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- MoAl/1BETRTC/ 2011 Transporl Commissionerate
» Kerala, Thiruvananthapuram
Dated 22.10.201 1 .
Ercm , .
The Transport Commissioner,
Trans Towers;
Thiruvan antBapuranm,
i
All Deputy Transport Commissioners
All Regomal Transpart Oificers
All Joint Regional Transpart Officers
3ir,

Sub:Motor Vehicles Department- Esit- Confidential Report of Staff of Motor Vehicles
department ~AMade of Preparation and review- instructions issued-reg-

Refs 5.0 (P} No 344 /66 /PD doted 232 08.1966.

tn the Govermment Crder Tesg above, the procedure regarding the mode of preparation
and muintenance of Corfidential Reports was prescribed. Later on various amendmenta were
alsy jssued The following instructions are hereby issued for the guidance of Reporiees .
Reporting Officers and Reviewing Officers,

The Hestls of the Ofices should vegard it o8 his personal and specal respansihility 1o
engure that Ammual Confidential Reports are properly mudntained in respect of nll Officers
working under his/her diteed comtral. The Reporting Officers and Reviewing Officers for
preparing Annunl Cenfidentind Reparts in the department shall b as follows;

EES S —_ —

| AL ___Trunsport Commlesione R . 2 e e
| Deslgaarion -l Reporiing Oficer | Hewigwing OfMcer Cuoatodian Dilicer
“Head Accoumniart | Acraninta Cilaer | Fensr Finunes Cificer Adehimoatn] Trmnager
A T | - : a1 Lomminnioner
Asmintoni Mitor Vehicles- | Miosor Yehichs tspector | Armiszant Transpart | Additonal Tratapon
Insgestar L | Comprivsioner | Comminsionsr
Junmr Supermiensent; | faint Trenaport Commbemonerf | Additional Tranaport | waditonal Trarspor!
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The Confidential Assistant of Tronsport Commissicner shall keep in safe cusody.the
Cmﬂd:uﬁdﬂmdﬂﬁmgﬂmﬂmuthcﬂnkrﬁ!{m Vehicles Inspectors and
Confidential Assistant of Additional Transport: Commissioner that of Head Accountents/Head
Clerks/Public  Relations  Officers, Assistant  Mator  Vehicles I:mpmm and Junior
Superintendents '

The contenty of this letter should be brotght to the notice of all the concerned Officers
Non-observance of the above instriictons will be viewed sericusly and action will be taken
mgainst those who are respansible for any lapses,

Yours Hithfully
'?4 gl
Serior Administrative Oflficer
i Commissioner
— _-F#' _g-ﬂl"}"
Copy (0: CA o TC, Jeint TC, H-M:inrﬂ"ﬂ:i_'hqq Semior A O, Senior F.O, Sendor L0, AsstTC
Accounts Officer for compliance,
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No, AR TRSTR/TCR01] Transport Commissionemic
Kerala, Thiruvananthapuram
Dated: 05122016

Friom
The Transport Commissioner,
| s Tonaers,
Thiruvananthapuram.

T
All Deputy Transport Conunissioners
All Regional Transport Officers
All Joint Regional Transporl OfTieers,
8ir,

Sub: Motar Vehicles Department — Estt — Contidential Heport of Staff of Motor
Vehicles department - Mode of Preparation — Instractions issued — Reg.

Ref: 1) G.0O (P) No. 344/66/PD dated: 22.08. 1966,
21 This office letwer No AL/ TRETETC2011 dated 22/ 10/201 1

in the Government Order read above, the procedure regarding the

mode of preparation and maintenance of Confidential Reporis were

prescribed.  Later various amendments were also issued.  As per the
=nd

reference 2™ cited. the instructions were issued for the guidance of

Reportees. Reporting Officers and Reviewing Officers.

The Object of the Confidential Report is not mercly to screen an
afficers potential for higher positions. 1t also aims at making the employee
do hiz present job better. The Confidential Report on Head Clerks! Junior
Superintendents should be recorded in Form 11({A) as appended. The
Confidential Report on  Senior Superintendents’ Accounts Officers/Junior
Executive Officers/Senior Executive Otfficers should be recorded in Form
11{B) also to be in the form as appended.  The reports should cover the

period from the 1" January to the 31" December.

e —




Responsibility for the maintenance of Confidential Report

I'he head of every Department /Office should regard it as his
personal and special responsibility 10 ensure of all persons working under his
direct or oltimate contrel. Tt is the duty of all officers a1 each level 1o
observe closely the work and conduct of these under their contral and to

previde training and guidance where necessary.

Superior officers should sce that ne portion of a subordinator’s service

has been left uncovered.

But report for a period of l2ss than 45 days need not be insisted upon
since the reporting officers will not be in a position Lo assess correctly the

capacity of the reportee within such a shorl period,

Where any peried of a subordinate’s service has not been covered by a

report the reasons for such omission should be recorded.

