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Confidential Reports

Copy of letter No. 14102-GI-57/22998, dated the 15th November, 1957 from the

Chief Secretary to Govt. Punjab to all Deputy Commissioners and the District and Sessions

Judges in the Punjab and the Registrar, Punjab High Court.

Subject:- Relationship between the Deputy Commissioners and the Departmental Officers in the

District.

I am directed to address you on the subject noted above, and to say that after consideration

of the question very carefully, Government have decided that as far as relationship between the

Deputy Commissioners and the Departmental Officers in the districts is concerned the Deputy

Commissioners would be a coordinator and he will have authority to call for advice and assistance

from all Departmental Officers posted in his district. Moreover, he would also be competent to write

the Annual Confidential reports of the District Officers of other departments posted in his district,

but his remarks would be confined merely to :—

(a) reputation for honesty; and

(b) relationship with public.

So far as Police Officers are concerned, it has, however, been decided that no change is

necessary in the present rules and procedure.

________________

Copy of letter No. 10542-G-III- 59/26741, dated the 17th November, 1959 from the

Chief Secretary to Govt. Punjab, Chandigarh to all Heads of Departments etc., etc.

Subject : Relationship between the Commissioners/Deputy Commissioners and Divisional officers/

District officers in Divisions /Districts.

I am directed to refer to the instructions contained in Punjab Government Letter No., 14102-

GI-57/22998, dated the 15th November, 1957 and No. 9180-GIII-59/22659, dated the 20th November,

1959, regarding the relationship between Deputy Commissioners and Departmental officers, in the

districts and to state that after careful consideration, Government have decided that these instructions

should apply mutatis mutandis to the Commissioners of Divisions vis-a-vis Divisional Heads of

Departments. I am also to state that besides recording remarks with regard to (i) reputation for

honesty and (ii) relationship with public of district and divisional officers of various department, the

commissioners and Deputy Commissioners will also record remarks in regard to their work in their

matter of implementing development schemes and policy of Government.

________________
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Copy of Punjab Government Circular letter No. 2334-ASI-60/15708, dated 3rd May, 1960,

from the Chief Secretary to Government, Punjab addressed to all Heads of Departments, etc., etc.

Subject :- Confidential Reports.

I am directed to invite attention to Punjab Government Circular letter No. 1585l-GI-56/1643,

dated the 28th January, 1957, on the subject of confidential reports, and to point out that since its

issue a number of further instructions on the subjects have been sent to you. It seems suitable

therefore, to issue a consolidated revised circular and this letter embodies all instructions on the

subject brought up-to-date.

The need for regular and punctual recording of reports in personal file.—It is essential

that all officers write their reports in the personal files of their subordinates regularly and punctually.

Not only should every official, whether gazetted or non-gazetted, except Class IV Government servants,

possess a personal file or character roll. But it should be kept up to date and not allowed to remain

without remarks for over a period of 12 months, otherwise its utility as a confidential record disappears.

When an official is placed under suspension as a result of disciplinary proceedings, the fact should

be recorded in the personal file. Similarly, the final result of the disciplinary proceedings should also

be duly recorded. As during the period of suspension an officer frequently has no immediate superior,

there tend to be gaps in Personal Files, and it is the responsibility of the authority which keeps the file

to ensure that entries regarding such periods are invariably made. It must be remembered that the

personal file of an official is used for various purposes, e.g., promotion, punishment, appeals, memorials

or in dealing with the question whether his service is approved for the purpose of full pension. If

therefore, it is not carefully maintained it is robbed of much of its value. Indeed, the very purpose for

which it is maintained will be defeated. There are different instructions in different departments

regarding the dates on which confidential remarks are to be recorded and the frequency of these

remarks. In some cases, confidential reports are written twice a year and in others once a year.

Whatever the frequency laid down, it is necessary that this should be adhered to rigidly and its

reports recorded on or by the due dates. A certificate should be furnished by all Heads of Departments

to the Administrative Secretaries concerned within one month to show that all confidential reports

have been recorded in their respective departments by the due date.

Note:— The confidential reports should be recorded without delay. Further in the event of heavy

delay occurring in isolated cases, it should be possible for the higher authorities to discount

to the extent necessary such reports as had been written after a lapse of very long period

and as were attended with suspicious features on one ground or another. The assessment

of the record as a whole of the officer concerned would thus not be affected unduly by

such a report.

No. 126-ASI-64/2377, dated 17th January, 1964

3.  What the report should contain:— Forms have been prescribed by different

departments for different officers but it is not possible for Government to prescribe any standard form

for all departments on which reports should be recorded. While, therefore, every department is free to

obtain the reports in forms which may have been laid down or which it may consider most suitable. It

is felt that balance of advantage would definitely be in favour of prescribing a simple form (specimen

enclosed as Annexure C) instead of providing a multiplicity of columns and items on which assessment
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is to be made. Too elaborate and lengthy form would only lead to complications. Generally speaking

the reporting officer should state whether the officer/official concerned has been able to satisfactorily

discharge the duties of his office. It should also be stated whether the person is able, conscientious

and hardworking and the degree of his qualities in these directions should be indicated. If the officer

or official reported on has to control an establishment under him, it should be stated whether he is

capable of supervising their work and whether his relations with his subordinates are satisfactory. It

is important to mention whether the officer or official is punctual and, has maintained discipline. It

should also be stated (if he comes into contact with the public) whether he is accessible and hears

and deals with complaints properly and is also courteous in his behaviour. In the case of touring

officers, it should be stated whether their touring is systematic and adequate. The report should also

specifically bring out any defects, remediable or otherwise, so that a complete picture of the official’s

work including the favourable and unfavourable points is available. If any particular incident has

occurred during the period under report which shows up the officer in good or bad light, this should

be mentioned. Letter of appreciation issued by various Authorities or persons and any major event of

work done or special contribution made by the officer towards implementation of a particular scheme

or successful conclusion of a special Campaign will naturally be taken into consideration by the

reporting authority while recording the annual remarks on the work of the officer if he considers them

relevant in an annual assessment of the officer’s work.

Explanatory Notes:—

(i) Some reporting officers tend to make mention of very slight defects in a subordinate.

Government is of the view that very slight defects should be brought to an officer’s

notice verbally in the way of advice and guidance and need not find mention in

annual confidential report unless they are of a type which have been more than

once brought to the subordinate’s attention but which he nevertheless persists in.

Likewise, remediable defects should also be pointed out during the year so that the

official concerned may make an effort to improve and to remove those defects.

(ii)  Quite often it is more convenient to get an overall assessment of an officer by

pointing out some defects against one of the other columns in relationship to

remarks made regarding his work with reference to that column. It is not the intention

that all defects should be enumerated against the column “Defects, if any”, if their

mention against some other column permits a more rounded and balanced judgement

of the officer. In these circumstances it is better to mention the defects against the

column where they seem relevant and merely state against the column “Defects, if

any”, the fact that these have been pointed out already.

(iii) Generally against the column “Defects, if any”, should be mentioned any significant

general or particular defect in the subordinate which is part of his method of work

or manner, personality or reputation and minor matters can either be ignored or

dealt with as indicated in note (i) above.

(iv) Where a pending enquiry finds mention in the confidential report of an officer, it is

incumbent upon the authority maintaining the personal file of that officer to ensure

that the result of the enquiry is also recorded in the personal file.
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No. 1485-ASI-61/7762, dated 1st March, 1961.

(v) Normally the reporting authorities should give their remarks in the confidential

reports on the basis of their personal knowledge or assessment. There can, however,

be occasions when a reporting authority receives complaints against an officer. It

will not be appropriate for a reporting authority to make mention of such complaints

in the confidential reports without trying to sift the truth. In such a case, he should

give an indication whether he believes the complaints to be true or false or that it is

premature for him to form a definite opinion.

Report regarding integrity:— A special mention should invariably be made regarding the

integrity of the officer to which Government attached the greatest importance. It should be clearly

stated if the officer is suspected of corruption or is believed to be corrupt and this opinion should

generally be fortified by reasons, which may be in the possession of the reporting officer. Any ill-

considered remarks in this respect may do a lot of mischief and harm. On the other hand, the reporting

officer must be quite honest and frank and discuss an officer’s worth from the point of view of his

integrity openly and frankly in the column “Defects, if any” or elsewhere. Government observe that

reporting officers are still following the practice of making non-committal remarks like no complaints.

Government view this with disfavour and desire that the practice of making non-committal entries in

the column relating to integrity should cease. Reporting officers should give a definite opinion on the

integrity of their subordinates while writing their confidential reports. Further, instances have come

to the notice of Government in which even though, officers are being proceeded against for serious

forms of corruption, their confidential reports for the same periods certify their integrity to be good.

It is felt that contradiction of this type arise only because reporting officers are failing in their duty to

make entries in the column relating to integrity forthrightly and without hesitation. In case an officer

has been given a good report for integrity which is later proved to be wrong, the reporting officer will

run the risk of earning Government displeasure. Ordinarily, the inference would be that either he did

not exercise proper supervision or he was in dishonest collusion with his subordinate. The intention

of Government is that the truth about subordinates should be known to reporting officers and brought

to the notice of higher authorities. This would not, however, justify the entering of ill-considered

remarks based on inadequate observation.

Letter No. 8588-G (C)-56-11533 GI- (S)-56/73580, dated 4th October. 1956

5. Writing of Annual Confidential Reports on the Secretaries. Joint Secretaries, Heads

of Departments and other Officers, working under the State Government :—(i) The Administrative

Secretaries to Government will write confidential reports of the Additional Secretaries, Joint Secretaries,

Deputy Secretaries and Heads of Departments, included in their sphere of work. If the work of a

Deputy Secretary of below passes through an Additional Secretary or Joint Secretary, the report on

the work of the Deputy Secretary or other officer concerned will be initiated by the Additional Secretary/

Joint Secretary as the case may be, and will thereafter be put up to the Administrative Secretary for his

remarks. In regard to Heads of Departments the Secretary will write the initial remarks though if much

work has seen by an Additional or Joint Secretary, the former will consult him before doing so.

No. 574-GI-59/5924, dated 3rd March, 1959.

The Confidential Report on the work and conduct of the Inspector-General of Police will be

initiated by the Home Secretary if he is of the rank of Commissioner. Thereafter, it will be recorded by
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the Chief Secretary, Minister-in-charge of  Home (Police) Department and the Chief Minister. In case,

the Home Secretary is not of the rank of Commissioner, the Confidential Report of the Inspector

General of Police will be initiated by the Chief Secretary, who will consult the Home Secretary, informally

or otherwise, before recording his remarks. Thereafter, the remarks will be recorded by the Home

Minister and the Chief Minister.

No. 289-SII-(5) 68/3454, dated 8th February. 1968.

(ii) The Minister-in-charge will be the recording authority in respect of Secretary to

Government.

(iii) The Minister-in-charge will be the accepting authority in regard to Additional

Secretaries, Joint Secretaries,Deputy Secretaries and Heads of Departments. In the

case of other officers, the Minister-in-charge would normally be neither a recording

nor an accepting authority. He would be competent, however, in any particular case,

if he so chooses, to send for the personal file of an officer and record such remarks

therein as he considers should be made on the basis of his personal knowledge.

No. 1485-ASI-61/7762, dated 1st March, 1961.

(iv) A Deputy Minister will have the same rights regarding recording/accepting or

remarks in the confidential reports as the Minister-in-charge.

No. 59-ASI-62/5649, dated 17th February, 1962.

Explanatory Notes.—A Minister or a Deputy of the Chief Parliamentary Secretary who has

quit office, will not be competent to record remarks in the confidential reports of officers working in

the Departments, which worked under him or on his personal staff. The reports of officers for whom

the Ministers or Deputy Ministers are the only reporting authority, shall be recorded by the Chief

Minister.

No. 9161-GI-59/26689, dated 16th December, 1959.

6. Number of Reporting Officers and powers of Administrative Secretaries to record

remarks in the Confidential Reports on the staff under the Heads of Departments.—The work and

conduct of an officer working under a Head of Department, whether in the office or in the field should

be reported on by at least two officers.  Thus, reports which are initiated by the Head of the Department

himself should be put up to the Administrative Secretary for the recording of his remarks.

No. 279-ASI-63/4655, dated 2nd February. 1963.

Explanatory Notes.—These instructions do not apply to categories of Government servants

such as clerks, stenographers, drivers, etc., who exclusively work under one officer.

Letter No. 4686-G-(C)-56/16804, dated the 21st April, 1956.

7. Minimum period for which a Reporting Officer should have seen the work of a

subordinate before recording remarks on him.—In future no reporting officer should record his

remarks in the Confidential Report of an officer under him unless he has seen his work and conduct

for at least three months. If the officer has served under the reporting authority for less than three

months, the opinion of the officer under whom he has previously served for at least three months

should be obtained.
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Explanatory Notes.—(i) A reporting officer while recording annual remarks may request

his predecessor who has seen the work of the subordinate concerned for a period of more than 3

months to record his remarks but these later remarks should be submitted by the recording officer

direct to the next higher authority who before adding his own remarks will take both sets of remarks,

that is, those recorded by the present reporting officer as well as these recorded by his predecessor,

into consideration.

(ii) In the case of a subordinate whose work has been seen by the reporting officer for

a period of less than six months in the year (and of course more than 3 months), if there is another

officer who has seen the work for more than six months during the same year, the latter must invariably

be called upon to record his remarks and submit them direct to the next higher authority before the

present superior records his own remarks.

No. 59-ASI-62/5649, dated 17th February, 1962

(iii) The period of three months referred to in this paragraph means the period for which

the reporting authority has actually seen the work of the officer/official reported on. Besides regular

leave (casual leave is treated as duty), the period of suspension when a Government servant does not

attend to his duties is not to be counted in calculating this period, nor the leave and suspension

periods of the reporting authority if any, when it does not see the work of the subordinate.

No. 59-ASI-62/5649, dated 17 th February. 1962.

8. Recording of remarks on these occasion of relinquishment of charge by Reporting

Authority.—(i) An officer may, if he had not done so previously within six months record remarks for

the confidential files of officers subordinate to him within six months of his relinquishing the charge

of his post.

No. 59-ASI-62/5649, dated 17th February. 1962.

(ii) In consequence of change of portfolios, a Minister or a Deputy Minister of the

Chief Parliamentary Secretary may also if he had not done so previously within six months, record

remarks on the confidential files of officers subordinate to him within six months of his relinquishing

the charge of his previous portfolio.

Ditto

Explanatory Notes.—(i)  If an officer wishes to record his remarks either on account of his

own transfer or because of the transfer of the subordinate in the middle of the year, there is no

objection to his doing so and he may be supplied blank forms for the purpose if he asks for them but

their remarks should not be taken into consideration for any purpose whatsoever, except at the end of

the year, or other reporting period prescribed. Such a report will, however, be proposed in the same

manner as other normal reports.

No. 272-AS1-63/4655, dated 2nd February, 1963.

(ii) An officer under suspension is not competent to record confidential reports on the

work of his previous subordinates.

No. 6853-G-37/37890, dated 4th November, 1937.

9. Issue of letter of appreciation.—The practice of recognising the good work of an

officer by a letter of appreciation is sound and should be adopted by all departments. It is important
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that such letters should not be issued indiscriminately but this should be sent in really deserving

cases to encourage good work and at the end of the prescribed reporting period, on a overall assessment

of the officer’s whole work during the period. The criterion for granting such commendatory letters

should be based on a record of exceptionally good work and not merely on the performance of routine

duties with more than average ability and industry; and since commendation will lose much of its

value if it is too easily won, it is essential that the greatest care should be taken to limit the number of

commendatory letters and to grant them only in cases really deserving of notice.

No. 8965-AS1-64/35707, dated 16th November, 1964.

Explanatory Notes.—(i) (a) At least two authorities when there are two or more such competent

authorities, should make the recommendation in clear term; and

(b) the work proposed for commendation should be clearly indicated.

(ii) The intention is that, as a rule, such letters of appreciation should where necessary,

be issued by the appointing authority or at least by the authority competent to receive confidential

reports, convey adverse remarks and maintain the personal file of the officer concerned as defined in

paragraph 17 and not by officers lower than that. Officers below the level of the authority competent

to maintain the personal file of the officer concerned are not competent to issue letter of appreciation

or commendation on the basis of generally good work done over a period of time. Their remarks in

respect of generally good work done by subordinates should appropriately be recorded in annual

confidential reports.

(iii) Occasions do arise when an executive officer in the field feels the need of

encouraging his subordinates by issuing them letters of commendation particularly after good work

done in connection with some specific incident, e.g. flood relief, locusts, visit of some V.I.P. etc. and

it is not the intention of Government to place this method of extracting  good work out of the

subordinate beyond the reach of executive officers in the field. In such cases letters of appreciation

may be issued even by officers lower than the appointing authority the authority competent to

receive confidential reports, convey adverse remarks and maintain personal files. Such letters will not

however be placed on personal files and should be very sparingly.

No. 9026-G-51/654, dated 4th December, 1951.

10.  Communication of adverse remarks.—Attention is invited to paragraph 7 of Punjab

Government Consolidated  Circular No. 1 which is reproduced below :—

“The attention of Government of India having been directed to the diversity of procedure

followed in different provinces in regard to the communication to subordinate officers in

civil employ of unfavourable remarks made by their superiors in annual or other reports of a

periodical nature, the Governor-General in Council has, with the approval of the Secretary of

State, laid down the following general principles to which effect to be given in all departments

in all provinces :—

(a) when report is build up on the individual opinions as noted of different departmental

superiors in gradation it is only the opinion as accepted by the highest authority

which need be considered from the point of communication;

(b) an officer should not at any time be kept ignorant of reporting officer’s opinion

where his service is not considered satisfactory; criticism should be communicated
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promptly and should indicate in suitable language the nature of the defects in

question ;

(c) the practice of discriminating between a remediable and irremediable defects should

be abandoned as far as practicable, except that a certain degree of discretion should

be regarded as permissible in communicating reported defects of an irremediable

nature. For instance, it might do more harm than good to inform an officer year after

year that his brains are below average or that he is unduly sensitive ;

(d) the reporting officer should specifically state whether the defects reported have

already been brought in any other communication to the notice of the officer

concerned;

(e) remarks in cases in which the Government or head of a department or other officer

suspends judgement should not be communicated ;

(f) great attention should be paid to the manner, method of communication in order to

ensure that the advice given or the warning or censure administered, whether orally

or in writing, shall having regard to the temperament of the officer concerned, be

most beneficial to him; and

(g) any remarks on an officer’s report which show that he has taken steps to remedy

defects to which his attention has been drawn in a previous year, should be

communicated to him, so that he may know that his efforts to improve have not

passed unnoticed.

No. 2679-G/1/59/8249, dated 15th July, 1959.

The above instructions should continue to be followed with the modification that adverse

remarks in all cases should be communicated. Further the existing practice of conveying only adverse

remarks is rather discouraging and leaves the officer concerned guessing as to the general total

purport of his report. To avoid anxiety on this amount Government have also decided to let the officer

know briefly (in a sentence or part-sentence) the general total impression of his report. For example,

it could be said, ‘while your work has assessed as of a good standard of efficiency and competence,

it has been pointed that you tend to delay cases; or though your work is generally assessed as out

satisfactory during the year, you show a communal tendency which is brought to your notice for

correction’; or ‘while you are a hard working officer, you sometimes lose your temper in dealings with

the public’.

Explanatory Notes.—

(i) It is not the intention that even those adverse remarks which have been washed out

by the remarks of some superior authority including Minister should be conveyed.

The correct position is that only the adverse remarks recorded or endorsed by the

Highest authority reporting on an officer should be communicated. Where, however,

an adverse remark has not been specifically denied by a higher authority, it should

be conveyed. It is however open to that authority to decide that any adverse

remarks need not be communicated. Where it is so decided, a specific order to this

effect should be recorded. The criterion for such a decision should be based on

paragraph 7 (c) of Punjab Government Consolidated Circular No. 1 reproduced

above.
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(ii) The reporting officer, while mentioning any defects in the report, should as far as

possible also give indication of what efforts have been made by way of guidance,

admonition, etc., to get the defects removed and with what results.

No. 5515-AS1-61/25297, dated 11th July, 1961.

(iii) It has been noticed that instructions that adverse remarks in all cases should be

communicated to the officer are not being strictly observed with the result that

officers are deprived of the right of representation. It has, therefore, been decided

that all departments should make it a regular form of routine discipline and procedure

to invariably convey adverse remarks to the officer concerned. All competent

authorities should make an occasional check of confidential reports entrusted to

their custody in order to ensure that adverse remarks are in fact conveyed to the

officers concerned. No notice should be taken in future of adverse remarks if they

have not been conveyed. Where a competent authority does not convey adverse

remarks to the officer concerned, the omission will be treated as discriminatory

action on its part and due notice will be taken of it. In regard to past entries in the

personal files, any adverse remarks that have not been conveyed or shown, except

those not conveyed or shown when Government’s practice of conveying adverse

remarks was not as strict as it is now, shall also not be taken into consideration.

No. 59-ASI-62/5649, dated 17th February. 1962.

Although it was provided in Punjab Government circular letter No. 9026-G-51/16544,

dated the 4th December, 1951, that an officer should not be kept in the dark about

reporting officer’s opinion where his service was not considered satisfactory and

that criticism should be communicated promptly, yet all Departments do not invariably

convey adverse remarks to the officers concerned. Fresh instructions were issued

in Punjab Government letter No. 3916-GI-57/9867, dated the 15th June, 1957, that all

adverse remarks should be conveyed. The practice of conveying adverse remarks

can, therefore, be said to have become strict only on receipt of the letter dated the

5th June, 1957. The uncommunicated adverse remarks relating to the previous

period, however, need not be communicated now.

No. 10935-G-52/35352, dated 21st December, 1952.

(iv) The highest reporting authority should be consulted at the time of communication

of any adverse remarks if at the time of writing the report his views were not by any

change recorded therein.

No. 1485-ASI-GI/7762, dated 1st March, 1961.

(v) Except to the extent indicated above, confidential reports are not to be communicated

or shown to the officer concerned.

No. 8965-AS1-64/35707, dated 16th November. 1964.

(vi)  While communicating the adverse remarks to the Government servants the identity

of the superior officer making such remarks should not normally be disclosed. If

however, in a particular case, it is considered necessary to disclose the identity of
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the superior officer, the authority dealing with the representation may at his

discretion allow the identity to be communicated.

No. 703-G1-58/8250, dated 7th April, 1958.

No. 2356-G-55/18471, dated 31st March, 1955,

No. I5172-G-55 dated the 22nd December, 1955.

11. Representations against adverse remarks.—Government have noticed a strong

tendency among official/ officials at all levels not to take adverse remarks in the spirit in which they

are intended and as part of the normal incidents of a whole career of service but to indulge in all kinds

of pressure to get such remarks expunged. Such tendency produces ill-effects in regard to the recording

of remarks, without fear or favour, by reporting officers and such practice must be strictly and firmly

discouraged and eliminated, if possible. It is often forgotten that the primary purpose of maintaining

a record of annual remarks in regard to an officer’s work is to accumulate over a period of years a

varied assessment regarding the performance, character, ability and integrity of the officer in discharging

the responsibilities to which he is called. This record is meant to enable Government to assess the

total worth of an individual officer with a view to utilising him in the best way possible for the public

service. Primarily, therefore, the record of an officer is a document internal to Government to the

utilised for ‘promotions’ postings, transfers, encouragement caution, etc. This main purpose of the

record must, therefore, be born in mind, namely, that it is a cumulative assessment of an officer’s

worth to be utilised for Government purposes and for public ends and it is only identity a means of

bringing to the officer’s notice defects which he should consciously endeavour to ready. Ordinarily,

therefore, departments should not enter into any controversy with officers in the matter of adverse

remark communicated to them on the basis of their confidential reports. Occasionally, however cases

arise where the adverse remarks are not made bonafide, or the based on a patent error of fact. An

examination of the representations is, therefore, called for, and these should not be turned down

automatically. Where the preliminary examination of the representation does not prima facie establish

that the adverse remarks are mala fide are based on a patent error are fact, there should be no

hesitation in disposing of the representation on the basis of the general policy refer to above. Where,

however, it appears prima facie that the remarks are not bona fide or that these are based on a clear

error of fact, the representation should be examined on merits. If as a result, it is found that the

adverse remarks were not justified after obtaining the order of the highest administrative authority, a

note should be recorded on the confidential report expunging the remarks and the officer concerned

should be informed of the action taken. The reporting officer may also be informed and suitably

warned where mala fide intent is indicated. Recourse to expunction of remarks may be had only in

cases of exceptional character after observing the procedure laid down above. There may also be

border line cases in which there may be some substance in the adverse remarks conveyed to the

officer and also some justification for the representation made by the officer against the adverse

remarks. In such cases, the proper course to adopt would be to place the representation on the

personal file after obtaining the orders of the highest administrative authority.

No. 8965-ASI-64/35707, dated 16th November. 1964.

Explanatory Notes.—

(i) Before passing final orders on a representation against adverse remarks, the

comments of the reporting authorities should invariably be obtained.



13

Confidential Reports

(ii) If a representation is made by any officer against the remarks communicated to such

representation should be brought to the notice of the highest administrative authority and his order

should be obtained. It would be very undesirable that an officer against whose adverse remarks,

representations are submitted should himself dispose of such representations.

No. 12241-GI-58/1860, dated 21st January. 1959.

The intention is that both for purposes of rejection and acceptance of representations

against adverse remarks, there should be one authority and is should be the highest administrative

authority.

The ‘highest administrative authority’ means ‘the appointing authority’ or the authority to

whom representation against the punishment of censure lies under the existing rules of the departments

concerned for particular officer, whichever is higher. If such authority is himself the authority’ whose

adverse remarks are communicated, the term ‘highest administrative authority’ should mean the next

higher authority.

No. 59-AS1-62/4649, dated 17th February, 1962.

For members of the All India Services serving under the Punjab Government, the highest

administrative authority should mean the State Government.

No. 5515-AS1-61/25227, dated 11th July, 1961.

12. Time limit for filing representation against the adverse remarks and the authority

to whom the representations are to be addressed.—(i)  As stated above, Government do not encourage

representation against adverse remarks. But if a representation is made, it should not be entertained

unless it is received within three months from the date of the letter communicating adverse remarks to

the officer/official concerned. Government wish to make it clear that this time-limit should be followed

rigidly and that time-barred representation, should be rejected. It is dangerous to allow officers to go

on putting up, representation, whenever they think the situation is favourable to them, and post facto

attempts to clean up personal files must be resisted.

(ii) The representation against adverse remarks may be addressed direct to the authority

conveying the adverse remarks. Remarks recorded in the Annual Confidential Reports against which

representation has not been filled within the prescribed period or, if so filled, has been rejected,

should not be expunged in spite of the fact that at some later date a succeeding authority has a

different view. The succeeding Minister or officer may record his own remarks and get the same also

placed on the personal file of the employee reported upon where he has a different view in regard to

the remarks in the Confidential Report recorded by a previous Minister/Officer.

No. 387I-S.I1 (5J-68/14567. dated 24th May, 1968

Explanatory Note.—

In the case of officers posted in Lahaul and Spiti on account of difficult communications the

time-limit for submitting representations against adverse remarks will be eight months.

No. 279-AS1-63/4655, dated 2nd February, 1963.

13. Future of documents/communications which need be placed on personal files.–

(i) Besides the confidential report on the work and conduct of an officer, copies of documents/
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communications specified below should also be placed on the personal files—

(a) all orders imposing any of the penalties prescribed under Rule 4 of the Punjab Civil

Service (Punishment and Appeal) Rules, 1952 [now rule 5 of Punjab Civil Services

(Punishment and Appeal) Rules, 1970] or rule 3 of the All India Services (Discipline

and Appeal) Rules, 1954, as amended from time to time ;

(b) all communications conveying adverse remarks ;

(c) those letters of appreciation which deal with the outstanding nature of performance

of an officer on an overall assessment on his work and conduct during the year in

the light of the remarks recorded in his confidential reports;

(d) a copy of the orders granting advance increments.

No. 8965-ASI-64/35707, dated 16th January, 1964.

(ii) As regards warnings which are not the direct outcome of annual confidential reports

(excepting those emanating from Government), these shall not be placed on the

personal files without the previous approval of the ‘appointing authority’.

(iii) In regard to other communications of the nature of advice or conveying displeasure

of Government, orders of the competent authority whether or not a copy should be

placed in the personal file should be obtained in each individual case. “Competent

authority” referred to above will be:—

(a) Government in cases where advice given to a Government servant is from

Government or the displeasure of Government is conveyed or Government

is the authority competent to improve the punishment of censure ; and

(b) the authority competent to hear appeals from an order imposing the

punishment of censure, in other cases, except when the advice given is that

of a higher authority in which case such higher authority should be the

“competent authority”.

No. 279-ASI-63/4655, dated 2nd February. 1963.

(iv) Whenever an officer has attended an approved course of study or training in India

or abroad—

(a) the fact of his having done so should be entered in his character roll;

(b) the report received from the head of the institution of the aforesaid study or

training should either place in original with the character roll or the substance

of it entered therein ;

(c) an entry about the report submitted by the officer on his work should also

find mention in the character roll if it is outstandingly good, or is of poor

quality indicating that the officer had not made good use of his period of

study or training.
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Explanatory Note.—Approved courses of training may be defined to include courses

sponsored by the Government or in which the cost or part of the cost is borne by Government as also

courses attended with the permission of Government or for which Government grant study leave. In

respect of some of these courses it may not be possible or necessary to obtain reports which could be

incorporated in the character rolls. For instance there are part-time courses and refresher courses

where an assessment of the candidate is not made. In such cases, however, entry in the character roll

of the fact of the officer having attended the course would nevertheless be useful in giving a more

complete picture of the officer’s experience and accomplishments.

No. 1485-AS1-61/7762, dated 1st March, 1961.

Explanatory Notes.—

(i) As a result of delays detected by the Assessment Units, the officials responsible for

delays are sometimes warned and in certain cases the Chief Secretary decides that a copy of the

warning be placed on the personal file of the official concerned. In such cases it is not necessary to

obtain the orders of the competent authority as defined in this paragraph for placing a copy of the

warning on the personal file. The Chief Secretary will be the competent authority for this purpose.

No 126-ASI-64/2377, dated 17th January. 1964

(ii) It is the responsibility of the authorities maintaining the personal files to ensure

that all documents required under the instructions of the Government to be placed

on the personal files, are placed thereon.

No. 126-ASI-64/2377, dated 17th January, 1964.

(iii) The term ‘personal file’ means in this context the collection of periodical or annual

confidential reports on the work and conduct of a Government employee and copies

of orders of punishment and appreciation letters, etc., that may, in accordance with

the foregoing instructions form a part of this collection.

No. 5929-G (C)-56/21125, dated 30th May, 1956.

14. Documents which are not to be placed on personal files.—The personal files should

not be burdened with copies of personal letters or certificates issued by superior officers to their

subordinates or letters of commendation issued by Government in recognition of any special help

that might have been rendered by the officer on a particular occasion, e.g., a local exhibition, visit of

a V.I.P., etc.

Letters of appreciation issued by various authorities or persons on any major event of work

done or special contribution made by the officer towards the implementation of a particular scheme or

successful conclusion of special campaign will not, therefore, be placed on personal files.

No. I485-ASI-61/7762, dated 1st March, 1961.

Explanatory Note.—Enquiry reports of the Vigilance Department sometimes contain mention of

unsubstantiated allegations. In any case these are in the nature of investigations, such enquiry

reports shall not be placed on the personal files.
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No. 3916-1G-57/9867, dated 5th June, 1957.

15. Procedure to be followed where a Reporting Authority is related to the officer to

be reported on.—

(i) When the reporting officer is the first reporting authority, he should be competent

to record his remarks, but, while doing so, he should clearly mention that he is related to the officer

reported on and bring out the exact nature of relationship.

(ii) When the reporting officer is not the original reporting authority he need not normally

write any remarks. If, however, he feels that for some reasons he must enter some remarks, he should,

while doing so, act as under (i) above ;

No. 5445-GI-58/15872, dated 26th May, 1958.

16. Soliciting of remarks to be discouraged.—Government have noticed an undesirable

tendency among officers/ officials to approach the higher authorities for getting remarks out of the

way on their personal files. The confidential remarks on the work of Government servant are recorded

by the competent authority in the total course with due. The officers/officials should, on no account,

solicit for remarks in personal files whether from Ministers or their superiors.

No. 6257-GI-59/1587, dated 13th January. I960.

17. Custody of personal files and authorities competent to convey adverse remarks in

Confidential Reports.—In  regard to the general question as to which authorities should be competent

to receive and convey confidential reports and maintain personal files (character rolls) of different

categories of Government servants it is considered that in principle, all this work should normally be

the responsibility of the “appointing authority”. However, in view of practical difficulties involved,

this does not appear to be feasible in all cases. Therefore, without prejudice to the right of the

appointing authority to issue any special instructions to meet administrative exigencies, it has been

decided to lay down the following procedure:—

(i) The personal files of all officers of the I.C.S./I.A.S. and the P.C.S. (Executive Branch)

and non I.C.S./P.C.S. (Executive Branch). Administrative Secretaries will remain

with the Chief Secretary except that the personal file of the General Manager and

Secretary, Bhakhra Dam, will continue to be maintained by the Secretary, Irrigation

and Power.

(ii) The personal files of Additional Secretaries/Joint Secretaries/Heads of Departments,

who are not members of the I.C.S./I.A.S./P.C.S. (Executive Branch), will remain in

the custody of their Administrative Secretaries.

(iii) The personal files of all Class I and Class II Officers, except those covered by (i)

and (ii) above, will remain with their Heads of Departments.

(iv) The personal files of non-gazetted staff will remain in the custody of their Heads of

Departments/Heads of  Offices according to the existing practice, which may be

modified, if circumstances so warrant, at the discretion of the Head of Department

concerned.

The authorities mentioned at (i) to (iv) above will receive confidential reports and convey
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adverse remarks contained therein in respect of the Government servants whose personal files are

maintained by them

To facilitate the assessing of an officer’s worth, on the basis of his personal file, the good

and bad remarks should beside lined with red and blue pencils respectively which putting up the

personal files in cases of promotion, disciplinary action , pension etc.

No. 1648-G-56/18571, dated 14th March, 1956.

18.    Index to Personal Files.—Government observe that very often annual confidential

reports are not written promptly by the recording authorities, not is due importance attached to the

proper maintenance of personal files, which are a valuable service record of Government servants. To

remedy this state of affairs, it has been decided that an index in the attached pro forma (Annexure A)

should form part of each personal file and entries therein completed before any new documents are

filed. To ensure proper upkeep of personal files, it would also be desirable that the appointing

authorities/ Heads of Departments/Heads of Offices have the personal files in their own custody and

those in the custody of their subordinate offices inspected by a responsible officer once every year

between the months of July and September.

