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observed that shorter cycles are preferred, so that they can motivate their employeesmore frequently to perform better.
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Transport Commissionerate
Kerala, Thiruvananthapuram
Dated.22.10.2011 .

From » . . = _
The Transport Commissioner,
Trans Towers,

: Thiruvananthapuram.
g 1+ et
All Deputy Transport Commissioners
All Regional Transport Officers
All Joint Regional Transport Officers’
Sir,

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

Ref: G.O (P) No.344/66/PD dated.22.08.1966.

In the Government Order read above, the procedure regarding the mode of preparation
and maintenance of Confidential Reports was presc-rii:ed. Later on various amendments were
also issued. The following instructions are hereby issued for the guidance of Reportees ,
Reporting Officers and Reviewing Officers, : ‘ .

The Heads of the Offices should regard it as his personal and special responsibility to
ensure that Annual Confidential Reports are properly maintained in respect of all Officers
working under his/her direct control. The Reporting Officers and Reviewing Officers for

-preparing Annual Confidential Reports in the department shall be as follows;

p Transport Commissionerate

Designation Reporting Officer- | Reviewing Officer Custodian Officer
| Head Accountant Accounts Officer Senior Finance Officer Additional Transport |
Pt ; ’ Commissioner
Assistant Motor Vehicles- § Motor Vehicles Inspector Assistant Transport Additional Transport
Inspector ; | Commissioner Commissioner
Junior Superintendent/  |Joint Transport Commissioner Additional Transport Additional Transport
Senior Superintendent BeniorDeputy Transport Commis | Commissioner/Transport Commissioner/
kioner{Taxation)/Senior Administ | Commissioner { Transport- !
tative Officer/ Senior FinanceOffic Commissioner
t:rf Assistant -Transport
ommissioner
Motor Vehicles Inspector | Assistant Transport | Senior Deputy Transport | Transport
| | Commissioner Commissioner Comimissioner
) | : :




|

: s ol
Assistant S.etnm-y.atake Assistant Transport - Joint Transport :f‘l"snspm':
Transport Authority Commissioner Commissioner Commissioner
| Assistant Transport Joint Transport Commissioner . | Transport Commissioner | Transport
Cammia_sx‘-oner P ’ Commissioner
“Senior Deputy Transport- .f'm.nsport Commissioner .Secretarjf (Transport) Transport '
Commissioner (Taxation} ik e Commissioner
Joint Transport Transpert Commissioner Secretary (Transport) 1 Transport
Comimissioner - ; % Commissioner
Deputy Transport Commissioner's Offices .
'| Head Clerk Joint Regional Transport Officer Deputy Transport Additional Transport
: (Administration) Commissioner Commissioner
Assistant Motor Vehicles - | Motor W;_hiclcs _ihspecﬁo: Dcputy"l'rnmtpon : ,
Insapector : Commissioner Additional Transport
Motor Vehicles Inspector/ | Joint Regional Transport Officer Deputy Transpert Transport -
Senior Superintendent (Administration) Commissioner Commissioner
{Aecounts) :
Jaim Regional T 'sﬁnn Deputy Transport - ' Senior De'jmty' Transport | Transport
Officer (Admunistra n) Commissioner Commissioner Commissioner
Deputy Transpor - Senior Deputy ?Eahsport - ' Trans'p&n Commissioner | Transport
Commiasioner Commissioner (Taxation) Commissioner
Pt : _ Regional Transport Offices | )
Hesd Clerk/HeadAccount | Joint Regional Transport Officer Regional Transport Additional Transport
ant/Public Relations Offic | ; Officer CommisSioner/
er/JuniorSuperintendent Transport - :
/8enior- Superintendent Commissioner
| Assistant Motor Vehicles - | Motor Vehicies lnﬁpécwrgsmior Joint Regional Transport | Additional Transport
inspector most in the Office) Officer : Commissioner
Motor Vehic;ies Inspeétor Jaiﬁzﬁegjmial Transport Officer Ref;ionﬁn‘ranapon Officer | Transport
; 3 i Commissioner
I : . - ;
| Joint Regional Transport | Regional Transport Officer Deputy Transport- ;
| Officer Commissioner Transport
' Commissioner
Regional TranspartOfficor DeputyTransport Commissioner | Senior Deputy Transport
- Transport Commissioner Commissioner
(Taxation) ;
L
Head Clerk /Head ’ Jaint Regional Transport Officer Regional Transport | Additional Transport
Accountant/Junior 2 ; Officer 7 Commissioner
Superintendent




