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- 	 0f *sZSe t; 	 GOVERNMENT OF KERALA 
at 	

I 	 .. 	 Abstract 

a £r-tbnffntjal Records an Government servants—Mode of 
preparation and Custody*OrderS_I51S 

PUBLIC (RULES) DEPARTMENT 

G.O. (F) No. 344. 	Dated, ThvatLdflzfl, 22nd AuguSt, 1966. 

- 
Rcad:-1 G. 0. (P) Na 82/Public dated 29-1-1960. 

2. Memorandum No. 8828/60.1/PUblic (Rules) dated 8-2.1960. 
3? G. 0. Mn. No. 6721H0me dated 5-11-1960. 
4. G. 0. Ms. No. 593/Public dated 22-7-1981. 

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 superintendents Government Presses is directed to pri$-
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. 

ff 

25145741MC. 
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INSTRUCTIONS 

1. Objects.—The primary aims of recorditig 
reports on officers, are to achieve an objective' 
capacities of the individual officer in the perfoñi 
and toiorecast his capacity for different and mor 
Such systematised reports are also designed to 
nients to a common standard throughout the 
With these ends in view it has to be ascertained 
is able to apply intelligently the law and procE 
cases coming before him. His qualities of Ie 
vioural pattern towards his subordinates. and 
general public are also points of interest wiiicl 
The 'report should also 'comment generally on Ui 

- the Officer has discharged , his various dutiks 
under review and give,.an 'estimate of his 	a ,.perO 
ability, and in the case of an Officer of,  ti 

mënt his capácitS for supervising investigat 
tions. In regard: to offi'cèts beloIging to Ted 
EducatiOn and' 'Judicial De.pSrtment5. their prof 
geheral' i'eputatiofl should also be referred to. 

The objeCt of the ailnual reports is not, &o' 
screen' an Officer's potential for higher positipn 
making the employee do his present job bCttdr. 
the 'qualities of a subordinate' by reyiewi'g his 
capacities the competent authority should make an 

- 	n.*4nc nhrved with a view to imp 
ILie 
essential for jncréasing the general efficiency of,  adrnifl1sirat.iL?Ita 

the vast majority of officers are of average abilities. 	¶. . 

c 
2. Period of Report.—(a) The report on Gazetted Offièeis 

' 	
should be recorded in Form-A,' appended. The forms. for rep&rtih 
on nonGazetted officers and Last Grade Servalits are at appcnd's 

B & c 
respectively: The reports should cover the period from 'tb'e 

1st January to the 31st December in the case of all except All 
India Service Officers. in regard to All India Service Officers,. ti 
period of report shall be from the 1st April to the 31st March.. 

(b) Confidential reports on an, Officer should be prepared 

and submitte4 
half-yearlY .for the first 3 'years of his service. Th'i 

same procedure has to be followed whn an Officer is pronot'ed 	I 
ç t to a higher 'lOst. The period of ha1f-early reports shall be the 

' 	
une and 31st December each year,  to be 

half years endLpg 30th J 	
4 

submitted to higher authority within one month. The period of 

half 	
case of Officers belonging to the All India 

yearly reports in the sorviEes 'shall be for the half years ending 31st March and,  

4 	 . 

tile 
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1st May and tat November 
30th september to be submitted by 	

. 	
•• 	4 

fqlicWIng the half years. 

3. ResponsibuhttV for the 
Ci!1teflG8 of Confideh1tt al ReP0r 

The heac of every Department/office should regard it as his 
personal and special responsihtY to ensure that annual confidem 

hal rep°r1 ar 	properlY maintMn 	
in respect of all p'ersOfl5 

his -direct or ultimate control j is the duty of 

0

fficers at eaOh level to obsefl closel3 the work and. conduct of 
those under the"' control d to provide 

raing and dan where 

necessary. The reports should be based on the results of such 
observati0n The entire period of service of a Government Servant 
should be covered by these reports. Superior offlce should e 
that no portion of a subordiflats service has been left uncovered 
But report for a period of less -than 45 days need not be insisted 

upon since the port1n officer 
	

il not be in a pothtion to assC5S 

correctly the 
ca

pacity of the reportee within such a short period. 
As promotioS to selectiofl posts are on a coinparatwe assessment 

the need for,  full and complete re
d.  

