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DELHI TRANSPORT CORPORATION 

{A GOVT. OF N.C.T. OF DELHI) 


I.P.ESTATE: NEW DELHI 


No. Admn(Misc)/2019/~t~.::i dated:- l \ .03.2019 

It has been observed that the guidelines/instructions for filling up the 

Annual Confidential Reports issued vide circular No.Adml-8(1)/ACR/79 dated 

,· 30.1.1979 and No.AdmI-8(1)/ACR/83 dated 2.2.1983 are not being properly . 

adhered to. 

For Instance, an adverse remark was passed on the pretext that the 

employee concerned had availed total 116 days LWP out of which 114 days 

were sanctioned by the competent authority. The said ACR was filled up by an 

;:.•; · 	 ATI and reviewed by Depot Manager. Both the actions of the particular depot 

are not in order as per the guidelines/instructions issued referred to above: 

It is for the information and necessary action by all concerned that the 

existing instructions/guidelines on preparation and maintenance of Annual 

Confidential !Reports o,f all class III and IV employees issued vide circular 

No.AdmI-8(ACR)/79 dated 30.1.1979 and circular No.Adml-8(1)/ACR/83 dated 

2.2.1983 shall continue to be strictly followed. It Is reiterated that the Annual 
' 	 . . 

Confidential Reports of all skilled, semi skilled and unskilled workshop 

employees shall be filled in by their respective Foren:ian. The Annual 

C9nfldentia1-R:eports of remaining class-Ill & IV employees shall be filled by the 

officer not below the rank of Dy. Manager. 

All Officers concerned must ensure the above compliance in letter ,·and 

spirit. 

Encl : i) circular No.AdmI-8(ACR)/79 dated 30.1.1979 
ii) circular No.Adml-8(1)/ACR/83 dated 2.2.1983 

\~ 
(Raj Kumar Singh) 

Dy.CGM (Admn.)Hqtr 
All Unit Officers/Depot Managers 
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JMMEDINl'E 
CO!IJi'lDtmTIAL 

Dli:LHl TH,\NSPORT CORPOR:d.'ION 
,\ GOVT .OP INDL.1 UND.ERTAKING 

I .I'. ESTATE: NBN DELI~!. 

Jlo. 1\d r.U:-8 (1 )/ (ACR )/79 	 Da'te d : 30- 1-1 97 9 • 

s ubject:- Confident bl Heport - Preparation 
a rrl Maint e na;;..:i1"'c"""e----"o""'f'-',------­

Further 	to Ordet · No. Adr.iI-8(1)/(.rl.CR)/'16 dated 
r, , ;:> .1978 on the arovesub j ect, t '.1e :following procedure 

nr·-rd i;ig cor.im1,1.nica:t ion of adverse rCJll.'.'lrks and manner 
,) /'dealing the?f' epresentations received against the 
e.::i::~ e,. tcgether"'.W~th guide-lines in r.iatte~s re~ating to 
rrepc:ration & J?a.~tenance Of ~\nnual· ConfJ lantial Reports 
is lai <l d o:m f~!~st r ict compl ianc e by a 11 cone srned · 
r:1 t)·; ir.imedfote ::-effect: 

"• ( . 
(i) 	 The exi'sting system ·of prepC\ration & maintenance 

of :\nnual Confidential Reports of al 1 Glass III 
and I.V er.i-ployees sha 11 c a1tinu·e to be followed; 
The ,\nnu.11 f~.:>nfidentia l Report~ of a 11 skilled, 
s~mi-skilled and unskilled workshop employees 
shall ba filled in by their respective Foremen 
ur.d -sr whot:J they have worlced and reviewed by the 
next .superior officer. 