Default on the part of an officer in the preparation and maintenance of
Confidential Reports on his subordinate should be mentioned in the

Confidential Report on the reporting officer as 4 point of failure in his duty,

Partic

rs to be furnished in the Confidential Reports

I'he first page of the Confidential Report shall be filled up by the
Otfficer reported upon (Reportee) along with histher Self Appraisal. The
teperting Officer shall mention the following specific details also in the

Confidential Reports:

(1} Rewards received by the Officers reported upon

i
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D (2)Memos issued / Punishments awarded
(3 ) Performance in Revenue Collection
(4)Performance in Road Safety Works, general discipline, activities
and general reputation will also be considered
All of them should ensure that the Performance Appraisal Form 11(A)
is for Junior Superintendent and Performance Appraisal Form 11(B) is
for Senior Superintendent /AMVIMVEIRTO/RTO/NTC. The Officers

reported upon must put their signaturc in the space provided,

The Technical abilities of Assistant Motor Vehicles Inspeclors /
Motor Vehicles Inspectors should be asscssed by a Technival Joint Regional
Transport Officer/Regional Transport Officer, if the Reporting Officer is not
Technically qualified.

The reporting officer will forward the annual report on his subordinate
by the first February following the years reviewed and the successive
authorities should pass on the report with their remarks to the next higher

authority within one week of its receipt by them,

A register in the following form should be maintained by all Heads of
Offices to watch the timely receipt of Confidential Reports and their final

disposal by the prescribed dates.




Register to watch the receipt and disposal of Confidential Report
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The contents of this letter should be brought 1o the notice of all the
concerned officers.  Non-ohservance of the above instructions will be
viewed scriously and action will be taken apainst those who are responsible

for any lapses.

Yours Faithfully
Sd/-
Serior Administrative Officer
For Transport Cammissioner

Approved for Issue

E g|:---1.1.l.|

Senior Superintendent

Ui




FREPARATION & MAINTENANCE OF CONFIDENTIAL REPORTS

1
FUBLIC [RULES] DEFARTMENT
0.0, P] 344 66/ PD. Dabed, Trivandrum, 22ad Aapust, 1966,
Abstroct;: Confidentinl Records on Government Sermnta — Mode of prepanmition
and Custody — Orders Issued,
Read:— 1. 3.0k (P} No82 /6007 FD. dated 29-00- 1960,
2. Memorandum No.B8828/60-1/FD.dated 08-02-1950,
3. G.0, (Ma)) No.672/60Home dated 95-11-1960.
d. GuOL (Ms) Ko.393)617PD. dated 23-07- 1961
ORDER

[ supersession of the orders rend above, Govertiment preseribe the Instractions
in the Appendices to this order for the preparston and maintenance of Confidential
Reparis on Qovernment Servenls

2. The Supertntendent, Governrient Presaes ia ditected tn print and kesp in
stock adequate nwnber of registers amnd forms mentioned for supply 1o the varlous
Depastments on demand

By order of the Govermar,
H. M. PATHAIK,
Chief Secretary.
INETRUCTIONS

1. Objects.— The primary gims of recording Annual Confidental Reparts on officers
are to ashisve an objeetve assesament af the capacites af the individual officer in the
performance of his duties and o [orecast his capecity for different and more responsikee
work. Swch systematised reparts are also designed 1o gear such asscsaments 1o a common
standard throughout the promotional area. With these ends in view it hes o be ascertainsd
how far an officer ls able to apply msiigently the law and procedure prescribed o cones
corming before  Rim. His gualites of leadership, hs behavioural pattern oamnds his
subordinates ard superiors and the geneml poblic are slso paints of mterest which have
o be noted, The report should also comment generally on the manner in which the officer
hasa discharpsd his varions dutes dusng the seriod under redew and give an cetimate of
his peresctadity, chacactes and abidlity, and in the caee of an Officer of the Police Department
his capacity for supcrvising investigationa and prosecutians. In regard o officers belonging
to Technical Departments, Education and Judizial Departments, their professional ability
and generm] repuataton shoulbd mleo be referred o,

The object of the annual reperts is not, however, mersly 1o screen an Officer's
potential for higher positions. It also slme at meking the smiploves do bis present job
betler. Having asseased the qualities of a subordinate by nsseeing s achieverment s anbd
capacities the Compatent Authority should make an attempt te oorect the deficiencies
observed with a view o improving him. This s essential for increasing the gemeral
elfficiency of sdministration cs the vosy majority of olficers ars of avernge abilities,

2. Peried of Report.—{a] The report on Qazetted Oficers ahould be resorded
in Form - A. appended. The [orms for reporting on Non-Gazeited Oficers and Lest
Grade Bervants are at Appendices B & C respectively. The reports shoild cover the
peripd from the 1ot January to the 3]sl December in the cose of all except A6 India
Service Officers, In regard to All India Bervice Difficers, the period of report shall be
from the Lat Apnl to the 31s March.




Preparation & Mainteniance of Confidential Reports

(&) Confidential reports on an Officer should be prepared and submitted half-
yearly for the first 3 years of his service. The same procedure has to be followed when
an Officer is promoted to a higher post. The period of half-yearly reports shall be the half
years ending 30th Junc and 31st December each year to be submitted to higher
authority within one month. The peried of half-yearly reports in the cuse of Officers
belonging to the All India Services shall be for the half years ending 31st March and 30th
September to be submitied by 15t May and 1st November following the half years.

