HIMACHAL PRADESH HOUSING AND URBAN DEVELOPMEN AUTHORITY
FORM OF CONFIDENTIAL REPORT OF DRIVERS.

REFORT OF THE YEAR/ PERIOD ENDING TO

L. Mame in full.
2, Date of birth:
X Scale of pay.
Total Service:
Present pay:

Dhate of continuous appointment to the present post:
Educational and technical qualifications,

8. OBSERVATIONS,

i) Intelligence.

i) Energy and reliability,

iii) Punctual attendance.

iv)  Behaviour: Does he show proper courtesy and pood
manner towards all persons using the staff car?

v} Amenability to discipline.

vi)  Technical knowledge and ability.

vii)  Is he economical in the use of petrol/ Lubricant oil etc?

viii)  Does he keep the car clean and tidy?

ix) I5 he capable of attending to petty repairs of the car?

x) Does he take timely action for getting proper entries made
in the log book?

xi)  Adherance to the traffic regulations and civil laws.

xii)  Mo. of accidenis, if any, in the year,

a) Minor
b} Major

7 Has he been responsible for any outstanding work
during the period under review meriting special
recommendations? If so, what?

10, Has he been reprimanded for indifferent work for
other causes. 11 so, brief particulars may be given.



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

12.  Remarks of the Controlling officer.

Signature of the Reporting officer,
Memme in Block Letter,

Designation
Date ™

REMARKS OF THE HEAD OF THE DEPARTMENT,

Signature

Name in Block letters
Designation

Daie




L S
FORM OF CONFIDENTIAL REPORT ON SECTION uFFicERH‘ﬂE'”'“"“

IMjﬂiﬁlI}'jD:pﬂrlmtnl,l'ﬂﬂjcc [ | LR i e e e s P g o

Report for the yearjperiod from.- - .ocopocivescarareorcrena@ o suriaatiinraraimsaciciiiianrras

Partl-1—Personal Daola
(To be filled by 1ae Ministry/Depattment;Cilice)

T 1. Mame of Officer

2, Date of Dirth

L)

3. DesigoationPost held : .

4, Date of continugusappointment to lhe present grade ..

L' Wheiher Permancar/Quasi-Permancnt) Temporary,”

6." Sections in which served during the year/period upder
report and (he period ol service in cich

.
Wk

7. Period of absence from duty on leave, irainiog ele,
during the yeorjperiod under report ) ;

Part-11

Briel resume of the work done by tho witicer reporied upon, during the peried from....  .-..oc0 bl
B <. .eevus enre..--....Dringing out any special-achievement of his during the period (to be illad by the
o officer reported upon). \

¢ Note~The resume should not eaceed throe huodred words.

Part=111—Asscssment by the Reporting Officer

' 8. Do you agree with the resuime ©f work as indicated
.t by the officer in Part 11 of the report and i particular
regarding the special achievement, if any, mentioned
by the officer ? Il not, indicale Bricily the reasons
for disagresing with it and the exteat of your
disagrecment. .

9. Swate of Heall:

Please indicate whether—

{4} the officer is p!l::'.rsin:n“:,.- energeliz, aad
(b} mentally alert




B : Note—Asiesament under columns 10 to 14 below should not be indicated by tick marking _EUi shot
l ]‘_ be clearly expressed in suitable words. £ 4q
i :' 10- Intelligence and understanding:

{g) Uxecptioml and bas clear grasp of any marier,
lipwewer i.'.-l:l||:p|1|:q.|1|:d e

By Ts anielligent ond graspE o point E!I:IHE-Cﬂ:p' with
P
re: :suntble speed i

{c) Ehnws a barely adequale grasp ‘e

() Wery slow andinr ofien misses the point

. . ol
. KaowhsTee of reles, codes, monuals, inslrustions i

wnd procedurc

{ad Hus an exceptionally good prasp of the work of
the oflice as o whale and the rules, codes, mangals
generally, and a tharough and intensive knowledge

. of the work of the Branch e

. {®) Hasasound knowledge both of the Work of the
' branch and thue of the office az"a whole

() Just enough s

(e} Mol puosal gl

12, Quality of work :

ATAL TR

(i) Atlention io delail, accuracy in presentation of fact
and thoroughness in eXamipation :

a — TR

(a} Most relinble and comprehensive

ST e

(6) Considers all relevant details .

(¢) Isapt te be over conterned with petty details nod
loses perspeclive

() Inclines to be superlicial
(i} Judgement :

(e) His proposls are conclsently sound and wﬂl
thought of

&) Relinble
) [d.'_:l Tikes & remsgnable yvieg

() Umiehable, widecided or rigid. or superlicial or
efratic

(fi) Feerontation of cuses and expression on paper :
(@) Exlremcly clear, cogent and logical

() Very good and expresses himsell clearly and
Eontisely A

<) Just pood enough
(] Iﬁ-c':s not have abilny 1o pregent cases peopetly ..
(ivl Ability in noting ang Jraltiog ;
fo) Encelleng
. (&) Very gom
(@ Goou
. {d) Averuge
i1 Poor
() Prompiness in dizpesal of worl -

. {a}  Very prompt
- [ easomably prampl



¢(€) Is slow and tends o delay

¥ {v) Submission of various O & M returns, statements

of arrears  and pending cases and aplention to
recording, indesing asd weeding of files:

(@) Takes exceplional cire in cogmwo Preparakion and
timely submission

(#) Reasonably good and Ii:lrumpi

(c) Mot very regular and has copstantly to be prompted
and Supervised -

(d) Indifferent on these matters -
137 Zeal, diligence and sense of responsibility:

(@) Shows exceptional zealand devotion to work and
"~ has excellent initiative i

(b) Is hard working ‘and conscientious acd shows
adequate zeal and devotion to Work, and also
good Initiative T -

{c) Reasonably diligent and igterested ia bis work,
with average imtative .

{d) Lacks sense of responsibility and is indiff=rent to
work

14. Control and management of staff:

() Maintenance of order and discipline and checking
. late attendance :

(@) Very good
() Good

(€7 Average
@ Poor

' (i) Ability to inspire conlideace and 10 pot the best out

of the swall:
: (@) Execllent
() Very good -
Good

{d) Average

. ; (¢) Poor

(i) 'Ctﬂl-'.‘-il:r to train, help and advise the stall and
-( atility to handle his subordiaates:

5. Punttuality and Attendance
6. Other observations:

g_l;'.iu;m may be ylilised forremarks which comp-

e of supplement what has beea igdi-
cajed sbove. This should not, however, be used
forwerly, repeating in vaBue terms what has already

-



been stated. Specific points  such as  special

accomplishments doriag the period under reporl .

and any other aspects not covered in the proforme

given above which the Reporting Oflicer

Ex:iderﬁ- worthmenticning, may also be indicated
18|

17, Integrity:
(Insiructions contiined in  Ministey of Home
Affajrs O.M. No. 51/4/63-Estr. (A), dated 21-6-1965
- should be kept in mind).

17-A. Attitude of the Officer towards Scheduled
Cazes gnd Scheduled Tribes.

. Signature of Reporting Officer
Mame in Block lefters. ... ... o e
5 i Designation, oo v seerevimmmssvasans
vl ARGl i g & Sl e

: Fu.rl-l"-"—llr.mnr.kﬁ:ﬂr.lhl: Reviewing Ollcer
18. Length of service under the Reviewing Officer ..

19. Do you agree with the Reporting Officer in regard -
to his remarks io the resume of the work dons by -

the officer as contained in Pan-ll of the report ? . e
If not, indicate briefly the reasons for disagreeing [
with the reporting officer and ths extent your

. dishgreement.

20. Overall assessment of performance and qualities ..

21l. Hasthe officer any special characteristics andfor
any outstanding merits of abilities which would
jh“lﬂ'f'.'l' his advapcement and special selection for

igher appointment out of turn 7 If %o, mention
these churacienisticd  brelly, -

Signature of Reviewing Oficer

Hame in block BB o viimiive i vmmranaais
‘ BT T
Dalf_.,--.--.-l---.n.a..-..-l-.--|-|-|-|

Pagt-V—Counter signature by the next higher officer with
remarks, il any

sStgnatura of Counlersigning OMicer
Mame in block IBIeIs... - civioris v nnns s o in

Destpmietion . ... ..




HIMUDA
FORM OF ANNUAL RECOMOENDATION ROLL OF SURVEYORS:

MADE BEFORE, NEXT YEAR'S REPORT IS FILLED CAN BE ENTTERED ON THE
BACK OF THIS FORM RECOMMENDATION ROLL FOR THE YEAR ENDING.

PERIOD FROM TO

1. Name of the officia)

2

Designation.

Grade and pay

Age (date of birth)

Length of service in the Drepr.:

bl

(Date of appointment),
b, Length of service in the present grade:

[ Office to which attached:
8. Nature of work in which employed;

IT) Proficiency in:-

9. Civil Engineering:

0. Surveying and leveling:

1. Drawing

12 Estimating:

[3.  Ower work and accounts:

[4.  Stock maintenance.

15, Tool and plant mainenance,
16.  Dealing with contractors,

I7. Measurements and billing.

HI. EXECUTION OF WORK:

18. Efficiency.
19. Economically
20, Rapidly:

21, Character and habits.

22, Intelligence and judgement.

23, Tact.

24, Temperament.

