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qftftre il

qfif6 .ffiq firtt

t. qrffi6 rfoqftq fufrdf ?Fr rTFFT :
rMq l.srt qq vc+rft q,{qrft + EFrd *r qrq<or or qf<t{+, qrftf€ qqr€r i r vtFrt i eq fuEfil d
S^"" frET A fu rilrftq d*rt Er Tqi+'{ r1q ftqq-56 (i) + rar wrfo'<"r, Eerfltrr q-q 4r1},
m, T{ftTr +,kq Tc{ BtTrrR * qq t kqr vr{ | srir: ra q€ T6qsf qrr i t+ rMq frdt sior<
snr i{rt Foq .rq Hftrq srG{il * errsn kfu qt( {6 srft Br ra sFi€ fr od Eqrd-frr + *{
eftr+ftdt + S kd fr il{n P+, ffcdt M fr slftr€rc sr{qrft qcfr qrgr $c.FR ar<r aq srt fr qrt
t+q qq *,"+{t qFrert: rffiq qTPd + dt I eqrft ftrE{ft{fu( 3r:.{de* if q|qrq kflT-ftftii zF'r qR
i.rqT qRT ll

2. qr,|trt :

3Tr6r{rqroft d vq6 "6" fr dm< eq6 ttrT" dt qS diftq} t, o{qrftd eqr laqFftq 4,qr{,rt fr rMq
FfrJ ffi qr$ftt rrer e+ sF6 "s" * a;4ilftq} or rtetr ir sc e@/$err rnd fi rM{ frfrJ
ffi qrqifr sil sfu TtrsTrf 6td fr ffi {lrr"rfr fir

3. srqfttdr :

aTrswraruft fr frdt r*+, q{ * ftTq ffi qrft fi r q+ odus< q{ t q-+, sr+rft €ffi fr qFnem: qF
fisH *ft *q d s{ + qt<r{ RfrJ ffi qri q{sr T{ftqrur o.ti sri slfb-srft qec qrqt Et wd
fr fr*J ffi-qrnffftrr 6<i qR d{fF{ qfuorftit arcr qqi t'{df}ril Brsftsfr fi ftiC td6
qr(rlfrr

4. iaitrdt 6r rilcr qrqT :

(l) frFtsC M qR B{ftrorft a<r rffiq fiFilJ HFr;il Efum d offidt + kq en+Hrqrqft Ern
ztqrfterfrK l6ft + s";rqn ffi qrft lt kFrq {n'rfr + ft{q cr{Ai qr+ cr{ S ftqfrR ftFq
q( Bt qk fiftJ ffi n+ ftF'ft qfffi d W Fffi + ert d oq t oq fr{ Tfii Er
@rr<, fr fiftJ A fttg qrqr< q{fu Atft, Tfi A d +t{ fr*J r€t ffi qrft qGq r s<r qrFR \r.F
sq qfffi + kq Fqsi ffi ftctj ffi qri qfffi i 3rft{ ft{ Tfri t +q qqtu + ftTq +rd
Pqt{T A, +td fdf Tfi ffi qrqtft *( Qt qrcm d gq qwrq ?FT g.F' nrTror rr=r Fr+rd fdqr qr(".n
qt{ rMq qrrc d <qr ErTqrn (#q rrfrf t q4qq1, <ld cftRrur d +r<q ffiqft fr dftffi
wqfE qqr gir tfR d ts lct 

ry fr qrfi qGqr)

(2) -gt P.qC ldqi qT+ qfffi d fu+J * qrqR ryfu fr{ rrfii +r qqq qmr ?T d rcq T{ftqrurqfffi +i qqr er-tr{ d d N qftffirft fr tffiq Fc*C {qfi Ert{r{ T{frTsr qftr+rt fir t6t
cni + A* .nqm-rfi ir

(3) fiFru M Er+ qfffi 6l ftFtsJ ftrqi d qfHoilc qra-flfi dcffi qrt6qr F$ilc d' qvi
stft{€ql + +,rd ft {yil ar Ereet++ T€1+.{ dqT qrtgqr st srqt qft{tt't t o,rd *< enq<sr or
srqffi t'{fuTqT srunr qrt6q *<, qat fliTs+ d; qqkd ,ftrH.T G cr,fE{fil r{|r E FT
qiagr
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Appendix II

ANNUAL CONFIDENTIAL REPORTS

Importance of Annual Confidential Reports

The Confidential Report is an objective annual assessment of the work and conduct of a
Government servant. Government have accepted the principle that the assessment of confidential
dossiers is the main criterion for Confirmation, Crossing of Efficiency Bar, Promotion, Review
under FR 56 O etc. It is, therefore, of great importance that confidential reports are written and
maintained in accordance with various instructions issued by Government. It is.in the interest of
efficiency of the service and also of the officers that the Reports are written with greatest care.
Instructions issued by Government on this subject are generally of confidential nature. However, a
gist of common guidelines is given in the following paragraphs.

On whom written

Confidential Reports are to be written in respect of all categories of staff group'A'to group'C'and
Staff Artists, All India Radio. In the case of group 'D' staff CR's are to be written in respect of
Studio/Security Guards who are entrusted lVith sensitive work.

Periodicity

In All India Radio Reports are to be written for each calender year. Normally there will be one
Report for an official for a calendgr year. But where there is a change of Reporting or Reviewing
Officer during the year, Reports are written for part periods by the respective Reporting Officers.
But, there will be no part reports on the change of Reviewing Officer.

Writing of Reports

(il Confidential Reports are to be written by the Reporting Officer as prescribed by the
Directorate for various categories of employees. Forms applicable to different categories have
also been prescribed. No report should be written unless a Reporting Officer has atleast three
months experience on which to base fiis report. There will, therefore, be no Report for an
officer who has worked under a Reporting Officer for less than three months and in such cases
a certificate to this effect is recorded and placed on the CR file (Period of 3 months should
include short period say l5 days at a time of absence on leave, tour, training).

(ii) {here.Reporting Officer has not got the three months experience on which to base his report
but the RevieWing Officer has such experience, there is no objection to the Reviewing Officer
initiating the report on the Officer.

(iii) The Reporting Officer should exercise utmost care in writing thereports. The report should be

an objective assessment of the work and qualities of his subordinates. He should have carefully
observed the work and conduct of his staff and provided the required training and guidance

where necessary.

2.

3.

4.

n
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(4) ftqC m qR qfu{rfr m p ql{q qqqr qxfn-{f,ilr Ke mtq1 t rrqr ntrqt qfr fqkqf
qqfq Fq t ilqnf {fr t il frild Kdq qqql ndraTq il h h\t hqi c qtxTlt il qI{
tq fr qqftr

(5) Rdd +r +t{ ft orrrq ttw {fi drgr qmr qrkqr

s ltr * Trftwr ,

(l) FRIC ffi'ern Blftr+rPcii ara ffi.rft fritf fr, +ffidt fr funrr *n4d'+ kq ftTt{rgq
ar(r ksntd T{ftTr qffficfr dRr T{fteTr fr qretftr aqk-qrteT ffiur ew wi-er{qri Egqerrm a naqht o<i+ s^{es t ft*Jfr g{tm ftrn-JPd€i qr+ srftrorft tqtrs sfffi dr(r
6T{fr qrft Bt g+tqTr slfffi d firtrftq o,ffi d orq + Ert d oq t oq ftq rfii *
qrr+rft *ft ffir 6rert+, E{ + dRrq g+ftqr sfffi + qsq srti * +T <ur gr+ FrfrJ ffi sni
fr 3TrEqq+.dr r€i lr

(2) T{tHT sTfffi et Et emm +dq qrfiil qrfrq f+, ca ffiafftr BTftr+rft t qkqc sq t
qftFil{ d 3Ar scS orq *< enqtur + Ert i Rq ftrufq dr vt rcaqR ftFi-J + cc{ { tqf\rf,
ktqffi + em ftdf ffi qrn sTftrsrft ara ft .rt fuctrffrfi q< qq{r qfi Brt( Fffi{ ftTUfq iilr
qrt6q dqt ffE fr srs qFnet Tcqr+-{ qtt sc tcaqft'd wr wqqq fr qrt T6qfr sTwtT sr€qfr
eq-ffi F<ft qkqt z16 rerrcr dk t fr{T ffif (qf{ +H d d) + qrqn fr q6t *{n Rift5 q*
vrrd q sqftr+rft * qRrw ei qfr {cqiqt{ * eq fr Fft+,R t+qr qrf,r Br qrfteTr qfuert sc
srd q< BTTft M ei + kq rrrt dln fq{sT Rte frsil-J f{qi qrn sTftr+rft ar(r qfi faqr rrqr
I t tt sTfdnrff fu'rTfurqi qrta?r t sq qrrd d q6t d.ft w6t frsfr-J sr€riil {friq. srsTse qemr 116
dr

6. ry:
rtrftq ffcfrjf q< T+fte{T slfbr+rft t Eft€ qfffi am ut{6wnrr €ni fr quntr 6} kqFft{ zF-dr+rt
fri dq+{ vq6 "4" t vga "rT" de fi trft ml:{i + tdq qqFil +< teqr rrqr Br

teqvft: FttJ M ernlT{fu{T ati sr&/sfta{ilrsrr q.{i Ern qftmrffd S 4s, sqqlq sq 3Tert q fr-d ftrq qa srt6q qrdr
srfi re-s fi +6r qqrfi qrfi qrttqr

