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CONFIDENTIAL



National Institute of Fashion Technology

((A Statutory Body under NIFT Act)
Confidential Report of Campus Directors/ Directors Head Office/CVO 

Report for the year/period ending ________

PERSONAL  DATA

PART – 1

(To be filled by the Administrative Section concerned Department/Office)

1. Name of Officer  ________________________________________

2. Whether the Officer belongs to

Scheduled Caste/Scheduled Tribe ___________________________ 

3. Date of Birth ____________________________________________

4.   Date of continuous appointment to        Date _______   Grade _____

      the present grade.

5.   Present post and date of                        Date _______  Grade ______

      Appointment thereto

6.   Period of absence from duty (on) ____________________________

Training, leave etc.)during the year

 If he has undergone training, specify _________________________

PART – II

TO BE FILLED IN BY OFFICER REPORTED UPON

1. Brief description of duties

2. Please specify targets/objectives/goals (in quantitative or other terms) of work you set for yourself or that where set for you, eight to ten items of work in the order of priority, and your achievement against each target.

(Example : Annual Action Plan for your Campus/ Unit or Division

3.(a)  Please state, briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2.  Please specify constraints if any, in achieving the targets.

(b)  Please also indicate items in which there have been significantly higher achievements and your contribution thereto.

4. Please state briefly any visionary practice, innovative interventions or creative initiatives taken by you for the overall benefit of the Institute.

5.  “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. Please record your feed back on the achievement of set targets and objectives with reference to Part II of the form.

2. Comment on the following :-

a. Knowledge in the sphere of work with reference to application of rules and regulations etc.

b. Quality of performance 

c. Analytical ability/ problem solving capability

d.   Leadership and team building

e.   Ability to motivate and inspire 

f.    Interpersonal skills

g.   Public relations and networking ability

h.   Managerial effectiveness 

i.    Professionalism

3. Academic Contributions :

a.  As Administrator

b. As Teacher

      c.   As Research/Consultant/Guide

4. Please comment on the Special contributions made, if any for overall benefit of the Institute

5.   Integrity

6.   General Assessment 

Please give an overall assessment of the Officer with reference to individual strengths and shortcomings .

7. Grading :

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

(An Officer 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 : _______________

              PART – IV

Remarks of Reviewing Officer :

1. Length of service under the Reviewing Officer

2. Is the Reviewing Officer satisfied that the Reporting Officer has made his/her Report with care and attention and after taking into account all the relevant material.

3. Do you agree with assessment of the Officer given by the Reporting Officer?

(Incase of disagreement, please specify the reasons).  Is there anything you wish to modify or add ?

4. General remarks with specific comments about the general remarks given by the Reporting Officer and remarks about the meritorious work of the Officer including the grading.

5. Has the Officer any special characteristics, and/or any abilities which would justify his/her selection for special assignment ? If so, specify.

                                                             Signature     : _______________ 

  Date : _________                              Name           : _______________

  Place : __________                          Designation : _______________
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REPORT FOR THE FINANCIAL YEAR / PERIOD ENDING: ��_______________
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