25. Ability to command and dealing with subacdinates.
26. Ability 1o obtair and control labour,

27. Dealing with public.



28,
29,

31.

32

33.

35,

Reputation for integrity.

General trust worthiness and zeal.

General aptitude in the profession.

General remarks.

Was any warning given for carelessness or lack of interest,
in his work.

Has be taken steps during the year under report to remedy
Fitness for promotion (strongly recommended or not
recommended).

Whether the officer is fit for confirmation, in the post.

Signature/ Designation of Reporting Officer,

REMARKS BY REVIEWING OFFICER

Executive Engineer,
Division.
Remarks by Accepting officer.

Superintending Engineer,




(y

[ -' FORM OF CONFIDENTIAL REPORT OF SUPERINTENDENT GRADE-II SENIOR
. ; ASSISTANT.

“ Office of the Report
for the year! period ending wer { To be filled by
the Administrative Section of the office)

l. Name of Official
2. Date of binth:
1. Designation’post held:
4. Date of continuous appointment to the present grade viz.
5. Whether permanent quasi-permanent or Temporary:
6, Section in which served during the year under reporn and
period of service in cach
7. Period of absence from duty on leave training ete, during the vear:
PART-II A briel sustement of the work handled by the official during the

year! period under report:  (To be filled by the Reporting officer),

NOTE:- This should indicate whether the officer reported upon is employed on task involving
initiative  judgement or application of knowledge of rules and regulations or
professional technigues or on take of a simple nature and routine eharacter,

PART-MI:  Assessment by the Reporting officer.

8. Stare of Hea'th:
a9 General Intelligence and keenr 2ss 10 leamn:
NOTE:- Assessment under colvnins 10-13 below should not be indicated by tick marking bt

should clearly expressed in suitable works.

10.  Auention to continue aspects of work such as proper maintenance of Assistant Diary Guard
hles, recording indexing and weeding of files:

a) Pays adequate attention to these aspects:
b} Is indifferent 1o these aspects:

C) Has to be constantly prompted and supervised -
11, Knowledge of office procedure:
{a) Excellent:
(c) Cipod:
{d) Average:
(e} Poor:

12, Knowledge of rules, regulations and instructions in general and with parlicular reference to
the wark allutied 1o him:

(a) Excellem:
(b) Very Good:
{c) Ciood:




(d) Average:
(e} Poor:

13. Quality of work:
(iy  Ability to apply the relevant rules and regulations correctly.

(a) Excellent:
(b)  Very Good:

(e} Good:
(d)  Average
{e) Poor:

(i)  Capacity for cxamining cases thoroughly and comprehensively.

(a) Excellent:
(b  Very Good:

{c) ood:
(d) Average:
(&) Poor:

(iiiy  Ability of nothing and drafung.

(&) Excellent:
(b)  Very Good:
(c) Good:

(d)  Average:
(e} Poor:

{(iv)  Prompt Nance in disposal of work:

{(a) Very prompt.
{b}  Reasonably promp:
(C) s slow and tends 1o delay:

14.  Amenability to disciphine:
15.  Punctuality in attendance:
16 Relations with fellow employees:

17.  Integrity:

(This column should be filled as per instructions issued
under MLH. A.O.N. No. 51/4-64-Estt. (A) dated 21.6.1963):;

& Has the official been reprimanded for indifferent work or for
other causes during the period under report. If so, please give
brief particulars.

19.  Has the official done any outstanding or notable work meriting
commendation. Briefly mention them:

Signature of Reporting Officer,
MName in Block letter,

Designation:
Date:



FART IV REMARKS BY REVIEWING OFFICIAL:

20, Length of service under Reviewing office:

21 Do vou agree with the remarks at the Reporting officer in pant-111 above If not indicate the
extent of your disagreement. If you wish to add anvihing specific with regard to the work
and conduct of the official over and above of the remarks of the Reponing Officer, please
mention them You may also sum up your views here

22 Has the officer any special charactenstic and/so any outstanding merits of abilities which
would justify s advancement and special selection for higher appointment out of turn 11 =0
mention those charactenstics briefly

Signature of Reviewing Officer
Mame in Block Letters
Designation

Dare

FART- V. Countersignature by the accepting mlllmrit}'. with remarks if any,

Signature of Accepting Otfficer
Mame in Block Letters
Designation

Date



HP HOUSING & URBAN DEVELOPMENT AUTHORITY

CONFIDENTIAL REPORTS OF SUPERINTENDING ENGINEERS

-4 REPORT FOR THE YEAR PERIOD FROM - TO __ sl
e PAIT] PERSONAL DATA
?‘ (To be filled in by the Administrative Section concemned of the Department).
I"* - . 1.1 Mame of Officer:
15 ' 1.2 Designation & office address: R
1.3 Date of joining the service:
1.4  Date of birth:
1.5  Date of continuous appointment
i3 to present grade: Date Grade
% j 1.6 Present post & date of appointment there. Date Grade
‘31" 1.7 Period of absence from duty (on leave,
& training ete.) during the year.
1.8  Academic & Professional qualifications.
PART-II SELF APPARISAL
( To be filled by the officer reported upon)
2.1 Briefdeseription of duties .
B 22  Work Performance:
o 221 Financial:
) . OUTLAY EXPENDITURE
’ i) Social Housing
e ii)  Self Financing
iti)  Deposit works/RHS
2.2.2 PHYSICAL TARGETS ACHIEVEMENTS
i) Social Housing Scheme
a) Houses
b) Flats
2) Plots

i) SELF FINANCING SCHEMES:

1) Houses
b) Flats

c) Plots
posit works/RHS:




i 4) Schemes 4pproved in the valye frenm:
£ a) HUDCO:

b) Other agencips: {Specify),

-'?'.: 223 EETI'M&TES.-" TENDERS NUMBER TOTAL AMO UNT
E . i) I"m]imimu-}' estmaes Processed:

?J;": -

s a} Social Housing Schemes:

__:,3‘. i ._-_'_'—-—-_.

£ b} Self Financing Schemes:

I-I.-I_ -

o " ¢} Deposit worksRental Housing

5

i) Detailed estimages initiated;

a) Social Housing Schemes:

—_—
b) Self F inancing Schemes: L]

¢} Deposit works & Rental Housing Schemes

—_——

DRAFT NIT A PPROVELDY PROCESSED,

. .

SRR i

T s
E

. L7 a) Social Housing Schemes:

G —

"f b) Self Financing Sch emes; g

.- : <) Deposit works & Rental Housing Schemes

i, iv) Tenders Approved! processed.
. a) Social Housing Schemes- )
i _-_-_-—\_-_ _-_'_I—-___‘_
' b) Self F inancing Schemes:

<) Deposit works & Rental Housing Schemes
2.3 GENERAL,;

_'_-—-_.____-_'—-—.___-_

i) How many EMGUITY reports in disciplinary
proceedings are Pending decision for more
than three months?

SRR e

i} Have the degijeg inspections of afl Divisional

L T I, e

Bt iii) voather all ACRs of the Proceeding year stand completed?

iv) How many cages of VehiclesiSio, og Machinery yniges have
ninitiated for condemnation angd finally got sanctiongd 7

{v) How many desipns approved of:

(8) Social Housing Schemes:
! (b)Self Financing Scheme:
i

N © Deposit Works/RHS:

i

(v}  No.of hearings conducted under Clause -2 of fhe agreemeny:




(vii) Land Acquisition:

g} Mo of places where land was identified:

{b) No. of eases where land was acquired through
g acquisilion/negpolianon:

2 ' viii) COURT CASES:
a) No of coun cases pending at the beginning of the year..

E b) No of cases added during the year.
c) No of cases decided during the year,

; 1) In favour of the Authonty i
; i) Against the Authonty;

{ix)  For how many colonies final costing was completed give name of colonics
24 Please siate briefly the shortfall with reference to the targets/objectives referred to in

column 2.2 . places ( specify constraints, if any, in achieving the targets Any special
achievements may also be stated in brief,

2.5  Please state whether annual property retum of immovable property of preceding calendar
year has been filed. Also indicate the date of filling of the property retum.

FART-III:

(To be filled in by the Reporting Authority)

3.1  Please comment on part-lIl as filled in by the officer and specifically state whether you
agree with the answers relating to targets, objectives and achievements and shortfall, Also
specify constraints, if any, in achieving the objectives.

o
5

Jity of output:-

SEER T
L I

wie comment on officer's quality of performance having regard to standard of work and

sramme objectives and constraints, if any, please mention any note worthy work or
Ty ~huevement of the officer.

T v
' s =




3.7

1 amw

TRl g
1 .

T e BT
1

38

3.9

3.3 Professional and Technical Competence
Please indicate any specialized knowledge or experience acquired by the officer,

34 Amtitude towards work--

Please comment on the extent to which the officer is dedicated and motivated and on his‘her
willingness and initiative to learn and systematize histher work,

35 Decision mating ability:-

Please comment on the

quality of decision making and on ability to which pros and cons. of
natives,

Initiative:-
Please comment on the capacity and resourcefulness of the officer in handling unforescen

situation on hisher own and willingness to take additional responsibility and new areas of
work.

Ability 1o inspire and motivate:-

Please comment on the capacity of the officer 1o mativate, to obtain willing support by own
conduct and capacity 1o inspire confidence.

Communication skill (writien & oral):- :

o

Please comment on the ability of the officer to communicate and on his/her ability 10 present

arguments.

