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IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

The following prescribed time Schedule for writing Annual Confidential
Report may strictly be adhered to:
(a) The Reporting Authority must write the report before 15" April:

(b) The Reviewing Authority must record its comments before 30" April:
and
(c) The Accepting Authority must record its acceptance before 15" May.

[}

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




3. The Reporting Officer should record ‘adverse remarks’ if any. in column at
Sr. No.17 and nothing be written alongwith the box-block meant for Grading
only. (Group-C)

4. While recording remarks ‘Integrity” in column at Sr. No. 16 (Group-C),
instructions contained npara 4. of Consolidating instructions on confidential
reports, read with instructionsNo. 61-20-85-S(I), dated 12.12.85 must be gone
through carefully. The Reporting Officer should make a mention of any defects
noted and any punishment inflicted on the employee or written warning(s) issued
to him during the period under report to give any correct picture of his work and

conduct.

5. 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.

6. Signatures in full along with date be put up by the Reporting/ Reviewing/

Accepting Authorities.
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This should contain an overall assessment of the Officer’s personality, his/her good
qualities and shortcomings and should be particularly in reference to the following points viz.
quality of mind (originality, comprehension and knowledge of works), power of expression (on
paper and discussion), power of acquiring general information, attention to details,
industriousness and consciousness, judgement, speed of disposal, willingness to accept
responsibility and to take decisions, relations with subordinates and colleagues, public relations
etc.

If Officer has been reprimanded for indifferent work or for any other cause during
the period under review, brief particulars should be given. If the officer has done any outstanding
notable work, mentioning commendation, brief mention should be made.

Sr. | Particular's - Reporting Reviewing
No. Authority Authority
1 | 39eN @ ferdt wifar
2 | &@war qun qfe
3 14 & tuerH 7 ehear
g : .
5 | d M |/ W
6 | fawra atw=Ret &1 ke
WHR &1 Afr &1 aRurat
7 amura Refa 9 ufefpar
8 fafed sRiER & fFaerq o
Wl
9 | @ afrer srataa e i

@ a1e ol wfeedt @ et 4
9 HEATAI UY XEdl 2
Ferar e

gchte, dgd AW,  IHW,

Reporting Authority Reviewing Authority
(Stamp & Signature) (Stamp & Signature)

f 'iép_ac_e far Accepting Authority Only)
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FORM OF ANNUAL CONFIDENTIAL REPORT
(For Veterinary Livestock Development Assistant)
Department of Animal Husbandry & Dairying, Haryana

Faind GOl TOBIE S .  coivimn st VUSSR

. e ol DI  ........ovoinmaar st R SRR KT RS
 Father's Name
¢ Date of Birth

« Status of Health

....................................................................
....................................................................

¢ Date of entry into
IR sl o e e SRR SRR s e AR i

+ Place of Posting alongwith
can o g RSO, . 1! < . SO s

Part-ll
Grade the performance of employee by giving points in the range maximum to the
points specified in front of Sr. No. 1 to 12 below:

Sr. Particulars Maximum Points by
No. Points Reporting
Authority
1 Artificial Insemination 10
> Livestock Vaccination 10
3 OPD 10
(Under supervision of Vety. Surgeon)
4. Maintenance of record of institutions 10
5. Assisted in implementation of 10
Departmental Schemes/ programs
8. Sample Collection 05
7 Castration, De-horning, De-Budding and
: 05
De-beaking
8. Punctuality, Regularity and Discipline 10
9. Handling of supported ailments 05
10. | General Intelligence, Hardworker and 10
behavior
11. | Performance recording of cow and buffalo 05 |
12. | Timely delivery of services " 10
Total Points .

1 100

)

(7
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Part-lll

Sr. Particulars ( "Yes' or ‘No') with

No. justification

13. Have any things come to your notice which Reflect
adversely on the employee’s integrity?

If yes please give details on separate page.

14. Whether there are any adverse remarks on the work
and conduct of the employee?

If yes please give details on separate page.

