Confidentlal. MEMO. NO. V/C1-1021/58—13424-A
| : GOVERNMENT OF BIHAR APPOINTMENT DEPARTMENT
Yo :

All Departments of Government.

All Heads of Departments. ‘

. .Al] Divisional Commissioners, .

All District Officers. . . '

T . - - Dated the 11th November, 1958]20th Kartika 1880.

SUBJEGT.—Annual Confidential Reports on éazette_d Officers.

Government have observed that although instructions were issued from time to time thereis much
~confiision over preparation and maintenance of annual confidential reports and communication of ad-
verse remarks. A large percentage of these reports are recorded indifferently and prove to be useless for

all practical purposes. The undersigned fs, therefore, directed to emphasise some of the important espects
of the existing instructions and ‘to convey certain additional instructions as below :— B

(I) RECORDING OF ANNUAL REPORTS. -

*2.  Annual confidential reports are reccrded for the period Ist April to the 31st March. Ordinarily,
no report is required on a Government servant who has served under {he reporting officer for less than

four months. Certain special reports for short periods, as for instance, trainingin A. T. 8. or'in Secre-

tariat, have to be entered in Character Rolls. A reporting officer, who gaes on long léave o transfor, after
holding charge of a post for more than six months in the course of a reporting year, should record re-
marks, which will be incorporated in the annual confidential reporis on the subordinate officers; if the
period is shiorter than six months, notes on individual ofiicers should be left for the sticcessor. '

R. Reports should be recorded on the prescribed forms, _The gradation number of the officer given
in the latest edition of the Civil List, the post held by h'm, and in case he held more than ope post during
the reporting year, the exact period (with dates) during which he held particular posts must be mentioned
clearly and accurately. The report should invariably give the nams anf designation of the reporting offi-
cer also. A specimen of the form used for officers of the I. C. 3., the I A. S, the Bihar “Civil Service
{Bxecutive Branch) and the Junior Civil Service is attached—Appendix A. Different departments may
presoribe forms svited to their requirements. These forms, like the specimens, should indicate generally
the points to be covered by the report. For technical services the administrative department should devise

- special columns, covering professional and technical qualifications; but every report shoold inchude a

general assessment of the officer reported upon. -

4. Appendix B and Appendix C setforth separtely for the officers working in the  Secretariat and
outside, details of the reporting officers at diff:rent levels and the cflicers reported on. The principle
underlying this hierarchical system is that annual confidential remarks are recorded only by those who
come in direct and intimate contact with the officers reported on. Ministers record annual confidential
remarks only on officers working in the Secretariat, Heads of Departments and Divisional Commissioners,
The annual confidential remasks on the work of officers of the All-India Services, the Bihar Civil Service
(Bxecutive Branch) and the Bihar Jynior Civil Service, whose servioes are -placed at the disposal of di-
flerent. Departments of Governmeat and who are employed in the districts under such Departments,
should be recorded only by the District Oficers and-the Divisional Commissioners whe. ever they see the
work of such officers, The Departments of Goverument and Heads of Dcpartments undey whom such
officers are on deputation should not record annual confidential remarks on the work of such ' officers.
The Departments of Governmant will however, continue as_hithereto to record anpual confidential re.

_marks on the work of officers of the above services who are employed under those departments in the
Secretariat and atfached offices. _ o :
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5. If any Department of Government come to know of any instance of any particularly good or
particularly bad work on the part of an officer of the above Services employed under such departménts,
they may, as in the past send a special report to the Appointment Department for incorporating it in the
‘officer’s Character Roll. ' > ' ,

6. In ncoordance with Rule 28 (a) (xiii) of the Rules of Executive Bussiness, annual cqnfidential
reports on officers appointed by the Secretary of State or of the AllIndia Services, all Secretaries and
Additional Secretaries to Government and the principal Heads of Departments, namely, Commiasioner
of Commercial Taxes, Commissioner of Excise, Commissioner of Labour, Chief Conservator of Forest,
Chief Engineers, Director of Public Instruction, Ditector of Agriculture, Director of Industries, Director
of Health Services, Inspector-General of Police, Inspector-General of Prisons, Tnspector-General of Regis-

-tration, Registrar, Co-operative Societies, Director of Animal Hushandry, State Transport Commissioner
and Director of Gram-Panchayats must be submitted to the Chief Minister through the Chief Secretary
before they are placed on the Character Rolls. ‘ .;'" -

7. Reports should be based op personal knowledge. The report fora particula;' year should not

take into account the work and conduct of the officer reported on in a previous year or at g different
station. Where a report is not based on direct personal knowledge, but on some other officers estimate,

guch as a note left by the predecessor, or on matters which come to Jight during inspection of an officer’s

work after his transfer, the fact should be mentioned. . .

‘8. The essential point to be kept in view in reporting on an officer is that reports should be go full
as to bring ont clearly his qualities, merits as welt as defects and provide adequate material for forming
a correct and definite judgment as to how the services of the officer may best be utilised. As an officer’s
record is built up over the years, it should be possible to assess from the Character Report his, persona.
lity, chaeracter and integrity, his abilities as well as shortcomings. The record should faithfully mirror
him as a public servant. Vague remarks like “promising”, ‘“satisfactory” or “‘mot up to the mark” are
not useful, Points requiring special notice are industry, intelligence, soundness of judgment, ~integrity,

" physical health, power of control and supervision, tact, manners, relations with fellow officers and the
public. To avoid overloading of the report, particular instances of good or bad work need not ordina-
tily be given. - . ' o

9. Reporting officers should try to know personally the work of those officers on whom they have -

to write reports. ‘The reporting officet’s Jack of knowledge about his subordinate’s work, which is a sign
of inadequate supervision, is the biggest single factor responsible for such a large percentage of annual
confidential reports being of so little use. Before writing a report, say on an administrative officer, the
Reporting Officer should consult the returns which show whether he has carried out the prescyibed ins-
pection of his office and subordinate offices, whether his touring has been adequate, whether the collec-
tion of rentsetc., has been up to the mark, whether the progress of his block has been satisfactory.
Government would appreciate a clear picture, rather than too vague and gencrally an impression which
these reports tend to convey. He should also keep a note-book in which during his toufs he should make
brief notes on the individual officers whose work he sees; they will be of help at the time of the writing
of character-rolls in recording a just and comprehensive report based on personal knowledge. ©

10. The annual cenfidential report must be fair and objective. It must be a properly balgnced re-
pbrt. The reporting officer must exercise deliberate care in writing the remarks. Personal prejudices for
or against a subofdinate officer should be scrupulously kept out. Adulation or praise in superlative terms

where it is not due, as also derogatory abusive terms giving vent to one officer’s dislike of another, should

find no place in these reports. Impar'tiality and candour are expecied of a reporting officer; but restraiat
and caution are also necessaty, ‘particularly in writing about officers of the *district’ rank or ahove, or if
-an officer’s integrity and good reputation are to be called in question. ;
_ 11. While mentioning an officer’s defects in the annual report, the reporting officer shc;uld state

explicitly whether during the year, the attention of the subordinate officer was drawn to the defects,
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Superior officers are expected to sy petvise the work of their subordinates, and correct them when they
g0 wrong. This is as much their personal responsibility as any other duties. Minor feilings corrected at
(he time ' should not encumber these reports. 1f the subordinate officer has made genuine atiempts to
remedy the defects, that should also be noted. Gove roment would then have an wp-to-date appreciation

" of officer’s work and the officer would know that his efforts to improve had not passed unneticed. If

pending enquiries are mentioned in the annual treport; the final resuit of the enquiries should be inti
mated to Goverament in due course for a ppropriate entry in the Character Roll.

12. If an angual report is incomplete or obscure, jt will be retorned by the officer to-whom the
report is submitted to the reporting officer for completion or clarification as the case may be.

" (1) COMMUNICATION OF ADVERSE REMARKS.

13, Adverse remiarks recorded in the annual report on an officer~should be communicated t0 him.
sothat &ie may know his defects and try to cure them. Butthe name or designation of  the reporting
officers must never be communicated. The communication should be made promptly within three months
of receipt of the report by the authority who orders communication. All adverse remarks whether
about remediable or about irremediable defects, should be communicated because it is difficult in prae-
tice to differentiate between the two. remarks which have no finality bus in which judgement is suspene

ded, should not be communicated. Remarks which indicate that the officer has tried {o remedy defects
which wore pointed out to him in a previous year should also be communicated.

14, The form of a communication should be suited to the teaperament of the officer reported
against, the idea being not to hurt him but to help him. When an adverse remark has to be communi.

~ cated, the substance of the whole report, including favourable and unfavourable remarks, should be

commpicated. For this purpose, it is sometimes necessary to edit the remarks before communication,

- Minor faults which find mentjon in the reports may be ‘pointed out orally by the superior officer, But

;ravenaldtlsfwts should be brought to the officer’s notice in writing by the Head of the Department
personally. | T eparme

Proposals to communicate adverse remarks to officers of the Secretary of State or the All India
Services or of the State Services must be submiited to the Chief Minister, through the Chief Secretary;
a reference is invited t0 Rule 28 (a) (viii) of the .Rules of Executiv: Business, -

An exception has been made in case of officers of the Bihar Junior Civil Service. The Divisional

- Commissioner will communicate adverse remarks in the form determined by him to Sub-Deputy Collectors

working under him. In the case of Sub-Deputy Coliectors, who are on depl_uatiOn to other Departments
and whose work is not seen by a Divisional Commissioner the Head of the Department will communi.
cate adverse remarks in a form determined by him to the Sub-Deputy Collector concerned. -

In case of officers of the State Services on deputation to a Department, the adverse remarks is to ba
communicated through the parent Department.

The Commissioners and Heads of Departments, as the case may be, eutrusted with the compiun;-
cation of adverse remarks to Sub-Deputy Collectors, should forward to the Appointment’ Department by
the 15th September every year, a statement, in duplicate, of the names. of Sub-Deputy Collectors-to

whom adverse remarks have been communicated and- the form in which these communjcations have
been made.

15. An officer may make a reptesentation against an adverse remark. Where an adverse romark is
found to be really unjustified it may be suitably modified, or expunged. Proposals to modify or expupge
adverse remarks on officers of the Stato Sérvices must be submitted to the Chief Minister uader Rule 38
(a) (viii) of the Rules of Executive Business. Unless there are exceptional reasons for doing s0, Gaoverna

~ meat do not generally expunge or modify adverse remarks. A confideatial report is not a charge-shest

which the reporting officer must substantiate with facts and figures. If, after examination of & ropresen—
tation against adverse remarks, it is found that the remarks were justified and representation was frivoe

- lous, a note will be made in the Character Roll of the representationist that he did not take correctiop

io good spirit, . ..




