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Schedule LIII- Form no. 85.

REPORTING OFFICERS SHOULD CAREFULLY OBSERVE THE FOLLOWING IN-
STRUCTIONS IN THE PREPARATION OF ANNUAL CONFI DENTIAL REPORTS.
GENERAL.

1. (a) The report should be based on the reporting officer’s personal
knowledge. Where it is bused on some other officer’s estimate such s s note left by the prede-
cessor, oron matters which came to light during inspection of an officer’s work dlter his truns-

fer. that fact should be mentioned.

(b) Confidential reports should also be written. before the reporting Otlicer or e

Officer reported upon relinquishes charge of the post held by him.

(¢)A report should not be recorded without observing the subordinates work foral '

lcast three months.

NOTES ON DIFFERENT COLUMNS.

2. Column 1.- Here mention the station of posting and period of posting. Below
that mention precisely the charge held by the officer during the period covered by the repont.

Mention the Officer’s absence from duty on leave, training etc. during the period in question.
3. Colwmn 2.-Opinion should be expressed on the following, among oiher points :-

(a) A generalestimate of the characterand conduct of the officer reporied upon.
which should cover such points as his capacity for work, punctual attendance promptness in
correspndence and regularity in submission of prescribed reports and returns. lact,
commensense, energy, intelligence, temper, physical health and his relations with rr_icmhcrs
of the public, and fellow officers. While dealing with the officer’s relations with the public.
indicate whether the officer was courteous and tactful or otherwise, and whetherhe had shown

a prompiness to earn popularity or favour by sacrificing ®is independence of judgements;

(b) Wheretheofficerhad beenemployed indepartments involving outdoor work

indicate whether he had planned his tours intelligently and had been active and energetic:




-
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« +(c) Whether the officer had exercised good control over the department placed

in his charge and over officers and staff subordinate to him, For example, mention whether he

had dealt with them in a just and judicious manner or whether he had been particularly soft or

L .

particularly harsh in dealing with his subordinates:

{d) Whether office and field inspections were cajricd out adeql;ately and what

was the quality of the inspections;

(e} Whetherhe has special aptitude for any particular class of work, forinstance,

for vutdoor work. or the Secretariat type of work.

(fy  WhenaSub-Divisional Officer oraDeputy or Sub-Deputy Collector had been
emptoyed on Supply and Price Control work, the reporting officer should record his opinion

on the quaiity of his work and the general reputation enjoyed by him.:

4. Column 3. - Report on revenue work shouid indicate the officer’s knowledge of
revenue laws, rules, circulars and instructions; whether the officer was prompt in the disposal
of Revenue cases: a general appreciation of his judgements inthe light of comments, if any, of
Appellate and Revisional Courts; whether his tours were planned intelligently and he
exercised adequate supervision of the revenue subordinates by systematic inspection: quaulty

of his fietd work.

5. Colunmn 4. - Report on the devclopmx?ntivork should mention the quality of his
work as a:Developmeni Oificer, the extent success in¥mplementing the programmes of
Agriculture, Irrigation, Co-operation, Panchayats,®tc., his ability to work in a team and
relationship with colleagues particutarly, technical $taff: control over office and field stalf by

means of systematic inspections and planned touring, contact with the people particulary

ability to organisc people’s participation.

6. Coltmin 5. - Here report on the officer’s knowiedge of law and procedure. whether

he was prompt in the disposal of cases, a general appreciation of his judgement, in the light of

-comments, if any, of the Appellate and Revisional Courts. N

7. Column 6. — This column is intended for the entry of remarks which cannot be
appropriately entered under any heading, also for special important administrative problems

such as Census, General Elections, eic.
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Instances of remarkably good work or flagrant instances of bad work in maticr of

real importanice may be mentioned inthis column. Buta list of specific instances is not required.

8. While reporting on a Deputy Collector of 3 year’s service and over. it should he
indicated whether the reporting officer considers him fit to act as”Sub-Divisional Officer und
when i'eporiin'g on Deputy Collector already employed as Sub-Divisional Officer indicate

whether he is fit to continue in that post.
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