15. Has the employee done any outstanding or notable

-
work meriting?
[f yes please give details on separate page.
Note: The following grading is indicative and not definitive
0-39 40-59 80-75 76- 90 91- 100
Below Average Average (B) Good (B+) Very Good Outstanding (A+)
(C) (At)

Overall Grading

Signature of the Reporting Authority

Remarks
Signature of the Reviewing Authority
Name in block letters:....................
BRI i .o 4o s epusss ensis
Remarks

...........................




IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

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

. While recording remarks on 'Integrity’ in column at Sr.No.13, instructions
contained in para 4, of 'Consolidated' instructions on confidential reports, read
with instructions No. 61/20/85-S (1) dated 12.12.85, must be gone through
carefully.

. The Reporting Officer should record Adverse Remarks' if any, in column at
Sr. No.14 and nothing be written alongwith the box block meant for grading only.

. The Reporting Officer should make a 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
Repot.

Signatures in full along with date be put up by the Reporting/ Reviewing/
Accepting Authorities.
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SELF APPRAISAL
VETERINARY LIVESTOCK DEVELOPMENT ASSISTANT

DEPARTMENT OF ANIMAL HUSBANDRY & DAIRYING, HARYANA
PRI TRV VRAR oo i sonthiniisransGrm

PART-I

1. BIODATA
1.  Name

il.  Father's Name
iii.  Designation
iv.  Date of Birth
v.  Date of entry into Govt, service

vi.  Date of present place of posting

alengwith the name of District

vii.  Details of Trainings undertaken
during the financial year

2. General Information about livestock in the area:-
i. Livestock Population of area

a) Cattle Buff

Sheep Goat Pigs Total
b) Poultry
ii, Breed able Population in the area:-
Cattle Buffalo

iii. Number of Gaushalas/ Nandishalas in the area

3. Achievements under Breeding Activities:-
i. Conventional Semen:-
a. Artificial Insemination work:-

Sr.No. | Species Targets Achievement Y%age Remarks if any
1. Cow 3. 00
Z. Buffalo '
b. Calves Born -
Sr. No. Species Targets Achievement Yage Remarks if any
1 Cow
Buffalo : d
ii. Sex Sorted Semen:
a. Artificial Insemination work:-
Sr. No. | Species Targets Achievement Yage Remarks if any
i Cow
b. Calves Born :-
Sr. No. Species Targets Achievement | _%age | Remarks if any
1. Cow I
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iii. Scrub Bull Castration (Nos.):- Gaushala Stray Total
iv. No. of Bulls Supplied in the area (if any)
4, Achievements under Animal Health work:
i) Vaccination:
Sr. No. Name of Vaccination Targets Achievement | %age Remarks if any |
1 HS and FMD Dual Vaccine
2 Foot & Mouth Disease
3 Black Quarter
4 Enterotoxemia
5 Sheep Pox
6 Swine Fever
T Brucella
8 Rabies
9 Any other
ii) INAPH Updation :
Sr. Name of Eligible Animals Animals Y%age Remarks
No. | Vaccination Population Vaccinated data Uploaded
Uploaded
On INAPH

1 HS and FMD
Dual Vaccine

2 Brucella

3 Any other

iii. Veterinary Health Care work performed under supervision of area Veterinary Surgeon:

Sr. | Particulars Outdoor | Health and Infertility | Grand Total | Remarks if
No. Camps any
Target | Achievement | Target | Achievement | Achievement

1 OPD Cases

2 De-worming

Total

iv. Details of Minor Veterinary Services Provided

Sr.No. | Type of Minor Veterinary Services

No. of Cases




v. Disease Diagnostic and Surveillance Work:-

vi.