7. rq-R{i6T :

q,rdqiq qfffisil fr srqrwr FTcqre+ t s'q( 3TflutFrft srftsorftcdf d qftrqrtffi q6FT4 t sqq 6qT
trq?FeT w< d hqrttq +-"Tmntffi * qrq+ + FrQzffi{ 3TfY+.rft ar<r ffrfrJd Enrr-u fr qstryq
Ed t€qr qrcr I kgi 3q mnre sqqFafr'+t Frrcrt g qci am t+q .rq ord +r roo t ildlrfi fu+ +
qr<i'n ?m *tnt ffi-J kqt arfrTqqX* 6<i ErA qftr+tftsit 4J "s-q54ffi' ff qftHr o-{ft qrPfl
sfl{ r{q 3T{ft M *ft qttaqr

E. rrqreru|?T sTTffirrr ?F rttrt rI( EkTTst'( :

rrd Rrd ft qtft e fu rnTftq frFtrJ * qrfr +i EIF{FF( qfi st{sr srd n rer cngeri+ qm erftr+rft fr
firfrJ+ rffi qst stftr+rft ff frfrJ+ Ttr+1+Eel-dt c crqr *tisr frss6nc,q qilifrftqftdqq
qrqd€ilfi q.|-{ rfrq fr ani G d q6 qq|t-qe A fr FsMft{ sfFrfirft c+d 116 d vqt fst q<
erri k{i{ rEc awwd sPdd rrrru qrq} t srFrr ?rq, ftsilJ ff crcfE/d qtor otr +a ord cca FtiC
ffi Ern ;'ftmft +t dE qri t c6A Psqr qrry'qrkgr

q
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(iv) The Reporting officer should avoid cryptic, vague or non-committal

are not sufficiently meaningful, report should be returned to the

amplificiation or exPlanation'

(v) No column of the report should be left blank'

37

remarks. If the entries
Reporting Officer for

5. Review of RePorts

(i) Reports written by the Reporting Officers are to be reviewed by the Reviewing Officers

prescribed by the 6i.."to.ui. for various categories of employees. Review of a report is done

Ly an officeisuperior to the Reporting Officer in order to minimise the operation of subjective

human elemeniand of conscious or unconscious bias. A Reviewing Officer should have been

acquained with the work of the official reported upon atleast three months. However, there is

no need for a part report in the change of Reviewing Officer during the year.

(ii) The Reviewing Officer should consider it his duty to personally know and form his own

judgement of the work and conduct of the officer reported upon. He should accordingly

ixercise positive and independent judgement on the remarks of the Reporting Officer under

the various 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

n"".r.u.y in regard to adverse remarks (if any) where the opinion to the higher officer shall be

construed as the correct assessment. The Reviewing Officer is free to make his remarks on

points not even mentioned by the Reporting Officer. Such additional remarks would, in fact,

be necessary where the report is too brief vague or cryptic'

i. Counter-signature

The practice of counter-signing Confidential Reports by an officer superior to Reviewing Officer

has been dispensed with for al l  categories, Group'A' to Group'C'except Staff  Art ists '

Note : Name, Designation of the Officers Writing/ Reviewing/ Counter-signing the Reports should be clearly stated in block

letters or his rubber stamp affixed.

Self-Assessment

In respect of Programme Officers from Transmission Executive onwards Engineering Officers

from Engg. Asst onwards, and Staff Artists/ Artists of comparable status "Self-Assessment" is to be

written by the officer reported upon in part II of the report in which he should give a resume not

exceeding 300 words of the work done by him bringing out any special achievements'

Reporting/ Reviewing Officers should take note of the "Self Assessment" and give their own

Comments. .

Signature of the officer reported upon on the form

It is advisable to have the CR form printed in a folder form so as to ensure that the sheets of a

Report on one official do not get interchanged with those of the Report on another official' In the

absence of a folder when cyclostyled forms are used it is necessary that the officer reported upon

puts his dated signature on the top of each sheet along with his name in hlock letters indicating the

period/ year of Report. This should be done before the form is handed over to the Reporting officer.

7.

8 .
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9, Ttqfr{ k'fril t ffihil n sifu,

tt.Q m qril * Pe w EftG qf# qq* qfr n** hs ulu^*$ * ry t srr + sk bqora,{i fr qmq-rr-qm 
$ *l* 15 W t qr !iltir 1q* f"q nq f* zmd * f.,q *t*., rTrt *(tnrtT qRffif' d. *-3 gt eq,.* @ w r6i f+ *i ;qq {*, n*. 

"A 
* U *Fr<tqc qrs * qrtqur d ffi gqt qr vS, in' fqbd F .ft/-"*'o** qdil +ft +{*tiqlf.d *eq.q $ qrPaqr *t t+^+*+lffirl*u*" tdtud fr qrfr l, ssfr qm qtu

{qfbil qfv+rftdf' fr +qfm* qr{q d qfift qr.t irtqr of< tr+i tqf *+ -f}*,t fr <rq d ffisTcFTr 3fiRFrdT qr{r rffid +qr ft_ qrrldfr d, FEifud t+q qr] * qrs t ftff?ftil qft,"ft +6ld-P{qrn d grm sin t qq ddqqr+ qrqr .rqT t d q{ tqrcr fttzi{ibi + # t f."ni mAqrdr qfffi Rqcf?ftn qfffi ff rM{ tufrd koil vra frtu Rfr + qrrftl"o**7*d+
ot seiq q Erd or fufq i v+m ir qft ftFfJ ffi sldr .TfFflt * f*.{ * *en p" {#ftiBrsman/Fq{r.t ru s {dnFd qfrorft t qT qfr e* B fr Eft ##iffirfrr 

"i-., +*, *rlIrTFfT {, sr_Ffd frrqi qrn qfFort aru qgi* t d mqfu'ftqtd- + o* d r'r ur t{rre*W d qqPqil gt-tr F6qT qT voer t *. q+ rlrq+ d rM{ ftAd + {.ftfr *tn+ftq, qqg-ftri
tdtt t qq qfu {qtFd- wdF fr rMq t<tt + qftftNe *'rq t .tq*q t+j J#" { e *{+
18, F{. fefurd t g+.n dsfrn BIfTnrft 6I ft qrft qrk Brtr -+ fuet" wb qta1+6a +t€d d, d gq qrt d qrt i{n rrq 3N-{N' fr t{'qfril ,fuq, "tmrr ftrqqr *-r rrtaq,

r0. rdvr-qr:

qiriiEi ;iiiit zi6' ry T.6T r€ IrCiFRr iFrrqTralt iFr rRRrr wr *t qqa13'qs fi { rrmrEi pqol q6o
4<i *( s-€ .ilqftq frFid q €i fi rdfu * Fftsrtrfr t+qr qrgr fuqPqbd qrmi fr .,"-,<-*.*
qrsr i*,qr qr v+il i:-
(l) l€fr Hfuq 6rd * ftrq mor< sTT{r qkq qqqr orqiqqrEreT Er(r P+qr rrqr y{qr-T{ rilq+{

fictj dtq{{ d rer qnr qrkgr

(2) P{tq Pr{rm sTqqr srrffi am P<q rrq rfiff q=r qerqr vf,ft ftdd d ffi sr€ft €ffi +qrftnq qft( fr .r{ e{iqr * setrr +Tq 1M{ fiftJ siPqr( d € qri qrt6q ft
(3) $ -"T qrrlrq ffifq-qfdqra A T6r+n d ereqq Wq o*q-qrcq q< ifur d d

ft-qridrt qMt BTT{r q(6rt qt{il.n (qPfi *( 6rqFdqr.,iq t nr*) { qrK rvrqT T{ rffi{
frde dtsr( d sr+ qlqi E{rn qF{q sTT{r +rqf-qqremr i tfl m$n nm *r
ftd Frcqrfr ** *.*t or qrftfo ril'rftq R:dz + q{ F€qr q-{r 6fi qfF+, sP{d *.Tr q"T{rd+
g+ s{tqr vit + tqil+ffioffi + q1ruil sftr gfuili51 g.F quf qp6qq $tFt-orrqfi d crdr
tr dd qfffi *+q w yc t P6 snfr lfrqfrq ndzl"i*fu=-T.ouiirrrtqvn**, ffi
A+ qrrq} + q$rc qrq +r qrt trfi tr=T En-dT e Fftt+, qaqfr or qrFnqr ** *i * o.i-*t *
tt|M fr qhrT qrrn{T F hc<( sqte od-nqre* A Tqiffi am kfrqfue d{r ei

ll. rtqqqqq" * orcq t .616" -r 
"1

tr{FFrziitr At qrq+ fr qfu+rficfr fr q5 ertwr fr qrfr I P+ re ed dft qp6q *< ss qrt d ffi y+n
fr 6ft motk+ cq t srqld dft qrtaqr qe: Hq Paqr r{T A P+, qr{dailr d orrm d "fu" qr
"68 €t" fuqffrrqt {dfEr qftr€rft +r qFET fi qrft qp6qr q6t {E{ *uftuwr qcrqr srq qFrer
{gir{ t {dfrd d, T6t Et qt{d ffir qrqr st{d rfi *rn r qrqr6{fr: "&6 fi" qrd + T*{r t TfiTqGq Fmf€ sqfr vc t<r di fr {qr+{r Br
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g. Mention of warnings in CRs