Inter-personal relations and team work:-

Please comment on the quality of relationship with superiors, colleagues and subordinates,




-2 5 Please also comment on histher capacity to work as a member of a team and 10 prompte
’E?f 3 team spirit and optimize the output of the 1eam.
T
'.;'.i-:f_;‘r H.I
Tar /b
ikl o
i .
o
. s
s 3.10  Planning ability:-
8 Please comment whether officer anticipants problems, work needs, and plans accordingly
L and is able to provide for contingencies.
it
(M.
B
o
it 311 Supervisor ability:-
Please comment on the officer’s ability relation to:
:, ) Proper assignment of tasks:-
¥ iv)  Ildentification of proper personal for performing the tasks,
v) Guidance in the performance tasks; and
J vi) Review of performance:
a
3
e
it
Fi !
g,
& ,_'.. .
B 3.12  Co-ordination ability:-
; Please comment on the extent to which the officer is able to achieve co-ordination in
:;r; : formulation and implementation of tasks and programmes by different functionaries
i involved
4y
i' .
_-' : i R
i
. PARTIV GENERAL
:.l';;-
B 4.1  Stae of health:

42  INTEGRITY:-

(™" ¢ see note below the instructions 1

43  Gencral assessmeni:-

Please m!al-:n- overall assessmem of the officer with reference
shos. ymings and also by drawing altention to the qualitics,
el whowve.

ce 0 histher strength and
if any not covered by the




Orading:
(outstanding/ very Good/Average/Below average). An officer should not be graded

outstanding unless exceptional qualities and performance have been noticed, grounds for
giving such a grading should be clearly brought out.

S S,

=

S L LR R T e L
: ; b R I e e | T i

£ Signature

_ﬁii: Name in Block letters:

af

i Place Designation

-E;; During the period of report
&

=1

PART-V: Remarks of the Reviewing Officer/Authority.

5.1 Length of service under the Reviewing Authority.

5.2 Do you have knowledge of the working of the officer reported upon.

el 53 Do you fully agree with the assessment of the reporting officer incl uding grﬁdqu_.? In case of
i disagreement please specify reasons and give your own comments), ' |

o 54 Are you satisfied that the Reporting Authority has made hisfher report with due care and
; attention and afler taking into account all the relevant material,

\ 3.3 Has the officer may special characteristics or any exceptional merits or abilities which
¥ would justify hisher selection for special assignment or out of tum promotion? If 50,
specify.




56  your own remarks about the personality and performance of the officer.

Signature of the Reviewing Authorty.
MName

{in Block lgtters)
Deesignation _
{(During the period of Neport).

PART-VI: REMARKS OF THE ACCEPTING AUTHORITY

(i.e next superior authority)

Signature of the Accepting Authority,
Name

{in Block leter)
Designation
{During the period of Repon).




€ 1

HP HOUSING & URBAN DEVELOPMENT AUTHORITY

CONFIDENTIAL REPORT OF THE WORK OF THE SENIOR ARCHITECT/
ARCHITECT.

REPORT FOR THE PERIOD/YEAR ENDING
(FROM TO )

PART-I (Personal date

1. Name of the officer:

2, Date of birth:

3 Designation:

4. Period spent in the post-——- Years ------ Months:;

5, Upto date academic/general qualification:

6. Upto date technical qualification:

T Whether Departmental Examination passed:

PART-II (Selfl Appraisal)

g Brief resume of the work, done by the officer reported upon during the period under report,
bringing out any special achievement of his work (1o be filled in by the officer reported
upan).

NAME OF OFFICER

PART-IIT (ASSESSMENT BY REPORTING OFFICER).
9. Do you agree with the resume of work as indicated by the officer in Part-11 of the report and

in particular regarding the special achievement, if any, indicate briefly the reasons for
disagreeing with it and the extent of your disagreement.

10, State of health:

NOTE: The assessment under Columns ~11 1o 13 below should not be indicated by tick marking but
should be expressed clearly in suitable words.

1. DEF RTMEHTAL EFFECIENCY:
a) How has he managed the work
during the vear in regard to:-

i) Speed:

(i) Quality:

(i)  Economy:

b} Are projects and reports received from him

carefully and lucidly prepared.




12.

NAME OF OFFICER:

13,

14.

@

GENERAL ASSESSMENT:
aj Has he been regular and punctual?

b) Is he/she good rermed?

c) Does he/she possess organizing ability?

d) Is he/she energetic and of active habits?

&) Is he/she observant?

f) Does he/she have initiative and drive?

g} Is he/she resourceful?

h) Was his'her behavior towards seniors good?
1) Was his'her behavior towards juniors good?

EKNOWLEDGE:

a) Is he/she imaginative?

b) Does he/she show any aptitude towards design?

c) Has he/she a good knowledge of constructional details?
d) Does he/she have a sound knowledge of materials?

el Is histher drafting good?

OTHER OBSERVATIONS:

(This space may be wtilized for remarks, which complete,
corroborate or supplement whai has been indicated above,
This should not, however, be used for merely repeating

in vague terms what has already been stated, Specific

points such as special accomplishments during the period
under report and any other aspects not covered in the proforma
given above which the Reporting Officer considers specially
worth mentioning, may also be indicated here).

INTEGRITY:

(Instructions contained in Ministry of Home
Aggairs O.M.No. 14/4/Esnt (A) dated 21.5.1965 should be
kept in mind).

Signature of Reporting Officer,
Name in Block letters

Designation

Date

NAME OF OFFICER

PART-IV REMARKS OF REVIEWING OFFICER:

Do you agree with the remarks of the Reporting officer

in part-11l above? If not, indicate the extent of your
disagreement. If you wish 1o add anything specific with
regard to the work and conduct of the Officer over and
above the remarks of the Reporting Officer please mention
them. You also sum up vour view here.



&

17. Overall assessment of performance and gualities.

Signature of Reviewing Officer,
Name of Block letier =-----eecasaa==

Designation -------===--=----=-=== S
Date ek

18. PART-V: COUNTERSIGNATURES BY THE NEXT
HIGHER OFFICER WITH REMARKS, IF ANY

Signature of Countersigning Officer,
MName of Block letter -————=====-- -

Designation
Date =-- falk




FORM OF CONFIDENTIAL REPORT OF PRIVATE
ASSISTANT STENOGRAPHERS/STENOTYPISTS,

oM ok oW

Ministrv/office of

SECRETARYS/PERSONAL

Report of the year/period Ending

Name of Official:

Date of birth:

Present Grade:

Date of appointment to the present grade:
Upto date academic/general qualifications:
Name of officers with whom emploved during
the year and the period served with each:

Period of absence from duty on leave training etc.

during the year:

ASSESSMENT BY THE REPORTING OFFICER:

(If any of the items mentioned bel

this fact against the relevant item).

8.
5,
L0,
I1.
12.

13.

14.

16 (a)

State of health:

Regularity and punctuality in attendance:
Proficiency & accuracy in stenographic work;
Intelligence, keenness and industry:
Trust-worthiness in handling secret and top
secret matters & papers:

Maintenance of engagement diary & timely

submission of necessary papers for meetings,
mnterviews eic.

General assistance in ensuring that matters

requiring attention are not last sight of?
Initiative and tach. in dealing with telephone

calls and visitors

Fitness for promotion to higher grade (s} in his tum:
(i)  Fit

{if) Mot yet fit

(iii)  Unfit.

ow does not apply, the Reporting officer should mention

(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. Please mention these characteristics briefly.

(c) Recommendation regarding  suitability for other spheres

of work,

vis



17

18

Has he been reprimanded for indifferent work or for other causes during the period
under repont. If so, give brief particulars.

Remarks as to defects in character, indebtedness ete. which may militate against
efficiency and suitability,

General assessment of personality, character and temperament including relations
with fellow employees, amenability to discipline etc:

Integrity:

(This column should be filed as per instructions issued under Minister of Home
Affairs Office Memorandum No. 51/4/64-Estt {A) dated 21.6.1965).

Signature of the Reporting Officer,
Mame in Block letters:
Designation,

Date

NOTE: Where an adverse entry is made whether it relaies to a remediable or to an irremediable
defect, it should be communicated, but while doing so, the substance of the entire repont including
that may have been said in praise of the official reported upon should be communicated.

Signatures of the Accepting officer,
MName in Block Letters,
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HIMUDA
REPORT ON THE CONDUCT AND QUALIFICATIONS OF PLANNING ASSISTENT
FOR THE PERIOD:
FROM: to

Department! office of

PART-1 (PERSONAL DATA}

(To be filed by Reporting officer and to be certified by the Reviewing Officer)

1.

2.

NOTE:

160

MName of official:

Date of binth:

Date of continuous appointment o the present grade viz:
Present posting and date of appointment there to:
Period of absence from duty on leave, training ete.
during the year.

Period for which the repartee has served under:-

Executive Engineer. Years Maonths
Superintending Engineer

Upto date Academic/ General qualifications.

Upto date technical qualihcations.

PART-11
{A) Brief statement of work handled by the official during the year under report (to be filled
by the Reporting Officer).

This should indicate whether the official reported upon is employed on task involving
initiative, judgment or application of knowledge of rules and regulations or professional
teaching use or any task of a simple nature or routine character.

PART-IIL

Assessment by Reporting officer.
State of health:

NOTE: The assessment under columns 11 & 12 below should not be indicated by tick marking but

should be expressed clearly in suitable words.