No. of Sera Samples Collected
No. of Faecal Sample Collected
No. of Bload Sample Collected
No. of Urine Sample Collected

No. of Milk Sample Collected

No. of Any Other

3/5

(Please Specify) Sample Collected

5. Assisted in Departmental Developmental Schemes in the area allotted under GVH/GVD:-

Sr. Type of Unit Target Achievement Remarks
No.
1 No. of Buffalo
Recorded
2 No. of
Indigenous cow
recorded

ii. Assisted in Establishment of Livestock Units under various departmental schemes for General Category in

the area allotted under GVH/GVD:-

Sr. No. Type of Unit Target No. of unit established Remarks
1 Dairy unit
2 Sheep unit |
3 Goat unit g
4 Piggery Unit
5 Backyard Poultry

iii. Assisted in Establishment of Livestock Units under various departmental schemes under SCSP scheme in

the area allotted under GVH/GVD:-

Sr. No. Type of Unit Target No. of unit established Remarks
1 Dairy unit :
& Sheep unit
S Goat unit
4 Piggery unit
5 Backyard Poultry

6. Assisted in Establishment of Livestock Units under other schemes other than departmental schemes in the
area allotted under GVH/GVD:-

Sr. No.

Type of Unit

Name of
Scheme/Deptt

No. of unit established

Remarks

Dairy unit

Sheep unit

Goat unit

Piggery unit

Nk Wi

Backyard Poultry

7D
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7. Assisted in Livestock Insurance scheme in the area allotted under GVH/GVD:
Type of Animal Beneficiary Claim Lodged | Claim Claim
Activity Insured Rejected Amount
; Disbursed
General
SCSP

PART - D (Achievements under Miscellaneous Activities)

8. Assisted in Mukhyamantri Antyodaya Privar Utthan Yojna (MMAPUY ) scheme in the area allotted under

GVH/GVD:
Applicant Total Applications | Applications | Total Application | Remarks/ E
applied/Received| Applications|sent to bank | Sanctioned | Unit Rejected Reasons for :'
for AH Schemes | processed by Bank Establis rejection if Any |
hed |
I
9. Publicity & Extension Works:-
Sr, No. Name of activity Targets Achievement | Remarks if any
1 Women Awareness Camp
2 ASCAD Camp
3 Kisan Gosthis
4 Participation in Livestock Show/
Pashu Mela/ Agri-summit
5 PKCC Camps

10. Tree Plantation:-

11.

i. No.of Tree in GVH
ii. No.of Tree in GVD
Total tree

Miscellaneous works:-

Tagging of Animals:-
Total animals tagged in Gaushals/ Nandishala:

a)
b)

12,

13

NAIP Phase-lll Progress Report

RGM-PT (Buffalo) and RGM-PS (Cow) Report

Total Animals tagged in Area

14, Any other relevant special work /Achievement /Duty Assigned that not been covered above.

Certificate by VLDA;

It is certified that all the figures shown in self-appraisal are based on the official record as available in

GVH/GVD

Verification by Veterinary Surgeon:

(Signature and Name of VLDA with date)
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It is verified that the self-appraisal is verified based on the MPR/Official Record of the GVH
/GVD , 8s available in Office.

(Signature and Name of Veterinary Surgeon with date)



Period under Report :

Grade the performance of employee by giving points in the range maximum to the

FORM OF ANNUAL CONFIDENTIAL REPORT

(For Block Livestock Extension Officer)
Department of Animal Husbandry & Dairying, Haryana

Name of the employee  ...... PTIPLPSOMr. JURC P er et Topass L

Father's Name

Status of Health

Date of entry into

Govt. Service

Place of Posting alongwith
the name of district

Part-ll

points specified in front of sr. no 1 to 11 below.

..........................................................................

DRI RN . i iesiriacuave i e e ke S e v e aiana

...................................................................

....................................................................

Sr Particulars Maximum | Points by
.No. Points Reporting
Authority
11, | Extension work done of the Departmental schemes 10
2, Assisted the concerned V.S in Supervision:- 10
i. Vaccination & Artificial Insemination
3. Publicity of Depariment schemes and their 10
progress.
4, Report of Minikits fodder seeds. 05
5 Eligible person facilitated for Establishment of 10
Livestock unit
6. Assisted in Special Livestock Breed Progress. 10
y Assisted in Organizing:- 10
i. Kisan Mela & Livestock Show
8. Assisted committee in Selection of Animal of Milk 10
recarding.
9. Verification of Census Data 10
10. | Assisted in NADRS Application 05
11. | Progress regarding work allotted for day wise 10
progress in the block.
Total Points 100

(@‘



Part-lll

Sr. No.

