Confidentlal. MEMO. NO. V/C1-1021/58—13424-A
| : GOVERNMENT OF BIHAR APPOINTMENT DEPARTMENT
Yo :

All Departments of Government.

All Heads of Departments. ‘

. .Al] Divisional Commissioners, .

All District Officers. . . '

T . - - Dated the 11th November, 1958]20th Kartika 1880.

SUBJEGT.—Annual Confidential Reports on éazette_d Officers.

Government have observed that although instructions were issued from time to time thereis much
~confiision over preparation and maintenance of annual confidential reports and communication of ad-
verse remarks. A large percentage of these reports are recorded indifferently and prove to be useless for

all practical purposes. The undersigned fs, therefore, directed to emphasise some of the important espects
of the existing instructions and ‘to convey certain additional instructions as below :— B

(I) RECORDING OF ANNUAL REPORTS. -

*2.  Annual confidential reports are reccrded for the period Ist April to the 31st March. Ordinarily,
no report is required on a Government servant who has served under {he reporting officer for less than

four months. Certain special reports for short periods, as for instance, trainingin A. T. 8. or'in Secre-

tariat, have to be entered in Character Rolls. A reporting officer, who gaes on long léave o transfor, after
holding charge of a post for more than six months in the course of a reporting year, should record re-
marks, which will be incorporated in the annual confidential reporis on the subordinate officers; if the
period is shiorter than six months, notes on individual ofiicers should be left for the sticcessor. '

R. Reports should be recorded on the prescribed forms, _The gradation number of the officer given
in the latest edition of the Civil List, the post held by h'm, and in case he held more than ope post during
the reporting year, the exact period (with dates) during which he held particular posts must be mentioned
clearly and accurately. The report should invariably give the nams anf designation of the reporting offi-
cer also. A specimen of the form used for officers of the I. C. 3., the I A. S, the Bihar “Civil Service
{Bxecutive Branch) and the Junior Civil Service is attached—Appendix A. Different departments may
presoribe forms svited to their requirements. These forms, like the specimens, should indicate generally
the points to be covered by the report. For technical services the administrative department should devise

- special columns, covering professional and technical qualifications; but every report shoold inchude a

general assessment of the officer reported upon. -

4. Appendix B and Appendix C setforth separtely for the officers working in the  Secretariat and
outside, details of the reporting officers at diff:rent levels and the cflicers reported on. The principle
underlying this hierarchical system is that annual confidential remarks are recorded only by those who
come in direct and intimate contact with the officers reported on. Ministers record annual confidential
remarks only on officers working in the Secretariat, Heads of Departments and Divisional Commissioners,
The annual confidential remasks on the work of officers of the All-India Services, the Bihar Civil Service
(Bxecutive Branch) and the Bihar Jynior Civil Service, whose servioes are -placed at the disposal of di-
flerent. Departments of Governmeat and who are employed in the districts under such Departments,
should be recorded only by the District Oficers and-the Divisional Commissioners whe. ever they see the
work of such officers, The Departments of Goverument and Heads of Dcpartments undey whom such
officers are on deputation should not record annual confidential remarks on the work of such ' officers.
The Departments of Governmant will however, continue as_hithereto to record anpual confidential re.

_marks on the work of officers of the above services who are employed under those departments in the
Secretariat and atfached offices. _ o :
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5. If any Department of Government come to know of any instance of any particularly good or
particularly bad work on the part of an officer of the above Services employed under such departménts,
they may, as in the past send a special report to the Appointment Department for incorporating it in the
‘officer’s Character Roll. ' > ' ,

6. In ncoordance with Rule 28 (a) (xiii) of the Rules of Executive Bussiness, annual cqnfidential
reports on officers appointed by the Secretary of State or of the AllIndia Services, all Secretaries and
Additional Secretaries to Government and the principal Heads of Departments, namely, Commiasioner
of Commercial Taxes, Commissioner of Excise, Commissioner of Labour, Chief Conservator of Forest,
Chief Engineers, Director of Public Instruction, Ditector of Agriculture, Director of Industries, Director
of Health Services, Inspector-General of Police, Inspector-General of Prisons, Tnspector-General of Regis-

-tration, Registrar, Co-operative Societies, Director of Animal Hushandry, State Transport Commissioner
and Director of Gram-Panchayats must be submitted to the Chief Minister through the Chief Secretary
before they are placed on the Character Rolls. ‘ .;'" -

7. Reports should be based op personal knowledge. The report fora particula;' year should not

take into account the work and conduct of the officer reported on in a previous year or at g different
station. Where a report is not based on direct personal knowledge, but on some other officers estimate,

guch as a note left by the predecessor, or on matters which come to Jight during inspection of an officer’s

work after his transfer, the fact should be mentioned. . .

