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fuft lfpo@oS;fDrd lgk;d@dsUnzh; vk”kqfyfid ¼lsok ds xzsM 1 vkSj xzsM II  ds vk”kqfyfid½ 

vk”kqfyfid rFkk LVSuks VkbfiLVksa  dh xksiuh; fjiksVZ dk QkeZ 

FORM OF CONFIDENTIAL REPORT ON PRIVATE SECRETARIES/ PERSONAL ASSISTANT/ 
STENOGRAPHERS (GRADE-1 AND GRADE-II OF CENTRAL SECRETARIAT STENOGRAPHERS 

SERVICE) AND STENOTYPISTS 

...............................................................  dk ea=ky;@dk;kZy; 

Ministry /Office of................................................................ 

........................... dks lekIr gksus okyh o’kZ@ vof/k dh fjiksVZ 

Report for the year/ period ending.......................................... 

1. vf/kdkjh dk uke 
Name of officer 
 

.  .  

2. tUe dh rkjh[k 
Date of birth 
 

.  .  

3. orZeku xzsM 
Present grade 
 

.  .  

4. orZeku xzsM esa fu;qfDr dh rkjh[k 
Date of appointment to the present grade 
 

.  .  

5. ftl o’kZ dh fjiksVZ fy[kh tk jgh gS mlds nkSjku fdu- fdu 
vf/kdkfj;ksa ds lkFk fdrus&fdrus le; rd dke fd;k 
Name of Officers with whom employed during the 
year and the period served with each 
 

.  .  

6. ftl o’kZ dh fjiksVZ fy[kh tk jgh gS mlesa NqV~Vh] izf”k{k.k vkfn ij 
gksus ds dkj.k fM;wVh ls vuqifLFkr jgus dh vof/k 
Period of absence from duty on leave, training etc; 
during the year. 
 

.  .  

 fjiksVZ fy[kus okys vf/kdkjh dk ewY;kadu 
ASSESSMENT BY THE REPORTING OFFICER 

 
 ¼;fn fuEufyf[kr esa ls dskbZ en ykxw u gks rks fjiksVZ fy[kus okys vf/kdkjh dks ;g rF; laxr enksa ds lkeus fy[kuk pkfg,½ 

                 (If any of the items mentioned below do not apply, the reporting officer should mention this fact 
against the relevant item) 

 
7. LokLF; 

State of Health 
 

.  .  

8. fu;fer :i ls vkSj Bhd le; rd dk;kZy; esa mifLFkfr 
Regularity and punctuality in attendance 
 

.  .  

9. vk”kqfyfid ds dk;Z esa n{krk vkSj “kq}rk 
Proficiency and accuracy in stenographic work 
 

.  .  

10. cqf}erk] yxu ifjJe”khyrk 
Intelligence, keenness and industry 
 

.  .  

11. xqIr vkSj ije xqIr ekeyksa vkSj dkxtkrksa ij dkjZokbZ djus esa 
fo”oluh;rk 
Trust-worthiness in handling Secret and Top Secret 
matters and papers 
 

.  .  

12 dk;ZMk;jh j[kuk] cSBdksa] baVjO;w vkfn ds fy, le; ij vko”;d 
dkxtkr izLrqr djuk 
Maintenance of engagement diary and timely sub- 
mission  of necessary papers for meetings, interviews 
etc. 
 

.  .  

13 /;ku nsus ;ksX; ekeyksa dh vksj /;ku fnykus esa lgk;rk djuk 
General assistance in ensuring that matters requiring 
attention are not lost sight of. 
 

.  .  

14 igy djus dh {kerk vkSj VsyhQksu dkyksa vkSj vkxUrqdksa ds ekeyksa 
esa O;ogkj dq”kyrk 
Initiative and tact in dealing with telephone calls and 
visitors 
 
 

.  .  
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15 ¼d½ mPprj xszM ¼xzsMksa½ esa inksUur fd, tkus dh ;ksX;rk % 
¼i)   ;ksX; 
(ii)  vHkh ;ksX; ugha 
(iii)  v;ksX; 

.  .  

