
1

1. ¾øÈ½åÖÆåïªà Ì�ÀìÚ¸ ¾åÄÆ
(ïÀÎÀºà ¾åÄÆ ïÀÇ´êï¨å´ ÀæÍæ¼úÈè ¡¨ëÖ¾à ÈèÆ¾à¾)

Ì¹¼È» ©á¶Æ¶È¾Æ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼È� Ûá¹Æ Ì¹»¼Æ;
ÐÕºÆ¹¹Æ Ì¹»Î¼ Û¶�¾Æ ©á¶¾Æ ÍÁ®ÕºÆ

Full name of Officer in block capitals with the Surname
first

2 . À¾àºøÆ ïÍåà ïÊòà¸èÆ ¼ £´ ¡æºëÎºà ̈ Ç¾ê ÈæÂì ¼ú¾Æ ¼ Ì¿Í¾à
¨Ç¾à¾
¼æ¾´ ÈæïÂ¾ Éæ´êÀ
¾øÈ½åÖÆå �Ìè¾à ÉÚËÆ ¡æºëÎº ÈÂå ª¾à¾å È¼ ªåÌàºë Íå
ïÉ¾ºà Äê¼Èà

ÁÐ¹ÆÚ £¾Æ¾× ¶¼ºÆ ;  £¶È¾Æ Í±¼Æ·Æ¶ Í¶¶È ¶½ÆÍ¹ÇÎ¶»
±ºÆ¹¿ºÆ
Ð½È¶Æ¶ ¤®�¾Æ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ ©Õ¶Æ×¿Æ¿ ¯´Æ´µÛºÆ
£×Í¹Ç�½ �½ ÍÁ¶¸Ç¶È¯àºÆ

Class or Grade and Date of Entry to it–
Present salary Fees and similar emoluments drawn by

officer during the year

3 . ï°ñËàµ ÀåµÊåÈå ÌÍºø¨Æ´ ïÍåà Äæ�ò¨ñêïÈàË¾à �ÃåªÆ´
ïÍåà £´ ÌÄå¾ Éì ¡¾ñ �ÃåªÆ¨´ ïÍåà ¢ÍÎè¾à È¼
¡½ñåÀ¾ ÌêóÌê¨�

±È° ¹Ç° ¶° ¹°, º½Æ½È¯ÆÐÍ¾±�, ¥Á½ÆÎ½Ì»Ç¶Æ¶ ¹¼É´ÆÎ±
¤¯È»Á½Æ½È½ÆÐ Íº½Æ¹´Æ´ ¯¾Æ�¶Æ ¶Î¯Îº¯¿Æ

Educational qualifications higher than S.S.C.,
Matriculation or similar examination

4 . ¾øÈ½åÖÆå �ÉåÍ¨ ¼ ? ¦ïÌà ¾�, ¼ÇæÉ¾à ª¸¾ Íå §Éê¾àïªà
ÉÆÌà

Ð½È¶Æ¶ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ ºµºÇ¸Á¼Ç? £¹Æ¹�»Ç��,
�¿ÆÎ¿¯¿È� ©®µÈ¯ÆÎ¯ÜºÆ Á»×ºÆ

Is the officer married? If so, number of children and their
ages

5 . (¡) ¼æ¾´ ïÌàÉÆ ¨Ç¾ Ìà»å¾Æ Íå ¦Íú ïÌàÉÆ ¨Î
¨åÈÀÖ�ïØ¼Æ

(¡å) ¼æ¾´ ïÌàÉÆ ¨Ç¾ Êå©åÉ ïÍåà ¨åÚÆåÈÆ Íå ¦Íú
ïÌàÉÆ ¨Î ¨åÈ ÀÖ�ïØ¼Æ

(£) ¶½ÆÍ¹ÇÎ¶» ·ÈÎ¾»ÛºÆ £+ÆÍ¯ ¤½Æ½ÈÜ¿Æ¿
Í±ÎÁ¯Æ ¯Ç¾ÛºÆ

(¤) ¶½ÆÍ¹ÇÎ¶» ¯ÈÎ¿ÜºÆ £¾Æ¾× £ßÁ¾¯ÛºÆ
£+ÆÍ¯ ¤½Æ½ÈÜ¿Æ¿ Í±ÎÁ¯Æ¯Ç¾ÛºÆ

(a) Present station and period of service there
(b) Present Branch or Office and period of service there

6 . ¨Ç¾à¾´ ¨æÄºø ¨åÚÆÆ Íå ïÌàÉÆ ¨Ç¾à¾´ ¨æÄºø Ìà»å¾Æ
�ÝºÆÚºÆ ÍÁÎ¾ÜºÆ ·ÈÎ¾»ÛºÆ
Work and station preferred

