work meritting ? Reply
in “Yes” or *‘No”.

If yos, pleass give details.

Suitability for promotion or Higher
Scale of Pay.
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9. Overall Grading based on the assessmient
made from Sr. No. 2to 17.

i

Name in block letters:
Designation:
—— Date —————— e,

REMARKS OF THE REVIEWING AUTHORITY
ick (/) one of these three (2) 1 endorse the above remarks.

(a), (b) & () and
ike out the remaining (b) I pgencrally agree with the above views
o) subject to the following observations :

—— Signature of the Reporting Authority
=y

() Tdo not agree with the above remarks in
column :
Sig nature of the Reviewing Authority
Name in block letters :
Designation —
= Date :— -
~——~4 REMARKS, IF ANY, OR COUNTER SIGNATURIS CF THE ACCEEFTING AUTHORITY
g -Signature of the Accepting Authority.
Name in block letters :
Designation :
Date :— -
IMPORTANT INSTRUCTICNS FOR FILLING IN THE FORM
The following prescribed time schedule for writing Annval Confidential Report may str ictly be
—— § adhored to :—
(2) The Reporting Autharity must write the report before 15th April,
(b) The Reviewing Authority must rocord its comments before 30th April, and
————18 (¢) The Accepting Authority must record its acceptancc before 15th May.
The Reporting Authority should use the prescribed terminology fur each item and write one of
the choices in the box-block mentioned against these items.
\The Reposting Officer should record ‘adverse remarks’, if any, in colunn at St. No, 16 and
nothing be written alongwith the box-block meant for Grading only.

S

While recording remarks on ‘Intogrity’ in golumn at Sr. No. 15 instructions contained in pari 4
of Consolidated instructions on confidential reports, read with instructions No. 6l 120/85-8(1),
dated 17.12.1985 must be gone through carefully.

he Reporting Officer should make a mention of any defect noted and any punishment inflicted
on the employee or written warning(s) issued to him, during the period under report to give
correct picture of his work and conduct.

Report should bea true and objective assessment of the employec’s ability and
aracter as reflected in Lis day to day official work during the period under report.

ignatures  in  full aloagwith datc be put up by the Reporting/Reviowing Accepting

s s e
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GOVERNMENT OF HARYANA
FORM OF ‘ANNUAL CONFIDENTIAL REPORT - Wi 4

~ (for Assistants and other posts of similar nature in Group ‘C")

Departiment =—— ———. i

Officé/Branch/Section : N — A =

Period under Report :—

PART—I
1. Name of the employee :—— —
2. Father's Name :——— S—— e -
3. Designation of the post held : T
Reporting Revizwing Acceptling
Authority— —— — ~Auothority— — ———— . Authority -
PART—II

Before writing the Annual Confidential Report, the Reporting/Reviewin
Accepting Authoritics should read carefully the instructions given in the ¢

of this form.
2. Unless othsrwise specified to the contrary, the Reporting Authority shor

make use of one of the gradings, i. e. ‘Outstanding’, ‘Very Good’, ‘Goce
< Average’, ‘Below Average' in the box blocks provided against each colus

Important Notes : 1.

——

1. Briel’ of duties assigned

2. - State of Health

3. Conduct and Character I

4. Punctuality and Regularity in attendance !

5. Ability to get along and bzhaviour with l—

(1) Superior Officers (a) ! AN

(b) Colleagues (b)

(¢) Public () | = S




Amenability to Discipline
Devotion te duty and hardworking
General Intelligence and keenness to learn

Knowlcdge about Department Branch and
Office procedure

¢
Proficicnoy in usc of State Language Hindi
in his day to day official work

Whether employee stays at his Headguarters
lal‘te_-r closing of office and during holidays ?

| Reply in “Yes’ or ‘No®

Promptness and Accuracy in disposal of work

Knowledge of Rules, Regulations and
instructions in general and with particular
reference to the work allotted to him
Quality of work _

(Detele the sub-clause(s) which is;are not
related to his work)

(2) Ability to apply the relevant Rules and
Regulations correctly

(b) Capacity for examining cases thoroughly
1 and comprehensiveness ;

() Quality of Noting & Drafting
(d) Proficiency in Cash Handling

le) Proficiency in Store Management
)

[f) Proficiency in Accounts matters

Organi.ation of work :

(a)

(b)

(c)

(d)

o

()

A : 1 ] =
a) Retrieval of papers/information references (1)
- o

— e ——

e e e e e e} —_—

S R ——

B e —




{b) Keeping the work place tidy and the
record syslematic.

Assessment of Infegrity :
Has anything come to you
reflect adversely on the official’s integrit
ability to honestly execute his duties 7
Reply in “Yes’ or ‘No’
If Yes, please give details.