 (a)  Fitness for promotion  to higher grade(s) in his 
turn: 

(i)    Fit 
(ii)   Not yet fit 
(iii)  Unfit 

  

¼[k½         D;k vf/kdkjh esa ,slh dksbZ fo”ks’krk vkSj@ ;k ,sls vU; mRd’̀V 
xq.k ;k ;ksX;rk,a gSa ftuds dkj.k ikjh u gksrs gq, Hkh mldh 
rjDdh mPprj in ij fu;qfDr ds fy, mldk pquk tkuk 
mfpr gks \ ;fn ,slk gks] rks ,slh fo”ks’krkvksa  dk la{ksi esa 
mYys[k fd;k tk, 

.  .  

 (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. 

  

 ¼x½ dk;Z ds vU; {ks=ksa vFkkZr~---------------------------- -----------ds fy, mi;qDrrk 
ds lEcU/k esa flQkfj”k 

  

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

 

  

16.  D;k fjiksVZ dh vof/k esa ykijokgh ls dke djus ;k fdlh vU; 
dkj.k ls mldh HkRlZuk dh xbZ gS] ;fn ,slk gks] rks mldk laf{kIr 
C;ksjk nsaA   
Has he been reprimanded for indifferent work or for 
other causes during the period under report ? If so, 
give brief particulars. 
 

.  .  

17. ,sls pfj= nks’k] dtZnkjh vkfn ds ckjs esa fVIi.kh ftlls mldh 
n{krk vFkok mi;qDrrk ij izfrdwy izHkko iM+us dh lEHkkouk gks 
Remarks as to defects in character, indebtedness etc. 
which may militate against efficiency and suitability. 
 

.  .  

18 O;fDrRo] pfj= vkSj LoHkko dk lkekU; ewY;kadu ftlesa lkFkh 
deZpkfj;ksa ds lkFk lEcU/k] vuq”kklu ijk;.krk vkfn dk ewY;kadu 
Hkh “kkfey gS 
General assessment of personality, character and  
temperament  including relations with fellow 
employees, amenability to discipline etc. 
 

.  .  

19. Pkkfjf=d n<̀+rk % 
[;g [kkuk xg̀ earzky; ds dk;kZy; Kkiu la0 51@4@64&LFkk0 
¼d½] rk0 21 twu] 1965 esa fn, x, vuqns”kksa ds vuqlkj Hkjk tk;sxk] 
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                    
21st June, 1965].  
 

.  .  

                                                    fjiksVZ fy[kus okys vf/kdkj ds gLrk{kj------------------------------------------------------------------------------------- 
                                                     Signature of the Reporting Officer 
                                                    Ukke Li’V v{kjksa esa---------------------------------------------------------------------------------------------------------------------------- 
                                                     Name in Block Letters 
                                                    in uke----------------------------------------------------------------------------------------------------------------------------------------------- 
                                                     Designation 
                                                                                Rkkjh[k--------------------------------------------------------------------------------------------------------------------------------------------------- 
                                                                                Date 

 
uksV%& ;fn dksbZ izfrdwy fVIi.kh nh tk, pkgs og ,slh [kkeh ds fo’k; esa gks tks nwj gks ldrh gks ;k ,slh [kkeh ds fo’k; esa gks tks nwj 
u gks ldrh gks rks bldh lwpuk lEcfU/kr O;fDr dks ns nsuh pkfg,A fdUrq ,slk djrs le; lEiw.kZ fjiksVZ dk lkjka”k ftlesa vf/kdkjh 
dh iz”kalk esa dgh xbZ ckrsa Hkh “kkfey gks ldrh gSa] mlds ikl Hkstk tkuk pkfg,A 

 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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