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Confidential ' Q\\‘
Government of Gujarat,
General Administration Depar tment,
No, WCR-1165/K,
Sachivalaya, Ahmedabad, Dt. the 8th Nocewber, 1965,

- CLRCULAR :-
Subjecti — Improvement in gu~"i+v ~F wolizaw o al
confidential reports -

Read ¢~ Government Resolution, General Administration
Department No, WCR-1063-A, dated 28-2-1963, as
amended and amplified from time to time -
Goverament Cireular General Administration
Department No, WCR-1165K, dated 19-4-196°5.

It is noticed that annual confidential reports are
some time s not carefully written and they do not give a
correct and ade quate picture of the work, ability quali-
ties, failing and drawbacks of the persons reported on.
These defects in the reports reduce their usefulness in
matters relating to placement, promotion etc. It is,
necessary that a confidential report should give, as far
as possible, a full and objective assessment of the-.person
concerned in all respects 'so far as it is relevant. to his
official duties. It is, necessary to maintain the ephemeral
rolls of the persons and make use of them for writing. the
confidential report in order to secure a more precige and
thorough assessrent on the bagis of good and adverse aspects
of working noticed in the coursge of period of report.

2. It is also noticed that far those who are on deputation,
there is a normal tendency for the reporting institutioner
or other authorities where the officer is working on deput-
ation, to gend a favourable report, which goes against the
idea underlying the procedure “of writing confidential reports.
1t is, therefore, necessary to bring to their notice the -
purpose of maintaining confidential reports.

F. The purpose underlying prescribing different heads
columng) of asgessment in the prescribed forms of Confid- -
ential reparts is to give correct and complete pic ture of
the person reported on e.g, the head "clarify of throught
and expression on paper" is indicated in certain forms of
confidential reports to ascertain whether an officer is
mainly good at both or either i,e, one could be a good
talker but a poor penman. Such detailed observation could
help in determining the suitability of a man for a partic-
ular joh, where either of the qualities is required. At the
game time the remarks under specified heads of assessghent
in the prescribed forms may by themselves give only an
inade uate ‘picture of the work ability and personality

of the reported individual as a whole. 1t has, therefore,
been decided to add head (column) "General remarks" in the
prescribed forms of Confidential Reports in order to write
additional remarks on the individual reported on so as to
comple te the overall picture of his work ability and per-
sonality.

4, It is also considered that the use of colourless
expression like "average" ‘"tollerable" etc. as well as -
crypitic, e quivacal or vague remarks should be avoided.

It may be borme in mind that very high praise or severally
adverse remarks should be given gparingly after carcful
thought in really deserving cases. Also, it may be remem-
bered that a person who had earned very good remarks in
certain respects may perhaps be less good . .or have defects
in some other aspects, and so also those who are very poor
in some qualities may yet be less bad or even have positive




3 : z s

wertty in rugard o cther featites., The Reporting Officer
ghoull %y %o give their bhalanced and objective views on the
varlimg sspects corered by the repcrt ag far as possible. If
shey sre not gble %o glve remarks on any particular matter ar
generally that sho:ld e stated in such words as "No remarks",
%~ have nct yet seen enough of his work in this regard", etc.
5. It is necessary far the Reviewing Officer/and or Grading
Of fioer %7 =2 that the Reporting Officer Lag not produced an
unbalanced report, and his cbgervations were not seemingly

- contraditory, The reviewing Officer should give his own

*

remarks on any specific aspects or as General remarks where
necessary, specially where the Reporting Officers assessment is
not considered adequate or carrect in any respect.

6. It is decided that a person who is considered to be fairly
up to the expected standard for satisfactorily working in the
post should be graded as "fair"; and a person who falls shart
of such gtandard, but whose work is not so bad as to be graded
as "poor", should be graded as "below average". The standard
grades "Outstanding", "Werygood", "Good", "Fair", "Average" "Below
average" and "Poor" should be included in instruction No, 6 of
the ingtructions prescribed in the accompaniment to Government
Re solution, General Administration BDepartment No, W R-1063-K,
dated the 28th February, 1963 and in the forms of Confidential
repor ts prescribed in the said Government Resolution in place
of the existing grades shown therein.

By order and in the name of the Governor of Gujarat,

C.T. MUNIM

Upder Secretary %o the Government of CGujara t,
Géneral Adminigtration Department.

The Segcretary to the Governor,

The Gomptroller to the Household to the Govermor,

The Private Secre tary to the Chief Minister, .

The Personal Secretaries 1o a1l Ministers,

The Pergonal Assistants to all Dy, Minigters and
Parliamentary Secretary to the Chief Minister,

The Secretary, Gujarat Puklic Service Commission,

The Secretary, Gujarat Legislgture Secretariat, -

The Registrar, Gujarat High CGourt,

The Secretarieg to Government,

The %@@ial Se cre tary to Government, Home and Givil

pplies Deparitment, . .

All Departments of Secretariat, (wlth 10 spare copies),

The Director, Administrative Training School, Ahmedabad,

Ine Director of Languages,

The Superintendent of Records, Baroda/Rajkot,

The Director of Bureau of Economics and Statistics,

All other Heads of Departments and Heads of Offices under
various Departmentsof the Secretariat,

Al1l Officers in General Administration Department.

®*By letter,

J ohni /H-387 /900 /- | |



CONFIDENTIAL Government of Gujarat,

IMMEDIATE: General Administration Department,
. Circular No. Wed -1168-69/K,
Sachivalaya, Ahmedabad-15,
Dated the 10th  March, 1969.

Subject :- Instrustions regarding writing and
maintenance of annual confidential
reports.

Read :~ Government Resolution, General Admi-
nistration Department No. WeG-
1168-K dated the 20th December, 1968,

- - -

CLRCULAR

In accordance with the in3tructions 133ued in
Government Resolution} General Administration Department,
No. vi¢d -1168/K dated 20-12-68, it 135 necessary for the
Secretariat Devartments to issue revise orders,wherever
nece3sary, relating to Revorting and Reviewing Officers
for different categories of personne} in consultation with
the General Administration Department and the Gujarat Pub-
1ic Service Commission, Since azcording to revised ordurs,
there should be only ti= - = === =~-= Renorting and
Reviewing Officers as agalnst three levels in the old
system viz. Renorting, Reviewing and Grading Officers
tr- gifficulties have arisen as to who 3hould be the
Revorting and Reviewing Officers for writing of confiden-
tial renort for the year ending 1968, till revised ord~--:
are issued. To overcome this difficultv, it has besen do-
cided that till the Secretariat Demartments are able to
issue revised orders in accordance with vara 2(2)(iii) -~
Government Resolution, General Administration Demartment,
Np. Wed -1168/K dated 20-12-63, the Renorting and Reviewr-
ing Officers in the old svystem should funntion as the
Renorting Officer and the Reviewing Officer a3 nrovided for
in para 2 (2)(11) of the Government Resolution, General
Admini stration Denartment No. UWsd-1163/K dated 20-12-1968
wlthout the necessity of putting the confidential renorts
to the Grading Officers.

2. The Secretariat Demartments are reauested to take
action accordingly till revised orders are issued by them, -

By order and in the name of the Governor of Gujarat,

R.D. Pandva, .
Under Secretary to the Government of Gujarat,
General Administration Devartment.

To.

411 Denartments of Secretariat.
General Adminlstration Department/ Kh Branch,
G Branch,
R Branech, :
CH Branch. !

Baby/Con-1158/ I
7-3/cc35Q. |
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Govermient of Gujarat,

General Adninistration Department,
No., e  =-1068-1577- K,
Sachivalaya, Ahmedabad-15,

Dated the 6th May, 1969,

RESOLUTION: -

——

Subject:~ Instructions regarding writing and
maintenance of ammual confidential rsports.

Read :=  Government Resolution, General Adninistra-
tion Department, NoJWCR~1063-4, dated 28th
February, 1963.

Letter No,8R/4TS5-68 dated 18th April, 1968,
fram the Director, Administrative Training
School, Ahmedabad=16.
In pursuance of the instructions contained in para
4 of the Governrent Regolution, General Administration
Department No, WCR-1063-4, dated 28th Fgbruary, 1833, as
amended by Government Resdl ution, General Aduinistration

» 1269
Dgpartment No. %éd =-1168~K, dated the 20th Dec.,AGoverfqm ent

is pleased to direct that the Reporting and Reviewing Officers

for different categories of zazetted officers uvnder the
Director of Agministrative Training School shculd be ss
mentioned in the accompanying statement -'aA', an¢ in

respect of non- Gazetted personnel as mentioned in the

accompanyinz statenent -'B'.

By order and in the nams of the Governor of Gujarat,

] R.D, Pandya,
Under Secretary to the Government of Gujarat,
General Adninistration Department.
TO:-
The Director, Adninistrative Irzining School,
Mamlatdar in Training Centres at Baroda and Rajlot.
The Secretary, Gujsrst Fublic Servige:-Comnission(with 10

Sprre ceopies) 1
The General Adninistration Departnent -—R- Branch.

JXD.g/5.







STATIMENT- 4.

Statenent showing the Reporting Officer and Reviewing
officer. for classg I & II officers under the Director of Adnm in i-

strative Trainin Ing School.

AL Ll LBl ol sl L Lol Sl L Rl Al Lo Ll il T L '---.-ll-"i—"b-.".-l-.—.—
Sr. - Category of ﬁeportmg Offlcer Reviewing officer.
No, officer
T e AT g T 4t AR G B ST AT B BT BTm 4T G L g g G g @ g g g g B @ A g T g L
1. Training Director Chief Sccretary
officar.
2 Mamlatdars Director Di
) Toluke Development v rector
Officers.

STATRIENT : B

Statement showing Reporting Officer and Reviewing
offieser for different categories of class 111l personnel working

in the Directorate of A.T.S5., and Training Centres.

-._'""l-o""—o-t"t d
SP o Catezory of Reportmg Reviewing O {ficer
No, Personnel Officer.
~ [ 1o .; o™ o™ e = 0% Pm A pem g pe- Rt 4 9T T g @™ 6= 8= o™ e Gm g 8= a'm ' 87 4= % o= 2™
AuT, Sa
e Office Training Director
Superintendent Officer
e Av gl Karkuns Training Officer Director
3a Stenograther Training Officer Director
Gr.fst
4, Librarian Training Officer Director
Be . 6l erk/ Typist Offlce Sunerinten- Training Officer
dent
Trrin‘inc Centres
Be H ‘ahalkari #i: Dipector Director
7 Av\alkarkun v Mamlagtdar Diractor
Se. Clerks n Mamlatdar Director
JED,8/5..

e AR TSN B e <
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CONFIDENTIAL
GOVERNMENT: OF GU_].‘ARAT'
GENERAL ADMINISTRATION DEPARTMENT
Resolution No. gy -1169-K;
Sachivalaya, Ahmedabaci-l 5, dated 12th Auéust 1969.

Subject : —Instructions regarding writing and maintenance of annual confiden-
tial Reports.

Read : —Government Resolution, General Administration Department, No: wgq
1169/K, dated 8th March 1969.

RESOLUTION

Under the instructions issued in the Government Resolution, General Administration Depart-

‘ment, No. g -1169/K, dated the 8th March, 196g. the Grading Officer has been dispensed with

and provisions have been made for the Reporting and Reviewing Officers. However, the
authorities superior to the Reviewing Officers cannot be procluded from adding their remarks,
if any, if they had occasion to observe the work of those reported on. This is both neces-
sary and desirable, as otherwise, the Reviewing Officers’ assessment would be final even in
cases where the authorities operating the cadre have reasons to believe that the assessment done
by them is not wholly objective. Government is accordingly pleased to direct that the tollow-
ing amendment should be made in the Instructions regarding writing and maintenance of
annual Confidential Reports prescribed in the Government Resolution, General Administra-
tion Department, No. wgy -1169/K, dated the 8th March 1969, namely : —

At the end of sub para 2 of para 6 of the said instructions, the following words should
be added : —

“However, authorities superior to the Reviewing Officer may add remarks, if any, if
they have occasion to observe the work of those reported on and if, for good and suffi-
cient reasons, they are of the view that the assessment or review done by the Reporting
Officer and/or Reviewing Officer is not wholly objective”.

By order and in the name of the Governor of Gujarat,

R. D. PANDYA,
Under Secretary to the Government of Gujarat,
General Administration Department.

To,

The Secretary to the Governor.

The Comptroller to the Household to the Governor.
The Secretary to the Chief Minister.

Personal Secretaries to all Ministers.
Personal Assistants to all Deputy Ministers and Parliamentary Secretaries to the Chief:

Minister.

[P.T. O.
H—484
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The Secretary, Gujarat Public Service Commission, (with 10 spare copieé).
The Sccretary, Gujarat Legislafilre Secretariat, (by letter).

The Registrar, Gujarat High Court, Ahmedabad, (by letter).

The Secretary, Gujarat Vigilance Commission, (by letter).

All Departments of Secretariat, (with 20 spare copies).

The Home Department/l‘B’ Branch. | '

“All Heads of Departments and Heads of Offices under the several Departments of Secre-
tariat. :

All Officers in General Administration Department.

All Branches in General Administration Department.
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CONFIDENTIAL

Government of Gujarat,
General Administration Depa.. tment,
Resolution No, ~1169~(2 )-K
Sachivalaya, Ahmedabad~l5, lhtea the 23rd December, 1969.

Subject i~ Instructions regarding writing and maJ.ntmance of annual
Confidential Reports.

Read:~  Government Resolution, General Aministration Dep artment
No, éd =1169-K, dated the 8th March, 1969.

Government Resolution, General Administration Department
No. I8 ~1169-K, dated the 12th August, 1969,

-3 BESOLUTION -

Para 6(5) of the Instructions issued in Government Resolution,
General Administration Department No, WG @ ~1169-K, dated the 8th
March, 1969, lays down that where the Reporting Officers are the Deve-
~lopment Commissioner, the Reviewing Officer will be the Chief
Secretary, although the reports may be sent through Secretary, Panchayats
and Health Department, This issue has been reviewed by Government and
it has i)een decided that the Secretaries of the administrative depart-
ments should be designated as Reviewing Officers in respect of all
officers whose confidential record is written by the Development

Commissioner and the Industries Commissionere.

2. In view of the revision of pay scales under the Gujarat Civil
Services Pay Rules, 1969 s 1t has been decided in modification of the:
orders quoted above that Confidential R@orts of Heads of Departments,
Deputy Secretaries and Al India Service Officers and such Glass I
Officers,fsiluhose' | maximtﬁn pay scale  is not less than Bs, 1,500/-, may
be submitted to the Minister—in-Charge or the Chief Minister, as the
cas;.e may be, for pei‘usél to enable them to add or amend, if necessary,

the remarks already made in the Confidential Reports,.

3 Government is accordingly pleased to direct that the following
amendments should be made in the Imstructions regarding writing and main-
tenanca of annual Confidential Reports issued in Goveérnment Resolution,
General Administration Department Mo. "8d -1169-1(, dated the 8th March,

_1969, as amended from time to time, n¢ mely ' /.‘

/

| ¢o~2/" ‘ a




R

: K [ ] -
(1) “From sub-para (5) of para 6 of the said instructions
the words "In cases uhere the lbport.mg Ofﬁcers are the
Development Commissioner, t}ie Reviewing Officer will be the
Chief Secretary, although the reports may be sent through
Seoretary, Panchayats end Health Department® shall be
deleteds ' e

(2) In para 10(2) (vi) of the said Instructions, for the
figures s, 1,250/-", figures s, 1,500/=~" should be
substituted, ) ’ ‘

c e o
By order aifd dm the name of the Governor of Gujarat,

Sec@!& &gcer »

General Administration Department.

The Secretary to the Governor, :
The Comptroller to the Houselld to the Governor. j
The Secretary to the Chief Minister. ;
The Secretary, Gujarat Public Service Commission, Ahmedabad.,
@44 (with 10 spare copies)s |
The Secretary, fujarat legislature Secretariat, Awmedsbad, |
The Registrar, Gujarat High Court, Ahmedabad. !
Te Secretary, Gujarat Vigilance Commission, Ahmedsbads ! .
A} Departments of Secreteriat (with 15 spare copies).
A1 Heads of Departments and Heads of Offices under the

several D@artments of Sepretar:.qt.
K1 Officers in General Administration Department.
The Panchayats and Health Department, /TH Branchs
The Deputy Secretary to Goverament (Shn Solanki

Education and Labour Department.
A'L'L Branches in General Administration Department.

* w letter, .

¥

Uand then/279/5,000/
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"~ by the (olle¢tors should be brought on annu

80 =Ingtructions regarding.riting md mabr
: ~tendee ol suwa. Conuidential heporbs

Govemment of Gajarat,
Gmerdl Administration Depsriment,
Clrcular Noo wsti =117% K,
Sechivalays, Gendhinagar, Dated the 5th June; 1971.

Read:~ Govemment Resolution, Ganeral Administration Department No. s
-1139K, dated the 8th March, 1969,

=; GCJROULAR &

According to the instructions contained in para 6 (6) of the Instru-
Gtions regarding writing and maintenace of gmnual cfidential reports,
issued in the Government Resolution referred to asbove, the Heads of
Dpartménts snd the Reporting Officers cancemed are required to ascertain
the views of the (bllegtors concermed an the work of the Officers connect-
-ed with development activities, such as, District Cooperative Officers,
District Industries Officers, Ewcutive Engineers; DivisiongiForest
Officers etc, who have not been dllocated to.the Parchayats, before
writing their annual confidential reports, It has been brought to the
notice of @vernment that these instructions are not propezly followed by
some of the Heads of Departments/Offices, In order to ensure that the
instructions contained in para 6(6) referred to above are Hllowed by all
concemed in their proper perspective, Government is pleased to clarify,
or their information, gwidance and neceéssary action, as wnder :=

(1) It is not enough to call for the remarks of the concemed Callectors
on the work of the Officers comnécted with development activities before
their annual confidential reports are written, but the remarks offered

| aj. confidential records of
the officers g¢oncerned, If the remarks offered by the Collectors are not
acceptable to “the Reporting Officers, they should invariahbly express
their own views smd put them on the anuel confidential reports of the
officers concerned, ,

(1) Te Oollectors, without weiting for intimation from the Heads of
Departments/Of fices, should invariably send their remarks to the concemed
Feporting Officers on the working of the Officers referred to above; a8
soon as the year for which the reports are required to be sent, is over,

By order end in the name of the (vemor of Gujarat,

R D. Pmdya,
Under Secretary to the Govemment of Qijarat,
" General Administration Department,
To
The Secretary to the Govemor.
Te (omptroller to the Household to the Governor. -

e Secretary, Gujaret Public Frvice Commission, Ahmedabadimth 10 copies).

The Secretary, Oujarat Legislature Secretariab, Gendhinagar(By letter)
The Poretary, ujarat Vigilence Commission, AMmedsbad (By letter),
m T Reglstror, @jaras @Qujarat High Court, AaedadoG(By letter)
ALl Departments of Secretariat (with 30 spare copies), -'
ALl Heads of Departments end Heads of Offices under the
severgl IDBpartments of gecrebariat,
All Officers in General Administration Depertment,
All Branches in General Administration Department,

Unnithm/H-sé/a, 500/ /

B
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Govemmment of Gujamat, ‘
Geaeral Administration Department,
No. “u&d =-2069%71=554-K ,
Ssachivalaya, Gandhinagar,

Bted the =1st .. -1971.
: Jinc, 4
Subs <+ Instructions regarding weiting ani msintenance

of anmial confidential reportc.

JReads~ Govt. Resolution, General admlolstration
D3partment No. WCR-1CAS~L , “atad 23th February 1953,

Govt. Resolution, General administration Departmamt ’
No. Waed ~1068=1577-K , dated 6th May,1969. \ \

RESOLUTION:; - \ h
- In modiflcation of the orders issued in Governaent \

gesolution, General Adolnistration Department, No. Wed ~1068e:
1577'1(, datoed 6th May, 1969 Golwemmant is pleased to direct

that Reporting and Revi ewing Officers for Aval Karkuns (Training),

Aval Yarkuns and Clerk in the Training Centres should be the

Assistant Director and the Director resvectively.

2 For Sr. Nos. 6 to 8 in statement-~B appendad to the
Govermnment Resolution referred to above the following chould be

sub stitu teds -
SreNO. Cetegory of Reporting Revieuwlng

p ersonnel 0 £ficer Offlcer.
'l. 2‘ 3. 4-
-1-.".--"'o—o".-‘o"o-""o-l"o'o""a"0"'0‘--.-o—.-o—t"o"'-ti‘-."c“.-o -c-"'
Ge aval Karkun assistant Director Dl rector

( Tralining)

7.  Hval Karkan. Assistant Director Dlrectocr
8. Clerks Asslstant Director Director

By order and in the name of the Govemor of Gujarat,

L‘{o D. Pand;’a)
Under Secretary to the Government of Gu,]ardt,
. Genoral Administration Depuartment.

The D‘Llrector, Aduinistrativae Training scﬁool.
Assistant Director in Training Centres at Baroda and f{ajkot.

The Secrct@ry, Gujarat pPublic gervice (bari esion (with 10 spare
copies). ‘ :

ﬁle Ganeral administration Department/R Branch.
*Parpar/31-6{141. * |
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., Gener al.. & niymW'
,\/ - Seddvelsya, Gamchimegdh, ¢
, Dated thé 2ist Junet,}%vi._
TIO AR o L. i : | | | ’ |
e e . Shri" — ;
cuith 15 *Gollector, _ .
« spare * ' '
-y copies. ' | g
. _ ‘BabJect :- Confidential Reports.
e siry, .

Gne of the items for study by the State
constituted under svernment Clrcazlag', Genesraa]t.; ﬁlﬂsgﬁfgmn
Dep artment No+3/1/71-4ES, dated the 3rd June, 1971 relates
to the writing, reviewing, grading aid communication of
adverse remsarks to all Government Servan:s in time., The Temm ,
had undertsken a study in this behalf in one of the dlstrietd- .
d the result of this examination was as under ;- SR

La) ]

-

nfidenticl

Ly "Most of the Confidenti sl Reports were not umi\Ften

in time .

(11) 1In a large mumier of cases, the date.of writing
confidentl;l reports was not mentioned,

(111) Te Reporting officers who had seen the work for more
then three months defore the persons were tramsferred
had not written the remarks for that period with the
result that full year’s assessment was not avdll ghle,

(®) Reviewing :
~The gbove comm.ats gply al.s. to ihe reviewlng of

Confldenti g1 Reports : o

(e) Communieation of Adverse remarks

Adverse remcsrks were not commua{iCated even in a single |

case by the Reviewing 0ffilcers to the persons- .
concerned with the result that they did not get =
opportunity to improve themselves.

2 Tis Report of the study Tesn was examined by

Government =nd the following instructions sre issied for = ..
sttict observeance by the mwllectors and &1 dlstrl gt-O-ffi.ber;s te

(1) The Collectors should please ensure that the

Confidenti d reports of #ll the persons working under him

and for whom he and his subordinate officers keep thelir

custody should be brought up up-to-date. adverse remarks,

4f a1y, should sl so e communicated by the Reviewlng gfficers
. .as peP Government orders to the persons concerned, This work

R must.be completed for all the revenue staff hefore 15th of

.t
‘w.i“f‘:ﬂ.

ecl g1 Secretary

July, 1971 and compli snce reported to the :
ment.

to Government, General adminlstratlon Dep

(11)  The Collectors should please bring these instructions. ..
to the notice of all dlstriet officers in the\ngxt, S
Co-ordination hecilag to he held in the month o¥f, June/July

se .2...

Yt
4
B

N




s 2

) : S ‘

VI e simllar aetion ad get a compll ance mport from each ome
of them s far as the staff working under them is econcemed
in the meeting of the (b-ordingtion Committee that may »e held
in mgust, 1971. The (lleetors In turn should please inform
the gpeclal Secretary, General 4Admini stration Department of
the action tsxen in the matter on or hefore 15th migust, 1Wl.

3. My sles"hcss on the part of my distriet offieer
in this regard would be viewed seriously. The above instPuew
-tions should please e brought to the notice of gl1 the

district officers in your distric¢t for scrupulous eomplisee

1o Hme.” -
. Yours falthfully,
WA
. (M. G Shdh)
Specl al Secrétary to the Government of @i jarat,
Ty | Generadl jAdmini stration Department .
XBIB721-6/
. L | ]
LTy .
-~ . ;c‘ I - ]



QNFIDRIIAL l\éo.ﬂéd' A‘lzrl.x
S e s Yeebaly dn:lnistraticn De arim
' O S DT Sachivalaya Gandhinagar P at,
, - SRl ated the 28tIL 1 ey 1971.
- Dot
Shrd i R
secretary to the (%vemm ent,

De ai‘tncht o
- . .Sacalvalaya, ,-_ﬁdliinamp S

Sub- -"“ Coni‘idal tial Roports
.h.\‘w:‘; qr, [ -." - W‘-uv . ;‘“ . ‘_:.,‘_ ",7 . N J

L

one of. the 1tans for study by tho: State level Tom

|
% ! “ : - | constltutoc’i wnder Govomm ent Circular, Gea 01'3'1 Adnini stra-
| St “4Departncnt No.3/1/71-485,  dated the srd Jme, 1971
| | o ‘"v'rolatcs to the Writing, rCVlOWing’ | grading and comm i cas
tion' of adVQrse rcnarks to all Coverment Servants in timey
l | ".I'he Team had mdertakm a - study in this bchalf in one of

tha_: districts and the result of this sxanination vas as’

~
= g

: —~-¥Q,! 1al Beports -

J,'” o (1> ‘Most of the Conﬁdaltlal RepOrts Wére not

T writtm in tme; -
(?) In a large m:mbor of cases, tha date <f -
Writing coh fidcntial reports wasg not

—_ SR P ﬂ.‘m cntioned, |
| | v- (3) | The Repdrbing Officers “who had som ﬁhe
| NWork for more than three months befé\pc
) tho persons Were transferred, had not
“Writto the ranarks for that period with
: ,the'result‘ that full yoar's ‘assesammart
S : ‘Wasnct available. R .
Tl ~ The above caments apply also ‘to’ the reviowing N
™~ ~of ” Confi’daﬁ';ial Reports. |

'Adv‘;;;}‘sé-.vrenarks.wer_e not camumicated oven in a

e e .~.2 :




A

' 3. ‘ Any s" ackness en the paft of eny cad of Departn

,_.;concemod Wit‘h thb rosult that thoy did not get an -

to you on or beforo l5th Septenber, 1971.

