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FORM OF CONFIDENTIAL REPORT ON PRIVATE SECRETARIES/ PERSONAL ASSISTANT/

STENOGRAPHERS (GRADE-1 AND GRADE-II OF CENTRAL SECRETARIAT STENOGRAPHERS

SERVICE) AND STENOTYPISTS
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BN BT A
Name of officer

S BT AR
Date of birth

EREIRIUES
Present grade

i e 7 fgfad & ak
Date of appointment to the present grade
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Name of Officers with whom employed during the
year and the period served with each

o7 ad @1 Rure fordl o <& & S gedl, Uit anfe w®
B & PRUT f$YLT A SrURed W& @l iy

Period of absence from duty on leave, training etc;
during the year.
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ASSESSMENT BY THE REPORTING OFFICER
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(If any of the items mentioned below do not apply, the reporting officer should mention this fact
against the relevant item)

TRy
State of Health

afid w9 iR 3% 9 9% Fratay § SuRufy
Regularity and punctuality in attendance

amgferfie & wri # qerar SR ggar
Proficiency and accuracy in stenographic work

gfeaar, o aRsmeiear
Intelligence, keenness and industry

T 3R TRA T AW IR BRISIAN TR HRATS B
[CEEREIREI

Trust-worthiness in handling Secret and Top Secret
matters and papers

PRISRRI G, d8I, §T¥ NS & o7y THT WR TS
PTG U PXAT

Maintenance of engagement diary and timely sub-
mission of necessary papers for meetings, interviews
etc.

I S INg AT BT IR & fa™ # FETadr aRel
General assistance in ensuring that matters requiring
attention are not lost sight of.

H gaBR He
Initiative and tact in dealing with telephone calls and
visitors
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i) ==
(i) srfy arg &
(iii) err=
(a) Fitness for promotion to higher grade(s) in his
turn:
(i) Fit
(if) Not yet fit
(iii) Unfit
(@) wa@w@rﬁ%ﬁaﬁéﬁﬁwsﬁv/m@mm
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TED! Sk U8 R g & forg S| g1 s
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(b) Has the officer any special characteristics and/ or
any outstanding merits or abilities which would
justify his advancement and special selection for
higher appointment out of turn? If so, please
mention these characteristics briefly.

() BT & ST A ST % forg Sugadar
& T § RwTiRe

(c) Recommendation regarding suitability for other
spheres of work, viz....................

16. @ RUd @ ol § arwRard ¥ em A A el o=
BRI ITH! & BT TS 8, IS VT 81, O SHHT G
FRT S|
Has he been reprimanded for indifferent work or for
other causes during the period under report ? If so,
give brief particulars.

17. W IRF Q¥, doleny 3N & IR # fewo) R S|l
&I 37FdT SUYFIT TR URIhel U1 TgT Bl F=TaT 8l
Remarks as to defects in character, indebtedness etc.
which may militate against efficiency and suitability.

18 afida aRa iR wvE & AW qeiea Rrad el
PHATRAT & AT AR, AR WAV (e BT Hed b

A wnfe 2
General assessment of personality, character and
temperament including relations with fellow

employees, amenability to discipline etc.

19. =R gedr :

[78 @1 & #aTeld & BRI HU9 HWo 51 /4 /64300
(@), 0 21 [, 1965 # AU 7Y W & AFAR ¥R SRAT
Integrity

[This column should be filled as per instructions
issued under Ministry of Home Affairs’ Office
Memorandum No. 51/4/64-Ests. (A), dated the
21* June, 1965].

RUIE @™ ATl SMABR B BRRIETR....ooosoeosoesoesese st
Signature of the Reporting Officer
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Note:- Where an adverse entry is made, whether it relates to a remediable or to an irremediable defect, it
should be communicated; but while doing so, the substance of the entire report including that may have been
said in praise of the officer reported upon should be communicated.
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