There may be occasions when a superior officermay find it necessary to criticise adversely the work

of an officer working under him or he may calf for- an explanation fo-r 1o1e 
act of omission or

commission and taking all circumstances irito consideration, it -uy be felt that while the matter ts

not serious enough to justify tt 
" 

i-poriiion of the formal punishment of censure' it calls for some

formal action such as the communication of a written waining, admonition or reprimand' where

such a warning/displeasure/r.pri-u,,J i' issued, it should be placed in the personal file of the

officer .on..rn.d. At the end of the yr"r t"1n!1oi of.report), the reporting a-uthority while writing

theConfidentialreportoftheofficer,mayaeciaenolt.omakeareferenceintheConfidentialreport
to the warning/ displeasure/ r"p.i-"rJ,li, in the opinion of that authority, the performance of the

officer reported on after the issue 
"i;.;;r"ing 

or displeasure or reprimand, as the case may be'

has improved and has been fo,rrrJ ,utitru"toty' If' however' the reporting authority comes to

conclusion that despite the warning/;;pl.*".;/reprimaqd, the officer has not improved' it may

make appropri"i. ."ntion of .u"il'*u.rring/displeasure/reprimand, as. the case may be' in the

relevant column in part-Ilt of the ro.- Ji confidential Report relating to assessment by the

Reportingoff icerandinthatcase'u""pv"r.newarning/displeasure/reprimandreferredtointhe
confidential Report should ue ptaced in ir,. c.n. dossiei as un unn"tutt to the confidential report

f o r the re levan tpe r iod .T r reaave rse remarksshou lda l sobeconveyed to theo f f i ce randh is
representation, if any, against trre same iisposed off in accordance with the procedure laid down in

the instructions issued in this regard'

10. Letters of aPPreciation

Thegeneralpolicyshouldbetodiscouragethepracticeofgrantingletterofappreciationornotesol
commendation to Governmen, ,.ruun,. ind placing themln the Confidential Reports' Exceptions'

may, however, be made in the following cases

(i) Letters of appreciation,issued by the Government or a Secretary or Head of Department tn

resped of any outstanding *ori. don. should go into the confidential Report dossier;

( i i )Let tersofapprec iat ion issuedbythespecia lbodiesorcommiss ionsorcommit tees 'etc .or
excerpts of their reports .*p..rring apireciation for a Government servant by name should

only go into the Confidential Report dossier; and

(iii) Letters of appreciation from individual non-officials or from individual officials (other than a

Secretary o, n"uo of Department) may go into the Confidential Report if confined to

"rpr"rring 
appreciation for servi"". ..rra"t.d for beyond the normal call for duty and

provide{he'Secretary or the Head of the Department so directs.

Appreiiation of work should more appropriately be recorded. in the annual Confidential

repoH rather than-in such letters of appieciation which do not give a complete perspective of

the employee's good and bad points. H-o*.u.., the mere fact that a stray letter of appreciation

goes into iris Confiaential Report does not give.the officer undue advantage in the matter of

promotion which i, gov"rnJd more by consideration of general and consistently high

performance than by occasional flashes of good work'

11. Meaning of Tairly good'against the column punctuality

. In a matter like punctuality, it is expected of officers that it should be good and defects in this regard

are readily ,"-"diubl. it has, thereiore, been decided that the remarks Tair'or'fairly good'against

punctuariiv +::l*1":1**l','1Y*:'jJ,:iTl,'""tr'"H1ili"n'li:[t::Hi;in'Jf:?';:
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n, TilTfrqk'frf tmTfrT,{h*
frf\q Ki t wfti Hfr fr( (ffi $Sfu [r T @^ftt-J * qF rhil_r\,' hqr.il + tuqstk kqFftq rqrg.rdr + w*fe Anr Rfi qTfud'"+.d + ftrq p_nw d q6t Br ilqTt+. 3Trqqee * q*ndq 1ril q+ frw, lkmn, -TF, qftry, Kd 

"=tfF#.il #';-ft*fr + efu qM*va-+ftft'r * qrE {Eq}, qrfr'+i n#-+ffi d u'+ry r*. ** *,i.iian*" Til + i{s{{iql+.{ d srqrqr r.t+, rhrftq ffiJ + ft+.fft.rfi-# + +", 
'***"# 

,u*rq ew +ffi1 41qr{nq fuaEn'fr Pqr q'r qrtdqt {ilr.-Er sttd +fr'q*-{flr, fr-d**rdilT, v.vuk wvarH-tr#ffiT *,t + nfu b*\ffi''; ii* "_,.il # di, d n,,o*il
13. F{qr + .mFT qil rrri * etrqr

(+) rq?ft sTftr€rft A^W @ TrfrSt 3pqq M qw-{F*r R sr nn-.oir +} *e +,cqrqrBq hit g+ u{*ft*q fr mqfrsr +^"t-t 
"*,*'#*'d.rilrii t+ 

"+} 
* *=o.ilr 6r qnrwlT+ + rdq TFffi d"rcerrfr Htttfr- *. * Gl11q.r*ro ERr srq-qr qrqqT fr-qiq qfuq'i{Ttnr{ d qtr6'r qtc* qneqr srfff* .hfu'R+d'fu-} 

"* 
* *+ 

"{ 
**, fr qrfi qTF6qsflr Rr+ ed qrrdt +r vqnrer q* 

"t* 
*t +-#+n *=, wrecL ufr orEa r{id * q*di +or<q t ,eFq uTTk ra sni a * qr+ *ar* r*.66 w-qrffi + GrwR fr wfr ='frqr(e) qf{r-q* +r frer + Tfqftrfr srqq qrfr s}s kqr qrqT qrqdq q< *nu fr s{ftr*ft fr fr€r {i?ft{k *( qft} + ilt d q€ t* .r* +. *{ fur, ffi qrP6q *( qTrfr Eri{rC fr qrft qrfrqr

(rr) tq *e * \16 qft qftr rfr + qr-q fi wrn sqrftr+rt * qrq *q fr !ilr* qrp6q oil qa gF{ft,=ilq+{n Fr crf{tr ffi BTEftrd t* + *u A 
"rq,(q) $' qrtr S"'{.3 qwry q€ qftrfft *1 Bpfr zrmtqqr qmr i d strfr frq1 a1 srnfuTf+qT qm slrdq 3ar sr€ cfi d qil{frrsrs rt* fr Tft =,kq; .f;";,fr Fcsr r( po} .rqT+d ff 5k d wft i d ss aq qi s {s tun *.r *frT * il*; t *arw BTf}r*rft +ivpifrfl torn qrqr qrpaqr

(c') Qfr er+e< ft sqftT{ d {r€t t qq ffiJ ftrci qrqr qftr+rft snri Brt( ffr+.fft{ srftr+ft + qfr
:Y TF il q fr t{sr Q} rqrfu( zFr -{rrrirT { o ft rLqg efrfrz * 

"#t 
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12. Form and content of Confidential Reports
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The form in which the Confidential Reports are recorded might vary from Department to
Department and as between different levels of responsibility within a departmental hierarchy,
depending upon the nature of work and duties attached to various posts. However, an assessment
of certain qualities of general importance such as integrity, intelligence, keeness, industry, tact,
attitude to superiors and subordinates, relations with fellow-employees, etc. should invariablyfind
place in the report. In addition to the detailed assessment of specific attributes, every confidential
report should caffy a general_appreciation of the character, conduct and aptitudes and short-
comings of the officer reported upon. Reference to specific incidents may be made, if at all, only by
way of illustration to support adverse comments of a general nature e.g. inefficiency, dilatoriness,
lack of initiative or judgement etc.

13. Procedure for filling up column against 'integrity'

(a) Supervisory officers should maintain a confidential diary in which instances which create
suspicion about the integrity of a subordinate should be noted from time to time and action to
verify the truth of such suspicions should be taken expeditiously by making confidential
enquiries departmentally or by referring the matter to the special Policy Establishment. At the
time of recording the annual Confidential Report, this diary should be consulted and the
material in it util ised for fil l ing the column about integrity if the column is not fil led on account
of the unconfirmed nature of the suspicious, further action should be taken in accordance with
the following sub-paragraphs.

(b) The column pertaining to inegrity in the Character Roll should be left blank and a separate
secret note about the doubts and suspicions regarding the officer's integrity should be
recorded simultaneously and followed up.

(c) A copy of the secret note should be sent together with the Character Roll to the next superior
officer who should ensure that the follow-up action is taken with due expedition.

(d) If, as a result of the follow-up action, an officer is exonerated, his integrity should be certified
and an entry made in the Character Roll. If suspicions regarding his integrity are confirmed,
this fact can also be recorded and duly communicated to the officer concerned.

(e) There are occasions when a Reporting Officer cannot in fairness to himself and to the officer
reported upon, either certify integrity or make an adverse entry, or even be in possession of any
information which would enable him to make a secret report to the Head of Department. Sucir
instances can occur when an officer is serving in a remote station and the Reporting Officer has
not had occasion to watch his work, closely or when an officer has worked under the
Reporting Officer only for a brief period or has been on long leave, etc. In all such cases, the
Reporting Officer should make an entry in the integrity column to the effect that he has not
watched the officer's work for sufficient time to be able to make any definite remark or that he
has heard nothing against the officer's integrity as the case may be.
This would be a factual statement to which there can be no objection. But it is necessary that a
superior officer should make every effort to form a definite judgement about integrity or those
working under him, as early as possible, so that he may be able to make a positive statement.

(f) There may be cases in which after a secret report/ note has been recorded expressing suspicion
about an officer's integrity, the inquiries that follow do not disclose sufficient material to
remove the suspicion or to confirm it. In such cases the officer's conduct should be watched a
further period, and in the meantime, he should as far as practicable, be kept away from
positions in which there are opportunities for indulging in corrupt practices.
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14. CIts not to contain extraneous papers
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than punishment and appellate orders and
warnings, Memos to an off icial should not
ietters of appreciation as stated in para ( l0)
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15.