Particulars ("Yes' or 'No') with

justification

12. | Have any things come to your notice which Reflect

adversely on the employee's integrity?

If yes please give details on separate page.

13. | Whether there are any adverse remarks on the

work and conduct of the employee?

If yes please give details on separate page.

14. | Has the employee done any outstanding or notable

work meriting?

If yes please give details on separate page.

Note: The following grading is indicative and not definitive

0-39 40-59 60-75 76- 80 91- 100
Below Average | Average (B) | Good (B+) | Very Good Outstanding (A+)
(C) (A)

Overall Grading
Signature of the Reporting Authority
Name in block letters:....................
POl 5. v spimss s diwnsiarivaitbens
Remarks
Signature of the Reviewing Authority
Name in block letters:....................
(5.7 ST, S O AP
Remarks

Signature of the Accepting Authority
Name in block letters:....................

...............................

/1)




IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

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

. While recording remarks on ‘Integrity’ in column at Sr.No.12, instructions
contained in para 4, of 'Consolidated' instructions on confidential reports, read
with instructions No. 61/20/85-S (1) dated 12.12.85, must be gone through
carefully

. The Reporting Officer should record Adverse Remarks' if any, in column at Sr.
No.13 and nothing be written along with the box block meant for Grading only.

. The Reporting Officer should make a 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
Repot.

Signatures in full along with date be put up by the Reporting/ Reviewing/
Accepting Authorities.




SELF APPRAISAL OF BLOCK LIVESTOCK EXTENSION OFFICER
DEPARTMENT OF ANIMAL HUSBANDRY & DAIRYING, HARYANA

PERIOD UNDER REPORT .....coinnnsnvaesssssnsressersns

PART-I

BIODATA

vi.

vil.

Name

Fathgr's Name

Date of Birth

Designation

Date of entry into Govt. service

Date of present place of posting
alongwith name of District

Details of Trainings undertaken
during the financial year

PART-II

Extension work of departmental

Schemes in the Block
Assisted the concerned V.S in Supervision:-

Vaccination
Artificial Insemination

Any suggestive measures of GVDs

Publicity of departmental schemes and their progress :-
Tagging

Insurance

Kisan Credit Card

Registration

Sex Sorted Semen

MMAPUY




D
e

4.  Report of Minikits fodder seeds

5.  Eligible person facilitated for
establishment of livestock unit

6. Assisted in Special Livestock Breed
Pragress

7 Assisted in organising :-

i Kisan Mela

ii. Livestock Show

8. Assisted committee in

Selection of animal for milk recording ......cccuvucnnnnn

R T PR

9. Verification of Census Data
10. Assisted in NADRS Application
PART-II
11. Progress regarding work allotted for day wise progress in the block
i.  Detail of work done at Gaushala
ii.  No. of school visit and education imparted .......................
iii.  Rabies vaccination and its report
iv.  Measuring progress of GVDs

v.  Monitoring of Dairies
and their progress

vi. Report Regarding organisation of
deworming camp

Certificate by BLEO:

It is certified that all the figures shown in self-appraisal are based on the official record as available
in GVH/GVD

(Signature and Name of BLEO with date)




Verification by Veterinary Surgeon:
It is verified that the self-appraisal is verified based on the MPR/Official Record of the GVH /

GVD , as available in Office.

(Signature and Name of Veterinary Surgeon with date)
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7 ' " 7 D '
(Application for Drivers of staff Cars/Jeeps and other official vehicles)

Department of Animal Husbandry & Dairying, Haryana, Panchkula
Office of the

Period of Report

1. Name of the employee

2. Father's Name

3. Date of continuous
appointmenton the post of
Driver.

Reporting Reviewing Accepting
Authority Authority Authority

PART-11I

Important Notes : 1. Before writing the Annual Confidential Report, the Reporting/
Reviewing/ Accepting Authorities should read carefully the instructions
given in the end of the form.