3. Responsibility for the Maintenance of Confidential Reports.— The
Head of every Department/Office should regard it as his personal and special
responsibility to ensure that annual confidential reports are properly maintained in
respect of all persons working under his direct or ultimate control. It is the duty of
officers at each level to observe closely the work and conduct of those under their
control and to provide training and guidance where necessary. The reports should be
based on the resulis of such observation. The entire period of service of a Government
Servant should be covered by these reports. Superior Officers should see that no
portion of a subordinate’s service has been left uncovered. But report for a period
of less than 45 days need not be insisted upon since the reporting olficer will
not be In a position to assess correctly the capacity of the reportee within such
a short period. As promotions to selection posts arc on a comparative assessment
the need for full and complete reports cannot be over emphasised. Where any period
of a subvrdinnie's scrvice has not been covered by a report the reasons for such
omission should be recorded. Default on the part of an officer in the preparation and
maintenance of Confidential Reparts on his suberdinates should be mentioned in the
Confidential Report on the reporting officer as & point of failure in his duty,

4. Preparation.— The [ollowing points should be noted while preparing a
repert—

[i} The repert should be written or typed by the Officer himself; if typewritten
the officer should certify thar he typed the report himself. The name of the Officer
writing the report should be written in block letters below his signature. [ig
designation should also be indicared.

(i) The name and designation of the Officer reported on must be given in full
and in the same manner as shown in the Civil List or Service Book.

(iiij The reports will, unless otherwise prescribed, be made out in the first
instance by the Officer under whose administrative control the Subordinate is working
and passed on to the next higher authority, who will satisfy himself that the reports
have been prepared in the proper form add his assessment of the subordinate’s work
and conduct. Every Officer is expected to have detailed information regarding the work
and conduct of all his subordinates. The higher officer may have some difficulty in
getting to know a large number of employees two grades below him, but he should
consider it an essential part of his work to do so, as it would make for efficiency of the
public service and for greater contentment of the personnel under him. The Judgment
of the immediate superior, even though aimed at being as compleicly fair and unbiased
as possible, muay sometimes tend to become narrow, It is therefore, particularly
emphasised that the official superior of the reporting officer should consider it his duty
to form his own judgment of the work and conduet of the reportee. He should exercise
positive and independent judgment on the remarks of the reporting officer under the
varieus detailed headings in the form of the report as well as on the general assessment
and express clearly his agreement or disagreement with those remarks. This is
particularly necessary in regard to any adverse remarks, and in these cases it is the
higher officer’s remarks that shall be taken as the correct ussessment. These
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ingtrustion s should not be regarded as limniting the Fesdom of the reviewing officer o
male wny additionu remarks touching on paints not mentisned by the reporting officer.
Suth additional rerucks wauld, in lact, be necessary whers the report is tog bried, vagoe
ureryptie. If hovwever, by any chines, A reviewing olfficer does not have an idea of the wosl
of any of hix subordinates, it should be cledrly stated by that authorisy thit be has no
knowledge of the subordinate’s work. 1t would aot be sullicient for an officer to affix hin
sighsture without any comments, such Fignature without comments woid signify
endursement of the views expressed by the Officers briow.

fiv] The entnes in the Confidential Reports ahould be descriprive,

¥l In e case of Last Grads Servunta, only general descriptive remarks on
the persannel with detaiis of arverse remarks, il any, need be entered. The confidercial
records of theae stafl need not be passed on for counteraignature,

i) Repertng Officers shauld not refrain from recording in the confidential
reports all relevant observations end epintons which they might have formed, as it is

grediesl cuubion and should not resard anv resarks lightly or on the spur of the mamien:
As fnr o pussible; reporting efficers should Iry* o edvance speaiic insionees of regsons
to juntify their chserveiions,; Colarress entnes fike Batisfactory’, i, etc., only defeat
the purposs for which confideniial reports are mainteined and should be wveided
a8 far us possible. Reporting Officers shoiuld deal with both the good points ard
shorteomings of the officer in o cloar and hackd mannes o enable a correct pssessment
of his charactgr, ability, cte. Appendiix gives the desils of the authsritics wha are Lo
Initinte, review and keep the confidential reparts un the various categaries of officials,

{vil) When an Officer (s transferred during the middie of & year, a rEpait or oote
should be prepared and forwarded to the Officer to whoss sdministrative contral the
Qicer is mansfcrmed 1o be coempleted at the end of the year.