ïÀåó ¡å¨îºø Àºò 90 (¡)
¹�ÁºÆ Ì¹Ç× 90 £
Form General 90A

(2 F* S, T. & E.) 3/69
ÇÍÌñ ÉåÚºåÉ

£·Æ¶¼+Ǣ  £½È̄ ÆÎ¯
CONFIDENTIAL REPORT

ï¼ÀåÚºï�¾àºëÉ
¶ÈÎµ¯Æ¯¿¶Æ¶È� Ì¹»¼Æ
Name of Department

* �.Èè.À. 20…… °¾ÉåÖ 1 ¼ú¾ Ìè´ 20……ï¼. 31 ¼¨àÉå
* Ìå.Èè.À. 20 ……  ÄåÚºë 1 ¼ú¾ Ìè´ 20 …… ïÀ. 28/29 ¼¨àÉå
* ·È° ©° Á°, 20 …… ±¸Á¼È 1 ¤·Æ Í¶¶È�¾ÈÝ·Æ× 20 …… ¶ÈÌ±ºÆ¹¼Æ 31 ¤·Æ

Í¶¶ÈÁÎ¼
* Ì¹Ç° ©° Á°, 20 …… ºÇ¼Æ±ÆÒ 1 ¤·Æ Í¶¶È�¾ÈÝ·Æ× 20 …… Ì¹¹Æ¼Á¼È 28/ 29

¤·Æ Í¶¶ÈÁÎ¼
* E. C. C., January 1, 20 …… to December 31, 20 ……
* G. C. C., March 1, 20 …… to February 28 / 29, 20 ……

¡ _ ïÄÄ ¨åÇ¸Æ Íå Ì�Â¾à½ Éì ¾øÈ½åÖÆå �Ìè¾à Ì�ÀìÚ¸ ¨Î ÆêºëÆ
£ _ ±ºÆ¹·Æ¶¹Æ¹ Ǽ́  §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Ç¾Æ ·È¼¹Æ¹¹Æ¹´¾Æ ÍÁ®ÕºÆ

A–To be Completed by Officer Concerned

––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––

¡ÉêÇæó ……………… ÄåÌ ………………

¡ÉêÇæó ……………… ÄåÌ ………………

¤®Õ ……………… ºÇ¶ºÆ ………………

¤®Õ ……………… ºÇ¶ºÆ  ………………

Years ……………… Months ………………

Years ……………… Months ………………

* ¡¾ÉÊñ ï¨å´Ìà ¨´êªå ¼Ä¾à¾/Ì¹ÇÝ·Æ¶Ç¶Á½ÆÎ½¯Æ ¯É½È�Õ¯/Delete whichever is inapplicable.

H 011843 - 20,000 (2001/05) - Êòé Èâ¨å Ç°ïÆà Äê÷¸ ï¼ÀåÚºï�¾àºëÉ.

¤À¾à ¼ú¾Æ
�½·Æ¶ Í¶¶È
Date of Birth

 …………………………………………
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7. * ¾øÈ½åÖÆå ïÆå¼Éå ¡æºø Çå°¨åÖ (¾øÈ½åÖÆå �Ìè¾à ¨Ç¾ê ÈÂ¾
ïÌàÉÆ ÀèÎèÂ¿É ÌåÄå¾ñ Ì¿Í¾¨à ¨ø×Ä ÀòÄå¸Éºà ï�. ÉÚËÆ
¡æºëÎº ¼û Çå°¨åÖïÆÍú ïÉ¾Ì¨à Ñ ¾� ¦Æ Ì¿Í¾à ¨Î Æêºë
ï�)

* §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ ¤½Æ½ÈÜ¿Æ¿ ̄ ´Îº¯¿Æ (§¶Æ¶ÈÍ»Ç¯¶Æ¶¼È�
ÍÁÎ¾�� Ì¹Ç×¶Æ¶�Îº ºÇ¶Æ¶È¼ºÆ Ð½È¹Æ�´¹Æ¹´Æ´Ç¾Æ
Í¹Ç×ºÇ¸¶ÇÐºÆ Ð½È¶Æ¶ ¤®�¾Æ ÍÁÎ¾ ºÇ½Æ½ºÆ
Ð½È¹Æ�´¹Æ¹´¾Æ ÍÁ®ÕºÆ)

* Duties on which the Officer has been employed. (It will be
sufficient if a general indication of the work done by the
officer is given. Change of duty during the year should be
indicated).

8. ´ÆúÀà ªæÌéï� ï�ªÆ
¶´ÆÌ´á¶Æ¶È� ÍÁ¯ºÆ
Speed in typing

9.  ÃåËåÉ¾àÍú ÀòÑ¸ºåï� ÀòÄå¸Æ-
(¡) ¨»åÉ

(¡å) ø̈ÆÑÄ
(¡æ) ÈèÑÄ
(¡ç) ÃåË¸ ÀÖÉÚº¾Æ ïÍåà ÃåËå ÀÖÉÚº¾Æ
(¢) ÌèâÍÈ/ï¼ÄÎ ÃåËåÉ ÀèÎèÂ¿ ÀòÑ¸ºå À×¨àË¸Æ¨ø¾à ÌÄºà Ñ

ïÍåà ¾ø¼ÍÌà ¨Ç ïÍåà ºøï� ¼ ? ¦à ¨ùïÉ¾ø ïÊòà¸èïÆ¾à¼ ?
(£) ¢Íº Ì¿Í¾à Éì (¡ç) ï¨å´Ì �ËïÆÍú ÉÚËÆ ºëÎ ¨Ç¾ È¼