(H) 	 Tl1e ,\nmml C' on:fident 1~ 1 Reporto shall be recorded 
l'i it!1in one r.:1.mtli i~f t:·ie axpiry of the report 
period, v.~: icJ ·; is a Calendur year, and delay in 
t: ::. e: . rci, :.•rd 01: tl:~ rart Of the Reporting Officer 
~· ! ·. : , :. l b:i v ie·..;.a<l ndve ri:ioli• · 

( :l i ! .l 	 :;:,c ~ t :1.:. i cporti1i.._~ Officer retires or othe ·iwise 
dC:ic its o.1fj.ce, he s:rn.11 give the report on his 
s ·.it-ord ii': ate!'! · :;i ·~hin a nonth of his retirement 
01 de::1is i-:ion of office,· 

l ~ ·. .-..il advel'se/ :•e1;'edial rer~arks in t11e Confidential 
:·.c rorts of officials, botll' on p~rfcrc1;1ance as · 

· :~ll a.s on basic qun lities and potential, shall 
tJ l~o~ir.1n111 .rated, ,vtd.le c ce·;r.mn:lrntj.ng adveri;1e/ 
r0 :.: .:rh.nl re1:.11rks, a ;-:-,ent .ion of good points will 
;~lf'v be :·1ooe, Ttiis will be done 'Nitliin one 
:: 0 :1t!1 o f t:-ie :ir being re-.:o :i.· iled by the officer 
.,_.:; u _gives !'\<l \" <JJ.','.ll~ . '.L·-.:1.i;Jtl i r~1 r~rn-'lricf3, The uuin1:111n-i­
.:·~t.1on s h rill be in writing in "Gh3 ·en<'Jc,9cd 
: ·cn:. and ,a co~! o~ ~;ii~ co1ui 1111ni . nn~l.on duly 
;·c,:e irt er.1 oy "Lila 1na iv idual shall be attached 
t.:i the Confide'1'Gial 31aport rihile fcxwardi .np it 
to the next offi.cer concernad. 

Contd .•••. 2/­
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" · y:'' 

o,.lY onC re preoc nt.c.\. ion ·'~'· In•1 ·\ a<Jvor oe I 
rc11; ;· trkL' glf'~ - ~ "\.)e t .~111.w!Gd. -;/,;ir 1 s\'10U\O. \:1('.

:; 

(v) ..,;thin one. . ,.,,tl• or .•,0ir c """' "'"''"ion· .,.,no
/ cm•••"ni .,,.t ;;~ tl>' nilvo""" rH" '7ks t t· the oi'J:i cia 

cone ern•d, ttis t ;,,e-1i>"it c\"'1 l M b" '"'''"' l o 
hie not \oo. ;.11 sncl' c:or1'•> •1'ations ohol 1 \•crn2~11c: ti1:"ol)f,h I'r·o "f_ Oi;•1u1el ·i; o 'tl18 officer1er 
'''"""""'tel;, .. rove "'" officer "'"° Ms '""'"nnicat
tH ""vcrso/re"iedi.• d ron•.rk•· He ,.Hl ob'"·'" : 
'"'"' ""''' o•' t:•• offiCM" ,J. n ""' endorsed ti"'" ' re:rn\X'~<H cY• ·:\ <liE pof-8 0:5. ii"-.~ r ·:::)Yre:.;.entation• 

,,l l re 1-;·:::l;cn"t2.ti 01.w ~"·::-:;·.\. ••.:"(; ;·,,1-;,· -,11'3~ t'e:·,.,,rLs 
5c,all.' oe de d "°cl e;<·c.i "" I< n sCC y "' tt" Compct ont 
,,, {~\'.\ ,.,., :l t y "' n1. :i n ,-._ny casEl w:i.~;chin ti·•\' HJ ;'.1onth s · 
no"' t .;C O" t.c oi " "'''" '"" ""' . • ,. tl ,.., ,,, J"" • u "' , ... ' 

tiOn•
(·di) 	 l<o me"'° ria l ot a" ,.e,,' ,.,,. ..,; "" \. tl>• xc ;<. ,.t I on of t; 

th& ,..,.,,,..,. , "'" ;, "' Llon •" "" ''" C" a·, l ," '"" , , \" '""" "" e , 

of*'"' seed >" cc;""'''"" 	 : 
. 