(vilil A= the District Collectar i recopnised as the Chiel Representutive af
Government in his Distriet and iz expected 10 supervise, direet and co-ardingte tha
acthvities i roxpecr of developmient work in his district, confidential mtports in respect
ol ull Dasteict Officers unloas ntherwise specified, should be written by him, He maty give
independent reports based on, his gencral impression in the case of District Officers
who &re not ardminisomtively directly under him. The amfidential repatis written by
Hegional Depurtrnental Officers naed nos e routed through the Districr Collsetar, Thim
will znakble the Head of the Department to bave a detailed eppraisal of a Disteiet
Clicer’s wark by tha Reglonal Officer of the Department and a parullcl general appraisal
by the Diswcict Collector, [t is nol necessary for the District Collector to report un those
below the rank of District Heada or those in charge of special institutions like Principals
of Cullegen, et but heshould always have the discration to send a nole gn any Officer
of the [Hsirict except Judicial Officers. Such reporta ghall form purt of the Confidential
Record of the Governmment servant concernod,

(] A Reporting Officer when he Brocesds on leave or is vanaferred or retices
MMUSE feave on recard for tha information of his successar his Opinicn on the wark of
dvery officer directly subordinute to him, The record ahould us far as possible eontain
the Reporting Officer's epinkon in regard to all the pomnte prescribed in this Circular,
Fhia upliivn should be incorporaied n the annual confidential repory If the reporting
officar has held charge for more than four months, the record should Iselfl be
made on the form of confidential roport presoribed.
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On any mecgunt

l.’llhlqm_ltpmm ol displepsyre ronveled to an Officer or arders
o disciplinary acring ERould be recorded in the Anaual Confidernig Reparts

the number and dgre of the order ar athar COmMmU i ations, A “opy of the order

: ing the o Te or pusishment shogig Alse be included iy the
Brrvant’s Confidenria) Report Plle, v [When the Dirsetor of Vigllance

his qualities. (f thia Pt of the Reporting Offieer s Tty is propery
be ng difficuliy abayy recirding adverse eitries, becayse they

o€, admonition g, 1o gst the defecty FEmoved and the roayits of such
dverne entry iz muds, (he FEROeting officsr should ety that the
iz the gy bordinates nofice.

UNE remarks 1 the Officer reported Upon, e lollowing Procediure

T an advorse wAtry relates 1o g remedinble defect, i shauild be
but while doing a0, the sy bstance of the entite report Inciuding what

id in prajse of gh Ulficer ahould ajsg be communiciisd.
{el“rher:m:mm-:dmnmm showsy that he hgd made eiforey 1 Meredy
- immumﬂl:&:ummﬁ:mndh the Rraceding repart, the fat should ke SO NI el

= the oMicer in u suitnble form,
0} Where an offiges has made gn Adverse remark HEANSL & Government
S=Tvant serving under him far 2 CORSEEULive yearm, tha officer wha GO i ted [ha
Sdvrtne remarkes mey also consider the desirubitiyy of giving the Government servant
soneermed an OPPUMTINitY to s Under another nfficer gg that, thera will, at leagt,
o Independens =] = T refating to (he vwork of the Government Earvant whary big
—Emse g considered for Promation by the Sompetent nuthosty

Y Added vide f.l.ﬂl.ﬂ'!ﬂ,i’ﬂﬁjﬂﬁﬂ. dated 31.01. jogg ee OLO. on page 107
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Preparation & Maintenance of Confidential Reports

{e) While communicating an adverse remark, neither the identity of the
Superior Officer recording the adverse remarks nor the period to which the remarks
relate should on any account be disclosed to the reportee.

{f) When an officer has done outstanding werk in the course of a year and
earned appreciation, the fact should also be communicated to him.

() The fact of communication of all remarks and the manner of communication
should be recorded in the personal file. Acknowledgments should be cbtained in all
cases and filed in the Confidential Records. '

8. Representations against Adverse Remarks.— Adverse entries in
confidential reports are not punishments under the Statutory Rules. No appeal
therefore lies against such remarks. The reportee should however, be given an
opportunity to make a representation against any remarks which have been
communicated to him and which he feels are unjustified. Such representation should
be made to the authority charged with the duty of Scrutinising the Officer's
confidential report within one month of the date on which the communication is
received by the reportee. The Competent Authority may however, at its discretion
entertain a representation made beyond the time specified above, if there i
satisfactory explanation for the delay. Representation should be couched in polite
language and be objective and factual, False/groundless accusation or intemperate
language will make the representing officer linble for disciplinary action.

9. The following procedure meay be adopted in dealing with representations
from the Government servants against adverse remarks communicated to themi—

(ij 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 superior authority referred to shall be
regarded as the competent authority to deal with such representations.

(i} If it found that the remarks were justified and the representation was
frivalous a note will be made in the Confidential Report of the representationalist
that he did not take the correction in good spirit.

(iii) If the Competent Authority feels that there is not sufficient ground for
interference, the representation should be rejected and the Officer informed
accordingly,

{iv) If he, however, feels that the remarks should be tpned down he should
make the necessary entry separately with proper attestation at the appropriate place
of the report; the correction should not be made in the earlier entries themselves,

(v] In the rare event of the competent authority coming to the conclusion
thet the adverse remark was inspired by malice or was entirely incorrect or
unfounded and therefore deserved expunction, he should record his findings in the
confidential records. For this purpose he will make an entry in red ink with his
signature, name and date stating that he had done so, But before taking such
sction, he should bring it to the notice of the Head of the Department or Office if
he himself does not occcupy that position. Itis not correct to paste over the remarks
expunged; they may merely be scored through.