2. Unless otherwise specified to the contrary, the Reporting Authority
shouldmake use of one of the gradings, i.e. ‘Outstanding’, ‘Very Good’,
‘Good’, ‘Average’, ‘Below Average’ in the box-blocks provided against
each column.

I State of Health

2. Punctuality and Devotion to duty

)

Ability to get along and behaviour with

i) Superior Officers i)
i) Colleagues i)
4. Whether the employee stays at his head-

quarter after closing of office and
duringholidays (Reply in 'Yes' of

'No").

5. Technical Knowledge about the vehicle
which he drives.

6. Proficiency in safe driving and main-
tenance of the vehicle.

7 Acquitance with traffic rules and

other road signs.




10.

11,

57

2.

Name & Designation of the official

Does he maintain the log book according
to Govt. instructions ?
(Reply in 'Yes' or 'No').

Assessment of Integrity:

Has anything come to your notice
which reflect adversely on the official's
integrity. Reply in 'Yes' or 'No'. If
Yes, please give details.

Any other comments.

“Whether the officer/official delivers the
services or dispose of the case in a given
time frame ? (Reply in “Yes® or ‘No")

Overall grading based on the
assessment made from Sr.No.2
to 10,

Signature of the Reporting Authority

Name in block letters

Designation

Date

REMARKS OF THE REVIEWING AUTHORITY

Signature of the Reporting Authority

Name in block letters

Designation

Date




GOVERNMENT OF HARYANA

FORM OF ‘ANNUAL CONFIDENTIAL REPORT’
(For Steno-typists Junior Scale Stenographer and Senior Scale Stenographers/P.As)

Department of Animal Husbandry & Dairying, Haryana, Panchkula
Office/Branch/Section :

Period under Report :

Part-I
4, Name of the employee :
5. Father’s Name :
6. Designation of the post held :
Reporting Reviewing Accepting
Authority Authority Authority
Part-11

Important Notes : 1. Before writing the Annual Confidential Report, the Reporting/Reviewing/
Accepting Authorities should read carefully the instructions given in the
end of the form

2. Unlesses otherwise specified to the contrary, the Reporting Authority should
make use of one of the gradings, i.e. “Outstanding’. *Very Good’, *Good’,
‘Average’, ‘Below Average’ in the box-blocks provided against each column.

L State of Health
2 Conduct and Character
3 Punctuality and Regularity in
atlendance
4 Ability to get along and
behaviour with
(_a)gﬁper_ior Officers (a) =
(b)Colleagues (b)
(c) Public (c)
5 Amenability of Discipline
6 Devotion to duty and
Hardworking
| 7 General Intelligence and keenness to ]
i learn
' 8 Knowledge  about  Department,
Branch and Office procedure
|
9 Proficiency in use of State Language |
| Hindi in his day to day official work,




2.

Name & Designation of the official

10

Whether employee stays at his
Headquarters after closing of office
and during holidays?

Reply in “Yes™ or "No’

Proficiency in Stenography and
typing

13

14

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

Trust worthiness in handling secret
and top secret matters and papers

Handling of Dak, Files, record and
management and his office

Handling telephones, visitors, tour
programmes and engagements etc.

Assistance provided in making his
officer more effective (checking on
details) follow ups feed back progress
ete.

(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? Reply in “Yes® or
‘No'.

| If *Yes’, please give details

Whether there are any ‘adverse
remarks’ on the work and conduct of
the employee?

Reply in “Yes™ or ‘No’.

If ‘Yes’, please give details.

19

Has the official done any outstanding
or notable work meriting?
Reply in “Yes’ or ‘No’.

If “Yes’, please give details.

20

Suitability for promotién or Higher
scale of pay (use term “Fit” or “Not
yet ‘Fit’ or ‘Not yet Fit’ or “Not fit)

21

Whether the official delivers the
services or dispose of the case ina
given time frame? (Reply in “Yes™ or
GGND'!',‘-)

22

| above.