The Confidential Assistant of 'l‘mnsport Commlsmoner shall keep in safe custody,the
Confidential Reports of Officers of and above the rank of Motor Vehicles Inspectors and
Confidential Assistant of Additional Transport Commissioner that of Head Aocountants/l—lead

Clerks/Public Relations Officers, Assistant Motor Vcl'ucics Inspectors and Junior
Superintendents :

v

 The contents of this letter should be brought to the notice of all the concerned Officers .
Non-observance of the above instructions will be viewed seriously and action will be taken
against those who are responsible for any lapses.

Yours faithfully

@ el 5;';':’
Senior Administrative Officer
1 For ‘g;a/nsport Commissioner

3
Tl
Copy to: CA ta TC, Joint TC, SemorDTC(Tax} Senior A. O Semor F.O, Senior L.O, Asst TC :

Accounts Officer ,for compliance.,




No. A6/18578/TC/2011 Transport Commissionerate
Kerala, Thiruvananthapuram
Dated: 05.12.2016

From
The Transport Commissioner,
Trans Towers,
Thiruvananthapuram.

To
All Deputy Transport Commissioners
All Regional Transport Officers
All Joint Regional Transport Officers.
Sir,

Sub: Motor Vehicles Department — Estt — Confidential Report of Staff of Motor
Vehicles department - Mode of Preparation — Instructions issued — Reg.

Ref: 1) G.O (P) No. 344/66/PD dated.22.08.1966.
2) This office letter No.A1/18578/TC/2011 dated 22/10/2011

~In the Government Order read above, the procedure regarding the
mode of preparation and maintenance of Confidential Reports were
prescribed. Later various amendments were also issued. As per the
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 merely to screen an
officers potential for higher positions. It also aims at making the employee
do his present job better. The Confidential Report on Head Clerks/ Junior
Superintendents should be recorded in Ferm 11(A) as appended. The
Confidential Report on Senior Superintendents/ Accounts Officers/Junior
Executive Officers/Senior Executive Officers 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.



Responsibility for the maintenance of Confidential Report

The head of every Department /Office should regard it as his
personal and special responsibility to ensure of all persons working under his
direct or ultimate control. It is the duty of all officers at each level to
observe closely the work and conduct of those under their control and to

provide training and guidance where necessary.

Superior officers should see that no portion of a subordinator’s service

has been left uncovered.

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

capacity of the reportee within such a short period.

Where any period 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 a point of failure in his duty.

Particulars to be furnished in the Confidential Reports

The first page of the Confidential Report shall be filled up by the
Officer reported upon (Reportee) along with his/her Self Appraisal. The
reporting Officer shall mention the following specific details also in the
Confidential Reports;

(1)Rewards received by the Officers reported upon




(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.ll(A)
is for Junior Superintendent and Performance Appraisal Form 11(B) is
for Senior Superintendent /AMVI/MVI/JRTO/RTO/DTC. The Officers

reported upon must put their signature in the space provided.