1. DEPARTMENTAL EFFICIENCY
(@) Proficiency in:-

i) Checking of Drawings :
i) Preparation/ checking of estimates:

ini) Preparation of designs of sim ple structure:

(b) 15 he methodical & tidy in his work?

(e} How has he handled the works assigned 1o him in regard to:-
i) Speed:

i) quality:

12, GENERAL BUSINESS HABITS:

a) Ability to control the subordinates and
10 gel maximum output:

b) Character and habiis,

) Intelligence and Iudgment.

d) Temperament:

e) Tact:
f) General trust worthiness & zeal,
2) General aptitude in the profession,

13.  OTHER OBSERVATIONS:

(This space may be utilized for remarks which complete,
cormoborate or supplement what has beeq indicated above
this should not, however, be used for merl ¥ reporting in
vague terms what was already stated. Specific points
such as special accomplishments during the period under
report and any other aspeets not covered in the proforma
given above which the Reporting Officer considers specially
worth-mentioning may also be j ndicated here).

14. INTEGRITY:

(This calumn should be filled as per instructions issued under
Ministry of Home A ffairs M.O. No. SV63/Estt (A) dated 21.6,1965.

Signature of Reporting Officer
MName in Block Letters:
Designation:

Date:




15.

16.

PART-1V REMARKS OF | VIEWING OFFICER:

Do you agree with the remarks of the Reporting officer in
Pat-111 above? 1 not, indicate the extent of vour disagreement.
If you wish to add anything specific with regard to the work
and conduct of the official over the above remarks of the
Reporting Officer please mention them. You may also sum up
your views here.

Over all assessment of performance and qualities.

Signature of the Reviewing officer,
Mame in Block letters.
Designation:

Date

PART-V: Countersignature by {he next higher officer, with remarks, if any.

Signature of countersigning officer,
Wame in Block letters.

Designation:

Date




HIMUDA
FORM OF CONFIDENTIAL REPORT OF KANUNGOS/PATWARIES

SECTION = e
REPORT FOR THE YEAR/ PERIOD ENDING

(PART-1 PERSONAL DATA) (TO
BE FILLED BY THE OFFICE)

Name of official with parentage:
Designation
Date of birth

Date of continuous appointment to the present grade viz:
Whether permanent/quasi-permanent, Temporary
Period of absence from duty on leave, training etc
During the vear

LT T S P N

7 State of Health
8 General intelligence and keenness to learn
NOTE: Assessment under column 9 to 10 below should not be indicated by tick marking but

should be expressed clearly in suitable words:
PART-11I;

9 Proficiency in office/field work -
{a) Excellent
(b} Very Good

{e) Crood
id} Average
) Poor

10, INDUSTRY AND KEENNESS:-

ia} Puts in hard work and is keen to do his job thoroughly
{b) Is indifferent and requires promoting and constant supervision to ensure completion

of his work
1 Has he ever been entrusted with work other than routine? If so, indicate his performance in
such work
12 Amenability to discipline.
13 Punctuality in attendance

4. Relations with fellow employees:
5. Dealing with public
16 Integriy

(The col should be filled as per instructions issued under M/O Home Affairs O M
MNo. 51/4/64-Estt dated 21.6.1965)




|7 Has the officer been reprimanded for indifferent
work or for other causes during the period under report?
Please give brief particulars.
18, Has the officer done any outstanding or notable work
briefly mention them
Name in Block Letters
Designation,
Date,
PART-IV REMARKS BY REVIEWING OFFICER
19 Length of service under Reviewing officer,
=0. Do you agree with the remarks of the Reporting officer?
If not, indicate the extent of your disagreement_ If you
wish to add anything specific over and above the
remarks of the Reporting officer. Please mention them,
You may also sum-up your views here,
21 Has the officer any special characteristic and/ or any

outstanding merits or abilities which would Justify his
advancemen and special selection of higher appointment
out of turm. If so, mention these characteristics briefly.

Signature of Reviewing Officer.
Name in Block Letters,
Designation
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HP HOUSING & URBAN DEVELOPMENT AUTHORITY .~

REPORT ON THE CONDUCT AND QUALIFICATIONS OF JUNIOR ENGINEERS
(CIVIL) MECHANICA L/ELECTRICAL) FOR THE PERIOD:

FROM TO

PART -1 (PERSONAL DATA)

(To be filled by the officer reported upon, venfied by the Reporting Officer and certified by the
Reviewing Otheer)
 Name of the Official:
Date of birth:

Diate of continuows appointment to the
present grade, viz:

4. Present post and date of posting thereto:

Period of absence from duly on leave, training, elc.
during the year:

6. Period for which reporiee has Years Months
served under
Assistant Engineer:
Executive Engineer:
Superintending Engineer:
7. Upto date academic/General qualifications.
3. Upto date Technical qualification.
o, Whether deparumental examination passed.

PART-11

10. A brief statement of the work handled by the official
during the year/ period report (10 be filled by the Reporting Officer).

NOTE: This should indicate whether the official reported upon is employed
on task involved initiative, judgment or application of knowledge of
rules and regulations or professional techniques or any task of a
simple nature or routine character:

NAME OF OFFICER "

PART-IIL

(ASSESSMENT BY THE REPORTING OFFICER)

NOTE: The assessment under columns 12 to 14 below should not be indicated by tick marking but
should be expressed clearly in suitable words.

12.  DEPAWTMENTAL EFFICIENCY: o
a) Surveying and leveling:
b) Drawing:
¢) Estimating:

u: itk & Accounts:
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&) Stock maintenance:
f) Tools and plant maintenance:
£) Measurements and billing.

h) How has he executed the works during the year
in regard to:-

i) Speed.
i) Quality:

i) Economy

GENERAL BUSINESS HABITS.

a) Ability to control labour and get maximum output:
b) Ability to command and dealing with subordinates:
¢) Dealing with public:

d) Dealing with contractors.

e} Intelligence and judpment

f) Tact.

g} Temperament.

h) General trustworthiness.

i) General aptitude in the profession

j) Promptness in disposal of work.

FROFESSIONAL ASILITY:

a) Is he well conversant with the preparation of estimates and

construction methods?

b} 1s he efficient in Planning and execution of work?

¢) Has he any special professional attainments.

OTHER OBSERVATIONS:

(This space may be utilized for .emarks, which complete,
corroborate or supplement what has been indicated above,

This should not, however, be used for merely repeating
in vague terms what has already been stated,

ESTATE MANAGEMENT:

a) Quality of maintenance of colonies under the official

b) Quality of public relations with the allottes

¢) Upkeep of detailed information of Courl cases,

d) Upkeep of detailed information of Court cases.

e) Preparation of site plans/ completion plans.

7 hiether the official ensures that allottees within his
« have not done any encroachment on Board

done unauthorized construction,




NAME OF OFFICER

Specific poinis such as special accomplishment during the period under report and any other
aspects not covered i the proforma given above which the Reporting officer considers

specially worth mentioning may also be indicated here).

17.  INTEGRITY:

(This column should be filled as per instructions issued
under Minmistry of Home AfTairs O.M. No. 51/4/64-Estt (A)

dated 21.6.65

18. ] Has the Officer been reprimanded for indifferent work
or for other causes during the period under report . if so,
please give brief paniculars?

Signatures of the Reporting Officer,
MName in Block letters.

Designation

Date

PART-IV REMARKS OF REVIEWING OFFICER:

19. Do you agree with the remarks of the Reporting officer
in Part-111 above. 1f not, indicate the extent of your disagrecment.
If you wish to add any thing specific with regard to the work
and conduct of the official over and above the remarks of the
Reporting officer please mention them. You may also sum up b
your views here, ¥

20, Overall assessment of performance and qualitics.

Signatures of the Reviewing Officer,
Name in Block letters.

Designation

Dateg

PART-V COUNTERSIGNATURE BY THE NEXT HIGHER OFFICER WITH REMARKS,
IEANY,

Signature of Countersigning officer,
Name in Block letters---—-—-—----

Designation —_—
Date '

=mem
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HIP HOUSING & URBAN DEVELOPMENT AUTHORITY

CONFIDENTIAL REPORT OF THE WORK OF THE ASSISTANT ARCHITECT

REPORT FOR THE PERIOD/YEAR ENDING
(FROM TO !

PART-1 (Personal date)

(To be filled by the officer reported upon and to be centified by the reporting officer)

L Mame of the officer:

2, Date of birth:

3. Designation:

4. Peried spent in the post:

<) Upto date academic/general qualification:

. Upto date technical qualification:

i Whether Departmental Examination passed:

PART-II (Self Appraisal)

E. Brief resume of the work, done by the officer reported upon during the period under report,
bringing out any special achievement of his work (to be filled in by the officer reported
upon).

(Note: Resume should not exceed . 300 words),

NAME OF OFFICER

FART-III (ASSESSMENT BY REPORTING OFFICER).

9. Do you agree with the resume of work as indicated by the officer in Part-11 of the report and
in particular regarding the special achievement, if any, indicate briefly the reasons for
disagreeing with it and the extent of your disagreement.

{13 State of health:

NOTE: The assessment under Columns 11 to 13 below should not be indicated by tick marking but
should be expressed clearly in suitable words.