No. 6257-GI-59/1587, dated 13th January, 1960.

Explanatory Note.—Where the personal file is in the shape of a bound register, it is not

necessary to prepare an index to it.

No. 1485-AS1-61/1762, dated 1st March. 1961.

19. Summary of Personal Files. —Government have decided that a summary in the

attached pro forma (Annexure B) should form part of each personal file to facilitate the judging of

relative merits of officers by the competent authorities making appointments, promotions, etc. To

facilitate this task the grading should be done by the reporting officers. A column for ‘overall

assessment’ should be prepared in the form so that the years’ work is assessed and graded in the

recognised categories namely ‘A plus’ (outstanding); A’ very good ‘B plus’ (good); ‘B’ (Average) and

‘C ‘(Below average)’.

No. 59-ASI-62/5649, dated 17th February, 1962.

20. I am to urge again that the officers recording confidential reports should realise the

value and the importance of such reports in marking or adversely affecting the careers of officers

reported upon. While superior officers have the fullest freedom and the right to record their opinion

about the work and conduct of their subordinates, in doing so they should be guided solely by

considerations of merits, justice and fair play. No personal considerations, approaches or sifarish of

any kind should be allowed to supervene and their conscience alone should be their guide in this

matter.

No. 126-ASI-64/2377, dated 17th January, 1964.

21. I am to request that these instructions should be strictly followed.
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ANNEXURE ‘A’

DEPARTMENT OF ____________________________________________________________

Index to Annual Confidential Report and other Documents placed in the Personal File

(Character Roll) of ___________________________________________

Serial Date on which Nature of document Page Nos. of the Signature, date and Remarks

No. placed on placed showing documents filed designation of

personal file period to which it relates attesting authority.

of  the entry

     1            2            3          4            5         6

N.B.— (1) The Index form should be printed on both sides of a thick coloured folder.

(2) Each Index Sheet should have a printed Serial No. embossed in print in the right

hand top comer.

(3) Printed Index Sheets are available from the Controller Printing and Stationery, Punjab,

Chandigarh.

(4) Proper account of Index Sheet should be maintained by each office.
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ANNEXURE ‘B’

(1)     Name of the Officer with an indication of the service to which he belongs.

(2)     Date of entry into the service.

Period Post(s) Name(s) with Whether the report is, on the whole, Reference    Remarks

covered held designation(s)      outstanding, very good, good, to pages

by the of the reporting            satisfactory or poor

report officer (s)

Outstanding/ Satisfactory/ poor

Very good/ Fair

 Good

      1      2            3 4         5        6

  (a)  (b) (c)
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eq[; lfpo] gfj;k.kk ljdkj dh vkSj ls

gfj;k.kk ds lHkh foÙkk;qDr]  gfj;k.kk ds lHkh iz'kkldh; lfpoA lHkh foHkkxkè;{k] vk;qDr vEckyk
e.My rFkk lHkh mik;qDr] gfj;k.kkA jftLVªkj iatkc rFkk gfj;k.kk mPp U;k;ky; rFkk gfj;k.kk ds lHkh ftyk
rFkk l=k U;k;k/h'k dks izfRkfyfIk Øekad 1624&3 ,l- &71] 1570 fnukad 31 ekpZ] 1971 dh izfRkfyfIkA

fo"k; %& xksiuh; fjiksVZ ----------------------------------- iz'kalk i=k tkjh djuk Axksiuh; fjiksVZ ----------------------------------- iz'kalk i=k tkjh djuk Axksiuh; fjiksVZ ----------------------------------- iz'kalk i=k tkjh djuk Axksiuh; fjiksVZ ----------------------------------- iz'kalk i=k tkjh djuk Axksiuh; fjiksVZ ----------------------------------- iz'kalk i=k tkjh djuk A

gfj;k.kk ds lHkh foÙkk;qDr rFkk iz'kkldh; lfpo] ÑIk;k mi;qZDr fo"k; ij iwoZ iatkc ljdkj }kjk
tkjh fd, x, vuqns'kksa dh vksj è;ku nsaxsA tksfd ifji=k Øekad 2334 ,e-- ,e- 1&60@15708] fnukad
3 ebZ] 1960 (le;&le; ij ;Fkk la'kksf/r) esa fufgr gSA

2- ;g ns[kk x;k gS fd bu vuqns'kksa dk fofHkUu foHkkxksa }kjk leku :i ls iz;ksx ugha fd;k tk jgk vkSj
dqN ,sls mnkgj.k gq, gSa ftuesa vf/dkfj;ksa dks iz'kalk i=k tkjh djus ds lEcU/ esa leku izdkj ds rF;ksa rFkk
fopkjksa ds gksus ij Hkh mu ij vyx&vyx fu.kZ; fy, x, gSa tks ;g izR;{k rkSj ij vfHk"V ugha gS vkSj blfy,
ljdkj us bl ekeys esa lekurk j[kus ds fy, ;g fu.kZ; fy;k gS fd Hkfo"; esa izFke Js.kh ds vf/dkfj;ksa ds
,sls lHkh ekeys] eq[; lfpo] (lsok,a 'kk[kk esa) }kjk eq[; eU=kh dks vkns'kkFkZ Hksts tk,aA bl lEcU/ esa d`i;k
lHkh foHkkx rnkuqlkj dk;Zokgh djsaA

3- d`i;k bldh ikorh HkstsaA

gLrk@&

mi lfpo] jktuSfrd ,oa lsok,a]
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

__________
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Copy of Punjab Government Circular letter No. 3482-ASI-25298, dated 11th July, 1961,

from the  Chief Secretary to Government, Punjab, to all Heads of Departments etc., etc.

Subject : Relationship between the Commissioner/Deputy Commissioners and Divisional Officers/

District Officers in Divisions/Districts.

I am directed to refer to the instructions contained in Punjab Government Circular Letter

No. 14102-GI-57/22998, dated the 15th November, 1957, No. 9180-GIII-59/22659, dated the 20th

November, 1959 and No. 10542-GIII-59-26741, dated the 17th December, 1959, on this  subject.

It has been laid down in paragraph 10 of Punjab Government circular letter No. 2334-ASI-

61/15708, dated the 3rd May, 1960 regarding confidential reports that adverse remarks in all cases

should be communicated. It has further been amplified in explanatory note (i) under this paragraph

that only the adverse remarks recorded or endorsed by the highest authority reporting on an officer,

should be communicated. In the Ordinary department hierarchy it is easy to determine who is the

highest authority reporting on an officer, but it is difficult to do so where the Deputy Commissioner

and the Commissioner are the Additional reporting Authorities on Divisional/District level department

officers. A question has arisen as to what weight should be attached to the remarks recorded by the

Deputy Commissioners/ Commissioners vis-a-vis those recorded the departmental report authorities.

After careful consideration, Government have decided that where an adverse remark has been recorded

by the Deputy Commissioner/Commissioner, it should invariably by conveyed even though the

departmental reporting authorities have disagreed with it. Where, however, the Commissioner disagrees

with the Deputy Commissioner, the Deputy Commissioner’s remarks need not be conveyed.

___________
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Copy of Punjab Government Circular letter No. 472-ASI-64/11586, dated 9th April, 1964

from the Chief Secretary to Government Punjab to all Heads of Departments etc. etc.

Subject :—Confidential reports—issue of letters of appreciation.

I am directed to invite a reference to the Punjab Government letter No. 2334-ASI-60/15708,

dated the 3rd May, 1960, on the above mentioned subject and to state that in para 9 thereof it was

specifically mentioned that letters of appreciation should not be issued indiscriminately but only in

really deserving cases, in order to encourage good work on an overall assessment of the officer’s

whole work during the reporting period. The intention behind this really was to ensure that

commendatory letters are based on a record of exceptionally good work and not merely on the

performance of routine duties with more than average ability and industry. Since commendations lose

much of their value if they are given too easily, it is essential that the greatest care is taken to limit the

number of such letters and to grant them only in really deserving cases.

2. Instances have however, come to the notice of the Government where these instructions

have not been followed in the spirit in which they were issued, with the result that recommendations

for letters of appreciation were made only in a routine manner and not after full and proper consideration

of the merits of the work done. And of the late such recommendations have been found to have been

made too frequently, which had even led to an unhealthy tendency among officers to go a begging for

such letters.

3. It has, therefore, been considered that the standing instructions on the subject should be

brought to the pointed notice of all concerned so that these may be observed carefully.

In order to further ensure that such recommendations come up after thorough consideration

Government desire that for any good case for acceptance :—

(a) at least two authorities, when there are two or more such competent authorities,

should make the  recommendation in clear terms ; and

(b) the work proposed for commendation should be clearly indicated.

4. It is requested that these instructions may be brought to the notice of all the reporting

authorities under your control, for careful compliance. The necessary addition to paragraph 9 of the

Circular letter referred to above is also being made.

5. The receipt of this letter may please be acknowledged.

___________________
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Copy of Punjab Government Circular Letter No. 5582-ASI-64/24104, dated 15th July,

1964, from the Chief Secretary to Government, Punjab, to all Head of Departments etc.

Subject : —Relationship between the Commissioners and Divisional Officers in  Divisions.

I am directed to invite a reference to the instructions contained in the Punjab Government

Letter No. 10542-GIII-59/ 26741, dated the 17th December, 1959, on the subject noted above, wherein

it has been provided, inter-alia, that Commissioner of Divisions will record remarks on all the Divisional

Officers of the Various Departments with regard to—

(i) reputation of honesty

(ii) relationship with public ; and

(iii) implementation of development schemes and policy of the Government.

2. In this connection, it has been brought to the notice of the Divisional officers of the

various Departments often do not pay even a courtesy call on the Commissioners, with the result that

most of these officers are not likely to be known personally to the Commissioners who are consequently

not able to express proper opinion about them.

I am, therefore, in the interests of the Administration, as well as of the individual Officers

themselves, to request that the Divisional Officers of your Department may be directed to see the

commissioners of their Divisions as and when they find it feasible and convenient, but at least once

in six months.

_________________
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Copy of Punjab Government Circular letter No. 3270-ASI-65/11454 dated 3rd April,

1965, from the Chief Secretary to Government, Punjab to all Heads of Department etc., etc.

Subject:—Confidential Reports—issue of appreciation letters.

I am directed to invite a reference to the Punjab Government letter No. 472-ASI-64/11586,

dated the 3rd/9th April, 1964, on the subject noted above wherein it was decided that before a letter

of appreciation could be issued to an officer on the basis of his confidential report, the following

conditions should be fulfilled—

(a) at least two authorities, when there are two or more such competent authorities,

should make the recommendation in clear terms ; and

(b) the work proposed for commendation should be clearly indicated.

The State Government has, from time to time, been receiving references from the various

departments seeking clarification on certain points. The matter has, therefore, been considered further

and I am to offer the following clarifications in this behalf—

(i) Where there is only one reporting authority and it recommends clearly the issue of

an appreciation letter and also indicates the work proposed for commendation, an

appreciation letter may be issued in such cases ;

(ii) In cases where the first reporting authority recommends an appreciation letter in

clear terms indicating the work proposed for commendation and the second authority

simply endorses it by saying ‘I agree’ an appreciation letter may be issued as the

words ‘I agree’ amount to endorsing the recommendation of the first reporting

authority notwithstanding the fact that the second reporting authority did not

clearly say in so many words that an-appreciation letter may be issued ;

(iii) Where two reporting authorities recommended the issue of an appreciation letter

and the highest authority does not contradict that recommendation but records the

words “Seen” or ‘No remarks” or simply appends his signature, an appreciation

letter may be issued. Where, however, the final authority controverts the

recommendation of the lower authority no letter of appreciation should be issued ;

(iv) Where the two lower reporting authorities do not recommend the issue of an

appreciation letter but the highest authority makes the recommendation for such a

letter in clear terms a letter of appreciation should not be issued straightaway. In

such cases a reference to the two lower reporting authorities, where there are two or

more such authorities should be made asking for their views on the issue of a letter

of appreciation. A letter of appreciation should be issued only if at least one of the

lower reporting authorities is also of the view that an appreciation letter should be

issued.

2. I am to request that these instructions may be brought to the notice of all reporting

authorities under your control for careful compliance.

The receipt of this letter may be acknowledged.

___________________
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Copy of letter No. 7814-ASI-65/27821, dated 10th August, 1965 from the Chief Secretary

to Government,  Punjab to all Heads of Department,  Commissioners of Divisions,   Deputy

Commissioners, District and Sessions Judges and the Sub-Divisional Officers (Civil)

and the Registrar,  Punjab High Court.

Subject:– Writing of Confidential Reports on Class IV Government Employees.

I am directed to say that the question regarding the maintenance of Confidential personal

files on the work of Class IV Govt, employees in the State has been engaging the attention of Govt, for

some time past. At present no confidential reports are recording on the work of Class IV employees

with the result that there is no satisfactory system for the propose of judging the relative merit of

these employees at the time of their promotion etc. It has been considered that the maintenance of

regular confidential personal files of this Class of Govt, employees would prove a useful record which

may be utilized for purpose of promotion and confirmation as well as for purposes of general discipline.

In view of these considerations, it has been decided that annual confidential reports should hereafter

be written in the State and their personal files be maintained as in the case of other Classes of Govt,

employees. A simple form of confidential report which may be used in this connection is enclosed.

2. The receipt of this letter may please be acknowledged.

Confidential Report on the work and conduct of Class IV staff for the year_______________

1. Name

2. Post held

3. Date of birth

4. Scale of pay

5. Educational Qualification

6. Branch to which/ Office to whom attached

7. Can he read and write Punjabi/Hindi/ English

8. Observation

(i) Intelligence

(ii) Amenability to discipline

(iii) Honesty and Integrity

(iv) Punctuality

(v) Devotion to duty

9. Is he fit for promotion to the grade of Jamadar/Daftry/ Record Lifter etc.

10. Are you prepared to retain him under you ?

11. Any other remarks.

Remarks of Reporting Officer.

____________
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No. 10250-ASI-65/40176

From

Sardar Gyan Singh Kahlon, ICS

Chief Secretary to Government, Punjab

To

All Heads of Departments, Commissioners, of Divisions, Deputy Commissioners,

District and Sessions Judges, Sub-Divisional Officers (Civil) in the Punjab and

the Registrar, High Court, Punjab.

Dated Chandigarh, the 15th December, 1965.

Subject :  Confidential Reports time limit for making representations against adverse remarks.

Sir,

I am directed to invite a reference to paragraph 12 of the Punjab Government Instructions

contained in Circular Letter No. 2334-ASI, 60/15708, dated the 3rd May, 1960 as amended' — vide

Punjab Government Letter No. 5515-ASI-61/25297, dated the 11th July, 1961 which reads as follows -

“Time limit for filling representation against the adverse remarks and the authorities to

whom the representations are to be addressed.

(i) As stated above, Government do not encourage representations against adverse

remarks. But if a representation is made, it should not be entertained unless it is

received within three months from the date of the letter communicating adverse

remarks to the officer/official concerned. Government wish to make it clear this time,

limit should be followed rigidly and that time-barred representations should be

rejected. It is dangerous to allow officers to go on putting up representations

whenever they think the situation is favourable to them and post facts attempts to

clean up personal files must be resisted.

(ii) The representation against adverse remarks may be addressed direct to the authority

conveying the adverse remarks”.

As it clear from the above mentioned instructions, the limit of three months for making

representation against adverse remarks is required to be followed strictly. Accordingly if an officer

wants to represent against adverse remarks, he must do so within this prescribed time limit and time

barred representations should be rejected straightway.

2. Instance have, however, come to the notice of Government where certain officers, who

wanted to represent against adverse remarks, could not do so because they were unable to lay hand

on the relevant record in order to prepare their representations. The matter had been considered by

Government and it has been felt that in such cases the officer/official concerned should promptly

intimate to the authority conveying the adverse remarks that he would be making a detailed

representation after examining the relevant record. As far as possible, the detailed representation

should be sent within the prescribed time limit of three months; but where this is not practicable

owing to the circumstances beyond an officer’s control and the authority dealing with the
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representation is satisfied about it, the representation may be entertained and dealt with as if it had

been received within the prescribed time limit of three months.

3. I am to request that these instructions may be brought to the notice of all concerned for

information and compliance.

Yours faithfully

P.H. VAISHNAY

Deputy Secretary Administration & Political,

for  Chief  Secretary to  Government.,  Punjab.

______________

Copy of circular letter No. 3498 -ASI / 66 dated 2nd April, 1966 from the Chief Secretary

to Government, Punjab to the All Heads of Department etc., etc.

Subject : Confidential Reports — Consolidated Instructions regarding IInd amendment of  1963 —

Overall assessment.

I am directed to invite a reference to paragraph 3 of the Punjab Government letter No. 126-

ASI-64/2377, dated the 17th January, 1964 in which the following addition was made at the end of

paragraph 10 of the consolidated instructions contained in Punjab  Government Circular  No. 2334-

ASI-60/15108,  dated 3rd May,  1960 —

“To facilitate this task grading should be done by the reporting officers. A column for overall

assessment should be provided in the form so that the year’s work is assessed and graded in the

recognised categories namely ‘A Plus” (outstanding, ‘A’ (very good), ‘ B’ plus (good), ‘B’ (Average)

and ‘C’ (below average)”.

It has come to the notice of the Government that column for overall assessment has not been

provided by some of the Departments in their confidential report forms with  the result that the overall

assessment of the officers is not indicated by the reporting authorities at the time of recording annual

confidential reports. It has further been noticed that even where this column for overall assessment

has been provided in the report forms, the reporting authorities do not indicate the overall assessment

of the officers reported upon. This necessitates the return of confidential reports to the reporting

authorities for indicating the overall assessment. As a result the confidential reports are delayed

considerably and various matters, which has to be decided on the basis of those confidential reports

have also to be kept pending. In order to avoid such eventualities , I am to request that the column for

overall assessment should be provided in the form of confidential reports where it has already been

provided and the grading of an officers should be indicated in the said column invariably.

2. I am to request that these instructions be brought to the notice of all concerned for information

and strict compliance .

_______________
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No. 2180-4GSI-66

From

Chief Secretary to Government, Punjab

To

All Heads of Departments , the Registrar, Punjab High Court,

Commissioner of Divisions,  District and  Sessions Judges,

Deputy Commissioners and Sub-Divisional Officers (Civil) in the Punjab.

Dated Chandigarh, the 10th May, 1966.

Sir,

I am directed to refer to Punjab Government letter No. 9369-G-51/81, dated the 12th February,

1952, which lays down the instructions for the sub-mission and receipt of memorials and petitions

from persons who are, or have been in the Civil Service of the Punjab State, Under Para 2.1 of these

instructions a Govt. employee is competent to file a memorial to the Governor in respect of matters

arising out of such employment. The question whether a memorial against adverse remarks in the

confidential report of Govt. employees is admissible or not has been considered at the length and it

has now been decided that no memorial lies against adverse remarks communicated to the employee

on basis of his confidential report. Accordingly para 2.1 of the memorial instructions may be amended

to read as follows:-

These instructions that apply to memorials addressed to the Governor of Punjab or the

State Govt. by persons who are, or have been in Civil Service of the Punjab State in respect of matters

arising out of such employment, or in respect of the termination of such employment and who are or

were subject to the rule making power of the Governor, However, these instructions will not apply to

representations made against adverse remarks communicated on this basis of annual confidential

reports.

Yours Faithfully

Sd/-

Deputy Secretary , General Administration,

for  Chief  Secretary to  Government.,  Punjab

A copy forwarded to the Financial Commissioners, Punjab and the Administrative

Secretaries to Government, Punjab for information and necessary action.

______________
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Copy Office memo, 51/2/67 Estts. (A), dated the 8th August, 1967 from the Under Secretary

to the  Government of India, Ministry of Home Affairs, New Delhi to all Ministries/

Departments etc.  of the Government of India.

OFFICE  MEMORANDUM

Subject : Maintenance of Confidential rolls.

The Undersigned is directed to state that certain doubts have been raised as to the authority

who should maintain the confidential rolls of the Central Government Officers who are deputed to

other Departments /State Governments, or are on foreign service, and what should be the periodicity

of the rendition of these reports.

It is hereby clarified that the parent department of the Government servant should maintain

the character rolls of such officers and the periodicity of the rendition of confidential reports should

conform to the periodicity adopted in his parent department. It will be the responsibility of the parent

department to obtain the reports of their officers on deputation and maintain them.

In so far as the personnel serving in the India Audit and Accounts Department are concerned

these instructions have been issued after consultation with the C. & A. G.

Copy to the Letter No. 51/2/67-Estts. (1), dated the 18th August, 1967 form the Under

Secretary to the Government of India, Ministry of Home Affairs, to the chief Secretaries to all State

Governments and Union Territories.

I am directed to enclose for the information and guidance of the State Government a copy

of the Ministry of home Affairs office Memo No. 51/2/67-Estts. (A) dated the August, 1967.

____________
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No. 2107-3S-67/19007

From

The Chief Secretary to Government, Haryana.

To

All Heads of Department Commissioner, Ambala Division, Deputy Commissioners,

District and Sessions Judges and the Sub-Divisional Officers (Civil) in the State of

Haryana and the Registrar, High Court of Punjab and Haryana.

Dated, Chandigarh, the 4th October, 1967.

Subject:– Confidential Reports.

Sir,

I am directed to invite attention to para 17 of the Pre-reorganisation Punjab Government

Circular letter No. 2334-ASI-60/15708, dated the 3rd May, 1960, regarding the custody of personal

files etc., and to state that it has come to the notice of Government that some of the Heads of

Departments, on relinquishing charge as a result of transfer etc., leave the Personal files in their

custody with their personal staff instead of handing over the same to their successors of the other

appropriate authority. Such a practice results into leakage of the confidential reports and is not

desirable. I am, therefore, to request that the Personal files in the custody of the Heads of Departments

should be duly passed on to the appropriate authority at the time of relinquishing charge of the post.

2. Government have also observed that the practice in some of the Departments is to record

the reports on the work conduct of their employees in respect of the calendar year whereas in other

Departments such reports are written for the financial year. For the sake of uniformity, it has been

decided that all the reports on the work and conduct of the officers/officials working under the

Haryana Government should be written for the financial year and not for the calendar year.

3. I am to request that these instructions may be brought to the notice of all concerned for

strict compliance.

Yours faithfully,

Sd/-
Deputy Secretary, Political and Services,

 for Chief Secretary to Government, Haryana.

Copy forwarded, to the Financial Commissioner, Revenue, Haryana and all Administrative

Secretaries to Government, Haryana for information and necessary action.

_______________________
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No. 5120-3S-67/

From

The Chief Secretary to Government, Haryana, Chandigarh

To

1. All Heads of Departments , the Commissioner, Ambala Division

and all Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana.

2. The Registrar, Punjab & Haryana High Court and all District &

Sessions Judges in Haryana.

Dated Chandigarh, the 1st December, 1967

Subject : Maintenance of Confidential Rolls

Sir,

I am directed to enclose a copy of the Government of India, Ministry of Home Affairs letter

No. 51/2/67-Estts. (A), dated the 18th August, 1967, with that of its enclosure of your information and

guidance.

2. The instructions contained in para 2 of the above mentioned enclosure should also be

followed in the case of this State Government Officers who are deputed to other Departments/State

Governments/Government of India or are on foreign service

.

Yours faithfully

Sd/-

Section Officer  (Services)

for  Chief  Secretary to  Government.,  Haryana.

A copy with a copy each of the enclosures is forwarded for information and guidance to :

(i) The Financial Commissioner , Haryana.

(ii) All Administrative Secretaries to Government, Haryana.
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No. 6718-3S-68/27185

CONFIDENTIAL

From

The Chief Secretary to Government, Haryana.

To

All Deputy Commissioners and

Superintendent of Police in Haryana.

Dated Chandigarh, the 24th October, 1968.

Subject:– Recording of annual confidential reports on the work of Superintendents of Police.

Sir,

I am directed to address you on the subject noted above and to say that the question as to

the authorities who should record annual reports on the work of Superintendents of Police has

recently been considered by Government in detail. In this connection it has been decided that in order

inter alia to enable the District Magistrate effectively to discharge his responsibility in the matter of

maintenance of law and order and to function as the representative of Government in the district, he

should be authorised to record the annual confidential reports of gazetted police officers

(Superintendents and Deputy Superintendents of Police) as indicated below. The procedure in this

behalf will be that the District Magistrate will initiate the confidential report of the Superintendent of

Police but his remarks will be confined to the following items :—

(1) reputation for honesty;

(2) dealings with the public ; and

(3) over-all personality and efficiency in the matter of maintenance of law and order.

The report initiated by the District Magistrate will be received by the Commissioner and the

DIG and will be finally accepted by a Committee consisting of the Chief Secretary, the Home Secretary

and the Inspector General of Police.

2. As regards the Deputy Superintendent of Police, the procedure will be that the report will be

initiated by the Superintendent of Police and will be sent to the District Magistrate. The latter will then

forward it to the Deputy Inspector General with his remarks.

3. I am to request that the above instructions may kindly be noted for compliance in future.

Yours faithfully,

Sd/-

Deputy Secretary, Political & Services,

for Chief Secretary to Government, Haryana

No. 6718-3S-68/27186, dated Chandigarh, the 24th October, 1968.

A copy forwarded for information to the Inspector General of Police, Haryana and

Commissioner, Ambala Division and Deputy Inspector General of Police, Ambala Range and the

Commissioner for the Home Affairs, Haryana and Secretary to Government, Haryana, Home Department,

for information.

_______________
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No. 6718-3S-68/27937

CONFIDENTIAL

From

The Chief Secretary to Government, Haryana.

To

All District Magistrates and Superintendents of Police in Haryana.

Dated Chandigarh, the 1st November, 1968.

Subject:- Recording of annual confidential reports on the work of Superintendents of Police and

Deputy Superintendents of Police.

Sir,

I am directed to refer to Government letter No. 6718-3S-68/27185, dated the 24th October,

1968, on the subject noted above and to say that a question has been raised as to whether this letter

supersedes to existing orders under which confidential reports on the work of the Superintendents of

Police and recorded by the Deputy Inspector General of Police and submitted to the Inspector General

of Police. In order to make the position clear,  I am to say that these orders do not supersede the

existing instructions on the subject.

2. The intention is that a separate report, in addition to the above, has to be initiated by the

District Magistrate. This report should be forwarded to the Commissioner of the Division who will

record his remarks on it, after consulting the Deputy Inspector General of Police, and send it to

Government. These reports received from the Commissioner will then be reviewed by a Committee

consisting of the Chief Secretary, the Home Secretary and the Inspector General of Police.

Yours faithfully,

Sd/-

Deputy Secretary, Political & Services,

for Chief Secretary to Government, Haryana.

No. 6718-3S-68/27938, dated Chandigarh the 1st November, 1968.

A copy is forwarded, for information to the Inspector General of Police, Haryana, the

Commissioner, Ambala Division; and the Deputy Inspector General of Police, Ambala Range the

Commissioner for Home affairs and Secretary to Government, Haryana, Home Department, Chandigarh,

for information.

___________
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Copy of D.O. No. 9/29/68-AIS (III) dated 24-12-68 from Shri R.D. Thapar Joint Secretary to

Government of India, Ministry of Home Affairs, New Delhi to Shri Saroop Krishan.

Chief Secretary to Government Haryana, Chandigarh.

Kindly refer to Shri T.C.K. Srinivasavaradan’s D.O. letter No. 28/3/68-Poll. I (A), dated July

20,1968 regarding the recommendations of the National Integration Council.

2. The Committee on Communal Aspects appointed by the National Integration Council had

recommended that the District Magistrate and Supdt. of Police should be made personally responsible

for prompt action to prevent or stop communal disturbances. They had further recommended that

failure to take prompt and effective action should be considered as dereliction of duty and the officer

concerned should be dealt with accordingly. The Committee felt that, if necessary, service rules

should be amended. A related recommendation was that a system of suitable recognition of services

rendered in preventing or dealing with communal disturbances should be introduced.

3. I am desired to request that the attention of all members of the I.A.S. and I.P.S. may be

specifically invited to the recommendations of the National Integration Council, and it may be impressed

upon them that any failure to take effective to deal with communal tensions and disturbances would

be regarded by Government as a dereliction of duty entailing suitable disciplinary action.

4. Officer reporting on the work and conduct of executive District/Sub Divisional/City

Magistrates etc. and Superintendents/ Assistant Superintendents of Police may also be suitably

advised to take into account will be evaluation of their performances the effectiveness of otherwise of

the officers working under their supervision in dealing with situations of this nature.

5. I shall be grateful if copies of the instructions issued in this behalf are endorsed to this

Ministry for reporting to the Standing Committee of the National Integration Council on the progress

of action taken on the recommendations of the National Integration Council.

________________
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CONFIDENTIAL

No. 6718-3S-68/1581

From

The Chief Secretary to Government, Haryana.

To

All District Magistrates & Superintendents of Police in Haryana.

Dated Chandigarh, 20th January, 1969.

Subject:– Recording of annual confidential reports on the work of Superintendents of Police and

Deputy Superintendents of Police.

Sir.

I am directed to invite a reference to Haryana Government letter No. 6718-3S-68/27185,

dated the 24th October, 1968 and letter No. 6718-3S-68/27937, dated the 1st November, 1968, on the

subject noted above, and to say that so far as reports on the work of Deputy Superintendents of

Police are concerned the relevant instructions are contained in the former letter and the remarks of the

District Magistrate are to be recorded on the report forwarded by the Superintendent of Police and

not separately.

Yours faithfully,

Sd/-

Deputy Secretary, Political & Services,

for Chief Secretary to Government, Haryana.

A copy is forward for information, to the Inspector General of Police, Haryana; the

Commissioner, Ambala Division; and the Deputy Inspector General of Police, Amabala Range; the

Commissioner for Home affairs and Secretary to Government, Haryana Home Department, Chandigarh,

for information.