ports cannot be overemP5e 

Where atiy period of a subordi.tes service has not been covered 
by a.report the reasons for such omissiOfl should, be recotd' 

pult on the part of 

an officer in the preparauon and marn- 

t'enance d cOn 	
reports on his subordi1at 	

should be 

mentioned in the cfldCTht repoik on the repoing 0fficer as a 

po

011  
M of failure in his duty.. 

4. preparattoT .f0lowing pointS should be noted while - 

pparin a rePort 	 * 

[ 	

U) The report should be written or . typed by the officer 

1
self; if typeWritt the officer should 

certify 
that he typed the 

report himself. The name of the officer 
	jting the 1

pCrt should 

writt 	
in block letters below his signfltur 	

His 	
sgnati0fl 

should also be indicate 

The name and 	
5ig1iatbon of. the Officer reported on 

nust be given in full and in the same manner as sho 
	

the Civil 

List or Service book. 	- 

I" 	 . 	 . . 	 . 

The repOrt5 vill:cule55 other5e prescrthed be mace 
out in the first instance by the Ocer under whose admiin5tte 
oiitl the Subordte is 	

orkiflg and passed on to the next 

.high 	
authoritY wh° 	

11 satisfY himself that the reports have 

h 	be 	
prepar in the proper fo add his assesSmt of the 

It 	
subOrthte' s 	

and conduct. 	
very officer is expects to have 

t 	

detailed thfoat1on yegardth the work and conduct of all his 

10 bordinate5. The higher 0fficer may have some 	
cUlty 

geft1" to L' -t la' 	tumber of 
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4 

but he should consider it an essen 	 . 
to do so, as it would make for e of 
service and for greater Contentment 6. 	t the ! P14 der 
him. The judgment of the immediate &. 
aimed at being as completely fair and un r1 eV 1 	aY 
sometims tend to become ucarrcnv. It is 	S 
emphasised that the official suocrior of the '- 	re, par sh0// 
consider it his duty to form his own judgi 	omc:0 a, 
conduct of thp reportee. I-Ic should exercise 	jsiti$'gd mdc- pendent judgment on the remarks of the V' 	ing officer undir\ 
the various detailed headns in the form f the report as ivell as 
on the general assessment and express clearly his agreement  or disagreement with those remarks. This ts Particularly nessarv 
in reaard to any adverse rmRrks. 'nrl in these cases it is the higher 
officer's remarks that shall be taken as the correct assment. 
These insin'ctiop.s should not be. regarded as limiting the fI?edom 
of the reviewing ocer to make any .idditional remarks touching 
on points not mentioned by the reporting officer. Such additional 
remorks would. in fact. he IIect-csarv where the report is too brief, 
vague or cryptic. If however, by any chance, a reviewiig officer 
does not have an idea of the 'york of c'nv cf his subordinates, it 
should bc' clearly stated by that authority that he has no knowlelge 
of the subordinate's work. If ',vculd not be sufeiit for an officer 
to affix his signature without cmv comments. •such signature with-
out comments would signify endorsement of the views expressed 
by the Officers below. 

The entries in the Confldential reports should be 
descriptive. 

To the case of Last Grade Servants. only general descrip-
tive remarks on the personnel with details of adverse remarks, if 
any. need be entered. The confidential rc-ords of these staf need 
not he passed on for countersignature. 

NO Repnrtin officers should not refrain, from recordinz in 
the confidential reports all relevant observations and oDjnjOn5 which 
they might have formed. as it is the Iut?ntlon. of Goternment to 
ensure that the report should represent a frank and full appraisal 
of the Officers merits and demerits. It is equally essential that 
all Officers who have to record their remarks in the confidential 
reports should do so with the greatest caution and should not 
record any remarks lightly or on the snur of the momntit. As far 
as possible, reporting officers should try to advance specific Instances 
of revons to justify their observations. Colourless entries like 
'Satisfactory', 'fair', etc., only defeat the purpose for whkh  confi-
dential 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 

correct aseccnrnt n-f l'is &rrter. abil'.ty, etc.  4llp "ndix 

.. p 	 - --- 	. 

tin' dejic E ib. anti 
.Oep tAR- Cc'flfjhal np' 'rt 

When all Officer 
1ear a eport or ROtC shoul 
Officer to whose acirniiistrr 
to he comple:ed ot th end 

1' .A the District 
repreentative of G-overnmer 
superise, direct and co-ordir 
mentwork in his district. 
Distr:t officers unless othc 
him. He may give inriepen 
imptssion in the case of di 
tivel directly under him. 
regina1 departmental officers 
CollctOr. This will enable 
detaed appraisal of a Distri 
of re j)z-partment and a pa 

lJctor. It is not nece 
repct on those below 
thce in charge,, of special 
etc but he should always I 
an officer of the District 
shil form part of the cOnfidE 
cacenied. 