‘8. The essential point to be kept in view in reporting on an officer is that reports should be go full
as to bring ont clearly his qualities, merits as welt as defects and provide adequate material for forming
a correct and definite judgment as to how the services of the officer may best be utilised. As an officer’s
record is built up over the years, it should be possible to assess from the Character Report his, persona.
lity, chaeracter and integrity, his abilities as well as shortcomings. The record should faithfully mirror
him as a public servant. Vague remarks like “promising”, ‘“satisfactory” or “‘mot up to the mark” are
not useful, Points requiring special notice are industry, intelligence, soundness of judgment, ~integrity,

" physical health, power of control and supervision, tact, manners, relations with fellow officers and the
public. To avoid overloading of the report, particular instances of good or bad work need not ordina-
tily be given. - . ' o

9. Reporting officers should try to know personally the work of those officers on whom they have -

to write reports. ‘The reporting officet’s Jack of knowledge about his subordinate’s work, which is a sign
of inadequate supervision, is the biggest single factor responsible for such a large percentage of annual
confidential reports being of so little use. Before writing a report, say on an administrative officer, the
Reporting Officer should consult the returns which show whether he has carried out the prescyibed ins-
pection of his office and subordinate offices, whether his touring has been adequate, whether the collec-
tion of rentsetc., has been up to the mark, whether the progress of his block has been satisfactory.
Government would appreciate a clear picture, rather than too vague and gencrally an impression which
these reports tend to convey. He should also keep a note-book in which during his toufs he should make
brief notes on the individual officers whose work he sees; they will be of help at the time of the writing
of character-rolls in recording a just and comprehensive report based on personal knowledge. ©

10. The annual cenfidential report must be fair and objective. It must be a properly balgnced re-
pbrt. The reporting officer must exercise deliberate care in writing the remarks. Personal prejudices for
or against a subofdinate officer should be scrupulously kept out. Adulation or praise in superlative terms

where it is not due, as also derogatory abusive terms giving vent to one officer’s dislike of another, should

find no place in these reports. Impar'tiality and candour are expecied of a reporting officer; but restraiat
and caution are also necessaty, ‘particularly in writing about officers of the *district’ rank or ahove, or if
-an officer’s integrity and good reputation are to be called in question. ;
_ 11. While mentioning an officer’s defects in the annual report, the reporting officer shc;uld state

explicitly whether during the year, the attention of the subordinate officer was drawn to the defects,
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Superior officers are expected to sy petvise the work of their subordinates, and correct them when they
g0 wrong. This is as much their personal responsibility as any other duties. Minor feilings corrected at
(he time ' should not encumber these reports. 1f the subordinate officer has made genuine atiempts to
remedy the defects, that should also be noted. Gove roment would then have an wp-to-date appreciation

" of officer’s work and the officer would know that his efforts to improve had not passed unneticed. If

pending enquiries are mentioned in the annual treport; the final resuit of the enquiries should be inti
mated to Goverament in due course for a ppropriate entry in the Character Roll.

12. If an angual report is incomplete or obscure, jt will be retorned by the officer to-whom the
report is submitted to the reporting officer for completion or clarification as the case may be.

" (1) COMMUNICATION OF ADVERSE REMARKS.

13, Adverse remiarks recorded in the annual report on an officer~should be communicated t0 him.
sothat &ie may know his defects and try to cure them. Butthe name or designation of  the reporting
officers must never be communicated. The communication should be made promptly within three months
of receipt of the report by the authority who orders communication. All adverse remarks whether
about remediable or about irremediable defects, should be communicated because it is difficult in prae-
tice to differentiate between the two. remarks which have no finality bus in which judgement is suspene

ded, should not be communicated. Remarks which indicate that the officer has tried {o remedy defects
which wore pointed out to him in a previous year should also be communicated.

14, The form of a communication should be suited to the teaperament of the officer reported
against, the idea being not to hurt him but to help him. When an adverse remark has to be communi.