(III) MAINTENANCE OF CHARA_CTER" ROLLS. .

a\

16, A record of the annual confidential-remarks on each Government servant is kopt in his “Perma-
_ ment Character Roll”. The parent Department maintains the Character Roll of an officer on deputation
outside the department. Where only one copy of the Character Roll is maintained, the remarks of all
the reporting officers are cntered in original. Where several copies of the Character Roll are mpintained
the original remarks are preserved separately. To safeguard against loss, it is desirable to mainiain more
~ than one copy of the Character Roll. A reporting officer should not keep copies of annual repo;t recor-
ded by him, unless he is also the authority which keeps custody of the Permanent Cliavacter Rolls.

- 17. Character Rolls should be kept up-to-date and Departments of Government should essure that.
whenever pending enquiries are mentioned in Character Rolls, the final results of the enquiriep are also _
~ duly-enteréd. Whenever any penalty under the appropriate disciplinary rules is inflicted on an officer, a - :
record of it should be made jn the Character Roll and any modification made subséquently puld also -
be entered. When parts of an annual report are expunged or modified, the words which are td be dele-
ted should be pasted over or scored through so that they cannot be read, and a reference to thy number
and date of the order modifying or expunging the remarks shonid be given on the margin. '

. {IV) GENERAL.
18 The basis for ap annual report which impungs the honesty of a gazetted officer should 'b;a care- ,
~  fylly verified, by referenceto the reporting officer himself before the report is entered in the Cha~

gacter Roll. When there is suspicion but not any proof, enquirics should be initiated but no enfry should - .
be made in the Character Roll. ;o

.-\_.""("r?

made in the annual report on every Heéad of an office and every Head of Department, stating whether he

took interestin eradicating corruption and handled corruption cases with promptness and effiency, or

- 19. To make officer realise the importance of prompt disposal of corruption cases, note; hould be
whether he was particularly remiss in these matters.

-

20. When a report is built up on the individual gpiniens of different departmental s_ui'eriors in

_ gradation, the opinion expressed by the highest of thesc authorities shall prevail. When there i a diffe-
~ reace of opinion between two or moi« reporting officers of equal rank and the contradiction is not
resolved by a - supcrior officer, Government in the department concerned will decide whosa opinion

should be accepted. Thereafter the remarks of all the reporting officers in full, along with Government’s
~ decision, will be recorded in the Character Roll ,

21. These confidential reports should not be referred to by tribunals of other bodies dea!ms with
isciplinary cases till after they have artived at theic findings on the charges framed, when a reference to
the Character Roll may be useful to assess the penalty. : S -5

4
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22. Every Secretary to Government should furnish & certificate to the Chief Secretary by the 31st
July each year that entries for thy preceding year have been made in the Character Rolls of alk the offi-
cers serving under his Department. The Heads of the Departments should furnish similar certificate to :
the Secretary to Government concerned by the 30th June and Heads of officers should furnish such -~ 7
certificates to their Heads of the Departments by the 31st May. » - '

1

23, Secretary to Government, Heads of Offices/ Departments will be personally mpo;sible for

strict compliance with the above instructions. They should take appropriate departmental action, if any
subordinate officer fails to carry out these orders. : ' i : i

24. The Departments of Government are requested to examine immediately how far their instruc-
tions governing the preparation, ctc., of annual confidential reports require modification in the lightof -
the peinciples setforih above, and take necessary action in the magter. : J i -

- R ) \ : By order of the Governor {f Bihar,
I : . . M- So RAO L g

’ Cfn’ef Secretary 1o Govarman
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moronﬁ_o LIII—Form no.85. '
m.._o-.sa of %&.n&m?waa of cofficers of the Indian Civil Service, Indian Administrative u.nu.a.m. Bikar Civil Service «m.km@:& Branch)

na& the Bihar Junior Civil Service employed on General Administration.

APPENDIX ‘A’.
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M‘ Officer should carefully observa the following instructions in the preparations
of annval confidential reports.

-'(l)- {a) It is not necessary for the reporting officer to indicate thathis opinion is based on persongl exe
perience as this is normally presumed. 'If however a report is not based on personal experience
the reporting officer should mention that his opinion is based not on bis personal experience of
the bfficer reported upon but on an estimate made by another officer or on matters which came
to lﬂs knowledge while he was inspecting the officer’s work after his transfer, as the cese may be.

(b) Offiters who bave heldvchargc of a post for more than six months shouid, when going on long
leave ot transfer Jeave for their successors reports on the officers employed under them; and these
reports should be incorporated in the annual reports together with the reporting officer’s ownr

opition.

(2) Coluumn 2—Ordinarily remarks should not be recorded on an officer who has served under the repot-
: ting officer for less than four months. If the reporting officer considers that he isin a position
to record his opinion about an officer, who has worked under him for less than four months, he
may do so but he should exercise great care in framing his report, particularly in recording an
adverse remark. The report for a paricular year should not be based on the work or conduct
of the officer reported upon in some previous year or on information gathered while either the

" reporting officer or the officer reported upon was working elsewhere : '

Provided that if a reporiiag officer inspects the work of an officer, who had served under him for less
than four months, or who had not served under him at all and comes across material which shows
that the officer- had worked remarkably well or particularly badly, he should make an observa~
tonto this effect in the annual confidential report. 1f shich material relaves to a previous year,
a geparate report should be sent to Government, who will enter the report in the officer’s charac-

ter—roll against the particular year.

(3) Column 3. —Here indicate briefly, but as precisely as possible, the nature of duties on which the officer
reported upon had been employed during the period covered by the report. In particular, it
should be mentioned in the case of a junior member of the Indian Administrative Service or a

meniber of the Bihac Civil Service (Executive Branch) and the Bihar Junior Givil Service whether
the officer had been primarily employed on judicial or executive work. If the work on which the )

officer was employed was specially important or arduous, the fact should be stated.

C)) CME# and 5.—The reporting officer should attempt to give his opinion on the following among
' . other points ‘— . : : -

(a) A general estimate of the character and conduct of the officer reporied upon, which should cover
such' points as his capacity for wock, punctual attendance, prompiness in correspondence and
regularity in submission of prescribed reports and returns, tact, common sense, energy, intelligence,
terogier, physical health angd his relations with members of the public and fellow officers. While
dealiag with the officer’s relations with the public, it should be indicated whether the officer had
been courteous and tactful or otherwise and whether he had shown a pronene:s to carn popularity

or favour by sacrificing his independence of judgment.

LS

(b) Whete the officer liad been employed in departments involving outdoor work the report should

indichte whether he had blanned his tours intcHigently and had been active and energetic and had

a wokhu knowledge of the language of the district. .

~ L h
i .

: i
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(c) It should be indicated whether the officer reported upon had exercised good control over the
departments placed in his charge and over officers and staff subordinate to bim. For examplke, jt
should be mentioned whether he had becn particularly soft or particularly harsh in dealing with
his subordinates or whether he had dealt with them in a just and judicious manner.

{d) Whether'he has special aptitude for any particular class of work, for instance, for outdéor work,
~ or the kind of work which an officer is required to do in the Secretariat. '

(e} Whena Subdivisional Officer or a Deputy or Sub-Deputy Collector had been employ-egl on Supply

and Price Control work the reportingtofficer should record his opinion on the quality of his
supply work and the general reputation enjoyed by him in this work.

Report on revenie work—

{2) Remarks on revenune work should be entered immediately under the general administration report

under a separate sub-head as indicated in columns 4 and 5 above, Unless _an officer bad been °

employed mainly on revenue duties, such as Zamindari abolition work, management of Khas-
mahal aqd' Wards Bstates, trial of rent suite certificate and land registiation cases, cess revalu-

_' ation, survey and settlement etc, it is not ordinarily necessary to enter any remarks under this sub-
head if a full report on his general administration work has already been recorded.

(b} When the officer reported upon had been employed mainly on ‘revenue duties involving outdoor
' work the report should indicate whether he had planned his tours intelligently and had been

active and energetic.

{c) Where the officer was employed on trial of revenue cases it should be stated whether he had been
prompt in the disposal of such cases. A general appreciation of his judgment should be given and
any comments, favourable or unfavourable by appellate Courts should be mentioned.

(5) Columnns 6 and 7—1It should be stated here whether the officer reported upon had been prompt in the
disposal of cascs and a general appreciation of his judgment should be given and favourable or
unfavourable comments by appellate Courts. should be mentioned.

{6) Cofumn 8—This column is intended for entry of remarks which cannot appmpri:tely be entered under
- anyother heading as for instance inthe case of Subdivisional Officers and. other officers with
independont or semi-independent charges, a reference may be made here to the manner in which
he had dealt with particularly difficult situations which may have arisen during the period under
report, . g. commuaal and agrarian trouble, food scarcity, floods etc, or with specially impor-
tant probie ns, such as a Census or General Election.

Mention should also be made in this column of the intersst which the officer reported upon had taken in -
development activities, such as organisation and running of Co-operative Societies and Gram
Panchayats-or in welfare work such as welfare of the Scheduled Tribes and the Schedule Castes.

[nstances of remarkably good w:)rk. or flagrant instances of bad work in matters of real importance
" should also be mentioned in this column.

- {7). While reporting on a Deputy Collector of 3 year's service and over, it should be indicated whether

the reporting officer considers him fit to act as Subdivisional Officer, and when reporting on
Deputy Collector already employed as Subdivisional Officer, it should be indicated whether heis
fit to continue in that post. The report should not contain any other mention about the suitabi-
lity of the officer reported upon for promotion to a higher service or selection appointment.
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P . APPENDIX B.

- 'Procedure for recording confidential remarks on officers in the Secretariat, attached oﬁees and on

deputation. ' B

.

A

Designation F officers |
E upon l

_ —
Reporting authorities |

1. Membet of Board

qf i ' _ant’_:
¢ Additiopal Member
of of Revenue., .

2. Commijsioners of
Divisions.

o P
'3, Chief $ecretary
Additiopal Chief
* Secretary, Deve-
- gafones qnd Relief
Commih;ioner.
4. () Secrethries and
o itional Sec~

 retarigs not con-

Minister-in-charge of
Revenue Department

Member and Addi-
tional Member of
Board of Revenue,
Chief «Secretary and
Ministers.

s

- Chief Miuister

Minister-in-charge of
the Department con-
cerned and the Chief

Remarks

Minister-in-charge Revenue will be requested by the
Appointment Department to record bis remarks on
the work of the Member and Additional Member
of Board of Revenue after 31st March.