(ix) A reporting Office 
tinsferred or retires must 
is successor his opinion on 
jhordinate to him. The rE 
lie reporting officer's opini.° 
n this circular. This opii 

annual confidential report. I 
for more than four months. 
the form of confidential repo 

5. Particulars in a. Cc 
first page on the confidential 
should he in form 'D' tappo 
therein should be filled at itt 
entries being altered frcrn 
case of gazetted officers. pa:  
(position and duration of sc 
to form I) and maintained 
Confidential records should 
sho'ild he removed therefror 

131 

---'a 

- . 	t 
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gives the details of the authorities who are to initiate, review and 
k-.• keep the confidential reports on the various categories of officials. I 

(vii) When an Officer is transferred during the middle of a  

year, a report or note should be 	prepared and 	forwarded to the 	I 
Officer is transferred  Officer to whose administrative control the 

to be completed at the end of the year. 	 I - 

As the District Collector is 	recognised as 	the Chief 
to 

zndt' 
repre?ntatiye of Government in his 	District and is 	expected 

the activities in respect of develop- 
11 

superise, direct and co-ordinate 
in his district, 	confidential 	reports in 	respect of all  

mentwork 
Or,kM Distxct Officers unless otherwise specified, should be written by  

based 	on his 	general 
him. He may give independent 	reports 

the 	of district Officers who are not admi.nistra- 
im13r5ion in 	case 
tivel directly under him. 	The 	confidential reports 	written by 

be routed through the District regiaal departmental officers need not 
collcthr. 	

This will enable the Head of the Department to have a -- 
b - detãed appraisal of a District Officer's work by the regonai officer - and a parallel general appraisal by the District  

to of je ,eparbiient f 	-- ée 
'j ol1ctor. 	It is 	not 	necessary 	for the 	District 	Collector 

District 	Heads 	or - 	- 
dk reprt 	on 	those 	below 	the 	rank 	of 

in charge,, of special institutions like Principals of Colleges, thce 
I 	- 	• 

etc but he should always have the discretion to send a note on 
Judicial Officers. 	Such reports  

- 	- 

an-  officer of the" District except 
shil form part of the confidential record of the Government servant 
00ceDnea -: 

- 	(ix) A reporting Officer 	when he 	proceeds on leave 	or is 
for the information of  

- 

tansferred or retires must leave on record 
the 	work of 	every officer 	directly  

- 

	

is successor his opinion on 
,abordinate to him. 	

The record should as far as possible contatn 
in 	to all the points prescribed  

- 

he reporting officer's opinion 	regard 
be 	incorporated in 	the  

;n this circular. 	This 	opinion 	should 
confidential report. 	If the reporting officer has held charge 

annual 'q 
- 	for more than four months, the record should itself be made 	on 

the form of confidential report prescribed. 	 - 

1st, 5• 	ParticlaskLTS 	in a Confidential record (Personal file).—The 
Government servant 

*- 

i 
'1firt page on the confidential record of every 

'D' 	 the 	 mentioned 
- 	should be in form 	(ajipended) and 	particulars 

the first report is prepared, the  
therein should be filled at the time 

to time when necessary.: 	In the - ces 
e 

entries being altered from time 
officers, particulars of service in Gazetted 	posts 

:cáse of gazetted 
- - 

(sition and duration of service) should be attached in addition 
Both 	the 	pages in- 	the  

I .t6- form D and niaintained 	up-to-date. 
be 	numbered serially 	and no .çges  

a - 	Confideittial records should 
- 	,hould be removed therefrom on any account 	 - 