¨´Æêºë ÀèÎèÂ¿ �ÌàºÇ

ÌºÇÀÈ¯¿È¾Æ Í¶¼Æ±Æ±È¶Æ ¶¼ºÆ –
(£) Í¹±ÆÒ … … …
(¤) ÁÇ±ÈÎ¸ … … …
(¥) ©á¶Æ× … … …
(¦) Í¹±ÆÒ ÌºÇÀÈ Ì¹»¼Æ¶Æ¶¾Æ £¾Æ¾× ÌºÇÀÈÌ¹»¼Æ¶Æ¶¾Æ

(§) ±È+Æ¯¿¶Æ¶È¾Æ/ ¶ºÈÀÈ¾Æ Í¶¼Æ±Æ±È±Æ Í±Ç¶Î¸�¾Æ ±È¶Æ¶È
£Î´·Æ×¿Æ¿Ç¼Ç ? £ÁÆÁÇ½Ç��, ©¶Æ¶¼Ìº�¹Î¶¯Æ
Ð½È¹Æ�Õ¯

(¨) Ð½È¶Æ¶ ¤®�¾Æ Ì±»Æ¶ ÍºÍ¾ (¦) ¹½Æ½È» �Á¼+Æ¯¿Æ

Degree of proficiency in Languages–
(a) Speaking
(b) Reading
(c) Writing
(d) Interpreting or translating
(e) Has he passed the Proficiency Examination in Sinhala/Tamil

(If so, indicate level).
(f) Details of (d) above done  during the year

10. * ÉÚËÆ ºëÎ ª¾à¾å È¼ ïÈ¶ ¾øÉå¶ê ¼ú¾ ª¸¾
*  Ð½È¶Æ¶ ¤®�¾Æ ©Õ¶Æ×¿Æ¿ �µÈ �Õ¶Î¾
*  Number of days sick leave taken during the year

11. ¾øÈ½åÖÆå ï¨ïÇÍú ïÉ¾ºà ¨øÌèÆ� �ïÊàË ÀòÑ¸ºåÉ¾à ¡æ¼à¼?
¦ïÌà ¾�, ¦à ÀèÎèÂ¿ �ÌàºÇ
Ð½È¶Æ¶ §¶Æ¶ÈÍ»Ç¯¶Æ¶Ý¯ÆÐ �Í±´ ±È¼¶ÆÎ¶Ü®´Ç ?  £¶�
�Á¼+Æ¯¿Æ
Has the officer any special interests ? If so, details

Äïªà Ì�ÀìÚ¸ ¼æ¾êï� Íæ�Æ´ ¢Íºø¾à ¼¨àÉ¾ È¼ ïºåÇºëÇæ ¾øÉæÇ¼ú ÂÉ ïÄÆú¾à Àò¨åÊ ¨Ç�. ºÉ¼, ÉÚËÆ ºëÎ Äå �Ìè¾à ¨Ç¾ È¼ Éæ¶
ÀèÎèÂ¿ Ìâ¨àËèÀàº ÉåÚºåÉ¨à ¼ ï� ÌÄ ¡Äê¸å ¦É�.

Íº½Æç½È» �Á¼ºÆ »ÇâºÆ ©¸× £½Èâ¯ÆÐ ©´Æ�»ÁÎ¼ ±¼È»Ç¸ÎÁÌ»¸ ·Ç� §Þ¶È¹Æ¹Õ¶Æ×¯ÈÍ½�°
¥ÁÆÁÇ®�¾Æ ·Ç� Ì±»Æ¶ ÍÁÎ¾�� ÒÝ¯Æ¯¶ÆÎ¶ ¥¶Æ×´� ¥Îµ¯Æ¯È�Í½�°
I declare that the information given above is correct to the best of my knowledge.
I attach a brief statement of the work done by me during the year.

………………………………………………………………
¾øÈ½åÖÆåïªà ¡ºàÌ¾/§¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ Î¯Ì»Ç¹Æ¹ºÆ/Signature of Officer.

¼ú¾Æ/¶È¯¶È/Date :………………………

*  7 Éæ¾ø ï¨å´êïÉÍú ¼ 10 Éæ¾ø ï¨å´êïÉÍú ¼ Ì¿Í¾à É¾ ïºåÇºëÇæ À×¨àËå ï¨å´ ÂÈ¾ È¼û.
*  7, 10 ¤ºÆ çÕ¯¿È¾Æ ©á¶ÈÜ¿Æ¿ �Á¼+Æ¯¿Æ Ì±ÁÆÎÁ»Ç¯Æ¯¹Æ¹´ÆÕ¿Æ¿¸°
*  Particulars entered in Cages 7 and 10 checked.

…………………………………………………………
ÌÍºø¨ ̈ Ç¾ ¾øÈ½åÖÆå/Àò½å¾ ÈèÀè¨Çæ/Êå©åï� Àò½å¾øÆå.