CR file should not contain any extraneous paper other
letters communicating adverse remarks. Copies .routine
be placed in CR file except as stated under para (9) and
above.

Communication of adverse remarks

(i) All adverse entries in the Confidential Reports of the officers should be communicated by the
Reviewing Officer after they have been seen by counter-singing authority, if any. This should
be done as far as possible within one month of the completion of the report. The
communication should be in writing and a record to that effect should be kept in the
confidential roll of the Officer. Where there is no Reviewing Officer, the adverse entry will be
communicated by the Reporting Officer likewise.

(ii) While mentioning any faults/defects the Reporting Officer should also give an indication to
the efforts at reform made by him, by way of guidance, admonition, etc. and the result of such
efforts.

(ii i) Where an adverse entry is made, whether it relates to a remediable or to an irremediable defect,
(including a reference to ttre communication of a "warning" or "displeasure" of the
Government or a "reprimand") it should be communicated under the orders of, and wherever
possible, by an officer superior to the one to whom the remarks are communicated. In all these
cases, the substance of the entire report, including what may have been said in praise of the
officer. should also be communicated.

(iv) While communicating the adverse remarks to the Government servant concerned the identity
of the superior officer making such remarks should not normally be disclosed. If, however, in a
particular case it is considered necessary to disclose the identity of the superior officer, the
authority dealing with the representation may at his discretion allow the identity to be
communicated.

16. Representation against Adverse iemarks

Representation against adverse entries (including reference to "warning or communications of the
displeasure of the Government or'reprimands'which are recorded in the Confidential Report of the
Government Servant) should be made within four weeks of the date of communication of such
remarks. White communicating the adverse remarks to the Government servant concerned, the
time limit as stated above, should be brought to his notice.

The competent authority may, as its cliscretion entertain a representation made beyond the time
specified above, if there is satisfactory explanation for the delay.

All representations against adverse entries should be decided expeditiously by the competent
authority and in any case not later than six weeks from the date of submission of the representation.

The following piocedure may beadopted in dealing with representation from Government servants
against adverse remarks communicated to them.

(i) All representations against adverse remarks should be examined by an authority superior to
the reviewing officer, in consultations, if necessary with the reporting and the reviewing
officers. The said superior authority shall be regarded as the competent authority to deal with
representations.
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(ii) If the competent authority finds that:

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

(b) there is not sufficient ground for interference, the representation should be rejected and
the officer informed accordingly;

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

(d) the adverse remarks was inspired by malice or is entirely incorrect or unfounded and
therefore, deserve expunction, he should score through the remarks, paste it over, or
otherwise obliterate it, and also make a dated entry, under his signature, stating that he

' has done so, under intimation to the concerned Head of the Department or Office if he
himself does not occupy that position.

(iii) Representations (including explanation) submitted in respect of adverse entries should not be
appended to the respective confidential reports. If the representation was well founded, it
would have resulted in the competent authority tonning down or expunging the adverse
remarks: if on the other hand, the representation was without suUstance, it would have been
rejected. ln either case, no useful purpose would be served by attaching the representation to
the Confidential Report.

Representation against a "warning" or "communication of the displeasure of the
Government" or "reprimand" recorded in the Confidential Report of the Government
servant, should be dealt with in accordance with the above procedure unless:-
(a) an opportunity has already been given to the officer concerned to make a representation

in the matter relating to the relevant incident or faults and such representation had been
duly considered and a decision taken before the "warning" or "reprimand" was
administered or the "displeasure of the Government" communicated to him; or

(b) where the "warning" "reprimand" etc. had been administered as a result to disciplinary
proceeding.

17. Entry of approved courses of training undertaken

With respect to officers who have undergone any training in approved or at Institutions in India or
abroad the following procedure should be adopted.

*(i) Whenever an officer attends an approved course of study or training the fact of his having
done so should be entered in his Confidential Report.

(ii) The report, if any, received from the Head of the institution should either be placed in original
in the confidential dossier of the officer or the substance of it entered therein.

(iii) An entry about the 'report', if any, submitted by the officer on his work abroad should also
find mention in his Confidential Report if it is either outstandingly lood or of poor quality
indicating that the officer had not made good use of his period of study or training.
*Approved courses of training include courses sponsored by the Government, financed wholly or partly by
Government, or for which Government grants study leave.
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lE. Conlidential Reports on retired and deceased oflicers and their disposal

Confidential report or copies thereof should not be given to a retired officer or any body who has

otherwise relinquished Government service. However, on request from such a person, there should

be no objection to the issue of an objective testimonial based on his work and conduct.

Confidential reports relating to a deceased officer may be destroyed after a period of two years from

the date of his death and that of a retired Government servant, five years after his date of retirement.

tg. Confidential Reports on honorary or part-tirne officers

Confidential Report need not be written for honorary or part-time officers.

20. Forwarding of Confidential Reports on Government servants to private semi-Government/

autonomous bodies etc.

Copies of confidential reports on Government servants or even the substance of such reports should

not be sent to private bodies, in connection with appointment to post advertised by them or for

other purposes.

If a request is received from a public or semi-autonomous body controlled by Government only a
gist of the relevant reports may normally be supplied. There niay, however, be cases in which it is in

Government's own interest that the management of a corporate public enterprise should see the

confidential report(s) in full. In such cases the reports may be shown under the orders of the Head of

the Department/Ministry concerned if the reports relate to a Class I or Class II officers.

21. Writing of Confidential Reports by officers under suspension

If the reporting/reviewing officer is under suspension when the Confidential Report has become
due to be written/reviewed, it may be got written/reviewed by the officer concerned within two
months from the date of his having been placed under suspension or within one month from the
date of which the report was due, whichever is later. An officer under suspension shall not be asked
to write/review Confidential Reports after the time limit specified above.

22. Whether a relative of an official can report on the latter

l. The administrative authority may take care that, to the extent possible, a close relative of an
official is not placed under the direct charge of that official where the latter has to write the
C.R. of the former.

2. Should such a situation become inescapable, it should not be allowed to continue beyond the
barest minimum time possible.

. 3. In such a situation, the employee should abstain from writing the annual Confidential Report
of the employee who is his close relative and instead the reviewing officer should take on the
rolls of the reporting officer.

4. If a similar relationship, exists between the reviewing officerand the officer reported upon the
same would apply in respect of the reviewing officerand the role of the reviewing officer would
be the transferred to the authority next higher up.

5. ,In cases of his nature, where there is any doubt, it would be incumbent upon the reporting
'officer to consult the next higher authority before he writes the Confidential Report.
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24.

(t) w \*i ffi qrdr qfffi i{r-fuT" 6kr A qr sr{qr @ e +dr i d s+ qqft +{r-Fr{Pn
qrdtut ffi+ qr6Tfri+ ftf( w.i erftrcfr* PatJfuqfrfr q{qfrE}ftr es rqfgdirq
RJ k€i + kq gG tq+ Tfi ftFqr qT q?F'ttt tt qe: T6 qlrw + qrft i t+ ra qF{fttqd f6qT
qrq fu +{r-Fr{q d+ qri qfffi +er-t6 fr iltq v< firdC gt +< tr 

-

(z) * qfffi +4r t trEc d qg.l, sn+ srt d d{ fiftJ rfi ffi qrft qrtgqr

T$rqn wialqgFrt vt qric ir sqa qnrf,m + irom *< qic<wur or msiaar 
"rrF{?F rf,g 9.[, 5T6 ?[liTtT qirFf qri|t

T6 ft Tufq bqr rrqr t b d;ftq +{rfr + qft r+rfi cd * 6. qrq. ffi d Qsr ortrr ft n srtdq F4 Fftj ffi smr
qfm, F&ef?ft{ qftr+rt ; org^qFE-d qft/q^qt{d qq qrfr t v*a eqffi + kdrqqs cfrcTrr *
dqft;q strfi rqq66 * qrt t t{fu1q M spsil 6( (t I q(rt, Fr*J ft rei srn sftr+rt * ft . qr<. *
rirm qrrr t t{ElF-{{R g.F iFIFTTT *Er qrtr qHq

* q^sfiffi q1M d</qra1 q^st{d vc qffi + k+1q \'{ cf((rilur fr 3rfir6F{

(a) q-ftd vft *</ww<r q-qffi qq-q|fu ild * cft FHr{
(q) wqlfir+,;znq * cfr (wrdrt

ffiFrdqrPd*</err<rq-rFrcqqqridfr qs{aqffi +sPdqrqMnqtiqkvddvnro<iqt<;qrq

$fttve EFt? d ftd qt( rqrqort 6rt{r{ fii ft Arrdr
(v) q^sPft snfu ert</wu-<r q^{Fffi qt qrft + qPrdd + k6r€ fr rtr+6dT

(qrcc sr+r<, q'ttr'c' q{i rcnsfffi qsR rFI. lrr. d. 2l0l l/2/83rtilr. F) e{ifu t q}q, tgal)

* *rq sq qfUqficfr + qrq+ fr r<r qnr i q q^skd snPd/q^skd qq qrft t {-{a qt{RT *
kdrq (l'{ qficarur t qrd6 lr qq qftmftrit + qrq+ t wi orcq qr{ Tfi fdr A, {dt {m
+rqq fr 116 ITRT kq ft wft qrHqt

Itqifaft' eq sq"ffidr" {-dft rmFT *.on<. qtr{ d't aarqr qnr

a5 ftufa o'r faqr rrqr i f+, ffirr+f *r v{R fti + w< d F{slftm A Pdq "q*qft 3q v{rrwilr"
{dft orqq rft.qR. sr{ d'* tzr i<qr qrafTrt

25.