11. DEP RTMEHTAL EFFECIENCY:

a) How has he managed the work
during the year in regard to:-

{i) Speed:

(i)  Quality:

(i)  Economy:

b) Are projects and reports received from him
carcfully and lucidly prepared.
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>

) Are his decisions sound and practical;

GENERAL ASSESSMENT:
a) Has he been regular and punctual?

b} Is he good termed?

€) Does he possess organizing ability?

d) Is he energetic and of active habits?

e) Is he observant?

M) Does he have initiative and drive?

g) Is he resourceful?

h) Was his behavior towards seniors good?
1) Was his behavior towards juniors good?

NAME OF OFFICER:

13.

14.

15.

NAME OF OFFICER__

KNOWLEDGE:

a) Is he imaginative?

b) Does he show any aptitude towards design?

&) Has he a good knowledge of constructional details?
d) Does he have a sound knowledge of materials?

e} Is his drafting good?

OTHER OBSERVATIONS:

(This space may be utilized for remarks, which complete,
corroborate or supplement what has been indicated above,
This should not, however, be used for merely repeating

n vague terms what has already been stated. Specific

points such as special accomplishments during the period
under report and any other aspects not covered in the proforma
given above which the Reporting officer considers specially
worth mentioning, may also be indicated here),

IETEGRITY:
{Instructions contained in Ministry of Home

Aggairs O.M.No. 14/4/Esnt (A) dated 21.5.1965 should be
kept in mind).

Signature of Reporting Officer,
Name in Block letters

Designation

Date

PART-IV REMARKS OF REVIEWING OFFICER:

Do you agree with the remarks of the Reporting officer

in part-ITT above. 1f not, indicate the extent of your
disagreement. If you wish to add anything specific with
regard to the work and conduct of the officer over and
above the remarks of the Reporting officer please mention
them, you also sum up your view here.




17. Overall assessment of performance and qualities.

Signature of Reviewing officer,
Name of Block letter —s-=---=---

Designation --ss=-=-ssss==cs-========"
|

i 18. PART-V: Countersignatures by {he next higher officer
with remarks, il any.

Signature of Countersigning officer,
Mame of Block letter ———r=-—s=—
Designation -—s----r--=m========="="
DHIE —=rrenmr—smemem s mms danmn s
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REPORT FOR THE YEAR PERIOD FROM _ TO
PART-1 PERSONAL DATA
{To be filled in by the Administrative Scction concerned of the Department).
1.1 Mame of Olicern:
1.2 Deesipnation & oflice nddress:
1.3 Date of joining the service:
1.4  Dateof birth:
1.5  Date of continuous appointment
to present grade: Date Grade
1.6  Present pos! & date of appointment thereto. Date Grade
1.7  Period of absence from duty (on leave,
training etc.) during the year.
1.E  Academic & Professional qualifications. .
1.9 Depantmental examination passed: "
PART-11 SELF APPRAISAL
( To be flled in by the Officer reporied upon)
2.1 Brief description of duties .
22  Work Performance:
2.2.1 Financial:
OUTLAY EXPENDITURE
i) Social Housing Colonies:
i) Self Financing Colonics:
iit)  Deposit works/BHS
iv)  Total cost of work done during the year
a) Departmentally.
b) Through contractor.
2.2.2 PHYSICAL TARGETS ACHIEVEMENTS
i) Social Housing Schemes:
a) Houses Mo.
b) Flats No.
c) Plots Mo,
i} SELF FINANCING SCHEMES:
a) Houses Mo,
b) Flats Mo,
¢} Plois Mo,
iii)  Deposit works/RHS:

HP HOUSING & URBAN DEVELOPMENT AUTHORITY

CONFIDENTIAL REIORTS OF ASSISTANT ENGINEERS




23
i)

ii)

i)

iv)

i)

lESTIMATES! NUMBER
Tenders

Preliminary estimates iniiated:

a) Social Housing Schemes:

TOTAL AMOUNT

L]

b) Self Financing Schemes:

€) Deposit worksRenial Housing Scheme

Detailed estimates approved! initiated:

8) Social Housing Schemes:
b) Sell Financing Schemes:

e S

) Deposit works & Rental Housing Schemes

Draft NIT approved/ initiated

i} Social Housing Schemes

ii) Self Financing Schemes:
i) Deposit /RH Schemes;

iv) Tenders approvediinitiated:

8} Social Housing Schemes -
b) Self Financing Schemes:
¢} Deposit works! RH Schemes:

Revised estimates:

B) No of estimates required revision due 1o
expenditure exceeded and the amaoint
of AMA & E/S:

b} No of revised estimates prepared and
forwarded for revised sanction

GENERAL:

Whether replies to all mspection, advance,
draft PAC, CAG Audit Paras of preceding years sent?

Have all the Court Orders been implemented within time?
If not, reasons be given:

How many endquirics cntnsted (o you which
are pending and since when?

Have the detailed inspeclions of al] sub-Divisional
Offices under your control beeq conducted during
the year? if not reasons be given and follow up action taken:

Whether all ACRs of the preceding vear stand completed?

How many vehicles/stores! machinery units have been
initizted for condemnation and finally got sanctioned?

T ——

-




a) Attending to maintenance A B c D E F
complaints, p—

¢} Preventive maintenanee: Fi K [ H!: (] (o F

iv) EFFORTS MADE IN:

a) Clearance of accounts, arrears,
audit paras er:,

b) Disposal of establishment matters, | A B c In [ E ¥

PART-III:
¢
{To be filled in by the Reporting Authority)
A PROFESSIONAL KNOWLEDGE:
» NOTE: Write "yes” in the box whichever is applicable.
3 Techmical biwledge:
|
(a)  Planning and Designing:; A b o ] 0 E E
{(b)  Specification and codes: A 1] c —.| D E F

32 Knowledge of accounts manuals
procedures, rules & regulations. :

33, Do you agree with the Self approisal
of the Officer with reference to details
furnished by him & indicate reasons
and extent of disagrecainent, il any.

34  FOR FIELD UNITS:

i) Management, organization & l . ‘ rﬂ ‘ ’ & i 8 h
supervision of works:
ii) Fromptness in (for predominant] ¥ F
construction activities), i ? G o .
a) Initiating extra substituted ilems, | A B C ' D E F
- b) Finalizing measurements of items :
] completed, test checking and ‘ o v = B E, . ’
| ; recording completion cerdificates; ot o !
b ]
| y ¢) Responding 1o observations by X i C D E F
higher officer,
i) For predominantly muintenance
activities: A i c I D I E E

A B C D i If




3.5

3.6

. % |

3.8

3.9

3.10

3.11

3.12

3.13

3.14

3.13
3.1%
3.17

,FOR PLANNING UNITS:

1) Planning designing/estimating etc. 9 g B E 4
il) Preparation of tender document:
& PrOCessIng contracis: B c (i} E F
1) Any other type ol activity m = = = "
B- GEN ASSESSMENT:
Co-ordination & pencral 2 c D E F
Administration:
et g . i] c D E F
Inmitiative, drive & resourcefulness.
Capacity to take decisions: " c ’ i i
Team work and leadership C D E F
Dependability : 1] W (5] E E
a) Intelligence: B = D E F
b Diligence:
Willingmess 1o take A 't D E F
Responsibility,
Any notable work or
Achievemens. ¥ & 2 i f
Any special aptitude, A + D E F
Skill or interest.
Integrity:
Owverall Assessment.
Owverall Grading:
Signature
MName;

(in block letters)
Designation
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¥)

wi)

vii)

Final bills of the contractors:
a) Number of final bills required 1o be settled:
b) Final bills actually settled:

Have the service records of all staff ife
workcharped updated:

Indicated of forts made in oMM ——reeeee—nree.

Land Acquisition:

a} No of places where land has been identified
for creating of land bank
b) No of places where Section-4 has been issued,
' €} Mo of places where possession of land
has been waken over.
ESTATE MANAGEMENT:
a) No of houses/Mats/plots completed during the year,
b) No of houses/plots/flats alloted during the year.

¢} No of houses/flats/plois where possession handed
over during the vear,

d) No of colonies where completion plans prepared
during the vear

] i) Mo of colonies where maintenance camied out,
i) outlay in budget for maintenance of colonies,

iit) Budget wilized for maintenance of colonies,

COURT CASES:

a) No of court cases pending at the start of
the year under report.

b} No of cases added during the year,

) No of cases decided,

i) In favour of the Authority
i) Agminst the Authority,

Whether wages of labour under your Sub-Division were
disbursed in time?

vili)  Whether register of buildings has been updated?




i
ix})  Whether register of road structures bridges, culverts
and retaining/ breast walls has been regularly mainfained

and updated .

x) Whether all ACRs ol the preceding year stand completed?

2.4 Please state briefly the shonfall with reference to the targets/objective referred 1o in column
2.2 . Please specify constraints, if any, in achieving the targets, achievements in excess of

targets and any special achievements may also be stated in brief,

2,5  Please state whether annual property return of immovable property of preceding calendar
year has been filed. Please indicate the date of filling the property return.
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NOTE

Crutstanding 1.e exceptionally effective:

‘A
B Very pood ie very effective but not positively outstanding,
C Good i.e quile effective,

D

Fair i.e performs duty moderately well and without serious shortcomings :

E Mol quite adequate i.e sufffers from certain weakness which prevent his performance
achieving the “Fair® level.”
F Unsatisfactory i.e definitely not being able to perform his dutics satisfactorily.
2. The appropriate meditating of e officers out of the six points rating mentioned at the above

foot note should be clearly indicated against each of the column in this part instead of
merely teking the box *A" B *C* D" 'E" and *F*.