' oi‘fice ir this rc wOﬁid be vieWQd seriouslyt Thb

.vstrative control for scruphous ccmp]iance in time Lnder

W

‘sixigle case by the Reviewing Offlcers tﬂ the person s

opportvnity to ﬁmprove then selves. | | |
2. Ih:lsi Report of the: k‘tudy Teem vas exanined by - g
Govemmmt. 1 has bom decided “hat tho Heads of Departnmts ;
ﬂ‘and Ofﬁcgs NS other than Collectorates) under your ,

adninistrativo control ._hould @1 sure that the Confidaltia.l
'Reports of all GOVommmt sowmts ( Gazotted and non~ - f
;

Gazo‘btod GOVemment uerVants) wOrk:!.ng in the offices wder

' thcir adninistrative c:onwo1 are maintain ed up-’covdate.
Ad\rerse ranarks, if' ANV, sbould also be camnmicated by |

the Rcviewing Officers as per Govemrfgmt orders to the

.

‘Govemm cnt servants concemed. This work must be ccmpleted —

'for all ‘the stafr in the offices mder your adninistrati“fe ‘ﬁf

‘-JE::."" -

controi before 15th Aupucu, 1971, and compJ.g gnae reported

- ‘\;a.,_
-,Z,F *"‘:,'v ’ qﬁ .

i s r, 4 e ﬁ
boVo instruci 1oris shobld pl ease be brought to the notice

of all Heads of Departm cnts/.“,offlces under your ac’knini- u

' intimation -;;Q Special Secretary, Gm eral Ac‘ministration | U

Deparhn Glto

R S ADOREE M? 1 “Ours faithflﬂ.ly, Cene r\
o Fr b ey *‘-:’*Q
om0 seEs w(-oL Ry - Daral?) gl aten
T e (‘hief Seg:retary to Govemm at,
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Oon fidenti gl
(overnment of (ujarat,
General Mministragbion Dep artment,
Resolution No, L1g¢t - 1468/7 K,
Sachivalaya, Gendhinegar, Dated the 25th september, 1971.

Subject:~ Instructions regarding writing #d mgintensce of amnual

| | PV e
Read:- (vemment Resolution, Genersl Administrstion M’o '
No.Vi s~ ~ 1169/k, dated the 8th March, 1969, :

-t RESOLUTION

According to the instructions prescrited in Gvemment
Resolution, Gmeral Administration Department quoted above, the
stadard grades are Wutstading", "Very Good 1, "God", 'Fairh,
'Below Average ! snd "oor", There is no separate grade & "Averggen
&8 it is already cowred by the grade 'Wgirt, Hoyever, it h# ocom
to the notice of the (bvemment that the Reporting Officers have
been using the word fiverage M in greding the Gvernment Servants
in number of confidem tigl reports even though it i8 not a recog
nised grade. ALl the Departments of Secretariat end Heegds of

Departments/ Offices should instruct the Reporting s d Reve wing
Officers under their administrative cantrol not use +the word
Npverage " herceforth in grading Covemment Servats.
2 It he com to the notice of Gvemment theb the Bvemment
serveats who are g‘aded Fair or Average" are normally not a.]iovﬁd
to &ross the E.B. It had, therefore, become necess ary to gprise
the vemment servnts cancerned of this grading which is so vital
in the matter of his crossing the E.B, In partial modificabtion of
the instructions issued in para 14 (4)(g) of the Govemment Resolution,
cited agbove, (bvernment is plegsed to direct thab the gra@ B air or
Average" should &l50 be commmicated to the Govemnment Servaits cae
camed to afford tiem e opportunity to improve their stmderd of
work in good time to eam increments beyond the E;B. Government i2
accordingly plessed to direct thet the existing instructions prescri-

bed in (bvemment Resolution, General Administration Department
a6 oy"




T —

No.Y ¢-1169-K, dgted the 8th March, 969, should further be amended
& ind;i_c'ated below :-

For clause (g) of sub -para (4) of para 14 of the sgid
instructions, the fallowing should be substituted, namely :-

Wg) The (vernment Servant concemed should be informed

of the grading & ad wfﬁn he is greded &£ "Rair(or

Average)h, 'Below pverage" or "Foor M,
By order and in the nane of the Gvernor of Gujadgb,

R.Ds Pendya,
lhder Secretary to the bvemment of Gujarat,
Geneéral Administretion Department.

To

The Secretary to the (pvemor,

The Comptroller to the Household to the (ovemor,

The Secretary, Gujarat Public Sérvice Gmmission, Awnedsbad,
(with 10 spare copies) with reference his letter No. GAD
D(a)(49 )4 II, dabed the Zd Fpteaber, P71, o

The Secre‘ba'l'y, Gljaz‘at Legi.slature SecI'etaI‘iatv, Gmdhinagar.

(By letter). B

The Registrar, Qujarat High Gurbt, fmedgbad (By letter),

The ®cretary, ujarat Vigilsnc? GQommission, hmedgbad.
(By letﬁr)a' h

A1 Departmen 8 of Secrétariab (with 20 spare copies),

All Hegds of Departments and Hegds of Offices under the
severgl Departments of Secretariat. ‘ _

41 Officers in General Administrgtion Department, , . -

Al Bragaches im Gell:: in General Administration Dep artment, )

Umitha/H- 13473, 590/
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Confidential

Instructions regarding writing and main-
tenance of Annual Confidential Reports.

GOVERNMENT OF GUJARAT

GENERAL ADMINISTRATION DEPARTMENT
No. wwa -1171-K,
Sachivalaya, Gandhinagar, dated the 5th October, 1971. ?\\ ('/
t{ion Depart-

Read —Government Resolution, General Admi}is
ment No. ws3-1169-K, dated the 8th March, 1969.

RESOLUTION

The General forms—III to VII prescribed under Government Resolution,
General Administration Department No. “sa-1169, K, dated the 8th March,
1969, are more relevant to the requirements of table and office work and do not
cover certain aspects of work of Government servants doing work of executive
nature. The question of prescribing an annual general form for all class III execu-
tive officials under the administrative control of various Departments was under
consideration. Government is now pleased to prescribe the forms appended to this
Resolution as under : —

(1) Form of confidential report for class III Executive Government Servants
(Supervisory)—Form IX.

(2) Form of confidential report for other class III Executive Officials (Non-
Supervisory)—Form X.

The above forms should be used for writing annual Confidential Reports of
concerned Government servants for the year 1971 and onwards.

2. The administrative department concerned should issue specific instructions
indicating class III posts for which Form IX and X, as the case may be, should
be used for writing their annual confidential reports. In short, the administrative
Department may prescribe either of the two forms according to their needs with-
out reference to the General Administration Department or the Gujarat Public
Service Commission.

3. The instructions contained in Government Resolution, General Admini-
stration Department No. ws@-1169-K, dated 8th March, 1969, should further be
amended as indicated below : —

(1) After item (viii) of sub-para 1 of para 9 of the said instructions, the
following new items should be added : —
“(ix) Form of confidential report on class III executive officials (Super-
visory) — (Form IX);
(x) Form of confidential report on class III executive officials (non-
Supervisory) — (Form X)”.

(2) After form VIII of the forms appended to said Government Resolution,
the accompanying forms should be added.

By order and in the name of the Governor of Gujarat,

R. D. PANDYA,

Under Secretary to the Government of Gujarat,
General Administration Department.

‘H-519-(1)-1000-12-71




To

The Secretary to the Governor,
The Comptroller to the Household to the Governor,
The Adviser to the Governor,

The Secretary, Gujarat Public Service Commission (with 10 spare copies) with
reference to his letter No. GAD 20(a) (49)-A-1I, dated the 22nd Septem-
ber, 1971,

The Secretary, Gujarat Legislature Secretariat, Gandhinagar, (By letter),
The Registrar, Gujarat High Court, Ahmedabad (By letter),

The Secretary, Gujarat Vigilance Commission, Ahmedabad (By letter),
All Departments of Secretariat (with 20 spare copies),

All Heads of Departments and Heads of Offices under the several Depart-
ments of Secretariat,

All Offices in General Administration Department,
All Branches and Cells in General Administration Department.
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FORM —IX
Form of Confidential Report on Class 111 Executive Officials (Supervisory).

Report for the year/period from to

Part—I (To be filled by Department|Office)

Name :
Date of Birth :
Present grade :

RN =

Date of continuous appointment to the
present grade :

5. Whether permanent or temporary :

6. Sections in which served during the
year under report and period of service
in each.

7. State briefly the nature of work on
which he has been engaged.

8. Period of absence from duty on account
of leave, training etc.

Part—II (Assessment by the Reporting Officer)
1. Keeping files and papers in tidy condi-
tion.

2. Maintaining properly the work sheet and
other register.

3. Promptness and accuracy in disposal of
work.

4. Knowledge of Government Policy, pro-
cedures and regulations.

5. Amenability to discipline.
6. Punctual attendance.

7. Ability to secure public cooperation for
proper implementation of programmes.

8. Capacity for organisation, supervision
and to get work done.

9. Initiative and resourcefulness for plan-
ning and its systematic implementation
and keenness for undertaking responsi-
bility in that regard.

10. Ability for organisation of camps, tour
campaigns and fields work.

11. Ability to express himself in meetings
discussions and on papers etc.

12. Aptitude for touring and field work.




13.

14.

15.

16.

17.

18.

19.

4

General assessment of personality
character, temperament including rela-
tions with officers, fellow employees
and public.

Assessment of integrity (if anything has
come to your notice, please specify it
also).

Has he been reprimanded for indiffe-
rent work or for other causes during
the year under report? If so, give
brief particulars.

Remarks, as to defects in character in-
debtedness, etc., which may militate
against efficiency and suitability for
particular types of work.

Fitness of promotion to the highef
grade.

General assessment of good and bad
qualities.

Grading :

(“Outstanding”, “Very Good”, “Good”,
“Fair”, “Below Average” or “Poor”).

Date :

Signature of Repbrting Officer :

................. vebvh e

Name in Block Letters @ ............. .............. ..

Designation :

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

Part—IIl (Remarks of the Reviewing Officer)

{ The Reviewing Officer should carefully consider and state, whether he -accepts
the assessment recorded by the Reporting Officer in all respects including grading.

If he differs from the Reporting Officer, in any respect, th

stated ).

Date :

e fact should be clearly

Signature of Reviewing Officer & ...............c..oocoeiinn.

Name in Block Letters © ..ovvveveiiieiii i,

Designation :

.......................................................
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FORM — X

e

Form of Confidential Report on Class 111 Executive Officials (Non-Supervisory)

Department / Office of

Report for the year/period from

AN O T

10.

to

Part—I (To be filled by Department/Office)

Name :
Date of Birth :

Date of continuous appointment to the
present grade :

Whether permanent or temporary :
Sections in which served during the year
under report and period of service in
each.

State briefly the nature of work on
which he has been engaged.

Period of absence from duty on account
of leave, training etc.

Part—I1 (Assessment by the Reporting Officer)

Proper maintenance of prescribed regis-
ters and charts, etc.

Promptness and accuracy in disposal of
work.

Knowledge of procedure and regulations.
Amenability of discipline.

Punctual attendance.

Intelligence, industry and keenness.

Ability to secure public cooperation for
fulfilment of duties entrusted.

Ability to organise camps, tours, cam-
paigns and field work.

Ability to express himself in meetings,
discussions and on papers, etc.

Aptitude for touring and field work.

H—519—2
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11. General assessment of personality, char- -
acter, temperament including relations
-« with officer, fellow -employees and
public.
12. Fitness for promotion to higher grade.
13. Assessment of integrity.

14. General summing up of good and bad
qualities. )

15. Grading :

(“Outstanding”, “Very Good”, “Good”,
“Fair”, “Below Average” or “Poor”).

Date :
Signature of Reporting Officer : ...........................
Name in Block Letters : ....oovvveernriirieiieiieiaanennnn.

Designation : .........coceiiiiiiiiiii e, e

Part—III (Remarks of the Reviewing Officer)
(The Reviewing Officer should carefully consider and state, whether he accepts
the assessment recorded by the Reporting Officer in all respects including grading.
If he differs from the Reporting Officer, in any respect, the fact should be clearly
stated ). ,

Date :
Signature of Reviewing Officer : ..............................

Name in Block Letters : ...........

DesIgnation : ......c.covveiiiiiiiiiii s
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JET 1N -
Confidential
GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT
Resolution No. wea—1171-K
— Sachivalaya, Gandhinagar, dated the 11th November, 1971.

Subject—Instructions regarding writing and maintenance of annual
Confidential Reports. e\

Read —Government Resolution, General Admfhistration Department,
No. wga -1169/K, dated the 8-349 as amended from time
to time.

X RESOLUTION

X According to the instructions contained in sub-para (1) of paragraph 7 of
\‘Government Resolution quoted above, the confidential records of such Class II
| Officers for whom Heads of Departments are empowered to pass orders regarding
- posting and transfers are kept in the custody of Heads of Department while confi-
" dential records of Gazetted Officers (other than Class II Officers whose confidential
' records are kept by Heads of Departments) of the Department under the adminis-
trative control of the Secretariat Departments are kept in custody of Deputy
‘Secretaries to Government. In modification of the instructions issued in para 7 of
‘Government Resolution, cited above, Government has decided that Heads of
‘Departments should keep in their custody the confidential records of all Class II
‘Officers under their administrative control. Government is accordingly pleased to
direct that the existing instructions prescribed in Government Resolution, General
'Administration Department, No. wea -1169/K, dated the 8th March, 1969 should
ifurther be amended as indicated below : —

| For item 6 in table specified in sub-para (1) of paragraph 7 (custody of
i Confidential Records), the following item should be substituted, namely : —

6. Head of Department — (1) Class II Officers except that where such =

| Officers are on deputation from another

3 Department, their confidential records should
be with the parent Departments.

!

(2) Non-Gazettvaﬁ in the respective

— ' Departments. -
' { By order and in the name of the Governor of Gujarat,
R. D. PANDYA,
{ ‘ Under Secretary to the Government of Gujarat,
' ‘ General Administration Department.
To

The Secretary to the Governor, - -

The Comptroller to the Household to the Governor,

The Secretary, Gujarat Public Service Commission (with 10 spare copies)
with reference to his letter No. - , dated ,

The Secretary, Gujarat Legislature Secretariat (by letter),

The Registrar, Gujarat High Court, Ah_quabad (by letter),

The Secretary, Gujarat Vigilance Commission (by letter),

All Departments of Secretariat (with 20 spare copies),

All Heads of Departments and Heads of Offices under the several Depart-

ments of Secretriat, o .
All Officers in General Administration Department,
All Branches and Cells in General Administration Department.

H—502—3500—11—71
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By
“ 0o Grant of permission to Government
&c € - . Servant to cross the- ‘
/@:P instructions regarding...
P

Goverr}m@nt. of Gujarat,
General Administration Departaent,
Resolution No,CEB 1071/5060-G,

Sachivalaya, Gandhinagar,
Dated the 20th Janvary, 1972,

RESOLUTION: - Government had laid down the criteria for folloving
Government servants to cross the Efficiecny Bar in the marginal
Governmen t Glrcular,Politigal and { ~ noted comau-

G Wi (0] ¢! . . 1.
Department, o SHT 7105070 Auted 50-t1 155" | n?;’igeu?nst'“f‘ls 1
Government Circular No CEB-10B4-C d£,104-1964]  Goop T2 8 e et

] . . ant with the provisionsg
made in the Note below instructions 6 of the instructions for writing
of the Mmnual condidential reports issued under Govert:ment Resolution,
General fdministration Departm nt No,. "U{é(—illﬁQ/K, dated 8th MaI'E?h,
1969, that the Govemment se.vant vhose standard work in the post is
satlsfactory should be graded as "Fair", Government is now pieased to
direct, in supersession of the previous instructions, that for th:
purpose of allowing Government servapts to cross the Efficlency Bar,
the Coumpetent Authority should mgke an overall assessement of the
Annual Confidential Reports of the neisang due to cross the Rfficiency
Bar, relating to the period of his service in the "Sale of Pay! in
which it is proposed to allow the erossing of Efficiency Bar, and
particularly, these relating to his service during the previous three
years so as to satisfy itself that the persong service has been
reasm gblytSatisfactory® and not "below average® or ‘poor'. The
persan satisfying the asbove criteris should be allowsd to cross the
Efficiency Bar. If the service in the scale of pgy is less than
three years then\ the available annual canfidential reports of the
year should be taken into accownt.

2¢ Government hes decided that the above criteria for allowing
Governmen t servants to cross the Efficiency Bar should be come Into
force with effect from 1st January, 1872, and should be made apolicable
o all cases In which the Efficiency Ber océur m or after 1st
January, 1972. The past cases of Govemment Servants decided otherwise
than -~ccording to the above criteria should be m reconsidered

and if they satisfy this criteria, they should ;lso be gllowed

to cross the Efficiency Bar from s dats not earlier thapn ist January,
197¢g.

3 A1l Secretariat Departument,Heads of Departments and Hexds of
Offices are requested to Implement the sbove orde:r scrupulously with
effect from 1lst January, 1972.

By order and in the name of the Govemor of Gujarat,

R,D.Pandhya,
hder Secretary to the Govt, of Gujarat,
To Generqal ministration Departmen t.

The Secretary to the (jovemor,;;hmed@@. ‘

The Secretary ,Gujarat Legislature Sccretariat,Gandhinagar.

The Seeretary,Gujarat Vigilance Commission, ghaedgbads

The Registrar,Hgh Court of Gujarat,ihmedabisd. f

The Secretary,Gujarat Public Service Comnission,ghmedgbad.

A1l Secretariat Departments (20 copiss).

All Hesds of Departments and Heads of Offices (Scale of distribution)
10",

A11 Branches in G, LD,

singh/16.8.
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/. Gov ernm ent

Resal ution

Confidentigl, . - A

Governmenit of Gujarat,
General Adninistration Department,
’ .o No. A5+ .~127 2 K,
SachiValaya Gandhinagar, Datad the 9th MaY, 197 2.

»6ubj"e'cﬁ:’- "‘0'-1‘fdens defining powers‘ of offieers at

different levels = Issue of =~ Wy different
Departments.

Read: ~ Government Circular, General Adninistrationm
: Department No. ROB~1285-K, dated the 10th
August, 1965; B, ‘

Goverrment Order, General Administration -

Department, No. dy4 =117 2/K, dated the
20th March, 197 2

CIRCUL AR

In supersession of the instructioms issued mdey
the Gujarat Government Rules of Business, 1971 revised
instructione regarding tiiz Business of the Goverment
issued vader rule 15 of tae Gujarat Goverrment Rules of
Business, 1072 have beei prescribed wmder Govemment .
Order, Neneral Acrinistration Department, NOs J5-4 ~-1172
K, ddt?u the 0th March, 1972 The instruction 4,there;
: provides for del egation of the Minister!'s povwers
by mecens of standing orders. Since the Rul es of Buglne
ss providegfor delegation of powers by the Ministers
the only action that requires to he taken is for the
Minister concemed to delegate by means of standihg
orders, the Secretary or other officers, the povwer whiah
he does not desire to e reserved to himself.

2 ' As the sald Instructions have been revised and
the new Comecll of Ministers has been fomed.all.
Departments of Secretariat are requested to issue or
revise, with the approval of the Minlster in charge,
standing orders defining the powers of officers at
different levels and authorising then to dispose of
cases finglly in pursuance of Instruction 4€¢i) of
the Instructions issued mnder rule 15 of the Gujarat
Govermment Rules of Business M7 2-1f Ré® are not yet

i1 ssued or revised. While 1ssuing the said standing
order, they are also requested to take into accowmt

the Instruetions contained in 4 “.. General Adninistration
Department, No, 11/1/72+346-AES, dated 17-3-72 Five
coples of orders so 1ssued should be forwarded to the
General Administration Department and the L egal
Department.

This should he trzated as immedigtes

By order and In the name of the Governor of Gujarat,

(A‘«Mh")

Under Secretary to the Goverrment of Gu:)arat, Lo
General Administraticn Department.

- ’ ..t-.?
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Secrenaries of all other Departments of Secy’etariat»,
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Instructions regarding writing and maintenpg,fj

ce of Confidenti”-p&}

 Government of Gujarat,
y . General Administration Department, ..
Resolutiopn No.. wed -1172- K, o - '
Sachivalaya, Gandhinagar, Dated the 6th December, 1972
\
Refs= Government Resolution, General Administration Department N@ulﬂé&
—1169-K, dated the 8th Ma:cch, 1969,

-2 ESOLUTION $=

and maintenance of annual confidential reports issued in Government Reso-
lution, General Administratiorn Department No, b{é@p—1169-K, dated the 8th
March, 19694 as amended from time to time, Government is pleased to direct
that on experimental basis, confidentlal reports for the year 1972’ in the
case of all Class-III Government 'servants working in all Government
offices in.the State should be'shown to them and their gignature |taken .
thereontin token of their having seen the reports. Procedure for convey=
~ing adverse remarks prescribed by the Government should also be!followed
in these cases.

2, - The Secretariat Departments should communicate their own wiews and
the views of the Heads of Departments on the open system of m ?1ntaln1ng
Confidentigl Reports to the General Administration Department towards the
end of December, 1973.

By order and in the name of the Governor of Gujarat,

R «He Buch,
Under Secretary to the Government of Gudarat,
General Administﬁation Department,

Seoretawy to the Governor,

Comptroller to the Household to the Governor.

Secretary to the ‘Chief Minister.

Personal Secretaries to all Ministers,

Persongl Assistants to all Deputy Ministers.

Secretary, Gujarat Publdc Service Commigsion, Ahmedabad.

Secretary, Gujarat Legislature Secretariat, Gandhinagar. '

 Secretary, Gujarat Vigilance Commigsion, Ahmedabad,

Regigtrar, Gujarat Bigh Court, Ahmedabad. s

. Departments of Secretariat, '

A1l Heads of Departments and Héads of Offices under the several
Departments of Secretariat,

All Officers in General Adminigtration Department.

A1l Branches in General Adminigtration Department,

. * By letter,

a/121/5,000/ o ol

cabl
*

In relaxation of the procedure regarding the Instructions for writing
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(H-638) (i)—5000-1-73

Confidential
GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT
No. wea-1172-(G)-K,
Sachjvalaya,‘ Gandhinagar, dated the st January, 1973.

Subject—Instructions regarding writing and maintenance of annual
confidential report. v \\ >

Read.—Govt. Resolution, General~Administration Department
No. wga-1169-K, dated 8th March, 1969.

RESOLUTION

Government is pleased to direct that the existing instructions prescribed in
Government Resolution, General Administration Department No. vied -1169-K,
dated 8th March, 1969 should further be amended as indicated below :—

“For sub-para (6) of para 6 of said Instructions, the following sub-para should
be substituted, namely : —

“(6) The Heads of Departments and Reporting Officers concerned should,
before writing the annual confidential reports of the Districts Heads (Gazet-
ted or Non-Gazetted) except the District Development Officers and officers
serving under the District Panchayat, ascertain the views of the Collectors
on the work of such officers and take them into account while writing the
annual confidential reports. The Collectors should send their views on the
work of all such District Heads (Gazetted or Non-Gazetted) in the pres-
cribed supplementary form to the concerned Reporting Officers. In this
regard the following procedure should, invariably, be followed : —

(i) The remarks offered by the Collectors should be brought on annual
confidential records of the officers concerned. If the remarks offered by
the Collectors are not acceptable to the Reporting Officer, they should
invariably express their own views and put them on the annual confiden-
tial reports of the Officers concerned.

(ii) The Collectors, without waiting for intimation from the Heads of
Department / Offices, should invariably send their remarks to the concerned
Reporting Officers on the working of the Officers referred to above as
soon as the year for which the reports are required to be sent, is over.

(iii) The Heads of Department or Reporting Officers should ensure
that the remarks of the Collectors in the prescribed supplementary form
on the District Heads under their administrative control are duly received.

By order and in the name of the Governor of Gujarat,

R. H. BUCH,
Under Secretary to the Government of Gu]arax’
General Administration Department. '

[P.T.O
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To

The Secretary to the Governor.

The Comptroller to the Household to the Governor.
The Secretary to the Chief Minister.

Personal Secretaries to all Ministers.

Personal Assistants to all Deputy Ministers.

The Secretary, Gujarat Public Service Commission (with 10 spare copies),
(by letter).

The Secretary, Gujarat Legislature Secretariat, (by letter).
The Registrar, Gujarat High Court, Ahmedabad, (by letter).
The Secretary, Gujarat Vigilance Commission, (by letter).
All Departments of Secretariat, (with 15 spare copies).