The Technical abilities of Assistant Motor Vehicles Inspectors /
Motor Vehicles Inspectors should be assessed by a Technical 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.
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The contents of this letter should be brought to the notice of all the

concerned officers. Non-observance of the above instructions will be

viewed seriously and action will be taken against those who are responsible

for any lapses. '

Yours Faithfully
Sd/-
Senior Administrative Officer
For Transport Commissioner

Approved for Issue ' _ z
Gk ' -
. “$12 d
Senior Superintendent

Yeipie
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PREPARATION & MAINTENANCE OF CONFIDENTIAL REPORTS

1
PUBLIC (RULES) DEPARTMENT
G.0.(P)344/66/PD. Dated, Trivandrum, 22nd August, 1966.
Abstract:- Confidential Records on Government Servants — Mode of preparation
and Custody — Orders Issued.
Read:— 1. G.O. (P) No.82/60/PD. dated 29-01-1960.
2. Memorandum No.8828/60-1/PD.dated 08-02-1960.
3. G.O. (Ms.) No.672/60/Home dated 05-11-1960.
4. G.O. (Ms.) No.593/61/PD. dated 22-07-1961.
ORDER

In supersession of the orders read above, Government prescribe the instructions
in the Appendices to this order for the preparation and maintenance of Confidential
Reports on Government Servants.

2. The Superintendent, Government Presses is directed to print and keep in
stock adequate number of registers and forms mentioned for supply to the various
Departments on demand.

By order of the Governor,
N. M. PATNAIK,
Chief Secretary.
INSTRUCTIONS

1. Objects.— The primary aims of recording Annual Confidential Reports on officers
are to achieve an objective assessment of the capacities of the individual officer in the
performance of his duties and to forecast his capacity for different and more responsible
work, Such systematised reports are also designed to gear such assessments to a common
standard throughout the promotional area. With these ends in view it has to be ascertained
how far an officer is able to apply intelligently the law and procedure prescribed to cases
coming before him. His qualities of leadership, his behavioural pattern towards his
subordinates and superiors and the general public are also points of interest which have
to be noted. The report should also comment generally on the manner in which the officer
has discharged his various duties during the period under review and give an estimate of
his personality, character and ability, and in the case of an Officer of the Police Department
his capacity for supervising investigations and prosecutions. In regard to officers belonging
to Technical Departments, Education and Judicial Departments, their professional ability
and general reputation should also be referred to.

The object of the annual reports is not, however, merely to screen an Officer’s
potential for higher positions. It also aims at making the employee do his present job
better. Having assessed the qualities of a subordinate by reviewing his achievements and
capacities the Competent Authority should make an attempt to correct the deficiencies
observed with a view to improving him. This is essential for increasing the general
efficiency of administration as the vast majority of officers are of average abilities.

2. Period of Report.—(a) The report on Gazetted Officers should be recorded
in Form - A, appended. The forms for reporting on Non-Gazetted Officers and Last
Grade Servants are at Appendices B & C respectively. The reports should cover the
period from the 1st January to the 31st December in the case of all except All India
Service Officers. In regard to All India Service Officers, the period of report shall be
from the 1st April to the 31st March.
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(b) 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 June and 31st December each year to be submitted to higher
authority within one month. The period of half-yearly reports in the case of Officers
belonging to the All India Services shall be for the half years ending 31st March and 30th
September to be submitted by 1st 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 results 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 officer will
not be in a position to assess correctly the capacity of the reportee within such
a short period. As promotions to selection posts are on a comparative assessment
the need for full and complete reports cannot be over emphasised. Where any period
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 subordinates should be mentioned in the
Confidential Report on the reporting officer as a point of failure in his duty.

4. Preparation.— The following points should be noted while preparing a
report:—

(i) The report should be written or typed by the Officer himself: if typewritten
the officer should certify that he typed the report himself. The name of the Officer
writing the report should be written in block letters below his signature. His
designation should also be indicated.

(ii) 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.

(iii) 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 Jjudgment
of the immediate superior, even though aimed at being as completely fair and unbiased
as possible, may 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 conduct of the reportee, He should exercise
positive and independent judgment 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 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 assessment. These
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instructions should not be regarded as limiting the freedom of the reviewing officer to
make any additional remarks touching on points not mentioned by the reporting officer.

endorsement of the views expressed by the Officers below.

(iv) The entries in the Confidential Reports should be descriptive,

(v) In the case of Last Grade Servants, only general descriptive remarks on
the personnel with details of adverse remarks, if any, need be entered. The confidential
records of these staff need not be passed on for countersignature.