Member, Board of Revenue, will forward direct to
the Appointment Department a report on each
Commissioner annually by the 15th May. The Addi-
tiona] Member Board of Revenue will pyt up his
remarks to the Revenue Minister and after the Re-
venue Minister has made any observations -that he
may wish to the Additional Member will forward
the remarks alcng with the Revenue Minister’s ob-
servations to0 the Appointment Department by the
15th May (the Additional Member is to recor his
remarks on the Divisional Commissioners on the
revenue side barring the work which goes to the
Member.) The Chief Secretary will put up draft
remarks to the Chief Minister based on the remarks
received and his own opinion. The draft as appro-
ved by the Chief Minister will be circulated to the
other Ministers. Finally, the Chief Minister will
decide what should be recorded in the character~
roll of each officer. .
Appointment Department will submit forms for
annual remarks to the Chief Minister to record his

remarks by the 15th May each year.

The Department concerned will put up forms to the
Minister-in charge who will record his remarks and
forward them to the Appointment Department by

. cerned with dev-  Secretary. the 15th May each year. The Secrefary will then
clopment pro- record his remarks, : . |
,w. | . .

(b) Secretaries and Reporting officers - Minister in-charge and Development Commissioner

. Additional Sec-  named in (a) above will record their remarks separately and send-them
_ rotari‘ concer- and Development .  tothe Appointment Department by the 15th May.-
'ned with develop- Commissioner The Chief Secretary will then record his remarks.
) mmt grmei i ) I ', ».
5. Joint Becretarics, ' Minister in-charge and  The Secretaries of the Department concerned will
Depu’_t'y}ecretﬂl‘i@& Secretary to Govern-  record their remarks and submit them to the Minjs-

-~ Undee | Secretaries
and. Assistant Sec- -
retaries to Govern-

o et !

e g — et AL

ment in the Dgpart-
ment concerned and
Chief Secretary.

ter in-charge for recording his remarks. They- will
then be forwarded to the Appointment Depariment

~ not later than the 15th May each year. Chief Sscre-

tary will then record his' remarks and- Appointment
Department will forward copies of remarks to the
Secretaries concerned in respect of the officers
whose character-rolls are not maintained in the
Appointment Departments
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Designation of officers

reported upon.

Reportmg autho::tm I

Remarks.

6. (a) Heads of Depart-

== - ments not con-

" cemed with 'the
smeontion - - of
- dapelopment pro-

(b}, Heads of Depart-
" ments concerned
with the execu-
tion of develop
-Joent programme,

7. Commissioner of

8, Inspector-General
"~ of police.

9. Joint, Deputy and

’ Addltlonal Dcputy

- ..onissioher - -and

Assigtant Develop-

ment Commissio-

.. ner (Headquarters)

10. Officers on special
- duaty to Govern-
ment.

11, Secretary, Bihar
- Legislative Assem-
bly and Secretary,

Bihar Legislative
Council.

12. Secretary to Gover-

‘por and Secretary.
" to Chief Minister,

13. Any officer on de-

putation to Union
Government or on
Forcign Service.

| Munster in-charge and

Secretary to Govcrn-
ment in’ the Dcpart—
ment coneerneds

Reporting officers
named in (2) above
and Development
Commissidner '

Minister-in charge and
Member of the Board
of Revenue,

Chief Minister and

Chief Secretary.

Chief Minister (except
in the case of Assistand
Development Commis-

sioner) Chief Secretary
and Development Com-
missioner.

Miaister in-charge and
Secrefary to- Govern
ment,

Speaker or Chairman,
as the case may be.

Governor or Chief
Minister, as the case
may be,

Reporting authorities
Prescribed by Union
Government or the
foreign employer, as
the caseé may be,

The Sec:etary ooneerned will vecord his remuh first
and then put up to the Minister-in-charge of the De-
partment for recording his remarks. The rémarks of
ofﬁcersbomeon the cadreof 1. C. 8. or L. A. 8. or
State Civil Service {Executive Branch) will be forwar-
ded to"the Appointment Department by the 15th May,
Remarks on other officers will be maintaified by the

Secretaries concerncd. Also please soe paragraph 6 of
the letter.

The procedure in (a) above will be followed. The
Development Commissioner will fecord his remarks
separately and send them to the Secretaries concer-
ned.

The Member -of the Board of Revenne will record
his remarks and forward them to Revenue Depart-
mept for being put up to the Minister ih-charge. The
remarks will be forwarded to the Appointment De-
partment by the 15th May every year.

The Chief Secretary will record his remarks and put
up to the Chief Minister,

The Development Comm:ssnoner will record hig re-
marks and forward them to the Appointment Depayt-
ment by the 15th May each year. Clnefﬂcum'y
will then record his remarks and submit to Clilef
Minister to record his remarks.

Secretary to Government will record his remarks and
put up to the Minister in-charge to record his re-
marks (He will then send the remarks by the 15th .
May to the Department under whose administrative
control the officer is permanently placed.)

Appointment Department will obtain the remarks by

. the 15th May every year.

The rem.arks. if any, will be entered in the charactes
roil as and when received by the State Government;
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i

Remarks

1, ga)' Oﬁ‘icers of the Indian (i} District Maglstrate'
- Admimistrative Service, (ii) District Iudge

- the Bihar Civil . Service (iii) Divisional Commi-

(Executive Branch) and’
ﬂle Bihar Junior Civil
Service employed on the
ﬁW'm'k ot General Admis
ms’trauon '

ssioner.

’(b.)sllch of the above (i) District Magiatrate.
di' ée;é.whose services (ii) Divisional Commi,
are placed at the dispo- "
“sal of different depart.

ssioner.

ments of Government

“ahd whose work is seen
byrlthg District Magistr-

*ﬂc_ cor . Divisional

Commissioner.

3, Development Officers (i) District officer,

-of Distsict rank. (ii) Divisional Head of
N U . the Pevelopment
prted 3 : . Department conce-
e (iii} Divisional Commi-

. ssioner. _
(iv) Head of the Depart-
ment concerned.

aaasnh <

= - .
afbe gk e

The District Magistrate should und lua rema-

rks to the Commissioner not later than the 15th-

May each year. After recording his own rema-
rks the Commissioner should forward the repo-
rts in duplicate {0 Government .not later than
the 1st June every year, The D:strlct Judge
will record his remarks only on ;ﬁe Judlclal
work of the officers. District \Jagisu:ate and
District Judge should submit their remarks on
the Judicial work in dugplicate direet to ‘Gove-
rnment by the 15th.May each year....* + <

Same as above.-The Divisional Conimissioner
should forward copies of his annual confiden-
tial remarks direct to the Appointment Depa-
rtment by the Ist June every year. _ Aft the same
hmc the Dmsmnal Commissioner will forward

one copy of the annual conﬁdﬂltlal fematk on’

these officers,working upder drﬂ'etent eraﬂ.
ments to the Depariments concerned-for mfar-
mation. '

Rt

The District Officer will forwatd his lown rema.

tks to the Divisional Head of the: Development:

Department concerned by the Ist May. The
Divisional head after recording his bwn Tema-
rks will forward them along with tile District
Officer's remarks to the Divisional Commissio-
ner by the 15th May. The .Divisional
Commissioner will forward’ the remarks. along

with his own remark to the Head ofé the Depa-

rtment concerned by the 31st May. ',l"hc' Head
of the Department will then forward ‘the rema-
rks to the Administrative Depanmqnt by the
30th June.

e
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GOVERNMENT OF BIHAR =~ o ‘o

APPOINTMENT DEPARTMENT o
.. Memo No. V/CI-1021/58A-14517 Patna-15 the 6th December, 1958."

Toiee , v o _ All Depariments of Government
All Heads of Depariment
All Divisional ~ommiss oners
- Al District Officers.

Sub;—Annual Confidential Reports on Gazetted Officess.

. 'The undersigned is directed (o refer to the instructions contained in paragiaph 4 of Appoint-
ment Department letter no. 13424A daied 11th November, 1958 where in it is laid down that the Depa-
rimeais of Government and Heads.of Departments should not record annual confidential remarks on
the work of thé officers of the All India Services, the Bihar Civil Service (Executive Branch) and the
Bthar Junior Civil Service who are employed in the Districts under such depariments and thiat -tk

remarks should be recorded only by the District Officers and Divisional Commissioners where-ever =

they see the work of such officers. In partial modification of these instructions Government have been

pleased to decide as follows :— e

(i} In the case of District Land Acquisition Officer the District Officers should record their
annual confidential remarks and forward them to the Director of Land Acquisition who will record his
remarks and send them to the Commissioner of the Division. The Commissioner, after recording hjs
remarks wili send them to the Revenue Depariment but where a member of (he Bihar Civil Service
{Executive Branch) or the Bihar Junior Civil Service is concerned the remarks will be sent to the
Appointment Depariment,

(ii) The same procedure would be adopted for the Gram Panchayat Officers on whom the Dire-
ctor Gram Panchayat, records remarks and also in regard to the Welfare Depariment where .the
Deputy Secretary who Is ex-officio Director for the field work, records annual remarks. A

Sd/-I«;. K. S;ivastava, o
L Deputy Secretary to Government,

GOVERNMENT OF BIHAR S Ty
SRR ' APPOINTMENT DEPARTMENT oo
‘c.I-ll" tinl : : _— . Fere )
| ' Memo No. V/C1-106/59A-5064 Patna the 14 April, 1959, ‘ o
To . . o '
A.u Departmonts of Government. i

Subject :—Asnual confidential reports Representation against Adverse Remarks.

The undersigned is directed to refor to the instructions contained in para 15of Appointment
Dopartment Confidential Memo No. 13424-A. dated the 11th Navember, -1958 "under which*an’ of5%g;
may make a representation against an adverse remarks entered in his character Roll. Government have
decided that an officer making such a representation must do so within six months of the ¢ommunica-
tion 6f the remarks te him. Ordinarily, representafions submitfed to the imimediaté superior 4tthority

#fter:ajapse of six months should be summarily. rejected by the authority comtipetent fo pass- Fiil

‘orders on such representations. In reality exceptional cases however, the time limit may-be Felaxend 1 gt
the direction of the said competent authority at the time of communicating adverse remarks to the
officer concerned, the communicating authoricy should carefully enter in his record the date of doing

‘g0 atid Wﬁéréééé'r 'po_ssib_ie; obtain an acknowledgement from the officer concerned,

. 5. 2 These in_stﬂuztions may be brought to the notice of all subordinate officers.
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3, Copies are being forwarded direct to all Heads of Departments, atl Commissiono‘& of Divisions
and all District Officers with a request to communicate these instructions to the officers sebordinate to
- tﬁmu L

Sd,/-K. K. Srivastava.
Deputy Secretary to _Governme’nt’.

- .