All Heads of Departments and Heads of Offices under the several Depart-
ments of Secretariat,

All Officers in General Administration Department.
All Branches in General Administration Department.
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Confidential

GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT
No. wed-1172-(ii)-K,

Sachivalaya, Gandhinagar, dated the 1lst January, 1973..

Subject—Govt. Resolution, General Administration Department
No. wga -1169-K, dated 8th March, 1969.

Govt. Resolution, General Administration Department"
No. wea-1172-K, dated 1st January, 1973.

RESOLUTION

In pursuance of sub-para (3) of para 9 of the instructions contained in Govt.
Resolution, General Administration Department No. wed-1169-K, dated 8th
March, 1969 read with revised instruction 6(6) of the said instructions issued in
Government Resolution, General Administration Department No. weéa-1172-K,
dated 1st January, 1973, Government is pleased to prescribe accompanying supple-
mentary form of Annual Confidential Report on District Officers for writing
remarks by the Collectors.

By order and in the name of the Governor of Gujarat,

R. H. BUCH,

Under Secretary to the Government of Gujarat,
General Administration Department.

To

The Secretary to the Governor.

The Comptroller to the Household to the Governor.
The Secretary to the Chief Minister.

Personal Secretaries to all Ministers.

Personal Assistants to all Deputy Ministers.

The Secretary, Gujarat Public Service Commission (with 10 spare copies),
(by letter). '

The Secretary, Gujarat Legislature Secretariat, (by letter).
The Registrar, Gujarat High Court, Ahmedabad, (by letter).

[P.T.O
H—638—(ii)
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The Scoretary, Gujarat Vigilance Commission, (by letter).
All Departments of Secretariat, (with 15 spare copies).

All Heads of Departments and Heads of Offices under the several Depart-
ments of Secretariat,

All Officers in General Administration Department.
All Branches in General Administration Department.



Supplementary Form of Annual Confidential Report containing remarks of
the Collector in respect of District Officers vide Government Resolution, General
Administration Department No. “wsa- 1172-(11)-K, dated 1st Januvary, 1973.

Report for the period from ........................ 10 .eeivieniniiiiianene,

1. Name of the Officer :
2. Designation :

3. Period of the Officers’ tenure in the
present post in the District anniver-
.sary :

4. Remarks of the Collector regarding
the officer’s general performances,
ability to get along with the members
of the public and with other officers,
general reputation and integrity :

Collector, DIStTiCt : ..c.vvvveverrerriiievenereeenens
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Confidemntigl e

Government of Gujarat,
General Administration Depagrtment,
~ Resolution No,%4¢i=1174~ K, '
Sachivalaya, Gandhinggar, Dated the 18th Ma:l'.‘oh. 1974.

Subject;= Instructions wegarding writing amd maintenance of
Annual Confidentiagl Reporta.

Redd :=- Government Resolution, General Administration Depgrtment
: No.wea-1169/1c, dated 8-3-1969 a8 amended from time to
time,

=t RESOLUTTI ON 3=

To streamline proper reporting against item of "integrity" in
the C,R, form by the Reporting Officer, the Vigilance Commission hgd
magde the following suggestion which has been gccepted by Government
for implementation :=- ,

"A gystem of heai'tlfw reporting of assessment of work of chsm
racter of an officigl needs considerable attention, The
tendency to make a non-cbmittal report should be avoided,
where the Superior Officer is doubtful gbout the integrity
of an employee though he has positive information, Where a
positive report gbout integrity cannot be mgde, the particulgrx
column, should be kept blank and a 'secret’ report should be.
submitted which should be verified through A,C.B., ox C.I.D,
His name should be kept in the list of doub®ful integrity till
it is cleargd".

2, Accordingly, Govermment is pleased to direct thgt the existing
instructions regarding writing and maintenance of Annugl Confidential
Reports (hereafter referred to gs "sald instructions") vprescribed in

Government Resolution, General Administration Departiment No, af Af,

1169-K, dated the 8th March, 1969 should further be amenled a8 indi~

~cated below 5= |

For sub paragraphs (17) and (18) of paragraph 12 of the said
instructions, the following sub-paragraph should be substituted,
ngmely s=-

(17)" Trere is a column in the annual confidential report
regarding every public servant vhere the Reporting Off icer
has to comment on integrity, The Reporting Of ficer should
in the first place be required to give a definite

opinion whether or not be conmsiders the persons concermed =

to be above board, If the Reporting Officer does not.
have enough information for forming g definite opinion_'.'
a8 may often, be the case, the following procedure for:
filling up the column relating to integrity should be
followed:

e o / e T T R |+ S T v -i‘"




(k)

(9)

-t 2 3=

Supervisory officers should ma,intain' a confidentigl

diary in which instances which creaté suspicion agbout the
integrity of a subordinate should be noted from time to

time gnd action to ?.rerify the truth of such suspicions should
be taken expeditiously by mgking confidential enquiries
departmentally or by referring the matter to the Anti

Corruption Bureagu or the Crime Investigation Department,

At the time of recording the Armugl Coxnfidentigl Report,
thﬁ.a dizry should be comsulted gnd the magterigl in it uti~

lised for filling the column ghoub integrity, if the column
is not £illed on account of the vmeconf irmed nature of the
suspiscions, Turther aoticn should.be taken in accordance

with the following su’iiwparagraphso'

The colwmn pertgining to invegrity in the character roll
should be left blank and a sepgrate secret note gbout the
doubtu snd suspiciorms regarding the Offlcer’s integrity
sheuld be vecorded simultanecusly snd followed up,

A copy of the secxrst note should be sent together with the
character roll to the next supericr officer who should.cnsure
that tli follow=up sction is tgken with due expedi tion'

If, o¢ a result of the followeup aciion, an off icer is
exmnergied , his integrity should be certified and an eniry
to that effect be made in the charagcter roll, If suspiciorns
regarding his integrity are cornfirmed, this fart should also

be recorded and duly communic gted t‘o the of ficer coicerred,

" Thers are occa,slons when g reporting oxticer cannot in fairness

to himself and to the off icer ‘reported upon, either certify mn
intec’r.o.%y or: ma,ke an ad"erse ent:cy, or even be in poasess:ton \./j
of any irformgticon which wcvuld enable him to. make a secret

report 4o the Hepd of %he Depa::hnent,- Sich ins_tallc»eﬁ, c..a,n

occur; when gn off icer is e‘er’ving in a remote sta,tionéﬁd the

reporting officer hgs not had occasion to watch his woTk .closely

or when zn of. icer has worked under the reporting offJ.‘.. wr only

for g trief period or has been on long leave, etc, In’ éll .

such euses, bhe reportirg officer should make an entry in the
Pintegrity"™ column to the effect that he has not wa,'bcahed the

' work for sufficient “ime to be gble to mgke any
i%e remark or that he was hegrd nothing ggainst the offi-

certa :il'it,egrity, a® the case wuy te. This would be g factual

statemont to which there can be no objection, But it ism

necesagry that a superior officer should make every effort
to form p definite¢ judgement gbout the integrity of those
wm:king 'U’fldfz,‘ himg as early a8 posm.‘ble, so that he may be

abla to magke g positive statemant

003/"
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-l 3 3=
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7

(£) There may be cases in which after s secret report/note hgs

beein rec

s7ded e¢xpressing suspicion gbout gn officer's inte-

grity, vhe inquiries that follow do not disclose sufficient

materigl to remove the suspicion or io confirm it, In such a

cgse the offiwwls conmduct sheuld be watched for g further

-period, and, in the meantime, he éhould, a8 far g8 practi~

table, be kept away from positions in which there are oppor~

vunities for induliging in corript practices,

By order znd in the name of the Governor of Gujerat, .

To

R, H. Buec he

Under Secretary to the Govermment of Gujarat,
General Administration Depasrtment,

The Secretary to the Gevernor,
The Compitroulier of the Household to the Governor,

(with ¥ spare copies)

* The Secretgry, Cujarat Public Service Commimsion, Almed abad.

The Secretary, Gujarat Legislgture Secretariagt, Gandhinagar.
The Secretary, Gujarat Vigilance Commigsion, Ahmedabad,
The Registrar, Gujaret High Court, Ahmedabad.

411 Departments of the Secretariat (with 2 spare copies)

41l Heads of Depariments and Heals of OfTices under the szsveral
Departments «f Secvetarigt,

All Officers in General Administration Department:

All Brgneches in General Adminigtration Department.

*
*
*
* By letter,
A/142/4,500/
i .._,..____.___;7/“‘: :::—;’:;»T, it :

T T O
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Confidential

Government of Gujarat,
General Administration Department,
No. -1174- K,
Sa,ch.iVa,laya, Gandhinagar, Dated the -15th April, 1974.

Subjects~ Ingtructionsg regarding writing gnd maintenance of
Annugl Confidentigl Reportg,

Regd:~ Govi, Resolutien, General Admini stration Department Mo,
1172 (1) /K, dated 1-1-1973,

Govt, Regolution, Generzl Administrstion Department No.
1172(ii) /K, dated 1-1-1973.

-t CIRGCULAER :-

Government ig pleased to clarify that the instructions
contgined in fh'e abbve mentioned Government Regolutions 'would not
be applicable in regpect of District Officers including the
Di strict Superintendent of Police for whom the Collectors are the
"Reporting Officers" for the'Apur'pio"se of writing the Anmual Confi-
dentigl Reports. Hence, in respect. of such District Officers,

the Collectors are not required to write reports in supplementary

form accompanying .Governmen t Resolution, General Admini stration

Department No. - /1172 (ii) /K, dated 1 1=1973.

By order and in the name.of the Governor of Gujarat,

R,H, Buch, ,
Under Secretary to. the Government of Gujarat,
Genergl Administration Department,

To

The Secretary to the Governor,
The Advi sors to the Governor, :
The Secretary, Gujarat Legi slature Secretarizt, Gandhinagar.
The Secretary, Gujarat Public Service Commigsion, Ahmedabad.
The Becretary, Gujarst Vigilance Commiggion, Ahmedgbad,
. The Regigtrar, Gujarat High Court, ihmedabad.
All Secretariat Departments, .
- Home Department, 'B' Branch.
A1l Hendg of Departments and Hegds of Offices,
A1 Brancheg in Generzl Administration Depgrtment.

9/4,000/
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(Eonﬁdential

GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT
Resolution No. wed/ 1170-71-72/2219-K, b

Sachivalaya, Gandhinagar, dated ‘1st May, 1974

Sub:—Instruction regarding writing and maintenance of annual
Confidential Reports.

RESOLUTION

Government is pleased to direct that the existing instruction accompanying
Government Resolution, General Administration Department No. vsa /1169/K,
dated 8-3-1969, should further be amended as indicated below:—

() In para 10, in Sub-para 1, for the first sentence the following should
be substituted : — :

“Confidential reports should be written for each financial year (i.e. annually
for the period from 1st April to 31st March), but so far as reports for the
year 1974-75 are concerned, they should be written for the period from
Ist January 1974 to 31st March 1975”.

(2) In para 10, in Sub-para 2, for the existing clause (V) the following
should be substituted : —

“(V) The work of writing Confidential Reports should as far as possible
be completed within two months from the last date of preceding financial
year. (i.e. till the end of May for the confidential reports in respect of the
year ending March every year). The subsequent work of reviewing and
communication of adverse remarks should be completed by the end of July,

every year.”

(3) In para 10, Sub-para 2, clause (vi) for the words and figures “28th/29th
February”, the following should be substituted : —

“31st May”

2. All Secretariat Departments, Heads of Departments and Heads of offices
are requested to ensure that the Annual Confidential Reports of all Government
Servants are written for the period “lIst January, 1974 to 31st March 1975” and
thereafter for each financial year from April, 1975 onwards.

By order and in the name of the Governor of Gujarat,

R. H. BUCH,
Under Secretary to the Govt. of Gujarat,
General Administration Department.

To
The Secretary to the Governor.

The Comptroller of Household to the Governor.

The Advisers to the Governor. . .
The Secretary, Gujarat Public Service Commission, Ahmedabad.

The Secretary, Gujarat Vigilance Commission, Ahmedabad. By letter)
The Secretary, Gujarat Legislature Secretariat, Ahmedabad. (By letter)
The Registrar, Gujarat High Court, Ahmedabad. (By letter)

All Secretariat Departments. (With 15 spare copies)

All Heads of Departments and Heads of Offices.

All Branches of General Administration Department.

H—173
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No, F.1 (3 )/73-FB,IT

Government of Tndia,

Ministry of Finguce
(Department of Econamic AMfairs)

New Delhi, the 27th fpril, 1974,

Office Meamorandum

Subjectsm Prbcedure for obtaining Confidential Reports
on Off_icers on deputation on foreign assigmment,

The undersigned is directed to say that it has come to
the notice of this Department that the Ministries/Departments
of ®I/State Governments are heving correspondence directly with
IBRD/IDY/ ADB end IFC etcs for obtaining Confidemtial Reports of
Of ficers who are on deputation on foreign service with these
organisations, In this cotme¢tion, their attention is invited to
the decision intemalia of the Senior Selection Board in its
Meeting held on 4th February, 1974, namely:- o

"In respect of officers working on deputation under
the World Bank, Asian Development Bank and the IMF.,
confidentigl repotrts magy be obtained through out
Executive Directors hortally at the end of the tenure
of the officers, and in special cases,’ when an
officer is to be considered for promotion. -The

Dep artment of Economic Affairs will obtain such
reports as and when required by any cadre suthority®.

It is requested that the procedure decided upon hy the
SSB mgy be followed strictly. ‘

2, M1 Minigstries/Department of the GOI/State Governments .
etc,, are again requested to follow the procedure for chgnnel
of communications for correspondence with IBRD/IDA and IFC etc.
‘as outlined in this Department OM No. 5(25 )/73~FB,II dated
22.11,1973.,

Sd/~
Gs Venkgtaramanan '
Deputy Secretary to the Govermment of Tndia.

gl

A1l Ministries/Departments of the Government of Indiae
All sbate Govemments,
Department of Personnel & X

e e

Noo WG =1074-16-K,

General Mministration Department,
Sachivalgya, Gandninagar, )
Dated the 4th June, 1974.

Forwarded with compliments toi-
(L &ll department of Sachivalayae - - - -
2 General Administration Department VKH' 1G' and 'R! Brenches. .

R.D. Makwana,
Section Officer, '
s General Administration Department.

/
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G, C. P. G. (H) 622—4000-—8--74

CONFIDENTIAL.

Writing and maintenance of Annual
Confidential Reporis-Communication
of adverse remarks—

GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT
Circular No. viga-1174-1696-K,

Sachivalaya, Gandhinagar, 23rd August, 1974.
CIRCULAR

Attention is invited to instruction No. 14(i) of instructions regarding
writing and maintenance of Annual Confidential Reports issued undey
Government Resolution, General Administration opartment No. wige—
1169-K, dated the 8th March, 1969, which lays down that best results can
be achieved if every Reporting Officer realises that it is his duty not only to
make an objective assessment of his subordinatc’s works and qualities but
also to give him at all times the necessary advice, guidance and assistance
to correct his faults and defficiencies. If this part of thie Reporting Officer’s
duty is properly performed, there should be no difficulty about recording
adverse views because they would refer to defects in respect of which the
Reporting Officer has made efforts to have them corrected. This instruction
also enjoins upon the Reporting Officer that while mentioning any faults os
defects of his subordinate he should also give indication of ‘the efforts he
made by way of guidance, admonitions, etc. to get the defects removed.

2. All officers are requested to follow and implement this instruction
scrupulously.

By order and in the namec of the Governor of Gujarat.

R. H. BUCH,
Under Secretary to the Government of ‘Gujarat.
General Administration Department.

To.

The Secretary to the Governor.
The Comptroller to the Household to the Governor.
The Personal Secretary to Adviser (H).
The Personal Secretary to Adviser (K).
*The Secretary, Gujarat Public Service Commission, Ahmedabad.
(with 10 spare copies).
*The Secretary, Gujarat 1egislature Secretariat, Gandhinagar.
*The Secretary, Guiarat Vigilance Commission, Ahmedabad.
*The Registrar, Gujarat High Court, Ahmedabad.
All Departments of Secretariat. (thh 30 spare copies).
All Heads of Departments and Heads of Offices under the several
Departments of Secretariat.
All Officers in General Administration Devartment.
All Branches in General Administration Department.

" eBy teiter.
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ertmg and mamtenance of annual
Confidential Reports — Communica-
tion of adverse remarks etc.

GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT

Circular No. wsa -1174-75-K,
Sachivalaya, Gandhinagar, Dated the 25th February, 1975

: CIRCULAR

| It has come to the notice of Government that, inspite of clear instructions
| in para 14 of the instructions regarding writing and maintenance of annual con-
fidential reports contained in Government Resolution, General Administration
. Department No. visa -1169-K, dated the 8th March, 1969, the adverse remarks
made in a number of cases had not been communicated to the Government
sérvants concerned.” The Government servant should not be kept ignorant of the
adverse remarks ‘madé against him in his annual confidential report All
. Reporting Officers are requested to ensure that the adverse remarks made in the
* confidential reports are invariably communicated to the Government servants
concerned in time. In all such cases, the adverse remarks, if not communicated,
should be €ommunicated even now, if they are not more than 3-4 years old.

‘ 2. It has also been observed that appropriate procedure is not followed to
expunge the adverse remarks, which are decided to be removed from the annual
confidential report of a particular Government servant. When an order is made
to remove the adverse remarks from the confidential reports, it is necessary to
expunge such remarks by pasting or otherwise, so that they are not readable, and
' to make a note indicating the number and date of such order so that any superior
officer could, if necessary, refer to the original papers on which the decision to
eXpunge the remarks has been taken. This procedure should be scrupulously
followed in the cases where the orders to remove the adverse remarks are made.

3. It has also been observed that in some of the cases the grading ‘Fair’ was
‘widely used even though some of the officers could have been graded as “Good”,
:having regard to the general assessment indicated against the other columns. It
is necessary that the grading should be consistent with the overall remarks written
against each column in the confidential report. The Reporting Officers are,
therefore, requested to be careful and to ensure that the grading given is in keeping
with the overall remarks written in the confidential reports. This is not to
'suggest that the Reporting Officer should be over-liberal in assessing and writing
‘the Confidential Reports but he should be careful in properly evaluating the
'work of the officer reported upon and to offer remarks objectively and be con-
sistent in the remarks in the various columns and the grading assigned finally on
that basis.
. By order and in the name of the Governor of Gujarat,

H. D. JOKHAKER,
Under Secretary to the Government of Gujarat,
General Administration Department.

~

[P.T.O.
H—1022




To

The Secretary to the Governor.

The Comptroller to the Household to the Governor.
The Personal Secretary to Adviser (H).

The Personal Secretary to Adviser (K).

*The Secretary, Gujarat Public Service Commission, Ahmedabad, (with 10
spare copies).

*The Secretary, Gujarat Legislature Secretariat, Gandhinagar.
*The Secretary, Gujarat Vigilance Commission, Ahmedabad.
*The Registrar, Gujarat High Court, Ahmedabad.

All Departments of Secretariat (with 30 spare copies).

All Heads of Departments & Heads of Offices under the several Departments
of Secretariat.

All Officers in General Administration Department.
All Branches in General Administration Department.

* By letter
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Confidential.

R ———

Instructions regarding writing and
maintenance of Annual Confidential
Reports.

GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT,
Resolution No.  wsa  -]1171-74-K,
Sachivalaya, Gandhinagar, Dated the 24th October, 1974.

Read —Government Resolution, General Administration Department,
No. wa  -1168-71-K, dated the 25th September, 1971.
Government Resolution, General Administration Department.
No. CEB-1071-5060-G, dated the 20th January, 1972.

RESOLUTION

It has been laid down in Government Resolution, General Administration
Department No. wsa  -1168-71-K, dated the 25th September, 1971, that
the grading “Fair (or Average) earned by a Government Servant in his
annual confidential Report, which was so vital in the matter of his crossing the
E. B., should be communicated to him to afford him an opportunity to improve
his standard of work in good time to earn increments beyond the E. B. The
criterion for allowing a Government Servant to cross the E. B. has been
reviewed by Government subsequently and it has been decided vide Govern-
ment Resolution, General Administration Department No. CEB-1071-5060-G,
dated the 20th January, 1972 that a Government servant whose service is
reasonably satisfactory and not “Below Average” or “Poor” - should, on an
- overall assessment. be made eligible to cross the E.B.

2. Although, the grading “Fair (Or Average)” does not remain now a
vital factor in the matter of allowing a Government Servant to cross the E.B.,
it is clarified that the orders issued under Government Resolution, General
Administration Department No. CEB-1071-5060-G. dated the 20th January.
1972, do not, in any way, affect the instructions contained in Government
Resolution, General Administration Department No. vwag¢ -1168-71-K,
dated the 25th September. 1971 and that Government considers that for
maintaining efficiencv and improviding the standard of work, the procedure
of communicating “Fair (or Average)” grading to the Government Servants
concerned laid down in Government Resolution. dated the 25th September.
1971. should be continued to be followed.

By order and in the name of the Governor of Gujarat.

R. H. BUCH.
Under Secretary to the Government of Gujarat.
General Administration Department.

(P.T.0.




To

The Secretary to the Governor,
The Comptroller to the Household to the Governor,
The Private Secretaries to Advisers,

*The Secretary, Gujarat Public Service Commission, Ahmedabad,

*The Secretary, Gujarat Legislature Secretariat, Gandhinagar,

*The Registrar, Gujarat High Court, Ahmedabad,

*The Secretary, Gujarat Vigilance Commissicn, Ahmedabad.
All Departments of the Secretariat (with 15 spare copies).
All Heads of Department and Heads of Offices.

All Officers in General Administration Department,
All Branches in General Administration Department.

*Ry letter.
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CONFI DENTT AL Noe UeH~1172-76-K,
General Adrindctration Department,
sachivalaya, Gandhinagar,
Mated the 18G5 February, 1276.

The Collector,
BARO DA,

Subject:= Wrliting and maintedance of
anpural confldential reporvs
‘Sir,
I am directed to refer to your letter HooEST(A)/
1737/75, dated the 16th June, 1975, on the subject mentiloned
above ang to state that the Collectors can offer their

remarks on the performancge of election duties rendered by-

(1) the officers under their direct control, in the
form.prescribed for writing annual confidential
report on c¢lagss I & Class II officersy (Item Nos.7
& 12 of Form NooII- in GoRo, GeAeDo Now -
1169-K, dated 8-3-1969)

(i the District Officers who are not under their éireet
control, in the supplementary ff§n prescribed under
Government Resolution; General Administration Depart-
ment, No,U¢d -A172(11)-K; dated the lst January,
1973 and send it to the concerined Reporiing O0fficer.

2. In the cuse of offlcers on deputation to other

Departments/ Corporations and who are not ungder their

direct or indirect control, the Collectors can, keeping

in view the provisions in para 19(1) of the instructions

regarding writing and maintenance of confidential reports

containec in Government Resolution, General Administration

Department No, ugd -1169-K, dated the 8th Mareh, 1962,

write their remarks in the form cf a note or lettsr and

send 1t to the concerned Reporting Officer for keeping 1t

in vhe C.R, File. - Yours faithfully,
B0 AR

( HeDé“/Jokhaker) ‘
Under Secretary to the Govte of Gujarat,
General Administration Department, .
Copy with a copy of the Collector,Barogafs letter undep”
=af- vas farwas dad to all otk or &11,@@1’*\1:3 for inford.. . =




NooBST(A) 1737/75 0fflce of the
thlleckor and Disztrlict Miglstrate,

Suroda ¢ 0%

Al
oy J Y EEY

The Chief Blectoral 0ffiger,
General Adninistiratlon Department,
Govermnent of Cujarai,

Sachivalaya, Gandpinagar,

Subicet s~ Writing & d mainienaince of
anaal confideniial rencirk3e
/ g

- 1
Several officers belonging to the Revebue and )
Development cadres but on deputation to other Depariments/ ™
Gorporations were appcinted as Returning Officers/ Assls-
tant Retuming O0fficers An the lazt elagiionyo Their
performance has been varied and 1t would be in the fltness
of things 1f a note about thelr performanice is taken in

the annual confidential reports for the year 197576, It 13, ?%
therefore propoged that CGovermment m2ay please de mcved —
to issue instructions that the Distriet Blection Officers -
may offer remarks about the Returning Officers/ Asslstant =
Returning 0ffieers not working under their direct control
and that the remarks be kept with the confjdential reports
of the respective oificers in ;heir parent departmentse
8d/~ Koio.Yagnik,
Gollector and District Maglstrate,
B&I‘Odao
JKD-.16/2,
Vo
2
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CON I DB TIAL Conficmtial Repart nf Managing

™ reatores snd nther O fMecer on
dan T W on to variouvas Corporations,.
writine pf Ingbmetions iy,

Ld [ ] L] o L] ° - . L] L3R 2N L] ] . L] . L] . .