' Overall Grading based on the

assessment made from Sr. No. 2 to 19

Signature of the Reporting Authority
Name in block letters :

Designation :

Date :

(%)




3.
Name & Designation of the official

REMARKS OF THE REVIEWING AUTHORITY

(Tick one of these three items (a)  Iendorse the above remarks.
(a). (b) & (¢) and strike out the
remaining two). (b) [ generally agree with the above views

subject to the following observations.

(c) Ido not agree with the above remarks
in columns :

Signature of the Reviewing Authority

Name in block letters :

Designation :
Date :
REMARKS, IF ANY, OR COUNTERSIGNATURES OF THE ACCEPTING AUTHORITY.

Signature of the Accepting Authority

Name in block letters :

Designation :

Date :
IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

1. The following prescribed time Schedule for writing Annual Confidential Report may
strictly be adhered to:

(a) The Reporting Authority must write the report before 15" April;
(b) The Reviewing Authority must record its comments before 30" April; and
(c) The Accepting Authority must record its acceptance before 15™ May.

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

3. The Reporting Officer should record ‘adverse remarks’ if any, in column at Sr. No. 17
and nothing be written alongwith the box-block meant for Grading only.

4. While recording remarks ‘Integrity’ in column at Sr.No. 16, instructions contained in
para 4, of Consolidating instructions on confidential reports, read with instructions No.
61-20-85-S(I), dated 12.12.85 must be gone through carefully.

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

6. 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 repot.

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



(21)

GOVERNMENT OF HARYANA
FORM OF ‘ANNUAL CONFIDENTIAL REPORT”
(For Clerks and other posts of similar nature in Group ‘C”)

Department of Animal Husbandry & Dairying, Haryana, Panchkula
Office/Branch/Section :

Period under Report :

Part-1
1. Name of the employee :
2. Father’s Name :
3 Designation of the post held :
Reporting Reviewing Accepting
Authority Authority Authority
Part-11

Important Notes : 1. Before writing the Annual Confidential Report, the Reporting/Reviewing/
Accepting Authorities should read carefully the instructions given in the
end of the form.

2. Unless otherwise specified to the contrary, the Reporting Authority should
make use of one of the gradings, i.e. *Outstanding’, *Very Good’, *Good’,
‘Average’, ‘Below Average’ in the box-blocks provided against each column.

1. Brief of duties assigned

2. State of Health

3. Conduct and Character
4. Punctuality and Regularity in
attendance
5. Ability to get along and
behavior with
(a) Superior Officers (a)
(b) Colleagues (b)
(¢) Public (c)
6. Amenability to Discipline
1. Devotion to duty and
hardworking -
8. General Intelligence and

keenness to learn

9. Knowledge about Department ,
Branch and Office procedure




10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

3.

Name & Designation of the official

Proficiency in use of State
Language “Hindi’ in his day

to day official work.

Whether the employee stays at
his Headquarters after closing

of office and during holidays ?

Proficiency and accuracy in
typing

Proficiency in work of maintenance
Of Registers, Files and other record

[nitiative and willingness o perform
Any job of responsibility

Assessment of Integrity:

Has any things come to your notice which
Reflect adversely on the official’s integrity
or his ability to honestly execute 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
employee? Reply in “Yes’ or ‘No’

If yes please give details.

Has the official done any outstanding

or notable work meriting?
Reply in “Yes’ or ‘No’

If yes please give details.

Suitability for promotion or

Higher Scale of pay

“Whether the officer/official delivers the

services or dispose of the case in a given
time frame ? (Reply in *Yes’ or “No”)

Overall Grading based on the

Assessment made from
Sr.No. 2t 13

Signature of the Reporting Authority
Name in block letters :

Designation :

Date :

C




3.

REMARKS OF THE REVIEWING AUTHORITY

(Tick one of these three items (a) [ endorse the above remarks.
(a). (b) & (c) and strike out the
remaining two). (b) [ generally agree with the above views

subject to the following observations.