Memo No. 5064 | " patna the 14th April, 1959 |
" Copy forwarded to all heads of Deptts.jCommissioners of Divisions/District Officers for informa-
tion and necessary action. : . . 2 -

. By order of the Government of Bihar,

- sd./K. K. Srivastava,
Deputy Secretary to Gpvernment.
‘Confidential : No. V/C1-103/59:5591-A |
: - Government of Bihar _ $ o
Appointment Department S N '
From _
Shri K. K. Srivastava, I. A. S. _
Deputy Secretary to Government ‘ o
To . o g
All Secretaries to Government P

Development Comhjssioner, Bihar, - S
Patna, the 27th April, 1939.

: : E o o -
Subject :—  Supply of one copy of the annual confidential remarks on Deputy Collectprs and Sub-

_ Deputy Collectors to the Board of Revenue.

8it, S . _ _
. 1am directed to say that one set of the character rolls of all the Deputy Coliectors and Sub-
Depﬁty Collectors is raaintaind by the Board of Revenue. I am, therefore, to request that one copy of
the annual confidential remarks on Deputy Collectors and Sub-Deputy Collectors who are on deputa-
tioa to your Department may kindly be sent to the Secretary  Board of Revenue direct under intima-
tion to this Department. Besides, the annual remarks should continue to be sent to Appoi?gpl_e,pg Qgga-‘

riment in duplicate. :
| Ym_u's hlth.ﬁllly,
Deputy Secretary to Governméiit;
. 4%etno No. V/C1-103/59-5591-A B . Patna, the 27th April, 1959, .. .
_ v____,__cotpy‘_forwarded to all District and Sessions Judg&sJDi;t_rict Magis'tmtellkesistrar,i, Highgoutt
ofl?ptna. for inforination with the roquest that the copy of the remarks on Judigial- work of Deputy
‘Collectors and Sub-Deputy Collectors/Judicial Magistrates may also kindly be foewarded. tothem
of Revenns, direct. ' | SR T
o o By order of the Governgpent of, Biliar,
. . sd.jK. K. Sriv"hva o
: o - Deputy Secretary (0 r&ummont.

!

o




e

4

H

Subpct t—Adverse. remarks and procedure for dealing with them.

Confidential - . Memo No. V/[C1-1014]59A. :
- " GOVERNMENT OF BIHAR, o
S e APPOINTMENT DEPARTMENT '
To L.t . . ) P
All Departments of Government ' _ o

All Heads of Departments
All Diyisional Comsmissioners
Al District Officers,

Patna, the 29 Apsil, 1969,

In Appnintment Dcpattmeni’s Confidemial Mumo mo. V,CI-1021/58-13424-A dat.d the Iith
November, 1958 {(copy enclosed for ready reference) detailed instructions were issued about the prepara-
tion and maintenance of annual confidential reports. Government have observed that there is still
much confusion over the manner in which remarks should be recorded in the annual confidential repo-
rts, about communication of adverse remarks and obout the manner in which representations against
adverse remarks are to be dealt with, Th: undersigned is, therefore, directed to draw your attention
specially to some of the importaat points in the existing instructions and to convey certain additional
instructions as below :— ) '

2. The essential point to be kept in view in reporting on an officer is that the report brings out
clearly his qualities, merits as well as defects and provides adequate material for forming a correct and
definite judgement as to how his services may be best utilised. The report should be based on personal
knowledge. It should be fair and objective. It must bz properly balanced. Personal prejudices, for or
against, should be scrupulously kept out. Adulation or praise in superlative terms, where it is not dué', .
as also dorogatory abusive terms giving vent to personal dislike should find no place in these reponts,
Impartiality and candour are expected of a reporting officer; but restraint and caution are necessary
particulacly when an officer’s integrity and good reputation are to be called in question. - .

3. The superior officers and the Departments of Government should examine immediately. on
Feceipt of the report from the reporting officers how far the above instructions have been followed, rif
certajn adverse remarks are manifestly unjust, prejudiced oc incorrect, before entering those remarks f
the .Character Roll of the officer concerned, they should be referred back to the reporting officer

~ for’reconsideration with such observations as the superior officar or the Department of Government

would like to make. If this it done, 'th_e superior officer and the Department of Government will bp
spaced. in fuare, the trouble of attending to several represcntations against adverse remarks. The unde-
quhlepm of having to expunge remarks will be also brought under control. Similar action gAY

also:be-taken ja.the case of remacks which appear to be excessively laudatory.
"4, It is possible that even after action is teken in the manner indicated in para 3 above, some

‘repeesentations will be made against adverse remarks. If such a representation is received, it is only whan

there {s an aspersion in the adverse remarks, which is disproved by. facts or when malico 8z proncusn
biagis proved, that action should be taken eitherto expunge or modify the relevant portions of the
remarks. Otherwise, even if the adverse remarks are a little too harsh, no action need be taken to modify
thent, because aftor all they are the parsonal impressions of the reporting officer. It is mot proper to
adopt a practice of allowing certain remarks to stand if they'are considered unjust and, at the same time,
to enter in the Character Roll certain otker remarks by a superior officer or by the Deplrmtfﬂ
Government to correct the wrong impression likely to be created by - the roporting . officer’s romarks. : In ~
any.caso where after a judicious comsideration of the facts it is considered that certain adverse remarks
arompanifestly uajest r incorrect on facts, the proper course would be to expunge the offending portion
-and to informboth the reporting officer and the officer reported upon of the actipn taken, It i% of courey,
of the gréatest importance that in scrutinising any adverse remarks in this Maaner ‘0N a representation
filed, the officors conceraed showuld act like judges and very carefully refeain from importing any persona) -
knowledge in making their own assessment, _ S

.
-
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5. Ttis also necessary that strict action should be taken in accordance with para 15 of Appoint-
ment Department’s Confidential Memo no. V[C1-1021/58-13424-A. dated the 1I1th November, 1958 to
‘restrict the tendency to file frivolous representations against adverse remarks. If after examination, it is -
found that the adverse remarks were justified and the representation was frivolous, an entry will be made R
under the orders of Government in the Character Roll of the representationist that he did not take the
correction in good spirit. o ) ;

. 2

6. I am to emphasise further that if the instructions in this letter are to be carried out syccessfully,
_pinctuality in the submission of annual confidential reports on the work of subordinate officers is a
prime necessity and, therefore, Government will take serious notice of any delays..
7. The above instructions may be brought to the notice of all reporting officers and the contenis ’
of para 5 to all gazetted officers. - i ‘ '

(M. S. Rae) y
: Chief Secretary to Gévernment. *
R Memo No. V/C1-103{60 A-6319 o
Government of Bibar. ' A
- Appointment Department A
ﬁ. - B .

All Departments of Government.
Al Heads of Departments. - : ' : I
_=All Commissioners of Divisions. ) : .
All District Officers, . B
| All Subdivisional Officers. | N - ‘ Pataa, the 9th May 1960
thject ~wAttempt on the part of Government servants to influence Government through non-officials
in the matter of promotions, trapsfers, etc, L SN
The undersigned is directed to invite attention toShri B: N. Sinha’s confidential leuu}no._ 114Cs-
102[83-974-A dated the 31st January, 1953 (copy enclosed 0 iit which it was said that if after lan-enquiry,
Government were satisfied that an officer attempted to influence Government through mn-oﬂeml in the
snatter of his promotion, an entry would be made in his Chatacter Roll regarding his conduct: Govern-
' memt regret to find that the above circular has not had the desired effect of either eliminating of reducing : !
{0 reasonable limit:,_ what is commonly known as <Pairvi”. ‘On the other hand, there ls evidence to‘ihow
that “Paitvi™ is on the increase and is being frequently rrsorted to by Government servants in’ matters -
such as transfers, promotions, discipline cases,etc. Government view this tendency with grave coucern
and have decided that, in future, if any case comes to their noticc of an officer having atempted to influ-
ence Govt. by Pairvi in a personal matter concerning his promotion, transfer, etc. apart &om,mahsg .an -
entry in lis Cbaracter Roll, which would prejudice his chances of any promotion,- drastic gliseiplinary N
wotion will also be taken against him. This may be given wide publicity and brought to the-sotice. of all
& gfficers sU riinate to you for their guidence. L N T
’ubo m - M.S:Ragy. - o
o Chief Secretry to Gowt.
Copy of confidential letter no. }1/C5-102[53 A'-974, dated Patna, the 31st January 1953, from’ Shri
B N. Sinha, Deputy Secretary to Govt. of Bihar, Appointment Depariment, to all Héads of Dopartments
‘Af)Commissioners of Divisions and all District Officers (including the Additional Disirict ‘Mugist-ate;.
‘Saharsa aad the AddL Deputy Commissioner, Dhanbad. : . e
" «The undorsigned is directed to say that a case has recently come to the notice of - Government in -
whioh an officer has attempted to. influence Government thyough some non-officials in matter of his
-on. After being satisfied that the officer had - in fact made such ap attempt, Govt:ordered an
. entry to be made in his character toll regarding his conduct, Govt. have decided that if any similar, case
. comes to their tice in fature, either an entry will be made in the Character Roll of the officey conceraed,
or some other suitable punishment will be awarded to him. ‘This may be brought. to.the gotice off -all ~
Officers subordinate to you for their guidance.” - : -