~ cated, the substance of the whole report, including favourable and unfavourable remarks, should be

commpicated. For this purpose, it is sometimes necessary to edit the remarks before communication,

- Minor faults which find mentjon in the reports may be ‘pointed out orally by the superior officer, But

;ravenaldtlsfwts should be brought to the officer’s notice in writing by the Head of the Department
personally. | T eparme

Proposals to communicate adverse remarks to officers of the Secretary of State or the All India
Services or of the State Services must be submiited to the Chief Minister, through the Chief Secretary;
a reference is invited t0 Rule 28 (a) (viii) of the .Rules of Executiv: Business, -

An exception has been made in case of officers of the Bihar Junior Civil Service. The Divisional

- Commissioner will communicate adverse remarks in the form determined by him to Sub-Deputy Collectors

working under him. In the case of Sub-Deputy Coliectors, who are on depl_uatiOn to other Departments
and whose work is not seen by a Divisional Commissioner the Head of the Department will communi.
cate adverse remarks in a form determined by him to the Sub-Deputy Collector concerned. -

In case of officers of the State Services on deputation to a Department, the adverse remarks is to ba
communicated through the parent Department.

The Commissioners and Heads of Departments, as the case may be, eutrusted with the compiun;-
cation of adverse remarks to Sub-Deputy Collectors, should forward to the Appointment’ Department by
the 15th September every year, a statement, in duplicate, of the names. of Sub-Deputy Collectors-to

whom adverse remarks have been communicated and- the form in which these communjcations have
been made.

15. An officer may make a reptesentation against an adverse remark. Where an adverse romark is
found to be really unjustified it may be suitably modified, or expunged. Proposals to modify or expupge
adverse remarks on officers of the Stato Sérvices must be submitted to the Chief Minister uader Rule 38
(a) (viii) of the Rules of Executive Business. Unless there are exceptional reasons for doing s0, Gaoverna

~ meat do not generally expunge or modify adverse remarks. A confideatial report is not a charge-shest

which the reporting officer must substantiate with facts and figures. If, after examination of & ropresen—
tation against adverse remarks, it is found that the remarks were justified and representation was frivoe

- lous, a note will be made in the Character Roll of the representationist that he did not take correctiop

io good spirit, . ..




(III) MAINTENANCE OF CHARA_CTER" ROLLS. .

a\

16, A record of the annual confidential-remarks on each Government servant is kopt in his “Perma-
_ ment Character Roll”. The parent Department maintains the Character Roll of an officer on deputation
outside the department. Where only one copy of the Character Roll is maintained, the remarks of all
the reporting officers are cntered in original. Where several copies of the Character Roll are mpintained
the original remarks are preserved separately. To safeguard against loss, it is desirable to mainiain more
~ than one copy of the Character Roll. A reporting officer should not keep copies of annual repo;t recor-
ded by him, unless he is also the authority which keeps custody of the Permanent Cliavacter Rolls.

- 17. Character Rolls should be kept up-to-date and Departments of Government should essure that.
whenever pending enquiries are mentioned in Character Rolls, the final results of the enquiriep are also _
~ duly-enteréd. Whenever any penalty under the appropriate disciplinary rules is inflicted on an officer, a - :
record of it should be made jn the Character Roll and any modification made subséquently puld also -
be entered. When parts of an annual report are expunged or modified, the words which are td be dele-
ted should be pasted over or scored through so that they cannot be read, and a reference to thy number
and date of the order modifying or expunging the remarks shonid be given on the margin. '

. {IV) GENERAL.
18 The basis for ap annual report which impungs the honesty of a gazetted officer should 'b;a care- ,
~  fylly verified, by referenceto the reporting officer himself before the report is entered in the Cha~

gacter Roll. When there is suspicion but not any proof, enquirics should be initiated but no enfry should - .
be made in the Character Roll. ;o

.-\_.""("r?

made in the annual report on every Heéad of an office and every Head of Department, stating whether he

took interestin eradicating corruption and handled corruption cases with promptness and effiency, or

- 19. To make officer realise the importance of prompt disposal of corruption cases, note; hould be
whether he was particularly remiss in these matters.