____________
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Øekad 397&3 ,l@169@6274Øekad 397&3 ,l@169@6274Øekad 397&3 ,l@169@6274Øekad 397&3 ,l@169@6274Øekad 397&3 ,l@169@6274

izs"kd]

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa]

gfj;k.kk ds lHkh foHkkxkè;{k] dfe'uj] vEckyk e.My vkSj lHkh mik;qDr rFkk mi&e.My vf/dkjhA

fnukad p.Mhx<+ 4@7 vizSy] 1969

fo"k; %& ftyk vf/dkfj;ks a ds dke ij okf"kZd xksiuh; fjiksVs ±Aftyk vf/dkfj;ks a ds dke ij okf"kZd xksiuh; fjiksVs ±Aftyk vf/dkfj;ks a ds dke ij okf"kZd xksiuh; fjiksVs ±Aftyk vf/dkfj;ks a ds dke ij okf"kZd xksiuh; fjiksVs ±Aftyk vf/dkfj;ks a ds dke ij okf"kZd xksiuh; fjiksVs ±A

egksn;]

eq>s ;g dgus dk funsZ'k gqvk gS fd bl le; ykxw vuqns'kksa ds vuqlkj iqfyl v/h{kd] mi&iqfyl

v/h{kd rFkk vU; foHkkxksa ds ftyk vf/dkfj;ksa ds dke ij okf"kZd xksiuh; fjiksVks± esa mi&vk;qDr bu vf/dkfj;ksa

dh fuEufyf[kr fo'ks"krkvksa ij fopkj izdV djus esa l{ke gS %&

(1) iqfyl v/h{kd rFkk mi&iqfyl v/h{kd

(d) bZekunkjh ds ckjs esa izfr"BrkA

([k) turk ls lEidZA

(x) lewps rkSj ij O;fDrRo] rFkk fof/ vkSj O;oLFkk Bhd j[kus esa n{krkA

(2) vU; foHkkxksa ds ftyk vf/dkjh

(d) bZekunkjh ds ckjs esa izfr"BrkA

([k) turk ls lEidZA

(x) fodkl ;kstukvksa rFkk ljdkj dh uhfr dks iwjk djus dk dke

ljdkj us vc fu.kZ; fd;k gS fd Hkfo"; esa mi&vk;qDr ftys ds lHkh jktif=kr vf/dkfj;ksa (Gazetted

Officers) ds dke ij fjiksVks± esa fopkj izdV djsa] vFkkZr~ iqfyl vf/dkfj;ksa dh Åij mi iSjk (1) esa nh gqbZ

fo'ks"krkvksa ij vkSj vU; vf/dkfj;ksa dh Åij&mi&iSjk (2) esa nh xbZ fo'ks"krkvksa ij fjiksVZ fy[ksaA ;g fu.kZ; vkids

uksfVl esa vuqikyu ds fy;s yk;k tkrk gSA

Hkonh;]

gLrk@@@@@&

mi&lfpo] jktuSfrd ,oa lsok,a]
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d&,d izfr&

(1) foÙkk;qDr] jktLo] gfj;k.kkA

(2) lHkh iz'kkldh; lfpo] gfj;k.kk ljdkjA

(3) eSEcj lsYt VSDl fVªC;wuy] gfj;k.kk dks lwpukFkZ Hksth tkrh gSA
____________
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Øekad 1910&3&,lú 69@18079Øekad 1910&3&,lú 69@18079Øekad 1910&3&,lú 69@18079Øekad 1910&3&,lú 69@18079Øekad 1910&3&,lú 69@18079

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

gfj;k.kk ds lHkh foHkkxkè;{k]
vk;qDr vEckyk e.My] RkFkk
lHkh mik;qDr vkSj mi&e.My vf/dkjhA

fnukad p.Mhx<+ 23 twykbZ] 1969

fo"k; % okf"kZd xksiuh; fjiksVZ&izfrdwy vH;qfDr;k¡ lwfpr djukAokf"kZd xksiuh; fjiksVZ&izfrdwy vH;qfDr;k¡ lwfpr djukAokf"kZd xksiuh; fjiksVZ&izfrdwy vH;qfDr;k¡ lwfpr djukAokf"kZd xksiuh; fjiksVZ&izfrdwy vH;qfDr;k¡ lwfpr djukAokf"kZd xksiuh; fjiksVZ&izfrdwy vH;qfDr;k¡ lwfpr djukA

egksn;]

eq>s Åij fy[ks fo"k; dh vksj è;ku fnykus vkSj ;g dgus dk funs'k gqvk gS fd lacaf/r deZpkfj;ksa dks
okf"kZd xksiuh; fjiksVks± dh izfrdwy vH;qfDr;k¡ lwfpr djus ds ckjs esa ,d ckr Li"V djuk t:jh gks x;k gSA ,sls
mnkgj.k ns[kus esa vk, gSa] tgka izfrdwy vH;qfDr ds izfr izfrosnu vkus ij tc mUgsa vH;qfDr fy[kus okys
vf/dkfj;ksa ds ikl fVIi.kh ds fy, Hkst fn;k tkrk x;k gS rks os fy[krs gS fd vH;qfDr;ka izfrdwy ugha Fkh cfYd
mins'kd FkhA bl fo"k; ij fopkj fd;k x;k gS vkSj ;g LIk"V gS fd bl rjg dh fLFkfr mfpr ugha vkSj ekuh ugh
tk ldrh] fd dksbZ vH;qfDr izfrdwy u gks cfYd mins'kd gksA bl dk dkj.k ;g gS fd mins'k nsus dk iz'u dsoy
rHkh mBrk gS] tc =kqfV ;k nks"k ds :i esa dksbZ izfrdwy ckr utj vkbZ gks] vU;Fkk mins'k nsus dk iz'u gh ugha
mBrk A blds vfrfjDr ;g nLrwj gS fd tc dHkh fdlh deZpkjh dks izfrdwy vH;qfDr lwfpr dh tkrh gS mlds
lkFk ges'kk ;g mins'k fn;k tkrk gS fd mls lacf/r nks"k dks nwj djus ds fy, iz;Ru djus pkfg,A blfy, ;g Li"V
gS fd bl rjg dk dFku fd vH;qfDr izfrdwy ugha cfYd dsoy mins'kd gS] Lofojks/h gS vkSj bls mfpr ugha dgk
tk ldrk _ rFkk ;fn dksbZ mins'k fn;k tk, rks ;g dsoy fdlh nks"k ds laca/ esa gks ldrk gSS ftls nwj djuk gksxkA
vr% ;g vuqjks/ fd;k tkrk gS fd tc Hkh okf"kZd fjiksVZ esa vH;qfDr;ka fy[kh tkrh gSa ;k ,slh vH;qfDr;ksa ds fo#¼
izfrosnu ij fopkj fd;k tkrk gS rks vki vkSj vkids v/hu dke djus okys deZpkfj;ksa dks ;g fLFkfr lko/kuh
ls è;ku esa j[kuh pkfg,A

2- vkils vuqjks/ gS fd bl i=k dh izkfIr Hksth tk, A

Hkonh;]
gLrk@&

mi lfpo] jktuSfrd ,oa lsok,a
d`rs eq[; lfpo] gfj;k.kk ljdkj&1

,d&,d izfr%&

1- foÙkk;qDr] jktLo] LkHkh iz'kkldh; lfpo] gfj;k.kk ljdkj dks lwpukFkZ Hksth tkrh gSA
______________
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la[;k 6186&3 ,lú&69@la[;k 6186&3 ,lú&69@la[;k 6186&3 ,lú&69@la[;k 6186&3 ,lú&69@la[;k 6186&3 ,lú&69@

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

gfj;k.kk ds lHkh foHkkxkè;{k] vk;qDr vEckyk e.My RkFkk
lHkh mik;qDr vkSj mi&e.My vf/dkjhA

fnukad p.Mhx<+ 10 fnlEcj] 1969

fo"k; %fo"k; %fo"k; %fo"k; %fo"k; % xksiuh; fjiksVZ&izfrdwy dFkuks a ds fo#¼ izfrosnuAxksiuh; fjiksVZ&izfrdwy dFkuks a ds fo#¼ izfrosnuAxksiuh; fjiksVZ&izfrdwy dFkuks a ds fo#¼ izfrosnuAxksiuh; fjiksVZ&izfrdwy dFkuks a ds fo#¼ izfrosnuAxksiuh; fjiksVZ&izfrdwy dFkuks a ds fo#¼ izfrosnuA

Jheku th]

eq>s izfrdwy dFku ds fo#¼ izfrosnuksa lsa lacaf/r ifji=k la[;k 2334&,&,l&1&60@15708] fnukad
3 ebZ] 1960 esa mYysf[kr ljdkjh vuqns'kksa ds iSjk 11 dh vksj è;ku fnykus rFkk ;g dgus dk funs'k gqvk gSA fd
ljdkj ds è;ku esa ,sls ekeys vk, gS ftu esa ;g crk;k x;k Fkk fd fjiksVZ djus okys vf/dkfj;ksa us izfrdwy dFku
dnk'k; esa ls ntZ fd, gSaA ijUrq ckn esa ;g izrhr gqvk gS fd ,slk vkjksi xyRk Fkk vkSj fcuk lksps le>s rFkk fcuk
vk/kj ;k vkSfpR; ds yxk;k x;k FkkA ljdkj bls xEHkhj ekeyk le>rh gS vkSj vuqHko djrh gS fd og bl rjg
ds nks"k ds izfr l[r dk;Zokgh dh tk, D;ksafd ;g vR;Ur vkifÙktud rFkk vuq'kklu ds fo:¼ gS blfy, bl
ckr ij tksj fn;k tkrk gS fd ljdkjh deZpkfj;ksa dks bl laca/ esa fo'ks"k lko/kuh cjruh pkfg, vkSj ;g uksV dj
ysuk pkfg, fd ;fn dksbZ deZpkjh bl izdkj dh pwd djs vkSj dnk'k; dk fu'k/kj vkjksi yxk, rks og vuq'kklukRed
dk;Zokgh dk Hkkxh gksxkA

2- vki ls vuqjks/ gS fd ;s vuqns'k vki ds fu;U=k.k ds v/hu dke dj jgs LkHkh ljdkjh deZpkfj;ksa ds
è;ku esa lwpuk ,oa ekxZn'kZu ds fy, yk;k tk;sA

Hkonh;]

vkj- Mh- ekFkwj]

lgk;d lfpo] (iz'kklu)
d`rs eq[; lfpo] gfj;k.kk ljdkj

,d izfr fuEufyf[kr dks lwpuk ds fy;s Hksth tkrh gS%&

foÙkk;qDr] jktLo] gfj;k.kkA LkHkh iz'kkldh; lfpo] gfj;k.kk ljdkj A

_____________
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Øekad 160&3 ,l&70@9698Øekad 160&3 ,l&70@9698Øekad 160&3 ,l&70@9698Øekad 160&3 ,l&70@9698Øekad 160&3 ,l&70@9698

izs"kd]

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

gfj;k.kk ds lHkh mik;qDrA

fnukad p.Mhx<+% 23 vizSy] 1970

fo"k; %& uS'kuy baVSxjs'ku dkS aly }kjk cukbZ xbZ lkEiznkf;drk ds ckjs es a desVh dh flQkfj'ks aAuS'kuy baVSxjs'ku dkS aly }kjk cukbZ xbZ lkEiznkf;drk ds ckjs es a desVh dh flQkfj'ks aAuS'kuy baVSxjs'ku dkS aly }kjk cukbZ xbZ lkEiznkf;drk ds ckjs es a desVh dh flQkfj'ks aAuS'kuy baVSxjs'ku dkS aly }kjk cukbZ xbZ lkEiznkf;drk ds ckjs es a desVh dh flQkfj'ks aAuS'kuy baVSxjs'ku dkS aly }kjk cukbZ xbZ lkEiznkf;drk ds ckjs es a desVh dh flQkfj'ks aA

egksn;]

eq>s Jh vkj-Mh-Fkkij] la;qDr lfpo] x`g ea=kky;] Hkkjr ljdkj] ds mijksDr fo"k; ij v-l- i=k Øekad
9@29@68 ,-vkbZ-,l- (III) fnukad 24 fnlEcj] 1968 dh izfr vkidks ekxZ n'kZu ds fy;s Hkstus dk vkns'k gqvk
gSA vkils vuqjks/ fd;k tkrk gS fd vkbZ-,-,l- o ,p-lh-,l- vf/dkfj;ksa ds dke ij okf"kZd xksiuh; fjiksVZ fy[krs
le; mudh lkEiznkf;d f[kapko o xM+cM+ dks nwj djus dh ;ksX;rk dks è;ku esa j[kk tk;sA bl i=k dks ftyk ds lHkh
vkbZ-,-,l- o ,p-lh-,l- vf/dkfj;ksa dks muds ekxZn'kZu ds fy;s è;ku esa Hkh yk;k tk;sA

Hkonh;]
vkj- Mh- ekFkqj]

voj lfpo (iz'kklu)
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

Øekad 160&3 ,l 70@9698] fnukad p.Mhx<+ 23 vizSy] 1970

1- ,d izfr] vuqyXud dh izfr lfgr] vk;qDr] vEckyk e.My] vEckyk Nkouh] dks lwpukFkZ rFkk
vko';d dk;Zokgh ds fy;s Hksth tkrh gSA

2- muls vuqjks/ gS fd os mik;qDrksa vkfn dh okf"kZd xksiuh; fjiksVs± fy[krs le; mudh lkEiznkf;d
f[kapko o xM+cM+ dks nwj djus dh ;ksx;rk dks è;ku esa j[ksaA

,d izfr lfpo] x`g ea=kky;] Hkkjr ljdkj] ubZ fnYyh dks gfj;k.kk ljdkj ds i=k Øekad 5531@&3
,p-&69 fnukad 25 ebZ 1969 ds gokys esa lwpukFkZ Hksth tkrh gSA

,d izfr x`g vk;qDr gfj;k.kk dks muds vk'kkldh; Øekad 12623&3 ,p-&69] fnukad 5 tuojh]
1970 ds gokys esa lwpukFkZ Hksth tkrh gSA

_____________
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Øekad 1430&3 ,l&71@5968Øekad 1430&3 ,l&71@5968Øekad 1430&3 ,l&71@5968Øekad 1430&3 ,l&71@5968Øekad 1430&3 ,l&71@5968

izs"kd]

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa]

gfj;k.kk ds lHkh foHkkxkè;{k

dfe'uj vEckyk eaMy vkSj lHkh mik;qDr

rFkk mieaMy vf/dkjhA

fnukad p.Mhx<+ 31 ekpZ] 1971

fo"k; %& ftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrA ftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrA ftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrA ftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrA ftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrA

egksn;]

eq>s ;g dgus dk funs'k gqvk gS fd bl le; ykxw vuqns'kksa ds vuqlkj iqfyl v/h{kdksa] mi&iqfyl

v/h{kdksa rFkk vU; foHkkxksa ds ftyk vf/dkfj;ksa o ftyk ds lHkh jktif=kr vf/dkfj;ksa ds dke ij okf"kZd xksiuh;

fjiksVks± esa mik;qDr fuEufyf[kr fo'ks"krkvksa ij fopkj ,d=k djus ds fy;s l{ke gSa%&

(d) iqfyl v/h{kd rFkk mi&iqfyl v/h{kd

(1) bZekunkjh ds ckjs esa izfr"BrkA

(2) turk ls lEidZA

(3) lewps rkSj ij O;fDrRo rFkk fof/ O;oLFkk Bhd j[kus esa n{krkA

([k) vU; foHkkxksa ds ftyk vf/dkjh rFkk lHkh jktif=kr vf/dkjh

(ftu esa ftys ds dkWystksa ds fizalhiy Hkh 'kkfey gSa)%

(1) bZekunkjh

(2) turk ls lEidZ

(3) fodkl ;kstukvksa rFkk ljdkj dh uhfr dks iwjk djus dk dkeA

Js.kh (d) esa vkus okys vf/dkfj;ksa ds ckjs esa fjiksVZ fy[kus dh i¼fr gfj;k.kk ljdkj ds i=kksa Øekad

6718&3 ,l&68@27185] fnukad] 24 vDrwcj] 1968] Øekad 6718&,l-&68@27937] fnukad 1 uoEcj 1968

rFkk Øekad 6718&3 ,l&68@1581] fnukad 20 tuojh 1969 esa nh xbZ gSA Js.kh ([k) esa vkus okys vf/dkfj;ksa

ds dke ij fjiksVZ fy[kus ds fy;s ;g fu.kZ; fy;k x;k gS fd mu vf/dkfj;ksa dh fjiksVZ muds Reporting Authority

}kjk initiate dh tkus dh i'pkr~ mik;qDr dks Hksth tk;k djsA rRi'pkr~ mik;qDr vius fjiksVZ fjdkMZ djds



41

Confidential Reports

lacaf/r foHkkx ds fjO;wb±x ,FkksjVh ds ikl og fjiksZV lh/h Hkstsaxs vFkkZr~ ,slh fjiksZVksa dks dfe'uj vEckyk e.My

ds ekè;e ls fjO;wb±x ,FkksjVh dks Hkstus dh vko';drk ugha gSA bu fgnk;rksa ds vuqikyu esa ;g vko';d gS fd

lHkh foHkkx d`i;k vius jktikf=kr vf/dkfj;ksa ds xksiuh; fjiksVZ Qkeks± esa fjiksfV±x ,FkksjVh ds i'pkr~ mik;qDr }kjk

fjekdZl fu/kZfjr igyqvksa ij j[kus ds fy;s vko';d dkWye cuk,a rFkk muds uhps ;g Hkh fufnZ"V fd;k tk;s fd

ml fjiksVZ dks fy[kus ds fy;s vlyh fjO;wb±x ,FkksfjVh dkSu gS rkfd mik;qDr dks fjiksVZ Bhd vf/dkjh ds ikl Hkstus

esa fnDdr u gksA

ftys esa ftu jktif=kr vf/dkfj;ksa ds ckjs esa mik;qDrksa }kjk fjiksVZ fy[kus ds vkns'k gfj;k.kk ljdkj

ds ifji=k Øekad 397&3 ,l&69@6274 fnukad 4@7 vizSy] 1969 }kjk tkjh fd;s tk pqds gSa] muesa ftys eas

fLFkr dkWystksa esa fizalhiy 'kkfey gksaxs ijUrq bu dkWystksa ds vU; jktif=kr ySDpjkj 'kkfey ugha gksaxsA blds vfrfjDr

xouZeSaV esMhdy dkWyst jksgrd ds fizalhiy rFkk ml dkWyst dk vU; jktif=kr LVkQ Hkh 'kkfey ugha gksxk blfy;s

mDr i=k esa fufgr vuqns'k bl gn rd la'kksf/r fd;s x, le>s tk;saA

vkils vuqjks/ gS fd mDr fgnk;rsa vuqikyu ds fy;s uksV dj yh tk;saA

Hkonh;
gLrk@&

mi&lfpo] jktuSfrd ,oa lsok,a]
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d&,d izfr foÙkk;qDr jktLo] gfj;k.kk rFkk gfj;k.kk ds lHkh iz'kkldh; lfpo dks lwpukFkZ ,oa

vko';d dk;Zokgh gsrq Hksth tkrh gSA

_____________
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eq[; lfpo gfj;k.kk ljdkj dh vksj ls gfj;k.kk ds lHkh foHkkxkè;{k bR;kfn dks izfrfyfi
ua- 2817&,l&fnukad 10 ebZ] 1971 izsf"kr gSaA

fo"k;%& xksiuh; fjiks ZV ----------------------------------- iz'kalk i=k tkjh djukAxksiuh; fjiks ZV ----------------------------------- iz'kalk i=k tkjh djukAxksiuh; fjiks ZV ----------------------------------- iz'kalk i=k tkjh djukAxksiuh; fjiks ZV ----------------------------------- iz'kalk i=k tkjh djukAxksiuh; fjiks ZV ----------------------------------- iz'kalk i=k tkjh djukA

D;k lHkh foÙkk;qDr rFkk lHkh iz'kkldh; lfpo] gfj;k.kk ljdkj d̀i;k jkT; ljdkj ds ifji=k Øekad
1624&3 ,l&71 fnukad 31 ekpZ 1971 }kjk mijksDr fo"k; ij tkjh fd, x, vuqns'kksa dh vksj è;ku nsaxs ftuesa
;g dgk x;k Fkk fd lekurk j[kus ds fy, izFke Js.kh ds deZpkfj;ksa ds ,sls ekeys ftu esa ljkguk i=k nsus dk
izLrko gks] eq[; lfpo] gfj;k.kk ljdkj (lsok,a 'kk[kk) }kjk eq[; ea=kh ds vkns'k ds fy, Hksts tk,¡A

2- vc bl ekeys ij iqufoZpkj fd;k x;k gS vkSj ;g fu.kZ; fy;k x;k gS fd Hkfo"; esa ,sls lHkh dsl
lacaf/r foHkkx }kjk lh/s eq[; eU=kh egksn; dks vkns'k ds fy, izLrqr fd, tk,aA

3- bl i=k dh d`i;k ikorh HkstsaA

___________________
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Øekad 3600&3 ,l&71@17241Øekad 3600&3 ,l&71@17241Øekad 3600&3 ,l&71@17241Øekad 3600&3 ,l&71@17241Øekad 3600&3 ,l&71@17241

izs"kd]

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa]

gfj;k.kk ds lHkh foHkkxkè;{k]
vk;qDr vEckyk eaMy vkSj
lHkh mik;qDr rFkk mi&eaMy vf/dkjhA

fnukad p.Mhx<+] 18 twu 1971

fo"k;% ftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiks ZV ds fy[kus ckjs uhfrAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiks ZV ds fy[kus ckjs uhfrAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiks ZV ds fy[kus ckjs uhfrAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiks ZV ds fy[kus ckjs uhfrAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiks ZV ds fy[kus ckjs uhfrA

egksn;]

eq>s funs'k gqvk gS fd eSa vkidk è;ku mi;qZDr fo"k; ij gfj;k.kk ljdkj ds ifji=k Øekad
1430&3,l@5968] fnukad 30 ekpZ 1971 dh vksj fnykÅa vkSj dgaw fd orZeku uhfr ds vuqlkj ftyksa esa lHkh
jktif=kr vf/dkfj;ksa dks okf"kZd xksiuh; fjiksZV igys muds fjiksfV±x ,FkksjsVht }kjk buhf'k;sV (initiate) djus ds
i'pkr~ mik;qDr vius fjekdZl fjdkMZ djds lh/s lacaf/r foHkkx ds fjO;wb±x ,FkksjsVht dks Hkstrs gSA bl laca/ esa
eq>s ;g Li"V djuk gS fd ftu dslksa esa jktif=kr vf/dkfj;ksa ds dke ds ckjs esa foHkkxkè;{k ds vfrfjDr vkSj
fdlh fuEu foHkkxh; vf/dkjh }kjk fjiksZV ugha fy[kh tkrh gS rks ,sls dslksa esa fjiksVZ igys mik;qDr }kjk fy[kh tkuh
pkfg;s vkSj blds ckn ;g fjiksVZ lacaf/r foHkkxkè;{k dks Hksth tkuh pkfg,A ;g Hkh Li"V fd;k tkrk gS fd ,sls
dslksa esa mik;qDrksa }kjk fjekdZl fjdkMZ djokus ds fy;s xksiuh; fjiksVZ ds CySd QkeZ(form) lacaf/r foHkkx }kjk gh
lacaf/r mik;qDr dks Hkstus gksaxsA

2- vr% vkils vuqjks/ gS fd mDr fgnk;rksa dks vuqikyu ds fy;s uksV dj fy;k tk;sA

Hkonh;]
gLrk@&

mi&lfpo] jktuSfrd ,oa lsok,a]
d`rs% eq[; lfpo]gfj;k.kk ljdkjA

,d izfr foÙkk;qDr jktLo] gfj;k.kk vkSj gfj;k.kk ds lHkh iz'kkldh; lfpoksa dks lwpukFkZ rFkk vko';d
dk;Zokgh gsrq Hksth tkrh gSA

_____________
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No. 6190-3S-71

From

The Chief Secretary to Government, Haryana.

To

1. All Deputy Commissioners in Haryana.

2. All District & Sessions Judges in Haryana.

Dated Chandigarh, the 16th September, 1971.

Subject:- Channel of submission of annual Confidential Reports on the work and conduct of officer

of ICS/IAS and HCS.

Sir,

I am directed to address you on the subject noted above and to say that it has been

decided that the existing practice where by the confidential reports on the work and conduct of the

District Magistrates are initiated by the District and Sessions Judges and are sent to Government

through the High Court is not appropriate and should, therefore, be discontinued. The reason is that

after the separation of the Judiciary from the Executive, there is little occasion for undertaking

substantial judicial work by the District Magistrates which would be seen by the District & Sessions

Judges. As regards Executive Magistrates, however, the existing practice does not call for modification

and the confidential reports may continue to be initiated by the District Magistrates and forwarded to

Government by the District & Sessions Judges through the High Court.

Yours faithfully,

Sd/-

Deputy Secretary, Political & Services,

for Chief Secretary to Govt., Haryana.

No. 6190-3S-71/ Dated the 16th September, 1971.

A copy is forwarded to the Registrar, Punjab and Haryana High Court, Chandigarh and the

Commissioner, Ambala Division, Ambala Cantt. for information.

_____________
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Øekad 6838&3&,lú&71@31493Øekad 6838&3&,lú&71@31493Øekad 6838&3&,lú&71@31493Øekad 6838&3&,lú&71@31493Øekad 6838&3&,lú&71@31493

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

(i) gfj;k.kk ds lHkh foHkkxkè;{k]
vk;qDr vEckyk e.My RkFkk lHkh mik;qDr vkSj mi&e.My vf/dkjhA

(ii) jftLVªkj] iatkc rFkk gfj;k.kk mPPk U;k;ky; rFkk gfj;k.kk ds lHkh ftyk rFkk LRkj
U;k;k/h'k A

fnukad p.Mhx<+ 3@8 uoEcj] 1971

fo"k; %fo"k; %fo"k; %fo"k; %fo"k; % xksiuh; fjiksVZ &izfrdwy dFkuks a dsa fo#¼ vfHkosnuAxksiuh; fjiksVZ &izfrdwy dFkuks a dsa fo#¼ vfHkosnuAxksiuh; fjiksVZ &izfrdwy dFkuks a dsa fo#¼ vfHkosnuAxksiuh; fjiksVZ &izfrdwy dFkuks a dsa fo#¼ vfHkosnuAxksiuh; fjiksVZ &izfrdwy dFkuks a dsa fo#¼ vfHkosnuA

egksn;]

eq>s funs'k gqvk gS fd eSa vki dk è;ku mi;qDZRk fo"k; ij gfj;k.kk ljdkj ds ifji=k Øaekd
6186&3&,lú&69] fnukad 10 fnLkEcj] 1969 dh vksj fnykÅa vkSj dgaw fd ;g cgqr vlarks"ktud rFkk
fMlVfc±x ckr gS fd mijksDr i=k eas tkjh dh xbZ fgnk;rksa ds ckotwn Hkh dqN ,sls  dsflt ljdkj ds è;ku
eas vk, gSa  ftu eas (izfrdwy fopkjksa ds fo#¼ vfHkosnuksa esa) ofj"V vf/dkfj;ksa esa f[kykQ irresponsible   vkSj
reckless  rkSj ij malafide dh allegations  yxkbZ tkrh gS vFkkZr~ deZpkjh @ vf/dkjh }kjk okf"kZd xksiuh;
fjiksVks± esa ntZ izfrdwy dFkuksa ds fo:¼ vfHkosnuksa esa fjiksfV±x vkfQljksa dsa fo#¼ >wBs RkFkk cscqfu;kn ,yhxs'kut
yxkbZ tkrh gSA ;g fMflIkyhu ds fo#¼ dk;Zokgh gS vkSj ljdkj bls xaHkhjrk ls ns[krh gSA ;g fu.kZ; fd;k x;k
gS fd bl rjg ds nks"k ds fy, l[r dk;Zokgh dh tk;s rFkk lacaf/r deZpkjh@ vf/dkjh dks ljdkj dh
ukjktxh O;Dr dh tk;s (ftl dh ,d izfr deZpkjh@vf/dkjh dh pfj=k iath esa Hkh j[kh tk;s) ;k vkSj dksbZ
mfpr vuq'kklfud dk;Zokgh dh tk, blfy, bl ckr ij tksj fn;k tkrk gS fd ljdkjh deZpkfj;ksa @ vf/
dkfj;ksa dks izfrdwy fopkjksa ds fo#¼ vfHkosnu djrs le; fo'ks"k lko/kuh cjruh pkfg,A

2- vr% vki ls vuqjks/ gS fd ;s vuqns'k vki ds fu;U=k.k esa dke dj jgs lHkh ljdkjh deZpkfj;ksa ds
è;ku esa lwpuk ,oa ekxZn'kZu ds fy, yk, tk,a A

Hkonh;]
gLrk@&

mi lfpo] jktuSfrd ,oa lsok,a]
d`rs % eq[; lfpo] gfj;k.kk ljdkj

,d &,d  izfr fuEufyf[kr dks lwpuk ds fy;s Hksth tkrh gS%&

1- foÙkk;qDr] jktLo] gfj;k.kk RkFkk gfj;k.kk ds LkHkh iz'kkldh; lfpoA
_____________
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No. 8367-3S-71/36929

From

The Chief Secretary to Government, Haryana.

To

All Heads of Departments, the Commissioner, Ambala Division,

all Deputy Commissioners; and all Sub Divisional Officers, Haryana.

The Registrar, Punjab and Haryana High Court;

and all District and Sessions Judges in Haryana.

Dated Chandigarh, the 23rd December, 1971.

Subject: - Confidential reports—Consolidated instructions regarding.

Sir,

I am directed to refer to composite Punjab Government consolidated circular letter No.

1334-ASI-60/15708 dated the 3rd May, 1960 (as amended from time to time) on the subject noted

above and to say that it has been decided to make the following further amendments in the

instructions:—

1. The following will be added as explanatory note (iii) below Paragraph 8:—

“An officer who has retired from service will not be competent to record remarks in

the confidential reports of officers/subordinates who worked under him.”

2. Paragraph 8 (ii) will be read as below:—

“If there is a change of portfolios, a Minister or Deputy Minister or Chief

Parliamentary Secretary also may, if he had not done so previously during the year,

record remarks, on the confidential files of officers subordinate to him within six

weeks of his relinquishing charge of his previous portfolio(s)”.

Yours faithfully,

Sd/-

Deputy Secretary, Political & Services,

for Chief Secretary to Govt., Haryana.

A copy is forwarded to all Financial Commissioners, Haryana and all Administrative

Secretaries to Government, Haryana for information and necessary action.

______________
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eq[; lfpo] gfj;k.kk ljdkj dh vksj ls izfrfyfi Øekad 1283&3 ,l] 72@4813]eq[; lfpo] gfj;k.kk ljdkj dh vksj ls izfrfyfi Øekad 1283&3 ,l] 72@4813]eq[; lfpo] gfj;k.kk ljdkj dh vksj ls izfrfyfi Øekad 1283&3 ,l] 72@4813]eq[; lfpo] gfj;k.kk ljdkj dh vksj ls izfrfyfi Øekad 1283&3 ,l] 72@4813]eq[; lfpo] gfj;k.kk ljdkj dh vksj ls izfrfyfi Øekad 1283&3 ,l] 72@4813]
fnukad 18 Qjojh] 1972 gfj;k.kk ds lHkh foHkkxkè;{k bR;kfn dks iz sf"kr gSAfnukad 18 Qjojh] 1972 gfj;k.kk ds lHkh foHkkxkè;{k bR;kfn dks iz sf"kr gSAfnukad 18 Qjojh] 1972 gfj;k.kk ds lHkh foHkkxkè;{k bR;kfn dks iz sf"kr gSAfnukad 18 Qjojh] 1972 gfj;k.kk ds lHkh foHkkxkè;{k bR;kfn dks iz sf"kr gSAfnukad 18 Qjojh] 1972 gfj;k.kk ds lHkh foHkkxkè;{k bR;kfn dks iz sf"kr gSA

fo"k; %& ftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrA

eq>s funs'k gqvk gS fd eSa vkidk è;ku mi;qZDr fo"k; ij gfj;k.kk ljdkj ds ifji=k Øekad 1430&3
,l&71@5958] fnukad 30 ekpZ] 1971 dh vksj fnykaÅ ftlesa vkSj ckrksa ds vfrfjDr ;g crk;k x;k Fkk fd
mik;qDr ftys ds lHkh jktif=kr vf/dkfj;ksa dh okf"kZd xksiuh; fjiksVZ esa vius fjekdZl fy[kus ds fy, l{ke gSA
bl lanHkZ esa gfj;k.kk jkT; fctyh cksMZ ds ,l-Mh-,vkst- rFkk ,Dl-bZ-,ut] (S.D.O.s & XENs) dh xksiuh; fjiksVZ
ij mik;qDr }kjk fjekdZl fjdkMZ djus ds ekeys ij Hkh fopkj fd;k x;k gS vkSj fctyh cksMZ dks dUlYV djus ds
ckn ;g fu.kZ; fy;k fd mik;qDr ,sls vf/dkfj;ksa dh bZekunkjh ls laidZ rFkk fodkl ;kstukvksa vkSj ljdkj dh uhfr
dks iwjk djus ds dke vkfn ds ckjs esa vius fjekdZl lacaf/r vf/dkfj;ksa vkSj xksiuh; fjiksVZ esa fy[kus dh ctk,
vius fopkj fy[kdj lh/s ps;jeSu gfj;k.kk jkT; fctyh cksMZ dks ckbZ use Hkstsaxs vkSj vf/dkfj;ksa dh fjiksVZ fctyh
cksMZ ds vf/dkfj;ksa }kjk fy[ks tkus ds le; mik;qDrksa ds fopkjksa dks è;ku esa j[kk tk;sxkA

vkils vuqjks/ gS fd mijksDr fgnk;rsa vuqikyu ds fy, uksV dj yh tk,a vkSj bl i=k dh ikorh HkstsaA

______________
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Øekad 2390&3 ,l 72@10913Øekad 2390&3 ,l 72@10913Øekad 2390&3 ,l 72@10913Øekad 2390&3 ,l 72@10913Øekad 2390&3 ,l 72@10913

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa]

(1) gfj;k.kk ds lHkh foHkkxkè;{k] vk;qDr vEckyk e.My

lHkh mik;qDr rFkk mi&e.My vf/dkjh

(2) jftLVªkj iatkc rFkk gfj;k.kk mPp U;k;ky; rFkk

lHkh ftyk rFkk l=k U;k;/h'kA

fnukad 19 vizSy] 1972

fo"k;% fMfotuy gSM vkQ fMikVZea SVl dh okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrAfMfotuy gSM vkQ fMikVZea SVl dh okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrAfMfotuy gSM vkQ fMikVZea SVl dh okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrAfMfotuy gSM vkQ fMikVZea SVl dh okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrAfMfotuy gSM vkQ fMikVZea SVl dh okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrA

eq>s funs'k gqvk gS fd eSa vkidk è;ku mi;qZDr fo"k; ij la;qDr iatkc ds ifji=kksa Øekad 14102 th
1&57@22998] fnukad 15 uoEcj 1957 rFkk Øekad 10542&th III&59@26741] fnukad 17 fnlEcj 1959 (izfr
layXu gS) eSa fufgr fgnk;rksa dh vksj fnykÅ¡ vkSj crkÅ¡ fd bu ifji=kksa esa crkbZ xbZ fgnk;rksa ds vuqlkj e.My
ds vk;qDr lHkh foHkkxksa ds fMfotuy gSM vkWQ fMikVZesUVl (ftuesa lfdZy ySoy vf/dkjh Hkh 'kkfey gks tkrs gSa)
dh okf"kZd xksiuh; fjiksVZ esa mu vf/dkfj;ksa dh fuEufyf[kr fo'ks"krkvksa ij vius fopkj izdV djus ds fy, l{ke
gSa%&

1- bZekunkjh]

2- turk ls lEidZ rFkk

3- fodkl ;kstukvksa rFkk ljdkj dh uhfr dks iwjk djus esa dkeA

ljdkj ds ns[kus esa vk;k gS fd mi;qZDr vf/dkfj;ksa dh okf"kZd xksiuh; fjiksVks± dks fy[kokus esa ,d uhfr
ugha viukbZ tk jgh gSA vr% vc ljdkj us fu.kZ; fy;k gS fd fMfotuy gSM vkQ fMikVZesaVy ftuesa lfdZy ySoy
vkfQlj Hkh 'kkfey gksaxs dh xksiuh; fjiksVZ ml vf/dkjh ds lacaf/r foHkkxh; vè;{k }kjk fy[kh tkuh pkfg;s vkSj
mlds ckn mu fjiksVk±s dks vk;qDr vEckyk e.My dks Hksth tk;sA vk;qDr vEckyk e.My ml ij vf/dkjh dks
mijksDr fo'ks"krkvksa ds ckjs esa vius fopkj fy[kdj fjiksVZ dks vxyh fjiksfV±x ,FkksjsVh (tks e.My ds vk;qDr dks
foHkkx }kjk igys gh (Indicate) dh tk;sxh dks Hkst nsaA

2- vki dks vuqjks/ gS fd mijksDr fgnk;rksa dks vuqikyu ds fy;s uksV dj fy;k tk;s vkSj bl i=k dh ikorh
HkstsaA

Hkonh;]

gLrk{kj
mi lfpo] jktuSfrd ,oa lsok,a]

d`rs% eq[; lfpo gfj;k.kk ljdkjA

,d&,d izfr vuqyXudksa lfgr lHkh foÙkk;qDr] gfj;k.kk rFkk gfj;k.kk ds lHkh iz'kkldh; lfpoksa dks
lwpukFkZ rFkk vuqikyukFkZ Hksth tkrh gSA

______________
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Øekad 4643&3 ,l&72@21708Øekad 4643&3 ,l&72@21708Øekad 4643&3 ,l&72@21708Øekad 4643&3 ,l&72@21708Øekad 4643&3 ,l&72@21708

izs"kd]

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

(1) gfj;k.kk ds lHkh foHkkxkè;{k]
vk;qDr] vEckyk e.My] rFkk lHkh mik;qDr ,oa mi e.My vf/dkjhA

(2) jftLVªkj] iatkc rFkk gfj;k.kk mPp U;k;ky; rFkk
gfj;k.kk ds lHkh ftyk rFkk l=k U;k;k/h'kA

fnukad p.Mhx<+] 21 tqykbZ] 1972

fo"k;%& xksiuh; fjiks ZV& iz'kalk i=k tkjh djukAxksiuh; fjiks ZV& iz'kalk i=k tkjh djukAxksiuh; fjiks ZV& iz'kalk i=k tkjh djukAxksiuh; fjiks ZV& iz'kalk i=k tkjh djukAxksiuh; fjiks ZV& iz'kalk i=k tkjh djukA

egksn;]

eq>s funs'k gqvk gS fd eSa vkidk è;ku mi;qZDr fo"k; ij la;qDr iatkc ds ifji=k Øekad 2334 ,-,l-
1&60@15708] fnukad 3 ebZ] 1960 ds iSjk&9 dh vkSj fnykÅa vkSj crkÅa fd bl iSjk ds uhps ,DlIysusVjh uksV(II)
esa ;g crk;k x;k gS fd xksiuh; fjiksVks± ds vk/kj ij tkjh fd, tkus okys iz'kalk i=k lacaf/r deZpkfj;ksa esa fu;qfDr
izkf/dkjh ;k ml izf/dkjh tks lacaf/r deZpkjh dh pfj=k iath esuVsu djrk gks] }kjk tkjh fd, tkus pkfg,aA blds
vfrfjDr gfj;k.kk ljdkj ds ifji=k v'kk% Øekad 2817 ,l-&71] fnukad 10 ebZ] 1971 }kjk og fgnk;rsa tkjh dh
xbZ Fkh fd lekurk j[kus ds fy, izFke Js.kh ds vf/dkfj;ksa ds iz'kalk i=k tkjh djus ds lHkh ekeys lacaf/r foHkkx
}kjk lh/s eq[; eU=kh th dks izLrqr fd, tk,aA