(vi) Reporting Officers should not refrain from recording in the confidential
reports all relevant observations and opinions which they might have formed, as it is

As far as possible, reporting officers should try to advance specific instances of reasons
to justify their observations, Colourless entries like ‘Satisfactory’, ‘fair’, etc., only defeat
the purpose for which confidential reports are maintained and should be avoided
as far as possible. Reporting Officers should deal with both the good points and
shortcomings of the officer in a clear and lucid manner to enable a correct assessment
of his character, ability, etc. Appendix gives the details of the authorities who are to
initiate, review and keep the confidential reports on the various categories of officials.

(vii) When an Officer is transferred during the middle of a year, a report or note
should be prepared and forwarded to the Officer to whose administrative control the
Officer is transferred to be completed at the end of the year.

(viii) As the District Collector is recognised as the Chief Representative of
Government in his District and is expected to supervise, direct and co-ordinate the
activities in respect of development work in his district, confidential reports in respect
of all District Officers unless otherwise specified, should be written by him. He may give
independent reports based on his general impression in the case of District Officers
who are not administratively directly under him. The confidential reports written by
Regional Departmental Officers need not be routed through the District Collector. This
will enable the Head of the Department to have a detailed appraisal of a District
Officer’s work by the Regional Officer of the Department and a parallel general appraisal
by the District Collector. It is not necessary for the District Collector to report on those
below the rank of District Heads or those in charge of special institutions like Principals
of Colleges, etc., but he should always have the discretion to send a note on any Officer
of the District except Judicial Officers. Such reports shall form part of the Confidential
Record of the Government servant concerned,

(ix) A Reporting Officer when he proceeds on leave or is transferred or retires

every officer directly subordinate to him. The record should as far as possible contain
the Reporting Officer’s opinion in regard to all the points prescribed in this Circular.
This opinion should be incorporated in the annual confidential report. If the reporting
officer has held charge for more than four months, the record should itself be
made on the form of confidential report prescribed.
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(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.

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

(g) The fact of communication of all remarks and the manner of communication
should be recorded in the personal file. Acknowledgments should be obtained 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 is
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 liable for disciplinary action.

9. The following procedure may be adopted in dealing with representations
from the Government servants against adverse remarks communicated to them:i—

(i) 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
frivolous 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 toned 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
that 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
action, he should bring it to the notice of the Head of the Department or Office if
he himself does not occupy that position. It is 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 be kept in the Confidential Records.

(vii) There is no scope for correspondence between the reviewing officer, the
reporting officer and the officer reported upon except the representations made.
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10. Personal Data of Government employees.— All future employees under
State Government except Last Grade Servants on first appointment to Government
seswice should furnish information in respect of their close relations in the pro forma
& &nd it should be added to the C.R. of the employees concerned, Any change in the

Erticulars given in the pro forma should be furnished by the Official at the end of each
== 1o the Head of Office/Department where he is employed. The Head of Office/
sertment will incorporate the information in the C.R. and keep it up-to-date,

11. Confidential Reports on Officers on deputation to another Department
en foreign service with Government of India, other State Governments,
=rnment Owned Companies, etc.— The Confidential Reports on officers on
Sutation to another Department of Government should be continued to be maintained
# the parent Department. In such cases the Reports should be prepared in duplicate by
e Department where the official is on deputation and one copy thereof sent to the
srent Department and the du plicate retained by the custodian of the Department where

s on deputation. When the deputation is terminated all the duplicate copies of the
®orts on him should be sent to the parent Department for custody.

In respect of Officers on service with the Government of India, other State
ments, Companies etc., the confidential reports should be duly obtained

= the Governments or Companies, as the case may be, and kept along with the
s=fidential Records on the Officers.