{vi) The original representations or explanations against adverse remarks
and the findings thereon should beé kept in the Confidential Records,

(vii) There is no scope for correspondence between the reviewing olficer, the
reporting officer and the officer reported upon except the representations made,

20
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Preparation & Maintenance qunm‘Edenﬁiﬂ Reports

10. Personal Data of Government employees.— All future employess under
e State Covernment except Last Grade Servants on first appointment to Government
e should fumish information in respect of their close relations in the pro formao
==d it should be added to the C.R. of the employees concerned. Any change in the
ficulars given in the pro forma should be furnished by the Official at the end of each
% the Head of Office/Department where he is employed. The Head of Office/
stment will incorporate the information in the C.R. and keep it up-to-date,
11. Confidential Reports on Officers on deputation to another Department
#= on foreign service with Government of India, other State Governments,
wernment Owned Companies, ete.— The Confidential Reports on officers on
“iation 1o another Department of Government should be continued to be maintained

Erent Department and the du plicate retained by the custodian of the Department where
= is on deputation. When the deputation is terminated all the duplicate copies of the
mmerts on him should be sent to the parent Department for custody.

In respect of Officers on service with the Government of India, other State
=mments, Companies &tc., the confidential reports should be duly abtained

= the Governments or Companies, as the case may be, and kept along with the
miidential Records on the Officars.

12. Confidential reports on retired and decensed Officers and their dis-
Confidential reports or copies thereof should not be Biven to a retired officer or

son who has relinquished Government service. But if a request is received there is

bebjection to giving him an objective testimonial based on his work and conduct.

The confidential record relating to a deceased officer may be destroyed after a

pad of two years from the date of his death and that of a retired Government servant
=y five years from the date of retirement.

13. Special Reports.— (i) Special reports may be called for at any time on the
of any officer. Such reports should be submitted through the prescribed
ancls but need not be recorded in the form for annual confidential reports and

guld be confined to the guestion or questions raised,

[1i) A superior officer may, at uny time, of his own accord forward a repart

#n Officer working under him should be consider that the conduct of an Officer

pikces such action necessary. Such reports should also be submitted through the

Escribed channels

(i) Any special reports required ebout an Officer's fitness for promotion or

* hus conduct may be included in the conlidential report at the discretion of an
==r in whose custody the confidential file is leept,

14. Date of submission.— The reporting officer will fo

ssive authorities should pass on the report with their remarks to the next higher
Sority within one week of its receipt by them. t [In the case of All India Bervice
=<rs, the Reporting Officer will furnish the report within one month of the EXDiry
the period of report. All such reports shall reach Government within two months
#he expiry of the period of report.] This time limit has to be strictly followed and the
Swiential reports in final form should be made ready by the end of February.

15. Register to walch disposal of reports,— A register in the following form
Il be maintained by all Heads of Offices and Secretaries to Government to watch the
¥ receipt of confidential reports and their final disposal by the prescribed dates:

F Frovision amended vide G,0.(Ms.)331 /69/PD. dated 04-11-1969 see G.0. on page 99,
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Preperation & Mainfenance of Confidential Hepots
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16. Miscellaneous.— (i} Restriction {n handllmg.— Custodian Officers
shmild ensure thal subgrdinates in administrutive posts do not bave aocess 1o the
confidential Reporis on themselves, their seriors of of officers of equal rank.

() Open certificates.— Excepls us provided i pard 12 abive, open
certficates by superice officers should on no ocaunt be issued to subordinate officers.

a
PUBLIC (85} DEPARTMENT
CIRCULAR MEMORANDUM
o, 13362882/ 6T-1/PD. Dated, Trivandrum, 2Tth February, 1967.
Subi— Canfdeatinl Reparts — Communicstion of adverse remarks — Reganding,
pars Tof the inswractions regirding mecde of prepamation and custiody ol
Confidentiul Reports issued with U.UL(F) 144 /66 /PD, daied 22 0R-1966 stpuiales
that while recording ndverse entries in the Confidental Reparts, tha Repofritng
Officer should gve an indication of the efforts he had made by way o guidanes,
admenition ste,, 1 gel Lhe delects remnoves end the results of sach efforts. It is aisa
lald down that where an adverse sntry is made, the reporting officer should
certify that the defects have been brought to the notice of the Sobordinate
Officer. Adverse entries should normally refer only to defects which persist
despite the sffarts of the reporting officer Lo have them corrected. All rUporting
alficars are requesicd jo ensure that ihese instructons are carciully and serupulously
fallewed in sl cascn of adverse COMEENLE in the Confidential Peporis on themr &=t
wE otherwise the cniries in ceptain oawes are linblz o he expunged.
K. M. PATHAIK,
Chisl Secretary.




GOVERNMENT OF KFRALA
Ahsiract

Confidential reports on Gevernment Servanis—Preparation and
Maintenanoe of-—Amendments to the Tnetructions
isgaad —Clorifieatlon—Issned.