à ±Ç�½¿È¯ÆÐºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ/ �¼¶Ç¸ ©á×�Î¸³¼Æ/ ¯ÈÎ¿¶Æ ¶Î¾Á¼Æ
Certifying Officer/Chief Clerk/Head of Branch.

¨åÚÆ
¯´Îº¯¿Æ

Duties

Ìè´
¥Ý·Æ×
From

¼¨àÉå
ÁÎ¼
To

ÌèâÍÈ ï¼ÄÎ ïÉ¾ºà ÃåËå
(¡) (¡) (¡)
(¡å) (¡å) (¡å)
(¡æ) (¡æ) (¡æ)
(¡ç) (¡ç) (¡ç)
(¢) (¢)

±È+Æ¯¿ºÆ ¶ºÈÀÆ �½ ÌºÇÀÈ¯¿Æ
(£) (£) (£)
(¤) (¤) (¤)
(¥) (¥) (¥)
(¦) (¦) (¦)
(§) (§)

Sinhala Tamil Other languages
(a) (a) (a)
(b) (b) (b)
(c) (c) (c)
(d) (d) (d)
(e) (e)
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¼æ¾ªºÆêºë ¨Çæ¸ê
Ð½È¹ÆÚ¯¿Æ

NOTES

1. ÌÍºø¨ ¨Ç¾ ¾øÈ½åÖÆå É¾êïÆà ÉåÚºå ¨Ç¾ê ÈÂ¾ ¾øÈ½åÖÆå ÌäÀºÄÉ ÃåÇÉ Ìè�¾ Äå¸à¶Èè¨ ¾øÈ½åÖÆå Æ. ¦ïÍºà �½åÆ¨ ÈèÀè¨åÇ À¾àºøÆ´ ¡Æºà
¾øÈ½åÖ¾à Ì�Â¾à½ïÆ¾à ¾�, ÌÍºø¨ ¨Ç¾ ¾øÈ½åÖÆå ïÍåà ÉåÚºå ¨Ç¾ê ÈÂ¾ ¾øÈ½åÖÆå ïÍåà  ÌæÀàºæ�ÂÚ 1 Éæ¾ø¼å´ ÀÌêÉ ÄåÇæ ¨Ç¾ È¼ ¡ÉÌà»åÉ¨ ¼û ÉåÚºå ¨Ç¾ê
ÈÂ¾ ¾øÈ½åÖÆå ÌæÀàºæ�ÂÚ 1 Éæ¾ø¼å´ ïÀÇ Æ� ÌÍºø¨ ¨Ç¾ ¾øÈ½åÖÆ¨ë Æ´ïºà ïÌàÉÆ ¨ïÎà ¾� ¦Ä ¾øÈ½åÖÆå �Ìè¾à ¼ (¡ÉêÇæó ÍÆ¨´ Éæ� ¨åÈÆ¨à ïÌàÉÆ ï¨å´
¡æºø) ÌåÄå¾ñ ÈèÀè¨åÇ À¾àºøÆ´ ¡Æºà ¾øÈ½å×¾à Ì�Â¾à½ïÆ¾à ¾�, ÌÍºø¨ ¨Ç¾ ¾øÈ½åÖÆå ïÍåà ÉåÚºå ¨Ç¾ê ÈÂ¾ ¾øÈ½åÖÆå ïÍåà ï¾åÉæ�ÂÚ 1 Éæ¾ø¼å ´ ÀÌêÉ ÄåÇæ
¨Ç¾ È¼ ¡ÉÌà»åÉ¨ ¼û, ÉåÚºå ¨Çæ¾ê ÈÂ¾ ¾øÈ½åÖÆå ï¾åÉæ�ÂÚ 1 Éæ¾ø ¼å ´ ïÀÇ ¨øÌèÆ� ÌÍºø¨ ¨Ç¾ ¾øÈ½åÖÆ¨ë Æ´ïºà ïÌàÉÆ ¨ïÎà ¾� ¦Ä ¾øÈ½åÖÆå �Ìè¾à ¼
ïÄÄ ÉåÚºåÉ ÌæÀÆúÆ Æêºë ï�. (�½åÆ¨ ÈèÀè¨åÇ À¾àºøÆ´ ¡Æºà ¾øÈ½å×¾à Ì�Â¾à½ïÆ¾à) °¾ÉåÖ ÄåÌÆ ºëÎ ¼û ïÍåà (ÌåÄå¾ñ ÈèÀè¨åÇ À¾àºøÆ´ ¡Æºà ¾øÈ½å×¾à
Ì�Â¾à½ïÆ¾à) ÄåÚºë ÄåÌÆ ºëÎ ¼û ïÍåà ÉåÚºå ¨Ç¾ê ÈÂ¾ ¾øÈ½åÖÆå Æ� Äå¸à¶Èè¨ ¾øÈ½åÖÆ¨ë Æ´ïºà ïÌàÉÆ ¨Ç¾àï¾à ¼, ¦Ä Äå¸à¶Èè¨ ¾øÈ½åÖÆå �Ìè¾à ÉåÚºå
¨Ç¾ê ÈÂ¾ ¾øÈ½åÖÆå Ì�Â¾à½ïÆ¾à ¨øÉ ÆêºëÉ ¡æºø ¨Çæ¸ê ÌàÉ¨ùÆÄ Éì ¾ø×¨àË¸Æ¾à ¡æÌêÖ¾à Ì´Í¾à ¨Î Æêºë ï�.