'. AP

-
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. TOP PRIORITY NO, V|C1-1012/60A.
“ - GOVERNMENT OF BIHAR,
. - APPOINTMENT DEPARTMENT,
: From ;
‘ R, A. Singh. :
: T Under Secretary to Government. : T -
. o . . N
; The Superintendent, -
__ Press & Forms, Gaya,
. (Through the Finance Depariment) .
) Consulted UjO B Patna, the 21 Chaitra, 1883 (S)
- 11 April, 1961,
Y Subject :—  Schrdule Lill-Farm No. 85.
o Form of Charscier Roll of Officers of Indian Adwinistrative Service, Bihar
Y S Civil Service (Executive Branch) and Junior Civil Service. :
., ir, : ' . '
i . - I am directed 10 refer to your letter no. 16 dated the 1st April, 1961, and to forward a
; #Distribution List’ fur the supply of forms noted above to the officers mdicated ja the list,
; . As the recording of annual confidential remarks for the year 1960-6] is being held up -
for want of the prescribed form, I am to request that immediate steps may kindly be taken
: for the supply of the forms under intimation to Appointm.nt Department. 1 am also to
: request you kindly to note for your future guidence that annual supply of the forms should
: « be made to these offizerg according to the enclosed “Distribution List'® so as to reach them
: by the end of February every year. '
; 3. . Receipt of this letter may igdlly be acknowledged- :
: 15_ ! 8 Yours faithfully,
, (R. A. Singh)
DNP. 11/4. Under Secretary to Government:
i . Memo No. VIC1-1012/60A. 4640 Patna, the 21 Chaicra, 1883 (5
i | IT Apri, 1961.
I Copy with a copy of “Distribution List” forwarded 10 all District Officers/all Divisional
¥ Commissionersfal] District-& Sessions Judges including the Judicial Commissioner, Ranchi,
b for information and Decessary action in caatinuation of Appointment Depattment Memo No.
' 3745-A., dated the 23rd March, 1961, ‘
L . By order of the Governor of Bihar,
; e T (R. A. Singh} . '
.. - Under Secretary to Government.
! DISTRIBUTION LIST S
: Schedule LII-Form No. 85.
: Form of Character Roll of Officers of Indian
-, Administrative Service, Bihar Civil Service (Ex. Br.)
. and Junior Civil Servica.
{ Sk. No, . | Nime of officers | Number of forms to be supplied annually
i 1. . District Officer, ) '
y ' ' ~Pawna |
} Gaya
- Shahabad ¢
Muzaffarpur
. Darbhanga _ .
Saran . @ 900 (Nine Hundre. ) forms each
. Champaran ; .
%'. Bhagaipur
i Monghyr
= Purnea 's
| Santhal Parganas . .
' ~Ranchi = § T
| Hazaribagh 1
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2. Distriot Officer, _ CiadvEs e AT ;
o " Palamau : ’
Chaibasa : @ 800 (Eight Hundred) forms each. -
- Saharsa : _
Dhanbad o |
3. All the Commissioners of Divisions, @ 200 (Two Hundred) forms each.
4, All the District & Sessions Judges inclu- . @ 200 (Two Hundred) forms each.
ding the Judicial Commissioner, Ranchi. ' L : L
“ig " Undet Secretary to Government, Appoi- | o
' ntment Department, Ol Secretariate, 10,000 forms (Ten thousand),
Pana, _ S -
Confidential Ne. V/C1-1011/60A. | ._
Government of Bihar, _ _
Appointment Department. ' e
- From _ e

” Shri B, K. Dubey,
Deputy Secretary to Government.

To : . e
All District & Sessions Judges, o o -
including the Judicial Commissi¢ :, : ' '

Ranchi. ' S

Patna, the 22 Chaitra, 1883 (8)
12 April, 1961, ..
~ Subject:— Apruval confidential reports for the year 1960-61 on Deputy Collectorg and Sub-

* Deputy Colleciors employed as Judicial Magistrates.
E -

Sir
' ’ 1 am directed to invite your attention to the instructions contained in High Court’s
Jetter no. 5364-78, dated the 17th June, I960 (copy enclosed) on the subject of! reeordinz
" annual confidential remarks on the work and conduct of officers and to say that the instruc-
tions may kindly be kept in view while recording annual confidential remarks for the year

PR

1960-61 on the work and conduct of Judicial Magistrate, _ )
Yours faithfully, M

Deputy Secretary to Government {

)

Memo No V/C1-1011/60A 4670 Patoa, the 22 Chaitra, 1883.
: 12 April, 1961.
Copy forwarded to the Registrar of the High Court of Judicature at Pataa for I. infor-
mation with reference to court’s letter no. 10653 dated the 13th October, 1960.
It may kindly be ensured that the annual confidential remarks for the year 1960-61-on the '1
‘work of Fudicial Magistrates are forwarded (in duplicate) to Appointment Department, by '
the 15th May, 1961, positively. -

By order of the Governof of Bibat,
{ B. K. Dubey )
Dcpufy Secretary to Goremm
Kumar : SR &

-
hj4 . ; o

e ,.. i
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Confidential _
' _ ‘ ~ Goverement of Bihar,

: Sil'.

1

Copfidential o~ No. 5364-?8. o

Sarju Prasad Singh, Bsqr., B. A. B. L,,
Registrar of the High Court of Judicature at Patna.

2 T All District and Sessions Judges including the

~ Judicial Commissioner of Chotanagpur, Ranchi.

"DPated, Patoa, the 27th June, 1960. ~ . !
. 27.3.82. : :

Subject — Annypal Conﬁdenha] Reports.

1am du'ected to say that some of the Annual Confidentiaf remarks recorded by the

" District and Sessions Judges on the work and conduct of the Officers working under them

are noted below ;—
e Smart and intelligent
¢ Fair, satisfactory ”
“ An Officer of average merit ”
* A good judicial Magistrate » _
* With more experience he should do well, *.

. ‘The court obseyve that these remarks ate sketchy and madequate and do not make a

correct assessment of the Officer’s sense of proportion, fairness, impartiality, punctuality in
attendance, promptness in disposal o cqses and correspondence, regularity in submission of
reports and returns, health and personality, relation with members of the public, the bar ang
fellow officers and so on. . Such remarks could have been avoided, if provisions contained in
rule 52 and the notes there under at’page 158 of the. Court’s General Rules and Circular
Orders, Civil, Vol, I and rule 35 at page 97 of the Court’s General Rules and Cu'cular -
Orders, Criminal, Vol. T were strictly followed. i

The Court, therefore, direct that while recording the Annual Confidential remarks,
the District and - Session Judges should give due regard to the _provigions contained in the

. aforesaid rules. They expect that, in future, it should be ensured that such sketchy and
inadequate Annual Conﬁdentlal remarks are not recorded again. '

Attention is also invited to the Appomlment Department memo no. V|Cl. 1021158-
13424-A, dated the 11th November, 1958, to All Heads of Departmcnts whnch containg the
views of the State Government in the matter.

: Yours fa.nhfnlly,
| _ Sdj- 8. P. Singh,
. _ : Registrar.

No. VIC1-107/61. | e

: , -Appointment Department. _ )
From- ' o : ' s

~ 8hri B. K. Dubey, L - '

- Deputy Secretary to Governmcnt

To
i - 'I'he District Magistrate,’ Patna.
Patna, the 5 Vajgakha, 1883 (S)
25 April, 1961,
:ubject i— Annual conﬁdentxal remarks for the year 1960-61.
1T,

With the reercacs o the orrespondence resting with your letfer 20, 12 Tie.dated the.

-
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l9th Apn] 1961 I,am directed to say that w1th a view to. eﬁ'ecung eeonomyln the use. of

forms instructions were jssued’in para 3 of Shri K. A. Ramasubramaniam’s confidential letter

10. 4712 A dated the 8th April, 1960 that the District Magistrate’s remarks on the judicial
side of the work of officers should not be reeorded on scparate sheets, but should be recorded
in the. appropriate column of the main sheet of form on whith ‘General Administration

ntial letter no. 4785 A dated the 15th April, 1961.

2, Iam to request that'these instructions may kingdly be followed stnctly and repo-
rts forwarded to this Depariment through the Commissioner of Division.

Yours faithfully,

. Depnty Secretary to Government.
Kumar . :
<2514 : : t - MemOws— .

Memo No. V/C1-107/61 5396 Patna, the § Vaisakha, 188%: -
' ' 25 April 1961.
Copy forwarded to all other District Officers for information and necessary actio_n.#-'

2. Tt is requested that receipt of Appointment Depariment confidential letter no. - 4‘!85 A dated
~ the 15th April, 1961 may kindly be acknowledged. _ i ,

( B. K. Dubey)
Deputy Secretary to Government.

Memo No. V/C1-107/61 5396 Patna, the 5 Vansal:ha, 1883. '

25 April, 1961.
Copy forwarded to all Commissioners of Dmslons for information and necessary aonon

{ B. K. Dubey ) “

Kumar : : - * Deputy Secretary to Government.. -

~ 2514 )
. . GOVERNMENT OF BIHAR - .
— APPOINTMENT DEPARTMENT ) e
. _ - MEMO. NO VICI 107/62-A 11320 Patpa the 17 Sravans, 1884 '
8 Aogust, 1962.

All Departments of Government. : R
Head of Department, ' ‘
- District Offiers,

." Subject :— Annuat confidential report on G..zetted Officers.

_The undersigned is dirccted to say that sometimes the Government or Head of 2 Department or
Special Bodies or Commissions, Committees etc. issue letters of appreciation for the good work done by
Government sarvants and the question arises whether such appreciation of good work should be recor-
ded in the Permanent Character Roll of the Government servant concerned. The matter has been
~ examined by the Govemmem and after careful consideration, they have been pleaaed to decide
' as-follows :— '

F i

(1)_ Letters of appreciation 1ssued by 1he Government or the Head ofa Department n

respect of any outstanding or good work-done may be placed in the annna.l confide- -

ntia] Character Roll of the Government scrvant concerned.
. - (2) Letters of appreciation issued by Special bodies or Commissions or Committecs set-
' up by Government may also be placed in the confidential Character Roll.
2. Government have also been pleased to decide that an entry should be made in the Character Roll
of a,Govemment servant in respect of approved courses of study or training undergons by 'him af instru-
ctions in Indig or abraad - Tae prasedure to be followed i in t.hts connection is indtcated b&ow -

- - [3
N i T

%
L)
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- Reports’ are recorded. This was re. iterated in para 4 of Appomtment Deparupnt confide-
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‘Kumar.

To

9

(1) Whenever an officer attends on approved coursc of study or training the fact of his
- - having done 20 should be entered'in his Character Rolk -
(if) The report received from the Head of the institution should either be placed in
.~ original in the Character Roll or the substance of it entered therein,
{iii) An entry abdut the ‘Report’ submitted by the officer on his work abroad should .
- -also find mention in the Character Roll if it is outstanding, or is of poor quality
indicating that the officer had not made good use of his period of study or training. .

Approved courses of training may be defined to include courses sponsored by the Government or
in which the cost or part of the:cost it borne by Government as also courses attended with the permission
of Government or for which Government grant study leave. In respect of some of these courses it may -
pot be possible or necessary to obtain reports which.could be incorporated inthe characterrolls. For
instance, there are part-time tourses and refresher courses there angessessment of the candidate is not -
made, Ia such cases however, entry in the character roll of the fact of the officer having attended the
course would never-the-less be useful in giving a more complete picture of the officer’s experience and
accomplishments. . . '

3. Thee instructions may be brought to the notice of ali reporting officers,

‘ _ Sd/- N. Nagmani
. . . - 7.8.62.
] . ‘ _ Joint Secretary to Government,
Confidential ~ GOVERNMENT OF BIHAR, i
' APPOINTMENT DEPARTMENT.

Memo No. VICR-4031/64 A 6816 Patna, the 21 Jayastha 1386
11 June, 1964,

All Departments of Governinent and -
All Heads of Department,

Subject :-— _lieé;fdipg_ of annual confidential remarks by the State Ministers, .