- 
- 	

- 	I 

- --Xr.-- 

— 
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Pun sinnents.ExPreS5d7n of displeasure ouveyed to an 
officer or orders regarding any disciplinary aêt(en should be 
recorded in the Annual Confidential Reports quoting the number. 
and date of the order or other communications. A cépy of the orderi 

or letter conveying the displeasure or punishment should also be; 

included in the 	
's Confidential Bbport Government Servant 	

file. 	4 
SL 

CommuniCation of remarks.—Every emplt.St know 
his remediable defects so that he can remove 	

m and uprove 

himself. The best results are achieved only if every j,otting 
officer realises that his duty does not end with recording an 4ective 
aessmeflt of his subordinate's work and qualities, but extendalsoth 
his tendering whenever indicated the necessary advice, 4dance - 
and assistance to correct the faults and deficiencies of his thordi- 

P 	
nates. The appraial of the reportee's capacities andpteflal for 
higher position is undertaken partly with a view to developg his 
qualities. If this part of the reporting Officer's dutw is pperlY 
performed there hould be no difficulty about recording sverse 
entries, because they would only refer to defects which had peasted 

despite the reporting officer's efforts to have them corrected. Vhile 

ntioniflg an 
faults/defects, it would therefore be useful the 

reporting officer also gives aff indica 	
efforts h had tion of the4  

made by way of guidance admonition etc., t get the dects 

I
' removed and the results of such efforts. Where an adverse gitry -, 

is made, the reporting officer should certify that the defects ave 
been brought to the subordinate's 1otice. 

In 0mmunicatIflg remarks to the Officer reported upon/the 

following procedure should be followed: 

Where no adverse entry is made in  a confidential rejot, 
cated except in cases within (c) belo: 

nothing should be communi  
Where an adverse entry relates to a remediable defect 

it should be commun4cated but while doing so, the substance of tb'. 

entire rc.port jncluding what may have been said in praise of the 

Officer should also be communicated 

Where the report of an officer shs thathe had madJ 

t 	
efforts to remedy or overcame defects mentiomed in the precedin 
report, the fact should be commuflicatS to the officer in a suitable 

form. I 
Where an officer has made an adverse remark against a 

I- 

Govnrkeh1t servant 
5 rving under him for 2 coatsecutive years the 

officer ho communicates the adverse remarks may also consider 
the desiraMlity of giving the Government servant concerned an 

k 7.-.. 

NO 
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to an 
Id he. 
mbert 
orcler 
;o be 

orting 
ective 
1soth 
jdance 
ordi-
ifor 
g his 
perly 
verse 
ñsted 
khile 

the - 
had 

diects 

ave 

he 

'of thi 
pf the 

risti a 
;, the 
ishjer 
I an 

- 	•- 

itz 

-. : 

fri 

I

Pportunity to serve under another officer so that, there will, at :tast, 	
be two independent Opinioi5 relating to the work of the 

overnment servant Nvhen his case is considered for promotioj by he competent authority.  

vst 	

t1ty 
(e) Whfle communicatitig an adverse remark, neither the 

tof the superior officer recording the adverse remarks nor 
the peYidd o' which the remarks relate should an 

any account be disclosed to the reportee 

(1) When an officer has done outstanding work in the course 
of  a year and earned appreciatiort the fact should also he comrnuni cated to him. 

(g) The fact of cornmunication of all remarks and the manner 
of communication should be recorded in the personal file. 
Aélmowledgements should be obtained in all cases and flied in the confidential records. 

8. - f?epresentatjons against adverse remarks,_Advej.se 
entries 'In  confidential reports are not punishments under the Statutory 

Rules. No appl therefore lies against such remarks The 
reportee should hovever, be given an OPportunity to make a 
represelitafion against any remarks which have been communicated 
to him and which he feels are unjustified 	Such representation should he made to the authority charged the 

	

	 with the duty of scrutinising .fl cr's cQnfidential report within one month which - the communication, is received b 	of the date on 3 the reportee The Com-
petent authority may however, at its discretion entertain a repre-
sentation made beyond the time specified above, if there is 
satisfary explanation for the delay. Representatiom. should be 
couched in polite language and be objective and factual. 
groundless accusation or intempera 	 False! 

language will make the representing officer liable for disciplinary action. 

9. The following procedure may be adopte.] in dealin 
representhuo, from the Goveninient servanth 	g with 

against adverse remarks con1,unjcated to them: 

Representtjo5 against adverse remarks should be 
exan)iDad 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 regar 	as the. eompett authority to deal with such representations 

If it found that the remarks were justified and the reArese 
litation was frivolous a note will be made in the confidential 
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. 	