-

20. When a report is built up on the individual gpiniens of different departmental s_ui'eriors in

_ gradation, the opinion expressed by the highest of thesc authorities shall prevail. When there i a diffe-
~ reace of opinion between two or moi« reporting officers of equal rank and the contradiction is not
resolved by a - supcrior officer, Government in the department concerned will decide whosa opinion

should be accepted. Thereafter the remarks of all the reporting officers in full, along with Government’s
~ decision, will be recorded in the Character Roll ,

21. These confidential reports should not be referred to by tribunals of other bodies dea!ms with
isciplinary cases till after they have artived at theic findings on the charges framed, when a reference to
the Character Roll may be useful to assess the penalty. : S -5

4
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22. Every Secretary to Government should furnish & certificate to the Chief Secretary by the 31st
July each year that entries for thy preceding year have been made in the Character Rolls of alk the offi-
cers serving under his Department. The Heads of the Departments should furnish similar certificate to :
the Secretary to Government concerned by the 30th June and Heads of officers should furnish such -~ 7
certificates to their Heads of the Departments by the 31st May. » - '

1

23, Secretary to Government, Heads of Offices/ Departments will be personally mpo;sible for

strict compliance with the above instructions. They should take appropriate departmental action, if any
subordinate officer fails to carry out these orders. : ' i : i

24. The Departments of Government are requested to examine immediately how far their instruc-
tions governing the preparation, ctc., of annual confidential reports require modification in the lightof -
the peinciples setforih above, and take necessary action in the magter. : J i -

- R ) \ : By order of the Governor {f Bihar,
I : . . M- So RAO L g

’ Cfn’ef Secretary 1o Govarman
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moronﬁ_o LIII—Form no.85. '
m.._o-.sa of %&.n&m?waa of cofficers of the Indian Civil Service, Indian Administrative u.nu.a.m. Bikar Civil Service «m.km@:& Branch)

na& the Bihar Junior Civil Service employed on General Administration.

APPENDIX ‘A’.
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M‘ Officer should carefully observa the following instructions in the preparations
of annval confidential reports.

-'(l)- {a) It is not necessary for the reporting officer to indicate thathis opinion is based on persongl exe
perience as this is normally presumed. 'If however a report is not based on personal experience
the reporting officer should mention that his opinion is based not on bis personal experience of
the bfficer reported upon but on an estimate made by another officer or on matters which came
to lﬂs knowledge while he was inspecting the officer’s work after his transfer, as the cese may be.

(b) Offiters who bave heldvchargc of a post for more than six months shouid, when going on long
leave ot transfer Jeave for their successors reports on the officers employed under them; and these
reports should be incorporated in the annual reports together with the reporting officer’s ownr

opition.

(2) Coluumn 2—Ordinarily remarks should not be recorded on an officer who has served under the repot-
: ting officer for less than four months. If the reporting officer considers that he isin a position
to record his opinion about an officer, who has worked under him for less than four months, he
may do so but he should exercise great care in framing his report, particularly in recording an
adverse remark. The report for a paricular year should not be based on the work or conduct
of the officer reported upon in some previous year or on information gathered while either the

" reporting officer or the officer reported upon was working elsewhere : '

Provided that if a reporiiag officer inspects the work of an officer, who had served under him for less
than four months, or who had not served under him at all and comes across material which shows
that the officer- had worked remarkably well or particularly badly, he should make an observa~
tonto this effect in the annual confidential report. 1f shich material relaves to a previous year,
a geparate report should be sent to Government, who will enter the report in the officer’s charac-

ter—roll against the particular year.

(3) Column 3. —Here indicate briefly, but as precisely as possible, the nature of duties on which the officer
reported upon had been employed during the period covered by the report. In particular, it
should be mentioned in the case of a junior member of the Indian Administrative Service or a

meniber of the Bihac Civil Service (Executive Branch) and the Bihar Junior Givil Service whether
the officer had been primarily employed on judicial or executive work. If the work on which the )

officer was employed was specially important or arduous, the fact should be stated.

C)) CME# and 5.—The reporting officer should attempt to give his opinion on the following among
' . other points ‘— . : : -

(a) A general estimate of the character and conduct of the officer reporied upon, which should cover
such' points as his capacity for wock, punctual attendance, prompiness in correspondence and
regularity in submission of prescribed reports and returns, tact, common sense, energy, intelligence,
terogier, physical health angd his relations with members of the public and fellow officers. While
dealiag with the officer’s relations with the public, it should be indicated whether the officer had
been courteous and tactful or otherwise and whether he had shown a pronene:s to carn popularity

or favour by sacrificing his independence of judgment.