NOTE: Boxes "E" & *F' shall be considered as adverse remarks.
PART-4: REMARKS OF THE REVIEWING OFFICER:
4.1 Do you have knowledge of the performance of officer reported upon?

4.2 a) Do you fully agree with the assessment of the reporling officer?
b) I not, on which points do you disagree and give yOur own assessment.
¢) Your own remarks about the personality and performance of the officer,

4.3 What are your conments on serial number 3,16 7

Signature

Mame
Dated (in block leners)

Designation

PART-5 REMARKS OF THE COUNTERSIGNING OFFICER:

Signature

MName
Dated {in block letters)

Designation




HIMLUDA
CONFIDENTIAL REPORT OF THE WORK OF a'-.RClllTl-lL"I'!."Ii;’kL ASSISTANT OF THE
OFFICE OF HIMUDA A

REPORT FOR THE PERIONYEAR ENDING —
pART-1 {(PERSONAL DATA)

(To be filled by (he Officer reparied upan and to be certified by the reporting officer)

1. Name of of"" ial e e

2 Date of birth e

3. Designation P S 1

4. Period spent in the post

5. Uplo date academic/gens ral
qualification

6. Upto date technical qualifications -

7. Whether departmental examination

passed.

PART-II )
8. * (Bref statement of work handled by the official during the year under repar ( to be filled bY

the reporting officer)

Note:  This should indicate whether the official reported upon is employed on tas« involved
initiative, judgments or application of knowledge of rules and regulations or professional
techniques or any 1ask of simple nature or routine charmcler.

PART-111{ Assessment by Reporting Gfficer)
9. tate of th:

Note: The assessment under columns 10 1o 12 below should not e indicated by tick marking but
should be expressed clearly in suitable words.

Mame of officer

10. GENERAL ASSESSMENT

(a) Has be been regular and punciual”
(b) s he good tempered?
() Is he energetic and of active habits?
(d) Does he have initiative and drive?
(e) Was his behavior towards seniors good!
(0 Was his behaviour towards juniors good?
(g) 1< pains taking and dependable?
11.KN( DGE
ow any aptitude towards design *
¥ | knowledge of constructional details?

G sound knowledge of the materials?



(d) Does he prepare neat and clear drawings?
(€) Is he speedy in drafting:
(f) Is his drafiing good”
1ZMISCELLENEOUS
(a) Was any waming given 1o him during the reporting period?

(b) If yes. has he taken steps (0 remedy the defects?

{¢) Are vou willing 1o retamn him ender you®

s

13. . OTHER OBSERVATIONS

(This space may be utilized for remarks which complele,
commoborate or supplement what has been indicated above
This should now, however, be used for merely repeating in
vague terms what has already been stated. Specific points such
as special accomplishments  during the period under Repon
and any other aspects not covered in the proforma given above
which the Reporting Officer considers speciully worth
mentioning may also be indicated here

TN s R . b L

: NAME OF Officer
14. INTERGRITY

(This column should be filled as per instructions issued under
Ministry of Home Affairs O.M. No. 51/4/64 Esu (A) dated 21.6.1965.

Signature of Reportung Officer,
Mame in Block Letters
Designation
Date

PART-IV REMARKS of REVIETING OFFICER

15 Do you agree with the remarks of the reporting
Officer in Pant-1I1 above. If not, indicate the extent
of your disagreement. If you wish to edd anything
specific with regard to the work and conduct of the official
over and above the remarks of the Reporting officer please
mention them. You also sum up your view here.

16 Crverall assessment ol performance and gualities.

Signature of Reviewing Oflicer,
Name in Block Letters

Designation
Date

e

17. PART-V: Counter signaturcs by the next higher officer with remarks, if any.

Signuture of Counter-signing Gificer,
Name in Block Lelters

Designation
Mista




FORM OF CONFIDENTIAL REPORT OF CLERK/SENIOR CLERK Jr. ASSISTANT.

Office of the : ) -
Keport of the vear period w.ef - o

I Name

. Date of birth:

3 Date of continuous appointment 1o the present grade.

4 Whether permanent, quasi- permanent of temporary:

3 Section in which served during the year under report
and period of service in each:

& ASSESSMENT BY THE REPORTING OFFICER
(SECTION OFFICER)

Mature, of work on which employed (Diary Despateh,
Recording and Indexing, Cash and Accounts work,
Typing proof reading erc. )

7 Proper maintenance of prescribed registers and ¢ harts etc.

{e.g Section diary, Control Chart, Dispatch Regster Index
ships files register elc)

8 Accuracy and speed in typing

9 Intelligence, Industry & Keenness:

10 Observation on capacity to express himself with clarity and
comprehension in his notes and drafls (if he has had occasions

1o do case work)

11 Amenability to discipline

12 Punctual attendance:
13 Relations wath fellow employees:
14 Fitness for promotion to the grade of Sr. Assistant

15 General summing up of good and bad qualities.
1§ Cirading:

(outstanding “very Good"”
.{Gﬂ'ﬂd“ ai F'ﬂ{'r]‘r 1|.Pﬂﬂr L1

INTEGRITY CERTIFICATE

Nothing has come to my knowledge which casts any reflection on the mtegrity of Sh/Smt

is good

Name
Reporting Officer
Designation

SR - lis'her general reputation of hanesty



REMARKS OF THE REVIEWING OFFICER
(The Reviewmg Ofhicer should carefully consider and state whether he accepts the

assessment recorded by the Reporting Officer in all respects. If he differs from the Reporting Officer
in any respect, the fact should be clearly stated)

Signature of the Reviewing Officer
Mame in Block Letters:
Designation:

Signature of the Next Superior
Officer (with remarks, if any)

Mame in Block letter

Designation:

MNote: The substance of an unfavorable report will be as a rule be communicated 1o the officer
reported on either orally or in writing as may be considered appropriate by the Reviewing Officer
and the fact of such communication noted on this Report before it is sent to the appropriate officer
tor custody

In exceptional cases, if the Reviewing officer feels the communications of unfavorable remarks will
serve no useful purpose and may only discourage the office reported on, he should submit the
matter for the orders of the next supenor officer.



&
HIMLIDA

KEPORT  ON THE CONDUUCT  AND  QUALIFICATIONS OF CIRULE HEAL
DRAFTSMAN DIVISIONAL HEAD DRAFTSMAN FOR THF PERIOD:

AWM : _ Lip

| repartment/ ofhive ul

PAR -1 {FERSUNAL DATA)
ther be filedd by Reporine aflicer and Jo be certified by the Reviewing Cfiicer)
K [ M ol ol

I ke vl Bantl:

P

ta ¥ade of contimmeis appombment o the present grade viz:
4. Fresenl posting i Jdate ol appomtment there to:
3, Perrod of absence from duty on leave, ramme elc,

durime the vear

i Feriod Tor wiuch the repurtee has served under;-

LXeculive ngger, Years Maonths

auperintendme Lnemeer

7. Lipte diate Avadenne’ Cieneral quiah hications,
K. Uple date techmend qualit wations,
UANL-1L
W, (A1 el stitement ol work: hiundiod by the ollicial duging the vear under repint (to be filled

by the Reporting (HTicer).

NOTE: Hus should indieate whether the oflicial reported upon is employed on task involvine
initative, judgment or spplication of kaowledge of mules and regulations o professional
teaehing e or any =K ol @smpie nture or routine chancier.

PAJL-11L

Assessment by Keporting officer,

i Site of hiiibth,

NOTE: The assessment sider columus 11 & 12 below should not be mdicated by tick making but
should be expressed cleardy in sstable words,

-



1. PDEFARIMENT AL EFFICIENCY

fa) I'roliciendy ii:-

il Checking ol Drawines ©
i Propawsdeond chaevkane of estim ses:

il Preparaton ol desiens of sunple strucure:

ibeh I B et hooddogid & Ly i s work s
il Fhovwy Duias bre Bomnadlesd the work s sesiened to Bam in reeard Lo -

il el

1 dpalely:

11 GENERAL BUSINESS HARITS:
al Al ity 1o control the =subardmates mmd

LRl S [T T TR TR

by Lt smad habls,

Ch Intelheence and pidmnent,

b :I'rrnli-;r.'nm:ul.'

il ol

Iy Cienegral sl worthme= & el
) Civmerad aplitude i Hie peolession,

L5, DITHER OBSERY A LIUNS:

s spave may be utihized lor ramarks which complete,
vorroborde or supplement what hae been indicated above
tiris showld not, however, be sed toe merely reporting in
vaue lenms whad was already stated, Specilic points

sich as special accomplichments during the peeiod wnder
CERT S sy oL eEpeas ol covered in the protorma
waven above which e Heporting Ol icer considers specially
wirtl-mentioming tay woo be indicated here),

I=b, N EGRI LY :

ClIs colamn sl be Giled o per in=truehions issied under
Mingdey of Thame Afnis MO Mo, 10063 Fag (A dated 21.6,1958,

Semalure of Reportme Ollicer
Nante in Dlock Letters:
Degignation:

Dhade:



PARI-TY HEMAKKRS OF KEVLEWING OFFICER:

Pho wpwr agree will the resnarks o the Reportiog ot icar m
Par-1N abowe? [Faod, Grdivars the extent of your disagrecment,
T yon wish Lo aokd v e specitie with regard 1o the work
and vonduct of tie olhiwnd ova the above remarks ol the
Heporting Ciheer pleies: moention tem. Yoo may alzo sum up
vour viewns here,

[ &, Orverall assesanenl of pertormimive and qualities,

craniature of the Reviewine ollicer.
Mmne m Block leiters.
Designation:

ke

PART-Y: Countersignidure by the next lgher olbcer, with reniarks. il any.

senature of countersigming otliver,
Name in Dlock letters,

Designation:

Lye




HIMUDA

REPORT ON THE CONDUCT AND QUALIFICATIONS OF DRAFTSMAN/ JUNIOR
DRAFTSMAN FOR THE PERIOL:

FROM: to

Department’ office =

PART-I (PERSONAL DATA)
(To be filed by Reporting officer and to be certified by the Reviewing Officer)

Name of official:

Date of birth:

Date of continuous appointment to the present grade viz:

Present posting and date of appointment there to:

Period of absence from duty on leave, training etc.

during the year.