GOVEIMMENT 0F GTTARAT,
Gmeral Adwminietraziion DNepar iment,
Yo, Inde 1176 K,
Sachivalaya, Caicshinazar,
Dated the 10th June, 1976,
e
Read 8- Government Resolution, General Adminigtre #ion
Depar tmen € Vo, Tr¢a~1160.K, da i»d 2~3-1969
as amended from time to time,

CIRCUTLAR:

°b

As ver ingfrucTdon 7 (2) ang 10 of the Ingtructions ‘
regarding writing and main tenance of annual con fidm tal report
the con fiden tial reports of Government Servants on deputation
are required o be written angd reviewed regulariy by the Qfficer
competent t do in the O0ffice or depariment where they are on
deputation, and also required to be yritten at the fime vhen
the Reporting Officer roiinquishes charge of 0ffice on 4ran g-
fer or retirement, According % %thegr inghruetion g, the
con fiden §ial repnris of the Managing Directors cannni be
written by the Chairman after he hag demitted Office ag a’
result the confidential report nf an Nffic~r who yorked as
Managing Directnr isnot written for the nerind “he gerved in
the Corporation, In order %n avaid such contigency it is
Necegsary to engure thai the confideniial reports of the
Managin’: Directors and other OFfPicerg nd depulai@on tn *he
statutery BorAirg/Corporation ete, arc wiftten and reviewed
by the Chairman before he demits the 0ffice, A1l Departments
of Secrrtariat are, therefore, requecfed tn mgura accordingly
in regvect of the Cfficerg on deputation with which they
are concernegd,

By order and in the name -of the Governor of Cujarat,

| ALt
E,B,Pandit
Deputy Secretary to the Governamen® of Gujarat,
General Adminigfration Deparment,

b,

Te Secretary to the Govemonr,
The Comptroller %o the Fougehold to the Governor,
The Secretary %to the Advigor, ~

~The Sreretary, Gujarat Public Service Comui ssion ( with

10 spare copies) ( by letter),
The Secretary, Cujara? ILegi glature Secretaria®, (by letter).
he Registrar, Gujara®t Yigh Court, Ahmedalmd Loy 1etter),
The Secretary, Gujerat Vig lanee Tommi ssion Zby 1Letter),
All Deparimen e of Secnetariaty (with 10 epare coples).
A1l Haadg oo f Deporimen s, ‘
A11 Ctf™cerg in Zencral AdAminigtration Nepartment,
A11 Brancheg in General Adminigiration Nepartment,
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NooBST(A) 1737/75 O0ffice of the
tollector and Distriet Migistrate,

The Chief Blectnral 0fflcerv,
CGeneral Administration Department;
Goverament of Gujarat,
Sachivalaya, fondhinagar,

Subject s~ Writing @1 d maintenance of
amnual confidensial reportse

[2N

geveral officers belonging to the Revenue and
Development cadres but on deputation to other Depariments/
Corporations were appcinked as Returning Officers/ Assig-
tant Resumning 0ffigers in the lagt clectionso. Thelir
performance hag been varied and 1t would Lz in the fitness
of things 1f a note about thelr performanee is taken in
the anmmal confidential reports for the year 1975-76, It 15,

- therefors propoged that Government may please ba meoved

\l, to issue instruetions that the Digtrict Election Cffiecers
- may offer remarks about the Returning 0fficers/ Assistant

Retuming 0f{iears not working under their direet econtrol
and that the remarks be kept with the confidential reports
of the respective officers in their parent departments.

Sd/- KoeoYagnik,
Collector and District Maglistrate,
Barogae

JKDo16/25
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CONFLDENTI AL Nos Wé¢d-1172-76--K, 4
Goreral Adp<ndciration Beparbtnent,

Sacliivalaya, jaqdhinagarg
Tuted the ek Iebruary, 1976.

Tor

The Colliector,

Subjeebr=- Wriling and maintenange of
amnal confidential reports

Slir, : \

I anm diregted to refer to your letter NooBST(A)/ N
1787/75, datved the 16%h June, 1975, on %he subjoct mentioned

above and to gtate that the follectors can offer thelr .3

| 2 Y
remarks on the performanye of elegtion duties rendered by- il
—

(1) the officers under thelr direct control, in the -

form preseribed for writing znnual confidential

report on ¢iags I & Class II officerss (Item Nos,?7

& 42 of Form NooIl- in Gos, GeA.Ds Noo -
1162-K, cdated 8-3-1859) T
(1) the District Officers who are not under thelr direct ﬂ#ﬂ

cortrol, in the supplementary fo¥n preccribed under

Governument Resolution, General Administration Depart- -

ment; Noo Ued -3172(ii)-K, dated the iet January,

1973 and send 1t %o the conecrned Reporting 0Zficer. W

-

2. In the case of «fflcers on deputation to other
Departments/ Corporations and who are not unger their
direct or indirect control, the Collectors can, keepling
in view the provisions in para 19(1) of the instructions
regarding writing and malntenance of confidential reports
contained in Government Resolution, General Administration
Department Noo, wgd -1169-K, dated The 8th March, 1969,
wrlte their remarks in the form of a note or letter ang
send 1t to the concerned Reporting Officer for keeping 1t
in the C.R, File. Yours faithf 11y{}6/

//

( H.oD&/Jokhaker)
Under Secretary to the Govte of Gujarat,
General Administration Department,
Copy with a copy of the Collector,Baroda's letter under
reference forwarded to 21} osther Collectors for infcrmation
and guidence.



A, AMIN, TS
Deputy Secretary, TN

nf ;)

DQOQNOUAIS“1869"'G, -
Geperal Administration Department,
Sachivalaya, Xxmiktmex Ahme dsbad.ql

\ , , Govermeent have considered the question
| . of writing the anmal coafidential reportguin regpect .
of officers working with the Corporations and perticu.
: - larly with reference to the Reporting =and Reviewing
* Officers in respect of Cadre officers in the senior
time scale and above, Govermment mam have now decided
- thet the Chaiman of the Corporstion concerned should
) be the "Reporting Of{icer® 'and the Seeretsry of the
: Administrative Department concerned with the Cprpora-
tiong should be the "™ Reviewing Officer® for Cadre
officers working with the Corporstions, I am
' accordingly desired to request that this procedurs
- may please be followed for writing the enmusl
confidential reports in respe-t of those Cadre
officers who are working with the various Cprporations
under the administressive dontrol of your Depertument.
The anmal confidential reports for the year 1968
mey please be writiten and reviewed sccordingly befors
submitting them to the Chief Secrstary, :

Yours sincerely,
354/~ A M.Amin

- To

? All Secretaries to Government,






| _%,_WJ,

B,y AL A,
Deputy 3screiary,

Confidontinl

idg Ogilire .LIS-‘I{'!{SQ-G’

Gagaral Aduinisirmtion Dapartment
Srehivalays, Xmsthinsg hme dabnd.‘s,
spril 21, 1969,

Goverment have consiuered the quostion
of writing the anmnl conftdentisl raporte Lo respect
of officera working with ths Corporations and psrticu.
lorly with raersn~e to the Heporting ~nd Reviewing
Officers 1o respect oi Cadre offi~srs ip tho senior
time scale and above, Govermment azam hsve now deecided
that -the Cheimean of the Corporstion concernad should
be the "Reportiag Oficer® and tha Secretsry of the
Administrative Department consorped with the Cprpors.
tiong should be the " Reviaswing Offirer® for. Cedre
officars wvorking will: the Corporrtions. I =m
aecordingly desired to romest that this procedure
may plense be followed for writing the enmuel
yafidential reports in resga—t of those Cadre
olffears who are workinog with the veriocus Cprporations
under the 7dministresive donirol of your Depertoent,
The aanmunl confidential repaorts for the yeny 1968
may plecse be written and roviewed sccordingly before
submitting them to the Chiaf Secratsry. .

Yours sizieerﬂ;",

To

All Secretaries %o Government,







CONFIDENTIAL

Confidential Reports

Communication of adverse remarks
in the... .etc.

GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT,
Circular No. AIS-2076/237-G,
Sachivalaya, Gandhinagar, 29th January, 1977. b9‘\(,-

‘ /
CIRCULAR Y
Instructions were issued in the accompaniment to Goﬁment Resolu-
~ tion, General Administration Department, No. w¢a-1169/K, dated the 8th
. "March, 1969, regarding writing and maintenance of annual confidential
.reports, that Government servants should not be kept ignorant of the
adverse remarks against them .in their confidential reports and such remarks
should invariably be communicated to them as soon as possible. Despite
these instructions, it has been observed in a number of cases which have
come to the notice of this Department that the authorities concerned had
not communicated the adverse remarks incorporated in the Confidential
Reports and thus did not afford any opportunity to the Government servants
reported upon to make representations - against such ‘- adverse remarks.
‘Since ‘inthe system of promotions in this State, the C. R. is and might
continue to be a major criterion, proper-maintenance of C. Rs. and prompt
communication of adverse remarks are of the utmost importance. Govern-
ment have given further consideration to this matter and feel that, unless
the authorities concerned follow a strict  time schedule and a set drill
for communicating adverse remarks, considering representations and taking
" final. decision, the situation is not: likely to improve. Government has,
therefore, decided that the following -procedures should be laid down for
communication of adverse remarks, considering representations, etc.

(/) The adverse remarks should be communicated to the Government
servant/officer as far as possible within six weeks from the completion
of the Confidential Reports for a particular financial year. A note of
such communication should also be kept on his C. R. file in the
following words “ Adverse remarks communicated under letter No.

dated...... ”. The responsibility for ensuring that the adverse
remarks are accordingly communicated to a Government servant will
be that of the officer in whose custody the C. Rs. of such employees
are kept by the office. ' ' -

(if) The concerned Government servant should be given six weeks
to make representation against the adverse remarks communicated to
him. If he does not make any representation, or submits a representation
after the expiry of the period of six weeks, no action should be taken
regarding the expunction or modification of the adverse remarks. The
above time-limit should also be intimated to him while communicating
the adverse remarks. The competent authority may, if it is satisfied
that the officer concerned has sufficient cause for not submitting his
representation within the prescribed period, extend the period suitably
on the merits of the case.

(iii) 1If a rcprecentation is made by the Government servant/officer
concerned within the prescribed time-limit, the competent authority
should as far as possible ensure that a final decision 1s taken thereon
within a period of three months from the date of submission of the
rcprescntation. - -

\24




2

(iv) While the instructions contained in General Administration

»  Department Government Resolution  »sa-1169/K, dated the
8th March 1969, specify the Reviewing Officers as the level at
which the decision to communicate and what 1o communicate is

to be taken, they are silent on the level at which decision has to be
taken on a representation against adverse remarks. It has been decided

\ by Government that the decision to reject a representation against

* adverse remarks or to allow it in part and modify or tone down or
to expunge the adverse remarks should be taken at a level one stage
higher than the Reviewing Officer. For instance, if the reviewing officer
in a particular case was the Director of Agriculture, the decision on
the representation against adverse remarks should be taken by the
Secretary, Agriculture, Forests and Co-operation Department. A_copy
of the decision which may have been communicated to the Government
servant concerned should also be incorporated in his C. R. file' at_the
ajglgr_gmg_i_ate place.” Where, as a result of representation, a decision is
taken to tone down or expunge an adverse remark, a correction should
be carried out in the original C. R. by the officer in whose custody
the C. Rs. are kept, under his signature and quoting the number and
date of the order/communication conveying expunction/toning down

of the remark.v :

(v) Once a decision has been taken by the appropriate authority
on the representation made by the Government Servant/officer, no...
further representation should be entertained by them in regard to the
adverse remarks in.his C. R. which was the subject matter of the

representation.

2. Government desires that, the above instructions should be followed
scrupulously hereafter. Any lapse in this regard will be viewed seriously.
The Secretariat Departments are requested to bring the above instructions
to the notice of the different Corporations/Public Undertakings/Boards

which may be functioning under them for necessary action.
By order and in the name of the Governor of Gujarat,

R. BALAKRISHNAN,

Spccial Secretary to the Government of Gujarats
General Administration Department-

To

The Secretary to the Governor ( By letter )

The Comptroller of the Household to the Governor.

The Secretary to the Chief Minister.

The Personal Secretaries to all Ministers and Personal Secretaries to
Ministers of State. _ -

The Personal Assistants to all Deputy Ministers.

The Secretary, Gujarat Public Service Commission, Ahmedabad,
(with 10 spare copies ) ( By letter ).. -

The Secretary, Gujarat Legislature Secretariat Gandhinagar. (By letter).

The Registrar, Gujarat High Court, Ahmedabad ( By letter).

The Secretary, Gujarat Vigilance Commission, Ahmedabad ( By letter ). -

All Departments of Secretariat (with 30 spare copies ).

All Heads of Departments and Heads of Offices undcr.the several
Departments of Secretariat.

All Officers in General Administration Department.

All Branches in General Administration Department.

PRINTED AT THE GOVERNMENT CENTRAL PRESS, GANDHINAGAR.
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CONF Do il LAL Coufidential asports-
geporting aad haviewlng
Uiticers- .
Desgsigunation of in various
ofvicss. -

Goverameal of Gujarat,
Jeneral Adninistration Departnent,
Circular Ho. \ng¢-1077-k%
Sachivalaya,sanahinggar,

Dated the 25 Jgnuary, 1977.

CIRULAR :

It has cons to the notice of this Departuent thst
in certain off'ices of the Heaas of Departaent and in
their subordinate ofrfices as also in various Corporations,
Bogrds, etc. no of.ic2rs seem to have been properly
desiznated as the 'heporting sana '+eviewing'! Ufficers for
the purpose of writing and reviewing th: Confidentigl
neports of ths Governaeut Servanhts wording under thewm.
An instance also recently came 10 notice wherein
confidential reports in respect of certain Government
employeds were written ana reviewed by one and the same
officer. This is highly iampropsr as the very purpose of
ravigvWing is lost wren the reporting ane reviewing are
both don¢ by the same officer. It is Important that the
Reviswing vificer should always bs a person other, than
che heporting Ufficer and he <hould be an officer one
level above the heporting Officer. It is quite essential |
that this agspect 1s kept 1a nind while designating the ‘
heporting -nd heviewing Officers.

In order to check w.etner the cifferent ofrices of !
Gove=rament have propsrly issued the nscessary oraers in
reppbect of the different categories of Goverananent servants
: ancaer ti<a ia the gbove matter, it has been decided to
/ collect tn: reguisite iaformation in the attached
proforma. All Secretariat Departacnts and all Heads of
of Departaent ¢tc., as addrss-ed below are requested
— to furnish the necsssary information in duplicate

i in the accompanying proforma so as to r<ach the
! uadersignad not_later the 18th Fepruary, 1977 alongwith
| copi s of the oraers issued so far by them ia the
| matter.

By oruer amd in the name of the Governor of Gujarat,

C.J.Patel, '
Under Secret=ry to the Goveragneat of Gujarat,

General Adninistration Dspartment.
To
All Dspartnents of the Secretariate.
All He-ds of Departament.

All Bx<cuative Heads of the Statutory Corporation/
Buarus, coastituted under the v.rious Sscretariat ‘
Dspara-ats (with a request to furnishe the -
raguisite inforaation in the attached proforma.)
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CONFIDENTIAL

Confidential Reports—

Writing and reviewing of

GOVERNMENT OF GUJARAT,
GENERAL ADMINISTRATION DEPARTMENT,
Circular No. viga /1177-K,

Sachivalaya, Gandhinagar, dated the 9th February, 1977.

CIRCULAR

It has come to- Government’s notice that the function of reviewing
confidéntial reports has become a mechanical and ritualistic exercise and
reviewing officers seldom if ever apply their minds to the assessment made
by the reporting officer on the various characteristics of the appraisee.
Recently, a glaring instance of injustice in performance appraisal came to
Government’s notice where the reviewing officer, although he was in a
position to rectify an injustice, failed to do so. A senior officer had misused
his report-writing function by deliberately and prejudicially reporting on a
subordinate who had been a witness against the reporting officer in a depart-
mental enquiry. The adverse remarks had been concurred in by the reviewing
officer who later pleaded that at the relevant time he had had inadequate
knowledge of the work of the officer reported upon. In the second year, the
reporting officer repeated the adverse rtemarks and the reviewing officer,
despite the fact that by that time he had become aware of the background
to_the reporting officer’s remarks accepted the adverse remarks. Subsequently,
when 2 representation was received against the adverse remarks, the rev1ew1ng
officer recommended to Government the expunction of the adverse remarks.

2. Government views instances of this nature which show routine
and casual discharge of the reviewing function, very seriously. Reviewing is
an extremely important aspect of our Performance Appraisal System. It is a
second appraisal, conducted by an officer superior to the reporting officer
and is designed to safeguard the Government servant against bias and errors
in the reporting officer’s assessment. If this function is performed in a routine
or ’mechamstlc fashion, the very purpose of reviewing is lost. Even where
the reviewing_officer may not have had_occasion tmw
work of the appraisee he should make efforts to verify the adverse remarks
by informal enquiries before concurring in them, as his concurrence has the
effect of confirming the adverse remarks. In the alternative, he might record
the fact that he was not personally aware of the work of the officer reported

upon.
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3. Government is, therefore, pleased to direct that serious notice should
be taken of routine or perfunctory reviewing of confidential reports. Any
instance of routine reviewing which comes to light should be viewed as an
example of poor quality perforniance appraisal by the reviewing officer and
should be recorded suitably in his confidential report.

4. All Departments are requested to follow the above instructions
scrupulously. ‘

By order and in the name of the Governor of Gujarat,

H. B. PANDIT,
‘Deputy Secretary to the, Government of Gujarat,
) General Administration Department. ;.
To, =« .

| *The Secretary to the Governor
. The Comptroller of the Household to the Governor C e
_ The Secretary to the Chief Minister, = -
" The Personal Secretaries to the Ministers, M!iniéters of ' States ' and
Deputy Ministers, R -
*The Secretary, Gujarat Public Service Commlsswn Ahmedabad
*The Secretary, Gujarat Leglslatlve Secretariat, Gandhlnagar |
*The Secretary, Gujarat Vigilance Commission, Ahmedabad,
*The Registrar, High Court, Ahmedabad,
All Departments of Secretariat (with 20 spare cdpies),
All Heads of Departments/All Heads of Offices/All Officers in General
Administration/ All Branches in General Administration Department.
*By letter.

fRINTED AT THE GOVERNMENT CENTRAL PRESS, GANDHINAGAR.
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Confidential Reviged formg of
Annual Confidential Reports.

Government of Gujprat,
General Administration Department,
Circular No, -1177-1587-K
S$achiwlaya, Gandhinagar, IRted the 17th March, 1977,

CIRCULAR 3= .

02

The question of revising the existing forms of amwel confiden-
tial reports was‘ under consideration of the Government for some time,
The meeting of the Chief Secretaries held before some time g al o
suggested some chahges. It was noticed by the Government that there
weTre nany lacunds in the existing forﬁ]s.'- Ag the procedure of promtion,
premature retlf'ement etc.,y IBinly depends upon the confidential reports,
it is abslutely necessary to see tiat the forms of confidential

reports are on the whole, well prepared and without lacuna g,

2, After full consideration in this matter, Government hag taken
T the following decisionsg : o
N .
(3) The method. of self appraisl should be introduced in ,/

confidential reports of Clags -I and proposed Clags -II
officers, The main aim of this methed is that the Government
servant will give the detril s of his performance in part.2
of the Confidential Report. In this respect, a new revised
form is being prepared for propo sed Class-I and Class-II
official s, which will be sent to all Government Off ices

sho rtly.

(2) The points regarding grading and suitability for promotion in
the existing forms should be deleted. Mny times it is seen
. that the Reporting Officer of the confidential report expresses
e opinion regarding the above-said points without trking into
' consideration the views shown againgt all other pointg, eg.,
even if the opinion of good work is shown in all other points,
it ig seen that "Fair" grade is given or even if the work is
"Fair" in other pointg, "Good" or "Very good" grade is given.
In this way, ag regards the suitability for promo tion al so,
opinions which are not in consonance with the opinion given in
other points are also shown. Therefore, no purpose is served
by keeping the points regarding "grading" and "Suitability for®
promo tion in the Confidentirl Report, Mreover, in gome cases,
ag ther is no M mony with the opinions given in other pointsg,
it ig likely tl2t contradiction may be credted and injustice
may be cAuged to the employee.

3. Therefore, Government W g decided to delete both the points

from the forms of Confidential Report. The alove-s2id two points are
hereby deleted from the Genexal form III to VIII prescribed for the
annual Confidential Report for the respective employeeg vide Govern~
ment Resolution, General Administrat ion Department No, -1169-K,
dated 8th March, 1969, and fvom Form -IX and X pregcribed under Govern-
ment Regolution Yo, -127 1-K,’ d&ted 5th October, 1971 and the ~form_"s
of annwl reportg thus revised shall come into force from 1976~-77 confi-
dential reports. Thug, henceforth, every confidential reigort" for /1976-’77
and subsequent yelrs for the respective employce ghall be written in

fresh reviged forms, It igs hereby clarified that these oi‘ders' are not
applicable to the officers of the 431 India Serviceg, 2/ -

a .
I3



4. At present, every office may lve existing forms of confidential
reports in stock, Therefore, it has been decided that such forms should
not oancel led, but they showld be used after making necess2ry changes as . .v
per these new forms prescribed. The above-s2id two points should be dele-
~-ted from the formg in which they @re shown and seridl number should be
changed and old forms should be uged dfte;c making change under "the
remarks of the Reviewing Officer® in Part-III of the report as shown in
the statement attached herewith. The change suggested is as follows :-
"The Reviewing Officer should carefully consider 21l the points of aggsegs-~
-ment by the Reporting Officer and state whether he accepts them, If he

differs from the Reporting Officer in any respec‘t, the fact should be
clearly stated, ParticuWarly, whether agreeing with “A_ssessment of
integrity " should be gtated".

5e The Director of Printing and Stationery is separately instructed
to the effect that Government Press, should mrke necegsary changes in
such formg in stock and supply the same to the indenting of fite 2and
thereafter new forms should be printed and supplied as per requirement,
The numbers of s&ch prescribed forms which are to be revised are also
shown in detail in the gtatement attached herewith. So as to facilitate
the change in existing forms by e2ch office,

6. The responsibility to ensure that thegse forms of revised confi-
dential reports are brought to the notice of every Reporting Officer and
Reviewing Officer immediately and the annuwal reports for 1976-77 and
subsequent yedrs are written acecordingly shll rest on the Head of eovery

debartment or office,

By order and in.the name of the Governor of Gujaxat,

: R, Balkrishnan,
.%Jemal Secretatry to the Government of Gujarat,
General Admlnl str%tlon Department

To

The Secretary to the Governor.
The Comptroller of the Household to the Governor.
The Secretary to the Chief Minister,
The Personal Secretaries to all Ministers.
The Personal Secretaries to all Deputy Ministers and Minisgters of Stats
The Seéretary, Gujarat Public Service Commission, Ahmedabad,
(with 10 gpare copies)(By 1letter).

The Secretary, Gujarat Vigilance Commigsion, Ahmedatead (By letter) S

The Secretary, Gujarat Legiglature Secretariat, Gandhinagar
By letter).

The Fegistrar, Gujrat High Court, Ahmedabad (By letter)

A11 Departments of Sachiwelaya \wlth 15 spare copies)

A11 Heads of Departments and Heads of offices under the several
Departmonts of Sachiwlaya), :

All Officers in General Administrat ion Department,

Al11 Breanches in General Adminigtrat ion Department.
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CONFIDENTIAL
Confidential Reports—
Writing of ......... for short , — - .
periods......

GOVERNMENT OF GUJARAT,

GENERAL ADMINISTRATION DEPARTMENT,
Circular No. wsa-1177-1603-K,
Sachivalaya, Gandhinagar, 18th March, 1977.

CIRCULAR

No. wsa -1169-K, dated the 8th March, 1969, regarding writing and main-
tenance of annual confidential reports inter alia provide that normally no
report should be written, if a person has worked for less than three months
but if there is any special reason or occasion for reporting on a point on which

Instructions as laid down in the accompaniment to G. R, G. A. D. /

‘the Reporting Officer wishes to bring his remarks on record, theré i5 1o objec-

Yion to the report being prepared for a shorter period also. Government has,
however, observed that in most of the offices C. Rs. are being written for a
period of less than three months as a matter of course and at times in such
cases adverse remarks are passed against the person reported upon. Govern-
ment considers that when adverse remarks are passed in the C.R. of a
subordinate Government servant for a period of less than three months, such
an assessment would not generally be fair and proper as it is based on the
assessment for a very short period. Such reports might distort the overall
record of an officer as an officer with an otherwise good record might have
received adverse remarks for a period of two months. Government is, there-
fore, pleased to direct that no confidential report should be written hereafter
on a Government servant unless the Reporting Authority has seen the
performance of the said Government servant for atleast three months_during
the period for which the confidential report is to be written. In cases where
the period is less than three months, a certificate by the officer in whose
custody the confidential reports are kept should ‘invariably be incorporated
in the confidential report file of the concerned Government servant to the
effect that no confidential report is required to be written for the said period,
as it was_less than three months. This certificate is intended to cover what
would otherwise be a gap in his confidential report file.

[ ——

2. Government desires that these instructions should be followed
scrupulously hereafter by all Government departments and offices.

By order and in the name of the Governor of Gujarat,

R. BALAKRISHNAN,

Special Secretary to the Governnient, of Gujarat,
General Administration Department.

~

[} T. O.
Con.—1111




To,

*The decretary to the Governor.
The Comptrolier of the Household to the Governor.
The Secretary to the Chiei Minister.

The Personal Secretaries to all Ministers/ Deputy Ministers and Ministers
of State.

*The Secretary, Gujarat Public Service Commission, Ahmedabad (with 10
spare copies).

*The Secretary, Gujarat Legislature Secretariat, Gandhinagar.
*The Secretary, Vigilance Commission, Ahmedabad.
*The Registrar, High Court of Gujarat, Ahmedabad.