LS

(b) Whete the officer liad been employed in departments involving outdoor work the report should

indichte whether he had blanned his tours intcHigently and had been active and energetic and had

a wokhu knowledge of the language of the district. .

~ L h
i .

: i
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(c) It should be indicated whether the officer reported upon had exercised good control over the
departments placed in his charge and over officers and staff subordinate to bim. For examplke, jt
should be mentioned whether he had becn particularly soft or particularly harsh in dealing with
his subordinates or whether he had dealt with them in a just and judicious manner.

{d) Whether'he has special aptitude for any particular class of work, for instance, for outdéor work,
~ or the kind of work which an officer is required to do in the Secretariat. '

(e} Whena Subdivisional Officer or a Deputy or Sub-Deputy Collector had been employ-egl on Supply

and Price Control work the reportingtofficer should record his opinion on the quality of his
supply work and the general reputation enjoyed by him in this work.

Report on revenie work—

{2) Remarks on revenune work should be entered immediately under the general administration report

under a separate sub-head as indicated in columns 4 and 5 above, Unless _an officer bad been °

employed mainly on revenue duties, such as Zamindari abolition work, management of Khas-
mahal aqd' Wards Bstates, trial of rent suite certificate and land registiation cases, cess revalu-

_' ation, survey and settlement etc, it is not ordinarily necessary to enter any remarks under this sub-
head if a full report on his general administration work has already been recorded.

(b} When the officer reported upon had been employed mainly on ‘revenue duties involving outdoor
' work the report should indicate whether he had planned his tours intelligently and had been

active and energetic.

{c) Where the officer was employed on trial of revenue cases it should be stated whether he had been
prompt in the disposal of such cases. A general appreciation of his judgment should be given and
any comments, favourable or unfavourable by appellate Courts should be mentioned.

(5) Columnns 6 and 7—1It should be stated here whether the officer reported upon had been prompt in the
disposal of cascs and a general appreciation of his judgment should be given and favourable or
unfavourable comments by appellate Courts. should be mentioned.

{6) Cofumn 8—This column is intended for entry of remarks which cannot appmpri:tely be entered under
- anyother heading as for instance inthe case of Subdivisional Officers and. other officers with
independont or semi-independent charges, a reference may be made here to the manner in which
he had dealt with particularly difficult situations which may have arisen during the period under
report, . g. commuaal and agrarian trouble, food scarcity, floods etc, or with specially impor-
tant probie ns, such as a Census or General Election.

Mention should also be made in this column of the intersst which the officer reported upon had taken in -
development activities, such as organisation and running of Co-operative Societies and Gram
Panchayats-or in welfare work such as welfare of the Scheduled Tribes and the Schedule Castes.

[nstances of remarkably good w:)rk. or flagrant instances of bad work in matters of real importance
" should also be mentioned in this column.

- {7). While reporting on a Deputy Collector of 3 year's service and over, it should be indicated whether

the reporting officer considers him fit to act as Subdivisional Officer, and when reporting on
Deputy Collector already employed as Subdivisional Officer, it should be indicated whether heis
fit to continue in that post. The report should not contain any other mention about the suitabi-
lity of the officer reported upon for promotion to a higher service or selection appointment.
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P . APPENDIX B.

- 'Procedure for recording confidential remarks on officers in the Secretariat, attached oﬁees and on

deputation. ' B

.

A

Designation F officers |
E upon l

_ —
Reporting authorities |

1. Membet of Board

qf i ' _ant’_:
¢ Additiopal Member
of of Revenue., .

2. Commijsioners of
Divisions.

o P
'3, Chief $ecretary
Additiopal Chief
* Secretary, Deve-
- gafones qnd Relief
Commih;ioner.
4. () Secrethries and
o itional Sec~

 retarigs not con-

Minister-in-charge of
Revenue Department

Member and Addi-
tional Member of
Board of Revenue,
Chief «Secretary and
Ministers.

s

- Chief Miuister

Minister-in-charge of
the Department con-
cerned and the Chief

Remarks

Minister-in-charge Revenue will be requested by the
Appointment Department to record bis remarks on
the work of the Member and Additional Member
of Board of Revenue after 31st March.