ºÉ¼, ÉåÚºå ¨Ç¾ê ÈÂ¾ ¾øÈ½åÖÆå �Ìè¾à ÌÀÆ¾ È¼ ¨åÚÆ ÉåÚºåÉ ºÄå ÌêÀ×¨àËå¨å×É ¨øÆÉå Âæö ÂÉ ÌÍºø¨ ¨Ç¾ ¾øÈ½åÖÆå �Ìè¾à ¦Íú ÌÍºø¨ ¨Î ÆêºëÉºà
ÍæÇ, ¦Ä ¾øÈ½åÖÆå ¢¼úÖÀºà ¨Ç¾ ¡ÆúºÉåÌè¨� ÀèÎèÂ¿É ÌàÉ¨ùÆ ÄºÆ ¼ Ì´Í¾à ¨Î ÆêºëÆ. ¦Ä ¾øÈ½åÖÆå �Ìè¾à ¢¼úÖÀºà ¨Ç¾ê ÈÂ¾ ¡ÆúºøÉåÌè¨�ÉÈ´ À¨àËÉ Àò¨åÊ
¨Î Æêºë ¨øÌèÉ¨à ï¾åÄæºø ¾�, £´ ïÍàºë ¼ Ì�ÀìÚ¸ ÉÊïÆ¾à Ì¿Í¾à ¨Î Æêºë ï�.

£½È¯ÆÎ¯ Ì±»Æ»¹Æ¹ÕºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶Ý¯ÆÐ Í·Í¼ Ì¹ÇÞ¹Æ¹Ç¯â¿Æ¿ ¹¶� §¶Æ¶ÈÍ»Ç¯¶Æ¶Í¼ ±Ç�½¿È¯ÆÐºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼ÇÁ¼Æ° ±Ç�½¿È¯ÆÐºÆ
§¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ £¾Æ¾× £½È¯ÆÎ¯ Ì±»Æ»¹Æ¹ÕºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ ¥´ºÇ½Æ½¹Æ¹´Æ�Ý·Æ¶Ç¾Æ, ·È° ©° Á° §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ¯¿Æ �´»¶Æ¶È¾Æ Ì±¶ÆÌ¶ºÆ¹¼Æ 1 ¤·Æ
Í¶¶È¯ÆÐ¹Æ ��¸ÝºÆ, (6 ¤®Õ¯à¯ÆÐ¯Æ çÕ¶¾Ç¸ Í±ÎÁÜÎ´») Ì¹Ç° ©° Á° §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ¯¿Æ �´»¶Æ¶È¾Æ ·ÁºÆ¹¼Æ 1 ¤·Æ Í¶¶È¯ÆÐ¹Æ ��¸ÝºÇ��,
£½È¯ÆÎ¯ Ì±»Æ»¹Æ¹ÕºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ ÛÎ½Í» Ì±¶ÆÌ¶ºÆ¹¼Æ 1 ¤·Æ Í¶¶È¯ÆÐºÆ ·ÁºÆ¹¼Æ 1 ¤·Æ Í¶¶È¯ÆÐºÆ Û�¸¼Æ ©·Æ¶±Æ ±Ç�½¿È¯ÆÐºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼È�
¯ÉÀÆ ÍÁÎ¾Ì±»Æ¶ÇÍ¼Ç £ÁÆâ¶Æ¶ÈÍ»Ç¯¶Æ¶Í¼ £½È¯ÆÎ¯ Ì±»ÆÁ¼Æ° £½È¯ÆÎ¯ Ì±»Æ»¹Æ¹ÕºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ (·È° ©° Á° §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ¯¿Æ �´»¶Æ¶È¾Æ) ±¸Á¼È�ßºÆ
(Ì¹Ç° ©° Á° §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ¯¿Æ �´»¶Æ¶È¾Æ) ºÇ±Æ±ÈßºÆ ©¹Æ¹¶� §¶Æ¶ÈÍ»Ç¯¶Æ¶¼È� ¯ÉÀÆ ÍÁÎ¾ Ì±»Æ¯È�½ÇÍ¼Ç, £ÁÆâ¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ ¶º× Ì±Ç·Æ¶
£Á¶Ç¸È¹Æ�� Í¹¼È¾Æ ¶ºÆ ¯Ý¶Æ×Î¼¯Î¿¯Æ çÞÁ¼Æ°