12. Confidential reports on retired and deceased Officers and their dis-
H— Confidential reports or copies thereof should not be given to a retired officer or
son who has relinquished Government service. But if a request is received there is
= abjection 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
=mod of two years from the date of his death and that of a retired Government servant
== 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
mnels but need not be recorded in the form for annual confidential reports and
suld be confined to the question or questions raised.

(i) A superior officer may, at any time, of his own accord forward a report
an Officer working under him should be consider that the conduct of an Officer
=es such action necessary. Such reports should also be submitted through the
=scribed channels.

(ili) Any special reports required about an Officer’s fitness for promotion or
iBeut his conduct may be included in the confidential report at the discretion of an

=cer in whose custody the confidential file is kept.

14. Date of submission.— The reporting officer will forward the annual report
#= Ris subordinate by the first February following the year reviewed and the half-

¥ the period of report. All such reports shall reach Government within two months
expiry of the period of report.] This time limit has to be strictly followed and the
smiidential reports in final form should be made ready by the end of February.

15. Register to watch disposal of reports.— A register in the following form
& 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:
-_" Frovision amended vide G.0.(Ms.)331/69/PD. dated 04-1 1-1969 see G.O. on page 99.
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16. Miscellaneous.— (i) Restriction in handling.— Custodian Officers
should ensure that subordinates in administrative posts do not have access to the
Confidential Reports on themselves, their seniors or of officers of equal rank.

(if) Open certificates.— Excepts as provided in para 12 above, open
certificates by superior officers should on no account be issued to subordinate officers.
2
PUBLIC (SS) DEPARTMENT
CIRCULAR MEMORANDUM
No.13362/882/67-1/PD. Dated, Trivandrum, 27th February, 1967.
Sub:i— Confidential Reports — Communication of adverse remarks — Regarding.

Para 7of the instructions regarding mode of preparation and custody of
Confidential Reports issued with G.0.(P) 344/66/PD. dated 22-08-1966 stipulates
that while recording adverse entries in the Confidential Reports, the Reporting
Officer should give an indication of the efforts he had made by way of guidance,
admonition etc., to get the defects removed and the results of such efforts. It is also
laid down that where an adverse entry is made, the reporting officer should
certify that the defects have been brought to the notice of the Subordinate
Officer. Adverse entries should normally refer only to defects which persist
despite the efforts of the reporting officer to have them corrected. All reporting
officers are requested to ensure that these instructions are carefully and scrupulously
followed in all cases of adverse comments in the Confidential Reports on their staff,

as otherwise the entries in certain cases are liable to be expunged.
N. M. PATNAIK,
Chief Secretary.
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GOVERNMENT OF KERALA

Abstract

Confidential reports on Government Servants—Preparation a.nii
Maintenance of-—Amendments to the Instructions '
issued—Clarifieation—Issued.

PUBLIC (MISCELLANEOUS) DEPARTMENT

G. 0. (P) No. 360 Dated, Trivandrum, 3rd December 1968

Read.—1. G.O. P. 344|PD dated 22-8-1966.
2. G.O. P. 242|PD dated 29-7-1968,

. ORDER

In sub-para (ii) of para 2 of the G. O. P. No, 242 dated 29-7-19
it has been ordered that as soon as the confidential report ¥
writien by the reporting officer and reviewed by the reviewi’



officer it should be shown to the officer concerned and his acknow-
ledgement obtained on it. In sub-para (iii) of para 2 of the same
G.O. it has been ordered that if any representation is received
from the officer regarding the report, it should be filed along with
the report together with any comments that the reporting|
reviewing officer may have to make on such representation and
that the acknowledgement of the officer concerned on these further
remarks made by the reporting|reviewing officer will also be obtained
as proof that he has seen them. In para 3 of the G. O. it has been
ordered that these modifications will apply to all confidential
reports written from the year 1968 onwards in respect of State
Government employees.