G 1nnv-J:nrEf.. : 	
t 
' (i) The officers at e•ch i avcJ shall obeer vo •' 

carefnllv thJ ·Nori• ,.,a "'"'""ct of al1 t boss t 
wor1d.og 'under their cart rol and p:i:·ovi(le ' \guidoP.CS, wb•'"'er noce•S"'"y. n.. e Annucl 
Con.C J_,-iantiR.1 :Reports l.?h;-,ll b3 based on thG 
xesults of scwh obs•r"otions acd periodical 
il'IS fCCt ions. 10bSGl'Vtiti011S • ' 

Th s officer uod er wrom the off fo J.2.1 c oncer n ~J~•Y oe workinb as on. the iast date of Cal"'d"' 
1eor shsll init ;ate the report•, provided th>'(ii) 	
of i' ic ia l cone arno d has .,~rk• d .for· three rnor.thS 
or ·,:·ore under such ;:.r, office:r. Otb;}rwise ::.t 
will b-3 initiated bY .:.no'Gh8l' of±'icer under 
wlW>'' th• indiviiual conc;,nIDd has worY-•d st 
l!H:1.st for threa mont.hs. Br ci.;:n p~riods car.·ti~ tal<.:e.1 into account whi:!..3 comriutiilg period 

oi t11 re e r.iont~s. · 

(iii) 

\: ,! \! ,' 
~ ! ·.i 

(:\ v) 
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,\nY ,.c pre»ontotion •'ll ' ' inct n<Jvcrsc c ntrie s bci ir>J 
rC,n>I wnntin!l in sufficient grounds for inter•
-I"""'', shell bO re ,1ectcd onil 'ohO official 
cone 3rnod inforrnod ~!.ccording.lY• 
S\,c rever it .io N l t ti> e roraark• g i von n oodod t o 
" , t a;; •d d onn, o saparnt' suitablO orMY with 

( \·i I 	 , r" ,,r ottc st,;tion ot thC opp;-opriot• p100• of 
t l' ro po rt st<'' J;l b c .,oda "'tnout oblit ><Ct i nil the 

.;.crlicr ;mt.rY • 
;,;crovcr it is found .,\;Ot adv•orse remari<S were 
,ct j ,,;·.t ified, th• soroo sl>o.ll b·o obliterated with 

' ; .:. \ ,, •·' ,;oci fie wtrY trot it M• been acne so, with 
r.ic noto« "••• dote of thG offie er compot ont to dO~c·; :ic preso ,;tatiOns 01: c~pJ,,nnt.i ons ag•inst 
"''c<0•/r""di•l entries will

1 
not be add•d to 

~ · -. ..i ,\nnu:>l Confi nent i.:, 1 Re l'0 :t s • 

"'""'°' 	confid"'ti•l R•D•''" in cases of deceased 
,,p1oyeus '""ll b• dostroy•d oftar two yoar• and 

(d:i'i . t>:os• of retir<i omployees ,.<tar fiv• year• of 
te·,c aot• of oxpirl' /rotircment •• th• cos• m•Y b•, 

;vu>nal Confidanti"1 Reports on hOnorarY ""p1oyaaa 
'" ed not bC ..,ritten , Rowzvor, ti; zse shOuld b" 
·"'""" in respect of part-''i"" employee•• 

0n receipt of aona<'d fr-OP covar""cnt, seni·Covt. 

' \ 
"'"d Public Sector Corp>l'>tio"s etc., AW!llal 
Confi<lenti•l So ports will bO fo"'ard•d to them 
>:c t!e< of c>c or holdin<l tho r 01oveot confid3nt in 1 

\ ; '. I 

• .., \'" '' e ' i"' ' a pee ific re•uost for the ir return 
; • : .. r ;,dn· dono with it. ln coee of prwato
'. : . ; ·,. , ' :•lY " ;.: ist of th• ''port m•Y bi a uppli•d. 

.'• ~· .· ' 

'· ...·. 	 ,.... r . ... ,d<l-'' (., )/(;,en )/?ii dot3d 25-2-1978 is 
' ' ; ' ; ' . ' '"' i' id ": t'" o<t"'t t ""'t the Annuol conf 1.­
, · , : ·.: ·:'" - it~ch•J i,,g Progross R3ports in resP'"t 

. '·' ' ot t,.o ..ccounts :Doptt. ,,,,; those of 
.' r '" '"!'.' Dop~t. worl<ing in "•h• Upits be 

'"'" ',, , ;, ' ' .. ,,J.t ""'"" oni ona.oraed by tM functional 
..,···. 	 - i :... """""'; provided tho ~unction• l Hood concerned 

"· ,, ,,vol "i""°' thO n thc Reporting Offi•<', 
~ 

., . . .:" ..S''''' oO,Y of the .tnnu•l corifidentl.i Reports of 
•'' • : ":- 1 '. >< !,. J. V &'1';oycos of t M Stores Department 
\" ., ' · o. '," '"' "' t,o bO nald bY th? Ass<'. C<dminiatrat i vo 