£½È¯ÆÎ¯ Ì±»Æ»¹Æ¹ÕºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ ±º¼Æ¹Æ�¯ÆÐºÆ ÍÁÎ¾¯Æç½ÆÞ¯Æ¯Î¿±Æ ±Ç�½¿È¯ÆÐºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ, ¶Ç� ¯Á¸ºÇ¯ ÁÇ±È¶Æ×
¤¼Ç»Æ·Æ×¿Æ¿¶Ç¯âºÆ ±Ç�½¿È¶Æ×, £ÁÆâ¶Æ¶ÈÍ»Ç¯¶Æ¶¼È� Í¯Ç¼È¯ÆÎ¯¯¿Æ ¹½Æ½È¯Æ ¯Ý¶Æ×¯Æ çÞÁ¼Æ. £¯ÆÍ¯Ç¼È¯ÆÎ¯Ì»¶Î¸ÜºÆ £Á¼Æ ¤¶¼È¯Æ¯ Û�»Ç���
£¶½ÆÐ¼È» ¯Ç¼µ+Æ¯Î¿ÜºÆ Û½Æ½Ç¯¯Æ çÞÁ¼Æ°

The Certifying Officer will be the staff officer immediately in charge of the officer reported on. If there has been a transfer of the Certifying
Officer, or the officer reported on, in the case of E. C. C. officers after 1st September and in the case of G. C. C. officers (with over 6 years service)
after 1st November, the report will be made by the Certifying Officer under whom the officer reported on worked before 1st September, and 1st
November, respectively. The staff officer under whom the officer reported on happens to be working in January (in the case of E.C.C. officers) or
March (in the case of G.C.C. officers) will make his comments in the light of his own observations.

The Certifying Officer will also certify, on the statement of work submitted by the officer reported on, that he has carefully read and
examined it, and comment on the claims made by the officer. When he is unable to support any of the claims, he will state his reasons in full.

2. ¨åÚÆ Ä¸à¶ÈÆ ÀèÎèÂ¿ Éì ÉåÚËè¨ ÉåÚºå Ì¨Ìà ¨ø×Ä ¢ºå Éæ¼ªºà ¨åÚÆÆ¨à ï�. ÌÍºø¨ ¨Ç¾ ¾øÈ½åÖÆå �Ìè¾à ÉåÚºå ¨Ç¾ê ÈÂ¾ ¾øÈ½åÖÆåïªà ¨´Æêºë
ÀèÎèÂ¿ É ÌàÉ¨ùÆ ¡¼ÍÌà ÀÎ ¨Î Æêºàïºà ÉÚËÆ ºëÎ ¼û (¾æºïÍåºà ÉåÚºå ¨Ç¾ê ÈÂ¾ ¾øÈ½åÖÆå ¡ÉêÇæ¼àï¼¾à Æ� ºÇ� ¨åÈÆ¨à ÌÍºø¨ ¨Ç¾ ¾øÈ½åÖÆå Æ´ïºà ïÌàÉÆ
¨ïÎà ¼, ¦Ä ¨åÈÆ ºëÎ ¼û) ºÄå È¼ ïÀð¼àªÈè¨ ¼æ¾êÄ À¼¾� ï¨å´ ïª¾ Ä Æ. ¦ïÌà Ä ¦Ä ¡¼ÍÌà Àò¨Ê ¨Î Æêºàïºà ¼ ¢ºå ÀïÇÌàÌïÄ¾à ¨Çæ¸ê ÌÎ¨å ÂæÈéïÄ¾à ÀÌêÉ
Æ. ºÉ ¼, §Íê ºÄ ¡¼ÍÌà Ì¾å» ï¨å´ ¼æ¨àÑÄ´¼ Ìæ¼û Ìè�Æ Æêºë Æ. ÌÍºø¨ ̈ Ç¾ ¾øÈ½åÖÆå �Ìè¾à ÉåÚºå ̈ Î Æêºë Éì ̈ Çæ¸ê ¡ºëÖ¾à ̈ øÌèÉ¨à ªæ¾ ºÄå´ ïÀð¼àªÈè¨ ¼æ¾êÄ¨à
¾æºø �ï´¨, §Íê ¦Ä ÉåÚºåÉ´ Ì�Â¾à½ Éì ¾øÈ½åÖÆå ïÌàÉÆ ¨Ç¾ Êå©åï� Àò½å¾øÆåïª¾à ¦à ªæ¾ ïºåÇºëÇæ �ÄÌå ¼º Æêºë Æ.