2. Government are pleased to issue the following clarifications
for guidance in following the modified procedure:—

(i) The confidential report, or the further comments on
the representation of the officer on his confidential report, 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
successor in office,

(ii) If the officer concerned is transferred and it is not
possible for the reporting officer or his successor in office to show
the confidential report or the further comments on his representa-
tion on the report, fo him in person, it should be sent by registered

' Dpost to the reporting officer concerned under whom the officer is
- working who should show the same to the officer and obtain his

acknowledgement on it and return it by registered post to the
officer who forwarded it.

(iii) The above procedure should be completed before the
tonfidential report is forwarded to the custodian officer for safe-
Custody.

(iv) The above procedure should be followed in respect or

-2l confidential reports written from 1-1-1968 onwards irrespective

of the periods to which the reports relate.

By order of the Governor,

G. SURKUMARAN NATR,
Deputy Secretary,



.GOVERNMENT OF KERALA
Abstract
- Confidentiai-Records on Gov.e_rnmeﬁt-.Servants———-Preparation and

Maintenance of—Amendments to the instructions—
by Issued.

(MISCELLANEOUS) DEPARTMENT
G. 0. () No. 3. ' Dated*Trivandrim, 3rd January, 1969

PUBLIC

_..

Read—G. O.P. No. 242/PD dated 29th July, 1968,
ORDER

~In the G.O. read above Government have issued amendments
to the instructions for the rpreparation and maintenance of confi-
dential records on:Government servants. In para 2 (1) of the
G.O. Government have ordered that no confidential reports will
be maintained in respect of categories of staff not eligible for appoint-
ment by seleetion to a higher post, and whose promotion can be
only to a non.selection post.

2. . It has since come to the notice of Government that there are

-certain’ selection posts which at present do not form feeder cate-
gories for any - selection post. -Government have, therefore,
~examined the 'question whether confidential reports should be
maintained in respect of all the categories of officers holding
selection posts irrespective of the fact whether the posts held by
-them are feeder categories to:a higher selection post or not.
Confidential records have to be maintained for the feeder categories
to these posts and these posts may also be declared as feeder
categories to other selection posts in future even if they are not
so at present.. Government are,therefore,. pleased ,to order that
Confidential Reports shall be maintained for all selection posts
irrespective of whether the . posts from feeder categories to any
other selection post or not.

3.  The G.O. read above is modified accordingly.
' By order of the Governor,”

G. SURUMARAN NAIR ,
Deputy Secretary.



GOVERNMENT OF KERALA
Abstract |

Confidential reports on Government Servants—Preparation and
Maintenance of—Amendments to the instructions—
YA  Issued ' _
mEmemmemEon s wememmwer wel o v e S i T S O s

PUBLIC (MISCELLANEOQUS)- DEPARTMENT

G. O. (P) No. 41, " Dated, Trivandrun, 29th january“lQGQ‘

Read.—1. G.0.P. No. 344[PD dated 22-8-1966.
-2, G.O.P. No. 242|PD dated 29-7-1968.
3. G.O.P. No. 360|PD dated 3-12-1968.

ORDER

In the G.O. read as 2nd paper above Government have issued
amendments to the instructions for the preparation and maintenance
of confidential records on Government servants. In paragraph 3
of G.O.P. No. 242|PD dated 29.7-1968, it has been ordered that
the modifications will apply to all confidential reports written from
the year 1968 onwards in. respect of State Government -employees,
In the G. O. read as 3rd paper certain -clarifications were issued
for guidance in following the modified procedure. In sub-para (iv)
of para 2 of the G.0." dated 3-12-1968-it was clarified that the
modified procedure should be followed in respect of all confidential
reports written from 1-1-1968 onwards irrespective of the periods
to which the reports relate. ' ’ ,

2. Tt has since come to the notice of Government that by the
time these orders were issued, the confidential reports on most of
the officers for the year 1967 were received and further action
Wherever necessary was taken and that the actual implementation
of the modified procedure in respect of confidential reports written
for the period upto 31-12-1967 is a difficult process and involves
too much time and labour. In these circumstances Government
are pleased to order that the modified procedure for the preparation
and maintenance of confidential records will not apply to reports
Written for the' period upto 81.12-1967 and will apply only to con-
fidential reports written for the year 1968 and thereafter.