All Departments of Secretariat (with 15 spare copies).

All Heads of Departments and Heads of Offices under the several depart-
ments of Secretariat.

All Officers in General Administration Department.
All Branches in General Administration Department.
Select file.

PRINTED AT THE GOVERNMENT CENTRAL PRESS, GANDHINAGAR.



CONFIDENTIAL

Confidential Reports
Introduction of the system
of self-appraisal in.........

GOVERNMENT OF GUJARAT,
GENERAL ADMINISTRATION DEPARTMENT,
Resolution No. CFR-1076-K,
Sachivalaya, Gandhinagar, dated the 20th April, 1977.

Reference Government Resolution, General Administration Depart-
* ment No. vsa-11se¢—K, dated the 8th March, 1969.

RESOLUTION

In pursuance of the recommendation made by the Chief Secretaries’
Conference leld in May, 1976 regarding Performance Appraisal, the State
Government has decided to introduce self-appraisal in the confidential reports
of Class I and selected categories of Class 11 Officers. This is intended to
provide an opportunity to the officers concerned to give an account of their
significant contributions and achievements during the year. It is expected
that this will facilitate objective and fair assessment of the performance of
Government servants.

2. To begin with, Government has decided to introduce this system of
self-appraisal in the confidential reports of Class I and selected categories of
Class 1I officers, as listed in the Annexure ‘A’ from the year 1976-77. Conse-
quently, Government has evolved the appended Form of confidential report

and has decided to introduce it in place of the existing Form Ii, for all Class I’

officers and the selected catepories of Class II cfficers mentioned in
Annexure ‘A’. Confidential reporis for them for the year 1976-77 onwards
should be written in the revised forin. However, it is hereby clarified that
the existing Form-II should be continued.to be used for all Class II officers
for whom self-appraisal has not been introduced this year i.e., other than
“hose mentioned in the Annexure ‘A’.

3. Government is now pleased to direct as follows : —

(I) Before the close of each financial year each Government office
should fiil in the necessary particulars in respect of the officer concerned
in Part I of the appended form and submit the same to hiim by t/he /st
April, every year for writing his self-assessment report in Part II.

(20 All Class I and those Class II officers who have been specified in
the Annexure ‘A’ should annually write their own report on their per-
formance (self- appraxoal report) in Part II of the form and send it to the
reporting officer by the 20th April each year. (In the current year, due
to late introduction of this scheme, the form should be submitted before
15th May to the Reporting Officer). In case, any officer fails to complete

his self-assessment and send his form to the Reporting officer or the -

concerned office by the 20th April or within twenty days, from the date
of the receipt of the form by him for writing his seli- assessment, 1t should
H—24=1
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be presumed that he does not wish to make a self-appraisal. In such
cases the concerned office will submit a fresh copy of the form to the
Reporting officer who should proceed to fill Part i1l of the form accor-
dingly. 1n Part II of the said form necessary endorsement will be made
by the Reporting officer that no-self-appraisal report has been iilled in
by the concerned officer on the form originally supplied to him, by the
due date.

(3) After writing his self-appraisal in Part 11, the oificer reporied
upon should submit the confidential report to his Reporting officer. The
Reporting officer will record his remarks on Part 11I and submit the same
to the Reviewing officer concerned.

(4) No report should be written if a person has worked under the
Reporting officer for a period less than three months. However, necessary
certificate should be incorporated in his confidential report file vide
instructions issued in Government Circular, General Administration
Department No. vsa 1177-1603-K, dated the 18th March, 1977.

4. All Departments of the Sachivalaya and all Heads of Departments

and Heads of offices are requested to bring the above instructions to the
notice of all concerned staff members/officers working under them for being
followed by them scrupulously:

By order and in the name of the Governor of Gujarat,

R. BALKRISHNAN,
Special Secretary to the Government of Gujarat,
General Administration Department.

*The Secretary to the Governor,

The Comptroller of the Household to the Governor,
The Secretary to the Chief Minister,

The Personal Secretaries to All Ministers,

*The Secretary, Gujarat Public Service Commission,
Ahmedabad (with 10 spare copies),

*The Secretary, Gujarat Legislature Secretariat, Gandhinagar,
*The Secretary, Vigilance Commission, Ahmedabad,
*The Registrar, High Court of Gujarat, Ahmedabad,

All Departments of the Secretariat (with 30 spare copies),

All Heads of Departments and Heads of offices under the several depart-
ments of Secretariat,

All Officers in General Administration Department,
All Branches in General Administration Department,
The Select file.

*By letter.

W
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ANNEXURE ‘A’

List of Class I1 Officers to whom the revised confidential report form

is applicable.
Sr. No. Name of the Designation of Class II Officers
Administrative for whom the revised form is
Department. applied.
1 2 , 3

1. Panchayats, Housing and Urban  All Taluka Development Officers
Development Department.

" e s

2. Revenue Department All Regular Mamilatdars
All Tenancy and Ceiling A.L.Ts.
(Agricultural Land Tribunals)
All Record of Rights Mamiatdars

3. Finance Department All Sales-tax Officers
4. Agriculture, Forests and Co- All Class 11 Officers of Direc-
operation Department. torate of Agriculture and Direc-
torate of Soil and Water
Management.

Note :—All other Departments — Nil until further orders.
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FORM —1I1
-2
FORM OF CONFIDENTIAL REPORT ON CLASS I AND CLASS II OFFICERS
(Except officers of All India Services)

4 214 29l 2t 2 240 viasll vidnadg G
(rloa curdla Fwwiddal slandsn Raad)

Department/Office of ———

rqou:)l "ll:l léa\lﬂ. ..........................................
Report for the year/period from to
ﬁ“ﬂ."ll. q\iIQ{H’{ ‘_u'é:u %laqla ............... ei'l .....................
PART. I (to be filled by office) eua : 1
(5322 erg)
1. Name of officer

Lo

sl A,

2. Date of birth
Q. ovedl Alw

3. Date of continuous appointment to the prcSent
grade »
3. €lddl v W AL [augsdl aiklv,

4. Present post and date of appointment thereto
¥ dlddl Wi Grewd g Mugsdl  didlvw

5. Periods of absence on leave during the year
U R%dl SRARR o Rl SRgiedldl Hed

6. Educational degree/diploma received by him
during the year under review
t  wdlan Qsadl ad eafHaid KBl Aada Aulds
RS EITTN

7. Tralning reccived during the year
(indicate period of training, name of course
and institution attended).
9 af el Haddl didln (dlndl  yed,
IEYRASH 2l o7 el diln il &y il
4 eafaq).

PART II SELF-APPRAISAL
AUIL-R AR EALS

(To be filled by the officer reported upon) (i< 2idu’ awi »ud B dudl erae)

(i) A brief summary of your main duties and
responsibilities. (if any norms and targets have
been fixed for your work, they may also be
indicated). (in not more than 100 words).

1L wuudl vy 23 i evaroiedleiidl 241 (ot

(und 11 wE % HS QR 2 asais sua-
il uel d, A ddl wg (@l viyd)
{(a4ul QY 100 wetini)

H—24-2




(i)

al

(iii)

v

Date;

v R

1.

3.

A brief account of your contribution during
the year with reference to the norms and
targets, if any, indicated at (i) above (in not
more than 200 words). (Add extra sheets,
if necessary).
A gfatd 2uuedl stllddl 4B glid,
GWR (1) #l ovinenl B 5 Hra 24
iz Rl &l 4y, AL deeldl [qadl
edladl (a4ul 4y 200 woEil) (VR svnd dl
QuuRLe] Uit Gﬁilgg

Details of any specific item of work done
by you which you consider especislly note-
worthy (in B0 words)
BUIY VR UL ARAL &L A Y s 1S
@z sindl [@odl (w0 "o

If, in your opinion, you were unable to acbieve
the expected quality or quantity of performance
in respect of any aspect of your work, indicate
briefly your reasons why it happened (in 50
words)
UYL SHAL SIS WAL Yol sillilui, iy
2URA @act 5 wwe  Rew 4 53 asw
§l, dl U g W34l U4l sRAL ARl
svildl (WO UeBIni).

Signature

ad

Designation

PART III eua:3
(To be filled by Reporting officer) (widud @udi wifusdla o2g)

Do you agree with the self-assessment of his

performance done by the officer at part II?

If not, give reasons why you do not agree,
ifsilB Bl sl ¥ cwo-anl R
Ad-Hellsd WA 20w 2ud BL 7 2Ad 4 &,
dl 2 Wedl srEL U,

What is your assessment of his clarity of

thought and power of expression on paper?
avuil el [QaRdl updl Bid vi@elbde
a0 v § yeuist B 7

Has he adequate ability to note and draft
in Gujarati ?
Joridlul it vid yugduid WS W Wl
Uld qAd §7



4.
¥.

o

10.
0.

11.
11.

What is your assessment of his —

Aldedl cllotdl »i3 U] Yeuisd evudl -

() Initiative, vesourcefulness und willingness
to assume responsibility. )
(1) uwdagln, y» »d ol Gwsad

deYRddl.

(ii) Capacity for organization and to get
work from subordinates.
() agRat-alsd >4 g A3l sdadlsl wel
stH ddledl Bldgd.

(iii) Capacity to take quick and sound
decisions.
(3) o3l 2 usa [l daudl A,

(iv) Character aud temperament including
relations with [ellow officers and general
public.

(¥) ael2ifsflad vid 2R ovedl WHAL
2{ofHL Algd AR 214 |,

Has he properly exercised delegated powers or
does he have a tendency to refer cases back
for guidance ?
Qlwddl At 247 Pou Ad wudl B 5 3u
wigdl 21 Woledd W2 $AL e Asaadl g
qad 8 7

Quality of reporting — Does he correctly and
objectively appraise the work of persons
working under him ?
sidaiddl omani—HAl @it A su sdl
Alsdulldl siidl 2wl 24 dery Yaael

27

Assessment of integrity : (Has anything come
to your notice which reflects adversely on the
officer’s integrity ?)
wHasdie] yeals: (Alsdld ualdisd [zt
51 olold UYL B Y2 2udl © )

Brief mention of outstanding work, if any,
during the period under report.
idd dsadl Yed b 3 [@Ale sin
QI Al N ilEnd e

Details of reprimand or disciplinary action
if any, during the year under report.
iU Gsuldl A elMAUA RS sUSL 21U
did 3 [Rrdeiod yag orawl i dta A
2l [Qordl.

Overall assessment.
ws'eR Yeisd,

Suitability for other spheres of work, if any.
ol siAA wEdl Poaa i A d.

169




12. Traning nceds (Loeking to his aptitudes and
carcer development possibilities, please indicate
specific arcas for him).

2. didli-orgdladl (aedl) el v s

Estedl asadil Fdl Al w2 sy QAL
ealdl

Date :
Aidlv :

PART 1V cuwdt

Signature of
Reporting Officer —
vidald audr wflsdld  udl.

Name in Llock letters -—— -
AR (W2l 218R)

Dcesignation
QIEl —— — -

.

(Remarks of Reviewing Officer) (uileis (sl <iin)

1. Lcngth of service undcr him.
L AL g <l sl sl yed.

2. Do you accept the assessment by the Reporting
Officer in all respects ? If not, indicate the
items on which you disagree, and give your
assessment on those items.

2 g avidr Wl yeuisa 2ud iyeiuel

dlsid 817 o 2dlsiRdl §L Al &7 susididl 24y
AU o Adt €L A clodiddl [MEY 5 wid w
ollotdl 200 il yeisd saldl.

3. Do you accept the Reporting Officer’s asscss-
ment about integrity ?
3. wiBsd [ 28ad aviarR wlsiEld] Yeulsd
U dlsiRL 87

4. Overall assessment, including mention of
outstanding work, if any.
¥, S (afuee sin £ G, At e M2 Algd w1s'er
Yz,

Date :
ARlw :

Signsture of
Reviewing  officer
las 2Alsidldl ad

Name in block letters —— 0 — o
A (2L i813)

Designation -
&) :

AT Htuy WAy, ALl



cremde

‘ minke trase
smhivalava &mdhmma?. partuent,

Dated the @5{(\ Jfﬁy, 1977,

To

The Deputy Secretary to the Gov+, of Gujarat,
Industries, Mines and Power Deparimen ¢,

Saohivalaya, GAVIHINAGAR,

SubjJects - Extending the scheme of
self-appraisal in the Confidan+fal
reports of Industries Officers ete.

o 0e g

: I am directed to refer to your letter:
C8R- 1077/26¢/D, datel the 12%h July, 1977, on the
pub ject mention el above, and to state that the proposal

of the Indusiries, Mines and Power Depariment to extend

*ﬁo gelf.appraisal gysten to Industries Officers

“Wlass II) and Assietant Indus+trial Chemist and

/

Assigtant Development Officer from the reporting year
1977~-78 has been & accepted by Government, Thus, the
Confidential Reports for the year 1977-78 md onvards
for ¢the above categories of Class II Officers should be
vritten in ascordance with the Instructions iaid down

in Govemment Resolution, General Aduinistration No,CFR/
1976-K, dated the 20th April, 1977, .-
2. The required number of coples of the new B
self~appriisal Sxwx form should now be obtain ed by t’be/;
¢oncerned Mpartmt/orfice by indenting from the ’
Maneger, Govermment Press, Rajkot/Baroda, as tlpfcau nay

be. The standard number of the new form 18 =ra-Quy- 2JRTi-

iS--b\.:\g

( BJ. b
Under Secretary o
Genearal Mminiui







FORM —1I
a2

FORM 'OF CONFIDENTIAL REPORT ON CLASS I AND CLASS II OFFiCERS
(Except officers of All India Services)

sl 4 213 %of 24t fsdled i vudol widuag Fni
g erdla Fdda bl Rasa)

Department/Office of

ﬁ(‘uo[ .b{l:l /:kil:ﬂ. ...................... FYTYTTIN sascasvesoes
Repoxrt for the year/period from to
%l“il"ll Q\IIQ{‘-H. ‘_ll'a\:u Q*lEQl@l ............... en ................. roee
PART 1 (to be filled by office) oo 4

(538 | ord)

1. Name of officer
. fsdld Q.

L

Date of birth
ovell dRRlw

g

3. Date of continuous appointment to the present
grade
3 gladl 2o R AN [Angsedl v,

4. Present post and date of appointment thereto
Y. wad wR Grewi ug fqugsd  adw

5. Periods of absence on leave during the year
W Ml sRARR e Wl Srgierdldl ed

6. Educational degree/diploma received by him
during the year under review
€ udlan dsadl f efiad VA Hada dslbs
Rail /i,

7. Training received during the year _
(indicate period of training, name of course
and institution attended).

9,  al wfud Haddl adld (adladl yed,

IEUASH i o7 Ui didln dlil G A«
A euiaq).

H-12-1
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PART IT SELF-APPRAISAL
AURL-R AReAisA

(To be filled by the officer reporfed upon) . (Fvndl igAUa A 203 & duldl ML)

(1) A brief summary of your main duties and
responsibilities. (if any norms and targets have
been fixed for your work, they may also be
indicated). (in not more than 100 words).

G 2l yur RA v croedleddl 25 [t
(buud stm W2 A 3 UM v ggalsl &g
i ien &y, A ddl ud [Qadl 2uyd)
(ayui ay 100 uotwwi)

(ii) A brief account of your contribution during
the year with reference to the norms and
targets, if any, indicated at (i) above (in not
more than 200 words). (Add extra sheets,
if necessary).

;A efend wndl slklA Rkird g,
GwR (1) d ovuoll  wwd RS Hrel wid
qmisl el Qi dy, Al deeli [qadl
oldiadl (a4l q¥) 200 wEME) (R svau AL
QR Yief Gﬁiti

e



3

+{ili) Details of any specific item of work done
by you which you consider especially note-
worthy (in 50 words)

8 WY VA A agd & A WA R 7S
fQfa sindl [@ad (wo aedin)

{iv) If,in your opinion, you were ansble to achieve
the expected quality or quantity of performance
in respect of any aspect of your work, indicate
briefly your reasons why it happened (in 88
words)

UYL FUAL AT WA WAdl stuolldud, suy

»Uhd 3@4& i yvug fae « 8 am
8, Al U aat w2ql sunal gl Adwud

el (uo uokil)

‘Date: ‘Signature
A 1 adl
Designation

R{AY




Y
.

g

4
PART III waAis

(To be filled by Reporting officer) (vidwa avidar zifsda o,

Do you agree with the self-assessment of his

performance done by the officer at part II%

If not, give reasons why you do not agres.
s Andl speld > sl e
Md-HAlsel W UYL 2Hd B ? dud 4 &,
dt ¥ Wedl sRRu 2ul,

What is your assessment of his clarity of
thought and power of expression on paper ¥
gl Yl [aardl urdl 214 vibdialdsa

el 2 viudg § yeisd B ?

Has he adequate ability to note and draft
in Gujarati ?
Jeridlul it 2id yugrdvd w2 A yrdl
ubd Hug B7

What is your assessment of his —
AAdl oldl 2B e yeaisd omudl -~

(i) Initiative, resourcefulness and willingness-
to assume responsibility.

(1) ugddqlxl, y» 4 eaeiRl Guiald
deURdl,

(i) Capacity fer organization and to get
work from subordinates.
() AeRur-alid w4 g A3 sfaRlyl wld
s Adiedl 2Ua2d,

(i) Capacity te take quick and sound
decisions,
(3) ol 2t uga bl G ald,

(iv) Character amd temperament including
relations with fellow officers and general:
public.

(¥) well2@sidlol 4 98 oveldl WL
ol A WRAY i acuq,

C



¢.

10.
10.

11,
4.

12.

.

Date :

ARlw:

Has he properly exercised delegated powers or
does he have a tendency to refer cases back
for guidance ?

Ayl ull A9 Aoy Ad wdl B 5 ™

il 2 Hleddd W2 s wesl Ausaadl 9w
WwAq B 7

Quality of reporting — Does he curice.ly and
objectively appraise the work of persons
working under him ?
sidalddl opari—udl @ A s sdl
Afiarddl sdl 21 Al w4 dea yaaul
R 87

Assessment of integrity : (Has anything come
to your notice which reflects adversely on the
officer’s integrity %)
RISl Heaisd (Ulsild wuRsdl [agadl
S olleld  Uudl Bid R 2Ud 87)

Brief mention of outstanding work, if any,
during the period under report.

widad gl Yed efud 31 [lup s 5y
Qi Al 2L Ml (w2,

Details of reprimand or disciplinary action,
if any, during the year under report.
wdd G5l al B NS SUSL el
Qi 5 [wrdeddid wug oraml iy di Al
A} [qardl,

Overall assessment.
WS Yeuisd.

Suitability for other spheres of work, if any,
oflot sLIAZ WISl Aroudl Sy Al d.

Training needs (Looking to his aptitudes and
career development possibilities, please indicate
specific areas for him).
dili-svzlaiidl (el o wid sl
Asrdl asidipl Mdi @l W Assn AR
suldl :

Signature of

Reporting officer
piddld  quidiz vilstdldl wdl.

Name in block letters

'u.“l ﬁwl ;’l"ta.).....“.......'..."“‘.........n-.".

Designation :




PART IV eun ¥

( Remarks of Reviewing \Officer)

Length of service under him..
Al gl A sl sl yed.

Do you accept the assement by the Reporting
Officer in all respects ? If mnot, indicate the
items on whioh you disagree, and give your
assessment on those items.
gl auidiR ifsdld yeulsd Uy Uypiyd
2dlsti B 7 o dlsiRdl &L Al o7 olstdinl By
AU« Adl 61 W olotdidl [MEY 53 »id A
ouotdl R0 v yedisd ealdl,

Do you accept the Reporting Officer’s assess-
ment about integrity %

HIRsdl (a3 2i8ad audr wifHsiRld yeisd
iy dlsidt B ?

Overall assessment, including mention of
outstanding work, if any.

. § 56 Alesn 2] &, A i M3 alkd 2A5'eR

Date [:
didw

yeuisd,

(aflaz wifusidld 4dib)

Signature of
Reviewing officer

Al BTl Ao rore e rerentecestnas

Name in block letters
4 (ﬁlal a’l&li)""""""""'""“""""

Designation
&Qu-uc--- tecesssssarsserssssssasenee

PRINTED AT THE GOVERNMENT CENTRAL PRESS, GANDHINAGAR.
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CONFIDENTIAL : ,
Confidential Reports—

Communication of adverse remarks
in the. .. .elc.

GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT,
Circular No. »s«/1177/6430-K, )
Sachivalaya, Gandhinagar, dated the 26th December, 1977. | ‘/

CIRCULAR

It has been brought to the notice of Government that despite
instructions issued in Government Resolution, General Administration
Department No. vwa/1173/K, dated the 7th September, 1973 and in
Government Circular, General Administration Department No. AIS-2076-
237/G, dated the 29th January, 1977 ( copies enclosed ) regarding communi-
cation of adverse remarks to the Government servants concerned within
six weeks etc., the Departments/Offices do not implement these instructions
scrupulously. Government is, therefore, pleased to direct once again that
these instructions should be implemented invariably in all cases without

any exception.

2. Any lapse in this regard will be viewed seriously. The Secretariat
Departments are requested to bring the above instructions to the notice of
the different Corporations/Public undertakings/Boards which may be
functioning under them for necessary action.

By order and in the name of the Governor of Gujarat,

B. J. DETRAJWALA,

Under Secretary to the Government of Gujarat,
General Administration Department.

To

The Secretary to the Governor, ‘

The Comptroller of the House hold to the Governor,

The Secretary to the Chief Minister,

The Personal Secretaries to all Ministers.

The Personal Assistants to all Parliamentary Secretaries to the
Chief Minister.

*The Secretary, Gujarat Public Service Commission, Ahmedabad.

*The Secretary, Gujarat Legislature Secretariat, Gandhinagar,

*The Secretary, Gujarat Vigilance Commission, Ahmedabad.

*The Registrar, Gujarat High Court, Ahmedabad.

All Secretariat Departments/All Heads of Departments and Heads
of Offices.

All Officers in General Administration Department,

All Branches in General Administration Department.

*By Letter.
755—1
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CONFIDENTIAL

Confidential Reports

Communication of adverse remarks
in the ... .etc.

GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT,
Circular No. AlS-2076/237-G,
Sachivalaya, Gandhinagar, 29th January, 1977.
CIRCULAR

Instructions were issued in the accompaniment to Government Resolu-
tion, General Administration Department, No. vwa-1169/K, dated the 8th
March, 1969, regarding writing and maintenance of annual confidential
reports, that Government servants should not be kept ignorant of the
adverse remarks against them in their confidential reports and such remarks
should invariably be communicated to them as soon as possible. Despite
these instructions, it has been observed in a number of cases which have
come to the notice of this Department that the authorities concerned had
not communicated the adverse remarks incorporated in the Confidential
Reports and thus did not afford any opportunity to the Government servants
reported upon to make Trepresentations against such adverse remarks.
Since in the system of promotions in this State, the C. R. is and might
continue to be a major criterion, proper maintenance of C. Rs. and prompt
communication of adverse remarks are of the utmost importance. Govern-
ment have given further consideration to this matter and feel that, unless
the authorities concerned follow a strict time schedule and a set drill
for communicating adverse remarks, considering representations and taking
final decision, the situation is not likely to improve. Government has,
therefore, decided that the following procedures should be laid down for
communication of adverse remarks, considering representations, etc.

(i) The adverse remarks should be communicated to the Government
seivant/officer as far as possible within six weeks from the completion
of the Confidential Reports for a particular financial year. A note of
such communication should also be kept on his C. R. file in the
following words °“ Adverse remarks communicated under letter No.

dated...... . The responsibility for ensuring that the adverse
remarks are accordingly communicated to a Government servant will
be that of the officer in whose custody the C. Rs. of such employees
are kept by the office.

(if) The concerned Government servant should be given six weeks
to make representation against the adverse remarks communicated to
him. 1f he does not make any representation, or submits a representation
after the expiry of the period of six weeks, no action should be taken
regarding the expunction or modification of the adverse remarks. The
above time-limit should also be intimated to him while communicating
the adverse remarks. The competent authority may, if it is satisfied
that the officer concerned has sufficient cause for not submitting his
representation within the prescribed period, extend the period suitably
on the merits of the case.

(iif) 1f a representation is made by the Government servant/officer
concerned within the prescribed time-limit, the competent authority
should as far as possible ensure that a final decision is taken thereon
within a period of three months from the date of submission of the
representation.

~
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(iv) While the instructions contained in General Administration
Department Governmient Resolution No. vwa-1169/K, dated the
8th March 1969, specify the Reviewing Officers as the level at
which the decision to communicate and what to communicate is
to be taken, they are silent on the level at which 'decision has to be
taken on a representation against adverse remarks. It has been decided
by Government that the decision to reject a representation against
adverse remarks or to allow it in part and modify or tone down or
to expunge the adverse remarks should be taken at a level one stage
higher than the Reviewing Officer. For instance, if the reviewing officer
in a particular case was the Director of Agriculture, the decision on
the representation against adverse remarks should be taken by the
Secretary, Agriculture, Forests. and Co-operation Departiment. A copy
of the decision which may have been communicated to the Government
servant concérned should alsobe -incorporated in his C. R, file at the
appropriate “place. Where, as a”result” of representation, a decision is
taken to tone down or expunge an adverse remark, a correction should
be carried out-in the original 'C. R. by the officer in_whose custody
the C. Rs. are kept, under his signature and quoting' the number_and
date of the order/communication conveying' expunclion/toning down
of the remark. o ) — R

(v) Once a decision has been taken by the appropriate authority
on the representation made by the Government Servant/officer, no
further representation should be entertained by them in regard to the
adverse remarks in his C. R. which was the subject matter of the
representation. '

2. Government desires that the above instructions should be followed
scrupulously hereafter. Any lapse in this regard will be viewed seriously.
The Secretariat Departments are requested to bring the above instructions
to the notice of the different Corporations/Public Undertakings / Boards
which may be functioning under them for necessary action.