Member, Board of Revenue, will forward direct to
the Appointment Department a report on each
Commissioner annually by the 15th May. The Addi-
tiona] Member Board of Revenue will pyt up his
remarks to the Revenue Minister and after the Re-
venue Minister has made any observations -that he
may wish to the Additional Member will forward
the remarks alcng with the Revenue Minister’s ob-
servations to0 the Appointment Department by the
15th May (the Additional Member is to recor his
remarks on the Divisional Commissioners on the
revenue side barring the work which goes to the
Member.) The Chief Secretary will put up draft
remarks to the Chief Minister based on the remarks
received and his own opinion. The draft as appro-
ved by the Chief Minister will be circulated to the
other Ministers. Finally, the Chief Minister will
decide what should be recorded in the character~
roll of each officer. .
Appointment Department will submit forms for
annual remarks to the Chief Minister to record his

remarks by the 15th May each year.

The Department concerned will put up forms to the
Minister-in charge who will record his remarks and
forward them to the Appointment Department by

. cerned with dev-  Secretary. the 15th May each year. The Secrefary will then
clopment pro- record his remarks, : . |
,w. | . .

(b) Secretaries and Reporting officers - Minister in-charge and Development Commissioner

. Additional Sec-  named in (a) above will record their remarks separately and send-them
_ rotari‘ concer- and Development .  tothe Appointment Department by the 15th May.-
'ned with develop- Commissioner The Chief Secretary will then record his remarks.
) mmt grmei i ) I ', ».
5. Joint Becretarics, ' Minister in-charge and  The Secretaries of the Department concerned will
Depu’_t'y}ecretﬂl‘i@& Secretary to Govern-  record their remarks and submit them to the Minjs-

-~ Undee | Secretaries
and. Assistant Sec- -
retaries to Govern-

o et !

e g — et AL

ment in the Dgpart-
ment concerned and
Chief Secretary.

ter in-charge for recording his remarks. They- will
then be forwarded to the Appointment Depariment

~ not later than the 15th May each year. Chief Sscre-

tary will then record his' remarks and- Appointment
Department will forward copies of remarks to the
Secretaries concerned in respect of the officers
whose character-rolls are not maintained in the
Appointment Departments
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Designation of officers

reported upon.

Reportmg autho::tm I

Remarks.

6. (a) Heads of Depart-

== - ments not con-

" cemed with 'the
smeontion - - of
- dapelopment pro-

(b}, Heads of Depart-
" ments concerned
with the execu-
tion of develop
-Joent programme,

7. Commissioner of

8, Inspector-General
"~ of police.

9. Joint, Deputy and

’ Addltlonal Dcputy

- ..onissioher - -and

Assigtant Develop-

ment Commissio-

.. ner (Headquarters)

10. Officers on special
- duaty to Govern-
ment.

11, Secretary, Bihar
- Legislative Assem-
bly and Secretary,

Bihar Legislative
Council.

12. Secretary to Gover-

‘por and Secretary.
" to Chief Minister,

13. Any officer on de-

putation to Union
Government or on
Forcign Service.

| Munster in-charge and

Secretary to Govcrn-
ment in’ the Dcpart—
ment coneerneds

Reporting officers
named in (2) above
and Development
Commissidner '

Minister-in charge and
Member of the Board
of Revenue,

Chief Minister and

Chief Secretary.

Chief Minister (except
in the case of Assistand
Development Commis-

sioner) Chief Secretary
and Development Com-
missioner.

Miaister in-charge and
Secrefary to- Govern
ment,

Speaker or Chairman,
as the case may be.

Governor or Chief
Minister, as the case
may be,

Reporting authorities
Prescribed by Union
Government or the
foreign employer, as
the caseé may be,

The Sec:etary ooneerned will vecord his remuh first
and then put up to the Minister-in-charge of the De-
partment for recording his remarks. The rémarks of
ofﬁcersbomeon the cadreof 1. C. 8. or L. A. 8. or
State Civil Service {Executive Branch) will be forwar-
ded to"the Appointment Department by the 15th May,
Remarks on other officers will be maintaified by the

Secretaries concerncd. Also please soe paragraph 6 of
the letter.

The procedure in (a) above will be followed. The
Development Commissioner will fecord his remarks
separately and send them to the Secretaries concer-
ned.

The Member -of the Board of Revenne will record
his remarks and forward them to Revenue Depart-
mept for being put up to the Minister ih-charge. The
remarks will be forwarded to the Appointment De-
partment by the 15th May every year.