3. Tnsub-para (ii) of para 2 of G. O. (P.) No. 242 dated 20-7-1968
. It has been ordered that as soon as the confidential report is written
. 9 the reporting officer. and reviewed by the reviewing officer it



should be shown to the officer concerned and his acknowledgement
obtained on it. In sub para (iii) of para 2 of the same G. O. it has
been ordered that if any representation is received from the
officer regarding the report it should be filed along with the report
together with any comments that the reporting|reviewing officer
may have to make on such representation and that the acknowle.dg»é;?
ment of the officer concerned on these further remarks made by
the reporting|reviewing officer will also be obtained as proof that
" he has seen them. In addition to these instructions Government
also order that the result of the action taken on representations
against adverse remarks should be communicated to the officers
concerned. - : i _
4, The G.Os. _read as 2nd and 3rd papers above are modiﬁét_i
accordingly. ) - '

By order of the Governor,

. S. ANANTAKRISHNAN,
Special Secretary to Government.



GOVERNMENT OF KERALA .
Abstract

Confidential Records on Government Servants—Preparation
and maintenance of—Amendment to instructions
-regarding—Representation received—Revised
Instructions—Issued

BUBLIC (MISCELLANEOUS) DEPARTMENT |
G. O. (P) 50/73/PD. . Dated, Trivandrum, 7th February 1973

T A e L = i SR

Read:--1. G.O. (P) 344/PD dated 23-8-1966.
- 2. G.O. (P) 242/PD dated 29-7-1968.
3. G.O. (P) 41/PD dated 29-1-1969.
4 U. O. No. 25605/Rules/71/PD 29-5-1971 PD Rules

. ORDER

In the Government order read as 2nd paper abov"e'GOv-sar-m,_l"_i,ent
have issued amendments to instructions for the -preparation ‘ab
maintenance of cunfidential records on Government servants. %17
sub para (iii) of para 2 of the said Government order it has hee”
ordered that if any representation)1s ‘received from ihe officer®
regarding the report it would be filed along ‘with the report togyﬁbi
with ‘any comments -that ‘the reporting/reviewing -officer may :.il_._a‘bf
to make on such representation and that the acknowledgement



the cfficer, concerned on these further remarks made by the reporting/
reviewing'cfficer will also be obtained as proof that he has scen
this In the G. O. 3rd cited, it has also been ordered that the result
of the action taken cn representations against adverse remarks
should we communicated to the officers concerned.

The procedure followed by the Government of India in the matter
of adverse entries in annual confidential reports has been examined
by Goveromeni. According’to the procedure followed by Govern-
ment of India, representations or explanations against adverse
entries should not be added to confidential records. The reason
for adopting this procedure is that if the representation was well
founded it would have resulted in the competent authority toning
down or expunging the adverse remarks; if the representation was
without substance it must have been rejected. In either case no
useful purpose would be served by adding the representation itself
# the confidential records. ’

After considering all -the aspects in - detail Goverament are
pleased to order that the existing practice with regard to the
representations from the officers against the adverse remarks in
the confidential reports will be continued. However, such repre-
sentations will be kept in separate series, page numbered date-wise
and in the same folder, '

By order of the Governor,

G. BHASKARAN NAIR,
Special Secretary (Public).



GOVERNMENT OF KERALA

Abstract

Confidential records on Government Servants—Preparation and
- Maintenance n}f-——Modilﬁseielérocedure—Clariﬁcation
sued. . ; '

PUBLIC (MISCELLANEOUS) DEPARTMENT
Dated, Trivandrum, 30th June, 196

i

@. O. (P). No. 186:

Read:—1. G. 0. P. No. 344|PD dated 22-8-1966.
2. G.O.P. No. 242(PD dated 29-7-1968.
3. G.O.P. No. 360|/PD dated 3-12-1968.
4. G.O.P. No. 3[PD dated 3-1-1969.
5 G.O.P No. ,.41]PD dated 29-1-1969.
ORDER"
Under the modified procedure now in force for the preparati¢

and maintenance of confidential records in respect of the Stéf
Government employees the entire report should be shown tgmﬂ"



