FORMAT OF ANNUAL CONFIDENTIAL REPORT FOR GROUP ‘C’ OFFICIALS
(EXCLUDING TECHNICAL PERSONNEL)


SECTION-I

PERSONAL DATA
(To be filled in by the Official reported upon)


Annual Confidential Report from _________________________________to ______________________________

1)	Name of Official (in capital letters)		:	________________________________________

2)	Present post held				:	________________________________________

3)	Date of continuous appointment		:	________________________________________
	to the present post

4)	Date of Birth					:	________________________________________

5)	Reporting, Reviewing and accepting Authorities:

	
	Name & Designation
	Period worked

	Reporting Authority
	
	

	Reviewing Authority
	
	

	Accepting Authority
	
	



6)	Period of absence on leave, etc:

	
	Period
	Type
	Remarks

	On leave (Specify type)
	
	
	

	Others (specify)
	
	
	



7)	Training programmes attended:

	Name of training programme (s)
	Period of Training
	Name of Institute

	
	
	

	
	
	

	
	
	






SECTION – II

SELF APPRAISAL
(To be filled in by the Official reported upon)


1.	Brief description of duties and responsibilities (about 100 words):
















2.	Please provide brief resume of work done by you during the reporting period 	bringing out any special achievements during the period (about 300 words):



















Date : ____________________	Signature			:	________________________________

				Name (in block letters)	:	________________________________

				Designation			:	_______________________________