---9! 

- 	- 	 - 

reOf sent to the 
S 

port of the 1.PreseLdatIOntst that he did not take the 

	r2° 	
the custodian of 

rts on him shoul 

in good spirit. 	

the dcputatiO. 

ii the comPet1t authoritY [eels that therc is not 

suffi 	

groufld for interferetw the rePreSet\tatb01 shm1 he 

	In respect of 01 

ould be duly obta 

rejected nnd the officer 10f0r1n 
	ordingW- 	

.r State Govnmi 

tion ii'- f he, however, feels that the remat 
	should he z-zed S case may be, an 

down he should make the necessarY entry separatel Y with 

piOP 	e Office. 

cc 

 
atteStat0 at the appropriate place f the report; the 

cOIl 

should not be made in t1he earlier entriC5 
	

12. Qbnfidentia 

v in the rare eveflt 	
the comPett auth0 	

com1' to 
cir disposaLon 

the conC1UW that the adverse remark \va5 inspired by malice or 

	
ven to a retir 

was entirely Incorrect or 	
and therefore deserV exPut 

	
vemment seree, 

lion, he should 
record his 

1d1ng5 in the con6dt 	
record5- Vol Jection to 

this purpose he will make 
alt 

eatry ht red ink with 
%ÜS igflat\U 	

d 

name and date 5(ting that he bad dO so. But before 

such acti0t\,  
to should bring it to the noticC of the Head of the 

	
The confidential 

Departint or Office 1 he himself does not occuPY that ositiOTh stroyed after a 

p4 

it is nt correct to paste over the remarks 
	

pung& they may d that of a tirec 

merelY be scored ns 	

. 	 te of retirement. 

The orig 	
represth0 	

or e%plaII. t10flS 
agait 13. Special R 

	

adverse rennrks and the 11diig5 thereon should be kept in the 

	
time on the 

conftdenhtal RecordS. 	

mitted through t: 
the form for ann 

orte 

 
There is no ,c pe for correSPtlt 

	tee bet\VeL 	
the the question or q 

0fficer. the reporti' 	
officer and the Officer 

	

upOfl 
except the rePre5ttfh made. 

	

(ii) A superb 
ard a report on 

persona1 Data 
of 

GoVCrw)2t emp½Yccs._AU 
future sider that the cot 

emP'I0Y5 tinder the State GOvt.rItlneitt except last grade serva1t5 h reports should 

	

on first appointment to G(,VCrfht1t service should jurnish intrm 

	
nels. 

jo 

tion 	

respect of their close relations in the pro forma E and it 

should be added to the C. 
	

of the en\Dl0YC cOh%c011' 	
AnY pro 	

Any spe 

	

ange in the partic afl ven n the pro orma should be ttirnish 
	

motion or at 

by the OffiCi at the end 
of each year O 

the Head o Omce!DcPart ial repo at th 

14. Date of s-u 
ment whetC he is emploY 	

The head of office/DePtm 	

tvil dential file is k 

te the itoratb0n in the C. K. and keep it up.todate. 

con fidenttal Reports 	
Officers on deptatb0ti -to 

anotl6 	2teP0tt on 

should 

o 	
DePartmt or 

o foreign service wit)! 
Gooernt of Jaclia othe he 	

viewed fl 

Stat6 GOVtLmSJ 
GOV€ 	

cotP 	
etc._The Co rities Aust 

ndeatial repOr on 
0
fficers on deputation to another DePat 

0 higher authoril 

Governmt should be continued to be mainth 
	in the pare  574 se of All-India 

Departmerlt iii such caseS the Reporth should be prepared in dupi 

cate b the Department where the 
0
fficial is on deputation and one 

CO 
MC 

- 
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'I' 

* tthreof sent to the parent Department and the dupLicate retained 
by the dustodian of the Department where he is on deputation. 

:.: When the deputation is terminated all the duplicate copies of the 
tesSrts on him should be sent to the parent department for custody. 

