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CONFIDENTIAL



National Institute of Fashion Technology
((A Statutory Body under NIFT Act)
Annual Confidential Report of P.S., Steno Grade-I / II/ III

Report for the Financial Year _______________________

PERSONAL DATA

PART-I

1.
Name of Officer _____________________________________________

2.
Whether the Officer belongs to 
________________________


Scheduled Caste/ Scheduled Tribe

3.
Date of Birth
__________________________________________

4.
Date of continuous appointment
Date _______ Grade __________


to the present grade

5.
Present post and date of 

Date _______ Grade __________


appointment thereof

6.
Period of absence from duty

_____________________________


(on training, leave etc.) during the year)

7.
Brief particulars of Training attended ____________________________








_____________________________








_____________________________

PART – II

TO BE FILLED IN BY OFFICER REPORTED UPON

(Self Appraisal)

(Note: Additional Sheet may be used to furnish required information.  Please do not enclose any documents/ enclosures)

1. Brief description of role and responsibility:

2. Brief listing of the work done by you during the year/ period bringing out any special achievements/ shortfalls.

3.   “Please state whether the annual return on immovable property for the preceding calendar year was filled within the prescribed date, i.e 31st January of the year following the calendar year.  If not, the date fo filing the return should be given.”

                                                      Signature     : _______________

  Date : __________                             Name           : _______________

  Place : __________                          Designation : _______________

PART – III

COMMENTS OF THE REPORTING OFFICER

1. Does the Reporting Officer agree with statement contained in the resume (col. 2 of part II) of the work done by the officer?

2. Please comments on the following :

	a
	Proficiency and accuracy in Stenographic work



	b
	Maintenance of engagement diary and timely submission of necessary papers for meetings, interviews etc.



	c
	General assistance in ensuring that matters requiring attention are not lost sight of 



	d
	Efficiency and tact in dealing with telephone calls & Visitors



	e
	Ability to draft notes, letters, minutes, briefs and ability to properly summarise etc. (in case such items of work have been performed by the officer)



	f
	Intelligence, keenness & Industry



	g
	Trust-worthiness in handling secret & top secret matters & papers



	h
	Regularity, punctuality and discipline




3.    Integrity 

4. Has the officer any special characteristics and/ or any outstanding merit, or abilities which would justify his/her selection for special assignments, if so, please mention that characteristics briefly.
5.   Grading 

(Outstanding/Very Good/Good/Average/Below Average)

(An Official should not be graded outstanding unless exceptional qualities and performance have been noticed and ground for giving such a grading should be clearly brought out)
                                                         Signature     : _______________ 

  Date : _________                              Name           : _______________

  Place : __________                          Designation : _______________


































ANNUAL CONFIDENTIAL REPORT





Personal Secretary





Stenographers Gr. I





Stenographers Gr. II




















NAME:__________________________________________________________








REPORT FOR THE FINANCIAL YEAR :______________________________








PERIOD: _________________________________________________________
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