26. T{"Tir tPffi

' 
#q +qrfr t sq6 qfuorftcm + sfi€ qft +frrt *' qRq fi q?<ftnq-I1 d qqrfrqfrtr cr{ t W
T+{S qro ft diffi tfir qnr sTt€qr qet eo {qa "6" qfraficdt ot d'{q A, snt ra ft q+eqr fr
.rft e fu qf€ .ifr +fi{rd qnq twnqqriqr+T+{f,wr+ dqTfr *{+ str<<dffi q< {tffre
sfffi fi qrqctd qrsR ff il€fi( q Fqr+rft qrft qrtgqt

27. rMq ir+e furq 6(t/TA 6.{t * Fqq (T{ srTT*

(t) E( st{q l pq tffiq ftfrt qqq q< *< tfi t ftrd qTgt nc.FR Er{r gqg qqq-qffi frqr( fi
'r{ Ai T6 ffi.{ s"{=ift-I d ft rrft tr ftcfrC ffi ilnff{trnr +,{i qrn qits€rt aRr
sqq-{iv* 51 q4q-eTn q fuq qli * hlft q< e6c t@o P#rR tdqT qr\r|n dk q*
kffrq, qfr +t{ A fr, * kq q{Fm dft{q qfi di T( RC ffi qrnffdtsm sfffi t sfitq
qfffi 6 qrFf6 firftq il+iTt o,{i d k{sq + fdqkbnffiqrt o<il * kq erfEw
fuqr rrqr A d( qft ffi * q6 qfr ddfFd ffi qrn lrftrur qfffi + qlffi6 fi'rftqFqtd
* is(drdqr f iqGqr
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23. Writing of Report after retirement etc.

Where the Reporting Officer retires or otherwise demits office, he may be allowed to give the
report on his subordinate within a month of his retirement of demission of office. He cannot be
approached for writing the report after this period. It is however, advisable to ensure that the
retiring officers complete the reports on the date of retirement.

No report should be written on the officers who have retired from,service.

24. Introduction of a seplrate column to indicate the effectiveness in the development and protection
of SCs/STs

It has been decided that in the C.R. forms for officers of Central Services, there should be a column
enabling the reporting officer to give his specific comments on the effectiveness of the officer
concerned in the development and protection of SCs and/or STs. Accordingly, a column is
incorporated in the reporting officer's part of the C.R. form as under:
*Effectiveness in the development and protection of Scheduled Castes and/or ScheCuled Tribes"
(a) Attitude towards Schedule Castes and/or Scheduled Tribes.
(b) Sensitivity to social justice.

(c) Ability to take quick and effective action to prevent and quell atrocities and ensure justice to
Scheduled C.astes and/or Scheduled Tribes.

(d) Effectiveness in bringing about the development of Scheduled Castes and or Scheduled
Tribes.

(G.I. Deptt. of Personnel & A.R.o.M. No. 2t0il/2/83-Esu(A) dated the 8th Aprit t983).

* To be filled in only in the case of officers dealing with development and protection of SCs and / or STs. Where the column is not
applicable in the case of any officen, it may be so stated against the column).

25. Deletion of the column relating to "fitness for promotion" from c.R. form
It has since been decided that the column relatingto "Fitness for promotion" shall be deleted in the
form of C.R. for employees of the level of Assistants and below.

26. History Sheet

A History sheet, in the prescribed form as in Annexure II is required to be added at the beginning of
the CR dossiers of officers belonging to Central Services. It has been further provided that a
passport-size photograph of the officer concerned should also be affixed at the right hand top
corner of the History Sheet, placed at the beginning of the C.R. dossier, in so far as group .A'
officers are concerned.

27. Time schedule for preparation/completing of confidential Reports

(i) In order that the Confidential Reports are written on time and expeditiously, a time schedule
has been prescribed by the Government. The schedule is given in Annexure I. Any failure on
the part of the reporting/reviewing officer to comply with the time schedule is viewed very
seriously anp in the absence of proper justification for such a delay, if any, officers superior to
Reporting/ Reviewing Officers have been authorised to issue a written warning for the delay in
completing the Annual Confidential Reports and place a copy of such warnin-g in the Annual
Confidential Report folder of the Reportingi Revietving officers concerned.
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(2) ft+J ftTq+ il+ qfffi * q6 qfffi €-qcqiffi wi 6ff qr,!*, iFT FftTvR qqq-rftqr *

ffiftil em rff otqr q|t6g r wFT rTqTr6 ftd qri + srriil qft s-rqtor qrq rff ddr A fr ft+J
M qr+ qfttqarft d sq qK ff ffi r+q q( it qq ft+efft{ qfffi +1 kfuil dtqoT qt
tdqr qrP6q ft sst €-rrerfiFT f{qfrt-dnrfrq il6 ffi ot qrfrq o<qrqtPagr q{€qr(+frT6
iniT gtq o-< ft lnfr qirPgq P€ qft P{qfrR ertq eo eq-rT6at+,T qr"il qfi 6tdr i d RJ Fdqr
€-TreTtirr + kq fi qtqrftr qk P{qfrf, erqfu ilfi FT-rrcrrtFT ftfrJ qr"il {fi trft A * ficfrC
ffi ilt qfffi +1 Ee<r erft c€ {{n Aqr qtfl *( ff$Mft{ qfffi + 6rd qk qrqwr
{d* srci crsra d snsrR q< ftff lce tft qrFqr qfr cr+rd t qa eq i+ ra sftr+rft
H-qoqtiwT qqq rr ffi d qqc{ {6t F{t?Rr: sftqfqd ?F-t F€qr qnr qGgr

(g) qq S FfrJ ffi qfql qfffi trEq qrq 61* 6cffi y{rRFT qr{r fi.qR. qss/rdsfr
d,ft F{ F$tC fttei qrn q{Tnfi qfffi ar{r ffifr{ w qftraftcd fr rMq F(.+J fii:r$
qrqd i e-qowo< sTqftrd rfi t Et qf€dT A i, E* qffwdq + frr iT<tr6 * fir< tcqqr * qrq
3rtr foMftq sq qfffi fr tMq fir'ilJ ffili* qt'qc} d 1E-q6qi6'{ Peqr qnr BTqftrd A, q+
qftr+dq + qiq qqr6 d qir kqqT ff qrgr ftfrJ ftrqi Erfr Tffi s{ftr#rt ar(r ffi lr{ qt
n$frcf d {,:ifFd qfffi t qrq 6ti + qrs td qqra * Br<< GFAre< s{ qr ffiq qq d qcrFd
or irqR P6q tfir, +€r S qrrrFrT fr) eercrr t T{tfurd +tar Pqqr qrqr '*s Ed + rt'il co fr
3rdftr * ffc*{ kqi Er+ Rr.{fi 3Tftr+ft d .+u* k{wr fr frTtfu qqa-Fft tnr SFNTq-{ zrrFft
qntfl q{d frF st frfffir qftr+rft * arq *< qrqlsr d q(qi or ftc ffii ur qftr+'or
qqfrrd eqw dr

28. qfire {* (rft.em.) hftd ?Ft ct-RIFt

q F{ qft srgd +1 rMq ERrM, ff qtk i{qrdr crnr qrPagr qfir t *Aq + qrt d Rrsrrd fr
Tqiftr trfi dq q* vtfuqr q srqfr oFTFarITrqet qcmr Eq erd + kq qrnrd qfts qfffi fi
*qPffi {ail l'(6 qrft qrfuqr ft.wr. sr{d + t{q q+, rtd€e fiF{t stFlt qrkq Pq€fr'gr$ q;q
Frqrffi t cr.il di qrrsr *Q qri ri.f ft itqqq sd t+.q qri qrkqt g+ {-+{ i?TR t€qr qnr qrtdq
*r qt rd+ tnr*r r( srtrtr{ rcrT s{Fn qrkqr qqi srrfr fr {{an d qrrt qfffi d qrqrit *
B{dtq srgq fi p de11tr il wq rd qfr ffijflncefr or dkr 3ttril t+,qr qnr qrfagr ffi qq
6rqF-Tq d €frtr{ qr+, srftr;rfr fr fr.e{R. qmq qi ft"riE ++< i sf,+ qq +,rqfqq t tiq P<qr qnr
qri6q r ft.qrr. sEfr or qrftf+ {erqq ?ffqfcnfiqeT gr<r toqr qnr EnP6q *( {ffil€-fr fr sTFry{+ Tqrur
q{ Ed toqr qnr qttaqt

zs. Erft€ {* (fr.en<.) qr{* * dqqr

(r) enmwrqr!ft H,ffi d Frd(tr srqfffiffi 04q-r'frq CIqr=Brtf+cr6rfr (l6ill
(srfr flr-q * Hq (+tr AHr fr dTs I qT{r ; q effim q< t) ff qftg iPwf € Fil{A' F{q
T{ftTur sTf}r+rft +<ffivt t fr i, dqfrd qr+rqnroft d<f+,r{Fd{ t fr td qrqftt

(z) sq srftr+rfidt uk a4r4p1 (t{qr'ftu +-"Tr+rtfsqr€rif ete'e) a qk{ qkqt iqffir g{ftrq
{qmq t qftr+rftfr ilqr 3Tqktr fr, gerc+ + (6 sT(nftt

(l) ffiq {fir eEr t vqa sTfUEflffFm fi qfict qfiil4t Wqr ft IRIr<q r{r-crq ar<r rd qrqlftt Et
s$ qfirqftff'fi rMq ficfit Serca d i\il ft qrft qtsqt

(+) ffiff q< ord +< G qftr+rftcfr ,fi qftr qtqqi' s{+ qc hvr.t fr fi rfr qrft ertrqr qk E+
s{ftr+rirm + crqn fr T{ftersr crftr-n-t +-qlfl?Tfilq d fr B fr RJ fr* fr ae a;r+fu d ift qr
s+,ft e ft tr g*fter, +<i sr.Tr slftrfirft Tqrtrq d Ei d fitqtJ Tft ff Eni + tqq Tqrqq d qfi
qrft qttrqr
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(ii) A Reporting officer should not wait till the expiry of the time limit for self-appraisal of the

officer, wherever provided. After the expiry of the first week, if the self-appraisal is not

received, the Reporting officer should take it upon himself to remind the officerto be reported

upon in writing, asking him to submit the self-appraisal by the stipulated date. The reminder

should make it clear that if the officer fails to submit the self-appraisal by the stipulated date,

the report will be written without self-appraisal if no self-appraisal is received by the stipulated

date, the Reporting Officer should call another blank form and proceed to write the report on

the basis ofhis experience ofthe work and conduct ofthe officer reported upon. In such a case,

the fact that the officer failed to submit self-appraisal in time should be clearly indicated.