¹µÈ»Ç¿¼È� ¤®Õ £½È¯ÆÎ¯¯Î¿¶Æ ¶»Ç¼È¶Æ¶¾Æ ºÈ¯ Û¯Æ¯È»ºÇ¸ ¬Ý ¯´Îº»ÇÐºÆ° ±Ç�½¿È¯ÆÐºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ çÞºÆ £�¹Æ�¼Ç»ºÆ ¤®Õ
ÛáÁ×ºÆ (£¾Æ¾× £½È¯ÆÎ¯ Ì±»Æ»¹Æ¹ÕºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ ±Ç�½¿È¯ÆÐºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼È� ¯ÉÀÆ ÍÁÎ¾ Ì±»Æ¶ ¤®�� £¹Æ¹Ç¯¶Æ×¯ÆÐ)
£ÁÆâ¶Æ¶ÈÍ»Ç¯¶Æ¶¼È� Ì±»¾Æ¯¿Æ ¹½Æ½È» £Á¼È� Ì±Ç·Æ¶ £½ÈÎÁ £�¹Æ¹Î´»Ç¯¯Æ Ì¯Ç®�Ý¶Æ¶¾Æ ÍÁ®ÕºÆ ; £�½ÈÜºÆ £× ºÈ¯¯Æ ¯Á¸ºÇ¯
¤¼Ç»Æ·Æ¶¶� ¹»¸Ç»Æ ©á·Æ¶¶Ç¯�Ý¶Æ¶¾Æ ÍÁ®ÕºÆ° ¶º¶ £�¹Æ�¼Ç»ºÆ ·È»Ç»ºÇ¸Ì¶¸ ©®�¯Æ¯âºÆ £Á¼Æ ¶»Ç¼Ç�Ý¶Æ¶¾Æ ÍÁ®ÕºÆ° ±Ç�½¿È¯ÆÐºÆ
§¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ, ¶ÇºÆ £½È¯ÆÎ¯�´ ÍÁ®�» ¥»¾ÆÚ¯¿Æ ¹½Æ½È¶Æ ¶ÇºÇ¯ £½È·Æ¶È¼Ç���, ±ºÆ¹·Æ¶¹Æ¹´Æ´ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ ÍÁÎ¾ Ì±»Æ×¿Æ¿ ¯ÈÎ¿¶Æ
¶Î¾ÁÎ¼ §±Çâ¶¾Æ ÍÁ®ÕºÆ°

The preparation of annual reports on the staff is a very important duty. The opinions expressed by the Certifying Officer should be based
on his personal knowledge of the officer’s performance throughout the year (or that portion of the year during which the officer reported on
worked under the Certifying Officer), and should be the result of careful consideration. He should be ready to justify his opinions. If the Certifying
Officer does not have personal knowledge of any of the characteristics on which he is required to report, he should consult the Head of the Branch
in which the officer concerned worked.

3. ¡¾ê ¡ºàÌ¾à ºÂ¾ ¾øÈ½åÖÆå �Æ Æêºàïºà ï¼ÀåÚºï�¾àºëï� Àò½å¾øÆå ï�. ¦ïÍºà �ïÊàË ¡ÉÌà»åÉ¾àÍú ¼û ÌàÉ¨ùÆ Ìà»üÇ ïÈà¨�ÉÇÆåïªà ¡¾êÄæºøÆ ÈæÂ, ÌÍºø¨
¨Ç¾ ¾øÈ½åÖÆå´ É¶å ¤ÌÌà ¾øÈ½åÖÆ¨ë ¡¾ê ¡ºàÌ¾à ºÂ¾ ¾øÈ½åÖÆå ÉÊïÆ¾à ¾� ¨ø×Ä´ ï¼ÀåÚºï�¾àºë Àò½å¾øÆå´ Íæ¨øÆ. ¡¾ê ¡ºàÌ¾à ºÂ¾ ¾øÈ½åÖÆå, ÉåÚºå ¨Ç¾ê
ÈÂ¾ ¦Ä ¾øÈ½åÖÆåïªà ¨´Æêºë ÀèÎèÂ¿ ÌàÉ¨ùÆ Ä Éì ¼æ¾êÄ À¼¾� ï¨å´ ïª¾ ïÍåà ÉåÚºå ¨Ç¾ ¾øÈ½åÖÆ¨ë ÉÊïÆ¾à ÌÍºø¨ ¨Ç¾ ¾øÈ½åÖÆå Ìºë Éì ïÆåàªñºåÉ ï¨ïÇÍú
ÌæÈ¨ùïÄ¾à Æêºë É Éæ¼ªºà Ìå¨àËñ ¡¾êÉ ïÍåà ÌàÉå�¾ ¾øªÄ¾Æ¨à ¨Î Æêºë Æ. ºÉ ¼, ¦Âß Éì ÌçÄ ¾øªÄ¾Æ¨à Ä ÀÎÄêÉ Ìè� ÌÍºø¨ ¨Ç¾ ¾øÈ½å×¾àïªà ïÍåà ¡¾ê ¡ºàÌ¾à
ºÂ¾ ¾øÈ½å×¾àïªà ïÍåà ÉåÚºå ¾æºïÍåºà Ì´Í¾à ¡¾êªÄ¾Æ ï¾åï¨å´ Ä ¨Î Æêºë ï�.

ÀÎÄêÉæ¾ø ïØ¼ïÆÍú Ì¿Í¾à É¾ ¼ú¾ïÆ¾à ÀÌê É ÄåÇæ ¨Ç¾ê ÈæÂì ¾èÈ½åÖÆ¨ë ÀèÎèÂ¿ É ¾�, ¦¨ù ¼ú¾´ ïÀÇ ¦Ä ¾øÈ½åÖÆå ïÌàÉÆ ¨Î ï¼ÀåÚºï�¾àºëï� Àò½å¾øÆå
(ïÍåà §Íê �Ìè¾à ¾� ï¨Çæ¸ê ºæ¾æºàºå) Ä ¡¾ê ¡ºàÌ¾à ºÂ¾ ¾øÈ½åÖÆå É¾àï¾à Æ. ¦Ä ¾øÈ½åÖÆå ¡õïº¾à Àºà Éì ï¼ÀåÚºï�¾àºëï� Àò½å¾øÆå´ ¼ §Íê ÀèÎèÂ¿É ÌàÉ¨ùÆ
Äºå¾ê¨íÈ ÉåÚºåÉ¨à ÌÀÆ¾ê Íæ¨øÆ.