Eﬂﬁb——w

PUBLIC (MISCELLANECUS) DEPARTMEINT
G, 0. (P No. 360 Dated, Trivandrum, 3rd December T;I_H'

e T T e T e e i

Beod—1. G.0, P. 344{PD dated 22-8-1066.
2. 6.0, P. 243PD dated 29-7-1068.

ORDER

In sub-para i) of para 2 of the G. 0. P, No, 242 dated 20.7-1%
it hes been ocrdered that s econ as the confidential report ¥
written by the reporting officer and reviewed by the reviewid



officer i should be shown to the offiesr eoncorned and hig acknow-
ledgem&nt obtained on it. In sub-pare (iii) of para £ of the same
G. 0. I bes been ordered that if eny representation i= received
from the ofear regurdmg the repert, it should be filed along with
the repori  together with any comments that the Teportng
reviewing officer may have to meke on such representation and
that the schoowledgement of the offiesr concerned on thess furiher
remarks made by the reportingjreviewing officer will nlso be obtained
g proof that he has scen them, In para 3 of the G. 0. it has been
grdered 1hat these medifications will spply to wll confidential
reports written from the year 1088 ﬂnwnlﬂs In respect of State
Government employess.

2 Governmen| are pleased to iseue the following clarifications
for guidance in followlog the modified procedure:—

(1) The confidential report, or the further comments on
‘he repressntation of the officer on his confidential rt. should
be shown to the officer concerned by the reporting officer himself
wherever possible, If this is not possible this will be done by his
succegsor in office,

(ii) If the officer concerned is  transferred and it 8  not
g:nih]a for the reporting offiver or his successor in offiee to show
e ponfldential report or the further comments on his represents.
ton on the report, to him in person, it shonid be sant régintered

! okl to the ing officer concerned under whom the officer i
wirking who should ghow the same to the oficer and obtain  his
scknow t on it and return i by reglstered powst to the

aificer who forwarded it

(ifi}) The above procedurs should be completed before the
‘onfidential report is forwarded to the custodlan offieer for safe-

mtody,
{iv] The ebove procedurs should be followed in respect oF

il confidential reports written from 1-1-196% cowards frrespective
o the perioda to which the reports ralute.

By order of the Governor,

G SuEUmARAN NAm,
Deputy Segrofory,



JACVERNMENT DF KERALA
.&h-m:::r.

Confidentiai Records on Governmsnt Servants—Preparation and
Meintenance of—Amendments to the instructions—

PUBLIC (MIBCELLANEOUS) DEPARTMENT
G. 0. (F) No. 3. Dated: Trivandrum, 3rd January, 1969
T R T i s Bl i i sl i e e L W TR T

Read—G. 0. P, No. 242/PD dated 26th July, 1968
ORDER

Jdn the (1. 0. read cbove Government have issued amendmentis
to 1he imstructions for the preparation and maintenanee of conb-
deptial records on Governmenl serveniz. In pars 2 (1) of  the
GO Government have ordered that no tal reparts will
ke malintained in respect of categories of stof not cllgible for appoint-
ment by acleetion Lo & higher posi, and whose promotion can be
only to & non.seleotion post,

2 It hos slnee come to the notice of Eq:wmnmmt.tha.tthmzr
eoartain seloction posis which at present de not form feeder calé-
goriea Tor any - selectlon post. -Government have, therefors
examiped the gquestion whether confidential reports ghould b
maintained in respect of all the calegories of officers  holding
selection posts frrespective of the fart whether the poste held by
-them  are feeder catopories to s  higher selection post or net
Confidentip! records have to be mantalned for the feeder categories
1o these posts and these poste may olso be  deelarsd as fesder
eategorics to other selection posts in future even if they are not
so at present, Government are,-therefore,. plessed to order the!
Confidentin]l Feports  shall be maintained for all aslection posts
irrespoctive of whether the posts from feedsr categories fo any
other selection post or not.

3 The G.0. rewd wbove is modified accordingly,
By ovder of the Covernor,

(3. SUHUMARANW ‘Hnml.
Depuby Becrefarn,



GOVERNMENT OF ETRALA
Abstract

Conficential reports on Government Bervants—Preparation and
Maintenanes af—Amendmentg (o the lnstructions—

Ipaned
e e R — LT T ———
FUBLIC MISCELLANECUS) DEPARTMENT

G. O. (P) No. 41. Dated, Trivandram, 29th Jowmary 1989,

elpresl deenvi
Read—1, G.0.F. No. J44|PD dated 2281060,

2 G.0O.P No, 242[PD dated 20-7-1068.

3. G.O.F. No. 380{PD dated 3-12-1968.

ORDER

In the G. 0. read as 2nd paper above Government have issued
amendmetts to the instructiens for the preparation and maein!eninee
of confldentlal records om Governmant servants. In parapgraph 3
of G. 0. F. No, 242|PD dated 20.7-1988, it has been ordered that
the medifications will epply o 2ll comfidantia) reports written from
tae year 1868 cnwhrds in respect of Stale Government employens.
E . O f:ad S :-.lndthp&par oertain W gen: ::slihm:l

r guidanee in following the meodifled procedure. In sub-parz (iv)
ol 2 of the GO, dated 3-12-1993 it was c]aﬁﬁuﬂPrImt the
medified procedure showld be followed in respeet of sl confidential
rrparts written from 1-1-1888 onwards irrespective of the periods
o which the repnrta relnte