J'&
In respect of Officers on service with the Government of India, 

other State Governments, companies etc., the confidential reports 
• 	houldf-bé duly obtained from the Governments or Companies, as 

!cjnd S:càe may be, and kept along with the Confidential Records on 

•oper 	he Officers. 
ctioil 12. Cbnfidentiat reports on retired and deceased Officers and 

heir disposaL__Confidential reports or copies thereof should not 
g to 	e given to a retired officer or a person who has relinquished 

ce or 	overnment service. But if a request is received there is no 
jection to giving him an objective testimonial based on his work 

For 	uid conduct. 

along 	The confidential record relating to a deceased officer may be 
)ft11e 	estrayed qfter a period of two years from the date of his death 
sitiom. 	ñd that of a retired Government servant after five years from - the 

may 	te of retirement. 	 - 

gait 	- 13. SpecS Rarts._(i) Special reports may be called for at 

i the 

	

	ny time on the woik of any officer. Such reports should be 
% ibmitted through the prescribed channels but need not be recorded 

1; a the form for annual confidential reports and should be confined 

the f 
0.the question or questions raised. 

ported , 
	(ii) A superior officer may, at any time, of his own accord 

1 	orward a report on an Officer working under him should be 

future 

	

	
6nsider that the conduct of an Officer makes such action necessary. 

th; tick renorts should also be submitted through the prescribed 

- 

and it 	(iii) Any special reports required about an Officer's fitness 
Anyor promotion or about his conduct may be included in the confi-

lential. report at the discretion of an Officer in whose custody the 
Cpafl- 	•onfidential file is kept. 

lit will 
ate. 	14. Date of submission.—The reporting officer will forward 

he annual report on his an 	by the first February following 
2ot her 	ie year reviewed (and the half-yearly reports by the 1st February 
other 	rid the 1st August following the half year)• and the successive 
CoTF 	!uthorities should pass on the report with their remarks to th? 

aent of ext higher authority within one week of its receipt by them. In 
parent 	le case of All-India Service officers the reporting officer will furnish 
idupii 	25/4574 MC 

-i-fl 

-fr-i
.- 

--p 
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4# 	 .flLRkr_4t4!t7 . 

ir:Th 
- 

10 
the report within one mouth of the expil7 of the period of report 
All such reports shall reach Government within three months of 
the expiry of the period of report. This time limit . has to be 

r 	
strictly followed and the confidential reports in final form should 
be made ready by the end of February. 

15. Reg.ster to watch disposal of reports.—A ;egister in the 

following form shall be maintained by all Heads of Offices and 
Secretaries to Government to watch the timely receipt of eonfldei4Y 
tial reports and their final disposal by the prescribed dates: 	a1 

Register to watch the receipt and disposal of' 

Confidential Reports 

I 

141 •1MQ < 
7 

H 	1 	2 	3 I 4 I 5 	6 	7 I s 

16. MiscellaneoUs—X&) Restriction, in handliflq._UuSWU 
Officers should ensure that subordinates in administrative posts 
not have access to the confidential reports on themselves, U 
seniors or of officers of equal rank. 

(ii) Open cenificates.—ExcePth as provided in para 12 ab 
open certificates by superior officers should on no account be iss 
to subordinate officers. 
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arks Rem
l 

I 

FORMA 

• . (SeelnstructiOfl2) 

. 	 GOVERNMENT OF KERALA - 

. 	. -,. - 	. 

),. 	. Annual Confidential Report on Gazejted Officers for the year 19 . 	. 	. 

•• 
I. 	Name 	of 	officer .................................. ......... Date 	of 	birtfr.................................. 

,L 2 	Appotntments held during the year (with dates)) and pay and scale of pay 

. der report, that the officer has work 3. 	Total period including the peri 	 th I 

. 	2' . under the reporting officer 

4. 	General qualifications for post held including any special or technical and 
professional attainments - 

o 	• Health and physical capacity 

Conduct 

- 	. . 	. Personality and bearing 	 . 

Intelligence 
Promptness, enthusiasm and initiative . . 	. 

Application . . 	. 
Aptitude 	 . . . 
Knowledge of work: special reference should be made to ability to note 

and draft in regard to officers of the Secretariat 
- 

. 
. 

Impartiality 

.)- .• . (x) 	Integrity  
- 	(xi) 	Judgment 

(xii) 	Self-reliance--whether opinionated—confident of ability and 
. 	,. reptive to ideas • 

Willingness to assume responsibility . 	. 
- 	

- Capacity for decision-making • 	• 

. 	 •• .••• I-.. . 	••• 

F 	 -q----t---- 	•-.-..4•. 	.-..- - ... - 

.. . . .... .. .................................................................. 
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