(iii) Whenever there is a change in the reporting officer, it shall be the duty of the Administration

or C. R. Section/ Cell to get the report written by the earlier reporting officer within 3 weeks of

such change, if no self-appraisal by the officer reported upon is required and within 5 weeks of
such change if the self-appraisal by the officer reported upon is required to be given. The
reports so written by the earlier reporting officer may be got reviewed immediately (without

waiting till the end of the calender year or financial year, as the case may be) within two weeks
after the receipt of the report from the earlier reporting officer. The successor reporting officer
writing the report up to the end of the year should adhere to the timelimit specified in the
attached statement, provided he has the requisite experience of three months or more of the

. work and conduct of the officer reported upon.

2t. Handling of CR files

C. R. files should be handled like confidential.documents. No room should be given for complaints
about leakage of information. These files should be kept in the personal custody of Head of Office
or any senior Officer nominated for this purpose. A Register of 'CR'files should be maintained and
their movements recorded as and when they are sent to or received from other offices. An index
should be drawn and kept upto date on each file giving the details of Reports/papers placed on the
file with page numbers under the initials of the officer-in-charge of custody of the files. The CR file
in respect ofan officer transferred to other office should be sent to the new office under sealed cover.
Annual verification of CR file should be conducted bv the Head of Office and necessarvcertificate
recorded in the register.

29. Custody of CR liles

(i) The Character Rolls of officers and staff (including Staff Artists/ Artists) working at the AIR
Stations/ Offices (Other than those belonging to the Central Information Service or those who
are on deputation) in respect of whom the reviewing authority is in the Stationl Office will be
maintained by the concerned Station/Office of AIR.

(ii) The Character Rolls of officers and staff (including Staff Artists/ Artists) which are required
to be reviewed by officers at the Headquarters, shall be maintained at the Headquarters.

(iii) The Character Rolls of officers belonging to the Central Information Service shall be
maintained by the Ministry of I & B. The Confidential Reports of all such officers should be
sent to the Headquarters.

(iv) The Character Rolls of officers on deputation are required to be maintained by the parent
department. Confidential Reports in respect of non-gazetted Engineering Staff, Sr. Engg.
Assistants to Technicians are to be kept by the Regional CE concerned in custody. In the case
of such officers, if the reviewing authority in the Kendra/ Office, the report may !e sent to the
parent department direct and if the reviewing authority is at the Headquarters, the report
should be sent to the Headquarters for completion.
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30. 3!q {ft-sr{qT d qw{ d fr F6 ftr,$ 6rm + fuqfun fr qret iq * qfi d, {dt56 nfffi anrfrffrin sffit * kq q fr.ft. ff # qrfu EFG fr kd{ fdr tr sq fro'fo a 1q6 eq 
",tr. 

;
v{Irsftr{ qfi( kqr{r i_st:"{+{r qrft i+.q I F+ qr fr qnrt-qfuq} * a qtdm q+* f-.t +*'*Rq;
Fm qq * wq 6rqffi Ei" .FE T fi i.r * 

"rq 
+u" 

"ta-eu 
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ffi fr +{fr qs fr ctd frm fr vrft!, re, +A r}e eft sfu +-rR Eari sqft $r<r kft'T qq-qm;
v+ar Br qq sTri qra s{ftr+rffcq} + Fqq qk{ qfr a qffi t q44 qrq,ftr

3r. qftFx .i* or ftrfreror

Hftrq qriF,H|tfroft *;df+Frffi anr d cr 16 iltr+, rfrqftq ffidf fr T6rFT+{11--d?r * go fuftavr ac
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32. Wf fr qrf dd'fr lrIror-T{

(t) sq crftr+ft +1 * fd qf€ qfi {qr"rdr e, sffi gt T{ fiF'gir'qrN6 Ffirqr hEnffiT qrt
Tcrnrrd o€ qq Tqrttq +t i-fir qrteg: \

(z) Fd str+ H'rqrft{ mft o*ilftcft fr ft+J ffi qr Tfr e qk s+ vs# qficq ffi { qrn kqr t r
(l) Pa st FrqPqfur d fic*df * qil{r sr* t qq ffi d dd ,@q Fcqoft 'rfi B:
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(+) 16 ssfn qrqqrft odqrffcd fr ffidf d E{,etn{r ffi ad qFa( o< * .r{ t srt( Efr rif,ff
crrft S eTkr rF( * rr{ it
(wfFon: qr+rvrsT!ft ErPdt{nqq arqr {'. \-2gon/12J8+-so+.cr pcii6 z.t.ss)

ilEmil!ft qath+trrqc t fr T.r* qglq n+rc, nnrq T.il * ffi<mlrffi d ft rft{ ff rq}I
Fcut 6 6t-fr r+J ffi qr* qf ffi rd' *r Trfrqrq qffi' + qtaqrq fl rtl qg,r{q$mr i
qr#rqgroft rgrfteqr|Frq d *< qc$ qft{ Erd +r G Fdftr;n rfil + offi,qT 6lMq frFilJ koi + qrt d
q:"{N +1, vw w rrt {T6il d qq F<rer< *< qffi {cfir +1 s{H d rrct 6q {{ilfrd t*r ** a,
qo vra t T6q6q{ kr qr (6r qr Po gq srtr d grm toqr qrq dt6 Tdqr{ TrIi srfft +i Errqri t
qr+rqgTdt + *E/brqfs{'q€e ft o,Pfirdqt qtsrs +< € E Brt( 6-{ qm * i rs eit * s€r d S wqril
t r

fiq+{ fiFfrJ g<r sti + frFfr * r+n * rc qtt qfirie c d stE< o-G + kcrt t, qrc qfifi1nfr t q€ q{
+qR fr q{ Bt ss q* d qrur{raToft rafteqrmq dr ET+ qift{ 6rd o< G Fqftl;il flil * qnrort<*l
qrffi * rffiq FttC ffi qri qk rr+r 5ttqur 6d cr+ sfffid + q6rr Rq .rq t'-

2.
3.
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(v) A Confidential Report shall be added to the Character Roll only after the officer has satisfied
itself that the report is complete in all respects and either does not contain any adverse remarks
or the adverse remarks have been duly communicated and the fact of communication recorded
in the report, wherever it contains adverse remarks.

30.

32.

31.

In order to avoid delays in convening DPC's for various purposes by the authorities concerned for
want of CR flles which might have been sent outside for some purpose, instructions have been
issued by the DAR that either CR files should be maintained in duplicate or whenever the file is
required by other offices only photo-stat copy of the file should be sent and the original retained
with the officer concern. However sufficient safeguards would have to be taken to ensure that the
confidentiality of the Character Roll i_s not lost. In AIR except for CIS offices only one copy of CR
is at present prepared and hence the second alternative viz., taking a photo-stat copy may be
followed. For new entrants CRs may be prepared in duplicate.

Inspection of CR's

The annual Confidential Reports maintained by different Stations/ Offices will be scrutinised by
the Inspection Party of the Directorate General to see whether the reports are written/ reviewed as
per instructions, adverse remarks, if any have been communicated promptly and whether the
movement register is maintained properly

Completion Certificate

(i) The authority who is required to maintain the Character Rolls should send to the
Headquarters an annual stafement by 3lst May of every year certifiying the following:

(ii) that reports on all the employees under his control have been written and filed in their
respective Character Rolls;

(iii) that there were no adverse remarks in any of them except in the reports on

l .
2.
3. and so on; and

(iv) that the adverse remarks in the reports on the above named employees have been
communicated to them and that their respective acknowledgements of such communication
obtained.

Authority: DGAIR Circular Letter No. A-28011/12184-Yig. dt. 7.1.85

Procedure for writing the Confidential Reports-Preparation of Schedule indicating the designations of
the Reporting and Reviewing Officers in respect of various categories of Officers/Staff working
in/under DG:AIR.

Instructions for writing the Confidential Reports in respect of various categories of the staff working
in/.under the Directorate General, All India Radio are revised at times keeping in view the changing
infrastructure and expansion of this organisation. For a pretty long time the need to improve these
instructions have been felt as the Stations/ Offices were experiencing so many difficulties to stick to the
existing old instructions and were confused at times.