In oontixiuat_ion of the instructions contained in Appointment Depariment letter no., V,C 1-1021/58.
13424 A dated the 11th Novembcr, 1958, the undersigned is directed to say that the State Guvernment

~ have beea pleased to order that a Minister of State who is in independent charge of any department

would record annual confidential remarks on the work of officers employed in that department,
' ' (J. Mutlj)

_' Under Secretary to Governmeat,

Coafidential . . : Memo No. V/CR-104/64 A 14202.
. ' : . ~ Government of Bihar,
- Appointment Department. y
Patna-1, the 17 Agraharna, 1886. .
8 December, 1964, X

e All Departments of Government. - :

All Héads of Department, - o o : '

All Divisional Commissioners. '

'All District Officers.

‘Subject :— Annual confidential remarks for interest caken by officers towards in¢reasing agricultural

* prodaction.
The undersigned is direoted to say that Government have been attaching great impO_rtanée' to the




R

intereasing of agricultural production in the cousitry. As one of the steps towards achieving this objec-
tive, Government have been pleased to order that reporting officers, while recording annual confideatial

" remarks on the work of officers subordinate to them who are in any way connected w:ththu agricultural

production programme, should mention in their confidential remarks any efforts made by the officers
reported upon towards increasing agriculiural production. In so far as officers. of LA.8,, the Bihar

_Civil 3ervice (Executive Branch) and Bihar Junior Civil Secvice are concerped, such entries #lay be made

in the Special Report column.
. These instructions may be brought to the notice of all conoemed

_ sd. [- K. K. Stvastava.
, o 11268, ,

N , : Secretary to Government.’

Confidential : “- Governmeat of Bihar, BT
) _ Appointment Department.

Memo No. V/CR-4058/64 A 1783 Patna, the 26 Magha, 1886 (S) .
o ‘ 15 February, 1965. ' * .
TJo . ' ' - i
' All Departments of Government ' :
All Heads of Departments ’

Subjcct ;= Annual conﬁdenha! Teporis on Gazetted Officers.

The undersigned is directed to state that in partlal modification of the instructions conta:ned in

-para 4 (a) and (b) of the Appendix ‘B’ to Appomtment Department Circular No. V/C1-1021/38- A 13424

dated 11th November, 1958, the State Government have been pleased to decide that the Chief Minister
would fecord annualvonfidential remarks on the work of Secretaries to Government: The following
procedare is accordingly prescribed for recording annual conﬁdentml remarks on the worliof Secretary
to Government.

'I
’

_.nl

(4) (a) Designation of officers Reporting authorities - - Remarks * -
' reported upon. ' ’ 1

- - ; S

.- Secretaries and Addi- Chief Minmister, Minister  The Department con will . put up

- tional Secretarics not incharge of the depart-  forms to the Minister incharge who

" concerned with dévelop-  ment concerncd and the  will record his remarks ‘and forward

~ment programme, Chief Secretary. them to the Appointment Department

' S by the 15th May each yepr. The Chief

. o Secretary will then recortl his remarks
' and submit the paper to the Chief-

. - Minister to record his remarks,

- (b) Secretaries and Addi. ’ Chief Minister, Minister  The Minister incharge .of the Depa-
Secretaries concerned incharge of the department, rtment concerned and the Develop
with development ’ concerned, C hief Secretary ment Commissioner will record theig

~ programme. : and Development Commi- remarks separately aad send them

: ssioner, - to the Apptt. Deptt. by the 15th

May. The Ghief Secrc ry will then

K  record his remarks & fubmit to the

Ao R ‘ o : _ GM.torecordhmre rks,
N . _ I
8d./—K. K. Ghrivastava,
| 15258,
RCP/ 17.1.65. - . | Secretary to Goverament,

'a&

N
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: Counfidential - No. V/CR-4024/64 A-6418
-~ - © Government of Bihar
~ e ' Appointment Department
From - '
' Shri K. K. Srivastava, I. A. S,
T - Secretary 10 Government
[+)
All Secretaries to Government.
Patna, the 19 Jyaisth, 1887.
' 1 June, 1965,
Subject :— Confidentlal remarks on Secretaries and Additional Secretarjes and Heads of Departments -
- concerped with the Five Year Plan. ‘
) Sil', - . N . .
In partial modification of the instructions contsined in Appointment Department Jester no. 11,C’-
1014/54-9602 dated the 17th November, 1964. I am directed to say that the Development Commissioner
will henoeforth record annual confidential remarks op all the officers mentioned in the list enclosed, in
accordance with the general procedure as laid down in items 4 (a) and 6 (b) of Appendix B of Appoint-
ment Department memo no. V/C1-1021/58-13424A dated the 11th November, 1958 as modified in
z Appointment Depariment No. VICR-405/64A-1783 dated the }15th February, 1965.and as further partially
9 modified in paragraph 2 below. T '
. ‘f; 2. Ifany of the officers in question is in the Super:time Scale of the 1.A.S. or 1.C.8., the Develop-
5” v

ment Commissioner will send his assessment 1o the Chief Secretary, who would then put up draft rema-

rks to the Ch_ief_Minister for consideration, on the basis of the remarks recorded by the Development

Copmmissioner and his own assessment of the work of the officer. The remarks as approved by the Chief

- Minister would be placed in the Character Rofl of the officer over the signature of the Chief Minister.

" This will be in addition to the -remarks recorded- by the Minister-in. charge of the Department, which
would go into the Character Roli of the officer as such.

‘ o - _ Yours faithfully,
Secretary ta Government,

List of Secretaries, Additional Secretaries and Heads of Departments on whom the

|
- - -
[ .

Development Commissioner will record Annual Confidential Remarks. = =
- , , (i) Seeretaries & Additional Secretaries.
J. Secretary, = Agriculture & Animal Husbandry Department.
_ 2 " Cooperation and Sugarcane Department. .
. 3. » Industries and Technical Education Depariment.
Wy, _ Mines & Geology Department, _
5. o Public Works and Public Health Engineering Deptt,
6. . ~  Irrigation and Electricity Depar(ment,
7. » Revenue Depariment. '
8 » Local Self Government ﬂ‘epqument.
9. " . Community Development & Panchayats Department.
10. ”» Health Department, = -~
11. » Bducation Department, = o -,
: 12, » Welfare Department. . ‘
13. , Labour Department, s .
14, ”» Housing Department, . o P TR
15. o River Valley Projects Department. . '
e, 6. - Transport Department. '

1.~ 5y, Finance Department. . S

) !r.‘.
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(u) Heads of Department.

Du‘ector of Health Serv:ces
Director of Agriculture. ' .
Cane Comnmissionier. ; S,
4. & 5. Director & Addi. Director of Annual Husbandry. :
§. Director of Public Instructions,
7,’& 8. Director & Addl. Director of Industries.
-+ 9§, Registrar of Cooperative Societies.
.. 10. Chief Conservator of Forests.
" 11. Labour Commissioner.
12 Director of Gram Panchayats, .
13. Chief Engineer (s}, Public Works Department,
- 14. Chief Engineer (s), lrrigation.
15. Chief Engineer, Public Health Engmeermg
16. Chief Blectrical Engincer.
* 17, Director, Social & Youth Welfare.
18. Director of Economics and Statistics. :
19. Chief Engincer, River Valley Projects Department. o .
§0. ‘Transport Commissioner. :
a1, Dxrector, National Employment Service and Techmcal' 'I‘rammg
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CrQoafidential . - Noy VICR-4020/67-A 4152. o L

Gover;:mr.nt. of Bilmr,

Additional Chief Sécretary to Gevernment.. ' g

_ All Departments of Government. _

All Heads of the Department. . .. : Toa
- : Patna, 15, the 21st March, 1967. -

g

Subject i~ Procedure for recording annual confidential remarks on Ciyil Servants deputed to P:lblic

- - Beetor m_:dertakfngs in the State, : '

s, . . . ' g N

. On atcount of establishment of a number of industrial undertakings in the Public Sector;i' the Statm: -
" Government have lent out the services of their civil servants to those undertakings for employment in -
" garious capacities on deputation, on foreign service terms and conditions. A question has arisen whe-

thef the annual remarks on ihe work and conddect of such officers, as are deputed to these undertakings,

should be recorded only by the Chairman of such undei*t_akings or the Secretary to Government in the -
Department concerned and Minister-in-charge of that Department should also record their remarks

"~ about the deputed officers. After careful consideration, the State Government have decided that the |

faliowing procedure should be adopted for recording annual confidential remarks on civi serv;ﬁnts_’dcp-:%"

" ted to Public Sector undertaking.

Public Sector undertakings should be written by their jmmediate superior officers and
~ + reviewed by the Chief Executive of the undertaking concerned. ' 3'-
: i) ‘Tatbe case of Chief Executive himself like the Managig Director, the-anpual repgrt.on his
- work and conduct should be recorded by the Chairman of the wndertakiog and seiewed by
the Secretary/Principal Secretary to Government in the Depariment concerned] depending
on the seniority of the officer reported upon, ‘ -
(iii) If the Chairman happens to be himself the Chief Exccutive, the remarks should be recorded
by th Secretary/Principal Secretary to Goverpment in the Department concerned depending
. on the seniority of the officer reported upon. T _
“{iv) In the case of Chairman of the undertaking who is not the Chief ExeCutive himsoi{ and is
~ in the senior scale of the LAS. the annual remarks should be rocorded by the Secretary/
" Principal Secretary to Government in the Department concerned depending on the semio-
" tity of the officer reported upon and the Minister-in~charge of the Department. | o
(v} If any of the officers in question is in th: super-time scale of the LC.S/LA.S,, the Principal
. -Secretary in the-administrative Department will send his assessment to .the Chief Secrotary-

_ .gho would then put up draft remarks to the Chief Minister for consideration on | , basis

. of the remarks recorded by the Principal Secretary and his owp assessment pf thelwork of
;. theofficer, . The remarks as approved by the Chief Minister would be placed in the Chare-
.. cter Roll of the officers over the signature of the Chief Minister. This will be - in wddition
" to the remarks recorded by the Minister-in-charge of the administrative Depariment which
would go into the Character Rol! of the officer as such. - ot

{vi}. After the adverse remarks, if any, are communicated to the officer on deputation in the

o manner faid down in rule 28(a) (viii) of the Rules of Executive Business, the 0 subo-
" pdinate to. the Chief Executive may file a represeatation against the.adverse ks

. through the Chisf Executive and the latter through the Chajrman of the unde dking 1o -

1

. % Appointment Department, e T
- F Sbri P, P. Agrawal, - - A

(i) The anousl confidential remarks on the work and conduct of officers on députation to the .