2- izFke Js.kh ds vf/dkfj;ksa dks NksM+dj 'ks"k lHkh izdkj ds vf/dkfj;ksa@deZpkfj;ksa ds ckjs esa vc ljdkj
us fu.kZ; fy;k gS fd bu dslksa esa iz'aklk&i=k muds lacaf/r iz'kkldh; lfpoksa }kjk vuqeksnu fd, tkus ds i'pkr~
gh l{ke izkf/dkfj;ksa }kjk tkjh fd, tk,aA

Hkonh;]
gLrk@&

mi&lfpo] jktuSfrd ,oa lsok,a
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d izfr fuEufyf[kr dks lwpukFkZ ,oa vko';d dk;Zokgh gsrq Hksth tkrh gS%&

gfj;k.kk ds lHkh foÙkk;qDrA lHkh iz'kkldh; lfpoA

___________
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Øekad & 5010&3&,l&72@265555Øekad & 5010&3&,l&72@265555Øekad & 5010&3&,l&72@265555Øekad & 5010&3&,l&72@265555Øekad & 5010&3&,l&72@265555

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

gfj;k.kk ds lHkh mik;qDrA

fnukad p.Mhx<+ 7 flrEcj] 1972]

fo"k;%& fMfLVªDV vVkjuht rFkk vflLVSaV fMfLVªDV vVkjuht dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsAfMfLVªDV vVkjuht rFkk vflLVSaV fMfLVªDV vVkjuht dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsAfMfLVªDV vVkjuht rFkk vflLVSaV fMfLVªDV vVkjuht dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsAfMfLVªDV vVkjuht rFkk vflLVSaV fMfLVªDV vVkjuht dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsAfMfLVªDV vVkjuht rFkk vflLVSaV fMfLVªDV vVkjuht dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsA

egksn;]

eq>s funs'k gqvk gS fd eSa vkidk è;ku mi;qZDr fo"k; dh vksj fnykÅa vkSj crkÅa fd pwafd fMfLVªDV
vVkjuht vkSj vflLVSaV fMfLVªDV vVkjuht dks jktLo dslksa ds flyflysa esa ljdkj dh vksj ls vk;qDr vEckyk e.My
ds lEeq[k is'k gksuk iM+rk gS vkSj bl izdkj mldk dk;Z vk;qDr vEckyk e.My dks Hkh ns[kus dk volj fey tkrk
gSA vr% ljdkj us ;g fu.kZ; fy;k gS fMfLVªDV vVkjuht rFkk vflLVSaV fMfLVªDV vVkjuht tks vk;qDr vEckyk eaMy
ds lEeq[k ljdkj dh vksj ls is'k gksrs gSa mudh okf"kZd xksiuh; fjiksVZ lacaf/r mik;qDr }kjk fy[ks tkus ds ckn vk;qDr
vEckyk eaMy dks fjekdZl fjdkMZ djus ds fy;s Hksth tk;k djsa vkSj vk;qDr vEckyk e.My vius fjekdZl fjdkMZ
djus ds mijkUr mu fjiksVks± dks fof/ ijke'kks± gfj;k.kk dks Hkstk djsaA

gLrk@&
mi lfpo] jktuSfrd ,oa lsok,a]

d`rs% eq[; lfpo] gfj;k.kk ljdkjA

Øekad 5010&3 ,l&72@26526] fnukad p.Mhx<+ 7 flrEcj] 1972

,d izfr vk;qDr] vEckyk e.My fof/ ijke'kks± rFkk lfpo] gfj;k.kk ljdkj] fof/ foHkkx dks muds
v'kk% Øekad 2591 fnukad 16 vxLr] 1972 ds lUnHkZ esa lwpukFkZ rFkk vko';d dk;Zokgh gsrq Hksth tkrh gSA

___________________
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Øekad 7012&3 ,l 72@31509Øekad 7012&3 ,l 72@31509Øekad 7012&3 ,l 72@31509Øekad 7012&3 ,l 72@31509Øekad 7012&3 ,l 72@31509

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa]

(1) gfj;k.kk ds lHkh foHkkxkè;{k] vk;qDr vEckyk e.My
rFkk lHkh mik;qDr ,oa mi&e.My vf/dkjh gfj;k.kkA

(2) jftLVªkj iatkc rFkk gfj;k.kk mPp U;k;ky; rFkk
gfj;k.kk ds lHkh ftyk rFkk l=k U;k;k/h'kA

fnukad p.Mhx<+] 30 vDrwcj] 1972@2 uoEcj] 1972A

fo"k; %& pkSFkh Js.kh ds deZpkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsApkSFkh Js.kh ds deZpkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsApkSFkh Js.kh ds deZpkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsApkSFkh Js.kh ds deZpkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsApkSFkh Js.kh ds deZpkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsA

egksn;]

eq>s funs'k gqvk gS fd vkidk è;ku mi;qZDr fo"k; ij la;qDr iatkc ljdkj ds ifji=k Øekad 7814&,-
,l-& 65@27821] fnukad 10 vxLr] 1965 (izfr layXu gS) dh vksj fnykÅa vkSj crkÅa fd mijksDr i=k ds lkFk
prqFkZ Js.kh ds deZpkfj;ksa dh okf"kZd xksiuh; fjiksVZ fy[kus ds fy, QkeZ fu/kZfjr fd;k x;k FkkA ljdkj us vc rd
bl ekeys ij iqu% fopkj fd;k gS vkSj fu.kZ; fy;k gS fd pkSFkh Js.kh ds deZPkfj;ksa ds xksiuh; fjiksVZ QkeZ esa ls
fuEufyf[kr dkye dks gVk fn;k tk,%&

(9) If he fit for promotion to the grade of Jamadar/ Daftri/Record Lifter etc.

rFkk blds LFkku ij fuEufyf[kr u;k dkye tksM+ fn;k tk, %&

"Whether the employee has been able satisfactorily to discharge the duties of his office."

2- d`i;k bu vuqns'kksa ds vuqlkj vkbZUnk dk;Zokgh dh tk, vkSj xksiuh; fjiksVZ Qkeks± esa vko';d rcnhyh
dj yh tk,A

Hkonh;

gLrk{kj]
mi lfpo jktuSfrd ,oa lsok,a

d`rs% eq[; lfpo gfj;k.kk ljdkjA

,d&,d izfr gfj;k.kk ds lHkh foÙkk;qDr rFkk gfj;k.kk ds lHkh iz'kkldh; lfpoksa dks lwpukFkZ ,oa
vko';d dk;Zokgh gsrq Hksth tkrh gSA

_____________
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No. 872-38-73/5679

From

The Chief Secretary to Government Haryana.

To

1. All Heads of Departments,

the Commissioners, Ambala and Hisar Divisions;

all Deputy Commissioners; and

all Sub Divisional Officers in Haryana.

2. The Registrar, Punjab and Haryana High Court; and

all District & Sessions Judges in Haryana.

Dated Chandigarh, the 6th March,1973.

Subject:- Confidential reports—Consolidated instructions regarding.

Sir,

I am directed to refer to Composite Punjab Govt. Consolidated circular letter No. 2334-AS1-

60/15708 dated the 3rd May, 1960 (as amended from time to time) on the subject noted above and to

say that Government have now decided that special reports recorded on the work and conduct of

Government employees on any particular occasion should also be placed on their personal files. It is,

therefore,  requested that the following new sub para may please be added as sub para(e) below

paragraph 13(i) of the said consolidated instructions:—

“13(i) (e) Special reports recorded on the work and conduct of Government employees on

any particular occasion e.g. reports recorded on the expiry of the period of probation or in connection

with the crossing of an efficiency bar etc.”

Yours faithfully,

Sd/-

Deputy Secretary Political & Services,

     for Chief Secretary to Government, Haryana.

A copy forwarded to the Financial Commissioner, Revenue, Haryana. All  Administrative

Secretaries to Government for information and necessary action.

___________________
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No. 1262-3S-73/7754

From

Shri Saroop Krishan, ICS

Chief Secretary to Government Haryana.

To

(1) All Heads of Departments, the Commissioners

Ambala and Hisar Division, all Deputy Commissioners,

and all Sub Divisional Officers in Haryana.

(2) The Registrar, Punjab and Haryana High Court and

all District and Sessions Judges in Haryana.

Dated Chandigarh, the 22nd March,1973.

Subject :- Confidential reports—consolidated instructions regarding.

Sir,

I am directed to refer to the composite Punjab Government Circular letter No. 2334-ASI-60/

15708 dated the 3rd May, 1960 (as amended from time to time) on the subject noted above and to say

that Government have decided that the personal files (ACR files) of class I officers should be maintained

in duplicate—the original copy being maintained by the Head of the Department concerned and the

duplicate copy by the Administrative Secretary concerned. Paragraph 17 (iii) and sub para one

immediately below paragraph 17 (iv) of the instructions referred to above will therefore be substituted

as under:—

I. Para 17 (iii) “The personal files of all class I and class II officers, except

those covered by (i) and  (ii) above, will remain with the Heads

of Departments. The personal files of class I officers will be

maintained in duplicate i.e. the personal files containing the

original/annual confidential reports and other documents will

be maintained by the Head of the Department concerned while

the duplicate files containing attested copies of the reports

and the other document will be maintained by the

Administrative Secretary concerned.”

II.  Sub para one “The authorities mentioned at (i) (ii) and (iv) above and the

Heads of departments in the case of officers at (iii) above will

receive the confidential reports and convey adverse remarks/

appreciation on their basis in respect of the Government

employees whose personal files are maintained by them.”

2. This decision will cover the existing personal files of class I officers also and the Head of

departments are therefore requested to forward up-to-date authenticated copies of confidential reports

and all other documents in such personal files to the Administrative Secretaries for the duplicate

copies of the personal files being maintained by the latter. Furthermore, it will be necessary for the

Administrative Secretaries to ensure that the personal files are being duly maintained by the Heads of

Immediately

below paragraph

17(iv)
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department strictly in accordance with the Government Instructions and any default that is observed

in this regard is brought to the notice of the Heads of Departments for the defects being rectified.

3. These instructions may please be noted carefully and also brought to the notice of all

others concerned for strict compliance.

4. Receipt of this communication may please be acknowledged.

Yours faithfully,

Sd/-

Deputy Secretary Political & Services,

 for Chief Secretary to Govt., Haryana.

A copy each is forwarded to :—

(1) The Financial Commissioner, Revenue, Haryana.

(2) All Administrative Secretaries to Government Haryana for information and necessary

action.

___________________
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No. 5150-35/20236

From

The Chief Secretary to Govt., Haryana.

To

1. All Heads of Departments;

the Commissioners, Ambala and Hisar Divisions;

all Deputy Commissioners and all Sub Divisional Officers in Haryana.

2. The Registrar, Punjab & Haryana High Court,

and all District & Sessions Judges in Haryana.

Dated Chandigarh, the 14th August, 1973.

Subject:-  Confidential reports, consolidated instructions regarding.

Sir,

I am directed to refer to Composite Punjab Govt. Consolidated circular letter No. 2334-ASI-

60/15708. dated the 3rd May, 1960 (as amended from time to time) on the subject noted above and to

say that it has come to the notice of Govt, that the Annual Confidential Report files of Govt. Employees

are not being kept in safe custody under lock and key with the result that the same are likely to be

misplaced/lost by the interested persons. In order to meet the above situation, Govt. have decided

that all the Annual Confidential Report files should be kept in safe custody under lock and key.

2. It is requested that the following new explanatory note may please be added as Explanatory

Note (1) below paragraph 17 of the said consolidated instructions :—

(I) Explanatory Note (i) below paragraph 17 of the Consolidated Instructions :—

 “The Personal Files (Annual Confidential Report Files) should be kept in safe

custody under lock and key, so that there is no room for their leakage and /or for

their being misplaced/lost by the interested persons.

(II) The  existing  Explanatory  Note  below  paragraph  17  will  be  numbered  as

Explanatory Note (ii)

   Yours faithfully,

Sd/-

Joint Secretary, Secretariat Establishment,

           for Chief Secretary to Government, Haryana.

A copy each forwarded to :—

(i) The Financial Commissioner, Revenue, Haryana.

(ii) All Administrative Secretaries to Govt., Haryana for information and necessary

action.

___________________
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No. 3062-3S-73/

From

The Chief Secretary to Government, Haryana

To

All Heads of Departments, Commissioners of Divisions,

all Deputy Commissioners and sub-Divisional Officers of Haryana.

Dated, Chandigarh, the 14th August 1973

Subject:- Policy regarding writing of Confidential Reports on Sub Divisional level officials by

Sub Divisional Officers (Civil).

Sir,

I am directed to address you on the subject noted above and to say that in order to unable

the Sub-Divisional Officers (Civil) to perform their co-ordinating role, Government have decided that

S.D.Os, (C) will record remarks on annual confidential reports of gazetted and other staff in the Sub-

Division. The remarks to be recorded by the S.D.Os (C) will relate to:—

(1) Co-operation offered by the official concerned;

(2) Integrity

2. For the purpose of these instructions, (i) Deputy Superintendent of Police, (ii) Sub-Divisional

Officers of the Haryana State Electricity Board, (iii) Executive Engineers shall not be treated as officers

of Sub-Divisional level. The procedure for recording of remarks by the Deputy Commissioners on the

DSPs has been laid down in circular letter No. 6718-3S-68/27185, dated the 24th October, 1968 and

according to these instructions their Confidential Reports are initiated by the Superintendents of

Police and are thereafter to be sent to the Deputy Commissioners. In this connection it has now been

decided that the Deputy Commissioners, before recording their remarks on the Confidential Reports

of DSPs in accordance with the above referred transactions, will invite comments from the S.D.O’s (C)

concerned. A similar procedure will be followed in the case of S.D.O’s of the Haryana State Electricity

Board and the Deputy Commissioners before recording their remarks on the aspects referred to in

circular letter No. 1430-3S-71/5968, dated 30-1-1971, will take into consideration any comments with

the S.D.O’s (C) concerned may have to offer.

3. The S.D.O’s (C) shall not be competent to record remarks on the Confidential Reports of:—

(1) District Level Officers posted in the Sub-Division, but covering the entire district;

(2) Other I.A.S./H.C.S. officers posted in the Sub Divisions ; and

(3) Principals etc. of Government Colleges in the Sub-Division.

On these officers the Deputy Commissioners will record their remarks in accordance with

instructions already in force.
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4. On the confidential reports of the remaining officers/officials in the Sub-Division, the

S.D.Os (C) will record remarks on the two aspects referred to in para 14 of his letter as follows. The

S.D.Os (C) will record their remarks only in respect of gazetted officers and the inspectors and sub-

inspectors of various departments posted in the Sub-division. After the reports of these officers/

officials have been initiated by the Departmental reporting authority, papers will be sent to the S.D.Os

(C) for recording his remarks who will thereafter forward them to the next reporting/reviewing authority

as indicated by the Department.

5. No change by these instructions is intended to be effected in respect of the reports of the

officers in whose case S.D.Os (C) is initial reporting authority.

6. It is also clarified that except as indicated in the case of D.Ps and S.D.Os of the Haryana

State Electricity Board the Deputy Commissioners will not record their remarks in respect of those

gazetted officers on whom, the S.D.Os.(C) have recorded their remarks. Instructions contained in

Government circular letter No. 1430-3S-71/5968. dated 30-1-1971 should be deemed to be modified to

that extent.

Yours faithfully,

Sd/-

Joint Secretary, Secretariat Establishment,

for Chief Secretary to Government. Haryana.

Financial Commissioner, Revenue Haryana and all Administrative Secretaries to

Government, Haryana.

___________________
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No. 8190-3 S-73/

From

The Chief Secretary to Government, Haryana.

To

(1) All Heads of Departments ;

The Commissioners, Ambala and Hisar Divisions ;

all Deputy Commissioners and all Sub-Divisional Officers in Haryana.

(2) The Registrar, Punjab and Haryana High Court;

and all District and Sessions Judges in Haryana.

Dated, Chandigarh, the 2nd Jan., 1974.

Subject:- Confidential reports- consolidated instructions regarding.

Sir,

I am directed to refer to composite Punjab Government consolidated circular letter No.

2334-ASI-60/15708, dated the 3rd May, 1960 (as amended from time to time) on the subject noted

above and to say that Government have decided to make the following further amendments in the

instructions :—

I. The existing Paragraph 5 (iv) may be substituted as under :—

5(iv) A Chief Parliamentary Secretary, Deputy Minister will have no right of recording/

reviewing/accepting of remarks in the annual confidential reports of officers/officials

(except in the case of personal staff working under him). A Minister of State where

he holds independent charge of a Department will, however, be competent to record

such remarks. The Minister/Minister of State (where he is the Minister-in-charge),

before recording his remarks may informally consult the Minister(s) of State/Deputy

Minister(s). Chief Parliamentary Secretary as the case may be.

II. The explanatory note below Paragraph 5 may be substituted as under :—

(i) A Minister or a Minister of State (who held independent charge of any department)

who has quit office, will not be competent to record remarks in the confidential

report of any officer (including in personal staff). The reports of officers for whom

the Minister was the only reporting authority shall be recorded by the Chief Minister.

III. The following is added as explanatory note (ii) below Paragraph 5 ;

(ii) The word Minister-in-Charge wherever occurring in these instructions would mean

Ministers who are/were independently in-charge of the Departments under their

control. It would include Ministers of State, when they hold/held independent

charge of any department.
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IV. The existing Paragraph 8 (ii) may be substituted as under:—

8(ii) If there is a change in portfolios, a Minister or a Minister of State (incharge of any

Department) may, if he had not done so earlier record remarks on the confidential

files of officers subordinate to him for the year in which change in portfolios took

place. Such remarks should be recorded as early as possible after relinquishing

charge of his previous portfolio(s) and in any case before the end of the reporting

year concerned.

Yours faithfully,

Sd/-

Deputy Secretary, Political & Services,

for Chief Secretary to Govt. Haryana.

A copy each is forwarded to :—

(i) The Financial Commissioner, Revenue, Haryana

(ii) All Administrative Secretaries to Government, Haryana.

(To be substituted to the letter bearing same number and date)

___________________
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No. 493-3S-74/4585

From

The Chief Secretary to Govt. Haryana

To

(1) All Heads of Departments ;

The Commissioners, Ambala and Hisar Divisions ;

all Deputy Commissioners,

all Sub Divisional Officers in Haryana.

(2) The Registrar, Punjab and Haryana High Court; and

All District & Sessions Judges in Haryana.

Dated, Chandigarh the 26th February. 1974.

          4-3-1974

Subject:-  Confidential reports—consolidated instructions regarding

Sir,

I am directed to refer to composite Punjab Government consolidated circular letter No. 2334

ASI-60/15708, dated the 3rd May, 1960 (as amended from time to time) on the subject noted above and

to say that Government have decided to make the following further amendments in the instructions :-

The following is added as sub para (f) below paragraph 13(i)(e):—

13 (i) (f) a copy of the order stopping a Government employee at efficiency bar under the

provisions of Punjab CSR Volume I Part I.

Yours faithfully,

Sd/-

Deputy Secretary, Political & Services,

for Chief Secretary to Govt., Haryana.

A copy each is forwarded to :

(i) The Financial Commissioner, Revenue, Haryana.

(ii) All Administrative Secretaries to Govt. Haryana for information and necessary action.

___________________
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No. 2223-3 S-74/8217

From

The Chief Secretary to Govt., Haryana.

To

(i) All Heads of Departments, The Commissioners Ambala and Hisar Divisions,

all Deputy Commissioners and all Sub-Divisional Officers in Haryana.

(ii) The Registrar, Punjab and Haryana High Court and all Districts &

Sessions Judges in Haryana.

Dated Chandigarh, the 12th April, 1974.

Subject :- Confidential reports—consolidated instructions regarding.

Sir,

I am directed to refer to composite Punjab Government consolidated circular letter No.

2334-ASI-60/15708, dated the 3rd May, 1960, as amended by circular letter No. 8190-3S-73, dated

the 2nd January, 1974 and to say that the Government have decided to make the following further

amendment in the instructions.

2. The existing paragraph 5 (iv) may be substituted as under :—

5(iv) A Chief Parliamentary Secretary/Deputy Minister/Minister of State (except where he is

the Minister-in-charge) will normally have no right of recording/reviewing/accepting of

remarks in the annual confidential reports (except in the case of personal staff working

under him) and the next higher reporting authority above the level of Administrative

Secretary, will be the Minister or Minister of State (where he is the Minister-in-charge).

The Minister/Minister of State where he is the Minister-in-charge) may, where he so

desires, before recording his remarks, send the confidential report form to the Chief

Parliamentary Secretary/Deputy Minister/Minister of State, as the case may be, for recording

remarks. However, in the case of IAS/IPS officers and the officers on the Select List of IAS/

IPS no such reference need be made and the Minister (where he is the Minister-in-charge)

shall himself record the remarks.

Yours faithfully,

Sd/-

Deputy Secretary, Political & Services,

for Chief Secretary to Govt., Haryana.

The Finacial Commissioner, Revenue. Haryana and All Administrative Secretaries to

Govt., Haryana.

___________________
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No. 5990-3S-73/10832

From

The Chief Secretary to Government, Haryana.

To

All Heads of Departments ,

the Commissioner, Ambala Divisions

All Deputy Commissioners and

Sub Divisional Officers in Haryana.

Dated Chandigarh, the 7th May, 1974

Subject : Conveying of adverse remarks.

Sir,

I am directed to say that Para 10 of the consolidated instructions regarding confidential

reports provides that an employee should not, at any time, be kept ignorant about the reporting

officers opinion and adverse remarks wherever recorded in the annual confidential reports should be

conveyed promptly. The Consolidated instructions also provide that all authorities entrusted with

the responsibility of maintaining annual confidential reports should ensure that adverse remarks are

so conveyed and further more no notice should be taken of adverse remarks if they have not been

conveyed.

2. Inspite of the clear instructions on this subject, it has been noticed that lapse in this

respect on the part of authorities responsible for maintaining the annual confidential reports have

only been too many. Such lack of action nullifies the very purpose of maintaining the confidential

record. Government feel mush concerned about the in action of competent authorities at various

levels in this connection and in order to ensure that necessary action is taken by them in future, it has

been decided that a certificate  as indicated below should be furnished by all Heads of offices, Heads

of Departments and Administrative Secretaries by the end of June each year.

“Certified that A. C. Rs. of all Government employees for the year................... maintained

by this office have been checked and adverse remarks wherever contained have been

conveyed to the employees concerned.”

This certificate shall be submitted by the Heads of Offices to the Head of Department by

the Head of Departments to the Administrative Secretaries and by the Administrative Secretaries to

the Chief Secretary.

3. It is also made clear that any lapse on the part of the competent authorities in not conveying

to the employees concerned adverse remarks which should be conveyed, shall be taken serious note

of in future.

The receipt of this letter may kindly be acknowledged.

Yours faithfully

Sd/-

Deputy Secretary , Political & Services

for  Chief  Secretary to  Government,  Haryana.
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Øekad 3461&3 ,l&74@12910Øekad 3461&3 ,l&74@12910Øekad 3461&3 ,l&74@12910Øekad 3461&3 ,l&74@12910Øekad 3461&3 ,l&74@12910

izs"kd

eq[; lfpo] gfj;k.kk ljdkj

lsok esa

(1) lHkh foHkkxkè;{k rFkk

(2) vk;qDr vEckyk ,oa fglkj e.MyA

fnukad p.Mhx<+] 3 twu] 1974-

fo"k;%& foHkkxè;{kk s a (vf[ky Hkkjrh; lsok vf/dkfj;ks a dks NksM+dj) rFkk yksd fuekZ.k foHkkxfoHkkxè;{kk s a (vf[ky Hkkjrh; lsok vf/dkfj;ks a dks NksM+dj) rFkk yksd fuekZ.k foHkkxfoHkkxè;{kk s a (vf[ky Hkkjrh; lsok vf/dkfj;ks a dks NksM+dj) rFkk yksd fuekZ.k foHkkxfoHkkxè;{kk s a (vf[ky Hkkjrh; lsok vf/dkfj;ks a dks NksM+dj) rFkk yksd fuekZ.k foHkkxfoHkkxè;{kk s a (vf[ky Hkkjrh; lsok vf/dkfj;ks a dks NksM+dj) rFkk yksd fuekZ.k foHkkx
esa v/h{kd bathfu;jks a ds ckjs es aAes a v/h{kd bathfu;jks a ds ckjs es aAes a v/h{kd bathfu;jks a ds ckjs es aAes a v/h{kd bathfu;jks a ds ckjs es aAes a v/h{kd bathfu;jks a ds ckjs es aA

egksn;]

eq>s funs'k gqvk gS fd eSa vkidk è;ku mijksDr fo"k; dh vksj fnykÅa vkSj crkÅa fd orZeku fLFkfr
ds vuqlkj dqN foHkkxkè;{kksa (vf[ky  Hkkjrh; lsok vf/dkfj;ksa dks NksM+ dj) dh okf"kZd xksiuh; fjiksVs± eq[; ea=kh
dks fjekdZl fy[kus ds fy;s izLrqr dh tkrh gSa rFkk dqN dks ughaA eq[; eU=kh lHkh foHkkxkè;{kksa ds dk;ks± ds ckjs
esa dkQh gn rd lh/k Kku j[krs gSaA fofHkUu foHkkxksa ds ekeys le;&le; ij mUgsa fu;ekuqlkj izLrqr fd, tkrs
jgrs gSa rFkk QhYM esa Hkh foHkkxkè;{kksa }kjk fd;k tk jgk dk;Z eq[; eU=kh ds è;ku esa gksrk gSA lk/kj.kr% foHkkxkè;{kksa
dh fjiksVs± ljdkj ds iz'kkldh; lfpo }kjk initiate dh tkrh gS vkSj foHkkx ds lacaf/r eU=kh }kjk review dh tkrh
gSA bl laca/ esa fopkj dj vc ljdkj us QSlyk fd;k gS fd lHkh foHkkxkè;{kksa dks xksiuh; fjiksVZ eq[; ea=kh dks
accepting authority  ds rkSj ij izLrqr dh tk;k djsaA

2- ljdkj us ;g Hkh QSlyk fd;k gS fd yksd&fuekZ.k foHkkx ds lHkh v/h{kd bathfu;jksa dh fjiksV±s Hkfo";
esa eq[; ea=kh dks fjekDlZ fjdkMZ djus ds fy;s izLrqr dh tk;k djsaA d`I;k bu fgnk;rksa dh vuqikyuk ds fy;s uksV
dj fy;k yk, rFkk bl i=k dh ikorh Hksth tk,A

Hkonh;
gLrk@&

mi lfpo] jktuSfrd ,oa lsok,a]
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d&,d izfr fuEufyf[kr dks lwpukFkZ rFkk vko';d dk;Zokgh gsrq Hksth tkrh gS%&

1- foÙkk;qDr jktLo rFkk
2- gfj;k.kk ds lHkh iz'kkldh; lfpoA

___________________
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Øekad 3784&3&,lú 74@

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

1- gfj;k.kk ds lHkh foHkkxkè;{k] vk;qDr vEckyk rFkk
fglkj e.My] lHkh mik;qDr rFkk mi&e.My vf/dkjhA

2- jftLVªkj] iatkc rFkk gfj;k.kk mPPk U;k;ky; rFkk
gfj;k.kk ds lHkh ftyk rFkk LRkj U;k;k/h'k A

fnukad p.Mhx<+] 8 vDrwcj] 1974

fo"k; % okf"kZd xksiuh; fjiksVZ es a ntZ izfrdwy fopkj O;Dr djus okys i=k ij ,sls fopkjks a dsokf"kZd xksiuh; fjiksVZ es a ntZ izfrdwy fopkj O;Dr djus okys i=k ij ,sls fopkjks a dsokf"kZd xksiuh; fjiksVZ es a ntZ izfrdwy fopkj O;Dr djus okys i=k ij ,sls fopkjks a dsokf"kZd xksiuh; fjiksVZ es a ntZ izfrdwy fopkj O;Dr djus okys i=k ij ,sls fopkjks a dsokf"kZd xksiuh; fjiksVZ es a ntZ izfrdwy fopkj O;Dr djus okys i=k ij ,sls fopkjks a ds
fo#¼ fd, x, vfHkosnu o ml ij fy, x, fu.kZ; dk o.kZuAfo#¼ fd, x, vfHkosnu o ml ij fy, x, fu.kZ; dk o.kZuAfo#¼ fd, x, vfHkosnu o ml ij fy, x, fu.kZ; dk o.kZuAfo#¼ fd, x, vfHkosnu o ml ij fy, x, fu.kZ; dk o.kZuAfo#¼ fd, x, vfHkosnu o ml ij fy, x, fu.kZ; dk o.kZuA

egksn;]

xksiuh; fjiksVks± lECkU/h lesafdr fgnk;rksa ds iSjk 10 (ch) rFkk 13 (1) (ch) eas ;g dgk x;k gS fd
okf"kZd xksiuh; fjiksVZ esa ntZ izfrdwy fVIif.k;k¡ lEcfU/r vf/dkjh dks rqjUr O;Dr dh tkuh pkfg, rFkk izfrdwy
fopkj O;Dr djus okys i=k dh ,d izfr lEcfU/r deZpkjh dh pfj=k iath esa j[kh tkuh pkfg,A

deZpkfj;ksa dh inksÂfr rFkk vU; lsok ekeyksa ij fu.kZ; ysrs le; pfj=k iaft;ksa ds vk/kj ij fjdkMZ dk
ewY;kadu djus esa dbZ ckj ;g dfBukbZ eglwl dh tkrh gS fd ;g irk ugh yxrk tks izfrdwy fopkj fdlh deZpkjh
dks O;Dr fd, x, gSaA D;k muds f[kykQ dksbZ vfHkosnu yfEcr gS ;k ughaA

2- ljdkj us bl ekeys ij fopkj fd;k gS vkSj ;g fu.kZ; fy;k gS fd tks izfrdwy fopkj O;Dr fd, tk,a]
;fn muds f[kykQ dksbZ vfHkosnu izkIr gks rks ml dk ftØ izfrdwy fopkj djus okys i=k ij dj fn;k tk, fd
^^vfHkosnu i=k fnukad--------------------------------- yfEcr gS** vkSj tc ml vfHkonsu ij QSlyk gks tk, rks ml QSlys dk ftØ
(;fn vfHkosnu Lohdkj u fd;k tk,) Hkh mlh i=k ij dj fn;k tk,A ;fn izfrdwy fopkj gVkus dk QSlyk fy;k
tkrk gS rc  rks mDRk i=k RkFkk izfrdwy fopkj ewy fjiksVZ ls gh gV tk,axsA bl izdkj dk;Zokgh ls fjdkMZ ds ewY;akdu
djus okyh ,FkksfjVh ds è;ku esa iwjh fLFkfr vk tk,xhA d`i;k bldh ikorh HkstssaA

Hkonh;]

mi lfpo] jktuSfrd ,oa lsok,a]
d`rs: eq[; lfpo] gfj;k.kk ljdkjssaA

,d &,d izfr foÙkk;qDr gfj;k.kk rFkk gfj;k.kk ds lHkh iz'kkldh; lfpoksa dks lwpukFkZ rFkk vko';d
dk;Zokgh gsrq Hksth tkrh gSA

____________
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izs"kd]

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

gfj;k.kk ds lHkh mik;qDrA

;knh Øekad 6143&3 ,l&74@
fnukad p.Mhx<+ 20 uoEcj] 1974

fo"k;%& vkbZ-,l-,l-@,p-lh-,l- vf/dkjks a dks uxjikfydk ds iz'kkld ds in ij vfrfjDr :ivkbZ-,l-,l-@,p-lh-,l- vf/dkjks a dks uxjikfydk ds iz'kkld ds in ij vfrfjDr :ivkbZ-,l-,l-@,p-lh-,l- vf/dkjks a dks uxjikfydk ds iz'kkld ds in ij vfrfjDr :ivkbZ-,l-,l-@,p-lh-,l- vf/dkjks a dks uxjikfydk ds iz'kkld ds in ij vfrfjDr :ivkbZ-,l-,l-@,p-lh-,l- vf/dkjks a dks uxjikfydk ds iz'kkld ds in ij vfrfjDr :i
esa pktZ fn;k tkuk&okf"kZd xksiuh; fjiksVZ fy[kus ckjsAes a pktZ fn;k tkuk&okf"kZd xksiuh; fjiksVZ fy[kus ckjsAes a pktZ fn;k tkuk&okf"kZd xksiuh; fjiksVZ fy[kus ckjsAes a pktZ fn;k tkuk&okf"kZd xksiuh; fjiksVZ fy[kus ckjsAes a pktZ fn;k tkuk&okf"kZd xksiuh; fjiksVZ fy[kus ckjsA

vkbZ-,l-,l-@,p-lh-,l- vf/dkjh le;&le; ij uxjikfydkvksa ds iz'kkld ds in ij yxk, tkrs gSa
dgha rks uxjikfydk dk dk;Z mudk ewy dk;Z gksrk gS ;k vdsyk dk;Z gksrk gS vkSj dgha uxjikfydk dk dk;Z mUgsa
vfrfjDr rkSj ij fn;k tkrk gSA bl lEcU/ esa ;g iz'u mBk;k x;k gS fd D;k uxjikfydk ds dk;Z dh ckcr bu
vf/dkfj;ksa dh fjiksVZ vyx ls fy[kh tkuh pkfg, ;k tks fjiksVZ bu vf/dkfj;ksa dh crkSj mi e.My vf/dkjh@
lkekU; lgk;d dk;Z djrs gq, fy[kh tkrh gSa muesa uxjikfydk ds dk;Z dk o.kZu Hkh fd;k tkuk pkfg,A