4 Tt has sinte tome to the notce of Governmoent that by the
these crders were iesued, the confidential reports oo most of
ke officers for the year 1667 were received and further setiem
“hevever necessary wes token and tha* the astual implemecrtation
of the modified procedure in respect of confidential reports writhen
for the Cgerin:d uptn 31121087 s a diffeal procsss and involves
o much time and labour. In thess circumstances Government
i pleased to ovder that the modified procedure for the preparation
i maintenancs of eonfidential re will not apply to reports
Priten for the period’ uﬁn-to 31.12-198T and will apply only to com-
dential veperts wiitten for the vear 1068 and ihereafter, =

3. Insub-para (i1} of pars 2 of G, O. (F.) No. 242 dated 20.7-1068
! hag heen ordered that as soon as the eonfidential report is writhan
U the reporting efficer snd reviswed by the rewiewing offwer it

4
4



ghould be shown to the officer coneerned and his scknowledgement
obtained on . In sub para (1ii) of para 2 of the same G. O. it has
been ordeved that if any r tation is recelved from the
officer regerding the report it should bo fled along with the m
with eny commenta that the reporting reviewing ;

miky have 7o make on guch esentation and that the acknowl :
ment of Lhe offtcer concerned on these further remarks made
the reportingjreviewing officer will also be obtained as % that
he hae geen them. In addition to these instructi 1
also order that the result of the action taken on representations
ngaingt adverss remarke should ©e communicated to  the officers
roncerned. )

4. The G.Os. read as 2nd wnd 8rd papers above are modified
accordingly,

By oxder of the Governor,

B. ANANTARRISHNAN,
Bpepial Beeretary fo Governmen



GOVERNMENT OF KERALA
.ihltn.:l

Confidential Records on Government Servants—Preparetion
and maintengnce of—Amendment te ingtructivos
regarding—Representation  recelved—Revizad
Instructions—lssued

E;;ELT{'.' (MISCELLANEDIS) DEPARTMENT

G. ©. [P} 50/73/FD. . Dated, Trivandram, 7th February 1973
e e e e T e e P e e o e i
Reed:—1. G.0. (P) 344/PD dated 28-8-1086.
2. GO (P} 242PD dated 20-7-1068,

4 GO [P 41'FD dated 2R-1-1069.
do T O Mee 95805/ Rules!71PD 20-5-1971 POy Rules

. OBDER

In the Government order read a8 2od paper above Governmen:
have issued amendments to instructions for the preparation o
maintensnce of confifential records ob Government servanis. E-e
sub pare [t) of pare 2 of the eaid Government order it has beef
ovdered tnat if soy representationyis received from the office”
regarding the report it would be filed along with the report togetbh
with eny comments that the reportiog/reviewlng offieer may. 3?-“"
to make on such representatlon and that the mnm]adgenﬂ“



the wilicor eoncerned oft theze further yemarks made by the reporting/
reviewing cfficer will elso be obtaiped e5 pewof that ke has scen
thiz 1Ip the 3. (. 8rd eited, it hes alse been ordered that the resylt
uf the wction tzken on representations against sdverse Temarks
sheold be eommunicated to the oficers coneerned.

The provedure followed by the Government of Indig in the matter
of adverse emiriea in aoniel confideaotial reporis has been examined
by Goversment.  Acgording’to Uw procedure followed by Govern-
ment of Indis, representations or explanations agsinst adverse
eptries should not be added to confidentinl records. The reasun
fur adepting thiz procedurs is that if the representation was well
foungded It would have resulled in the eompetent authorily toning
dewn of expunging the pdverze remarks; {f the representation was
withouk substance it must have been rejecled: In either case 1w
useful purpese would be Served by adcimg the representation itself
o the conlidential records '

Alter congidering all ‘the @mspects in - detail Government ags
pleased te order that the exdisting prectice with regard to  the
npresantetions from the officers egeinst the adverse remeihs in
The confilentlal reports will be eomtinued. However, such répre-
semtatiens will be Kept in separeie series, page numbered dafe-wise
ind in the same folder. :

By order of the Govermor,

G, BEoASKARAY DUATR,
Emepin! Secretary (Public)



GOVERNMENT OF EERALA

Absiract

vontidential records oo Covernment Bervants—Freparation
Mpintenanes of-—Modified procadure—Clarification

Tzzued, .
e = L L G, LS I N = L XU T S S, F e T g e
FUBLIC (MISCELLANEOUS) DEPARTMENT

& 0. (). Na. 1BG Dated, Trivandrom, 3tk June, 1:‘!'3-
n_ﬂ_-_.__-:m:‘l_ﬂ'

Read:—1, G.0.P. No. 344/PD dated 22.8-1988.
2 G.0.P. No. 242[PD dated 29-7T.1088.
3 G.0O.P. No 380IPD cated 3-12-1968,
4, G.0O.P. No. 9PD doted 5-1-186p.
5. C.0.P.No. 41|FD dated 20-1-1089,

ORDER

Under the modified procedurs now in force fnr the
and maintengnce of confidentdal records nfpmﬂ

Government emplovees the entie report ghon be showa to



offieer concerned and his acknowledgement obtained on it so that
he could have a complete picture of the impression he has created
on the reporting officer instead .of merely the- picture arising out
of the adverse remarks. Representation, if any, received from
the officer regarding the report together with the comments of the
reporting | reviewing officer will also be filed along with the confiden-
tal reports after obtaining the acknowledgement of the officer
concerned as proof that he has seen such further comments.