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-
tial reports after obtaining the acknowledgement of the - officer
concerned as proof that he has seen such further comments. .
Government wish to make it clear that under the modified
procedure now in force there will be no necessity for communicating'
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
92-8-1966 for making representations, if any, will be reckoned
from the date on which the gogﬁdentiab reports is shown to the
reportee, - - 2 _ :

By order of the Governor,
M. K. SUDHAKARAN,
Assistant Secretary.



GOVERNMENT OF KERALA
Abstract

Confidential Records on. Government Servants—Officers who
have to write/review Confidential Records on their
Subordinates before Retirement—Mode of -

_ Prepaxatmn and Custody—Orders 1ssued

PUBLIC (MISCELLANEOUS) DEPARTMENT
G.0. (p) 234/74;1’13 ~ Dated, Trivandrum, 24th Sep:tember 1974.

Read: —G 0. (P) No. 344{PD dated 2. 8 1966 1ssued from the
© Public (Rules) Department. -

-ORDER

In the 4. 0. read ahme, Gm«srﬂ,mmt- Have pres cribéd - ihe
Bracedure regarding the mode of preparation and maintenanse of



copfidential - records on Government servants. Now a question ag
to whether the retired officers after they demit the-office can write/,
review confidential records on:Government servants who worked
under them has come up for consideration.

2. Government have examined the question, and are pleased tg"
order that it shall not be competent for the reporting authority?
the reviewing authority or the accepting authority, as ths case may,
be, to write a, confidential report:

. {a) where the authority writing the conndential report is A
Government servant after he retired from service; and

(b} in other cases, after he demits office.

3. It should however be ensured that officers due to retire write
up all the confidential records that are due to be written by them
before thev actually retire.

By order of the Governor,

V. K, KuTTAN,
Deputy Secretary.



GOVERNMENT OF KERALA
Abstract

Confidential Records on Government Servants—Preparation
and Maintenance of —Amendments to the instructions issued.

PUBLIC (MISCELLANEOUS) DEPARTMENT
G. 0. (P) No. 242. Dated, Trivandrum, 29th July, 1968.

et s = =roan T

Read.—G. O. P. No. 344|Public dated 22nd August, 1966,

ORDER

In the G.O. read above ,Government have prescribed the
Procedure regarding the mode of preparation and maintenance of
tonfidential - records: 'on.Government servants. Various Service .
Associations in the State have been urging the abolition of the.
tonfidential file system. Governmient have accordingly examined

¢ question whether the system of maintaining confidential reports
o officers should continue in the existing form. :

2" After carefully considering all aspects of . the question,
Government are pleased to order as follows:—

* (1) No confidential reports will be maintained in respect

f categories of staff not eligible for appointment by selection to



a-higher post, and whose promotion can be only to a non-selection
post.

(ii) In other cases, as soon as the report is written by the
reporting officer and reviewed by the reviewing officer, it should be
shown to the officer 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.

(iii) If any representation is received from the officer
regarding the report, it should be filed along with the report together
with any comments that the reporting|reviewing officer may have
to make on such representation. Acknowledgement of the officer
concerned on these further remarks made by the reporting|review-
ing officer will also be obtained as proof that he has seen it.

(iv) The system of maintaining confidential reports will,
however, continue for all diciplinary forces. T

3. These modification will apply to all confidential reports
written from the year 1968 onwards in respect of State Govern-
ment employees.

4. Necegsary amendments to the instructions issued in G.0.
(P) 344/Public (Rules) dated 22.8-1966 in the light of the above
changes will be issued segarately. All departments of the
Secretariat and all heads of departments are requested to furnish
urgently necessary amendments to the appendix to the above
G. O. so far as they are concerned. =

By order of the Governor,

S. ANANTAKRISHNAN,
Secretary to Government.
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