2- bl ekeys ij fopkj dj ;g fu.kZ; fy;k x;k gS fd tgka ,sls vf/dkfj;ksa ds ikl uxjikfydk ds in
dk pktZ vfrfjDr rkSj ij gS ogka uxjikfydk ds dk;Z ds ckjs esa vyx fjiksVZ fy[ks tkus dh vko';drk ugha gSA
dsoy mu vf/dkfj;ksa dks uxjikfydk ds dk;Z ds ckjs esa vyx fjiksZV fy[kh tkuh gksxh tgka os dsoy uxjikfydk
ds iz'kkld ds in ij dk;Z dj jgs gSaA

gLrk@&
izse ukFk VaMu

voj lfpo] iz'kklu]
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

Øekad 6143&3 ,l&74@ fnukad p.Mhx<+ 20&11&74

,d&,d izfr vk;qDr] vEckyk rFkk fglkj e.My dks lwpukFkZ rFkk vko';d dk;Zokgh gsrq Hksth tkrh
gS%&

gLrk@&
voj lfpo] iz'kklu]

d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d&,d izfr vk;qDr ,oa lfpo] gfj;k.kk ljdkj] LFkkuh; 'kklu foHkkx] eU=kh LFkkuh; 'kklu foHkkx
gfj;k.kk dks lwpukFkZ Hksth tkrh gSA

gLrk@&
voj lfpo] iz'kklu]

d`rs% eq[; lfpo] gfj;k.kk ljdkjA

_______________
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Øekad 182&3 ,l&75@4694Øekad 182&3 ,l&75@4694Øekad 182&3 ,l&75@4694Øekad 182&3 ,l&75@4694Øekad 182&3 ,l&75@4694

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

(1) lHkh foHkkxkè;{k

(2) e.Myksa ds vk;qDr rFkk gfj;k.kk ds lHkh mik;qDrA

fnukad p.Mhx<+ 17 Qjojh] 1975

fo"k;%& vkbZ-,l-,l@ ,p-lh-,l- vf/dkfj;ks a dh okf"k Zd xksiuh; fjiksVZ fy[kokus ds fy, QkeZvkbZ-,l-,l@ ,p-lh-,l- vf/dkfj;ks a dh okf"k Zd xksiuh; fjiksVZ fy[kokus ds fy, QkeZvkbZ-,l-,l@ ,p-lh-,l- vf/dkfj;ks a dh okf"k Zd xksiuh; fjiksVZ fy[kokus ds fy, QkeZvkbZ-,l-,l@ ,p-lh-,l- vf/dkfj;ks a dh okf"k Zd xksiuh; fjiksVZ fy[kokus ds fy, QkeZvkbZ-,l-,l@ ,p-lh-,l- vf/dkfj;ks a dh okf"k Zd xksiuh; fjiksVZ fy[kokus ds fy, QkeZ

fu/k Zfjr djukAfu/k Zfjr djukAfu/k Zfjr djukAfu/k Zfjr djukAfu/k Zfjr djukA

egksn;]

mijksDr fo"k; dh vksj è;ku fnykrs gq, eq>s ;g dgus dk funs'k gqvk gS fd jkT; ljdkj ds è;ku esa

vk;k gS fd foHkkxksa rFkk foHkkxksa ds v/hu dkjiksjs'kuksa esa dke djus okys vkbZ-,-,l-@,p-lh-,l- vf/dkfj;ksa dh

okf"kZd xksiuh; fjiksVZ fHkUu&fHkUu foHkkxksa }kjk fofHkUu Qkeks± esa fy[kokbZ tkrh gaSaA vr% ekeys esa ,d:irk ykus ds

fy, ljdkj us vc ;g fu.kZ; fy;k gS fd vkbZ-,-,l- vf/dkfj;ksa dh okf"kZd xksiuh; fjiksVZ Hkkjr ljdkj }kjk

fu/kZfjr fd, x, QkeZ esa fy[kh tk;k djs] pkgs og vkbZ-,-,l vf/dkjh gsMDokVZj ij dk;Z djrs gksa ;k QhYM esa

;k jkT; ljdkj dh fdlh djiksjs'ku esaA bl QkeZ dh ,d izfr lwpukFkZ layXu gSA

2- tgka rd ,p-lh-,l- vf/dkfj;ksa dk lEcU/ gS] jkT; ljdkj us fu.kZ; fd;k gS fd bu vf/dkfj;ksa dh

okf"kZd xksiuh; fjiksVZ Hkh jkT; ljdkj }kjk fu/kZfjr fd, x, QkeZ esa fy[kh tk;k djsaA bl QkeZ dh ,d izfr Hkh

layXu gSA

3- fu;a=kd] eqnz.k rFkk ys[ku lkexzh] gfj;k.kk dks ;g vuqjks/ fd;k tk jgk gS fd og nksuksa izdkj ds Qkeks±

dks Nki dj vko';d izfr;ka vius LVkd esa j[k ysa rkfd vko';drk iM+us ij foHkkx mu Qkek±s dks ogka ls eaxok

ldsA

vkils vuqjks/ gS fd vkbZ-,-,l@,p-lh-,l- vf/dkfj;ksa dh okf"kZd xksiuh; fjiksVs± fu/kZfjr Qkeks± esa gh

fy[kh tk,aA

Hkonh;]

gLrk@&

(izseukFk V.Mu)

voj lfpo] iz'kklu]

d`rs% eq[; lfpo] gfj;k.kk ljdkjA
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Øekad 182&3 ,l&75@4695 fnukad 17 Qjojh] 1975

,d izfr vuqyXudksa lfgr fuEufyf[kr dks lwpukFkZ rFkk vko';d dk;Zokgh gsrq Hksth tkrh gS%&

(1) foÙkk;qDr gfj;k.kk]

(2) gfj;.kk ds lHkh iz'kkldh; lfpo

mu ls vuqjks/ gS fd muds v/hu ;k muds foHkkx ds v/hu dkjiksjs'kuksa esa dke djus okys vkbZ-,-,l

rFkk ,l-lh-,p- vf/dkfj;ksa dh o"kZ 1974&75 dh okf"kZd xksiuh; fjiksVZ lkFk yxs u, Qkeks± esa gh fy[kokbZ tk,A

gLrk&

(izse ukFk VaMu)

voj lfpo] iz'kklu

d`rs% eq[; lfpo] gfj;k.kk ljdkjA

i`- Øekad 182&3 ,l&75@4696 fnukad 17 Qjojh] 1975

,d izfr fu;a=kd] eqnz.k rFkk ys[ku lkexzh gfj;k.kk dks lwpukFkZ rFkk vko';d dk;Zokgh gsrq Hksth tkrh

gSA muls izkFkZuk gS fd lkFk yxs nksuksa Qkeks± dks Niokdj izSl ds LVkd esa j[k ysa rkfd foHkkx vko';drkuqlkj mu

Qkeks± dh izfr;ka izSl ls eaxok ldsA ;g Hkh vuqjks/ fd;k tkrk gS fd bu Qkeks± dh ikap&ikap lkS izfr;ka 'kh?kz bl

foHkkx ds iz;ksx ds fy, fHktok nsaA

voj lfpo] iz'kklu]

d`rs% eq[; lfpo] gfj;k.kk ljdkjA

___________________
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FORM OF CONFIDENTIAL REPORTS

(See Rule 4 of the All India Services (Confidential Rolls) Rules, 1970)

Report for the year/period ending__________________

Personal Data

PARTI

(To be filled by the Government)

1. Name of Officer

2. The name of the service to which the officer belongs

3. Date of birth

4. Date of continuous appointment to the present grade

5. Present post held and the date of appointment thereto

6. Period of absence from duty on leave, training, etc.

during the year.

PART II     Assessment by the Reporting Authority

1. State of Health

2. General Assessment

This should contain an overall assessment of the officer’s

personality, his good qualities and shortcomings and should in particular

touch on the following points ; viz. quality of mind originality and

comprehension ; knowledge of work ; power of expression on paper &

in discussion; power of acquiring general information, attention to detail,

industry and conscientiousness ; judgement, speed of disposal;

willingness to accept responsibility and take decisions, relations with

subordinates and colleagues ; public relations.

If the officer has been reprimanded for indifferent work or, for

other causes during the period under review, brief particulars should be

given. If the officer has done any outstanding notable work meriting

commendation, brief mention should be made.

3. Integrity.

Signature of the Reporting Authority

Name in Block Letters_______________

Designation_______________________

Date ____________________________

Assessment by reporting authorities (continued). (Space to be utilized where there is

more than one reporting authority.)
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PART III Remarks of the reviewing authority

1. Length of service under Reviewing Authority

2. Do you agree or disagree with the assessment of the

officer given by the Reporting Authority? Is there any

thing you wish to modify or add ?

3. General remarks with specific comments about the

general remarks given by the Reporting Authority and

remarks about the outstanding work of the Officer.

4. (a)     Fitness for promotion to higher grade(s) in his turn

(i) Fit

(ii) Not yet fit

(iii) Unfit

(b) Has the Officer any special characteristics and /or

any outstanding merits or abilities which would

justify his advancement and special selection for

higher appointment out of turn ? If yes, please

mention these characteristics briefly.

(c) Recommendations regarding suitability for other

spheres of work.

Signature of the Reviewing Authority

Name in Block Letters_______________

Designation  ______________________

Date   ____________________________

Assessment by reviewing authorities (continued). (Space to be utilized where there is

more than one reviewing authority).

PART 4      Remarks of the accepting authority

     (i.e. Next Superior Officer)

Signature of the Accepting Authority

Name in Block Letters_______________

Designation_______________________

Date  ____________________________
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lky--------------------------------------

,p-lh-,l- vf/dkfj;ks a ds dk;Z ij xksiuh; fjiksVZ,p-lh-,l- vf/dkfj;ks a ds dk;Z ij xksiuh; fjiksVZ,p-lh-,l- vf/dkfj;ks a ds dk;Z ij xksiuh; fjiksVZ,p-lh-,l- vf/dkfj;ks a ds dk;Z ij xksiuh; fjiksVZ,p-lh-,l- vf/dkfj;ks a ds dk;Z ij xksiuh; fjiksVZ

fjiksVZ dk dky@le;

vf/dkjh dk uke o in

fjiksVZ fy[kus o fjO;w djus oys izkf/dkfj;ksa ds uke%&

(i) Recording of remarks on the CR is a work of an important nature and therefore due

attention should be paid to it by the reporting authority.

(ii) The report should contain a general appraisal of the work and the conduct of the

officer, his personality, the quality of his mind, his capability to discharge the duties

of his office.

(iii) In the case of S.D.Os. and other Field Officers, the report should also contain remarks

about knowledge of revenue law, behaviour towards the public, communal tendencies,

if any, willingness and interest in serving the people, accessibility, relation with

subordinates and colleagues etc.

(iv) In the case of officers posted in the Secretariat the report should also contain remarks

about knowledge of work, power of expression can paper and in discussion, power of

acquiring information, attention to detail and speed of disposal etc.

(v) If the officer has been reprimanded for indifferent work or for other causes during the

period under review, brief particulars should be given. If the officer has done any

outstanding or notable work meriting commendation, brief mention, should be made.

(vi) The reporting authorities should also indicate whether the defects (if any) reported

were ever brought to the notice of the officer concerned orally or in writing.

(vii) The report should contain in remarks about the reputation for integrity of the officer.

Special care should be exercised in recording remarks, such remarks should, as for as

possible, be supported against integrity, by reasons/instances.

fjekdZl

leLr fu/kZj.k %&

(mRd`"V] cgqr vPNk] vPNk]

vkSlr] vkSlr ls uhps)

_______________
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No. 953-3S-75/

From

The Chief Secretary to Government, Haryana.

To

All Heads of Departments ,

Commissioners of  Divisions,

All Deputy Commissioners and

Sub Divisional Officers Haryana.

Dated Chandigarh, the 1st May, 1975

Subject :  Conveying of adverse remarks.

Sir,

I and directed to refer to the Haryana Government circular letter No. 5990-3S-73/10852,

dated the 7th May, 1974 on the Subject noted above in which is was again emphasised that the

adverse remarks wherever recorded in the annual confidential report should be conveyed promptly as

failure to convey such remarks nullifies the very purpose of maintaining the annual confidential

record.

2. Despite repeated instructions, instances have come to the notice of the Government where

in adverse remarks given in the earlier confidential reports were not conveyed to the persons concerned.

Some Department have also been seeking the advice of the Government when questions regarding

promotion, crossing of efficiency bar or retention in Government service beyond the age of 50/55

years of the employee arise, where the uncommunicated adverse remarks appearing in the earlier

confidential reports could be communicated to the officer/official concerned at a belated stage.

3. The Government has carefully considered the whole matter and had decided that it would

not be proper to convey very old adverse remarks appearing in the earlier reports as it would put the

concerned officer/official at undue disadvantage in the matter of submission of representations. It

has, therefore, been decided that the uncommunicated adverse remarks appearing in reports earlier

than for the year 1971-72 should not be conveyed now and that the uncommunicated adverse remarks

should not be taken into consideration when cases for promotion, crossing of efficiency bar and

retention is service beyond the age of 50/55 years are decided. However, adverse remarks, if any

appearing in the annual confidential reports for the years 1971-72, 1972-73 and 1973-74 which have

not been conveyed so far should be conveyed to the officer/official concerned immediately. It is

again requested that you should kindly ensure that adverse remarks given in the annual confidential

reports for the year 1971-72 and onwards are conveyed promptly. In future any lapse on the part of the

competent authority in the matter of conveying to the officer/official concerned adverse remarks

which should have been conveyed will be viewed seriously.

4. In order to ensure that the action in conveying the adverse remarks is taken invariably and

that no lapse takes place, you should kindly nominate an officer in your Department for this work and
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his designation should be intimated to the Chief Secretary to Government in the Service Department.

This officer shall furnish a certificate to the concerned authority as indicated in para 2 of the letter

dated the 7th May, 1974 referred to above at the end of June each year (in the case of Educational

Department at the end of October each year) that adverse remarks given in the A.C.Rs. maintained in

that Department have been communicated to the officer/official concerned.

5. Receipt of this letter may kindly be acknowledged .

Yours Faithfully

Sd/-

Deputy Secretary, Political Services

for  Chief  Secretary to Government,  Haryana.

A copy is forwarded to the Financial Commissioner, Haryana and All Administrative

Secretaries to Government, Haryana for information and necessary action.

____________
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Øekad 5321&3 ,l&75@16049Øekad 5321&3 ,l&75@16049Øekad 5321&3 ,l&75@16049Øekad 5321&3 ,l&75@16049Øekad 5321&3 ,l&75@16049

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa
(1) gfj;k.kk ds lHkh foHkkxkè;{k rFkk
(2) vk;qDr vEckyk rFkk fglkj e.MyA

fnukad] p.Mhx<+] 5 twu] 1975

fo"k;%& foHkkxkè;{kks a (vf[ky Hkkjrh; lsok vf/dkfj;ks a dks NksM+dj) rFkk yksd fuekZ.k foHkkx esafoHkkxkè;{kks a (vf[ky Hkkjrh; lsok vf/dkfj;ks a dks NksM+dj) rFkk yksd fuekZ.k foHkkx esafoHkkxkè;{kks a (vf[ky Hkkjrh; lsok vf/dkfj;ks a dks NksM+dj) rFkk yksd fuekZ.k foHkkx esafoHkkxkè;{kks a (vf[ky Hkkjrh; lsok vf/dkfj;ks a dks NksM+dj) rFkk yksd fuekZ.k foHkkx esafoHkkxkè;{kks a (vf[ky Hkkjrh; lsok vf/dkfj;ks a dks NksM+dj) rFkk yksd fuekZ.k foHkkx esa
v/h{kd bathfu;jks a dh okf"kZd xksiuh; fjiksVks ± ckjsAv/h{kd bathfu;jks a dh okf"kZd xksiuh; fjiksVks ± ckjsAv/h{kd bathfu;jks a dh okf"kZd xksiuh; fjiksVks ± ckjsAv/h{kd bathfu;jks a dh okf"kZd xksiuh; fjiksVks ± ckjsAv/h{kd bathfu;jks a dh okf"kZd xksiuh; fjiksVks ± ckjsA

egksn;]

eq>s ;g funs'k gqvk gS fd eSa vkidk è;ku mijksDr fo"k; ij bl foHkkx ds ifji=k Øekad 3461&3 ,l
74@12910] fnukad 3 twu] 1974 dh vksj fnykÅa vkSj crkÅa fd ljdkj ds è;ku esa vk;k gS fd dqN foHkkxksa }kjk
mijksDr ifji=k }kjk tkjh dh xbZ fgnk;rksa dks Bhd izdkj (Interpret) ugha fd;k tk jgk gS rFkk eq[;eU=kh dks
;g xksiuh; fjiksV~Zl izLrqr djus ls igys foHkkxh; ea=kh }kjk fjekdZl ntZ ugha fd, tk jgs gSaA eq>s ;g Li"V djus
dk funsZ'k gqvk gS fd v/h{kd bathfu;jksa ds ekeyksa esa ;g fjiksV~Zl eq[; ea=kh dks QkbZuy (Accepting

authority) ds :i esa Hkstus ls iwoZ bUgsa foHkkxh; ea=kh dks Hkh (First accepting authority) ds :i esa fjekdZl
ntZ djus ds fy, Hksth tk;k djsaA d`i;k bu fgnk;rksa dks vuqikyuk ds fy, uksV dj fy;k tk, rFkk bl i=k dh
ikorh Hksth tk,A

Hkonh;]
mi lfpo] jktuSfrd ,oa lsok,a]

d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d&,d izfr foÙkk;qDr gfj;k.kk rFkk gfj;k.kk ds lHkh iz'kkldh; lfpoksa dks lwpukFkZ rFkk vko';d

dk;Zokgh gsrq Hksth tkrh gSA

___________________
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Øekad 7102&3 ,l&75@27446Øekad 7102&3 ,l&75@27446Øekad 7102&3 ,l&75@27446Øekad 7102&3 ,l&75@27446Øekad 7102&3 ,l&75@27446
izs"kd

eq[; lfpo] gfj;k.kk ljdkjA
lsok esa

gfj;k.kk ds lHkh foHkkxkè;{k]
vk;qDr vEckyk rFkk fglkj e.My]
gfj;k.kk ds lHkh mik;qDr rFkk mie.My vf/dkjhA

fnukad] p.Mhx<+] 8 flrEcj] 1975

fo"k;%& ftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjsAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjsAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjsAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjsAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiksVZ fy[kus ckjsA

egksn;]

eq>s funs'k gqvk gS fd eSa vkidk è;ku mijksDr fo"k; ij gfj;k.kk ljdkj ds ifji=k Øekad
1430& 3 ,l&71@5968] fnukad 30&3&1971 dh vksj fnykÅa vkSj crkÅa fd ljdkj ds ns[kus esa vk;k gS fd
yksd fuekZ.k foHkkx ds dk;Zdkjh vfHk;Urkvksa] ftudk dk;Z {ks=k (Revenue district Co-terminus) ugha gS vkSj
vkerkSj ij ,d ls vf/d ftyksa esa gksrk gS] dh xksiuh; fjiksVZ ij dsoy mlh ftys ds mik;qDr ls (fu/kZfjr rhu
igyqvksa ij) fjekdZl fjdkMZ djok;s tkrs gSa] ftl ftyk esa ml dk;Zdkjh vfHk;Urk dk eq[;ky; (Head quarter)

gksA ;g izFkk Bhd ugha gSA vr% bu fgnk;rksa dks vkSj Li"V djrs gq, eq>s ;g dgus dk funs'k gqvk gS fd ftu
dk;Zdkjh vfHkU;rkvksa ;k vU; vf/dkfj;ksa (ftu dh okf"kZd xksiuh; fjiksVZ ij mik;qDr vius fjekdZl fy[kus ds
fy, le{k gS) dk dk;Z {ks=k ,d ls vf/d ftyksa esa gks rks ,sls lHkh vf/dkfj;ksa dh xksiuh; fjiksVZ ij fu/kZfjr rhu
fcanqvksa ij mu lHkh mik;qDrksa }kjk fjekdZl fy[ks tkus pkfg,a ftu&ftu ftyksa esa mu vf/dkfj;ksa dk dk;Z {ks=k gksA
yksd fuekZ.k foHkkx ds dk;Zdkjh bathfu;jksa dh xksiuh; fjiksVZ fy[kokus ds fy, izkslhtj ;g gksxk fd v/h{kd
bathfu;j }kjk ,sls dk;Zdkjh bathfu;j dh fjiksVZ (initiate) dh tkuh pkfg, vkSj mlds ckn og fjiksVZ lHkh
lacaf/r mik;qDrksa (ftl&ftl ftyk esa dk;Zdkjh bathfu;j ij dk;Z {ks=k iM+rk gks) esa ls dfu"V mik;qDr ls fjekdZl
igys fjdkMZ djok;s tk,a vkSj mlds ckn og fjiksVZ muls ofj"B mik;qDr dks rFkk vUr esa ofj"Bre mik;qDr dks
fjekdZl fjdkMZ djus gsrq Hksth tk, vFkkZr~ dk;Zdkjh bathfu;j dh fjiksVZ lEcfU/r mik;qDrksa esa ls (Junior most)

mik;qDr ls (Senior most) mik;qDr dks ckjh&ckjh vius fjekdZl fjdkMZ djus ds fy, Hksth tk;sxhA (Senior

most) mik;qDr }kjk ;g fjiksVZ foHkkx dh vxyh ,FkksjsVh vFkkZr~ eq[; bathfu;j dks Hkst nh tk,A yksd fuekZ.k foHkkx
(ch-,.M-vkj-] tu LokLF; rFkk flapkbZ) d`i;k dk;Zdkjh bathfu;j ds xksiuh; fjiksVZ QkeZ esa mijksDr vuqlkj
mik;qDrksa ls fjekdZl fjdkMZ djokus ckjs vko';d (Provision) dj ysa rFkk ml QkeZ esa ;g fufnZ"V fd;k tk, fd
(Senior most) mik;qDr }kjk fjekdZl fy[ks tkus ds ckn og fjiksVZ vxyh fdlh vFkksfjVh dks Hksth tk,A ;g fu.kZ;
o"kZ 1974&75 fjiksVZ ls ykxw gksxkA 1974&75 dh tks fjiksVZ dsoy eq[;ky; ds mik;qDr }kjk gh fy[kh xbZ gS mu
dslksa esa tc vU; mik;qDrksa dks ftu ls ;g fjiksVZ fy[kokuh jg xbZ gks (Separate A.C.R, Proforma) Hkstdj mDr
(Policy) ds eqrkfcd fjiksVZl eqdEey djok yh tk,A

Hkonh;]
mi lfpo] jktuSfrd ,oa lsok,a]

d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d&,d izfr fuEufyf[kr dks lwpukFkZ ,oa vko';d dk;Zokgh gsrq Hksth tkrh gSa%&
(1) foÙkk;qDr] gfj;k.kkA
(2) gfj;k.kk ds lHkh iz'kkldh; lfpoA

______________
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Øekad 12060 3 ,l-&75@36710Øekad 12060 3 ,l-&75@36710Øekad 12060 3 ,l-&75@36710Øekad 12060 3 ,l-&75@36710Øekad 12060 3 ,l-&75@36710

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa
1- gfj;k.kk ds lHkh foHkkxkè;{k]

vk;qDr vEckyk rFkk fglkj e.My] rFkk
gfj;k.kk ds lHkh mik;qDr ,oa mie.My vf/dkjhA

2- jftLVªkj] iatkc rFkk gfj;k.kk mPp U;k;ky; rFkk
gfj;k.kk ds lHkh ftyk rFkk l=k U;k;k/h'kA

fnukad] paMhx<+ 16 fnlEcj] 1975

fo"k; %& xksiuh; fjiksVZ QkbZyks a ckjsAxksiuh; fjiksVZ QkbZyks a ckjsAxksiuh; fjiksVZ QkbZyks a ckjsAxksiuh; fjiksVZ QkbZyks a ckjsAxksiuh; fjiksVZ QkbZyks a ckjsA

egksn;]

mijksDr fo"k; dh vkSj è;ku fnykrs gq, eq>s ;g dgus dk funs'k gqvk gS fd ljdkj ds è;ku esa vk;k
gS fd dHkh&dHkh okf"kZd xksiuh; fjiksV~Zl o ,slh QkbZysa ftu esa xksiuh; fjiksVZ gksrh gS] ykijokgh ls vU; foHkkxksa
dks Hkst nh tkrh gSA dHkh&dHkh rks ,sls (documents/files)] [kqys rkSj ij] lfpoky; dks circulating branch

ds ekè;e ls gh foHkkxksa esa izkIr gksrs gSaA ;g fof/ vlarks"ktud gS rFkk bl izdkj ls ,sls ekeyksa dh xksiuh;rk
lqfuf'fpr ugha dh tk ldrhA vr% eq>s vki ls vuqjks/ djus dk funs'k gqvk gS fd Hkfo"; esa ,sls lHkh cases ftu
esa ,- lh- vkjt- ;k ,- lh- vkj- QkbZysa gksa mu ij confidential  fy[kk tkuk pkfg, vkSj mUgsa xksiuh; :i ls eksgj
can fyQkQs esa Hkstuk pkfg,A vkbUnk ,sls document/files ykijokgh ls Hkstus dk xEHkhj n`f"Vdks.k fy;k tk,xkA

d`i;k bl i=k dks lHkh lEcfU/rksa ds è;ku esa mfpr dk;Zokgh gsrq yk fn;k tk, vkSj bl i=k dks ikorh
Hkh Hksth tk,A

mi lfpo] jktuSfrd ,oa lsok,a]
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d&,d izfr gfj;k.kk ds foÙkk;qDr rFkk lHkh iz'kkldh; lfpoksa dks lwpukFkZ rFkk vko';d dk;Zokgh
gsrq Hksth tkrh gSA

Hkonh;]
mi lfpo] jktuSfrd ,oa lsok,a]

d`rs% eq[; lfpo] gfj;k.kk ljdkjA

lsok esa
foÙkk;qDr gfj;k.kk rFkk gfj;k.kk ds lHkh iz'kkldh; lfpoA

v'kkldh; Øekad 12060&3 ,l&75 fnukad p.Mhx<+] fnlEcj] 1975
___________
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Øekad 9776&3 ,l&75Øekad 9776&3 ,l&75Øekad 9776&3 ,l&75Øekad 9776&3 ,l&75Øekad 9776&3 ,l&75

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa
1- gfj;k.kk ds lHkh foHkkxkè;{k]

vk;qDr vEckyk o fglkj e.My rFkk
gfj;k.kk ds lHkh mik;qDr ,oa mie.My vf/dkjhA

2- jftLVªkj iatkc rFkk gfj;k.kk mPp U;k;ky; rFkk
gfj;k.kk ds lHkh ftyk rFkk l=k U;k;k/h'kA

fnukad] p.Mhx<+] 22 tuojh] 1976

fo"k; %&fo"k; %&fo"k; %&fo"k; %&fo"k; %& rnFkZ vk/kj ij fu;qDr deZpkfj;ks a@vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZl ckjsArnFkZ vk/kj ij fu;qDr deZpkfj;ks a@vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZl ckjsArnFkZ vk/kj ij fu;qDr deZpkfj;ks a@vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZl ckjsArnFkZ vk/kj ij fu;qDr deZpkfj;ks a@vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZl ckjsArnFkZ vk/kj ij fu;qDr deZpkfj;ks a@vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZl ckjsA

egksn;]

ljdkj ds è;ku esa vk;k gS fd dbZ foHkkxksa esa rnFkZ vk/kj ij dk;Z djus okys deZpkfj;ksa@vf/dkfj;ksa
dh xksiuh; fjiksV~Zl ugha fy[kokbZ tk jgh gSa] tcfd xksiuh; fjiksV~Zl lEc/h lesfdr fgnk;rksa esa ,slh dksbZ O;oLFkk
ugha gS fd ,sls deZpkfj;ksa dh xksiuh; fjiksVs± u fy[kh tk;s vkSj u fgnk;rksa ds vuqdwy ugha gS vr% eq>s vkidks
;g dgus dk funs'k gqvk gS fd rnFkZ vk/kj ij yxs deZpkfj;ksa dh okf"kZd xksiuh; fjiksV~Zl fu;fer rkSj ij fy[kokbZ
tk;k djsaA vkils vuqjks/ gS fd ;s fgnk;rsa vkids v/hu dk;Z dj jgs lHkh fjiksfV±x vFkkSVhZt ds è;ku esa n`<+rk ls
ikyu djus ds fy, yk nh tka;sA

d`i;k bl i=k dh ,d ikorh HkstsaA
Hkonh;]

mi lfoo] jktuSfrd ,oa lsok,a]
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d&,d izfr foÙkk;qDr] gfj;k.kk rFkk gfj;k.kk ds lHkh iz'kkldh; lfpoksa dks lwpukFkZ rFkk vko';d
dk;Zokgh gsrq Hksth tkrh gSA

___________________
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Øekad 5158&3 ,l&76@19330Øekad 5158&3 ,l&76@19330Øekad 5158&3 ,l&76@19330Øekad 5158&3 ,l&76@19330Øekad 5158&3 ,l&76@19330

izs"kd]

eq[; lfpo] gfj;k.kk ljdkjA

(1) gfj;k.kk ds lHkh foHkkxkè;{k]
vk;qDr] vEckyk rFkk fglkj e.My]
gfj;k.kk ds lHkh mik;qDr rFkk mie.My vf/dkjhA

(2) jftLVªkj] iatkc rFkk gfj;k.kk
mPp U;k;ky; rFkk gfj;k.kk ds lHkh
ftyk rFkk l=k U;k;k/h'kA

fnukad 21 tqykbZ] 1976

fo"k;%& okf"kZd xksiuh; fjiksVZ QkeZ ds izR;sd i`"B ij fjiksVZ fy[ks tkus okys deZpkjh@ vf/dkjh dkokf"kZd xksiuh; fjiksVZ QkeZ ds izR;sd i`"B ij fjiksVZ fy[ks tkus okys deZpkjh@ vf/dkjh dkokf"kZd xksiuh; fjiksVZ QkeZ ds izR;sd i`"B ij fjiksVZ fy[ks tkus okys deZpkjh@ vf/dkjh dkokf"kZd xksiuh; fjiksVZ QkeZ ds izR;sd i`"B ij fjiksVZ fy[ks tkus okys deZpkjh@ vf/dkjh dkokf"kZd xksiuh; fjiksVZ QkeZ ds izR;sd i`"B ij fjiksVZ fy[ks tkus okys deZpkjh@ vf/dkjh dk
uke fy[kus ckjsAuke fy[kus ckjsAuke fy[kus ckjsAuke fy[kus ckjsAuke fy[kus ckjsA

egksn;]

mi;qZDr fo"k; dh vksj è;ku fnykrs gq, eq>s ;g dgus dk funs'k gqvk gS fd ;g uksfVl esa vk;k gS fd
tks okf"kZd xksiuh; fjiksVZ ,d ls vf/d i`"B ij fy[kh gksrh gSa muds izR;sd i`"B ij izk;% fjiksVZ fy[ks tkus okys
vf/dkjh@ deZpkjh dk uke ugha fy[kk tkrk ftlls ;g Li"V ugha gksrk fd ;g i`"B fdl deZpkjh dh fjiksVZ ls
lEcfU/r gSA vr% ;g fu.kZ; fy;k x;k gS fd okf"kZd xksiuh; fjiksVks± ds gj i`"B ij deZpkjh@vf/dkjh dk uke
fy[kk tkosA vki ls vuqjks/ gS fd vki d`i;k bu fgnk;rksa dks lHkh lEcfU/r vf/dkfj;ksa ds è;ku esa yk;sa vkSj ;g
lqfuf'pr fd;k tk;s fd budk n`<+rk ls ikyu fd;k tkrk gSA

Hkonh;]
gLrk@&

mi lfpo] lsok,a]
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

lsok esa
foÙkk;qDr] gfj;k.kkA

(1) gfj;k.kk ds lHkh iz'kkldh; lfpoA

v'kk% Øekad 5158&3 ,l&76@ fnukad 31 tqykbZ] 1976

__________________
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Øekad 6639&3 ,l&76@24486Øekad 6639&3 ,l&76@24486Øekad 6639&3 ,l&76@24486Øekad 6639&3 ,l&76@24486Øekad 6639&3 ,l&76@24486

izs"kd]

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa
(1) gfj;k.kk ds lHkh foHkkxkè;{k]

vk;qDr] vEckyk rFkk fglkj e.My]
gfj;k.kk ds lHkh mik;qDr rFkk mie.My vf/dkjhA

(2) jftLVªkj] iatkc rFkk gfj;k.kk
mPp U;k;ky; rFkk gfj;k.kk ds lHkh
ftyk rFkk l=k U;k;k/h'kA

fnukad p.Mhx<+] 9 flrEcj] 1976

fo"k;%& okf"kZd xksiuh; fjiksVZ QkeZ ds izR;sd i`"B ij fjiksVZ dh vfo/ rFkk fjiksVZ fy[ks tkus okysokf"kZd xksiuh; fjiksVZ QkeZ ds izR;sd i`"B ij fjiksVZ dh vfo/ rFkk fjiksVZ fy[ks tkus okysokf"kZd xksiuh; fjiksVZ QkeZ ds izR;sd i`"B ij fjiksVZ dh vfo/ rFkk fjiksVZ fy[ks tkus okysokf"kZd xksiuh; fjiksVZ QkeZ ds izR;sd i`"B ij fjiksVZ dh vfo/ rFkk fjiksVZ fy[ks tkus okysokf"kZd xksiuh; fjiksVZ QkeZ ds izR;sd i`"B ij fjiksVZ dh vfo/ rFkk fjiksVZ fy[ks tkus okys
deZpkjh@vf/dkjh dk uke fy[kus ckjsAdeZpkjh@vf/dkjh dk uke fy[kus ckjsAdeZpkjh@vf/dkjh dk uke fy[kus ckjsAdeZpkjh@vf/dkjh dk uke fy[kus ckjsAdeZpkjh@vf/dkjh dk uke fy[kus ckjsA

egksn;]

mijksDr fo"k; ij vkidk è;ku gfj;k.kk ljdkj ds ifji=k Øekad 5158&3 ,l&76@ 19330] fnukad
21&7&1976 dh vksj fnyk;k tkrk gS ftlesa ;g lwfpr fd;k Fkk fd okf"kZd xksiuh; fjiksVksZ ds izR;sd i`"B ij
fjiksVZ fy[ks tkus okys deZpkjh@vf/dkjh dk uke fy[kk tk,A bl ekeys ij vkSj fopkj fd;k x;k gS vkSj ;g fu.kZ;
fy;k x;k gS fd tks okf"kZd xksiuh; fjiksVs± ,d ls vf/d i`"B ij fy[kh tkrh gSa muds gj i`"B ij lEcfU/r
deZpkjh@vf/dkjh dk uke fy[kus ds lkFk&lkFk izR;sd i`"B ij fjiksVZ dh vof/ fy[kh tk, rFkk fjiksVZ fy[kus
okys lEcfU/r vf/dkjh }kjk gLrk{kj Hkh fd, tk,aA vkils vuqjks/ gS fd d`i;k bu fgnk;rksa dks lHkh lEcfU/r
vf/dkfj;ksa ds è;ku esa yk nsa vkSj ;g lqfuf'pr fd;k tk, fd bu fgnk;rksa dh n`<+rk ls ikyuk dh tk,A