In order to avoid confusions and any incongruity in completing the confidential reports, a list has been

compiled and prepared in five Annexures (I to V) indicating the designations of the authorities

responsible for-writing and reviewing of the Confidential Reports in respect of all categories of the

officers/staff working in/under this Directorate in the following order:



t (
{0

ryafrfo-Ill = $fdffi €ef$
qrrr+,-Iv = fiftrqfflr eeFF
qqqrlq-\l = fflfqftf.F €ef6
s"ffi{-f€-vl = qTqkfiur €eF6'
q1cf,ffi-Vll = truqf<fiA €zF['

sq{m mt qt<ftnefr fi q6-go qfr qft S{fua} +1 g+q \q yd * *1 n<vnmd kq qfi qr (fi I t 16
E{Tarq{ + qrft d+ fr ilrfrq t vqftrt qai tfr ffi wgfrfic*df *ttq+dqvtfu{fu{*'ftt

($ftr6n: alr+rvm!ft rgrftr+qlrfi *trt {qt \-28011/12z84-Riltrdr P<qi-6 ll.l.85)

qrflilEl0fthTflqffi-d



AIR MANUAL

Annexure-I I I

Annexure-IV

Annexure-V

Annexure VI

Annexure-VII

Programme Staff

Engineering Staff

Administrative Staff

Production Staff

Editorial Staff

46

One copy each of the above mentioned Annexures is sent herewith for information and strict compliance
to all concerned. This would be effective from the date of issue of this Memo. The status-quo would be
maintained with respect of the reports already completed.

Authority: DGAIR Memo. No.A-2801 ll l2l8+VtG. dt. I t- l-85
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Annexure I

TIME SCHEDULE FOR PREPARATION OF CONFIDENTIAL REPORTS

Date by which to be completed Date by which to be
if C.R. is written (for completed if C.R. is

Naturc of action C:lender Year (lst Jan. written for Financial Year
to 3lst December) (lst April to 3lst March)

47

l .  2 .

l. Distribution of blank CR forms to all 3lst December. (This may 3lst March. (This may be
concerned (i.e. to officer to be reported be completed even a week completed even a week
upon where self-appraisal has to be earlier). earlier).
given and to reporting officers where
self-appraisal is not to be given).

' 2. Submission of self'appraisal to reporting l5th Jan. 15 April
officer by officer to be reported upon
(where applicable).

3. Submission of report by reporting officer
to reviewing officer.
Where self-appraisal by officer reported 6th Feb. 7th May
upon is prescribed.
Where self-appraisal by officer reported 2lst Jan. 2lst April
upon is not prescribed.
Where officer reported upon is himself a 2lst Feb. 22nd May
a reporting officer for subordinates under
him.

4. Report to be completed by Reviewing 22nd February where the 23rd May where the due date
Officer and sent to Administration or due date for reporting for the reporting officer
CR Section/Cell. officer is 6th Feb. is 7th May

4.3.

r'

I
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4.3.2.l .

6th February where the
due date for the reporting
officer is 2l Jan.

7th May where the due date
for the reporting officer is
2l st April.

8th March where
date for reporting
is 2lst Feb.

5th June where the due
date for reporting officer
is 22nd May.

the due
officer
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Annexure II

(See Para 26)

HISTORY SHEET

49

A-To be filled by the oflicer

l. Name (in full).

2. Father's name.

3. Date of birth.

4. Place of birth.

5. Home Village/Town (in accordance with MHA O.M. NO.43l l/55-Estt. (A) Pt.II. dated I t.10.56).
6. Whether belongs to Scheduled Castes/ Scheduled Tribes

(if so, exact caste or tribe to be specified).

7. Educational Qualifications:

(a) (b) (d)(c)

Degree of Examination University Year Division or Distiction
obtained, if any

8. Details ofQualifications in Hindi or other special qualification (e.g. Science, Commerce, Accounts
etc.) if any:

(a) (b) (d)(c)

Examination passed University or other
recognised Institution

Year Division or
Distinction obtained.
if any
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d(r
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q{ dpfiil iFr (rrr Ed qfr +t{ d

( l ) (2) (3) (4)

ftqrfr :winotqt"tF"iqftr+Ifi(dorddaA,qktt*+frr<isRqd€qd{-eT{Tfrq{€*sdf *{*gqtftstw
{dftrd qfffi fr cr{frJ wmn d il€ftt |M qrfi qBql
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B-TO BE FILLED BY
f. Brief Record of service:

THE DEPARTMENT/OFFICE
50

Appointment held
(and scale of pay)

Department/ Office Period
From To

II. Details of approved courses of training/study, including refresher
departmental examination passed, if any.

courses undergone or

Particulars of
study/ training
examinations

the Course of
of department

Whether completed
successfully
or passes

Details. of Distinction
obtained or special
commendations received.
i f  any.

III. Details of qualif ications in Hindi
Accounts etc.) acquired, i f  any.

or other special qualif ication (e.g. in Science, Commerce,

Examination passed Name of authority
conducting the
examination

Year of
examination

Class of
Distinction
if  any

Note : A passport size photograph of the officer concerned should be affixed-at the right hand top corner of the History Sheet,placed at the beginning of the cR Dossier in so far as Group .ai ori""r. are concerned.
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statement showing the Reporting and

working in All India Radio

ANNEXURE III (PROGRAMME)

Reviewing Authorities in respect of Programme officers

Reporting Officer Reviewing Officer
Sl. CategorY of Post

No. (Designation)

GROUP- .A '
I .  PROGRAMME OFFICERS

A. In Headquarters

l.  Director General

2. Addl. Director General

3. Dy. Direbtor Generals

except DY. Director General (A)

and DY. Director General (S)

4. Director of Programme (PolicY)

5. Director, PP&D

6. Director of Programme
( DeveloPment)

7. Director of Programme (S'W')

8. Director of Programme (Com')

g. Director of Programme (Music)

10. DP (CommunitY (singing)

I  l .  Dy.  Director  (L iason)

12. Director of Programme (P'R)

13. Planning Off icer ( Prog')

14.  Director  (Farm & Home)

Joint Director (FamilY Welfare)

Joint Director (Farms & Home)

SecretarY

Director General

Addl. Director General

Dy. Director General concerned

Addl. Director General will add

his remarks as Co-Reporting Officer

Director, Farm & Home

Dy. Director General (Adm')

Deputy Director General concerned

Addl. Director General will add

remarks as Co-RePorting Officer

Minister

SecretarY

Director General

Director General.

Dy. Director General

concerned

Director General

Director General

1 5 .

1 6 .

17. Director of Programme (Personnel)

18.  Director ,  STI(P)
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27. $6F{EF' EFrqiFq Frtqr{ (sqFte erd{)

28. varrffi EFrqhq Frtqr+ (atk€ rqrt"r)

29. v6r{fr mqqT srftffirft (+,rf*'q)
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19. Dy. Director, ST(P) Director, ST(p) Director General
Dy. Director General incharge of
ST(P) at Hqs. will be the Co-
Reporting Officer

20. Instructor(P) Dy. Director;'STl(p) Director, ST(p)
21. dsstt. Director, STI(P) Dy. Director, ST(p) Director, STI(P)
22. Asstt' Dir' of Programme (Music) Director of Programme (Music) Dy. Director General

concerned

23. Asstt. Director of Programme Director of programme (Dev.) -do-
(Development)

24. Asstt. Station Director Dy. Director General Addl. Director General
(lnspection) (lnspection)

25. Asstt. Dir. of Programme (Policy) Director of Programme (Poiicy) Dy. Director General
concerned or ADG

26. Asstt. Dir. of Programme (PR) Director of Programme (PR) Dy. Drector General
concerned or ADG

27. Asstt. Dir. of Programme (S.W.) Director of Programme (S.w.) Dy. Director General
concerned or ADG

28. Asstt. Dir. of Programme (EB) Director of programme _do_

29. Asstt. Planning officer (Programme) Planning officer (Programme) Dy. Director General
concerned or
Addl. Director General

30. Asstt. Director of Programme (Per) Director of Programme (per) Dy. Director General
(Admn.)

B. Audience Research Unit

l. Director (Audience Research) Addl.Director General Director General
2' Dy. Director (Audience Research) Director (Audience Research) Addl. Drector General
3. Audience Research Officer -do- -do-

C, f,xternal Services Division

l' Director, ESD Dy. Director General concerned Director Generai
Addl. Director General to add his
remarks as Co-Reporting Officer

2. Addl. Director, ESD Dy. Director General concer'hed. Director General
Addl. Director General to add his
remarks as Co-Reporting Officer

3. Deputy Director, ESD. Addl. Drector, ESD./Dir. ESD Dy. Director General
will add his remarks as Co- concerned
Reporting Officer

52
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4. ASDs in ESD Dy' Dir" ESD' Dir' ESD' will add -do-

his remdrks in same Part'

D . T & P E S

l. Director, T&PES Dy' Director General concerned Director General

Addl. Drector General will add

his remarks as Co-RePorting
Office

2. Asstt. Station Director, T&PES . Director' T & PES Dy' Director General
concerned

E. A.I.R. Stations (Except C'B'S' Centres)

l. Station Director

2. Asstt. Station Director

Dy. Director General concerned/ Director General

Addl. Director General

Station Director Dy. Director General

concerned / Addl. Director

General

F. C.B.S. Centres

l . s t a t i o n D i r e c t o r ( C o m . ) D y . D i r e c t o r G e n e r a l ( C o m ' ) / D i r e c t o r G e n e r a l
Addl. Director General is to
add his remarks as Co-
RePorting Officer

2. Asstt. Station Drector (com.) Director of Programme (c) Deputy Director General (c)

3. Director of Sales, CSU Dy. Director General (Com)/ Director General

Addl. Drector General to add
his remarks as Co-RePorting
Officer

4. Dy. Director of Sales, CSU Director of Sales Dy' Director General (Com')

5. Dy. Director, Vividh Bharti -do- -do-

G. Regional DDGs Office

l. Dy. Director General of Regions Addl' Drector General Director General

2. i Asstt. station Director in the Dy. Director of the region Addl' Director General

\ office of Regional DDG concerned

/
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GROUP-'A'
II. PROGRAMME OFFICERS
A. Programme Executives (Except C.B.S. Centrer) u' 'king in AIR Stations *

l. With Station Director and Asstt. Assi ,,,,i,'"rit Director Station Director
Station Director

2. With Station Director and without Station Director Dy. Director General of the
,dsstt. Station Director region concerned or Addl.