———
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- the qc{dfin‘mti'ative Departnm;t of .kio\.mﬁnnent concerned. If the Chairman has to ‘make

it

such representagjon, he will do so through the Administrative Department of Goverment®  *

<, concerned. Thc representation shall be 'forwardgd to the parent Department with the ;-
.y ~ comments of the Chief Executive and the Chairman and the Administrative Department, as

s the dase may be, and will be dispbsed of in accordance with the above rule of the Rules of

Executive Business. An officer making such & representation niust #o 30 within six months
> of the communication of the remarks to him. 1
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- X L . ’
o N qEar Y/dYo ALo—Yo R¥[ew fro-qq¥yy
. fagrec azax
- Frgfts fowre
st qwo aramfar il
. AW ¥ afey
LY
i . " mmrg“
TEXT—AX, fonie 95 sTaw qese (@)
' S TR 935y



| \ e
| | 26 b S
L - - dear xlte Weo—Roq ts Pre-—tx3 3 ‘ ‘ Y
‘ sh shae gt gD, , |
g afer *

E“ g, Lo ._ -- = S |
3 o wwTT ¥ &l e ‘ o b wy e .
it R | o i :
- S | qzar—qY, fiats 3< Ay, 4938 (@) 3
R - : LR L AT 7
s wrorafare. qerfemtiedt ¥ wral ax aifus iy aegfend w1 afeEeT .

.

HR15T,
qr<.ag twd g § 5 afes dofts awfot frad, 3 oye w0 ¥ @l awr hifrsw abg.
. fepwt & woEAw dgaa vt gf Sfea asgfedl & faeg afaz & faeary & 953w § wAgHAy 9T 9f

i wowr sgdw w1 awA A5 ¥ A § W : : : . i

. w: wgdy s & B wad adines waafas qnfewmfal § et oa3 s Aogda wgﬁnft
qea ¥ Prethes fasgdf a3 frgradies w2 frgfe fawm 1 uw wE & waT gied ST A g 630 o
) (%) wn sfadzw i fedt & arfes ayedla avgfeat gra e arTa gtah § 7 RN
. '(-.) T awgﬁsqr gowrd wgdn ¥ ager< afadrfad | wrdt §, RaTag, @ w1 I A qwfewh
¥ o Srw & i S & fr wter fem mar 7 _ Do -
(x) war Frargare aurena sfeaw avgfeat qrafen qatfaerdl =1 gqfag A aw § 7
(7) mnﬁqaaquﬁ%‘ﬁsamwaﬁha@mm%ﬁwm&mmm&? s
- (=) mmﬁfm&m’fﬂqa%wﬁtnﬁﬂwtm%gt&wﬂ#mma?g;@ , S
 (m) 'wrie & qfom e frwnte s 3w @ ok own stk erafar T * ?

f@)_ vy sifmer spsgfeRdtt ¥ fareg arfidr & Froarew © wne s afyeq angfesdl B g war
N7 gt oui dea fer v § & gendt o avgfedt o feegw §f < fear arr § arfe o el
=7 g% ? ' ' '
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Wﬂd - o Government of Bihar,
o ; o + Appointment Department.
e Memo No. V/CR-405/68 A 16240, R
: o Patna-15, the 28 1890 (s).
: 19 November, 1968.
'ro. . . . i LT
All Departments of Government, _ ' .

All Heads of Depa:tment.

' Subject :— Annual confidential remarks on Gazetted Officers. :
- ‘A‘questjon has arisen Whether Ministers who have demitted office or offieers who hr gone on




"

tetirendent or left the servicé could be allowed to record remarks' od the subordinate officers afted - -
leaving office or a time limit should be fixed in this respect. After careful conmsideration the State

Government have been picased to decide as follows :-- . ‘
() Officers wio have gone on retirement or left the service need hot be :sked to record
remarks on the subordinate officers. - : :

(i) A minister on demitting office need not be asked to record remarks.on th_-officers, but if

he were to choose to record remarks, there will be no objection fo receiving them. The'
o " remerks so recorded by the Minister should be piaced on recort, even if they ave reccived
- . after Ministers concerned have demitted office. While placing the remarks on the chara-

cter roll it will be clearly stated as to on what dat- the remarks have been received in the
Department and whea the particular Miaister had J-n.itied office.

(ili) Remarks recorded by a Minister when hé did not have any occasion. to observe. the work

for atleast 4 months will not be taken - into consideration while editing remarks and it.

. should be brought to the notice of all concerned that the Ministers are mot expected to
- record remark on any officers if they have not worked under them for over 4 months, .

2. The Ministers normally are expected to watch closely the work bi."Secretaries, Additional.
Secretaries to Government and Heads of Department in the Secretariat. Buf in accordance with exis+

ting instructions remarks are being recorded by Ministers even on officers below these ranks. In
partial modification of the instructions contained in items 5 and 9 of the Appeadix ‘B’ to' Appointment
Departmeat circular no. V/CI-1021/58-13424 A dated the 11th November, 1958 the State Government
have, therefore, been pleased to decide that Minister-in-charge or the Chief Minister, as the case - may

be, will not now record annual confidential remarks on the work and conduct of Joint Secretaries,

Deputy Secretaries; Under Secretaries, Assistant Secretaries to Government and Joint, Deputy and
Ad(_iitional Deputy Development Commissioner and Assistant Development Commissioner ( Head
quarter ). The following procedure is accordingly prescribed for recording annual confidential remarks

on the work of these officers.
]

—— o — —

= ——— e — - E
Designafion of Officers Reoorti . :
reported upon _ eporting _authonty Remarks
-1 | 2 | '3

8. Joint Secretaries Deputy' Secretary to Govern-  The Secretaries of the Depariments concerned

Secretaries, Under ment in the Depart-  will record their remarks and then forward to
Secrotaries & Asstt. ment concerned and  the Appoiniment Deptt. not later than the 15t
. Secrdaries-t_o Govern-  Chief Secretary. May each year, Chief Secretary will then record
ment. his remarks and Appointment Department will

forward copics of remarks to the Secretaries

cter-rolls are not maintained in the Appoint-

- . {8.V. Sohoni)
Chief Secretary to Governmeut,

 singh, 1811
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concerned in respect of the officers whose chara- -

_ _ ' . ment Department.

9. Joint, Deputy & Addl. Development commi.  The Devclopment Commissioner will record his
Doputy Development  ssioner & Chief remarks and forward them to the Appointment
Commissioners and Assis- Secretary. : Department by the 15th May each year. Chjef -
tant Development Commi- Secretary will then record his remarks, o

. ssioner (Headquarters.) | s
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‘No. V/C2-100-15/68-A 1977.

L .y Government of Bihar,
Appointment Department, _
. : Patna, the 5 Pebgnary, 136)
To : _ :
Al Departmentsiof Government. ' ) _; .
All Hicads of Department. : _ o
Al Divisional Commissioners. | .. ' :
AN District Officers. '

o Subject :-—Apnual confidential reports on Gazetted Officers.

The' undersigned is directed to refer 10 the instructions contained in paragraph 1 (i) Appoim':

" ment Department memp o, V[C1-1021/58.14571 dated the 6th December, 1958 (copy enclo wherein
it is laid down that in | ‘&s0 of District Land Acquisition Officer, the District Officers sholild record
their annual confidential remarks and forward them to the Director of Land Acquision who vill record
his remarks apd send them to the Commissioner of the Division for recording his remarks. :In ‘partia -
modification of these instructions Government have been pleased to decide as follows :—

i

(1) -In the case of District Land Acquisition Officer, the Additional Collectors, whegeever they
are in immediate supervision charge of land acquisition work, should record their annual nfidgntial
_ semarks and forward to the District Officer who will record his remarks and then send to the
Director of Land Acq¥isition. The Director of Land Acquisition, after recording h-s remarks will send
them to the Revenue Depariment but where a member of the Bihar Civil Services (Executive Branch) or
the Bihar Junior Civil Service is concerned, the remarks will be sent to the Appointment De!

9. .1t has been laid down in paragraph 1 (1) of the letter no. 1838 DG dated the

{957 from the Joint Development Commissioner, Bihar that the annual confideniial remarks od the wosk
and conduct of the B.D.0./P.E.O. will be recorded by the Collector after taking into consi ion repo-
rts from the $.D.0., and from the District heads of technical department concerned with |the Block
Programme. Government have also been pleased to decide that in the case of Land Reforfns Deputy
OoiloaOrslB-D- Os. and Anchal Adhikaries assessment on their work and conduct should invpriabiy be
 obtained from the §.D.0s., Additional Collectors and District Development Officers. The District
. mﬁstrnté will take into acceptance the reports of the S. D. O. Additional Collector and ﬁl District
Development Oﬁur while recording his remarks on them. A r

m~0

3. Thxjs_letter'is jssued with the concurrence of Revenue and C.D. Depa.:t&n.:nts.
/

s

. | sd.j— P. P. Mayyar,

‘ _ ' _ Seccretary to Go*ﬁnmem. . _. -
Memo No. A. 1977, Patne, the 5 February, 1969.
Copyforwardéd to All Additional Collestors. |
All Dist, Development Officers. ] E
All S.‘D-’Oﬁ.

Fer ipformation and W action.

o -
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Goverament of Bihar,
Appointment Department.

 Momo No. VICI-1021/58 A 14571, Patna, the 6th December, 1958. .
All Despartments of Government ' '
All Heads 4f Departmonts, - ' S
All Divisional Commissioners. ' o '

All District Officers. oy

Subject :— Annual Confidential Reports on Gazetted Officeds.

The undersigned is directed to refer to the instrugtiens contained in paragruph 4 of Appointment
Department letter no. 13424-A dated ! tth Nov., 1958 wherein it is laid down that the Depariments of
Government and Heads of Departments should not record annual confidential remarks on the work of
the officers of the All India Services, the Bihar Civil Service (Executive Branch} and the Bihar Junios

Civil Service who are employed in the Districts under such departments and that the remarks should be

. recorded only by the District Officers and the Divisional Commissioners whercever they see the work.ol =

such officers. In partial modification of these instructions Government Ween pleased to decide

as follows :— . : _ ' '..y-;‘- ' '
_ ()In the case of District Land Aquisition Officer, the District Officers should record their _an:mlal
confidential remarks and forward them to the Director of Land Acquisition who will record his rema-
rks and send them to the Commissioner of the Division. The Commissioner, after recording his rema-

rks will send them to the Revenue Deppt. but where a member of the Bihar Civil Service (Executive

‘Branch) or the Bihar Junior Civil Service is concerned the remarks will be sent 10 the Appointment

Department. . _
' - (i} ' The same procedure should be adopted for the Gram Panchayat Offiogrs on whom the Dire-
¢tor, Gram Panchayat, records remarks and also in regard to the Welfare Deptt. where the Deputy

" 8ecrotary who is ex-officio Director for the field wotk, records annual remarks.

e - ' §d.— K. K. Srivastava,
4. . ) . Deputy Secretary to Govt,
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" Confidgptist | Memo No. V/CR-5012/69A 12034. 1
A _ GOVERNMENT OF BIHAR, i
R APPOINTMENT DEPARTMENT |
To _ |

- All Departme { Bovernment
All Heads of D ents
All Divisional Comimissioners
All District Officers, 3

Dated Patna, 15, the 16th August,‘ 1969.