By order and in the name of the Governor of Gujarat,

R. BALAKRISHNAN,

Special Secretary to the Government of Gujarat,
General Administration Department.

To

The Secretary to the Governor ( By letter )

The Comptroller of the Household to the Governor.

The Secretary to the Chief Minister.

The Personal Secretaries to all Ministers and Personal Secretaries to
“Ministers of State.

The Personal Assistants to all Deputy Ministers.

The Secretary, Gujarat Public Service Commission, Ahmedabad,
( with 10 spare copies) ( By letter).

The Secretary, Gujarat Legislature Secretariat Gandhinagar. (By letter).

The Registrar, Gujarat High Court, Ahmedabad ( By letter).

The Secretary, Gujarat Vigilance Commission, Ahmedabad ( By letter ).

All Departments of Secretariat ( with 30 spare copies ).

All Heads of Departments and Heads of Offices under the several
Departments of Secretariat.

All Officers in General Administration Department.

All Branches in General Administration Department.




CONFIDENTIAL

GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT,
Resolution No. vwea-1173/K,
Sachivalaya, Gandhinagar, dated the 7th September, 1973.

Sub.—Instructions regarding writing and maintenance of annual
confidential reports.

Reud. —Government Resolution, General AdministrationjDepartment
No. vea-1169-K, dated the 8th March, 1969, as amended
from time to time.

RESOLUTION

Government is pleased to direct that the existing instructions regarding
writing and maintenance of annual Confidential Reports ( hereafter referred
to as “ said instructions ) prescribed in Government Resolution, General
Administration Department No. wsa-1169/K, dated the 8th March, 1969,
should further be amended as directed below :—

After para 15 of the said instructions, the following para should be
inserted, namely :—

“15-A. The following procedure should be adopted in dealing
with representations from Government servants against adverse remarks
communicated to them :

(i) Al representations against adverse remarks should be examined

by an authority superior to the reviewing officer, in consultation, if ~

necessary with the reporting and “the reviewing officers. The said
superior authority shall be regarded as the competent authority to
deal with such representations ; -

(ify 1f the competent authority finds that —

(a) the remarks were justified and the representation is frivolous,
a note should be made in the confidential report of the Government
servant that he did not take. the correction in good spirit ;

(b) thereisno sufficient ground for intereference, the representation
should be rejected and the Government servant concerned informed
accordingly ;

(c) the remarks should be toned down, he will make the necessary
entry separately, with proper attestation, at the appropriate place
of the report ( on no account will corrections be made in the earlier
entries themselves ) ; and

(d) the adverse remarks was inspired by malice or is entirely
incorrect or unfounded, and therefore, deserve expunction, he should
score through the remark, paste it over, or otherwise obliterate it,
and also make a dated entry, under his signature, stating that he
has done so, under intimation to the concerned head of the Depart-
ment or office if he himself does not occupy that position.
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(#5i) Representations (including explanation) submitted in respect
of adverse entries should not be appended to the respective confidential
reports. If the representation was well founded, it would have resulted
in the competent authority toning down or expunging the adverse
remarks ;if on the other hand, the representation was without substance
it would have been rejected. In either case, no useful purpose would
be served by attaching the representation to the confidential report.

_(iv) The Authority Superior to the Reviewing Officer should commu-
nicate the decision taken in the matter to the representationist concerned.

By order and in the name of the Governor of Guijarat,

R. H. BUCH,
Under Secretary to the Government of Gujarat,

General Administration Department.

The Secretary to the Governor.

The Comptroller of the Household to the Governor.

The Principal Secretary to the Chief Minister.

The Personal Secretaries to all Ministers.

The Personal Secretaries to Deputy Chief Minister.

The Personal Assistants to all Ministers of State.

The Personal Assistants to all Deputy Ministers.

*The Secretary, Gujarat Public Service Commission, Ahmedabad ( with
10 spare copies ).

*The Secretary, Gujarat Legislature Secretaricat, Gandhinagar.

*The Secretary, Gujarat Vigilance Commission, Ahmedabad.

*The Registrar, Gujarat High Court, Ahmedabad.

All Departments of Secretariat ( with 15 spare copies ).

All Heads of Departments and Heads of Offices under the several
Departments of Secretariat.

All Officers in General Administration Department.
All Branches in General Administration Department.

*By Letter
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wiiell, ' violl dna—{a3s ditdl oan
. - , WH WA 5l uss

yorild U,
wwer adlaz Fona,
uRuA <L, 8- L08¢-5,
wlatey, aubldar, 104l oL, wwad.

gl dl i— wniey adlae [euadl dl ¢-3-1esedl sl A . vid-115605.
Rve

ij?a ARSI suadl ol Wid vuedil vl @vial i Av Bl YArawda g5
Dl evRuAd] YA, eilid sl stadld (e v astdedl svadd srpuaaldl w14 [
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2. GURAl AU Qlal B9l AUBRAL Bl W U] B § Secils[Seals sUAwd oudi ioilid
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CONFIDENTIAL

Confidential Reports —
Right of representation against
communication of adverse remarks.

GOVERNMENT OF GUJARAT

GENERAL ADMINISTRATION DEPARTMENT
Circular No. wsa/1078-K
Sachivalaya, Gandhinagar, dated the 10th February, 1978.

Read —Government Resolution, General Administration Department,
No. wsa/1169/K, dated 8th March, 1969.

CIRCULAR

Instructions laid down in paragraph 15 of the Instructions regarding
writing and maintenance of confidential reports, issued in Government Reso-
lution referred to above, provide for communication of adverse remarks
to the Government employees concerned as soon as possible and to permit
them to prefer any representation against the adverse remarks, within six
weeks from the date of receipt of communication of adverse remarks. It is also
clearly stated therein that while communicating the adverse remarks, the
person concerned should be informed that in case he desires to make any
representation against the adverse remarks, he may do so within six weeks
from the date of receipt of communication of adverse remarks and the repre-
sentation submitted after this time limit would not be taken into-consideration.

2. Despite the above instructions, it has come to the notice of Govern-
ment that certain offices/departments are communicating the adverse remarks
to the Government employees concerned without simultaneously informing
them that they can make a representation against the adverse remarks within
six weeks from the date of receipt of such a communication by them. It is
envisaged under the Government Resolution No. wea/1169/K, dated 8th
March, 1969 that the Government employees should be kept informed of their
right to represent against the adverse remarks.

3 Government has therefore, decided to prescribe a specimen form of
communication of adverse remarks incorporated in the confidential reports.
The form devised for the purpose is annexed with this circular. Government
desires that henceforth this specimen form should be used by all Government
Offices/ Departments, whenever they have an occasion to communicate the
adverse remarks to the Government employees concerned. This form should
be used by filling in the requisite remarks, etc., as may be considered neces-
sary in each individual case. A copy of such communication should invariably
be placed on the Confidential Report file of the Government employee/

officer concerned.

4. ‘The Secretariat Departments are requested to bring these instructions
to the notice of the different Corporations/Public Undertakings/Boards,
which may be functioning under them for necessary action.
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5. All concerned authorities should ensure that the above instructions
are implemented by them without fail.

6. These instructions would apply to the State Government Employees/
Officers other than All India Service Officers who are governed by different
rules.

By order and in the name of the Governor of Gujarat,

" R. BALAKRISHNAN,
Special Secretary to the Government of Gujarat,
General Administration Department.

T

To

The Secretary to the Governor,

The Comptroller of the Household to the Governor,

The Secretary to the Chief Minister,

The Personal Secretaries to all Ministers,

The Personal Assistants to all Parliamentary Secretaries to the Chief

" Minister,

*The Secretary, Gujarat Public Service Commission, Ahmedabad,
*The Secretary, Gujarat Legislature Secretariat, Gandhinagar,
*The Secretary, Gujarat Vigilance Cominission, Ahmedabad,
*The Registrar, Gujarat High Court, Ahmedabad,

All Secretariat Departments, (with 15 spare copies),

All Heads of Departments and Heads of Offices,

All Officers in General Administration Department,

All Branches in General Administration Department,

The Select file.

“By letter.



SPECIMEN FORM OF COMMUNICATION OF ADVERSE REMARKS

CONFIDENTIAL ' D.O. No.

Dear Shri

I am desired to communicate to you the following adverse remarks
incorporated in your Confidential Report for the period to

( Please enter here the adverse remarks to be communicated )

2. The gist of the other part of the report is that you are

(Please enter here the gist of the good remarks)

3. The remarks in para 1 above are brought to your notice in order
that you may make positive efforts to overcome the shortcomings.

4. 1In case you have any representation to make for the modification/
expunction of these adverse remarks, you may make it within six weeks of

receipt of this letter. Any representation submitted after this time limit will
not be considered, unless there is satisfactory explanation for the delay.

Yours sincerely,

Shri

Copy to the C.R. File.

PRINTED AT THE GOVERNMENT CENTRAL PRESS, GANDHINAGAR.
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CONFIDENT JAL gonfidential Reports

- writing of in Secretariat
Departrents,
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Government of Gujprat,
General Adminis tration Department,
Circular No.u1 $G/1078/220-K,
Sachivalaya, Gandhinagar,
Dated the 4th April,1978,

CIRCULAR

Under Government Circular, General Administration
Departrent No,WCR/1069/193-G, dated the 10th June, 19270 it
is inter-alia provided that when the Branch 1s under the
charge of Under Secretary and Deputy Secretary, the Confidential
Reports of Assistants should be written by Under Secretary
and reviewed by Deputy Secretary. In modificatiop of these
orders, Government 1s pleased to direct that the Confidemtilal
Reports of Assistants should now be written by Section

Officers and reviewed by Under Secretaries,

2. 411 the Secretariat Departments are requested to
ensure that the Confidential Reports of Assistants for the

year 1977-78 are written and reviewed accordingly.

By order and in the nare of the Governor of Gujarat,

B.J. Detrajwala
Under Secretary to the Govt. of Gujarat,
General Afrministration Department.

To

The Sezeretary to the Governor,

The Secretary to the Chief Minister,

The Personal Secretamssto all Ministersy

The Personal Assistants to all Parliarmentary Secretaries to
Chief Minister,

*The Secretary, Gujlarat Public Service Commission,Ahmedabad,

*The Secretary, Gujarat Vigilance Corrission, Ahmedabad,

*The Secretary, Gujarat Legislature Secretariat, Gandhinagar,

*The Reglstrar, Gujarat High Court, Lhredabad, ‘

L11 Departrent of Sachivalaya,

The General .Ldministration Departrent/KFh, ¥h-1, R and G
Branchss,

Dkr/4.4.
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CONFIDENTIAL

Self-appraisal in Confidential Reports.
Extending the Scheme of..................

GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT

Resolution No. CFR-1076-78-K,
Sachivalaya, Gandhinagar, 23rd March, 1978.

Read :—Government Resolution, General Administration Department
No. CFR-1076-K, dated the 20th April, 1977.

RESOLUTION

Under the above-mentioned Government Resolution, the system of self-
appraisal was introduced in the confidential reports of Class-I (other than
A LS. Officers) and selected categories of Class-II Officers from the reporting
year 1976-77. Alongwith Class-I Officers the following Class-II Officers were
covered by the above orders :—

(1) All Taluka Development Officers. -
(2) All Regular Mamlatdars.

(3) All Tenancy and Ceiling Agricultural Tribunals.

(4) All Record of Rights Mamlatdars.

(5) All Sales Tax Officers.

(6) All Class-II Officers of Directorate of Agriculture and Directorate
of Soil and Water Management.

2. The question of extending this system with regard to other Class-II
Officers was under the consideration of Government. It has been decided by
Government to apply this system of self-appraisal in the confidential reports
of the Class-II mentioned in the Annexure ‘A’ from the reporting year 1977-
78 in addition to those mentioned above. Accordingly, confidential reports
for them should be written in the revised form from 1st April, 1977 onwards.
It is, however, clarified that the existing Form-II should be continued to be
used for all the remaining Class-II Officers.

3. It is essential that all Class-I and Class-II Officers who are required
to write their self-appraisal report in Part-II of the revised form should send
it to the reporting officer by the 20th April each year. The instructions issued
in this regard under paragraph 3 of Government Resolution, General Admi-
nistration Department, No. CFR-1076-K, dated the 20th April, 1977 are
hereby reiterated and all concerned offices are requested to follow them
scrupulouslv The instructions laid down therein should also be brought to
the notice of all concerned officers for compliance by them. All concerned
Departments/Offices should ensure that necessary steps are taken by them to
work out norms and targets as soon as possible for various Class-I and Class-
IT Posts to which this system has been applied. Vide column (i) of Part-II of
the revised Form of the Confidential Report. It is, however, clarified that
the Officers could and should write their self-appraisal even in the absefce of
norms and targets fixed in respect of their posts. But the Departments should
undertake this work on a priority basis.

H—1085—(2)
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4. All concerned Departments/Offices should directly obtain the required
number of copies of the revised form (Standard No. GEN-254-L.E. & G)
from Government Press at Baroda and Rajkot.

5. All Departments of Sachivalaya and all Heads of Departments and
Heads of Offices are requested to bring the above instructions to the notice
of all concerned officers for following them scrupulousiy.

By order and in the name of the Governor of Gujarat,

R. BALAKRISHNAN,
Special Secretary to the Government of Gujarat,
General Administration Department.

To,

*The Secretary to the Governor,
The Comptroller of the Household to the Governor,
The Secretary to the Chief Minister,

The Personal Secretaries to all Ministers/All Personal Assistants to all
Parliamentary Secretaries to the Chief Minister,

*The Secretary, Gujarat Public Service Commission, Ahmedabad (with 10
spare copies),
*The Secretary, Gujarat Legislature Secretariat, Gandhinagar,
*The Secretary, Gujarat Vigilance Commission, Ahmedabad,
*The Secretary, Gujarat Civil Services Tribunal, Gandhinagar,
*The Registrar, Gujarat High Court, Ahmedabad,
All Departments of the Secretariat (with 15 spare copies),

All Heads of Departments and Heads of Offices under the several Depart-
ments of Secretariat,

All Officers in General Administration Department,
All Branches in General Administration Department.
The Select file.

*By letter.
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ANNEXURE— A’

List of Class II Officers to whom the revised confidential report form is applicable

Sr.

No.

Name of the Administrative

Department

‘ 2

Designation of Class-IT Officers for whom
the revised form is applied

3

10.

11.

Education Department

Public Works Department

Food and Civil Supplies
Department

Industries, Mines and Power
Department

All Secretariat Departments,
including Legal Department

Labour, Social Welfare and
Tribal Development
Department

Panchayat, Housing and Urban

Development Department

Health and Family Welfare
Department

Home Department

Revenue Department

Agriculture, Forests and
Co-operation Department—

(a) Fisheries Department

Administrative Officers, District School Boards,
Curator of Museums.

Assistant Director of Archaeology.

Secretary, Sports Council.

Secretary, Lalit Kala Academy.

Assistant Youth Board Officer.

o o e

None.

1. Assistant Director, Civil Supplies, Gandhinagar.
2. Assistant Director of Food, Gandhinagar.

3. Assistant Controller of Food and Civil Supplies,
Ahmedabad.

1. Industries Officers (Class-Il) and Assistant
Industrial Chemist and Assistant Development
Officer.

Section Officers.

Labour Officers.

Municipalities. under them.

1. Director of Class-IT Officers
2. Chief Town Planner

Senior Drugs Inspectors.
Drugs Inspectors.
Deputy Engineers ( Public Health)

Lo

Police Inspectors.

Police Prosecutors.

A. R. T. Os.

District Jail Superintendents.
Assistant Director of Information.

Accounts Officers ( cadre in the Directorate of
Accounts and Treasuries ).

oG A L

Regular District Inspector of Land Records.
City Survey Superintendent.

[\

All personnel in the following cadres serving on
field postings :—

Superintendents of Fisheries.

Fisheries Training Officers.

Processing Technologists.

Assistant Research Officers.

» N




(b) Animal Husbandry and
Dairy Development

12. Finance Department

All personnel in the following groups :—

1.

2.

1.

2,

3

Project Officers in charge of intensive cadre,
poultry, etc., Development programmes.

Officers in charge of key village schemes.

Rinderpest Eradication Officers and all other
officers in charge of similar specific pro-
grammes such as Fodder Development,
artificial insemination, sheep, cattle breeding
and Poultry Production and extension.

Accounts Officers under the Directorate of
Accounts and Treasuries.

Insurance Officers under the Directorate of
Insurance.

PRINTED AT THE GOVERNMENT CENTRAL PRESS, GANDHINAGAR.
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CONFIDENTIAL.

Confidential Reports,
Instructions regarding avoidance of
using certain remarks in the .........

GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT
Resolution No. wgs -1177/1094-K,

Sachivalaya, Gandhinagar, Dated the 28th June, 1978.
RESOLUTION

The purpose of writing confidential reports on Government employees
is to get a complete and realistic assessment of the performance of the
employee vis-a-vis the duties and responsibilities assigned to him. For
achieving this object different items for assessment have been prescribed in
the confidential report forms so as to enable the Reporting/Reviewing Officer
to give a correct and complete picture of the persons reported on. In actual
practice, however, it is found that some reporting officers do not take ade-
quate care while entering observations on the employees’ performance in the
relevant columns of the confidential report form, with the result that it
becomes difficult to accurately judge the quality of performance of the
employee while deciding matters like placement, promotion, crossing of effi-
ciency bar, retention in service beyond 50/55 years of age, grant of pensionary
benefits, training, etc. It has, already been laid down in the instructions
accompanying Government Resolution, General Administration Department
No. vwiga /1169-K, dated the 8th March, 1969 that the use of colourless
expression like “Average”, “tolerable”, etc., as well as cryptic, equivocal or
vague remarks should be avoided while writing Confidential Reports. How-
ever, the common experience is that the most frequently used adjectives are
“Average”, “Fair”, “Ordinary”, “Tolerable” or the Gujarati equivalent “&s”.
Obviously, such expressions do not convey either a positive or a strictly
adverse impression. The question as to how to deal with such colourless
expressions incorporated in the Confidential Report and what inference
should be drawn was under the consideration of Government, for some time
past. After careful consideration, Government is now pleased to direct as
follows :—

(1) Henceforth all the Reporting/Reviewing Officers should refrain
from using colourless objectives like “Average”, “Fair”, “Ordinary”,
“Tolerable” or the Gujarati equivalent viz. “aRu”, “&s”, warw wigal
Awey, “[eudl 4 wsin ”  against any of the column(s) in the Confidential
Report form. Instead while recording an assessment against the relevant
columns of the Confidential Reports form, the Reporting Officer should
specifically decide in his own mind whether the performance of the
officer reported on in respect of a particular item is adequate in relation
to the requirements of his present job or not. The entry against the
column should reflect this assessment unambiguously and with abundant
clarity. The concerned reviewing Officers should also ensure this in
practice. Government wants to make it clear that in future any of the
four expressions “Average”, “Fair”, “Ordinary” or “ 4s” are used in
the Confidential Report form they will not be treated as adverse.

H—198—2




<

(2) As such, there will be no question of communicating any of these
four remarks to the concerned employees.

(3) However, distinction in this regard should be drawn in the case
of Class-I Officers since positive merit is generally to be expected in
officers at this level. In their cases mere average levels of performance
while not being treated specifically as adverse would be required to be
notified to him so as to enable them to strive and improve their abilities.
Government has, therefore, decided that in the cases of Class-I Officers
if any of the four expressions as mentioned above are by chance incorpo-
rated in their Confidential Report, the same should be communicated
to them and it should be specifically mentioned therein that the remarks
are not being treated as adverse but they are being brought to the notice
of the officer to enable him to do better. As a corrollary, it should also
be made clear that no representation in regard to such communications
will be entertained because such remarks are not being treated as adverse.
A specimen form of communication devised for this purpose is annexed
with this Circular. Government desires that henceforth this specimen
form should be used by all Government Officers/Departments, whenever
they have an occasion to communicate the remarks of the nature men-
tioned above to Class-I Officers other than All India Service Officers.
A copy of such communication should invariably be placed on the

- Confidential Report file of the Officer concerned.

2. In pursuance of these instructions, all Departments of the Govern-
ment, Selection Committees and Review Committees and other such forums
where performance assessments are gone into for different purposes should
take a note that no adverse view should be taken of the four expressions
refered to above and an evaluation of performance should be made in overall
terms having regard to all the entries against the different columns of the
Confidential Report form. It is, however, clarified that this criteria should
be applied only where the question to be determined is “Fitness” subject to
seniority. But where selection of merit is involved and positive qualities are
called for, such remarks should no doubt to be taken into account by such
Committees or authorities concerned as the case may be in the context of an
overall assessment.

3. All Departments of the Secretariat and all Heads of Departments
and Heads of Offices are instructed to bring these orders to the notice of all
the staff members working under them. The Officers should read these instruc-
tions carefully and observe them scrupulously.

4. ‘These instructions would apply to the State Government employees/
Officers other than All India Service Officers, who are governed by different

rules.

5. These instructions would take effect prospectively from the reporting
year 1978-79 ie. for the C.Rs. for the year 1978-79 onwards.
' By order and in the name of the Governor of Gujarat,

V. KRISHNAMURTHY,
Special Secretary to the Government of Gujarat,
General Administration Department.



To

The Secretary to the Governor.

The Comptroller to the Household to the Governor.
The Secretary to the Chief Minister.

The Personal Secretaries to all Ministers.

The Personal Assistants to all Parliamentary Secretaries to the Chief
Minister.

*The Secretary, Gujarat Public Service Commission, Ahmedabad.
*The Secretary, Gujarat Legislature Secretariat, Gandhinagar.
*The Secretary, Gujarat Vigilance Commission, Ahmedabad.
*The Secretary, Gujarat Civil Services Tribunal, Gandhinagar.
*The Registrar, Gujarat High Court, Ahmedabad.

All Secretariat Departments (with 15 spare copies).

All Heads of Departments and Heads of Offices.

All Officers in General Administration Department.

All Branches in General Administration Department.

The Select File.

*By letter.
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SPECIMEN FORM OF COMMUNICATION OF REMARKS WHICH
ARE NOT CONSIDERED ADVERSE.

Confidential. D.O. No.

Dear Shri

. 1 am desired to communicate to you the following remarks incorporated
in your confidential report for the period ............c..ccooiiiiiiiiiinniann. to

( Please enter here the remarks to be communicated ).

2. It is hereby clarified that the above-mentioned remarks are not being
treated as adverse but the same are convened to you with a view help you
to improve your performance. As per standing Government instructions, no
representation in regard to this communications, will be entertained as these
remarks are not to be treated as adverse but are brought to your notice to
enable you to show better results in future.

Yours sincerely,

Shri

Copy to the C.R. file.
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Submitted with reference te £,08's note
en p. 3/e. _
2, Re, X overleuf . The adverse remarks had been
gexmunicated to Shri Vyasm, because G.A.D. wvanted
us to de it vide p.1/H, In fact, had ebjected
to csemmuniocate the same after a peried of about
5 years vide wy noted dt. 26-11-80 on p.2/N,

3. In view of 'Y' gverleal we may scek advice of
Geh Do in this behalf,

84/~
(Vv.A,Bengali)
31-.12-80
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I agree. Tha DCpt. may alse think eof taking
action against whnoWer has been maponuible !."or
non-aaumnic&uen of the adverse remarkl at bhe
relevant time. Para (1) of the G.AD. Circnlax' |
£ """"Fn‘""’?/""'t-"—* of 7-5+79 refers.

sa/- o '

/ A .C.8.(AF&CD)
| Gsh oD, /58
The above is the copy of the proceedings (tf AF&CD
file which may be retained in 'K B&gch ag :Lt
constitutes an ippertant ruling/en the questian of
late communication ef adverse remarks after abeut five
years, It 1s based on the High Ceurt Judgment in
Dr.Kulkarni's case in Spl.Cdvil Applicatien Ne,u66 Q‘!"
1977, One extra copy is also kept feor the select file
in 'K' Br, |

2, D.8.(P)/DB(E) may kindly see, |

~ ’haqg>

. D &S« (F) "
D.8 .(E)

K" Branch,







G.C.P.G, (H)-551-4000-2-8].

Confidential

- Writing of confidential
reports-in time...........

GOVERNMENT OF GUJARAT,
GENERAL ADMINISTRATION DEPARTMENT,
Circular No. va-1181-K,
Sachivalaya, Gandhinagar, Dated the 24th January, 1981.
CIRCULAR

According to instruction No. 10 (2)(v) of the instructions issued in G. R.,
G.A.D. No. w4 -1169-K, dated the 8th March, 1969, the work of writing
of confidential reports should as far as possible be completed within two
months from the last date of the preceding financial year i.e., till the end of
May every year. Such reports are also to be written by the Reporting Officer
when he relinquishes his charge of the post in respect of all persons for
whom he is required to report, provided the period of the report is not less
than three months. Similarly, when during the course of the year an officer
is transferred from one office/ Department to another, the Reporting Officer
should write the confidential report for the period for which he has worked
under him, if the period is three months or more.