Hkonh;]
mi pfpo] lsok,a ,oa x`g]

d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d&,d izfr fuEufyf[kr dks lwpukFkZ rFkk vko';d dk;Zokgh gsrq Hksth tkrh gS%&

(1) foÙkk;qDr] gfj;k.kkA

(2) gfj;k.kk ds lHkh iz'kkldh; lfpoA

_____________
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Øekad 1267&3 ,l&76@24570Øekad 1267&3 ,l&76@24570Øekad 1267&3 ,l&76@24570Øekad 1267&3 ,l&76@24570Øekad 1267&3 ,l&76@24570

izs"kd]

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

gfj;k.kk ds lHkh foHkkxkè;{k]
e.Myksa ds vk;qDr rFkk
lHkh mik;qDr rFkk mi e.My vf/dkjh (flfoy)A

fnukad] p.Mhx<+] 13 flrEcj] 1976

fo"k;% mi e.My vf/dkfj;ks a (flfoy) }kjk mi e.My] Lrjh; deZpkfj;ks a dh xksiuh; fjiksVZ fy[kusmi e.My vf/dkfj;ks a (flfoy) }kjk mi e.My] Lrjh; deZpkfj;ks a dh xksiuh; fjiksVZ fy[kusmi e.My vf/dkfj;ks a (flfoy) }kjk mi e.My] Lrjh; deZpkfj;ks a dh xksiuh; fjiksVZ fy[kusmi e.My vf/dkfj;ks a (flfoy) }kjk mi e.My] Lrjh; deZpkfj;ks a dh xksiuh; fjiksVZ fy[kusmi e.My vf/dkfj;ks a (flfoy) }kjk mi e.My] Lrjh; deZpkfj;ks a dh xksiuh; fjiksVZ fy[kus
lEcU/h uhfrAlEcU/h uhfrAlEcU/h uhfrAlEcU/h uhfrAlEcU/h uhfrA

egksn;]

mijksDr fo"k; ij gfj;k.kk ljdkj ds ifji=k Øekad 3062&3 ,l&73] fnukad 14&8&73 }kjk tkjh
dh xbZ fgnk;rksa ds ckjs esa ;g Li"V fd;k tkrk gS fd ftu vf/dkfj;ksa@ deZpkfj;ksa (mnkgj.kr;k mi iqfyl
v/h{kd rFkk gfj;k.kk jkT; fctyh cksMZ ds mi e.My vf/dkjh) dh xksiuh; fjiksVks± ij ml e.My vf/dkjh
(flfoy) }kjk fuEufyf[kr fcUnqvksa ij vius fopkj vyx 'khV ij fy[kdj mik;qDrksa dks Hksts tkus gSa] muds ckjs
esa lEcfU/r mi e.My vf/dkjh (flfoy) us Lo;a gh vius fjekdZl fy[kdj lEcfU/r mik;qDrksa dks Hkstus gSa vkSj
bl ckjs esa lEcfU/r mik;qDr dh vksj ls fdlh ekax i=k dh izrh{kk djus dh vko';drk ugha gSA

(d) lEcfU/r vf/dkjh@ deZpkjh }kjk fn;k x;k lg;ksx

([k) bZekunkjh

Hkonh;]
mi lfpo] lsok,a]

d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d&,d izfr foÙkk;qDr rFkk gfj;k.kk ds lHkh iz'kkldh; lfpoksa dks mijksDr i=k ds lanHkZ esa lwpukFkZ
rFkk vko';d dk;Zokgh gsrq Hksth tkrh gSA

_____________
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fo"k;%& uxjikfydkvks a ds iz'kkldks a dh okf"kZd xksiuh; fjiksVZ fy[kokus ckjs uhfrAuxjikfydkvks a ds iz'kkldks a dh okf"kZd xksiuh; fjiksVZ fy[kokus ckjs uhfrAuxjikfydkvks a ds iz'kkldks a dh okf"kZd xksiuh; fjiksVZ fy[kokus ckjs uhfrAuxjikfydkvks a ds iz'kkldks a dh okf"kZd xksiuh; fjiksVZ fy[kokus ckjs uhfrAuxjikfydkvks a ds iz'kkldks a dh okf"kZd xksiuh; fjiksVZ fy[kokus ckjs uhfrA

D;k vk;qDr ,oa lfpo] gfj;k.kk ljdkj LFkkuh; 'kklu foHkkx d`i;k mi;qDr fo"k; ij vius v'kk%
Øekad 8264&d&76 fnukad 16&9&76 dh vksj è;ku nsaxs\

2- orZeku izFkkuqlkj uxjikfydk ds iz'kkld dh okf"kZd xksiuh; fjiksVZ mik;qDr }kjk initiate dh tkrh
gS] e.My ds vk;qDr }kjk review dh tkrh gS rFkk vk;qDr ,oa lfpo LFkkuh; 'kklu foHkkx }kjk accept dh
tkrh gS ijUrq ;g izFkk rHkh applicable gks ldrh gS tcfd lfpo LFkkuh; 'kklu foHkkx e.My ds vk;qDr ds
ofj"B gks vkSj tgka e.My ds vk;qDr ls lfpo LFkkuh; 'kklu foHkkx dfu"B gksa bl ckjsa esa ljdkj us fu.kZ; fy;k
gS fd ,sls dslksa esa uxjikfydkvksa ds iz'kkld dh xksiuh; fjiksVs± mik;qDr }kjk initiate dh tk, vkSj lfpo LFkkuh;
'kklu foHkkx }kjk igys review dh tk;s rFkk ckn esa e.My ds vk;qDr }kjk review fd;s tkus ds mijkUr
ea=kh&bapktZ }kjk accept dh tk,aA d`i;k Hkfo"; esa fjiksVs± mijksDrkuqlkj gh fy[kokbZ tk;k djsaA

3- eq[; ea=kh egksn; us ns[k fy;k gSA

izse ukFk VaMu
voj lfpo] iz'kklu]

d`rs eq[; lfpo] gfj;k.kk ljdkjA

vk;qDr ,oa lfpo] gfj;k.kk ljdkj LFkkuh; 'kklu foHkkx rFkk vk;qDr vEckyk@ fglkj e.My dks
lwpukFkZ gsrq Hksth tkrh gSA

______________
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No. 8562-3S-76/32073

From

The Chief Secretary to Government, Haryana.

To

(i) All Heads of Departments,

Commissioners Ambala & Hisar Divisions,

All Deputy Commissioners and all

Sub Divisional Officers (Civil) in Haryana.

(ii) The Registrar,

Punjab & Haryana High Court and

all District and Sessions Judges in Haryana,

Dated Chandigarh, the 23rd November, 1976

Subject:- Writing of Confidential Reports by Government Servants who are retired prematurely.

Sir,

I am directed to address you on the subject noted above and to say that a clarification on

this subject has been sought from the Government. It has been decided that annual confidential

reports are not to be written by those Government servants who are being retired prematurely.

Yours faithfully,

Sd-

Deputy Secretary, Political & Services,

for Chief Secretary to Government, Haryana.

A copy is forwarded to Financial Commissioner, Haryana and All Administrative

Secretaries to Government, Haryana.

_______________
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No. 8516-3S-76/33647

From

The Chief Secretary to Government, Haryana.

To

All Heads of Departments, Commissioners of Divisions,

all Deputy Commissioners and Sub-Divisional Officers of Haryana.

Dated Chandigarh, the 17th December, 1976.

Subject:- Policy regarding Writing of Confidential Reports on Sub-Divisional level officials by

Sub-Divisional Officers (Civil).

Sir,

I am directed to refer to para 4 of the Haryana Government circular Letter No. 3062-3S-73,

dated the 14th August. 1973 and to say in continuation, that the Government has decided that Sub-

Divisional Officers (Civil) will also record remarks on two aspects mentioned in para 1 of the

circular letter referred to above in the case of Assistant Food and Supplies Officers and Sectional

Officers of various Engineering Departments and Ziladars of the Irrigation Department posted in the

Sub-Division after their reports have been initiated by the Departmental authorities. Para 4 of the

circular letter dated 14-8-73 may be considered to have been amended to this extent.

Yours faithfully,

Sd/-

Deputy Secretary, Political & Services,

for Chief Secretary to Government, Haryana.

A copy each is forwarded to the Financial Commissioner, Haryana, and all Administrative

Secretaries to Government Haryana.

_______________
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No. 7116- 3S-76/3368

From

The Chief Secretary to Govt., Haryana.

To

1. All Heads of Departments,

Commissioners Ambala and Hisar Divisions,

All Deputy Commissioners and all Sub-Divisional

Officers in Haryana.

2. The Registrar,

Punjab and Haryana High Court and

all District and Sessions Judges in Haryana.

Dated, Chandigarh the 14th February, 1977.

Subject:- Writing of Confidential Report by reviewing /accepting authority/ authorities-

regarding.

Sir,

I am directed to invite your attention to para 8 of the consolidated instructions regarding

Confidential Reports, according to which if remarks on the work of an officer are not recorded by a

reporting authority at the time of relinquishing the charge of his post or immediately on the transfer

of his subordinate (s) within a reporting year (i.e. from the 1st April to 31st March of the year), then

it is obligatory for the officer maintaining the annual confidential reports that when the annual

confidential reports are being written at the end of the year he should ask them (expect the officers

who have already retired) to record their remarks on the confidential reports of those officers/

officials in respect of whom these authorities are the initial reporting authorities.The said instructions

are however silent as to who among the officers in the capacity of reviewing /accepting authorities

is to report upon the work of a subordinate officer/official, if more than one such officer had seen the

work of the officer of official reported upon during a particular year. 1 am to clarify that in such cases

remarks are to be recorded only by that reviewing/accepting authority who may have last seen the

work of the officer/ official reported upon in the reporting year for at least three months.

2. These instructions may kindly be brought to the notice of all concerned for strict

compliance. To receipt of this communication may kindly be acknowledged.

Yours faithfully,

Deputy Secretary, Political & Services

for Chief Secretary to Govt. Haryana.

A copy is forwarded to the Financial Commissioner. Haryana (ii) all Administrative

Secretaries to Govt. Haryana and the Principal Secretary/ Secretaries / Private Secretaries  /Personal

Assistants to Chief Minister/Ministers/Ministers of State for the information of Chief Minister/

Ministers/Ministers of State in Haryana.

____________
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Øekad 1731&3 ,l-&77@20257Øekad 1731&3 ,l-&77@20257Øekad 1731&3 ,l-&77@20257Øekad 1731&3 ,l-&77@20257Øekad 1731&3 ,l-&77@20257

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa]

gfj;k.kk ds lHkh mik;qDr] vk;qDr] vEckyk@fglkj e.MyA

fnukad 26 tqykbZ] 1977

fo"k;% ftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiks ZV fy[kus ckjsAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiks ZV fy[kus ckjsAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiks ZV fy[kus ckjsAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiks ZV fy[kus ckjsAftyk ds lHkh jktif=kr vf/dkfj;ks a ij okf"kZd xksiuh; fjiks ZV fy[kus ckjsA

egksn;]
mi;qZDr fo"k; ij bl foHkkx ds ifji=k Øekad 7102&3 ,l&27446] fnukad 8&9&75 dh vksj è;ku

fnykrs gq, eq>s vki ls ;g vuqjks/ djus dk funs'k gqvk gS fd tgka rd (1) dk;Zdkjh vfHk;Urk] ;kaf=kd tu LokLF;
e.My vEckyk Nkouh(2) dk;Zdkjh vfHk;Urk HkwxHkZ ty vuqla/ku tu LokLF; e.My vEckyk Nkouh (3) dk;Zdkjh
vfHk;Urk ;kstuk ,oa vuqla/ku tu LokLF; e.My vEckyk 'kgj o (4) dk;Zdkjh vfHk;Urk] :ikadu ,oa ;kstuk
tu LokLF; e.My jksgrd] ftudk dk;Z{ks=k ,d ls vf/d ftys esa iM+rk gS] dk laca/ gS lan~HkkZ/hu i=k esa fufgr
ykxw ugha le>h tk;saxhA bu pkjksa dk;Zdkjh vfHk;Urkvksa dh xksiuh; fjiksVZ fy[kus ckjs ;g fu.kZ; fy;k x;k gS fd
bu dk;Zdkjh vfHk;Urkvksa dh okf"kZd xksiuh; fjiksVZ ij dsoy mlh ftyk ds mik;qDr }kjk fu/kZfjr rhu igyqvksa
ij fVIi.kh fjdkMZ dh tk,] ftl ftys esa bu dk;Zdkjh vfHk;Urkvksa dk eq[;ky; Headquarter fLFkr gSA

Hkonh;]
izse ukFk VaMu]

voj lfpo] iz'kklu
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d izfr vk;qDr ,oa lfpo gfj;k.kk ljdkj tu LokLF; foHkkx dks lwpukFkZ ,oa vko';d dk;Zokgh gsrq
izsf"kr gSA

______________
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No. 7165-3S-77/28840

From

The Chief Secretary to Government, Haryana.

To

All the Deputy Commissioners and

 Superintendents of Police in Haryana.

 Dated, Chandigarh, the 23rd September, 1977.

Subject:— Recording of annual confidential reports on the work of Superintendents of Police.

Sir,

I am directed to invite your attention to the Haryana Government letter No, 6718-3S-68/

27185, dated the 14th October, 1968 on the subject noted above and to say that on reconsideration

of the question of writing of annual confidential reports on the work of Superintendents of Police by

the District Magistrates on the three aspects i.e. (i) reputation for honesty, (ii) dealings with the

public ; and (iii) overall personality and efficiency in the matter of maintenance of law and order, it

has been decided in partial modification of the aforesaid instructions that henceforth the District

Magistrates will not initiate the annual confidential reports of the Superintendents of Police. However,

the confidential reports on the work of Superintendents of Police will be recorded by the Deputy

Inspector General of Police and submitted to the Inspector General of Police as was the practice prior

to the issue of instructions referred to above.

2. It is further stated that the clarification issued with Haryana Government letter No. 6718-

3S-68/27937 dated 1st November, 1968 is hereby withdrawn.

3. I am further to request that these instructions will be applicable for the writing of the

confidential reports for the year 1977-78 and onwards.

4. These instructions may kindly be brought to the notice of all concerned for

compliance.

Yours faithfully.

Deputy Secretary Political & Services

for Chief Secretary to Government Haryana

No. 7165-3S-77/28841 Dated Chandigarh, the 23rd September, 1977.

A copy each is forwarded for information to the Inspector General of Police, Haryana, the

Commissioner, Ambala/ Hisar Division and the Deputy Inspector General of Police, Ambala/Hisar

Range, the Commissioner and Secretary to Government Haryana, Home Department, for information.

______________
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fo"k; %& gfj;k.kk Hkou ubZ fnYyh esa dk;Z djus okys vf/dkfj;ks a@deZpkfj;ks a dh okf"kZd xksiuh;gfj;k.kk Hkou ubZ fnYyh esa dk;Z djus okys vf/dkfj;ks a@deZpkfj;ks a dh okf"kZd xksiuh;gfj;k.kk Hkou ubZ fnYyh esa dk;Z djus okys vf/dkfj;ks a@deZpkfj;ks a dh okf"kZd xksiuh;gfj;k.kk Hkou ubZ fnYyh esa dk;Z djus okys vf/dkfj;ks a@deZpkfj;ks a dh okf"kZd xksiuh;gfj;k.kk Hkou ubZ fnYyh esa dk;Z djus okys vf/dkfj;ks a@deZpkfj;ks a dh okf"kZd xksiuh;
fjiksVZ fo'ks"k izfrfuf/ }kjk fy[kus ckjsAfjiksVZ fo'ks"k izfrfuf/ }kjk fy[kus ckjsAfjiksVZ fo'ks"k izfrfuf/ }kjk fy[kus ckjsAfjiksVZ fo'ks"k izfrfuf/ }kjk fy[kus ckjsAfjiksVZ fo'ks"k izfrfuf/ }kjk fy[kus ckjsA

D;k eq[; lfpo] gfj;k.kk ljdkj (U;k;kpkj ,oa izpkj 'kk[kk esa) d`i;k mi;qZDr fo"k; ij vius
i`"Bkadu Øekad 31@1@9&1 ih-ih- 78@4333] fnukad 28&8&78 rFkk v'kk% Øekad 31@1@9&1 ih-oh&78
fnukad 3&1&79 dh vksj è;ku nsaxs\

2- mi;qZDr i=kksa ds lkFk mu }kjk Hksts x;s bl izLrko ls ;g foHkkx lger gS fd gfj;k.kk Hkou esa dke
djus okys vf/dkfj;ksa@deZpkfj;ksa dh okf"kZd xksiuh; fjiksVs± fo'ks"k izfrfuf/ gfj;k.kk }kjk Hkh fy[kh tk,aA vc pwafd
fo'ks"k izfrfuf/ gfj;k.kk ds in ij vfr mPp ntsZ ds vf/dkjh fu;qDr gSa vr% muds v-'kk- Øekad 31@1@9&1
ih-ih&78 fnukad 31&1&79 ds lkFk Hksts x;s fo'ks"k izfrfuf/ ds i=k Øekad ,l-vkj&78@2376] fnukad
26&10&78 ds dkye 5 esa crkbZ xbZ proposed channel writing of A.C.R. esa bl gn rd la'kks/u dj fy;k
tk, fd gfj;k.kk Hkou ds lEcfU/r vf/dkfj;ksa@ deZpkfj;ksa dh xksiuh; fjiksVs± Special Representative-cum-

Additional Chief Secretary to Govt. Haryana ls vUr esa fy[kokbZ tk,axh vFkkZr~ og Special Representative-

cum-Additonal Chief Secy. to Govt. Haryana bu lHkh vf/dkfj;ksa@ deZpkfj;ksa dh okf"kZd xksiuh; fjiksV±s
fy[kus ds flyflys esa final accepting authority gksaxsA

3- pwafd Special Representative-cum-Additional Chief Secretary egksn; us bl in dk dk;ZHkkj gky
gh esa lEHkkyk gS blfy;s bu }kjk 1976&79 dh ACRs ugha fy[kh tkuhA vr% o"kZ 1978&79 dh xksiuh; fjiksVs±
fo'ks"k izfrfuf/ ds i=k Øekad ,l-vkj-78@2376] fnukad 26&10&78 ds column ikap esa lq>k;s x, izLrkokuqlkj
gh fy[kh tk;saxh vkSj Hkfo"; esa bu deZpkfj;ksa dh xksiuh; fjiksVs± mijksDr iSjk&2 ds vuqlkj fy[kh tk;saxhA

4- muls vuqjks/ gS fd ekeys esa vko';d fgnk;rsa lEcf/r foHkkxksa dks tkjh dj nsa vkSj mldh ,d izfr
bl foHkkx dks Hkh Hkst nsaA

gLrk@&

voj lfpo] iz'kklu
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d izfr fo'ks"k izfrfuf/ & de& vfrfjDr eq[; lfpo] gfj;k.kk ljdkj] gfj;k.kk Hkou] dkWijfudl
jksM] ubZ fnYyh dks lwpukFkZ rFkk vko';d dk;Zokgh gsrq Hksth tkrh gSA

____________



87

Confidential Reports

Øekad 30@77@79&,y (1)Øekad 30@77@79&,y (1)Øekad 30@77@79&,y (1)Øekad 30@77@79&,y (1)Øekad 30@77@79&,y (1)

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

(1) lHkh foHkkxkè;{k] e.Mhy; vk;qDr] lHkh mik;qDr rFkk mi e.My vf/dkjhA

(2) jftLVªkj] iatkc rFkk gfj;k.kk gkbZdksVZ p.Mhx<+ rFkk lHkh ftyk ,oa l=k&U;k;k/h'kA

fnukad p.Mhx<+ 14 ekpZ] 1980

fo"k; & xksiuh; fjiksVks ± ckjs lesfdr fgnk;rsaAxksiuh; fjiksVks ± ckjs lesfdr fgnk;rsaAxksiuh; fjiksVks ± ckjs lesfdr fgnk;rsaAxksiuh; fjiksVks ± ckjs lesfdr fgnk;rsaAxksiuh; fjiksVks ± ckjs lesfdr fgnk;rsaA

egksn;]

mi;ZqDr fo"k; ij la;qDr iatkc ljdkj ds ifji=k Øekad 2334&,-,l-vkbZ 60@15708 fnukad
3&3&1960 }kjk tkjh dh xbZ rFkk le;&le; ij la'kksf/r fgnk;rksa dh vksj vkidk è;ku fnykus rFkk ;g dgus
dk funs'k gqvk gS fd jkT; ljdkj us ;g fu.kZ; fy;k gS fd ljdkjh deZpkfj;ksa }kjk dh xbZ lsokvksa ds lEcU/ esa
;fn mUgsa dksbZ eSMy vkfn fn;k tk, rks ml lEcU/ esa tks vf/lwpuk,a@i=k tkjh fd;s tk,a] mudh izfr;ka

lEcfU/r deZpkjh@ vf/dkjh dh xksiuh; fjiksVZ QkbZy esa Hkh j[k nh tk,A

2- mi;qZDr fu.kZ; ds vuqlj.k esa fuEufyf[kr sub-para(g) xksiuh; fjiksVZl ls lEcfU/r lesfdr vuqns'k
ds iSjk 13 (i)(f) ds uhps tksM+ fn;k tk,A

"13(i)(g) a copy of notification/ letter regarding award of medal to a Government employee

in recognition of his service.

Hkonh;]
gLrk@&

voj lfpo] lkekU; iz'kklu]
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

,d&,d izfr fuEufyf[kr dks lwpukFkZ Hksth tkrh gS%&

foÙkk;qDr] gfj;k.kk ljdkjA lHkh iz'kkldh; lfpo] gfj;k.kk ljdkjA

____________
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Øekad 30@14@80&,l-

izs"kd

eq[; lfpo] gfj;k.kk ljdkj

lsok eas

vk;qDr] vEckyk@fglkj e.My]
lHkh mik;qDr rFkk mi&e.My vf/dkjhA

fnukad p.Mhx<+] 23 ebZ] 1980

fo"k; %& bathfu;fjax foHkkxks a ds vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrAbathfu;fjax foHkkxks a ds vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrAbathfu;fjax foHkkxks a ds vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrAbathfu;fjax foHkkxks a ds vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrAbathfu;fjax foHkkxks a ds vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjs uhfrA

egksn;]

mi;qZDr fo"k; ij vkidk è;ku gfj;k.kk ljdkj ds ifji=k fnukad 1430&3 ,l-&71@5968
fnukad 30&3&71] Øekad 2390&3 ,l-&72& 10913 fnukad 19&4&1972 rFkk Øekad 3062&3 ,l&73
fnukad 14&8&1973 dh vksj fnykrs gq, eq>s ;g dgus dk funs'k gqvk gS fd bathfu;fjax foHkkxksa ds vf/dkfj;ksa
dh okf"kZd xksiuh; fjiksVks± esa mi e.My vf/dkfj;ksa (uk-)] mik;qDrksa ,oa e.My vk;qDrksa }kjk fVIi.kh fjdkMZ djus
ds iz'u ij jkT; ljdkj }kjk iqu% fopkj fd;k x;k gS vkSj ;g fu.kZ; fy;k x;k gS fd Hkfo"; esa dfFkr flfoy
vf/dkjh] bathfu;fjax foHkkxksa ds vf/dkfj;ksa dh okf"kZd xksiuh; fjiksVks± esa viuh fVIi.kh ugha fy[ksaxsA ;g fu.kZ;
o"kZ 1980&81 ds fy, fy[kh tkus okyh fjiksVks± ls ykxw gksxkA bl fo"k; ij le;&le; ij tkjh dh xbZ lHkh fgnk;rksa
dks rnkuqlkj la'kksf/r le>k tk,A

d`i;k bl i=k dh ikorh HkstsaA
Hkonh;]
gLrk@&

mi lfpo] jktuSfrd ,oa lsok,a
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

Øekad 30@14@80&,l-  fnukad p.Mhx<+ 23 ebZ] 1980

,d&,d izfr fuEufyf[kr dks lwpukFkZ izsf"kr gS%&

izeq[k vfHk;Urk] yksd fuekZ.k (Hkou rFkk lM+dsa)] izeq[k vfHk;Urk] yksd fuekZ.k (flapkbZ)

__________________
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Øekad 30@82@79&,l-Øekad 30@82@79&,l-Øekad 30@82@79&,l-Øekad 30@82@79&,l-Øekad 30@82@79&,l-

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

vk;qDr] vEckyk@ fglkj e.My rFkk gfj;k.kk esa lHkh mik;qDrA

fnukad p.Mhx<+ 30 ebZ] 1980

2 twu 1980

fo"k;% Hkwfe vfHkxzg.k vf/dkfj;ks a (Hkwfe vfHkxzg.k vf/dkfj;ks a (Hkwfe vfHkxzg.k vf/dkfj;ks a (Hkwfe vfHkxzg.k vf/dkfj;ks a (Hkwfe vfHkxzg.k vf/dkfj;ks a (L.A.Os) dh okf"kZd xksiuh; fjiksVs ± fy[kus ckjs uhfrA) dh okf"kZd xksiuh; fjiksVs ± fy[kus ckjs uhfrA) dh okf"kZd xksiuh; fjiksVs ± fy[kus ckjs uhfrA) dh okf"kZd xksiuh; fjiksVs ± fy[kus ckjs uhfrA) dh okf"kZd xksiuh; fjiksVs ± fy[kus ckjs uhfrA

egksn;]

mi;qZDr fo"k; ij vkidk è;ku fnykrs gq, eq>s ;g dgus dk funs'k gqvk gS fd jkT; ljdkj ds è;ku
esa ;g ckr ykbZ xbZ gS fd fofHkUu foHkkxksa esa fu;qDr Hkwfe vfHkxzg.k vf/dkfj;ksa tksfd lk/kj.kr;k ,p-lh-,l-
vf/dkjh gksrs gSa] dh okf"kZd xksiuh; fjiksVs± fy[kus ckjs bl le; dksbZ leku (uniform) uhfr ugha gSA vr% bl
fo"k; ij fopkj mijkUr jkT; ljdkj }kjk ;g fu.kZ; fy;k x;k gS fd ftyksa esa yksd fuekZ.k (B&R) rFkk
irrigation/drainage vkfn foHkkxksa ds fy, fu;qDr Hkwfe vfHkxzg.k (L.A.Os) dh okf"kZd xksiuh; fjiksVs± tgka
L.A.O  dk eq[;ky; gks ogka dk mik;qDr initiate djsxk rFkk lEcfU/r eq[; vfHk;Urk reviewing authority

gksxk vkSj foÙkk;qDr accepting authority gksaxsA ;g fu.kZ; o"kZ 1980&81 ds fy, fy[kh tkus okyh xksiuh; fjiksVks±
ls ykxw gksxkA

d`i;k bl i=k dh ikorh HkstsaA
Hkonh;]
gLrk@&

d`rs% eq[; lfpo] gfj;k.kk ljdkjA

Øekad 30@82@79&,l fnukad p.Mhx<+ 2 twu] 1980

,d & ,d izfr fuEufyf[kr dks lwpukFkZ izsf"kr gS%&

izeq[k vfHk;Urk] yksd fuekZ.k foHkkx (Hkou rFkk lM+dsa)] izeq[k vfHk;Urk] yksd fuekZ.k foHkkx (flapkbZ)]
izeq[k vfHk;Urk] yksd fuekZ.k foHkkx (tu LokLF;) d`i;k bl i=k dh ikorh Hksth tk,A

_____________
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Øekad 30@27@80&,l- (Øekad 30@27@80&,l- (Øekad 30@27@80&,l- (Øekad 30@27@80&,l- (Øekad 30@27@80&,l- (I) (,)) (,)) (,)) (,)) (,)
izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa]

vk;qDr vEckyk] fglkj e.MyA

fnukad p.Mhx<+ 30 vDrwcj] 1980

fo"k; %& okf"kZd xksiuh; fjiksVs ±&vuqlwfpr tkfr;ks a@ tu tkfr;ks a ds fodkl rFkk laj{k.k gsrq fd,okf"kZd xksiuh; fjiksVs ±&vuqlwfpr tkfr;ks a@ tu tkfr;ks a ds fodkl rFkk laj{k.k gsrq fd,okf"kZd xksiuh; fjiksVs ±&vuqlwfpr tkfr;ks a@ tu tkfr;ks a ds fodkl rFkk laj{k.k gsrq fd,okf"kZd xksiuh; fjiksVs ±&vuqlwfpr tkfr;ks a@ tu tkfr;ks a ds fodkl rFkk laj{k.k gsrq fd,okf"kZd xksiuh; fjiksVs ±&vuqlwfpr tkfr;ks a@ tu tkfr;ks a ds fodkl rFkk laj{k.k gsrq fd,
x, dk;Z ckjs fVIi.khAx, dk;Z ckjs fVIi.khAx, dk;Z ckjs fVIi.khAx, dk;Z ckjs fVIi.khAx, dk;Z ckjs fVIi.khA

egksn;]

mi;qZDr fo"k; ij jkT; ljdkj us ;g fu.kZ; fy;k gS fd mik;qDrksa@ iqfyl v/h{kdksa rFkk mi e.My

vf/dkfj;ksa (uk-) mik/h{kd iqfyl dh okf"kZd xksiuh; fjiksVZ fy[kus gsrq fu/kZfjr Qkeks± esa ,d vkSj dkye tksM+
fn;k tk;s ftlesa Effectiveness in the development and protection of Scheduled Castes/Scheduled

Tribes ds ckjs Reporting Authority }kjk fVIi.kh nh tk, vkSj og fVIi.kh fuEufyf[kr fcanqvksa ij gks%&

(a) Attitude towards Scheduled Castes/Scheduled Tribes.

(b) Sensitivity to Social Justice.

(c) Ability to take quick and effective action to prevent and quell atrocities

and ensure justice to Scheduled Castes/Scheduled Tribes.

(d) Effectiveness in bringing about the development of Scheduled Castes/

Scheduled Tribes.

fu/kZfjr Qkeks± dk rnkuqlkj la'kks/u djds vfxze dk;Zokgh dh tk,A ;g fu.kZ; o"kZ 1980&81 ds fy,
fy[kh tkus okyh fjiksVks± ls ykxw gksxkA

dqi;k bl i=k dh ikorh HkstsaA

Hkonh;]
gLrk@&

voj lfpo] iz'kklu]
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

i`"Bkadu Øekad 30@27@80&,l- (I) (,) fnukad p.Mhx<+ 30 vDrwcj] 1980

,d&,d izfr jkT; eas lHkh mik;qDrksa] iqfyl v/h{kdksa] mi e.My vf/dkfj;ksa (uk-) mik/h{kd iqfyl
dks lwpukFkZ izsf"kr gSA

_____________
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Øekad 36@21@81 & ,l&Øekad 36@21@81 & ,l&Øekad 36@21@81 & ,l&Øekad 36@21@81 & ,l&Øekad 36@21@81 & ,l&I

isz"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

vk;qDr] vEckyk@ fglkj e.My]
lHkh mik;qDr rFkk mi e.My vf/dkjhA

fnukad] p.Mhx<+ 9 twu 1981

fo"k; %& bathfu;fjax foHkkxks a ds vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsAbathfu;fjax foHkkxks a ds vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsAbathfu;fjax foHkkxks a ds vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsAbathfu;fjax foHkkxks a ds vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsAbathfu;fjax foHkkxks a ds vf/dkfj;ks a dh okf"kZd xksiuh; fjiksVZ fy[kus ckjsA

egksn;]

mi;qZDr fo"k; ij d`i;k gfj;k.kk ljdkj ds ifji=k Øekad 30@14@80& ,l] fnukad 23 ebZ] 1980
dh vksj è;ku nsa ftlesa ;g dgk x;k Fkk fd Hkfo"; esa mi e.My vf/dkjh (ukxfjd)] mik;qDr rFkk e.Myh;
vk;qDr bathfu;fjax foHkkxksa ds vf/dkfj;ksa dh okf"kZd xksiuh; fjiksVks± eas viuh fVIi.kh ugha fy[ksaxsA

2- bl lEcU/ esa eq>s vkidks ;g lwfpr djus dk funsZ'k gqvk gS fd gfj;k.kk ljdkj }kjk bl ekeys ij
iqu% fopkj mijkar ;g fu.kZ; fy;k x;k gS fd iwoZ izFkk ftlds vuqlkj mi e.My vf/dkjh (ukxfjd) mik;qDr
rFkk e.Myh; vk;qDr bathfu;fjax foHkkxksa ds vf/dkfj;ksa dh okf"kZd xksiuh; fjiksVZ esa viuh fVIi.kh fn;k djrs
Fks iqu% ykxw dj nh tk;sA vr% jkT; ljdkj ds ifji=k Øekad 30@14@80 ,l- fnukad 23 ebZ] 1980 ds tkjh
gksus ls igys bl fo"k; ij tks fgnk;rsa ykxw Fkha d`i;k mUgsa iqu% ykxw le>k tk;s vkSj mlds vuqlkj dk;Zokgh dh
tk;sA ;g fu.kZ; o"kZ 1981&82 ds fy;s fy[kh tkuh okyh fjiksVks± ls ykxw gksxkA

d`i;k bl i=k dh ikorh HkstsaA
Hkonh;]
gLrk@&

fo'ks"k dk;Z vf/dkjh] iz'kkldh; vf/dkjh
d`rs% eq[; lfpo] gfj;k.kk ljdkjA

i`- Øekad 36@21@81 ,l (I)(I)  fnukad 9 twu] 1981

,d&,d izfr fuEufyf[kr dks bl foHkkx ds i`- Øekad 30@14@80&,l- fnukad 23 ebZ] 1980 ds
lanHkZ esa lwpukFkZ rFkk vko';d dk;Zokgh gsrq izsf"kr gSA

izeq[k vfHk;Urk] yksd fuekZ.k (Hkou rFkk lM+d) izeq[k vfHk;Urk] yksd fuekZ.k (flapkbZ) izeq[k vfHk;Urk]
yksd fuekZ.k (tu LokLF;) d`i;k bl i=k dh ikorh Hksth tk;sA

________________
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No. 36/36/81-S (I)

From

The Chief Secretary to Government, Haryana.