(c) Ido not agree with the above remarks
in column :

Signature of the Reviewing Authority
Name in block letters :
Designation :

Date :

Remarks, if any, or countersignatures of the Accepting Authority.

Signature of the Accepting Authority
Name in block letters :

Designation :
Date :

IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM
1. The following prescribed time Schedule for writing Annual Confidential Report may
strictly be adhered to:
(a) The Reporting Authority must write the report before 15™ April;
(b) The Reviewing Authority must record its comments before 30™ April; and
(c) The Accepting Authority must record its acceptance before 15" May.

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

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

4, While recording remarks ‘Integrity” in column at Sr. No. 16, instructions contained

in para 4, of Consolidating instructions on confidential reports, read with instructions
No. 61-20-85-5(I), dated 12.12.85 must be gone through carefully.

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

6. 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 repot.
A Signatures in full alongwith date be put up by the Reporting/Reviewing/Accepting

Authorities.




VER ARYANA

FORM OF ‘ANNUAL CONFIDENTIAL REPORT’
(For Assistants and other posts of similar nature in Group ‘C")

Department of Animal Husbandry & Dairying, Haryana, Panchkula
Office/Branch/Section :

Period under Report :

Part-1
I Name of the employee : -
5 Father’s Name :
3. Designation of the post held :
Reporting Reviewing Accepting
Authority Authority _ Authority
Part-11

Important Notes : 1. Before writing the Annual Confidential Report, the Reporting/Reviewing/
Accepting Authorities should read carefully the instructions given in the
end of the form

2. Unless otherwise specified to the contrary, the Reporting Authority should
make use of one of the gradings, i.c. ‘Outstanding’, ‘Very Good’, ‘Good’,
“Average’. ‘Below Average’ in the box-blocks provided against each column.

L Brief of duties assigned
2. State of Health =
3, Conduct and Character
4. Punctuality and Regularity in
attendance
3. Ability to get along and

behaviour with

(a) Superior Officers (a)

(b) Colleagues (b)

(c) Public (c)

6. Amenability to Discipline

T Devotion to duty and
hardworking

8. General Intelligence and
keenness to learn

9. Knowledge about Department,
Branch and Office procedure




10.

11,

12.

14.

15.

16.

17.

18.

g

Name & Designation of the official

Proficiency in use of State
Language ‘Hindi’ in his day
to day official work.

Whether the employee stays at

his Headquarters after 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
(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 examining cases (b)
thoroughly and comprehensiveness

(c) Quality of Noting & Drafting (c)
(d) Proficiency in case handling (d)
(e) Proficiency in Store Management (¢)
(f) Proficiency in Accounts Matt ers )

Organisation of work :

(a) Retrieval of papers/information (a)
references
(b) Keeping the work place tidy (b)

and the record systematic
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 ?
Reply in *Yes’ or *No’,

If *Yes’, please give details.
Whether there are any ‘adverse
remarks’ on the work and conduct
of the employee ?

Reply in “Yes’ or ‘No’.

If *Yes’, please give details.

Has the official done any outstanding

or notable work meriting ?
Reply in “Yes™ or *No'.

If “Yes’, please give details.

Suitability for promotion or Higher
scale of pay (use term ‘Fit’ or “Not
vet Fit” or *Not Fit")




/%)

3.
Name & Designation of the official

20.  “Whether the officer/official delivers the
services or dispose of the case in a given
time frame ? (Reply in “Yes” or “No’)

21. Overall Grading based on the assessment
made from Sr.No. 2 to 18 above.

Signature of the Reporting Authority
Name in block letters :

Designation :
Date :

REMARKS OF THE REVIEWING AUTHORITY

(Tick one of these three items (a) [ endorse the above remarks.
(a), (b) & (c¢) and strike out the
remaining two). (b) [ generally agree with the above views

subject to the following observations.