16.
¢ notice which

y ox his

remarks on tho

ER—

e . s

17. Whether thero are any adverse R
work and conduct of the employee 7 Reply |
in *Yes' or ‘No’ s ettt
If Yes, please give dotails.
18. Has the official done any outstanding or notable — et
work meritting 7 Reply in Yo' or “Neo’ l
If Yes, pleasa give doetails. T
19. Suitability for promotion or Higher Scale of
Pay (Use term ‘Fit" or “Not Yet Fit' or “Not Fit) \
99 Overall Grading based on the assessment made -
from Sr. No. 2 to 18 above.
Signature of the Reporting Authority
Name in block lettersim———————"—"—"""
Designation: — ——
Date :
REMARKS OF THE REVIEWING AUTHORITY
(Fick one of, these thres items (a), (V) & (©) (a) I endorse the above rcmarks.
and strike out the remaining two).
(b) I generally agree with tho above views subject to

(¢) I do not agree with t

Remarks, if any, or Counter signatures of ¢

the following observations.

e ———————

he above remarks it

—_—

column : —————

Signature of the Reviewing Authority

Name in Block letters :——

Designation !
Date :

he Accopting Authority.
Signature of the Accepting Authority
Name of block letters :
Designation !

Date :
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IMPORTANT INSTRUCTIONS FOR FILLING-IN FORM

The following prescribed time schedule for writing Annual Confidential Report may strictly be
adhered to :(—

(1) The Reporting Authority must write the report before 15th April,
(b) The Reviswing anthority must record its gomments before 30th April and
(¢) The Accepting Authority must record its acceptance before 15th May.

The Reporting Authority should use the prescribed terminology for each item and write one of ths
choices in the box-block mentioned against these items.

The Reporting Officer should record ‘adverss remarks’ if any, in column at Sr. No. 18 and
nothing be written alongwith the box-block meant for Grading only.

While recording remarks on ‘Integrity’ in column at Sr. No. 17 instructions contained in para 4
of Consolidaled instructions regarding confidantial reports, read with instructions Mo,
61/20/85-S(1), dated 12-12-85 must be gone through carefully.

The Reperting Officer should make o mention of any defects noted and any punishments inflicted
on the employee or written warning(s) issued to him, during the period under report to give a
correct picture of his work and conduct.

The Report should be a true and objective assessment of the employee’s ability and character as
reflected in his day to day official work during the period under report.

Signature in full alongwith date be put up by the Reporting/Reviewing/Accepting Authorities .




OFFICE OF THE PRINCIPAL, GCW PUNHANA
JTO

The Director General Higher Education, Ha ryana
Shiksha Sadan, Sector-05, Panchkula

Memo No:-(;:,CLJP/Qg} IRe8 £ 110 Dated:- | S-0S5-R 0o
Subject: - Regarding Maternity Leave along with Station Leave

Respected Sir

It is for your kind consideration that I, Dr. Sapna, Officiating Principal (DDO), GCW Punhana, am
Pregnant and expected date of my delivery is 25" May 2020. So, you are requested to grant me
maternity leave of 180 days i.e., 18 May 2020 to 13 November 2020 along with station leave. In my
absence, Mr, Deepak, Assistant Professor in Commerce, will look after the college.

Thanks and Regards

A4

u_’-!- ¥
N

Principal Foe it

GCW, Punhana Ao

Encl:

(1) Long Leave Performa

(2) Self Attested Copy of OPD Slip

(3) Self Attested Copy of Certificate issued by Civil Surgeon
(4) Affidavit

A copy of the above is forwarded to the following for information and necessary action:-

(1) The Deputy Commissioner, Nuh
(2) Mr. Deepak, Assistant Professor in Commerce
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“GCW, Punhana
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Haryana Public Service Commission, Panchkula

Search

HOME ABOUT US NOTIFICATIONS ADVERTISMENTS SYLLABUS RESULTS ACTS/RULES RTI TENDERS LINKS CONTACT US

IMPORTANT LINKS % WHAT'S NEW

Click Here To Download Admit Card For The -
Posts Of Civil Judge (Junior Division) Main
Examination - 2023-24 Held From
12.07.2024 To 14.07.2024

Announcement regarding Subject
Knowledge Tests for the various posts
of Senior Scientific Officer (Ballistics,
Explosive, Toxicology, NDPS,

L ,i;:;} T T Psychology, Li-Detection, Scene of
- Crime, DNA) in FSL Madhuban, Karnal,
PREVIOUS QUESTION PAPERS it BRCRIN Bitsine | TR
Click Here To View Previous .‘ . ru § | T e [ - e e e Announcement regarding Scheme of
Question Paper ! mmeeme anmANRmE I B B I Pattern & Syllabus for the posts of

Manager (Electrical) in Haryana State

. - e : == Industrial & Infrastructure Development
APPLY ONLINE Corporation Limited {Advt. No.

) ) 1(3)/2018)
Click Here To Apply Online For Advt. No.

16 Of 2024 - Ayurvedic Medical Officer ABOUT US Announcement regarding Scheme of
(Group-B) In Health & Ayush Pattern & Syllabus for the posts of Sub

Department, Haryana Divisional Engineer (Electrical) in
P o Public Service Commissions, both at the Union and at the State level, are amongst the most important Develupmentgand lea:nchayat )
Click Here To Apply Online For Advt. No. Public Institutions with long traditions which have served well. The establishment of this Institution Department, Haryana (Advt. No.
17 Of 2024 - Nutritionist (Female) L . . o . 54/2023)
Gazetted In Women & Child had its origin in the history of Indian nationalism and the persistent demand of the leaders of freedom
Development Department, Haryana movement for progressive Indianisation of the Civil Service under British Raj. The Montagu- Announcement regarding Scheme of -
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