2. In the case of A.I S. Officers instructions on the above lines exist
in the A. 1. S. (C. R)) Rules, 1970.

3. Despite the above instructions, it has been noticed that the C. Rs.
are not written for a pretty long time after 31st March every year which
substantially detracts from the very purpose for which they are written.
The Reporting Officers would be in a better position to make correct and
objective assessment of the performance of their subordinates soon after the
reports are due rather than after lapse of time.

4. Government is, therefore, pleased to reiterate the above instructions
and direct that there should not be any time lag in writing/reviewing/com-
munication of adverse remarks and that the task of completing the C.R.
should be done expeditiously at all levels. These instructions should be
noted by all the Reporting/Reviewing Officers and the officers in charge of
establishment section in each office. Any undue delay in this regard will
be viewed with seriously.

5. The above instructions should be brought to the notice of all
Departments/Offices of Government for following them scrupulously by all
concerned.

By order and in the name of the Governor of Gujarat,

V. KRISHNAMURTHY,
Special Secretary to the Government of Gujarat,
General Administration Department.

[P.T. O.



To

. The Secretary to the Governor.

The Comptroller of the Household to the Governor.

The Principal Secretary to the Chief Minister.

The Personal Secretary to the leader of Opposition.

The Personal Secretaries to all Ministers/Minister of States and Deputy
Ministers.

*The Secretary, Gujarat Public Service Commission, Ahmedabad. (with
10 spare copies). ;

*The Secretary, Gujarat Legislature Secretariat, Gandhinagar.

*The Secretary, Gujarat Vigilance Commission, Ahmedabad.

*The Registrar, High Court of Gujarat, Ahmedabad.

*The Secretary, Gujarat Civil Service Tribunal, Gandhinagar.

All Departments of the Secretariat. (with 10 spare copies).

All Heads of Departments and Heads of Offices under the several
Departments of Secretariat.

All Officers in General Administration Department.
All Branches in General Administration Department.
The Select file.

*By letter.

R
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_ Government of Gujarat,
Confijential : AT GITHIL
eld WsR
General Administration Department,
qaEe FEas faauT
el adaz Reot
Sachivalaya, Gandhinagar, - 382 010.
afaaryg, atEAT —3830 %0
A, aildor, 302040

V. Krishnamurthy,
Special Secretary,

Dear i o
Kindly refer this department Circulars dated %—5-79
and 24-1.81 {e~py enclpsed) regarding the timely writing
of Confidential RIeports, Despite thege instructions,
1t has been obsscrved in a number of cases that the
concarned authorities did not write the Confidential
Reports in time nor did they communicate adverse remarks
incorporated in the C. . within a reascnable time and |
thereby did not afford any opportunity to the Government
servants to improve their performance; In some cases, the
High Court has also viewed such dejays seriously, Now that
the reporting year 1980-;81 is coming to a close, I am to
request you kindly ¢t- ensurc that there is n- undue delay
in writing/revicwing of Confidential 3;ports ~r in

ccmmunicating adverse remarks,
With regards,
Yours
(v ;KRISHNAMUMHY)
o By NAmc |

ALs / Secretary #
- Dgpartment,
Sachivalaya, Gandhinagar,







Government of Gujarat,
AT ATHIT
oeRld UK
General Administration Department,
Gt FEaT a9
- Al qdlaz (A
V. Krishnamurthy R { Sachivalaya, Gandhinagar, - 382 010.
Special Secretary, Ay, TR, 353040
Al oHldor, 34010

Confidential

Dear
Kindly refer this department Circujars dated 7-5-79(
and 24+1~8L {c~py enclosed) regarding the timoly writing
of Confidential Reportg; Daspite thf,ge instructions,
i1t has been observed in a number of cases that the
concarned authorities did not write the Confidential
Raports in time nor d4did they communicate adverse remarks
incorporated in the C.,3, within a reasonable time and |
thereby did not afford any opportunity to the Government
servants tc improve their performance, In s-me cases, the
High Court has also viewed such dezays seriously, Now thal
the reporting year 1980;81 is cbming to a close, I am to
request you kindly t- ensurc that there is no undue delay
in writing/reviewing of Confidential Béports or in

communicating adverse remarks,
With regards,
Yours

(V ,KRISHNAMURTHY)
Tn -

Sacretary
Dgpartment ,
Sachivalaya, Gandhinagar,

K
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Cenfidentia] Nosui§y -1081—568kK~
General Administration Dgpar tment ,
Sachivelaya, Gandhinagar,
Dated tne Jllne, 1981,

To

The Directnr of Emnloyment and Training,
Government Polytechnic Compound,

Ahmedabade15,
subjects- Confidentlal Reports, instructions
raogarding aveidance of using
certair. romarks in tha 4seee
Sir’
I am directed to refer to your letter lio, IBT/X/P/

452/81, dated the 12-3-198l, on the subject cited above,
and to state that after careful consideration Gevernment
has by Rescluticn NO LSl »w1l77=-1687=K, dated the 17-3~77
deleted the colums of (1) fitnuss for promotion and

(11) grading from the Cont'idential Report Iorms on the
ground that the remarics against these two Columns were
generally found inconsistant with the romarks against
other entries in the Confidential Report, In view of this
and in the light of the exporience galined during the
lagt 2 years, particulariy by te Departmental Premotion
Committees/dSelection Committees, it is not considered
necessary to devire a separate part in the Confidential
Report Form for assessing the requirement for brgmotign.
2e 1 apm furcher to state that the’above menticned
Committees while preparing the select 1ist of persons
from a lower tn a nigher grada service or post gZoes
through the past C Rse from tims %o time and remarks
againet different columns therecf etc,, with a view to

asgsessing the individvalt's fitness for promotion as per
the general principles ané guldelines laid down by

Government,

Yours faithfully,

s |—

(KiK. Bhﬂ-gat)
Under Secrgtary to the Government of Gujarat,
General Administration Department,
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dccompsniment to Govemment @irculer ,CGenersl Administretion
Deparbment No,PSC/1069/6053-G, deted the 10th Februery, 1970,

Anmnual Report on the work of direct’
-recmit eppointed on probation to the
gezetted post to be sent to the Gujeret
Public gervice (omnission,

Report for the period from £0

1, Neme of Offf cers

2, Post to which appointeds

3. Dete of taking charge of tho posb.
4o Nature of Duties performed in brief,

Generel Assessment, Overell performénce,
character, 1nitintive otc,

1, Generel Assessment of personall.ty
cherecter and yemperpmmt.

2. Relations with fellow officers,
 mbordinates, & generel public.
3. Initiative resourcefulness &
: wjll;ingness to Bssume responsibility

4e Capacity to teke decisions.

5. Intelligence and quelity of judgement.

6. Expression on paper end ebility
to participate in discussions. -

Te Depemdabiliw and" Thoroaghness in wrk,

& Capacity to get work done from
aibordinates and ebility to
organise and train them,

9. Effectiveness of swervision and
plenning of hbrk. '

10, Cepecity to 1.,;}1ge azbordlnates Womirg under
him correctly and objectively.

11. (Secipl items vhich mey be laid down ly
particziar Dagarbnerzta for their officers as
regarcs technical kmwvldege and ability in
specialised \‘D"I‘Eu)

12, Assessment of iategriiy,
13, Generel Bvaluation of the fficer.

. Perticulars o7 B,/ miining ebeovhich
the probfticas: "2 ruglired 10 go tarowgh
during ths probsaiion,

1. Particulere of Ben/Ireining e

2, Probabimers porsdormence in 1 above,

In c8se wherc robation hos bean or proposed

0 be extendod or sorvice termingted '&19
detailed reaspjna thereoff.

Statim, .
Bignature and Designation of
, the Reporting (fficer,
Dateo,

T~
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G. C. P. G., (H)—288—4000—9—81

il wiedll 2iganami ywlsa (Integrity)
[qudl aia.

YOrAA UIR

A adlaz (s,
ykuA suis @ Wea—1141—re1—3,

ARy, Aiblaaz, 4l wdl aSer, aea.
wRunt

alfts vl vidaiddl Ayl dud audir wEnRA uHlsdl 28 st dwa sedlal
81 21 s v B, Aoilad Alsd wls dad Wdd @dl 8 3 qls 4 20 s vy
Al way, dad dvidiz WEAAR dUvAldl G B, i B0 M adlde [qeudldl dl. 1¢-3-9%
Al &AL sHls v y-3, el uHIsAL 240 vl aani 3l Ad |l qudl ddl
e Woleels YAAIRU 20Ul B, Y3g A9 Al 20 B 3 ddl dud avidr fsdal g
gouvil (Bl Rl »iHd adidal, 2 sudul sviuenl Yovor Al A ueud v
vl »ud d ovzd 8;

(1) zioifa s/ @ Sud avidar Aflnd widsdl 2P0 Slauul Wl
W2 wid Alssd wileuel ealadl, dudl [T 59 [Rga a4y «dl 4 avua saud
aiag, 5120 3 dq aviigl Albddl [ Assu viferun calad qell wid “Positive” «dl.

() 55 Aldedl WA Audl urRsd >0 2ist, 2UAY F ddidd 0 walis 3 vudisly
AWt 23 49 F wddl Qiu, Al M enld duedl uwllsdl cusd st Guamd dd agal
woyf QL U dell A8 urlsdL 2L vidldl il [Baga quidl dlg, wig dedl o iR
254 s 21at0L 500 2 Wellell Ul ovudl d st vadll w1 Alsd wdlas wfsAD
wsadl, widl Bruul d sad 53 avialg v SAdul Ay i dd 5d 2ledler Gedu
RAT WA A AHA B, B ud LU A vzl B 3 dud qQuidR sl dud
avidldl AHd el GUAsd wilsd oel Q14 5 ol woll i disr d uud Yadl duqui
2le0l Al vl vieas dls, 2Udl A 25 avid dvyl ugl il af dev ollotd i3] lal
gaud avtdr s avig 4s. R 5 4 ugldl vudoll daiadl 1S ouuni wildisdl
[3e vl 515 ofled ¢slsd apal Mol Q. 2udl wardd Ad avied diud o il
Afidd sraledl WA A8, 50 5 Al ¢slsd Yrar addl Q¢ B, wid d 8 diesilas
ag “Follow-up Action” &dl v o3l 8.

(3) walisdl ouetddl udl 2iqor Aiul calddl ol WA s silad 3 dwadl
WREUA 251 31 Wl avRel sviu A2 eI A cAlidd ddimduis]l Wdug (e sudunizud
Al -l wlsd walia “Certified” sadl ozl it d o vl vidani svaser
sl Al @ull 2 AHL 7 g5 viedl dH RAUUL U QI dll <ok i dilw
oL divdl.

(¥) o Braunl awriat YRuA 2ioifid sfadl/»sidldl dsirue adg)s 5 wmiRsd 21
2UAY ABLA 2L S dL ddl S 52U 203l [Randl usik 204 B s2digsiedl <oz didlv
L 2izel wididl 274l [@arddl wdrua ddl wdadod qid, duaul sl ddl mg dud sdl.

(W) & Bl e audR ifsda wilsd 204 sanul o calsddl waldisal
[a3es Uit GUAsA YAsllell 21009l 53 200 Gt dL dal Brruelul oifid sladd [3s
i ol dell e 52l B d Yorol diell ideduaAdl @l YAdigAR 59 Rad W

piiell o oval Yl Aliddl urlBisal 204l st 5 AW YR WA A wd AlyHl
a culid uniis el a4 sl ustd dls i dell dlal sua Bruul Gur () Ui sviueut R
24a9) I Al quidldl usladl 2ue 52310 o dindl doifid Aldd o sradl u adl
A, s 5 A el PUHR W 8 B o7 Yrar adldl eudl 8.



2

(2) @walats 202wl oAl 210 e quiaml viedl Q1a ddsdl yisd [al wgua
Atz RS WA M4 B § 30 ddl 22 UEUA 2iudldl S 8, 519 Bruui ueilfd
cqfsetedl YRl [ dHd Udidl 519 sl 20w G11 Al duBl Wl GWR eviuexl Hovoidl
Yzl Wad A1 6 8.

2 vl vdaanl Aaliddl wulasd 0 ve 21 o Heradl Ygl B wd dul
ol yHIlsdl [a3e 516 wletwa cdlaui 20d AR 4 s aelle Ad 4 albdd srbdq
Qedlzu old B, W2 »8Ud avidr § wdlas Al w0 B0 GWR Yovot [AAN slw Jaudl
oRd B,

3. dl 1¢-3-97«ll sAdl Heelul GUASA Yuuilg YAWBl wad Wy d W ud
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G. C. P. G. (H) 2298-40))-4-82

vl Wil igAUAL 240 YA

Yorald UBR
wutey qdlaz [aena
wBuaA suis wye/q4¢0/3uan/s.
uliatay, otlqor, ofl wel, qeceR.
ERT

Wil A doldl Fedls Yrrdl olold YA Gk Ul Utd sl [ dsa wdu,
P A Yool YAdRA wuani Wl B —

al

(1) gl oue  yqa: [QyBd ( Re-employment ) wndl  sHuidolldl  viidoll gl avay 3
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Confidentia!
Confidential Reports Instructions re-
garding aovidance of using certain
remarks in the

GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT
Resolution No. 431 -1177/1094 K,
Sachivalaya, Gandhinagar, Dated the 30th April, 1983.

RESOLUTION .

'*ﬂﬁi

Under Government Resolution, General Administration Department
No. vwa -1177/1094-K, dated the 28th June 1978, instructions have been
issued to the effect that all the Reporting/Reviewing Officers should refrain
from using colourless objectives like “Average”, “Fair”, “Ordinary”, “Toler-

able” or the Gujarati equivalent viz. “wdua,” £, AR’ 4 “dse,”
“lastdl a4 usn’* against any of the column(s) in the Confidential Report

Form, as such expressions do not convey either a positive or a strictly adverse
impression. It has alsc been made clear therein that in future any of the
. above four expressions are used in the Confidential Report they will not be
treated as adverse.

2. In para 2 of the aforesaid G.R. of 28th June, 1678, it was further
emphasised to all Departments etc., that where performance assessments are
gone into for different purposes should take a note that no adverse view
should be taken of the four expressions refd. to above and an evaluation of
performarice should be made in overall terms having regard to all the entries
against the different columns in the C.R. form. In view of this criteria, and
since the following portion in the same paragraph 2 has been held to be some
what contradictory, Government has decided that the same should be treated
to have been deleted or expunged from the said para 2 of the above quoted
Resolution, with immediate effect.

“It is, however, clarified that this criteria should bs applied only where
the question to be determined is “Fitness™ subject to seniority. But where
selection of merit is involved and positive qualities are called for, such remarks
should no doubt to be taken into account by such Committees or authorities
concerned as the case may be in the context of an overall assessment”.

2. All Secretariat Departments, Heads of Departments and Heads of
Offices are requested to note these instructions.

By order and in the name of the Governor of Gujarat,

_ K. K. BHAGAT,
Under Secretary to the Govt. of Gujarat,
General Administration Department.

“H—163--1




To

The Secretary to the Governor.

The Comptroller to the Household to the Governor.

The Secretary to the Chief Minister.

The Personal Secretaries to all Ministers.

The Personal Assistants to all Parliamentary Secretaries to the Chief

Minister.

*The Secretary, Gujarat Public Service Commission, Ahmedabad.
*The Secretary, Gujarat Legislature Secretariat, Gandhinagar.
*The Secretary, Gujarat Vigilance Commission, Gandhinagar.
*The Secretary, Gujarat Civil Services Tribunal, Gandhinagar.
*The Registrar, Gujarat High Court, Ahmedabad.

All Secretariat, Departments (with 5 spare copies)

All Heads of Departments and Heads of Offices.

All Officers in General Administration Department.

All Branches in General Administration Departiment.
The Select file.

"By letter,

a



b

R Wl Qudril ety s wMUWAL Gyl
299l {04 YL

IYORUd ARSI
WY Adlaz [eual,
Rl suis [wgdf1199/10¢y]s,
ARy, AR, 304l Al 1ees.
&4

A<t adlez Rl dl 2¢-g-ocdl sua sils 1 Mg /1999/10¢¥ s vieal Al YAl sy
203dl B 5 ot ov vuad(l AU quidR WAl R 2lfsdaln vl widugdl Aellel Vit “ulue”
“Es” WHRY AU WY, “Toudl af asd U wur QAW Awa 4dl ke 5 widl wue sl
QRIS 3 AYEUR dsiuets Hadid vag widl asdl «el, Guldsd suadl 3wl e UMl wdd B
3 ool u oAl viloll dauaui aRa “As” “wHre” F wney” wad “ds” e ar weeulith 14
SSuR UL KRN 29T dL d [A3e owaamd 198 [,

2. GuASd didM 2¢-%-9cdl suddl olo gsunl WsRAl dMIA Wil [ svauaaml 2udd o 3,
oAl [y 3q)l W2 swlldld Yeuisd sy &1 AR G Gedriddl AR Asuvddl [B3s i quni vuad
afl 2 vudoll SUaAdl oyel oyel WiARlMl quidd A A AR AR sl Yelisd s
Al i Arad dadl dl sR1-2 A AAA cuat 585 A FAReU orudl Judl WwsR 4l £ B FGuAsa
Rl g5 R Wl diesuf@s viarell dd e Al 3 518l ABA AL

| ot wdl A e KA WA B § el AAWAAD 2l A Woudl sl RAA urd [ARUAL
dal Brupld or L AR UG, Waq ordl IJRded-l BIRA waleollll uad A @ @R g vl
Qi Al vudl AR uHA Yeisddl deeldl Adolfid UMD va HAHAN dny Yeulsddl Aeold tqdui
&dl.”

3. WAL oL [QGUT ol Vil i sAAAA AUAT 2L YAl AR AU Fdddl Rl 209 B,
IJerildel Asrulasildl sl e dudl AR,

3. 5 old,
UBRAL Gyufaa,
Asueq adlaz [@oudt

Yarld UK,

ulq,

Asrwasildl ulfasil,

uswasilda o [awissil,

Yoy Hollalldl ulaqsd,

ol Ho{lsllzdel wiotd ARl

Yoo Wollsllal ot AU WAL o Heedla
ARl 9orrid MR AW AL, AKEIAULE,
wfasi, ysld [uqduon ARady, aAdldor
wRasl, oerid dieidl v, AR
ufasil, Jerld Asa A Zloyd, AiHldar.
2R3, orld QIBEE, uetle,
Rz ot Beudi atRted u dsdl wd;
oL LAY sAAAA Ayl

WA aflaz [Aauldl ol A
Wi qdlaz [asuotdl uadl arvizd

(afue gda.

PRINTED AT THE GOVERNMENT CENIRAL FPRESS, GANDHINAGAR,

-

H
<
3







Confidential

Sgggidential Reports -
ompletion Certificate

regarding .... in respect of
Sachlvalaya staff.

GOVERNMENT OF GUJARAT,
~ Circular No. CFR=-1183 /2101-K,
Geneg&al Administration Department,
Sachlvulaya, Gandhinagar, Dated 15th December, 1983

CIRCULAR

It has been observed by Government that in a number
of cases the confidential reports are not being
completed on due date i.e,, by the 31st May for each
financial year as per standing instructions of General
Adninistration Department, with the result that the
preparation of select lists, crossing of E.B., review at
the age of 50/55 years and other allied matters are being
" delayed. It is, therefore, essential that the C.Rs. of
all persons working in each department of the Sachivalaya
are up~dated by due date i,e. by 31st May for each
financial year. The Reporting Officers would be also in
a better position to evaluate the work of the person
under him after the close of the fimancial year rather t

than after &apse of months and years. It is, therefore,
decided by “ovemment that hereafter the follow1ng
procedure should be adopted by each department in the

- Sachivalaya,.

(i) The establishment brafich of' each department
. “should prepare the Yirst Part of C.R., in
' respect of each member (non-Gazetted) in the
* ‘department and the same should be submitted
" to the concemned Reporting Officer, before
31st'March every year for writing the C.R..’
of the person concerned. The forms shoyld also
be furnished in cases where the Reporting
Officer who may have been transferred go other
department. The processing of this work should

be started from 1st of March every zga; in

each Department.

(ii) In respect of all Gazetted Offlcers, the C.R.

' - form should be handed over to all Gazetted
Officers for writing their own sSelf-appraisal
in Part-II on 31st March every year. ForOfficers

of A.I.S., the forms prescribed for them may be
given to their Reporting Officersa

(iii) All Z»porting Officers should complete
writing of C.Rs. of qpn-gazetted staff latest
by 20th April and subfiit them: to the
concerned Reviewing Officer.
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(iv) All Gagetted Officers should complete their
Part-II (Self~apprisal) and hand over their
C.Re. form to the Rgporting Officer by 20th

Aprile

In case any Gazetted Officer (Class I
and II) fails to f£ill in the self-appraisal
and hand ;over C.R. form to the Reporting
Officer by :20th April, the Reporting Officer
concerned.should obtain a fresh form from
the establishment branch and go ahead with
writing the C«Rs Of the concerned officers
without waiting for the self-appraisal,
as per the standing istraetions of Genecral
Administrdtlon Department.

(v) In respect Of. Gazetted Officers the
Reporting Offlcers should complete writing
of C.Rs. by 30th Aprll -

(vi) The Rev1ewing Officers should finalise the
review of cOnfidentlal reports of gazetted
as well as non—gazetted personnel by the

(vii) All Reviewing Officers should inform Deputy
i Secretary (Establishment)’'of the department
concerned about the completion of review of
C.Rs. so far as they are concerned by 20th
May; if any C.Rs.are yet to be completed
the fact should be mentioned.

(viii)Deputy Secretary (Establishment) should
render a completion certificate certlfying
that the writing of CiRs. and reviewing
therenf has bgen completed in respect of
all personnel in. the department by 25th May.
The Secretary of each department would

. in turn intimate to the G.A.D., about the

" completion of writing and reviewing of C,Rs.
in respect of personnel of his department
by the. 31st:May. The General Administration

Department would thereafter furnish similar

certificate in respect of all Departments

to the “hief Secretary by the 15th June every

zear.

2. These instructions would also supply in respect of
the staff on the establishment of Deputy Ministers,
State Ministers,Ministers and the Chief Minister in the
Sachivalaya. All Personal Secretaries should also

note and adhere to these instructions,

oc-.3/“"
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3 ’ Govérnmeﬁt desires that the above instructions
.should be followed scrupulously and the prescrlbed o .
dates should be adhered to without fail, ( '

\ i

By order and in the name of the Governor of Gujarat,

K.A. Varadan,
Secretary to Government.

To

All Secretaries to Government (including Principal
Secretary and ddditional Chief Secfetary)

Copy tos:-~ - 7 ]

The Secretary to the Governor.

The Comptroller to the Household to the Governor,

The Principal Secretary to the Chief Minister,

All P.Ss. to the Ministers, State Ministers and Deputy
Ministers

*The Secretary, Gujarat Public Service Commission,
Ahmedabad -

*The Secretary, Gujarat Legislature Secretariat,
Gandhinagar.,

*The Secretary, Gujarat Vlgllance Commission, Gandhinagar,

*The Secretary, Gujarat Civil Services Trlbunal,
Gandhlnagar.

All Secretariat DPdpartments (with 5 spare copies)

All Officers in General Administration Department,

All Branches in General Administration Department

The select file,

* By letter, .







CONFIDENTIAL

TIME LIMIT

K.A., Varadan, D.0.No, CFR-1083-2101-K,

Secretary, A General Administration Department,
Sachivalaya, Gandhinagar,

Dear Shri Dated the q{3¢h December, 1983,

SubJect.— Completion of confidential reports
in respect of Sachivalaya staff,

It has been noticed by Government that C.R. files
of the staff of different cadres workiqé in Sachivalaya,
are not, brought up=to~date and in many caéeé, Confiden~
tial Reports qu some periods are either not written or
reviewed . This leads to many administrative problems -

’

such as delay in preparation of select lists for
promotion to higher post, crossing of E.B., deﬁutation
to bther bodies, etc. It is of paramount importance
that the C.R. files of all the persons concerned are
kept up~to-date. The Chief Secretary has directed that
a review of all the C.R. files of all the personnel in
each departmént should be undex _taken and incomplete

C.Rs. &m# should be got written, reviewed and completed

in all respects before the 31-12-83. Accordingly, the -

Secretary of each department concerned is hereby
© requested to furnish a certificate to therGenéral
Administration Departmentvto the effect that the C.Rs.
of all personnel working in the department'righf from
Clerké to the Dy. Secretary/Joipt Secretary and also
of deputationists from other departments who are
working in the department are complete in all regbects

mpto the year 1982-83, i.e. upto 31-3-1983 . This

certificate should reach General Administration Decartmcrnu

‘-ocz/“"

1
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latest by 31-12-83 so that the Chief Secretary can be
apprised of the position by the General Administration
Department in the first week of January,1984

positively as desired by him.

2. For the above purpose Deputy Secretary in charge
of establishment in each department may be entrusted
with therjob of monitoring and ensuring coﬁpletion of
C.Rs. by the above prescribed date so as to enable

me to furnish the certificate as desired by Chief Secretary.

Yoyrs sincerely,

4 lé\ v /ij%/_b

(K.A.Varadan)

~



- Confidential reports

Writing ofs.....by retired
Officers.,
Discontinuance Ofssececse.

Government of Gujarat,
General Administration Department,
Resolution No. ,Wsd =1084-1080-K,
Sachi-:alaya, Gandhinagar,
Dated the 18th June, 1984,
. -

RESOLUTION.