(c) Idonotagree with the above remarks
in column :

Signature of the Reviewing Authority
Name in block letters :
Designation :

Date :

Remarks, if any, or countersignatures of the Accepting Authority.

Signature of the Accepting Authority
Name in block letters :

Designation :
Date :

IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

1. The following prescribed time Schedule for writing Annual Confidential Report may strictly

be adhered to:
(d) The Reporting Authority must write the report before 15" April;
(e) The Reviewing Authority must record its comments before 30™ April; and
() The Accepting Authority must record its acceptance before 15" May.

2. The Reporting Authority should use the preseribed terminology for each item and write one

of the choice in the box-block mentioned against these items.

The Reporting Officer should record ‘adverse remarks’ if any, in column at Sr. No. 17 and

nothing be written alongwith the box-block meant for Grading only.

4. While recording remarks ‘Integrity’ in column at Sr. No. 16, instructions contained in para
4, of Consolidating instructions on confidential reports, read with instructions No. 61-20-85-
S(I), dated 12.12.85 must be gone through carefully.

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

6. 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 repot.

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

(]




(27
GOVERNMENT OF HARYA

FORM OF ‘ANNUAL CONFIDENTIAL REPORT’
(For the Common Cadre Group ‘D’ posts)

Department of Animal Hushandry & Dairying, Haryana, Panchkula
Office/Branch/Section :

Period under Report :

Part-1

1. Name of the employee :

2. Father’s Name :

3. Designation of the post held :

Reporting Reviewing Accepting

Authority Authority Authority -
Part-11

Important Notes : 1. Before writing the Annual Confidential Report, the Reporting/Reviewing/
Accepting Authorities should read carefully the instructions given in the end
of this form

2. Unless otherwise specified to the contrary, the Reporting Authority should
make use of one of the gradings, i.e. *Outstanding’, ‘Very Good’, *Good’,
“Average’, ‘Below Average” in the box-blocks provided against each column.

1. State of Health

Z, Conduct and Character
3, Punctuality and Regularity in
attendance

4. Amenability to Discipline

h

Devotion to duty and
hardworking

6. Behaviour & Obedience

(a) Attitude of the Officer/
Official towards other castes and
Communities.

7. Intelligence and fitness to do the
assigned tasks.

8. Whether employee stays at his Head-
Quarters after closing of office and
during holidays?

Reply in *Yes’ or *“No’

9. Assessment of Integrity :

10. Adverse remarks on work performance
and conduct, if nay. Reply in *Yes’
or ‘No’




L;f»)

.
Name & Designation of the ofticial

11.  Suitability for promotion or Higher
scale of pay (use term “Fit’ or “Not
yet Fit’ or “Not Fit’)

12.  “Whether the officer/official delivers the
services or dispose of the case in a given
time frame ? (Reply in “Yes’ or ‘No”’)

13.  Overall Grading based on the assess-
ment made from Sr.No. 2 to 10 above.

Signature of the Reporting Authority

Name in block letters :

Designation :

Date :

REMARKS, IF ANY, OR COUNTERSIGNATURES OF THE REVIEWING/ACCEPTING
AUTHORITY

Signature of the Reviewing /Accepting Authority

Name in block letters :

Designation :

Date :

IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

1. The following prescribed time Schedule for writing Annual Confidential Report may
strictly be adhered to:
(a)  The Reporting Authority must write the report before 15™ April;
(b) The Reviewing Authority must record its comments before 30" April; and
(c) The Accepting Authority must record its acceptance before 15™ May.

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

3. The Reporting Officer should record *Adverse Remarks’ if any. in column at Sr. No.
17 and nothing be written alongwith the box-block meant for Grading only.

4, While recording remarks on ‘Integrity’ in column at Sr.No. 9, instructions contained
in para 4, of ‘Consolidated” instructions on confidential reports, read with
instructions No. 61/20/85-S(I) dated 12.12.85, must be gone through carefully.

5. The Reporting Officer should make a 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.

6. 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 Repot.
7. Signatures in full alongwith date be put up by the Reporting/Reviewing/Accepting

Authorities.