The Chief Secretary will record his remarks and put
up to the Chief Minister,

The Development Comm:ssnoner will record hig re-
marks and forward them to the Appointment Depayt-
ment by the 15th May each year. Clnefﬂcum'y
will then record his remarks and submit to Clilef
Minister to record his remarks.

Secretary to Government will record his remarks and
put up to the Minister in-charge to record his re-
marks (He will then send the remarks by the 15th .
May to the Department under whose administrative
control the officer is permanently placed.)

Appointment Department will obtain the remarks by

. the 15th May every year.

The rem.arks. if any, will be entered in the charactes
roil as and when received by the State Government;
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Remarks

1, ga)' Oﬁ‘icers of the Indian (i} District Maglstrate'
- Admimistrative Service, (ii) District Iudge

- the Bihar Civil . Service (iii) Divisional Commi-

(Executive Branch) and’
ﬂle Bihar Junior Civil
Service employed on the
ﬁW'm'k ot General Admis
ms’trauon '

ssioner.

’(b.)sllch of the above (i) District Magiatrate.
di' ée;é.whose services (ii) Divisional Commi,
are placed at the dispo- "
“sal of different depart.

ssioner.

ments of Government

“ahd whose work is seen
byrlthg District Magistr-

*ﬂc_ cor . Divisional

Commissioner.

3, Development Officers (i) District officer,

-of Distsict rank. (ii) Divisional Head of
N U . the Pevelopment
prted 3 : . Department conce-
e (iii} Divisional Commi-

. ssioner. _
(iv) Head of the Depart-
ment concerned.

aaasnh <

= - .
afbe gk e

The District Magistrate should und lua rema-

rks to the Commissioner not later than the 15th-

May each year. After recording his own rema-
rks the Commissioner should forward the repo-
rts in duplicate {0 Government .not later than
the 1st June every year, The D:strlct Judge
will record his remarks only on ;ﬁe Judlclal
work of the officers. District \Jagisu:ate and
District Judge should submit their remarks on
the Judicial work in dugplicate direet to ‘Gove-
rnment by the 15th.May each year....* + <

Same as above.-The Divisional Conimissioner
should forward copies of his annual confiden-
tial remarks direct to the Appointment Depa-
rtment by the Ist June every year. _ Aft the same
hmc the Dmsmnal Commissioner will forward

one copy of the annual conﬁdﬂltlal fematk on’

these officers,working upder drﬂ'etent eraﬂ.
ments to the Depariments concerned-for mfar-
mation. '

Rt

The District Officer will forwatd his lown rema.

tks to the Divisional Head of the: Development:

Department concerned by the Ist May. The
Divisional head after recording his bwn Tema-
rks will forward them along with tile District
Officer's remarks to the Divisional Commissio-
ner by the 15th May. The .Divisional
Commissioner will forward’ the remarks. along

with his own remark to the Head ofé the Depa-

rtment concerned by the 31st May. ',l"hc' Head
of the Department will then forward ‘the rema-
rks to the Administrative Depanmqnt by the
30th June.
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GOVERNMENT OF BIHAR =~ o ‘o

APPOINTMENT DEPARTMENT o
.. Memo No. V/CI-1021/58A-14517 Patna-15 the 6th December, 1958."

Toiee , v o _ All Depariments of Government
All Heads of Depariment
All Divisional ~ommiss oners
- Al District Officers.

Sub;—Annual Confidential Reports on Gazetted Officess.

. 'The undersigned is directed (o refer to the instructions contained in paragiaph 4 of Appoint-
ment Department letter no. 13424A daied 11th November, 1958 where in it is laid down that the Depa-
rimeais of Government and Heads.of Departments should not record annual confidential remarks on
the work of thé officers of the All India Services, the Bihar Civil Service (Executive Branch) and the
Bthar Junior Civil Service who are employed in the Districts under such depariments and thiat -tk

remarks should be recorded only by the District Officers and Divisional Commissioners where-ever =

they see the work of such officers. In partial modification of these instructions Government have been

pleased to decide as follows :— e

(i} In the case of District Land Acquisition Officer the District Officers should record their
annual confidential remarks and forward them to the Director of Land Acquisition who will record his
remarks and send them to the Commissioner of the Division. The Commissioner, after recording hjs
remarks wili send them to the Revenue Depariment but where a member of (he Bihar Civil Service
{Executive Branch) or the Bihar Junior Civil Service is concerned the remarks will be sent to the
Appointment Depariment,