To

(1) All Heads of Departments ;

The Commissioners,  Ambala and Hisar Divisions ; All Deputy Commissioners

and all Sub-Divisional Officers in Haryana.

(2) The Registrar, Punjab and Haryana

High Court, Chandigarh.

Dated Chandigarh, the 23rd February, 1982.

Subject:– Confidential reports—Consolidated instructions regarding.

Sir,

I am directed to refer to Composite Punjab Government Consolidated Circular letter No.

2334-ASI-60/15708, dated the 3rd May, 1960 (as amended from time to time) on the subject noted

above and to say that the Government have decided to make the following further amendments in the

instructions :—

The existing Paragraphs 8(i) and 8(ii) may be substituted as under :—

8 (i) If an officer (a) relinquishes the charge of his post during a reporting year on account

of his transfer or retirement or (b) one of his subordinates is transferred or retires during the reporting

year, such officer may record remarks in the Confidential files of the officer(s) subordinate to him in

respect of the relevant period of the reporting year provided he has not recorded such remarks

previously in respect of the same reporting year. Such remarks should be recorded by the retiring

officer before the date of his retirement and by other officers as early as possible after relinquishing

charge of his previous post.

8 (ii) If there is a change in portfolios, a Minister or a Minister of State (incharge of any

Department) may if he had not done so earlier, record remarks on the Confidential files of officers

subordinate to him for the year in which change in portfolios took place. Such remarks should be

recorded as early as possible after relinquishing charge of his previous portfolio(s).

Yours faithfully,

Joint Secretary General Administration

 for Chief Secretary to Government, Haryana.

A copy is forwarded for information and necessary action to all Financial Commissioners

and All Administrative Secretaries to Government, Haryana.

______________
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No. 60/12/82-S(1)

From

The Chief Secretary to Government, Haryana

To

1. All Heads of Departments ,

Commissioners, Ambala/ Hisar Divisions,

All the Sub-Divisional Officers in Haryana

2. The Registrar, Punjab and Haryana, High Court.

Dated Chandigarh, the 14th June, 1983

Subject : Comments of the retired officers on the adverse remarks recorded by them while in

Service.

Sir,

I am directed to refer to the Haryana Government Letter No. 8367-3S-71/36929, dated 23-12-

71 vide which explanatory note (iii) below paragraph 8 to the consolidated instructions regarding

Confidential Reports was added as under:-

“An officer who has retired from service will not be competent to record remarks in the

confidential reports of officers/subordinates who worked under him.

But there is no provision as to whether the comments of those retired officers can be

obtained after their retirement on the representation submitted against the adverse remarks recorded

by them while they were in service. In light of the above, the matter has been examined and it has now

been decided that the comments of the reporting officer who has retired after recording his remarks as

the reporting authority, can be called for if the circumstances of the case so warrant. While doing so,

however, the convenience of the retired officer, the expediency of such a course of action and other

relevant circumstances should not doubt be considered. I am, therefore, to request that the decision

of the Government may kindly be brought to the notice of all concerned for further necessary action.

Your faithfully

Sd/-

Joint  Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

A copy is forwarded for information and necessary action to :—

All  the Financial Commissioner, Haryana and

All Administrative Secretaries to Government, Haryana.

——————
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No. 36/28/81-S (I)

From

The Chief Secretary to Government, Haryana.

To

(1) All Heads of Departments,

Commissioners Ambala and Hisar Divisions,

All Deputy Commissioners and All Sub-Divisional

Officers (Civil) in Haryana.

(2) The Registrar, Punjab & Haryana High Court.

Dated Chandigarh, the 16th August, 1983.

Subject:—Confidential reports—Communication of ‘average’ reports.

Sir,

I am directed to state that according to explanatory note (i) below para 10 of the consolidated

instructions regarding writing of annual confidential reports on the work of officers/officials the

remarks in the annual confidential reports which show the overall assessment of the work of an

official as ‘average’ without any other qualifying word or phrase, should not be treated as adverse

and need not be communicated to him. Further according to para 12 of the aforementioned instructions,

if a representation is made against adverse remarks it should be entertained only if it is received within

three months from the date of receipt of the letter communicating the adverse remarks to the officer/

official concerned.

2. However, adverse notice is being taken of ‘average’ reports at the time of promotion retention

in service beyond 50/55 years etc. It has therefore, been decided that if in the confidential report of an

officer/official his work is assessed and graded as ‘average’ then this report alongwith its gradation

should be communicated to him even if the report does not contain any adverse remarks, so that he

may make a representation, if he so desires, against the grading of the report. As in the case of the

adverse remarks only one representation will be entertained against ‘average’ reports. All other

instructions regarding representations against adverse remarks will also be applicable to

representations against ‘average’ reports.

3. It has further been decided that a representation against adverse remarks or an ‘average’

report, should be entertained only if it is received within six months from the date of receipt of the

letter communicating the adverse remarks or grading of the report to the officer/officials concerned.

Yours faithfully.

Under Secretary General Administration

 for Chief Secretary to Government, Haryana.

A copy each is forwarded to all the Financial Commissioners, Haryana. All the Administrative

Secretaries to Government, Haryana for information and necessary action.

______________
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No. 61/20/85-S(1)

From

The Chief Secretary to Government, Haryana

To

1. All Heads of Departments, Commissioners Ambala and Hisar Divisions.

All Deputy Commissioners and all Sub-Divisional Officers (Civil) in Haryana.

2. The Registrar,

Punjab & Haryana High Court

Dated Chandigarh, the 12th December, 1985

Subject : Confidential report — Consolidated instructions regarding.

________

Sir

I am directed to invite your attention to para 4 of the consolidated instructions regarding

Confidential Reports, which is reproduced below:-

“Report Regarding Integrity — A special mention, should invariably be made regarding the

integrity of the Officer to which Government attach the greatest importance. It should be clearly

stated if the officer is suspected of corruption or is believed to be corrupt and this opinion should

generally be fortified by reasons, which may be in the possession of the reporting officer. Any

ill-considered remarks in this respect may do a lot of mischief and harm. On the other hand, the

reporting officers must be quite honest and frank and discuss an officer’s worth from the point of

view of his integrity openly and frankly in the column “Defects, if any” or elsewhere. Government

observe that reporting officers are still following the practice of making non-committal remarks the

practice of making non committal remarks like ‘no complaints.’ Government view this with disfavour

and desire that the practice of making non committal entries in the column relating to integrity should

cease. Reporting officers should give a definite opinion on the integrity of their subordinates while

writing their confidential report. Further, instances have come to the notice of Government in which

even though officers are being proceeded against for serious forms of corruption, their confidential,

report for the same periods certify their integrity to be good. It is felt that contradictions of this type

arise only because reporting officers are failing in their duty to make entries in the columns relating to

integrity forthrightly and without hesitation. In case an officer has been given a good report for

integrity which  is later proved to be wrong, the reporting officer will run the risk of earning

Government’s displeasure. Ordinarily, the inference would be that either he did not exercise proper

supervision or he was in dishonest collusion with this subordinate. The intention of Government is

that the truth about subordinates should be known to reporting officers and brought to the notice of

higher authorities. This would not, however, justify the entering of ill-considered remarks based on

inadequate observation.”

2. Inspite of these clear instructions on the subject, it has come to the notice of the Government

that the reporting officers are still making noncommittal remarks against the column of integrity in
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ACRs. Remarks regarding integrity are highly important and any ill conceived remarks in this regard

can cause lot of damage to the officials concerned.

3. In view of the position stated above, it has been desired that aforesaid instructions may

again be brought to the notice of all concerned with the requests that the reports regarding integrity

should be recorded in conformity with these instructions.

4. Receipt of the letter may please the acknowledged.

Sd/-

Joint Secretary , General Administration,

for  Chief  Secretary to  Government.,  Haryana.

A copy each in forwarded to :

1. All the Financial Commissioners, Haryana

2. All the Administrative Secretaries to Government, Haryana for information and similar

necessary action.

Sd/-

Joint Secretary , General Administration,

for  Chief  Secretary to  Government.,  Haryana.

To

1. All the Financial Commissioners, Haryana

2. All the Administrative Secretaries to Government, Haryana

U. O. No. 61/20/85-S (1). Dated Chandigarh, the 12th December, 1985

A copy each is forwarded to the Principal Secretary/ Deputy Principal Secretary/Officer on

Special Duty/Secretaries/Private Secretaries to the Chief Minister/Ministers/State Ministers/Chief

Parliamentary Secretary for the information of the Chief Minister/ Ministers / State Ministers/Chief

Parliamentary Secretary.

Sd/-

Joint Secretary , General Administration,

for  Chief  Secretary to  Government.,  Haryana.

To

The Principal, Secretary/Deputy Principal Secretary/Officer on Special Duty/ Secretaries/

Private Secretaries to the Chief Minister/Ministers/State Ministers/Chief Parliamentary Secretary.

U.O.No. 61/20/85-S(1) Dated Chandigarh, the 12th December 1985.

_______________
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Øekad 60@4@86&,l (1)

izs"kd

eq[; lfpo] gfj;k.kk] ljdkjA

lsok esa

gfj;k.kk jkT; ds lHkh mik;qDr rFkk mie.My vf/dkjh (ukxfjd)

fnukad p.Mhx<+] 10 tuw] 1986

fo"k; %fo"k; %fo"k; %fo"k; %fo"k; % ftyk vf/dkfj;k s a rFkk mie.My Lrj ij vf/dkfj;k s a deZpkfj;k s a dh okf"k Zd xk siuh;ftyk vf/dkfj;k s a rFkk mie.My Lrj ij vf/dkfj;k s a deZpkfj;k s a dh okf"k Zd xk siuh;ftyk vf/dkfj;k s a rFkk mie.My Lrj ij vf/dkfj;k s a deZpkfj;k s a dh okf"k Zd xk siuh;ftyk vf/dkfj;k s a rFkk mie.My Lrj ij vf/dkfj;k s a deZpkfj;k s a dh okf"k Zd xk siuh;ftyk vf/dkfj;k s a rFkk mie.My Lrj ij vf/dkfj;k s a deZpkfj;k s a dh okf"k Zd xk siuh;
fjiksVZ fy[kus ckjs AfjiksVZ fy[kus ckjs AfjiksVZ fy[kus ckjs AfjiksVZ fy[kus ckjs AfjiksVZ fy[kus ckjs A

egksn;

eq>s funs'k gqvk gS fd eSa vkidk è;ku mi;qZDRk fo"k; ij gfj;k.kk ljdkj ds ifji=k Øeakd 1430&3
,l &71@5968] fnukad 30 ekpZ] 1971 rFkk ifji=k Øeakd 3062&3 ,l&73] fnukad 14 vxLr] 1973 esa fufgr
fgnk;rkas  dh vkSj fnykÅa ftuds vqulkj ftyksa esa lHkh jktif=kr vf/dkfj;ksa dh okf"kZd xksiuh; fjiksVZ igys muds
fjiksfVZax vFkksfjVht }kjk initiate djus ds i'pkr~ mik;qDr fu/kZfjr igyqvksa ij vius fjekdZl fjdkMZ djds
lh/s lEcfU/r foHkkx ds fjO;wb±x vFkksfjVh ds ikl fjiksVZ Hkstrs gSA blh izdkj mie.My Lrj ij vf/dkfj;ksa@dEkZpkfj;ksa
dh xksiuh; fjiksVZ muds fjiksfVaZx ,FkksfjVh }kjk initiate djus  mijkUr mie.My vf/dkjh (ukxfjd) fu/kZfjr
igyqvksa ij vius fjekdZl fjdkMZ djds lEcf/r foHkkx ds fjO;wb±x vFkksfjVh ds ikl Hkstrs gSA ljdkj ds è;ku esa
;g vkrk gS fd dbZ ekeyksa ds mik;qDRkksa@mie.My vf/dkjh (ukxfjd) }kjk ;s fjiksVZ lECkfU/r foHkkx ds fjO;wb±x
vFkksfjVh ds ikl dkQh nsjh ls Hksth tkrh gSa] ftl dkj.k mu vf/dkfj;ksa@deZpkfj;ksa ds lsok lEcU/h ekeyksa  tSlk
dh inksUrfr] n{krkjks/ ikj djus bR;kfn esa vuko';d nsjh gksrh gSA vr% vkils vqujks/ gS fd tc Hkh vkids ikl
vU; foHkkxksa ds vf/dkfj;ksa@deZpkfj;ksa dh xksiuh; fjiksVZ fu/kZfjr igyqvksa ij fVIi.kh fjdkMZ djokus gsrq izkIRk
gksa rks mu fjiksVksZ ij viuh fVIi.kh 'kh?kz vafdr djds lEcfU/r foHkkx ds fjO;wb±x ,FkksfjVh ds ikl 'kh/z vfr'kh?kz
Hkst fn;k djsaA

Hkonh;]
gLrk@&

la;qDr lfpo] lkekU; iz'kklu]
d`rs eq[; lfpo] gfj;k.k ljdkj A

i`"Bkadu Øekad 60@4@86 &,l(1) fnuakd p.Mhx<+] 10 tuw 1986

,d izfr Mkú ,lú [kUUkk tujy lSØVªh] gfj;k.kk flfoy eSMhdy lfoZflt ,'kksfl;s'ku] edku uaú 1008@
Mh ú ,yú ,Qú dkyksuh] jksgrd dks muds i=k Øekad ,pú lhú ,eú ,lú@ ,pú vkjú@590, fnukad 28-4-
1986 ds lUnHkZ esa lwpukFkZ izsf"kr gSA

Hkonh;]
gLrk@&

la;qDr lfpo] lkekU; iz'kklu]
d`rs eq[; lfpo] gfj;k.k ljdkj

_________
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No. 60/8/86-S(1)

From

The Chief Secretary to Government, Haryana

To

All Deputy Commissioners and Superintendents of Police in Haryana

Dated Chandigarh, the 22nd August, 1986

Subject :- Recording of annual confidential reports on the work of Superintendent of Police.

Sir,

I am directed to invite your attention to the subject noted above and to say that the

government has considered the matter and decided that the confidential reports of the Superintendents

of Police will be initiated by the District Magistrates on the following three points in terms of Haryana

Government letter No. 6718-3S-68/27185, dated 24th October, 1968

(1) reputation for honesty;

(2) dealings with the public; and

(3) overall personality and efficiency in the matter of maintenance of law and order.

2. The district Magistrates will also record their remarks on the confidential reports of the

Deputy Superintendents of Police which would be initiated by the Superintendents of Police and sent

to the District Magistrate who will after recording his remarks forward the report to the concerned

Deputy Inspector General.

3. These Orders will be applicable for writing of ACRs for the year 1986-87 and onwards. The

instructions issued by the Haryana Government in 1977 are hereby cancelled and the order issued

vide Haryana Government letter No. 6718-3S-68/87185, dated 24th October, 1968 is hereby revived, a

copy of which is enclosed.

4. The instructions may kindly be brought to the notice of all concerned for compliance.

Yours faithfully

Sd/-

Joint Secretary, Political & Services,

for  Chief  Secretary to Government.,  Haryana.

No. 60/8/86-S(1), Dated Chandigarh, the 22nd August, 1986

____________
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No. 36/28/81-S(1)

From

The Chief Secretary to Government, Haryana

To

1. All Heads of Departments,

Commissioners, Ambala & Hisar Divisions,

All Deputy Commissioners and Sub Divisional

Officers (Civil) in Haryana.

2. The Registrar, Punjab & Haryana High Court .

Dated Chandigarh, the 30th April, 1987

Subject : Confidential reports — Communication of 'average' reports.

Sir,

I am directed to invite reference to Haryana Government letter No. 36/28/81-S (1), dated

16th August, 1983 on the subject noted above wherein it was inter-alia stated that if in the confidential

report of an officer/official his work is assessed and graded as ‘average’ then this report alongwith its

gradation. should be communicated to him even if the report does not contain any adverse remarks.

These instructions were made applicable to the annual confidential reports for 1982-83 and subsequent

years as clarified vide State Government even No. dated 10.10.1983.

2. The Government has reconsidered the matter and it has been decided that the practice of

communicating ‘average’ reports should be discontinued as it often results in embarrassment to the

reporting authorities and prevents them from giving a true assessment. Accordingly, the instructions

as contained in explanatory note (i) under para (10) of the consolidated instructions on confidential

reports shall become operative and the instructions dated 16.8.83 would stand modified to that extent.

Henceforth the remarks which show the overall assessment of the work of an officer/official as

'average' without any other qualifying word or phrase would not be communicated. This decision will

be applicable to the annual confidential reports for the year 1986-87 and subsequent years. ‘Average’

reports for the Years 1982-23, 1983-84 , 1984-85 and 1985-86 if not already conveyed will, however be

conveyed.

3. I am to request  that the decision of the Government may kindly be brought to the notice of

all concerned for compliance.

Yours faithfully

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to Government.,  Haryana.
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A copy each is forwarded to :-

(1) All the Financial Commissioners, Haryana;

(2) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to Government.,  Haryana.

To

(1) All the Financial Commissioners, Haryana:

(2) All the Administrative Secretaries to Government, Haryana.

U.O.No.   36/28/81-S (1),                                                    Dated Chandigarh the 30th April, 1987

A copy each is forwarded to the Principal Secretary/Deputy Principal Secretary/Officer on

Special Duty/ Secretaries /Private Secretaries to the Chief Minister/Ministers/State Ministers, for the

information of the Chief Minister/Ministers/State Ministers.

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

To

The Principal Secretary/Deputy Principal Secretary /Officer on Special Duty / Secretaries /

Private Secretaries to the Chief Minister/Ministers /State Ministers.

U.O. No. 36/28/81-S (1), Dated Chandigarh the 30th April, 1987
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No.  60/8/86-S(1)

From

The Chief Secretary to Government, Haryana

To

All Deputy Commissioners and Superintendents of Police in Haryana

Dated Chandigarh, the 14th July, 1987

Subject : Recording of annual confidential reports on the work of Superintendent of Police.

Sir,

I am directed to invite reference to Haryana Government letter No. 60/8/86-S (1), dated

22nd  August, 1986 on the subject noted above and  to say that according to the instructions issued

vide letter referred above, the District Magistrates record their remarks on the confidential reports of

the Superintendents of Police and Deputy Superintendents of Police on the following three points:-

(1) reputation for honesty;

(2) dealings with the public; and

(3) overall personality and efficiency in the matter of maintenance of law and order.

2. The matter has been further examined and it has been decided that for achieving the

desired objective of curbing/handling communal tension and promoting communal harmony, the

scope of point at  Sr. No. 3 above may be enlarged as under :-

3. overall personality and efficiency in the matter of maintenance of law and order and

also for maintaining and promoting communal harmony and curbing/handling

Communal tension.

3. These instructions will be applicable for writing of ACRs for the years 1987-88 and onwards.

4. These instructions may kindly be brought to the notice of all concerned for compliance.

Yours faithfully,

Sd/-

Joint Secretary, Political & Services,

for  Chief  Secretary to Government, Haryana.

No. 60/8/86-S(1) Dated Chandigarh , 14th July, 1987

A copy each is forwarded in continuation of Haryana Government endst. No. 60/8/86-S(1)

dated the 22nd August, 1986  for information and necessary action to the:-

(1) Director General of Police, Haryana
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(2) Commissioner Ambala/Hisar Divisions

(3) The Deputy Inspector General of Police, Ambala and Hisar Range.

Sd/-

Joint Secretary, Political & Services,

for  Chief  Secretary to  Government.,  Haryana.

A copy is forwarded to the Financial Commissioner & Secretary  to Government, Haryana,

Home Department for information with reference to his U. O. No. 30/7/86-7HGI, dated 8.6.87.

Sd/-

Joint Secretary,  Political & Services,

for  Chief  Secretary to  Government.,  Haryana.

To

Financial Commissioner & Secretary to Government, Haryana, Home Department.

U.O.No.   60/8/86-S (1)         Dated Chandigarh the 14th July, 1987

__________
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No. 60/4/87-S(1)

From

The Chief Secretary to Government, Haryana

To

1. All Heads of Departments, Commissioner, Ambala,  Hisar Divisions

All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana

2. The Registrar, Punjab & Haryana High Court

Dated Chandigarh, the 14th August, 1987

Subject : Confidential Reports — Consolidated instructions regarding.

Sir,

I am directed to refer to Composite Punjab Government Consolidated Circular Letter No.

2334 ASI-60/15708, dated the 3rd May, 1960 as amended from time to time on the subject noted above

and to say that Government have decided to make the following further amendments in the

instructions:—

1. The existing Paragraph 8 (i) may be substituted as under:-

8(i) If an officer (a) relinquishes the charge of his post during a reporting year as account

of his transfer or retirement or (b) one of his subordinates is transferred or retires

during the reporting years, such officer may record remarks in the Confidential files

of the Officer (s) subordinate to him in respect of the relevant period of the reporting

year provided he has not recorded such remarks previously in respect of the same

reporting year. Such remarks should be recorded by the retiring officer before date

of his retirement. Like wise, the officer relinquishing the charge of his post on

transfer should record his remarks at the time of relinquishment of the charge of

previous part of within one month there after.

(ii) The following is added as explanatory note (iii) Below Paragraph 5 :-

(iii) A Minister shall not be treated as having demitted office if he continues to be a

Minister in the Council of Ministers with a different portfolio or in the Council of

Ministers immediately reconstituted after the previous Council of Ministers of which

he was a Minister with the same or a different portfolio.

Yours faithfully,

Sd/-

Joint Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.
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A copy each is forwarded to :

(1) All the Financial Commissioners, Haryana

(2) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

(1) All the Financial Commissioners, Haryana

(2) All the Administrative Secretaries to Government, Haryana

U. O. No. 60/4/87-S(1) Dated Chandigarh,  the 14th August, 1987

A copy each is forwarded to the Principal Secretary/Deputy Principal Secretary/Officer on

Special Duty/Secretaries /Private Secretaries to the Chief Minister/Ministers/ State Ministers/ Chief

Parliamentary Secretary for the information of the Chief Minister / Ministers/State Ministers/ Chief

Parliamentary Secretary.

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The Principal Secretary/Deputy Principal Secretary /Officer on Special Duty / Secretaries /

Private Secretaries to the Chief Minister/Ministers /State Ministers/Chief Parliamentary Secretary.

U.O.No.   60/4/87-S (1) Dated Chandigarh the 14th August, 1987

_____________
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No. 60/4/87-S (1)-A

From

The Chief Secretary to Government, Haryana

To

All Heads of Departments Commissioner, Ambala  Hisar Divisions

All Deputy Commissioners and  all Sub Divisional Officers (Civil) in Haryana.

The Registrar, Punjab & Haryana High Court

Dated Chandigarh, the 14th August,  1987

Subject : Representation against adverse remarks - Time limit regarding.

Sir,

I am directed to invite your attention to para 3 of the instructions circulated vide Haryana

Government letter No. 36/28/81-S(1) dated the 16th August, 1983, vide which it was decided that a

representation against adverse remarks or an ‘average’ report should be entertained only if it was

received within six months from the date of receipt of the letter communicating the adverse remarks or

grading of the report to the officer/official concerned. The practice of communicating ‘average’ report

has, however, been discontinued as per Haryana Government Letter No. 36/28/81-S (1), dated

30-4-1987.

2. After reconsideration of the matter, it has been decided by the Government that a

representation against adverse remarks should be entertained only if it is received within 45 days

from the date of receipt of the letter communicating the adverse remarks to the officer/official concerned.

However, the authority dealing with the representation may entertain a representation within three

months of the expiry of the said period if he is satisfied that the officer/official had sufficient cause for

not submitting the representation in time.

3. The above decision will be applicable for the annual confidential reports to be written for

the year 1987-88  and onwards.

Yours faithfully,

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

A copy each is forwarded to ;

(1) All the Financial Commissioners, Haryana

(2) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Joint Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.
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To

(1) All the Financial Commissioners, Haryana

(2) All the Administrative Secretaries to Government, Haryana

U.O.No.   60/4/87-S (1)-A     Dated Chandigarh the 14th  August 1987

A copy each is forwarded to the Principal Secretary/Deputy Principal Secretary/Officer on

Special Duty/ Secretaries /Private Secretaries to the Chief Minister/Ministers/State Ministers / Chief

Parliamentary Secretary  for the information to the Chief Minister/Ministers/State Ministers/ Chief

Parliamentary Secretary.

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The Principal Secretary/Deputy Principal Secretary /Officer on Special Duty / Secretaries /

Private Secretaries to the Chief Minister/Ministers /State Ministers/Chief Parliamentary Secretary.

U.O.No.   60/4/87-S (1)-A  Dated Chandigarh the 14th August, 1987

______________
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Øekad 60@8@87&,lú(1)

izs"kd

eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

1- LkHkh foHkkxkè;{k] vk;qDr] vEckyk rFkk fglkj e.My] lHkh mik;qDr ,oa lHkh mie.My
vf/dkjh (uk) gfj;k.kkA

2- jftLVªkj] iatkc rFkk gfj;k.kk mPPk U;k;ky; vkSj LkHkh ftyk ,oa l=k U;k;k/h'kA

fnukad p.Mhx<+ 23 fnLkEcj] 1987

fo"k; % okf"kZd xksiuh; fjiksVZ fy[kus ckjsAokf"kZd xksiuh; fjiksVZ fy[kus ckjsAokf"kZd xksiuh; fjiksVZ fy[kus ckjsAokf"kZd xksiuh; fjiksVZ fy[kus ckjsAokf"kZd xksiuh; fjiksVZ fy[kus ckjsA

egksn;]

mi;qZDr fo"k; ij eq>s ;g dgus dk funsZ'k gqvk gS fd jkT; ljdkj us ;g fu.kZ; fy;k gSA fd lHkh
vf/dkfj;ksa@deZpkfj;ksa dh okf"kZd xksiuh; fjiksVZ fy[kus gsrq fu/kZfjr Qkeks± esa fuEufyf[kr ,d dkye vkSj tksM+
fn;k tk,] ftl ckjs Reporting Authorities }kjk fVIi.kh nh tk,%&

^^vf/dkjh@deZpkjh dk;kZy; cUn gksus ds ckn vkSj NqfV~V;ksa dsa fnuksa esa vius eq[;ky; ij mifLFkr
jgrk gS vFkok ughaA**A

2- fu/kZfjr Qkeks± dk rnkuqlkj la'kks/u djds vfxze dk;Zokgh dh tk;sA ;g fu.kZ; o"kZ 1987&88 ds fy;s
fy[kk;s tkus okyh fjiksVks± ls ykxw gksxkA

3- d`i;k bl i=k dh ikorh HksatsA

Hk;nh;]
gLrk@&

la;qDr lfpo] lkekU; iz'kklu]
d`rs eq[; lfpo] gfj;k.kk ljdkj

,d ,d izfr  lHkh foÙkk;qDr ] gfj;k.kk rFkk lHkh iz'kkldh; lfpo] gfj;k.kk ljdkj dks lwpukFkZ rFkk
vko';d dk;Zokgh gsrw izsf"kr A

gLrk@&
la;qDr lfpo] lkekU; iz'kklu]

d`rs eq[; lfpo] gfj;k.kk ljdkj A
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lsok esa

1- lHkh foÙkk;qDr]  gfj;k.kk rFkk

2- lHkh iz'kkldh; lfpo] gfj;k.kk ljdkj A

v'kk% Øekad 60@8@87&,l (1) fnukad p.Mhx<] 23 fnlEcj] 1987

,d izfr eq[; lfpo] gfj;k.kk] ljdkj (lkekU; lsok,a 11 'kk[kk) dks muds v'kk% Øekad 27@6@87&thú]
,lú 11] fnukad 23 uoEcj] 1987 ds lanHkZ esa lwpukFkZ izsf"kr gSA

gLrk@&
vuqHkkx] vf/dkjh lsok,a&1]

d`rs eq[; lfpo] gfj;k.kk ljdkjA

lsok esa

eq[; lfpo] gfj;k.kk ljdkj
(lkekU; lsok,a &11 'kk[kk esa)

v'kk% Øekad 60@8@87 & ,l (1) fnukad p.Mhx<] 23 fnlEcj] 1987

––––––––––––––
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No. 60/8/86-S(1)

From

The Chief Secretary to Government, Haryana, Chandigarh

To

All Deputy Commissioners and Superintendents of Police in Haryana

Dated Chandigarh, the 25th June, 1988

Subject : Recording of Annual Confidential Report on the work of Superintendents of Police.

Sir,

I am directed to invite reference to Haryana Govt., Letter No. 60/8/86-S (1) dated 22.8.1986

and of even number dated 14.7.1987 on the above noted subject wherein the decision of State

Government was conveyed to the effect that annual confidential reports of Superintendents of Police

will be initiated by the District Magistrates on the following three points in terms of Haryana Government

letter No. 6718-3S-68/27185 dated 24.10.1968.

(i) reputation for honesty;

(ii) dealings with the public; and

(iii) overall personality and efficiency in the matter of maintenance of law and order and

also for maintaining and promoting communal harmony and curbing/handling

communal tension.

2. The matter has been reconsidered by the State Government and it has now been decided

that henceforth the District Magistrates will not initiate the annual confidential reports of the

Superintendents of Police. However, the confidential reports on the works of Superintendent of

Police will be recorded by the Deputy Inspector General of Police concerned and submitted to

prescribed Reviewing Authority.

3. I am further to request that these instructions will be applicable for the writing of the

confidential reports for the year 1987-88 and onwards.

4. These instructions may kindly be brought to the notice of all concerned for compliance.

Yours faithfully,

Sd/-

Deputy Secretary , Administration,

for  Chief  Secretary to  Government,  Haryana
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No. 60/8/86-S (1) Dated, Chandigarh the 25.6.1988

A copy each is forwarded for information to :-

(i) Director General of Police, Haryana

(ii) Commissioner Ambala/Hisar Divisions, and

(iii) The Deputy Inspector General of Police, Ambala, Hisar and Gurgaon Range.

Sd/-

Deputy Secretary, Administration,

for  Chief  Secretary to Government,  Haryana.

A copy is forwarded to the Financial Commissioner & Secretary  to Government, Haryana,

Home Department for information with reference to his U. O. No. 30/1/86-HG, dated 24.6.1988

Sd/-

Deputy Secretary, Administration,

for  Chief  Secretary to Government,  Haryana.

To

The Financial Commissioner & Secretary to Government, Haryana, Home Department.

U.O.No.   60/8/86-S (1), Dated Chandigarh the 25.6.1988

________________
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No. 60/2/89-S(1)

From

The Chief Secretary to Government, Haryana

To

1. All Heads of Departments, Commissioners, Ambala,  Hisar Divisions;

All Deputy Commissioners and All Sub Divisional Officers (Civil) in Haryana

2. The Registrar, Punjab & Haryana High Court

Dated Chandigarh, the 26th May, 1989

Subject : Representations against adverse remarks.

Sir,

I am directed to address you on the subject noted above and to say that it has been

observed by the Government that sometimes departments do not forward representations against

adverse remarks and the comments promptly to the Administrative Department with the result a long

time is taken in deciding the representations against adverse remarks.

2. The Government has considered the matter and it has been decided that the representations

against adverse remarks on which the final decision is to be taken by the Administrative Department,

should not be held up and the same should be forwarded to the Administrative Department immediately

and if possible comments also be sent alongside the representation. At administrative Department’s

level also if an advance copy of the representation is received, action should be taken straight away

to obtain the comments of the Head of Department without waiting for the representation to be

forwarded by the Head of Department to the Administrative Department.

3. I am to request that the decision of the Government may kindly be brought to the notice of

all concerned for compliance.

Yours faithfully

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

A copy each is forwarded to ;

(1) All the Financial Commissioners, Haryana

(2) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Joint Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.
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To

(1) All the Financial Commissioners, Haryana

(2) All the Administrative Secretaries to Government, Haryana

U.O.No.   60/2/89-S (1), Dated Chandigarh, the 26th May, 1989

A copy each is forwarded to the Principal Secretary/Additional Principal Secretary/Officer

on Special Duty/Secretaries /Private Secretaries to the Chief Minister/ Deputy Chief Ministers/

Ministers/ State Ministers/ Deputy Ministers/Chief Parliamentary Secretary for the information of the

Chief Minister/ Deputy Chief Ministers/Ministers/State Ministers/Deputy Ministers/Chief

Parliamentary Secretary.

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The Principal, Secretary/Additional Principal Secretary/Officer on Special Duty/ Secretaries/

Private Secretaries to the Chief Minister/Deputy Chief Ministers/Ministers/ State Ministers/Deputy

Ministers/ Chief Parliamentary Secretary.

U.O.No. 60/2/89-S(1) Dated Chandigarh, the 26th May, 1989

_______________
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No. 36 /28/81-S(1)

From

The Chief Secretary to Government, Haryana

To

All Heads of Departments Commissioner, Ambala & Hisar Divisions

All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana

The Registrar, Punjab & Haryana High Court

Dated Chandigarh, the 6th June, 1989

Subject : Confidential reports — Communication of 'average' reports.

Sir

I am directed to invite a reference to Haryana Government letter No. 36/28/81-S(1), dated

30th April, 1987 on the subject noted above vide which it was decided that the practice of communicating

‘average’ report should be discontinued and as a result the instructions as contained in explanatory

note (i) under para 10 of the consolidated instructions on confidential reports became operative.

2. The Government has reconsidered the matter and it has been decided that ‘average’ grading

of confidential reports should be communicated to the concerned officer/official even if the report

does not contain any adverse remarks. Accordingly, the instructions as contained in explanatory note

(i) under para 10 of the consolidated instructions on confidential reports shall become inoperative. All

other instructions regarding representations against adverse remarks will also be applicable to

representations against ‘average’ reports. This decision will be applicable to the annual confidential

reports for the year 1988-89 and subsequent years.

3. I am to request the decision of the Government may kindly be brought to the notice of all

concerned for compliance.

Yours faithfully,

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

A copy each is forwarded to ;

(1) All the Financial Commissioners, Haryana

(2) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.
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To

(1) All the Financial Commissioners, Haryana

(2) All the Administrative Secretaries to Government, Haryana

U.O.No.   36/28/81-S (1), Dated Chandigarh, the 6th June, 1989

A copy each is forwarded to the Principal Secretary/Additional Principal Secretary/Officer

on Special Duty/Secretaries /Private Secretaries to the Chief Minister/ Deputy Chief Minister/

Ministers/ State Ministers/Deputy Ministers/ Chief Parliamentary Secretary for the information of the

Chief Minister / Deputy Chief Minister/ Minister /State Ministers/ Deputy Minister/Chief Parliamentary

Secretary.

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

To

The Principal, Secretary/Additional Principal Secretary/Officer on Special Duty/ Secretaries/

Private Secretaries to the Chief Minister/Deputy Chief Ministers /Ministers/ State Ministers/Deputy

Ministers/ Chief Parliamentary Secretary.