...·\ ·1•. :-.1..~:'t. :·.:. \\, \ 	 \ '\
7-;:.•L'· O~it 	 ' J i -.. •· ,· r \'.:it o::'.' .::s'" ' \~' . '.,..\1{'. ·.. .,i · 

·~I ·,\ • .'~:· ; 	 :\'-'"' ' 
.. ,,.;·. i ;.-\ 

.... ,.·.· .. 
:,, :1c·-:.3 
; ·: ·(~ :·::·',:it~ 
....~. 
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TJ :·::.,:r1 ·rn.i.ilS:t'OR;j, c0:·ir;o1u1·1om 
GOV'!' •OJ•' INDL\ lli'JDEJ :· ~ · \Y.J )G; )) 
. J. ;· . 1~s'I' YrE: r~w.· :nm.HT M 

No. 

Shr i ________. -' ·--­

The fol 1ov1ing adv.ars8 cntries/reT:ledio.l remarks/good 
·, , points haye be{;rJ made in ·i;he .1.ru1u~.1 Confidential Report 

relating · to your work <itc. for tl13 year 

. ! 

You arc; ba ing informed of ':he:s!l ~ in order , 
that you ma.y gst OV•3r these s~ort-cor,1i~ amfi nl!Bke a dcfin,it 

effort to improve yourself in your own:i:ln:tltret:taWtrend in the 

interest of the Corporation. 

. If ~rou have ahythil')g to· repre!$rl:t :fizn tflt.dis conn'.ec·ti~ ,..' 
you should do so through th~ officer u~ Wtimrn ~ou are·· '. ( : 

directl~ working .within a period of on3 nmmrttl11 fl!:xorn the ·aa·;e .· 

~ 

.. 

' ;.. ' 

of receipt of tbis me n o. · 

'· 

Copy to:­

___for add inc 

file of ih s e:'1 ployee c onc e:cn3d, 

this rnEllllO tin tlhhe 

' \ 

.,.. 

.' ' 

'j 
i' 

personal { 

t 
. !: 

..... r 7 .. ··· f 
l 

·· · 



.J 

DELHI TRANSPORT (;:0RPORATION 

(A GOVT. OF INDIA tJNUERTAKING) 
l.P.ESTATE: NE.W:Q,EtHI 

No.: Adml-8(1)/(ACR)/83 Dt: 2-2-1983 

Further to this office Circular ~f even No. dated 30/1/791 it has been 
obs,:·:-ved that quite often Officers responsible for initiation of CRs give the 
rem<1rk of 'Irregular Attendence' In the CRs of their subordinates. No 
uniform yardstick is being applied fo.r making such an entry. In same cases 
such an entry is made, even when. the '.lhdlvldual· has availed only a few days 
leave without pay while in some .other cases no such entry is made even 
when the individual has av ailed · leave without pay for a large number of 
days It has further ·been seen that no distinction is being made in the 
individual's absehce on leave without pay, due to forced circumstances and 

. . . I 

oth£:?rwise. In some cases such a ·remark Is made even when the individual 
'\/las e.dmitted to hospital or had met with ah accident which is not fair. With 
a view to make assessment more realistic a~d uniform, it is felt that no .su.ch 
entr•/ should be made in the CRs when an individual has. been on leave­
without-pay due to injuries, accidents or hospitalisation which is supported 
by <J Meqical Certificate from Medkal Officers of this Corporation ·'o·~, a 
hospital provided the individual had gi.ven timely intimation about his 
absence. As regards the leave-without-pay availed due to other reasons, 
such a remark need not be made if the leave•without·pay is less than 30 days 
in a year. In all cases where an individ.ual remains on lepve without pay for 

) niore than 30 days which is neither d:ue to' an ,injury a'dsfng out of accident 
· nor, .ospitalization , the Initiating Officer should make an entry in the CR that 
: he has been irregular in attendance which should be communicated to the 

individual alongwith other remarks irfthe normal course. 

Sd/­
(YASHWANT SINHA) 

'tHAIRMAN•CUM·GENERAL MANAGER 
·ALL (IFFICERS & SECTIONS 
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