Director General at Hqrs.
as the case may be

3. Without Station Director and with Asstt Station Director Dy. Director General
Asstt. Station Director concerned./Addl.

' Director General

B. PROGRAMME EXECUTIVES IN C.B.S. CENTRES

l. Headed by Station Director Station Director (Com.) Dy. Director General (Com.)

2. Headed by Asstt. Station Director Asstt. Station Director (Com.) Director of Programme (C)

C. INVITATION & HOSPITALITY Director of Programme (PR) Dy. Drector General
OFFICER AT THE HEADQUARTERS concerned

D. FARM RADIO OFFICERS
' L Working at Station where Asstt. Station Drector Station Drector/ Director,

both Asstt. Station Director F&H in Hqrs. will add his
and Station Drector are in remarks in the same part as
position Co-Reviewing Officer

2. Working at Station where Station Director (Director, F&H Dy. Director General
there is no Asstt. Station will add his remarks as Co- concerned
Director in position Reporting officer at Hqrs.)

3. Working at Station where Asstt. Station Drector Director, Farm. & Home
, there is nci Station Director

4. Working in Hqrs. Joint Director, Farm & Home Director Farm & Home

E. EXTENSION OFFICERS

L Working at Station where Asstt. Station Director Station Director (Jt. Dir.
: both Asstt. Station Director FW will add his remarks

and Station Director are in in the same part as Co-
position Reviewing Officer

2. Extn. Officers Working at Station Director (Jt. Director, Dy. Director General
Station where there is no F.W. in the Hqrs. will add his concerned
Asstt. Station Director remarks as Co-Reporting

Officer)
r

3. Working at Station where Asstt. Station Director Jt. Director (F.W.)
there is no Station Director
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III. GRoUP .c'PR0GRAMME OFFICERS:

I. TRANSMISSION EXECUTIVES

(a) At All India Radio Stations

(b) Working in ESD

(c) Working in C'B.S. Centre

(i) Where Asstt. Station Director

is the Head of CBS Centre

(ii) Where Station Director is

Head of CBS Centre

FARM RADIO REPORTER

(a) Station where Asstt. Station

Director is in Position

(b) Station where Asstt. Station

Director is not in Position

FIELD REPORTERS

(a) Station where Asstt. Station

Director is in Position

(b) station where Asstt. Station Director

is not in Position

2.

Programme Executive

Programme Executive

-do-

-do-

Farm Radio Officer

-do-

Extension Officer

-do-

55

Asstt. Station Director/

Station Director where

there is no Asstt.

Asstt. Station Director/

DDES in ESD

Asstt. Station Director

(Commercial

or

Asstt. Station Director

Station Director (c)

Asstt. Station Director

Station Director
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ANNEXURE IV

STATEMENT SHOWING THE REPORTING AND REVIEWING AUTHORITIES IN
RESPECT OF THE ENGG/TECH STAFF WORKING IN AIR

Sl. Category of the Post
No.

Reporting Officer Reviewing OfficerI
t 2

ENGINEERING AND TECHNICAL STAFF

I{A) GROUP'A' ENGINEERING OFFICER IN HEADQUARTERS

l. Engineer-in-Chief Director General Secretary

2. chief Engineer (Maintenance) Enginer-in-chief Director General

3. Director (Engineering) Chief Engineer (Maintenance) Engineer-in-Chief

4. Asstt. Director (Engineering) Director (Engineering) Chief Engineer (Maintenance)

5. Director (Engg.) (F.A.) Chief Engineer (Maintenance) Engineer-in_Chief

6. Dy. Director (Engg.) (F.A.) Director (Engg.) (F.A.) Chief Engineer (Maintenance)

7. Asstt. Director (Engg.) (F.A) -do- _do*_

8. Dy. Director (Community Listening -do- *do_

9. Director (Engg.) (Tape Recording) Chief Engineer (Mainterrance) Engineer-in-Chief

10. Asstt. Director (Engg.) (Tape Director (Engineering) Chief Engineer (Maintenance)
Reccording (Tape Recording)

I.B PLANNING AND DEVELOPMENT UNIT

(Comprising Co-ordinator,
estimates, pur'chase, transmitter-
design, Studio design, Broadcast-
Reception, Survey Unit, etc. under
over all charge of Chief Engineer
(Development)

t. chief Engineer (Development) Engineer-in-Chief Director General

2. Director (Engineering) Chief Engineer (D) Engineer-in_Chief

3. Dy. Director (Enge.) Director (Engg.) concerned Chief Engineer (D)

4. Asstt. Director (Engg.) -do- -do-

5. Dy. Director (Engg.) (tnspection) Director (Engg.) (purchase) -do-

r
I
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I .C NON-LAPSABIE FUND CELL

l .  Chief  Engineer (NLF)

2. Director ( Engineering)

3.  Dy.  Director  (Engg.)

4.  Asst t .  Di rector  (  Engg.)

Enginee r- in-Chief

Chief  Engineer (NLF)

Director  (Engg.)  (N)

-do-

Director General

Enginer-in-Chief

Chief Engineer (N)

-do_-

I-D PROJECT CELL (Super Power transmitters, Project Cell)

l. Chief Engineer (Project) Engineer-in-Chief Director General

2. Director (Eneg.) (Project) Chief Engineer (Project) Engineer-in-Chief

(Medium Wave)

3. Director (Eneg.) (Project) -do- -do-

(Short Wave)

4. Dy. Director (Engg.) (Project) Director (Eneg.) (Project) Chief Engineer

concerned

5.  Ass t t .  D i rec to r  (Engg. )  -do  do-

I-E TELECOMMUNICATION CELL (Under Charge of CE (Maintenance)

l.  Director (Engg.) Chief Engineer (Maintenance) Engineer-in-Chief

2. Dy. Director (Engg.) Director (Engg.) Chief Engineer (Maintenance)

I-F CENTRAL STORIES, NEW DELHI (Under Charge of CE (Maintenance)

l.  Stat ion Engineer Director (Engg.) (Hqrs.) -do-

2. Asstt.  Stat ion Engineer Stat ion Engineer -do-

r-G RESEARCH & DEVELOPMENT DMSION (R&D)

l.  Chief Engineer (R&D) Engineer-in-Chief Director General

2. Research Engineer (Radio) Chief Engineer (R&D) Engineer-in-Chief

3. Asstt. Research Engineer Research Engineer concerned Chief Engineer (R&D)

4. Research Officer -do- -do-

I-H STAFF TRAINING INSTIIUTE (TECHNICAL) (Under Charge of Chief Engineer Training)

l. Chief Engineer, STI (T) (Training) Engineer-in-chief Director-General

2. Director (Engg.) STI (T) Chief Engineer (Training) Engineer-in+hief
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3. Dy. Director (Engg.) Director (Engg.) Concerned Chief Engineer (Training)

4. Asstt. Director (Engg) --do- -do-

I-I FIELD OFFICES OF AIR. (Four Zonal Chief Engineers designated as CE (North), New-Delhi/CE (South), Madras/CE

(East) Calcuttt/CE (West), Bombay

t. Chief Engineer (Zonal) Engineer-in-Chief Director Ceneral

2. Director (Engg.) Chief Engineer (Zonal) Engineer-in-Chief

3. Dy. Director (Engg.) Director (Engg.) concerned Chief Engineer (Zonal)

4. Asstt. Director (Engg.) -do- -do-

I-J A.I.R. Stations (including HPTs) headed by Slperintending Engineer and where Station Engingineer is also there

t. Superintending Engineer Chief Engineer (Zonal) Engineer-in-Chief

2. Station Engineer Superintending Engineer Chief Engineer-(Zonal)

3. Asstt.  St?rt ion Engineer -do- -do-

I-K A.I.R. STATIONS

Headed by Station f,ngineer

l.  Stat ion Engineer Director Engg. (M) of Chief Engg. Chief Engineer (Zonal)
(Zonal) Office

2. Asstt.  Stat ion Engineer Stat ion Engineer -do-

I-L A.I.R. STATIONS (headed by Asstt. Station Engineer or where there is no Station Engineer in position)

I.  Asstt.  Stat ion Engineer Director (Engg.) (M) (He should
wrrte CR of ASE keeping in vtew
the remarks of Head of Office - do-
( Prog. Officer) communicated demi-offi cially)

I.M CIVIL CONSTRUCTION WING

l. Chief Engineer (Civil) Engineer-in-Chief Director General

2. Engineer Officer to CE (Civil) Chief Engineer (Civil) Engineer-in-Chief

3. Superintending Engineer (Civil)/ -do- -do-

Senior Architect
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