. QGovernment wish to make it clear that under the modified
procedure now in force there will be no necessity for commumicating
adverse remarks and that the time limit of one month mentioned
in item 8 of the instructions issued in G.O. (P). 344|PD dated
22.8.1066 for making representations, if any, will be reckoned
from the date on which the goPﬁdential reports is shown to the
reportee. . : i

By order of the Guvermi',

M. K. SUDHAKARAN,
Assistant Seeretary,



GOVERNMENT OF EERALA
Absiraoi

Confidential Records un Govermment Servants—Officers who
have lo wrile/meview Confidetitial Hecords on their
Sukurdinates before Fetirement—Mode of -
Preparation amd Custody——Urders issued

PUBLIC (MISCELLANEOUS) DEPARTMENT
C. 0. (P) 234/74/PD. Duted, Trivandrum, Zith September 1874

A ameees————————CL e s e S Bl s
Read:—G. 0, (P) No. 344/PD dated 22-8-1986 lssued from tha
Fuhlic (Rules) Department.

CIRDEE

in the G. . psad ahove  Governmeénl Have - prassribéd thl!
Precedure regarding the mode of preparatlen and maintznance of



fonfidenlial - records on Govermment servanls. Now a fuestion ag
to whether the retired olflcers afier they demiftt the office can write);
review confidential records on -Government servants who worlked
under them hss come up for con . 7

= Govermmeoi have examined the guestion, and are pleased 5

grder that il shall nol be compelent for the reportivg authority
the revigwing authority or the gecepting authority, a3 ili= case may
b, o wrile o cenfidentsl veport:

{g) where {he suthority Jwriting itbe conidential report s &
Covernment servant after he retived from service; and

(b} in piber cases, afler be demits office
# 11 should however be ensured that officers due 1o retice write
up 8ll the conflidentigl records thel wre due to be writtan by them
before they actually retire.
By order of the Goverave,

Y. K, EuTrax,
Deputy Secretary.



COVERNMENT OF KRRATA
Abstrack

Confidentinl Records on Government Servants—Preparstion
ool Malntenanc nf-—-ﬂmm?fmen'ts to the instroctions issted,

e e e T TP g 17 N e, e e T £l
PUBLIC (MIBCELLANEOLUR) DEPARTMENT

G. Q. (P) No. 242, Dated, Trivandrum, 9t Jaly, 1968,
Regd G, 0. P, No. 344|Public dated 22nd Augnst, 1086,
O RDER

In the G.0. roed ebove Govermment have preseribed  the
Focedure regarding the mode of preparation and maintenance of
Safidential records on Government ssrvants. Varions Serviee
Amscelations in the Sfebe have been urging the abelition of  the
Dnfidential Ale tem. Governnisnt * have aescordingly examined
he guestion whether the aystem of mainteining Eanﬁﬂganti-.al reports
™ officers should continue in the existing form.

L Affer carsfully considering all espects of the guestion

Uovernment ure pleased to order as follows:— :
" (i) Mo eonfidentta] repovts will be maintained in respoct

© tategories of staff not eligible for appoiniment by selectlon to



a higher pest, sand whose promotion can be only to a ron-selecticf

{il) In other ceges, as soon @s the report is written by the
reporting officer and reviewed by the officer, it should be
shown to the officer concerned and his acknowledgement obtaineg
on it, so that he eounkd bave a complete %;ir:iu:e of the impresaicn
he has created on the reporting officsr instead of merely the piletus
nrizing oul of the edwverse remarks, =

(L) If any reprezemcaiion i recshved from the officer
regarding e report, I ghould be filad aleng with the report together
with any commments thet the reportingireviewing officer may have
lo make on snch represantation. Asknowledpement of the offieer
coneerned oo these further remarks made by the reporting|revies-
ing officer will alec be obtained as proof that he has seen it

(iv) Tha system of maintaining confdentizl reports wil,
howewver, coptinue for all diclplinary BEE, -

3. These medification will apply {0 all confidential  reports
written from the year 1868 onwards In reswpect of State Govern-
ment employees.

4. Neceganry amendmente to the instraections msued in a.o
(F) ddd/Publie (Kules} doted ZZ.E-1068 In the light of the above
l 5= will be izsu=d ae tely. Al departments of the
Seeretariat and all heads of departments are reguested Lo furnis
urgently recegsary emendments Lo the appendlx o the ahiive
G. 0. ao far ag they are concorned,

By order of the Governor,

8. AWANTARRIBHNARN,
Beeretary tn Oovernment,