Under paragraph 1(2) of Governmént Circular,
General Administration Department No,W§{ -=1180=3595-K
dated the 8-3-82, it was clarified that a retired
officer could write as well as review the confidential
reports in respect of the subordinétes working under
him till the date of his retirement,

2. Government have since had this.matter careful%y
reviewed., It has becn obscrved that there is
considerable delay in getting C.R.. forms'written cr
reviewed by officers alr.ady retired. The propriety

of an officer who has already retired entering hi:
remarks on the C.R. of a Government officer is als©
open o qu~vt10n. Government has, therefore, dec.ded
that such a practice should be discontinued forthwith.
In other words no officer after his retirement and

no authority holding a public office, after he demits

office will enter his remarks in the confidentia:

Q

revort either as a Reporting or a Revieiszin
rpda 1(2

LJ

Autiiority, To this extent, the orders
0f Governuent Circular, General Administratios

Department Nouit(--21180-~3575-K, dated - 3~82 quoted

in para 1 above shoul? be treated as mliilied,
3, In view i this denision all officcrs and

departments oF (he Chtine Government should ensure

thac where an ¢ i or 1s sbout to retire all C.RIX%B4’ﬂX
which should beoy his rowmzarks either as a E:pOCting

or a eviewing orficer ghiould be keph roady fﬁl‘

such ronsrt or reviow well in time Lo S

retircnsit,

vea/=



4. . The above instructini: ~duld be brought to the
notice of all concerned for vonpliance by each office

of Got :rnment,

By order and in the name of the Governor of Gujarat,

'''''''

K.K. Bhagat
Under Secretary to the Govt., of Gujarat;
General Administration Department.

To

The Secretary to the Governor.
The Principal Secret@ry to the Chief Minister.
The P.3. to all Ministers/Siate Ministers/Dy. Ministers.

*The Secretary, Gujarat Public Service Commission,
Ahmedabad,

*The Secrctary, Gujarat Vigiiance Commission, Gandhinagar,

*The Secgetary, Civil Services Tribunal,-ngdhinagar.

*The Secrcetary, Gujarat Legislature Secretariat,
Gandninagar.

*The Registrar, High Court, Ahmedabad.

All Heads of Departments/Heads of Offices.

All Secrctariat Dew@rtments.

.All‘Cfficcrs in G.A.D./ All Branchés.

Solect file,

P

Ry lattor.



(5) In respect of Gazetted Officers the Reporting
Officers should complete writing of C.Rs.
by 30th April,

(6) The Reviewing Officers should finalise the
review of confidential reports of gazetted as

well as non-gazetted personnel by the 15th Mav,

(7) All Reviewing Officers should inform their
Heads of Department or office as the case may
be about the completion of review of C.Rs. sO
far as they are individually concerned by the
20th Mays; If any C.Rs. are yet to be completed
the fact with reasons therefor should be

mentioned.

(8) The Head of the Department or office‘as the
case‘may.be should render a completicn
certificate certifying that the'writing of

C.Rs. and reviewing thereof has been completed
in fespect.Cf all personnel working under him

to the concerned Secretary ©f the administrative
department in Sachivalaya by the 15th June

everv veadras

2. While carryingléﬁtvthe inspection of the office of
the Heads of Department, the inspecting officers of the
respective Administrative Departments of the Secretariat
should check up and ensure that the above and other
instructions for maintenance~oficonfidential reports are

followed by the offices of Government, -

3. The Secretariat Departments should also bxing. the
contents of this Circular to the notice of theBoard/
Corporations, Public‘Undertakings, etc., which may be
under their administrative control t» adhere to the
above prcocceduge in respect of the State Government
Personnel which ney be on,deputatign tothe above bodies,.

o-¢4/"



4. Government desires that the above instructions
should be followed- scrupulously by all Government
Offices and the prescribed~détes_should‘be adhered to
without_fail Sd'farAaSHSeérétérigt Departments are
vconcerned, necessary lnstructlons ‘have already been
issued in G. C. of even number, dated the 15th December
1983. These 1nstructlons should henceforth be kept in
FV1ew and complled w1th by all conceérned in the matter

of wrltlng/rev1eW1ng of C Rs. for each financial year,

"By order and 1n'the name of the Governor of Gujarat,
&1
f\ ll/u /i ‘«A,fw
(K.A. Varadan)
Secretary to Government,
e
The Secretary to the ®overnor.
The P. S. to the “hief Minister.
The Personal ‘Secretaries to all Mlnlsteraﬂﬂjnlqt@rq of
State/Dy. Ministers. .
'J*fhe Secretary, Vigilance Comm1551on, Gandhinagar.

*The Secretary, Gujarat Publ;c Service Commission,
Ahmedabad.,

*The - Secretary, GuJarat Legislature Secretarlat,
Gandhinagare.

*The Registrar, High Court of Gujarat, Ahmedabad.
411 Heads of Departments/Offices.

All Secretariat Depa rtre nts.

211 Branches in G.A.D. Persqé;l and Kh-3 Branch,
Select file . ' A

By name,



G. C. P. G. (V) BI2 (84--85)—5,000--7--84,

Confidential Confidential Reports

Communication of adverse
remarks. ...
GOVERNMENT OF GUJARAT
GENERAL ADMINISTRATION DEPARTMENT
Cirealar No. vga-1183-K,
Rachivalaya, Gandhinagar, dated the 27th June, 1984.
CIeCcU L 4R

Attention is invited to para 1(s) of Government Resolution, General Administration

Department, No. wea-1183-K, dated 30tk September, 1983, in which some amendments were
made to para 14(2) of Government Resolution, General Administration Department, No. wga-
1169-K, dated 8th March, 1969. This pertains to the authority who will ultimately eommuni-
cate adverse remarks to an officer. In the last para there of it has been directed that such
communication will be with the approval of the authority in office next higher to the officer
concerned. The contents of para 1(7) and especially the above last sentence seem to have
created some doubts as evidenced by some clarifications sought for from G.A.D. Since there
is some ambiguity in this para it has now been decided that para (i) should be replaced by
the following :—

“In place of para 14(2) of Government Resolution, General Administration Department,
dated 8th March, 1969 the following shall ‘be substitubed”.

“A Government servant should at no time be kept ignorant of remarks i his C.R.
which point out to his inadequasy in his performance and skill, ete. Such adverse remarks
should, therefore, be communicated to the officer reported upon wthin six weeks from the
conmpletion of the C.R. The authorities in whose custody the C.Rs. should be kept has
been specified in para 7 generally. Specific orders subsequently also must have been issued
by different departinents regarding its cadres. It is expected that adverse remarks when
they survive in the C.R. after the process of reporting, reviewing, countersigning, etc.,
15 completed will be communicated hy or under the authority of the officer in whose
custody the C.Rs. are kept. The communication should be signed by the authority itself
or by an officer in the office of the authority whose rank will be atleast one step higher
than that of the officer reported upon. While communicating adverse temarks the gist of
good reports should also be communicated. The officer need not be told abvut sush
remarks as may relate to his integrity. Remarks regarding improvement in response of
defects communicated in previous years should also be communicated to give an indica-

tion that the efforts made to improve have not gone unnoticed”.

2. The above instructions may be brought to the motice of all Departments of the

Sachivalaya and all Heads of Departments and Heads of offices for their information and

guidance,

By order and in the name of the Governor of Gujarat,

K. K. BHAGAT,
Under Secretary to the Government of Gujarat,
General Administration Departinent.

[P. T. 0.



To

by

The Seerctary to the Governor.

The P. S. to the Chief Minister.

The Personal Secretaries to all Ministers/Ministers of State/Dy. Ministers,

*The Secretary, Gujarat Vigilance Commission, Gandhinagar.
*The Secretary, Gujarat Public Service Conuuission, Ahmeedabad.
*Tle Secretary, Gujarat Civil Services Tribunal, Gandhinagar.
*The Secretary, Gujarat Legislature Secretariat, Gandhinagar.
*The Registrar, High Court of Gujarat, Ahedabad.

All Secretariat Departments.

All Heads of Departments/Offices.

All Officers of General Administration Department/all Branhecs.
Select file.

*By name

ok
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G.0.P.G., (H;~750-35600-0-84

Confidential
Confidential reports

Writingof ..........cocoeiniininen. .l

by retired Officers.

Discontinuance of ............cvvennn..

GOVERNMENT OF GUJARAT
General Administration Department
Resolution No. vige 1084-1090-K,
Sachivalaya, Gandhinagar, Dated the 18th June, 1984.

RESOLUTION

Under paragraph 1 (2) of Government Circular, General Administration
Deparment No. vica -1180-3595-K, dated the 8-3-82, it was clarified that a
retired officer could write as well as review the confidential reports in respect
of the subordinates working under him till the date of his retirement.

2. Government have since had this matter carefully reviewed. It has been
observed that there is considerable delay in getting C.R forms written or revie-
wed by officers already retired. The propriety of an officer who has already
retired entering his remarks on the C.R. of a Government officer is also open
to question. Government has, therefore, decided that such a practice should
be discontinued forthwith. In other words no officer after his retirement and
no authority holding a public office, after he demits office will enter lis
his remarks in the confidential report either as a Reporting or a Reviewing
Authority. To this extent, the orders un der para 1(2) of Goverament
Circular, General Administration Department No. KHL-1180-3575-K, dated
8-3-82 quoted in para 1 above should be treated as modified.

3. In view of this decision all officers and departments of the State
Government should ensure that where an officer is about to retire all C.R.
forms which should bear his remarks either as Reporting or a Reviewing
officer should be kept ready for such report or review well in time before his
retirement.

4. The above instructions should be brought to the notice of all con-
cerned for compliance by each office of Government.

By order and in the name of the Governor of Gujarat,

K. K. BHAGAT,
Under Secretary to the Govt. of Gujarat,
General Administration Department.
To

The Secretary to the Governor.

The Principal Secretary to the Chief Minister.

The P. S. to all Ministers/State Ministers/Dy. Ministers.
*The Secretary, Gujarat Public Service Commission, Ahmedabad.
*The Secretary, Gujarat Vigilance Commission, Gandhinagar
*The Secretary, Civil Services Tribunal, Gandhinagar.
*The Secretary, Guiarat Legislature Secretariat, Gandhinagar
*The Registrar, High Court, Ahmedabad.

All Heads of Departments/Heads of Offices.

All Secretariat Department.

All Officers in G.A.D./All Branches.

Select file.

*By fetter
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Confidential g:nfidential reports

writing of .III..QbY ’
retired officers.

Discontinuance of T EEREER)

Government of Gujarat, %

General Administzmation Department,
Resolution No, wgd =-1084-1785-K,
Sachivalaya, ©Sandhinagar,
Dated the ¥@khOctober, 1985.

Read:~ Government Resolution, General Administration '
Department of even number dated_the 18th June, 1984,

RESOLUTION

- ' By Government Resolution of 18th June 1984

referred to above, the State Government has discontinued
~ the procedure of writing and reviewing of the Confldential

reports by retired officials and by the authorities
demitting office. It had also been directed therein that
where an officer is about to retire all C.R. forms which
should bear his remarks either as a Reporting or a
Reviewing Officer should be kept ready for such report
or review well in time before his retirement,

2. In modification of the above orders Government
has depiizd to issue the clarifications as under :-
(a) It $hall be necessary to initiate report
— well in time only in cases when the
reporting officer is due to retire but not
when the Reviewing/Accepting Authority is
due to retire on superannuation. Thus, when.
an officer is superannuating he should
initiate Confidential Reports of only those
Goverrment employees/officers for whom he is
the reporting officer. The concerned offices |
should take necessary action for furnishing o

forms in such cases atleast a month before

when the Reporting Authority is retiring.

(e.g. when an Officer is due to vatiras erv ' %

on 31st Uakocer such forms should be kept
ready and furnished to the concerned
Reporting officer by the 30th September of
the year. Where self-appraisals are to be
filled in the same should be supplied to the
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apprisee with clear instructions to pass it on
July filled in by him to his reporting officer at
least by the 10th or 15th September., This 1is just
an example).

In the above context, such reports should not be
initiated when the Reviewing/Accepting is due to
retire.

(%) If the officer is immediately re-employed on the

same post (without break) he ceuld write %he C.Rs.
for whom he was the Reporting/Reviewing Officer.
But if he is re-employed on some other post

immediately or some time after his retirement, he

shall not be competent to write Or review as the

case may be, in respect of those for whom he was the
. reporting/reviewing officer prior to his fetifement.

(¢) In the event of reshuffling of the Ministry or
change in the portfolios of the Minister ceoncerned,
they could exercise the above functions since they
have not demitted office,

(@) But if the Ministry has resigned or when the new
Ministry is formed after elections, and if the
incumbent of the last Ministry is included in the
new Ministry by taking new oath, such Minister is
not competent to write/review/accept the report of the
officers for whom hefgach authority in the previous
Ministry. _

3. The above clarificatory instructions are issued in

consultation with the Government of India and should be

followed by all offices of Government in respect of all

Government employees/officers and also in regard to the

A.I.S. Officers. |

By order and in the name of the Governor of Gujarat,

(K.K. Bhagat)
Under Secretary to the Govt. of Gujarat,
Ganeral Agninistration Department,

To
The Secretary to the Governor.

The Principal Secretsry to the Chief Minister.
The P.S. to all Ministers/State Ministers/ Ministers.,
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*The Secretary, Gujarat Public Service Commission,
Ahmedabad.

*The Secretary, Gujmsrat Vigilance Commission,
Gandhinagare.

*The Secretary, Civil Services Tribunal, Gandhinagar.

*The Secretary, Gujarat Leglislature Secretariat,
Gandhinagar. .

*The Registrar, High Court, Ahmedabad.

All He*3s of Departments/Heads of Offices.
All Secretariat Departments.
All Officers in G.A.D./All Branches.

Select file.

*By letter.







CONFIDENTIAL D.0.NO,CFR-1086-407-K,

IMMEDIATE , General Admlnlstratlon
_ Department,

Sachivalaya, Gandhinagar,

BALAWANT SINGH
Secretary (Per.)

Dated the 12thFebruary, 1985.

Dear Shri

The financial year 1985-86 will come to a close
shortly and the confidential reports on Government
emp loyees/Officers will become due to be recorded from
1-4-86. In this regard the Chief Secretary has directed
that all confidential reports shoﬁid be written in the

prescribed printed fomms and not in cyclostyled foms

as has been observed in some cases. FOor this purpose.
all the Departments/offices should ensure to have
the C.R. foms printed from the Government Press as
per their office requirement for each cadre, if the
required printed forms are not available with them.
Necaséary action should be taken for indenting the
same from the Eress iE may be ensured that the
printed forms are made available to the concerned
Department/Office by the 15th March 1985 well in

advancee.

2.« .- Government in Gensral Administration Department
have already issued necessary instructions for following
the procewvure and Sprlflc time-tabile for the
completion of C. +Rs. undgr GOVcrnment Clrcular, Gencural
Administration Degartment, No, CPR—1183/2101—K,

dated 15-12-83 in respect of Sachivalaya staff and

for non~Secretariat offices/Distt. Offices etc..under
G.C. of even number dated 8-2-84, respectively. The
instructions laid down therein should be scrupulously
followed by all Departments of the'Secretariat and
Govt. Offices. It is also laid down therxr-=in for
furnishing the completion certificate about C.Rs. by

e/~



the 15th June eQCthe%r' This should also be done for

1985~86. C.Rs. Of 1984-85 and earlier periods in cases
where it has not been comp leted should be finalised

expeditiously.

3. I shall be grateful if you will kindly issue
suitable instructions to all reporting/reviewing
officers etc., for timely recording of their remarkse.
In respect of IAS Officers etc., on deputation to the
Corporations;or other Bodies under the State Government,
it m-y please be ensured that their reports are
obtained in time from the concerned authorities.
Self-appraisal forms to all Class~-I & II Officers
(other than AIS officers) should also be furnished

to them by the 31st March 1986 and they should be
directed to complete their part II (self-appraisal)
within 20 days i.e., by the 20th Apri}:

4, The above instructions should be suitably
brought to the aotice of all Héads of Departments/
offices under the administrative control of your

- Department for strict compliance by all concerned.

Yours sincerely,

/"") e ,.’K o / i\/ ™5

(Balawant Singh)

To

Shri H.K. Khan,

Addl. Chief Secretary,

Industries Mines ' Power Department, Sachivalaya,
Gandhinagar.

(Wwith a request kindly for 1ssu1ng suitable instructions
to Govt. Presses for furnishing printed C.R. forms as
may be indented by different Govt. offices by the

15th March 1986).

Shrl H.R. Patankar, ‘
Agdl. Chief Secretary, Pinance Department,

All Other Secretaries to Government { by namei

Copies tos-
All Officers in Gencral Administration Department
KH/G/G2/G3/R /8 Branches for necessary action,
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HO.40(h)EXP.)/02,

Government of India,
Deja:tment of Personnel and T raining,
Hew Delhi-110001, the 9th May,1987.

To

Ihe Chlef Secretary,

Govesrnment of Gujarat,

Gens ral Adsnedeparteents,
SR

Bab:~ nepresentation agalnst adverse remarks in the
Confident ial Bepoit.

mr,

I an directed to refer to your letter NO.CFi»108 ¢=b BK,
dated the 17th March,1987 on the subject noted above amd

t0 say that the matter has been exemined in conmiltation wit)
the Ministry of Lawlt bas been dedded that no speaking
order is required to be lssued while rejecting the represe~
ntation fran an offiocer agalnst the aiverse remarks under
wile 10 of the Alg(Ci) .les, 1970.

Yours faithfully,

St s CoivnChlttbbear
Under Beorctary £o the Government of Imiia.
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Confidential Instructions regarding writing
of annual confidential Report
special column in Form II for
Clasg I & II Officers.

o Government of Gujarat,

General Administration DPepartment,
Resolution No. UWed -1084-184-K,
Sachivalaya, Gandhinagar,

Dated the 5th March, 1986,

Read:~ (i) Government Resolution, General Administration
Department No, Wed -1169-K, dated 8th March,

1969,

(ii) Government Resolution, Genzral ‘Administration
Department No. CFR-1076-K, dated 20th April,
1977.

(ii1i) Sovt. Resolution, General Administration
Department No. CFR-1076-78-K, dated 23rd
March, 1978.

(iv) Yovernment Resolution, Seneral Administration
Department No. CFR-1076-79-K, dated 12th
March, 1979.

: RESOLUTION

The question of prescribing a suitable column for
writing annual confidential Report of Class I and Class
II Officers who are concerned with the effective
implémentation of Special Component Plan and Plan Schemes
for Scheduled Castes and Scheduled Tribes was under
consideration of Government. After careful considsration
Government is pleased to prescribe a new column (i.e.

" column No. 13) as specified in the Annexure herewith,

for Class I and II Officers (except officers of All India
'Services) concerned with the implementation of Componw=nt
Plan and Plan Schemes for Scheduled Castes and Schedulad
"Tribes. Accordingly new column No. 13 should be
incorporated in Part III of Form No., 11 i.e. Form of
Confidential Report on Class I and Class 11 Officers
(Except Officers of All India Services) before writing
their Confidential Report for the year 1985-86.

2. The Director, Government Printing and Stationery

is requested to ensure that copies Form II are printed
with new column 13 which should be added in Part IiI

(To be filled by Reporting Officer) after existing
Column No. 12 and supplied to the indenting Departments/
Offices to enable them to write confidential report for
the yzar 1985-86 of such officers with new column-13.

3. ALl Departmengs of Sccretariat are also requested to
see that annual confidential reports on such officers

of their respective Department, Heads of Departments/
Offices are written in revised form II with new

co lumn-13.

o2/~
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4., T: is clarified that the new column~13 should be
used only for writing confidential reports of officers

. concerned with the implementation of special component
plan and plan scheme for Scheduled Castes and Schedulcd
Tribes.

By ordsr and in the name of the Covernor of Gujarat,

~ V.B. Amin.
Deputy Secr:tary to the Govt. of Gujarat,
Genwral Administration Department.

To

The Secretary to the Covernor.

The Comptroller of the Household to the Governor.

The Principal Secretary to the Chief Minister.

‘The Personal Secretaries to all Ministersd State Ministers

*The Secretary, Gujarat Public Service Commission,

Ahmedabad.
*The Secre* .ry, Gujarat Legislature Sccretariat,
Gandhinagar.

*The Secretary,‘Vigilance Commissioner, Gandhinagar.
*The Registrar, Gujarat High Court, Ahmedabad.

All Departments of Sachivalaya

All Heads of Departments.

All Officers in General Administration Department.

*By letter.
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Annexure to Government Resolution, General
Administration Department No. w+ ¢F1034-~184-86-K
dated the 5th March, 1986, w

........

13. Effectiveness in the
Development and protection
of Scheduled Castes and/or
Scheduled Tribes -

3, Mg lud waledl A ) dey MU
YA i Tl l Tas1 ¥4 8 1 A ledHl
WRSIRSL L

(a) Attitude towards
Scheduled Castes and/or
Scheduled Tribes.

(&) dlad 10l 2 e
e (Ul ety Ll Ty O qatol,

(b) Sensitivity to social
justice.

(W) A4ITS =UlY Red Yol ddl,

(c) Ability to take gquick ang
effective action to prevent
and quell atrocities and
ensure justice to Scheduled
Castes and/or Scheduled Tribes,

(O1) PRCud w10R(l 2 2t 2oy Cud
YL Wl HeUIYRT 5L ¥4 €14

£l Ad MHAl M2 ~UlY YOATYRA $R9

oYl ¥ ¥R 1S yudl A9 141 s,
(d) Effectiveness in bringing

about the development of

Scheduled Castes and/or

Stheduled Tribes.

(9) gRTA DU 24T AU | gy [t ety LA 1oL
(e 12 8 14T 3R S 1541,

(Applicable in case of officers
dealing with the development and
protection of Scheduled Castes
and/or Scheduled Tribes).

— e S et me - " - e
e -

ALl usdl g, T
*»7.B.: (To be filled in only in respect
' of officars concerned with implementation

of Special vumpeonent plan and plan Schemes
for SCs/STs) .
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Confidentfgl

Government of Gujarat,
General Adminigtration Departmeént,
"~ Resolution FNo. W ¢¢ ~1173-K,
Sachivalaya, Gandhinggar, Dated the Tth September, 1973.

SubLs~ Ingtructions regardihg Writing and magintenance of annual
confidential reports,

Read:~ Government Resolution, General Administration Department Fo,
W EA ~1169-K, dated the 8th March, 19%69, as amenied from
time to time,

~t BESOLUTION :-

Government is pleased to direct that the existing instructions
regarding writing and maintenance of annual Confidential Reporte
(hereafter referred to as "saild instructions") prescr ibed in Government
Resolution, Genérgagl-Adminigtration Department FNo, ¢ ~1169-K, dated
the 8th March, D69, should further be amended as directed below s~

After para 15 of the said instructions, the following para
should be inserted, namely s-

*45-4, The following procedure should be adopted in deaiing

- with representations from Govermment gervants againgt adverse remarks
" comnunicated to them 3

(1) All representations against adverse remarks should be examined
by an authority superior to the reviewing officer, in consul-
tat ion, if necessary with the reporting and the reviewing
officers, The said superior aguthority shall be regarded as the
competent gathority to deal with such representations; o

(ii) If the competent authority finds that -

() the remarks were justified and the representation is
frivoloug, a note should be made in the confidential report
of the Government servant that he did not take the corn-
~oction in good gpirits

(b) there is no sufficient grownd for intereference, the repre-
sentation should be rejected and the Govermment servant
concerned informed accordinglys

(c¢) the remarks should be toned down, he will make the necessary
entry séparat ely, with proper attestatfon, at the appro- -
priate place of the report (on no account will correct ione
be made in the earlier entries themselves)s amd

(d) the adwerse remarks was ingpired by malice or is entirely’

incorrect or unfounded, and therefore, deserve expungtion,

he should score through the remark, paste it over, or
otherwige obliterate it, and al g0 make a dated entry,

under his signature, stating that he has done so, wnder _

intimgtion to the concerned head of the Department or off ice

if he himself does not occupy tha,t pOs:!.t ion,

(1i1) Representations (including explanation) submitted in respect of

adverse entries should not be appended to the respective
confidential reports, If the representation was well fownded,
it would have resulted in the competent authority toning down
or expunging the adverse r emarks; if on the other hamnd, the
representation was without substance, it would have been
rejected. In either case, no ugeful purpose would be gerved by
attaching the representation to the confidential repoxt

;;2/~
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(iv) The Authority Superior to the Reviewing Officer should
communicate the decision taken in the matter to the
: representationist concemei.

By order and in the name of the Govermor of Gujarat,

R, H, Buch,
Under Secretary to the Government of Gujarat,
General Administration Department,

To

The Secretary to the Governox, '
The Compiroller of the Hougehold to the Go verhox®,
The Principal Secretary to the Chief Minigter,
The Personal Secretaries to all Minigters,
The Personal Secretaries to Deputy Chief Minister.
The Personal Assistants to g1l Ministers of State.
The Personal Assistants to all Deputy Ministers,
# The Jeoretary, Gujarat Public Service Comission, Ahmedabad (with 10
) spare copies)
# The Secretary, Gujarat Legislature Secretariat, Gandhihagar,
# The Secretary, Gujarat Vigilance Commisgion, Ahmed sbad,
# The Registrar, Gujarat High Cowrt, Ahmedabad,
All Departments of Secretarigt (with 15 spare copies)
A1l Heads of Departments agnd Héads of Offices under the several
Departments of Secretariat.
All Officers in General Administration Department,
411 Branches in General Aministration Department,

# By letter,

/82/5.000/
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