Period for which the repartee has served under:-

Circle Head Drafisman/ Head Diman Years Months

o o b

o

Senior Architect/ Executive Engineer/
Superintending Engineer.

Upto date Academic/ General qualifications.
Upto date technical qualifications,

o

RT-1T

9. A brief statement of work handled by the official during the year under report {to be filled
by the Reporting officer).

NOTE: This should indicate whether the official reported upon is emploved on task involving
initiative, judgment or application of knowledge of rules and regulations or professional
teaching use or any takes of a simple nature of routine character,

NAME OF OFFICER

PART-IIL

Assessment by Reporting officer.
10. State of health:

NOTE: The assessment under columns 11 & 12 below should not be indicated by tick marking but
should be expressed clearly in suitable words,

11. DEPARTMENTAL EFFICIENCY

{a) Proficiency in:-
i) Tracing;
it} Preparation of original drawings:
i) Preparation of estimates:
iv) Checking estimates:
v) Checking drawings:

(k) Is he methodical & tidy in his work?

{c)  Has he neai handwriting;

(d)  How has he handled the works assigned to him in regard to:-
1) Speed:
it} quality:




12. GENERAL BUSINESS HABITS:

(a) Does he keep his drawing instruments in order and see
that they are used with care?

(b} Does he store his stationery carefully and keep control over
the issues?

(e} Daes he keep his registers of plans properly and keep them in
proper onder?

{d) Character and habitz.

ie) Intelligence and judgment.

if) Temperament:

() Tact:

ih} General trust worthiness & zeal.

(1) General aptitude in the profession.

13. NAME OF OFFICER
OTHER OBSERVATIONS:

{This space n.ay be utilized for remarks which complete,
comoborate or supplement what has been indicated above
this should not, however, be used for merely reporting in
vague terms what was already stated. Specific points

such as special accomplishments during the period under
report and any other aspeets not covered in the proforma
given above which the Reporting officer considers specially
worth-mentioning may also be indicated here).

14. INTEGRITY:

{This column should be filled as per instructions issued under
Ministry of Home Affairs MO, No. 51/4/63/Est (A) dated 21.6.19635.

Signature of Reporting Officer
Wame in Block Letters:
Designation:
Date:

PART-1V REMARKS OF REVIEWING OFFICER

15. Do you agree with the remarks of the Reporting officer in
Pat-I11 above; If not, indicate the extent of your disagreement.
If you wish to add anything specific with regard to the work
and conduct of the ofhicial over the above remarks of the
Reporting officer place mention them. You may also sum up
vour view here,

16. Over all assessment of performance and gualities.

Signature of the Reviewing officer,
MName in Block letters.
Designation;
Date

PART-Y: Countersignature by the next higher officer, with remarks, if any.

Signature of countersigning officer,
Name in Block letters.

Designation;

Drate



Repori for the year period from

HP HOUSING & URBAN DEVELOPMENT AUTHORITY

CONFIDENTIAL REPORTS OF THE EXECUTIVE ENGINEER

fa

PART-1

PERSONAL DATA

{To be filed in by the Administrative Section concerned of the department)

Mame of Officer:

Date Grade

Date Grade

SELF APPRAISAL
Expenditure

12 Designation and office address:

1.3 Date of joining the service:

1.4 Date of birth:

1.5 Date of continuous appeintment to present grade:

1.6 Present post and date of appointment thereto:

1.7 Period of absence from duty (on leave, training etc)
during the year:

1.8 Academic and Professional qualifications:

1.9 Departmental examination passed:

PART-II
{Te be filed in by the Officer reported upon)

2:1 Brief description of dutics:

22 Waork performance:

2.2.1 Financial: Outlay

i) Social Housing Colonies

ii) Self Financing Colonies:

iii} Deposit works/RHS:

iv) Total cost of work done during the year

a) Departmentally

b) Through contract:



2,2.2. Physical

223
]

i)

Hy

v)

Achievement

Targets
Social Housing Schemes:
Houses Mo,
Plens: No.
Flas: No.
Self Financing Schemes:
a) Houses: No.
b) Flats: Mo.
¢} Plots: No.
Deposit works/R.H.S
ESTIMATES TENDERS NUMBER
Preliminary estimates initiated.
a) social Housing Schemes:
b Self Financing Schemes:
) Deposit! RH Schemes;

Detailed estimates approved/initiated:

a) Social Housing Schemes:
by} Self Financing Schemes:
¢ Deposit/Rental Housing Schemes:

Draft NIT approved! initiated.

i) Social Housing Schemes:
i} Self Financing Schemes:
iii)  Deposit/RH Schemes:

Tenders approved/initiated;

a) Social Housing Schemes
b Self Financing Sehemes:
) Deposit works/R.H.S,

Revised estimates:
a) No. of estimates required revision due to

expenditure exceeded the amount of A/A & E/S:

k) No. of revised estimates prepared and
forwarded for revised sanction:

TOTAL AMOUNT




2.3

i)

v)

vi)

vii)

xi)

xii)

GENERAL:

Whether replies to all inspection, advance, drafi
PACS CAG Audit Paras of the proceeding vears sent?

Have all the court orders been implemented within
time? If not, reasons be given.

How many enquiries entrusted 1o you which are pending
and since when?

Have the detailed inspections of all Sub-Divisional offices
under your control been conducted during the year? If not
reasons be given and follow up action taken,

Whether all ACRs of the proceeding year stand completed?

How many vehicles/stores! machinery units have been initiated
for condemnation and finally got sanctioned?

Final bills of the contractors.

(a) Number of final bills required to be settled,
(b} Final bills actually settled.

Have the service records of all staff ifc work charged updated,

Indicate efforts made in optimum utilization of labour under your
Division:

LAND ACQUISITION:

a) No. of places where land has been identified for creating of
land bank.

b) No of sites where Section-4 has been issued:
¢} No of places where possession of land has been taken over
COURT CASES:
a) No. of cases pending at the beginning of the VEar,
b) No of cases added during the year:
c) MNo. of cases decided during the year:
i} In favour of the Authority,

i) Against the Authority.

ESTATE MANAGEMENT:
a} No of houses/flats/plots allotted during the year;

b) No of houses/flats/plots whose possession handed
over during the year;

¢} No of colonies where completion plans prepared during
the yvear:



Xiii)

xiv)

24

2.5

No of colonies under the Division for maintenance:

a) Outlay in budget for maintenance of Colonies:
b) Budget utilized for maintenance of Colonies:

Monthly accounts:

a) No of observations, Memos received from Head office
on monthly accounts:

b} No of Memos replied and settled:

Please state briefly the shortfall with reference to the
targets/objectives referred to in column 2.2, Please
pecily constraints, if any, in achieving the targets.
Any special achievements may also be stated in brief:

Please state whether annual property return of immovable
property of preceding calendar year has been filled. Also
indicate the date of filling the property retumn,




PART-3 APPRAISAL BY REPORTING OFFICER
A- PROFESSIONAL KNOWLEDGE:

NOTE: Write ‘ves” in the box whichever is applicable:
3.1 Technical & . % “ b
Knowledge:
. A B i ] E
(i) Planning and Designing:

1) Specification & Codes:

3.2 Knowledge of accounts, manuals,
procedures, rules regulations.

3.3 Do you agree with the self appraisal
of the oflicer with reference to details
furnished by him and indicate reasons
and extent of disagreement, if any:

34 FOR FIELD UNITES:
. 1) Management,
Organization and A R & P

supervision of works,

i) Promptness in (for predominantly

construction activities: A B e ¥}

()  Inmitiating extra substituted items.