¶ÈÎµ¯Æ¯¿¶Æ ¶Î¾ÁÍ¼ ÍºÌ¾Ç¹Æ¹ºÈÕºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼ÇÁ¼Æ, Ú½¸Î´»Ç¸ ±·Æ¶¼Æ¹Æ¹+Æ¯¿È¾Æ ¶ÈÎµ¯Æ¯¿¶Æ ¶Î¾Á¼Æ, ¶º× ·È¼·Æ¶¼±Æ Ì±»¾Ç¿¼È�
£+Æ¯É¯Ç¼¶Æ×´�, ±Ç�½¿È¯ÆÐºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶Ý¯ÆÐ Íº¾Ç¸ ¼Æ §¶Æ¶ÈÍ»Ç¯¶Æ¶Î¼ ÍºÌ¾Ç¹Æ¹ºÈÕºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Ç¯¶Æ Ì¶¼È·ÆÌ¶Õ¯Æ¯¾ÇºÆ°
ÍºÌ¾Ç¹Æ¹ºÈÕºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ, Ð½È¶Æ¶ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼È� ÍÁÎ¾ ¹½Æ½È» ¶º× Ì±Ç·Æ¶ £½ÈÎÁ £¾Æ¾× Í¹Ç¶È»¿â ±Ç�Î½ £�¹Æ¹Î´»Ç¯¯Æ
Ì¯Ç®ÕºÆ £½È¯ÆÎ¯ Ì±»ÆÜºÆ  §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Ç¯¯Æ ¯´Îº Ì±»ÆÁ¶½ÆÐ±Æ ±Ç�½¿È¯ÆÐºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶Ý¯ÆÐ¿Æ¿ ¶Î¯Îº¯Î¿ÜºÆ §¼È»ÁÇÞ ¯Á¸È¶Æ×¶Æ
¶ÇºÆ ¶¸È»Ç¸ º¶È¹Æ�Õ Ì±»Æ¶¾Æ ÍÁ®ÕºÆ° £¶Æ¶Î¯» ¬ÁÆÌÁÇÝ º¶È¹Æ�ÕºÆ Û·Æ¶È» ±Ç�½¿È¯ÆÐºÆ £¾Æ¾× ÍºÌ¾Ç¹Æ¹ºÈÕºÆ §¶Æ¶È»Í¯Ç¶Æ¶¼Æ¯¿Æ �´ÆÕ¿Æ¿
Û·Æ¶È» £½È¯ÆÎ¯¯Î¿ £¾Æ¾× Ð½È¹ÆÚ¯Æ¯Î¿¹Æ ¹Ç¼Çº½Æ Ì±»Æ»¹Æ¹´¾Æ ÍÁ®ÕºÆ°

Ì¹ÇÝ¶Æ¶ºÇ¸ Í¶¶È¯ÆÐ ��¸¼Æ ¥´ºÇ½Æ½¹Æ¹ÕºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ �´»¶Æ¶È¾Æ ÍºÍ¾ 1 ¤ºÆ ¹·Æ¶ÈÎ»¹Æ ¹Ç¼Æ¯Æ¯- £¶ÆÍ¶¶È¯ÆÐ Û�¸¼Æ Ð½È¶Æ¶
§¶Æ¶ÈÍ»Ç¯¶Æ¶¼Æ ÍÁÎ¾ Ì±»Æ¶ ¶ÈÎµ¯Æ¯¿¶Æ ¶Î¾Á¼Æ (£¾Æ¾× £Á¼Ç¾Æ ·È»ºÈ¯Æ¯¹Æ¹´Æ´Á¼Æ) ÍºÌ¾Ç¹ÆºÈÕºÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼ÇÁ¼Æ° Ð½È¶Æ¶ §¶Æ¶ÈÍ»Ç¯¶Æ¶¼È�
Ú¶È» ¶ÈÎµ¯Æ¯¿¶Æ ¶Î¾Á¼Æ ¶º× Ì±Ç·Æ¶ £Á¶Ç¸È¹ÆÚ¯Æ¯Î¿±Æ Ì±»ÆÁ¼Æ°

The Head of the Department will be the Countersigning Officer. In exceptional cases, the Head of the Department may, with the approval
of his Permanent Secretary, nominate an officer superior to the Certifying Officer as Countersigning Officer. The Countersigning Officer should
make an independent assessment based on his own knowledge of the officer’s work or on substantial evidence and with due regard to the Certifying
Officer’s own merits as a reporting officer. Every such assessment should be rendered without reference to previous reports or notes left behind by
previous Certifying or Countersigning Officers.

In the case of an officer transferred after the relevant date–vide paragraph 1 above – the Head of the Department in which the officer worked
before that date (or his nominee) will be the Countersigning Officer. The Head of the officer’s new Department may make his own observation.
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