(ii) The same procedure would be adopted for the Gram Panchayat Officers on whom the Dire-
ctor Gram Panchayat, records remarks and also in regard to the Welfare Depariment where .the
Deputy Secretary who Is ex-officio Director for the field work, records annual remarks. A

Sd/-I«;. K. S;ivastava, o
L Deputy Secretary to Government,

GOVERNMENT OF BIHAR S Ty
SRR ' APPOINTMENT DEPARTMENT oo
‘c.I-ll" tinl : : _— . Fere )
| ' Memo No. V/C1-106/59A-5064 Patna the 14 April, 1959, ‘ o
To . . o '
A.u Departmonts of Government. i

Subject :—Asnual confidential reports Representation against Adverse Remarks.

The undersigned is directed to refor to the instructions contained in para 15of Appointment
Dopartment Confidential Memo No. 13424-A. dated the 11th Navember, -1958 "under which*an’ of5%g;
may make a representation against an adverse remarks entered in his character Roll. Government have
decided that an officer making such a representation must do so within six months of the ¢ommunica-
tion 6f the remarks te him. Ordinarily, representafions submitfed to the imimediaté superior 4tthority

#fter:ajapse of six months should be summarily. rejected by the authority comtipetent fo pass- Fiil

‘orders on such representations. In reality exceptional cases however, the time limit may-be Felaxend 1 gt
the direction of the said competent authority at the time of communicating adverse remarks to the
officer concerned, the communicating authoricy should carefully enter in his record the date of doing

‘g0 atid Wﬁéréééé'r 'po_ssib_ie; obtain an acknowledgement from the officer concerned,

. 5. 2 These in_stﬂuztions may be brought to the notice of all subordinate officers.
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3, Copies are being forwarded direct to all Heads of Departments, atl Commissiono‘& of Divisions
and all District Officers with a request to communicate these instructions to the officers sebordinate to
- tﬁmu L

Sd,/-K. K. Srivastava.
Deputy Secretary to _Governme’nt’.

- .

Memo No. 5064 | " patna the 14th April, 1959 |
" Copy forwarded to all heads of Deptts.jCommissioners of Divisions/District Officers for informa-
tion and necessary action. : . . 2 -

. By order of the Government of Bihar,

- sd./K. K. Srivastava,
Deputy Secretary to Gpvernment.
‘Confidential : No. V/C1-103/59:5591-A |
: - Government of Bihar _ $ o
Appointment Department S N '
From _
Shri K. K. Srivastava, I. A. S. _
Deputy Secretary to Government ‘ o
To . o g
All Secretaries to Government P

Development Comhjssioner, Bihar, - S
Patna, the 27th April, 1939.

: : E o o -
Subject :—  Supply of one copy of the annual confidential remarks on Deputy Collectprs and Sub-

_ Deputy Collectors to the Board of Revenue.

8it, S . _ _
. 1am directed to say that one set of the character rolls of all the Deputy Coliectors and Sub-
Depﬁty Collectors is raaintaind by the Board of Revenue. I am, therefore, to request that one copy of
the annual confidential remarks on Deputy Collectors and Sub-Deputy Collectors who are on deputa-
tioa to your Department may kindly be sent to the Secretary  Board of Revenue direct under intima-
tion to this Department. Besides, the annual remarks should continue to be sent to Appoi?gpl_e,pg Qgga-‘

riment in duplicate. :
| Ym_u's hlth.ﬁllly,
Deputy Secretary to Governméiit;
. 4%etno No. V/C1-103/59-5591-A B . Patna, the 27th April, 1959, .. .
_ v____,__cotpy‘_forwarded to all District and Sessions Judg&sJDi;t_rict Magis'tmtellkesistrar,i, Highgoutt
ofl?ptna. for inforination with the roquest that the copy of the remarks on Judigial- work of Deputy
‘Collectors and Sub-Deputy Collectors/Judicial Magistrates may also kindly be foewarded. tothem
of Revenns, direct. ' | SR T
o o By order of the Governgpent of, Biliar,
. . sd.jK. K. Sriv"hva o
: o - Deputy Secretary (0 r&ummont.

!
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