(b}  Finalizing measurements of items
completed, test checking and A B c ¥

recording completion certificates:

(¢}  Responding to observations by higher
A B ' c D J

officer:
(iii)  For predominantly maintenance

activities:

) , _ A B C D

{a) Attending 10 maintenance complaints:
(b}  Preventive maintenance: A ; v 4

iv)  Efforts made in ;
a) Clearance of accounts matters
audit para etc.

k) Defending arbitration cases: A B C §]




c) Disposal of establishment matters:

3.5 For planning units:

i} Planning, designing estimating ete: A ! 2 ¢ 3] E F i
i) Pmpara:[it:rn of tender documents & ‘ A B c D E F r
Processing contracts:
Hi)  Any other type of activity:
GENERAL ASSESSMENT:
o B c | ’ D E F
3.6 Co-ordination & General |
Administration,
3.7 Initiative, drive & resourcefulness| A B ‘ C D l E [ F
3.8  Capacity to take decisions: A B [ C 0 E F
3.9  Team work and leadership: " B c = m 1 = ‘
3.10  Dependability:
A i % 3 E F
311 (a) Intelligence: A B c b E ‘ F _’
= A B C ¥ E F
(b) Diligence:

3.12° Willingness to take
responsibility:

313 Any notable work or
Achievement;
3.14  Any special aptitude skill or interest-
305 Integrity:
316  General Assessment:
317 Overall grading:
T T ————— -

Name
{in block letter)

DeSigiution ~—s——--cmw i




,.
-.-.7 ¥ I

NOTE: A Outstanding i.e exceptionally effective:

B very Good i.e very effective but not positively
pulstanding:

g

Giood i.e quite effective.

D Fair i.e performs duty moderately well and
Without serious shortcomings:

E Mot quite adequate i.¢ suffers from certain weakness
which prevent his performance achieving the *Fair” level:

F Unsatisfactory i.e definitely not being able to perform his
duties satisfactonily:

Z. The appropriate meritating of the officers out of the six
points rating mentioned at the above foot notes should be
clearly indicated against each of the column in this part
instead of merely ticking the box *A' ‘B 'C" D" 'E" &'F" .

NOTE: BOXES *‘E’ & *F' shall be considered as adverse remarks.

PART -4 REMARKS OF REVIEWING OFFICER
4.1 Do you have knowledge of the working of the officer reported upon?
4.2  a) Do you fully agree the assessment of the Reporting Officer?

b) If not, on which points do you disagree and give your own assessment:
¢} Your own remarks about the personality and performance of the officer:

43  What are your comments on serial number 3.1677

{in Block letter)
Designation -———s=-===

Dated

PART-5 REMARKS OF THE COUNTERSIGNING OFFICER:

SiENAtUNe ~-sesnsemsemene
NAME -

{in Block letter)
Designation e

Dated



10,

1.

12.

INSTRUCTIONS

The confidential report 15 an important document. [t provides the basic and vital imputes for
assessing the performance of an officer and for his’her further advancement in his’her
carcer. The officer reporied upon, the Reporting Authority, the Reviewing Authority and the
Accepling Authonity should, therefore, undertake the duty of filling out the form with a high
sense of responsibility.

Performance appraisal through confidential reports should be used as a tool for human
resource development. Reporting officers should realize that the objective s to develop an
officer so that he/she realize histher true potential. It is not meant 1o be a fault finding
process but a development one. The Reporting officer and the Reviewing officer should not
shy away from reporting shortcomings in performance, attitudes or overall personality of the
officer reported upon:

The columns should be filled with due care and attention and after devoting adequate time.
Any attempt to [l the report in a casual or superficial manner will be easily discemible 1o
the higher authorities:

If the Reviewing Authority is satisfied that the Reporting Authority had made the report
without due care and attention he shall record a remark to that effect in Part-V t:.nlum:n 2
The Governn.ent shall enter the remarks in the Confidential roll of the Reporting Authority.

Every answer shall be given in a narrative form. The space provided indicates the desired
length of the answer. Words and phrases should be chosen carefully and should accurately
reflect the intention of the authority recording the answer. Please use unamnigous and
simple language. Please do not use omnibus expressions like “outstanding™ “very Good™,
“Good" * Average™, below average, while giving your comments against any of the
attributes,

The Reporting officer shall, in the beginning of the year set quantitative/physical/financial
targets in consultation with each of the officers with respect to whom he is required to
report upon. Performance appruisal should be a joint exercise between the officer reported
upon and the Reporting officer. The tarpets/goals shall be set at the commencement o the
reporting vear i.e April, in the case of all India service officers. In the case of an officer

taking up a new assignment in the course of the reporting year.

The targets should be clearly known and understood by both the officers concemned. While
fixing the targets, priority should be assigned item wise, taking into consideration the nature
and the area of work and any special features that may be specific to the nature of the area of
the work the officer to be reported upon.

Although performance appraisal is a year end exercise, in order that it may be a tool for
human resovrces development, the Reporting Officer and the officer reported upon should
meet during the course of the year at regular intervals to review the performance and to take
necessary corrective steps,

It should be the endeavour of each appraiser to present the trues possible picture of the
appraiser in regard to his'her performance, conduct, behavior and potential.

Assessment should be confined to the appraisee’s performance during the period of report
only.

Some posts of the same rank may be more exacting that others . The degree of stress and
in any post may also vary from time to time. These facts should be  borne in mind during
appraisal am should be commented upon appropriately.

Aspects on which  an appraiser is to be evaluated on different atiributes are delineated
below each column.. The appraiser should deal with these and other aspects relevant to the
attributes




NOTE:

The following procedure be followed in filling up the column relating to integnty.

i If the Officer’s integrity s beyvond doubd, it may be 30 stated..
{11) If there is any doubt or suspicion, the column should be left blank and action taken as

under:=

{a)

(b)

(d)

A separate secrete note should be recorded and followed up. A copy of the
note should also be sent together with the Confidential Repont 10 the next
Superior Officer who will ensure that the follow up action is taken
expeditiously. Where it is not possible either to certify the integrity or to
record the secret note, the Reporting Officer should state either he had not
waiched the Officer’s work for sufficient time from a definite judgment or
that he has heard nothing in the Confidential Report as the case may be.

If, as a result of the follow up action the doubis or suspicions are cleared, the
Officer’s integrity should be certified and an entry made accordingly in the
Confidential Report.

If the doubls or suspicions are confirmed, this fact should also be recorded
and duly communicated to the Officer concemned.

If as & result of the follow up action, the doubts or suspicions are neither
cleared nor confirmed the Officer's conduct should be watched for a further
period and thereafter action taken as indicated at (b)and {c) above.

{Ministry Of Home Affairs O.M.No.51/4/64-Estt) (a)  Dated 21.6.1965)



(1!

HE HOUSING & URBAN DEVELOPMENT AUTHORITY

COUTIDENTIAL - REPORT ON THE WORK OF ARCHITECTURAL SENIOR
DRAUGHTSMAN/ ARCHITECTURAL HEAD DRAUGHTSMAN OF THE OFFICE OF
THE HIMUDA

REFORT EOR THE PERIOD/YEAR ENDING

PART =1 (PERSONAL DATA)

{To be filled by the officer reponted upoen and to be certified by the Reponting Officer):

. Mame of the ofMicial;
2, Date ol birth:
3. Designation:
4. Period spen: in the post years months,
L8 Upto date academic/general qualification.
6. Upta date technical qualification:
1. Whether Departmental examination passed:
PART-II:
8. (A briet statement ol work handled by the official during the vear under report (1o be [illed

by the Reporting officer).

NOTE: This should indicate whether the efficial reported upon is emploved on task involved
initiative, judgment or application of knowledge of rules and regulations or professional
techniques of any task of simple nature or routine character.

PART-111
(ASSESSMENT BY REPORTING OFFICER)

Q. State of Health:

NOTE: The assexsment under columns 10 to 12 below should not be indicated by tick marking but
should be expressed clearly in suitable words



(3

MName of Officer:

10. GENERAL ASSESSMENT:

aj Has he/she been regular and punctua?

b Is hefshe pood mmpered?

e} Is he/she energetic and of active habits?

d) Does hefshe have initimive and drive?

&) was his'her behavior towards Seniors good?

f) Was his'her behaviors towards juniors good?

] Is heishe poains taking and dependable?

h) Does he'she keep histher table and instruments clean?
i) 15 hedshe properly dressed?

11. KNOWLEDGE:

a) Has he/she a good knowledge of constructional details?
b Does helshe have a sound knowledge of the materials?
c) Does he/she prepare neal and clean drawings?

d) Is he/she speedy in drafting?

e) Is he/her drafiing good?

12. MISCELLANEOUS:

a) Was any warning given to himvher during the reporting
period?
bl If yes; has he/she taken steps to remedy the defects?

e} Are you willing to retain him/her under you?
13. OTHER OBSERVATIONS:

{This space may be utilized for remarks which complete,
corroborate or supplement what has been indicated

above This should not, however, be used for merely repeating
in vague terms what has already been stated, Specific

points such as special accomplishments during the period
under report and any other aspects.

NAME OF OFFICER

Note covered in the proforma given above the Reporting
officer considers specially worth mentioning may
also be indicated here,

14. INTEGRITY:
{This column should be filled as per instructions
1ssued under Mintstry of Home Affairms O.M. Mo,
21/4064-Estt (A) dated 21.6.1965.

Signature of Reporting Officer
Mame in Block letters

Designation

Date




PART-1V REMARKS OF REVIEWING OFFICER:

15. Do you agree with the remarks of the Reporting
officer in Part-111 above, If not, indicate the extent
of vour disagreement, If vou wish to add any-thing
specific with repard to the work and conduct of the
official over and above remarks of the Reporting
officer please mention them. You also sum up your
view e,

16. Over all assessment of performance and qualities.

Signature of Reviewing Officer,
Mame in Block letters
Designation
Date

FART-V:

COUNTER SIGNATURES BY THE NEXT HIGHER OFFICER WITH REMARKS, IF AN Y.

Signature of Countersigning Officer,
Name in Block letters

Designation
Date