: sﬁ_i;j&_t- &—Rwoﬁn&of Annual Corfidential Reports on Gazetted Officers—Disposal of uprhenlggidns
'  against adverse remarks. - ‘ .

Tn ‘Appointmemt  Depariment’s confidential memo no. V/C1-1021/58-13424-A, dated; the 11th
November, 1958 (copy.enclosed for ready reference) dctailed instructions were issued about jthe prepa-
ration and maintenance of annual confidential reports, Government have observed that t is still
some ponfusion over the manner in which remarks should be recorded in the annual confidentipl reports,

_ and about the manner in which representation agajinst the adverse remarks are to be dealt ¥ith.
undersigned is, therefore, directed to draw your attention specially to some of the important pspects of
the existing instructions and to convey certain additional instructions as below ;— :

(a..). The reporting officer must record remarks by the due date irrespective of the facl whether -
statistical supplements have been received from the subordinate officers or not. If any -

reporting officer fails to record remarks in respect ofa subordinate officer in time, a serious
view would be taken by Government. i\ ' ' .

{b)'y'Reporting oﬂ‘icer'_.é'l.iould strictly observe the instiuctions contained 1n pﬁi‘égtapus i': w0120

the Appointment Depériment memo, referred to above. In paragraph. 11 .0t the aforesaig .

instructions it has becn laid d »wn that while mentioning an officer’s defects in t’e annyal
~ reports, the reporting officer should state explicitly whether during the year the atjention o1
the subordinate officer was drawa to the defects. Government have reasons to believe that
superior ofticers geperally do not drgw the attention of the subordinate officers to these defe

cts during the year but they do mention such defects in the annual remarks. [t has, there

fore, been decided that the reporting officer should gi.ve sufficient opportunity to 4 subordi-
nate officer to correct:Kimself, whemcver any defect is noticed. This opportuaity i must be
-afforded in writing as far as possible. While mentioning an officer’s defects in an:rnl confi-
dential report the reporting officer should meation in the remark fiself whether dyriog the
year ihe attention of the subordinate officer was drawn to these defects.

e @ N has been:noticed that, while dealing with representation against the adverse

.. I'i X
Departments of Government generally call for the comments of the ing

aficess,
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To.

(d)

(¢)

(f)

- mot 1o keep even office copy of the remarks recorded by him.

Memo No. V/CR-4032,69-12881

33

_without examining the metit of the submission- of the representationists. Government, -

therefore, feel that comments of the reporting officers should not be called for as 4 matter
“of foutine unless it is considered absolutely necessary. Further, whith .comments are at all

‘called for, the reporting officers should be asked to send their comm:'nti; ‘q#'_lﬁy and .

preferably within 2 month, They should also be told that if they do nof’ sétd their connna- :
148 within the stipulated period..Govcfmmei_:t would dispose of the W!ion consideri-

ng that the reporting officers have no comments to cffer, In order @it a reporting officer
is able to send his comments without delay, he shounld be en ixed fo take with him the
statistical and other data-on which the adversgremarks are baséd.

Iy paragraph 48 of the aforesaid instructions it has been laid down that the”"basis for an

annual report which impugns the honesty of a Gazetted Officer shonld be carefully. orified,

by 2 referbnce to the reporting officer himself before the report is entered in the Character
Roll. - When there is suspicion. but not anv proof. enquiries should be initidated but no
entry should be made in the Character Roll. It is noticed that in some cates, such remarks
are recorded without any tangible proof, Government have, therefore, decided that when-
ever a reporting officer records remarks questioniprg the ihtegrit;&’“ﬁd honesty of an officer
he should send sufficient materials to the Administrative Department concerned on the
basis of which such remarks were recorded, \

Superior officers should record their positive opinion on the assessment report of the ﬂlﬁo-
rdinate reporting officers, _ .

Paragraph 16 of the Appointmem Department Circular Iays down that the reporting officer
should not keep copjes of apnual reports recorded by him, unless he is also the authority
which keeps custody of the permanent C. Rs. Instances have come 1o the notiee of Govern.

ment that the afpresaid instruetion is not being strictly followed. ~Aitention of the reporti. ~

ng officers may once again be drawn to the above instruction and the necessity of Maintai-
ning secrecy of the confidential reporty be emphasised. The reporting officer should be asked

1

2. The above instructions may be brought to the notice of all the suboidinate reportiog oﬁc!n.

Sd.'_ s- N- Sin!h-
Chief Secretary to Government,

Government of Bihar,
Appointment Department.

Patpna, 15, the 8 Bhadra, i_sol.
. - : 30 August, 1969,

All Departments of Government,
All Heads of Departments in the Secreiariat,

Sabject :— Recording of Annual Confidential Reports on Scction Officers posted in the §ecretariat- and

T
”,

attached Offices. - I3

Consequent upon the upgradation of the post of Sectjon Heads into those of Section Officers g

question has arisen as to who should initiate annual copfidential teports and who should be the custo-

- dian of P. C. Rs. of Section Officers.  After careful consideration the State Government have been ples-
. 5¢d to decide as follows ;— o .

LY k)




i i
- (a} ' Annual corifidential remarks on Section Officers should be initiated by the Registrar of the
Department who has personal knowledge of the work and the conduct of Section Officers. In the Depa-

‘ Fments of Government or attached offices where there is no Registrar, P. A, or the Administrative

Offiger should initiate the remarks on the Section Officets. Thereafter, the sheets may beo put up to
superior officers to enable them to record their remarks.

" (b) As regatds the custody of C. Rs. of Section Officers,, where there is full-fledged C.R, Section, C.
Ry, may be maintained in that section, but where there is no such C. R. Section, Registrar, o P. A. or
. Administrative Oficer should be the custodian of C. Rs.

. o (V. Narayan) - -

-

Secretary to Government.

Memo-No. V|/CR-4032/69-12881, | Patna-15, the 8 Bhadra, 1891,

30 Augu_st, 1969,

. ... Copy forwarded to Secretary, Supply and Commerce Depariment for information,

2. Tais disposes of Supply and Commerce Department U. O. T. No. 75 dated 5.4.1969,

-

» * ( V, Narayan )
Pandey |- 29/. : Secretary to Government,
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“ Member, Board of Revenue will forward direct to the Appointment Department a repors o,
each Commissioner_ annually by the 15tk May. The Addl Member, Board of Revenue will put up hig
remarks to the Revenue Miaister and after Revcnue_Min_ister has made any observations that he may

wish, the Addl. Member Board of Revenue wil forward the remarks alongwith the Revenns Minister's
observations to the Appointment Department by the J5th May ( The Addl. Membey is to record his
remarks on the Divisional Commissioner on the revenue side barring work which £0o¢s to the Member »
The Chiel Secretary will put up draft remarks to the Chief Minister based on the remarks roceived ang
his own opinion. The drafc as approved by the Chief Miaister will be entered i the C, R. of each
officer over the sigoature of Chief Minister, » : :
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* If any of the officer in question is in ths super-time scale of the LA.S. (or 1.C.S)), the Ghiet
Secretary would put up draft remarks to the Chief Minister for Consideration on the basis ofhia-‘.m y
. assessment of the work of the oﬂicer, The remarks as approved by the Chief Minister would be placod )
ia the character roli of the officer over the signature of the Chief Minister, This will be in addition to
“the remarks recorded by the Minister-in charge of the Department, which would go into the Character
Roll of the officer as such,” ) _ S
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i*}t agy of the officer in question is in the super-time scale of the L.C.5./L.A.S., the Principal Sedre-
tary in ihe.AQminisuaﬁvc Department would send his assessment to the Chief Secretary who would then
put up draft somarks to the Chief Minister for consideration on the basis of the remarks recorded by the

 Principal Secretary and his own assessment of the officer. Provided that if any of the officer in question
happens to be senior to the P;incipal Secretary (and if they being to the same service) the Principal
Secretary would not send his assessment to the Chief Secretary. In such cases, Chief Secgetary would
put up draft remarks to the Chief Minister for consideration on the basis of his own assesgment of the
work of the officer. ‘The remarks as approved by the Chief Minister would be placed in the character
“yoll of the officer over the signature of the Chief Minister. This will be in addition to the remarks
recorded by the_Ministen-ipacharge of the Administrative Department which would go into the character

K

roll of the officers as such.”
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No. 18450-f7¢

Go:vernment of Bikar
Appointment Department
RESOLUTION

j " Patna-15 The 6th Kartika, 1892
" 28th Octeber, 1970,

Subject i— Annual confidential Remarks‘ of LA.S. Officers determination of reporting and reviéwing
officers. Consequent upon inforcement of the All India Services (Confidential Rolls} Rules,

1970. : b -

Whereas, consequent upon enforcement of the All India Services (Canfidential Rolls) Rules, 1970,
vide Government of India, Ministery of Home Affairs Notification No. 361 j69-TAS-(1II), dated the 15th
July, 1970 (Enclosure 1) it has become necessary to review and revise the existing arrangements "as {0
reporting officers and reviewing officers in respect of each office held by members of the 1.A.S. in Bibar,
Geovernmont have decided that the reporting officers and the reviewing officers in respect of such offices
will be as per columns 3 and 4 of the annexure (Enclosure . '

* L]

- 2 The 'pm'ofofma onlwhich'the'rqports are recorded in respcet of - these officers will be suppliec
10 the reporting officers separately. '

- Whereever the purber of reporting officers in the annexure happen to be mote than.one in re:pe:

ot of any parsicular office,-such reporting officec should record his remarks separately and send them 10

the first reviewing officer, Whereever the numbet of reviowing officers happen 1o be more than onoe,
" ¢he remarks will be gent to such reviewing officer whose designation appears first, who, after recording _

 his remarks, will send them to the next ;cvicwing officer and so on. Thiereafier the remarks will be sent
to the Appointment Department for further necessary action.

3. Procedure indicated in Appointment Department Memo 0. 14067-A, dated the 20th August,
mom coginegtion with recording of annual confidential remarks on Divisjonal Commissioners, - officers
 of Commissioner rank posted in the Secretariat of elsewhere and officors in the supertime, scale of ine
1.C.S. | LA.S, still hoids good. ' ; : ;

~
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