U.O.No. 36/28/81-S(1) Dated Chandigarh, the 6th June, 1989

_______________
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IMMEDIATE

Subject : Writing of Confidential Reports in time instructions regarding.

Will all the Financial Commissioners & Administrative Secretaries to Government, Haryana

kindly refer to the subject noted above?

2. As per existing instructions of the Haryana Government circulated with letter No. 60/2/85-

S(1) dated 27-3-85, the annual confidential reports complete in all respect should reach the authority

responsible for maintaining the ACR files by 15th May. It has been observed that these instructions

are not being followed strictly and sometimes ACRs are not written for months together after these

are due, with the result that case of promotion efficiency bar etc. of the officers/officials get struck up

for a long time. It is therefore, requested that these instructions may be strictly followed. It may also

be strictly followed. It may also please be ensured that ACRs of all officers/ officials are written and

finally got complete within 30 days and a certificate is recorded by them in this regard for the

departments under their control. Cases where ACRs are still outstanding after 30 days from now may

be brought direct to the notice of Chief Minister alongwith the names of officers, with whom these are

lying and since when.

Sd/-

Deputy Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

All the Financial Commissioners & Administrative

Secretaries to Government, Haryana

U.O. No. 60/3/91-S(1) Dated Chandigarh, the 29th October, 1991

A copy each is forwarded to  the Secretary to the Chief Secretary to Government Haryana

for information and necessary action of the Chief Secretary.

Sd/-

Deputy  Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana

To

The Secretary to the Chief Secretary to Government Haryana

U. O. No. 60/3/91-S(1) Dated Chandigarh the 29th October, 1991

A copy each is forwarded to the Principal Secretary/Additional Principal Secretary/Officer

on Special Duty/Secretaries /Private Secretaries to the Chief Minister/ Ministers/ State Ministers/
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Chief Parliamentary Secretary  for the information of the Chief Minister / Ministers /State Ministers/

Chief Parliamentary Secretary/Parliamentary Secretary.

Sd/-

Deputy  Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The Principal Secretary/Additional Principal Secretary /Officer on Special Duty / Secretaries

/Private Secretary to the Chief Minister/Ministers /State Ministers/Chief Parliamentary Secretary /

Parliamentary Secretary.

U.O.No.   60/3/91-S (1), Dated Chandigarh the 29th October, 1991

______________
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No. 2/46/88-2GSI

From

The Chief Secretary to Government, Haryana.

To

 (i) All Heads of Departments and Commissioners of Divisions in Haryana.

(ii) The Registrar, Punjab & Haryana High Court, Chandigarh.

(iii) All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana.

Dated Chandigarh, the  6th January, 1992.

Subject : Policy regarding down grading of ACRs.

__________

Sir,

I am directed to invite your attention to the letter of even number dated 17th May , 1989 on

the above cited subject and to say that certain departments have sought clarifications as to whether

the instructions issued vide this letter are also applicable to the cases of efficiency bar and retention

in service beyond 50/55 years.

2. In this respect it is stated that Annual Confidential Report of an official alone evaluate the

work and conduct of an officer during a year and when once it is down graded the previous grading

ceases to exist. It is the new grading that will be taken in the account for all the cases where ACRs

have to be considered. As such, it is clarified that the instructions regarding down grading of ACRs

are taken into consideration.

This may be brought to the notice of all concerned for compliance.

Yours Faithfully

Sd/-

Superintendent, General Services -I

for  Chief  Secretary to  Government,  Haryana.

A copy is forwarded to all the Financial Commissioners and Commissioners & Secretaries

to Government Haryana, for the information and necessary action.

Sd/-

Superintendent, General Services -I

for  Chief  Secretary to  Government,  Haryana.

To

All the Financial Commissioners/Commissioners and Secretaries to Govt. Haryana.

U. O. No. 2/46/89-2GSI Dated Chandigarh, the 6th January, 92

________________
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No. 60/3/91-S (1)

From

The Chief Secretary to Government Haryana.

To

All Heads of Departments, Commissioners, Ambala & Hisar,  Rohtak and Gurgaon Divisions;

All Deputy Commissioners and all Sub Divisional Officers (Civil) in Haryana

The Registrar, Punjab & Haryana High Court.

Dated Chandigarh, the 28th February, 1992

Subject : Writing of Confidential Reports in time-Instructions regarding.

Sir,

I am directed to invite reference to Haryana Government letter No. 60/2/85-S(1), dated 27th

March 1985 vide which it was decided that the annual confidential reports should be written as per

the following time schedule so that the ACRs complete in all respects should reach the authority

responsible for maintaining the ACRs files by the 15th May:-

(a) Reporting Authority shall initiate the annual confidential reports in time and ensure

that they reach the Reviewing by authority 7th April.

(b) Reviewing Authority would send the reports to the Accepting Authority so as to

reach him by 20th April.

(c) The report should be sent to the Head of Department by the 15th May;

2. It has been observed that some officers do not record their remarks in the ACRs as per

above time schedule. It is, therefore, requested that these instructions may be strictly followed and it

may please be ensured that ACRs of officers /officials are written as per prescribed time schedule.

3. Further, it has been clearly laid down in the instructions issued vide Haryana Government

letter No. 953-3S-75, dated Ist May, 1975 that adverse remarks given in the annual confidential reports

should be conveyed promptly. Despite these instructions, instances have come to the notice of

Government wherein adverse remarks have not been communicated promptly. The officers should be

held accountable for delays in writing ACRs and also for not promptly communicating the adverse

remarks. In order to ensure the compliance of these instructions, it has been decided that a certificate

shall be furnished by all Heads of offices to the Heads of Departments and by Heads of Departments

to the Administrative Secretary by 30th May and 15th June respectively. Administrative Secretaries

should also review the processing of ACR regularly.

Yours faithfully

Sd/-

Deputy  Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.
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A copy each in forwarded to :-

(1) All the Financial Commissioners, Haryana.

(2) All the Administrative Secretaries to Government, Haryana for information and

necessary action in continuation of  U.O. No. 60/3/91-S(1) dated Chandigarh, the 29th October, 1991

and 31-12-91

Sd/-

Deputy  Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

(1) All the Financial Commissioners, Haryana.

(2) All the Administrative Secretaries to Government, Haryana.

U.O.No.   60/3/91-S (1), Dated Chandigarh the 28 -2-1992

A copy each is forward to the Principal Secretary/Additional Principal Secretary /Officer on

Special Duty / Secretaries /Private Secretaries to the Chief Minister/Ministers /State Ministers/Chief

Parliamentary Secretary /Parliamentary Secretary for the information of Chief Minister / Ministers/

State Ministers/Chief Parliamentary Secretary /Parliamentary Secretary.

Sd/-

Deputy  Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The Principal Secretary/ Additional Principal

Secretary/Officer on Special Deputy / Secretaries /Private

Secretaries to the Chief Minister/Ministers/State

Ministers/Chief Parliamentary Secretary/Parliamentary Secretary

U.O. No. 60/3/91-S(1) Dated Chandigarh, the 28-2-1992

______________
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No. 60/2/92-S(1)

From

The Chief Secretary to Government, Haryana

To

All the Deputy Commissioners in Haryana

All the Sub Divisional Officers (Civil) in Haryana

Dated , Chandigarh the 9-3-92

Subject : Policy regarding writing of confidential reports on Sub-Divisional level official by

Sub Divisional Officers (Civil)

Sir,

I am directed to refer to Haryana Government letter No. 3062-3S-73, dated 14.8.73 and to say

that the matter regarding recording of remarks on two aspects by Sub-Divisional officer (Civil) in the

ACRs of doctors posted in the Sub-Division has been considered and it has been decided by the

Government that Sub-Divisional Officers (Civil) will not record their remarks in the annual confidential

reports of Doctors in future. However they will forward their remarks on the following points to the

Deputy Commissioners concerned, who will keep them in mind while recording the annual confidential

reports of doctors.

(a) Reputation for honesty

(b) Public dealing

(c) Co-operation extended for the implementation of Government Programme.

2. This decision will be applicable to the annual confidential reports for the year 1991-92 and

subsequent year.

Yours faithfully

Sd/-

Deputy  Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

U.O.No.   60/2/92-S (1) Dated Chandigarh the 9 -3-1992

A copy each is forwarded to the following for information :-

1) Commissioners, Ambala, Hisar, Rohtak & Gurgaon Divisions.
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2) Director General of Health Services, Haryana.

Sd/-

Deputy  Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana

A copy is forwarded to  the Commissioner & Secretary to Government, Haryana, Health

Department for information.

Sd/-

Deputy  Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The Commissioner & Secretary to Government, Haryana

Health Department.

U.O. No. 60/2/92-S(1) Dated Chandigarh the 9-3-92

_______________
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No. 60/1/93-S(1)

From

The Chief Secretary to Government,  Haryana

To

All Heads of Departments, Commissioners, Ambala, Hisar,  Rohtak and Gurgaon Divisions

All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana.

The Registrar, Punjab & Haryana High Court

Dated Chandigarh, the 29th April, 1993

Subject : Writing of Confidential Reports in time-Instructions regarding.

Sir,

I am directed to invite reference to Haryana Government letter No. 60/3/91-S(1) dated 28th

February 1992. Which inter-alia laid down that the annual confidential reports should be written as

per the following time schedule so that the ACRs complete in all respects should reach the authority

responsible  for maintaining the ACR files by the 15th May.

(a) Reporting Authority shall initiate the annual confidential reports in time and ensure

that they reach the Reviewing Authority by 7th April.

(b) Reviewing Authority would send the reports to the accepting authority so as to

reach him by 20th April,

(c) The report should be sent to the Head of Department by 15th May.

2. It has been observed that these instructions are not being followed strictly, with the result

that cases of promotion efficiency bar etc. of the Officers/Officials remain pending for a long time

because of non-completion of ACRs. It is, therefore, requested that existing instructions regarding

writing of ACRs should be strictly complied with and a certificate is recorded to this effect. Further, it

has been decided that in cases of delinquent officers who fail to record ACRs  within the stipulated

period suitable action may be taken against them for the delay. A report about finalization of the ACR

of the officers/officials within the stipulated period alongwith the names of officers with whom these

are lying and since when may be sent to Government by 30-6-93 for the information of Chief Minister.

Sd/-

Deputy  Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.
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A copy each is forwarded to :-

(1) All the Financial Commissioners, Haryana.

(2) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Deputy  Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

To

(1) All the Financial Commissioners, Haryana.

(2) All the Administrative Secretaries to Government, Haryana.

U.O.No.   60/1/93-S (1), Dated Chandigarh the 29th April, 1993

A copy each is forwarded to the Principal Secretary/Special  Principal Secretary/Deputy

Principal Secretary / Officer on Special Duty/Secretaries /Private Secretaries to the Chief Minister/

Ministers/ State Ministers/ Chief Parliamentary Secretary / Parliamentary Secretary for the information

of the Chief Minister / Ministers /State Ministers/Chief Parliamentary Secretary/ Parliamentary

Secretary.

Sd/-

Deputy  Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

To

The Principal Secretary/Special  Principal Secretary /Deputy Principal Secretary/ Officers

on Special Duty / Secretaries /Private Secretaries to the Chief Minister/Ministers /State Ministers/

Chief Parliamentary Secretary /Parliamentary Secretary.

U.O. No. 60/1/93-S(1) Dated Chandigarh, the 29th April, 1993

_________________
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Øekad 60@2@93&,lú (1)

izs"kd

eq[; lfpo] gfj;k.kk] ljdkjA

lsok esa

1- vkcdkjh ,oa djk/ku vk;qDr] gfj;k.kkA

2- funs'kd xzke rFkk uxj vk;kstuk] gfj;k.kkA

3- Je vk;qDr] gfj;k.kkA

4- izeq[k vfHk;Urk] yksd fuekZ.k (tu&LokLF;)] gfj;k.kkA

5- gfj;k.kk jkT; ds lHkh mik;qDr rFkk vfrfjDr mik;qDr

fnukad p.Mhx<+] 12 tqykbZ] 1993

fo"k; % Single Window Service/Agency ds lnL; vf/dkfj;ks a dks okf"k Zd xksiuh; fjiksVks ± es ads lnL; vf/dkfj;ks a dks okf"k Zd xksiuh; fjiksVks ± es ads lnL; vf/dkfj;ks a dks okf"k Zd xksiuh; fjiksVks ± es ads lnL; vf/dkfj;ks a dks okf"k Zd xksiuh; fjiksVks ± es ads lnL; vf/dkfj;ks a dks okf"k Zd xksiuh; fjiksVks ± es a
vfrfjDRk mik;qDrks a n~okjk fVIi.kh fn;s tkus ckjsAvfrfjDRk mik;qDrks a n~okjk fVIi.kh fn;s tkus ckjsAvfrfjDRk mik;qDrks a n~okjk fVIi.kh fn;s tkus ckjsAvfrfjDRk mik;qDrks a n~okjk fVIi.kh fn;s tkus ckjsAvfrfjDRk mik;qDrks a n~okjk fVIi.kh fn;s tkus ckjsA

----------

egksn;

mi;qZDr fo"k; ij eq>s ;g dgus dk funsZ'k gqvk gSA fd Single Window Service/Agency dks
lqn`<+ cukus ds fy;s ;g fu.kZ; fy;k x;k gSA fd Single Window Service/Agency ds lnL; vf/dkfj;ksa dh
okf"kZd xksiuh; fjiksVksZ esa vfrfjDr mik;qDr fuEufyf[kr fcUnq ckjs viuh fVIi.kh nsaxsa

^^ Single Window Service/Agency ls lEcfU/r dk;Z esa lg;ksx**

bu vf/dkfj;ksa dh fjiksVZ muds Reporting Authority n~okjk initiate fd;s tkus ds i'pkr~ vfrfjDr
mik;qDr dks Hksth tk;k djsA rni'pkr~ vfrfjDr mik;qDr fu/kZfjr igyq ij vius fjekdZl fjdkMZ djus mijkURk
lEcfU/r foHkkx ds Reviewing authority ds ikl HkstsaxsaA vr% vuqjks/ gS fd lECkfU/r foHkkx d`i;k Single

Window Service/Agency ds lnL; vf/dkfj;ksa ds xksiuh; fjiksVZ Qkeks± esa mDr dkye cuk,a rFkk ;g Hkh
fufnZ"V fd;k tk;s fd ml fjiksVZ dks fy[kus ds fy;s vxyh Reviewing authority  dkSu gS rkfd vfrfjDr
mik;qDr dks fjiksVZ Bhd vf/dkjh ds ikl Hkstus esa fnDdr u gksA

2- ;g fu.kZ; o"kZ 1993 & 94 ds fy;s fy[kh tkus okyh fjiksVks± es ykxw ekuk tk;sxkA

Hkonh;]

gLrk@&
voj lfpo] lkekU; iz'kklu]

d`rs eq[; lfpo] gfj;k.kk ljdkj
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i`ú Øekad 60@2@93 & ,l (1) fnukad p.Mhx<] 12 tqykbZ] 1993

,d izfr fuEufyf[kr dks lwpukFkZ ,oa vko';d dk;Zokgh gsrw izsf"kr gS%&

1- ps;jeSu] gfj;k.kk jkT; fctyh cksMZ] iapdwykA

2- funs'kd izcU/d] gfj;k.kk jkT; vkS|ksfxd fodkl fuxe] p.Mhx<+

3- funs'kd izcU/d] gfj;k.kk foRRkh; fuxeA

4- funs'kd izcU/d] gfj;k.kk jkT; y?kq m|ksx ,oa fu;kZr fuxe] p.Mhx<+

5- eq[; iz'kkld] gfj;k.kk] 'kgjh fodkl izkf/dj.k] euhektjk (;wú Vhú) p.Mhx<+A

6- ps;jeSu] ty iznw"k.k fu;U=k.k cksMZ] gfj;k.kk p.Mhx<+A

7- funs'kd izcU/d] gfj;k.kk jkT; bySDVªksfuDl fodkl fuxeA

8- eq[; iz'kkld] gfj;k.kk jkT; [kknh cksMZ] iapdwykA

2- muls vuqjks/ gS fd  Single Window Service/Agency   ds lnL;ksa dh okf"kZd xksiuh; fjiksVks±
es fu/kZfjr dkye add djok,a rkfd vfrfjDr mik;qDrksa n~okjk bl ckjs viuh fVIi.kh nh tk ldsA

gLrk@&
voj lfpo] lkekU; iz'kklu]

d`rs eq[; lfpo] gfj;k.kk ljdkjA

,d izfr vk;qDr ,oa lfpo] gfj;k.kk] ljdkj] m|ksx foHkkx dks lwpukFkZ ,oa vko';d dk;Zokgh gsrw
izsf"kr gSA

gLrk@&
voj lfpo] lkekU; iz'kklu]

d`rs eq[; lfpo] gfj;k.kk ljdkj

lsok esa

vk;qDr ,oa lfpo] gfj;k.kk ljdkj]
m|ksx foHkkxA

v'kk% Øekad 60@2@93 & ,l (1) fnukad p.Mhx<] 12 twykbZ] 1993

–––––––––––––––
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No. 60/2/94-S(1)

From

The Chief Secretary to Government, Haryana.

To

1. All Heads of Departments,  Commissioners, Ambala,  Hisar, Rohtak and Gurgaon

Divisions;

All Deputy Commissioners and all Sub Divisional Officers (Civil) in Haryana

2. The Registrar, Punjab & Haryana High Court

Dated Chandigarh, the 7th February, 1994

Subject : Writing of confidential reports in time-Instructions regarding.

Sir,

I am directed to invite reference to  Haryana Govt. Letter No. 60/1/93-S(1), dated 29th April,

1993 which inter-alia laid down that the annual confidential reports should be written as per the

following time schedule so that the ACRs complete in all respect should reach the authority responsible

for maintaining the ACR files by the 15th May:-

(a) Reporting Authority shall initiate the annual confidential reports in time and ensure

that they reach the Reviewing Authority by 7th April.

(b) Reviewing Authority would send the reports to the Accepting Authority so as to

reach him by 20th April, and

(c) The report should be sent to the Head of Department by the 15th May.

2. Although the said instructions have been reiterated time and again but inspite of this,

these instructions are not being followed strictly. It is, therefore, once against requested that existing

instructions regarding writing of ACRs should be strictly complied with. It is mandatory for the

officers to write the ACRs of their subordinates regularly and punctually.

Yours faithfully

Sd/-

Under  Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

A copy each is forwarded to :-

(i) All the Financial Commissioners in Haryana.

(ii) All the Administrative Secretaries to Government Haryana for information and

necessary action.

Sd/-

Under  Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.
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To

(1) All the Financial Commissioners, Haryana.

(2) All the Administrative Secretaries to Government, Haryana

U. O. No. 60/1/94-S(1), Dated  Chandigarh,  the 7th February, 1994

A copy each is forwarded to the Principal Secretary/Special Principal Secretary/Deputy

Principal Secretary / Officer on Special Duty/Secretaries /Private Secretaries to the Chief Minister/

Ministers/ State Ministers/ Chief Parliamentary Secretary/ Parliamentary Secretary for the information

of  Chief Minister / Ministers/State Ministers/ Chief Parliamentary Secretary/ Parliamentary Secretary.

Sd/-

Under Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The Principal Secretary/ Special Principal Secretary

Dy. Principal Secretary/Officer on Special Duty /

Secretaries /Private Secretaries to the Chief Ministers/

Ministers/StateMinisters/Chief Parliamentary

Secretary/Parliamentary Secretary.

U.O. No. 60/1/94-S(1) Dated Chandigarh, the 7th February, 1994

_____________
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No. 60/5/92-S(1) - (A)

From

The Chief Secretary of Government Haryana.

To

1. All Heads of Departments, Commissioners Ambala/Hisar/Rohtak/Gurgaon Divisions.

All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana.

2. The Registrar, Punjab & Haryana High Court.

Dated Chandigarh , the 2nd June, 1995.

Subject : Annual Confidential Reports -Adding of column relating to ‘Attitude of the officer/Officials

towards other castes and communities.

Sir,

I am directed to refer to the subject noted above and to say that it has been decided by the

Government, that a column, relating to ‘Attitude’ of the officer/official towards others castes and

communities may be added in the ACR proforma of all State Government officers /officials. The

reporting authorities will give their specific comments on this aspect. Accordingly, the prescribed

ACR forms in respect of officers/officials may be suitably amended. This Decision will be applicable

to the annual confidential reports with effect from year 1995-96.

Yours faithfully

Sd/-

Under Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

A copy each is forwarded to ;

(1) All the Financial Commissioners, Haryana.

(2) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Under Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

(1) All the Financial Commissioners, Haryana;

(2) All the Administrative Secretaries to Government, Haryana

U. O. No. 60/5/95-S(1) (A), Dated Chandigarh,  the 2nd June, 1995

______________
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No. 60/5/92-S(1)

From

The Chief Secretary to Government, Haryana

To

1. The Commissioners, Ambala/Hisar/Rohtak/Gurgaon Division.

2. The Director General of Police, Haryana

3. The Director Development & Panchayats, Haryana

Dated Chanidgarh, the 2nd June, 1995

Subject : Annual Confidential Reports — Adding of column relating to “Role in presentation and

control of communal riots”.

Sir,

I am directed to refer to the subject noted above and to say that it has been decided by the

Government that a column relating to ‘Role in prevention and control of communal riots’ may be

added in the ACR proforma of all HCS officers. D.R.Os. Tehsildars, Naib Tehsildars, B.D.P. Os doing

active magisterial duties and District Police Officers of the rank of Inspectors and above in the State

(excluding the IPS officers). Reporting authorities will give their specific comments on this aspect.

Accordingly, the prescribed ACR forms in respect of the above mentioned officers may please be

amended this decision will be applicable to the annual confidential reports with effect from

year 1995-96.

Yours faithfully

Sd/-

Under Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

No. 60/5/92-S(1) Dated Chandigarh, the 2-6-95

A copy each is forwarded to all the Deputy Commissioners and District Superintendents of

Police in Haryana State for Information and necessary action :

Sd/-

Under Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.
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A copy is forwarded to the Chief Secretary to Government Haryana (in Service-I, Br.) for

Information and necessary action :

Sd/-

Under Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The Chief Secretary to Government, Haryana, (in Services-I Br.)

U. O. No. 60/5/92-S (1). Dated Chandigarh, the 2-6-95.

A copy each is forwarded to :—

(1) All the Financial Commissioners, Haryana;

(2) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Under Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

To

(1) All the Financial Commissioners, Haryana;

(2) All the Administrative Secretaries to Government, Haryana

U. O. No. 60/5/92-S (1). Dated Chandigarh, the 2-6-95.

A copy each is forwarded to the Financial Commissioner & Secretary to Government

Haryana, Home Department (in M.C.) for  information with Reference to his U. O. No. 27/51/92-Home

(MC) dated 17-1-94.

Sd/-

Under Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The  Financial Commissioner & Secretary to Govt.

Haryana, Home Department (in M.C.)

U. O. No. 60/5/92-S (1). Dated Chandigarh, the 2-6-95.

______________
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No. 60/1/95-S(1)

From

The Chief Secretary to Government, Haryana.

To

1. All Heads of Departments, Commissioners, Ambala, Hisar, Rohtak and Gurgaon

Divisions,

All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana

2. The Registrar, Punjab & Haryana High Court

Dated Chandigarh, the 6th November, 1995

Subject : Recording of remarks performance in respect of flood relief and rehabilitation work.

Sir,

I am directed to address you on the subject noted above and to say that it has been

decided by the Government that the annual confidential report of officers and officials for the years

1995-96 would reflect their performance in respect of flood relief and rehabilitation works. Accordingly,

the reporting authorities will give their specific comments on this aspect.

2. These instructions may please be noted carefully and also brought to the notice of all

concerned for strict compliance.

Yours faithfully

Sd/-

Under Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

A copy each is forwarded to :–

(1) All the Financial Commissioners, Haryana;

(2) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Under Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

(1) All the Financial Commissioners, Haryana;

(2) All the Administrative Secretaries to Government, Haryana

U. O. No. 60/1/95-S(1), Dated Chandigarh,  the 6th November, 1995.
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A copy each is forwarded to the Principal Secretary/Special Principal Secretary/Deputy

Principal Secretary / Officer on Special Duty/Secretaries /Private Secretaries to the Chief Minister/

Ministers/ State Ministers/ Chief Parliamentary Secretary/ Parliamentary Secretary for the information

of the Chief Minister / Ministers/State Ministers/ Chief Parliamentary Secretary/ Parliamentary

Secretary.

Sd/-

Under Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The Principal Secretary/Spl.  Principal Secretary /Deputy Principal Secretary/  Secretaries /

Private Secretaries to the Chief Minister/Ministers /State Ministers/Chief Parliamentary Secretary.

U.O.No.   60/1/95-S (1), Dated Chandigarh the 6th November, 1995

______________
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No. 61/28/94-S(1)

From

The Chief Secretary to Government Haryana.

To

1. All Heads of Departments,  Commissioners, Ambala,  Hisar,  Rohtak and Gurgaon

Divisions,

All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana

2. The Registrar, Punjab & Haryana High Court.

Dated Chandigarh, the 14th November, 1995

Subject : Regarding A.C.R. Peforma.

Sir,

I am directed to address you on the subject noted above and to say that it has been

observed by  the Administrative Reforms Department that the existing ACR form being used by the

departments for following category of employees does not adequately reflect their job performance

in various counts:-

1. Clerks and other posts of similar nature in Group ‘C’.

2. Assistants and other posts of similar nature in Group ‘C’.

3. Steno-typists/Junior Scale and Senior Scale Stenographers / P.A.s

4. For commons cadre Group ‘D’ posts.

5. Drivers of Staff cars/Jeeps and other official vehicles.

2. The Administrative Reforms Department has reviewed the existing form and developed a

new form for each of the above mentioned category of employees, which are enclosed for adoption.

However, the department can make suitable alterations/modifications if they think appropriate in the

new form devised by the Administrative Reforms Department.

Yours faithfully

Sd/-

Under Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

A copy each with a copy of its enclosures is forwarded to the following for information and

necessary action :—

1) All the Financial Commissioners, Haryana.

2) All the Administrative Secretaries to Government, Haryana .

Sd/-

Under Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

To

(1) All the Financial Commissioners, Haryana;

(2) All the Administrative Secretaries to Government, Haryana

U. O. No. 61/28/94-S(1), Dated Chandigarh,  the 14-11-95

___________________
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GOVERNMENT OF HARYANA

FORM OF   ‘ANNUAL’   CONFIDENTIAL  REPORT’

(For Clerks and other posts of similar nature in Group ‘C’)

Department __________________________________________________________________

Office /Branch/Section __________________________________________________________

Period under Report ____________________________________________________________

Part-I

1. Name of the employee ________________________________________________________

2. Father’s name _______________________________________________________________

3. Designation of the post held___________________________________________________

Reporting ___________________ Reviewing__________________ Accepting_______________

Authority Authority Authority

Part-II

Important Notes : 1. Before writing the Annual Confidential Report, the

Reporting/Reviewing /Accepting Authorities should read

carefully the instructions given in the end of this form.

2. Unless otherwise specified to the contrary, the Reporting

Authority should make use of one of the grading i.e.,

‘Outstanding’, ‘Very Good’, ‘Good’, ‘Average’, ‘Below

Average’ in the Box/Blocks provided against each column.

1. Brief of Duties assigned

2. State of Health

3. Conduct and Character

4. Punctuality and Regularity and

Attendance.

5. Ability to get along and

behaviour with

(a) Superior officers (a)

(b) Colleagues (b)

(c) Public (c)



135

Confidential Reports

6. Amenability to Discipline

7. Devotion to duty and

Hardworking

8. General Intelligence and

keenness to learn

9. Knowledge about Department

/Branch/Office procedure

10. Proficiency in use of state

Language 'Hindi' in his day to

day Official work.

11. Whether employee stays at

his Headquarters after closing

of office and during holidays?

12. Proficiency and Accuracy in

Typing.

13. Proficiency in work of

maintenance of Registers, Files

and other record.

14. Initiative and willingness to

perform any job of responsibility.

15. Assessment of Integrity :

Has anything come to your

notice which reflect adversely on

the official 's integrity or his ability

to honestly execute his duties?

Reply in "Yes" or "No".

If yes, please give details,

16. Whether there are any 'Adverse

Remarks' on the work and conduct

of the employee?

Reply in "Yes" or "No".

If yes, please give details.

17. Has the official done any

outstanding or  notable work

meriting ? Reply in "Yes" or "No"

If yes, please give details.
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18. Suitability for promotion or

Higher Scale of pay.

19. Overall Grading based on the

assessment made from

Sr. No. 2 to 13.

Signature of the Reporting Authority

Name in Block Letters________________________

Designation _______________________________

Date _____________________________________

REMARKS  OF  THE  REVIEWING  AUTHORITY

(Tick (P) one of these items (a), (b) & (c) and strike out the remaining two)

(a) I endorse the above remarks

(b) I generally agree with the above views subject

to the following observations :-

____________________________________

____________________________________

(c) I do not agree with the above remarks in column

____________________________________

Signature of the Reviewing Authority

Name in Block Letters____________________

Designation ___________________________

Date ________________________________

REMARKS,  IF ANY,  OR  COUNTER  SIGNATURE  OF  THE  ACCEPTING  AUTHORITY

Signature of the Accepting Authority

Name in Block Letters_____________________

Designation ____________________________

Date __________________________________
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IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

1. The following prescribed time schedule for writing annual confidential Report may strictly

be adhered to :-

(a) The Reporting Authority must write the report before 15th April.

(b) The Reviewing Authority must record its comments before 30th April, and

(c) The Accepting Authority must record its acceptance before 15th May.

2. The Reporting Authority should use the prescribed terminology for each item and  write one

of the choices in the box-block mentioned against these items.

3. The Reporting Officer should record ‘adverse remarks',  if any, in column at Sr. No. 16 and

nothing be written along with the box-block meant for Grading only.

4. While recording remarks on “Integrity’ in column at Sr. No.15 instructions contained in para

4 of consolidated instructions  on confidential reports, read with instructions No. 61/20/85-

S (1), dated 12-12-1985 must be gone through carefully.

5. The Reporting Officer should make a mention of any defect noted any punishments inflicted

on the employee or written warnings (s) issued to him during the period under report to give

correct picture of his work and conduct.

6. The Report should be a true and objective assessment of the employee’s ability and character

as reflected in his day to day official work during the period under report.

7. Signatures in full alongwith date be put up by the Reporting/Reviewing/Accepting

Authorities.

____________
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GOVERNMENT OF HARYANA

FORM OF   ‘ANNUAL’   CONFIDENTIAL  REPORT’

(For Assistants and other posts of similar nature in Group ‘C’)

Department __________________________________________________________________

Office /Branch/Section __________________________________________________________

Period under Report ____________________________________________________________

Part-I

1. Name of the employee ________________________________________________________

2. Father’s name _______________________________________________________________

3. Designation of the post held___________________________________________________

Reporting ___________________ Reviewing__________________ Accepting_______________

Authority Authority Authority

Part-II

Important Notes : 1. Before writing the Annual Confidential Report, the

Reporting/Reviewing /Accepting Authorities should read

carefully the instructions given in the end of this form.

2. Unless otherwise specified to the contrary, the Reporting

Authority should make use of one of the gradings i.e.,

‘Outstanding’, ‘Very Good’, ‘Good’, ‘Average’, ‘Below

Average’ in the Box/Blocks provided against each column.

1. Brief of Duties assigned

2. State of Health

3. Conduct and Character

4. Punctuality and Regularity and

attendance.

5. Ability to get along and

behaviour with

(a) Superior officers (a)

(b) Colleagues (b)

(c) Public (c)
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6. Amenability to Discipline

7. Devotion to duty and

Hardworking

8. General Intelligence and

keenness to learn

9. Knowledge about Department

/Branch/Office procedure

10. Proficiency in use of State

Language 'Hindi',  in his day to

day Official work.

11. Whether employee stays at

his Headquarters after closing

of office and during holidays?

Reply in "Yes"  or  "No".

12. Promptness and Accuracy in

disposal of work.

13. Knowledge of Rules, Regula-

tions and instructions in

general and with particular

reference to the work allotted to him.

14. Quality of work

(Delete the sub-clause (s) which is/are

 not related to his work)

(a) Ability to apply the relevant   (a) 

Rules and regulations correctly.

(b) Capacity for examining cases( b)  

thoroughly and comprehensive

ness.

(c) Quality of Noting & Drafting (c)  

(d) Proficiency in Cash Handling (d) 

(e) Proficiency in Store Manage  (e)

ment.

(f) Proficiency in Account              (f)

Matters.
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15. Organisation of work:

a) Retrieval of papers/information

references.

b) Keeping the work place tidy

and the record systematic.

16. Assessment of Integrity :

Has anything come to your

notice which reflect adversely

on the official 's integrity or

his ability to honestly execute

his duties? Reply in "Yes"

or "No". If yes, please give details,

17. Whether there are any 'Adverse

Remarks' on the work and

conduct of the employee?

Reply in "Yes" or "No".

If yes, please give details.

18. Has the official done any

outstanding or  notable work

of merit ? Reply in "Yes" or "No"

If yes, please give details.

19. Suitability for promotion or

Higher Scale of pay.

(Use term "Fit" and "Not yet Fit"

or "Not Fit".)

20. Overall Grading based on the

assessment made from

Sr. No. 2 to 18.

Signature of the Reporting Authority

Name in Block Letters__________________________

Designation _________________________________

Date _______________________________________
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REMARKS   OF   THE   REVIEWING   AUTHORITY

(Tick one of these items (a), (b) & (c) and strike out the remaining two)

(a) I endorse the above remarks

(b) I generally agree with the above views subject to

the following observations.

______________________________________

(c) I do not agree with the above remarks in coloum

______________________________________

Signature of the Reviewing Authority

Name in Block Letters_____________________

Designation ____________________________

Date __________________________________

REMARKS, IF ANY, OR COUNTER SIGNATURE OF THE ACCEPTING AUTHORITY

Signature of the Accepting Authority

Name in Block Letters_____________________

Designation ____________________________

Date __________________________________

IMPORTANT  INSTRUCTIONS  FOR  FILLING  IN  THE  FORM

1. The following prescribed time schedule for writing annual confidential Report may strictly

be adhered to :-

(a) The Reporting Authority must write the report before 15th April.

(b) The Reviewing Authority must record its comments before 30th April and

(c) The Accepting Authority must record its acceptance before 15th May.

2. The Reporting Authority should use the prescribed terminology for each item and  write one

of the choices in the box-block mentioned against these items.

3. The Reporting Officer should record ‘adverse remarks” if any, in column at Sr. No. 17 and

nothing be written along with the box-block meant for Grading only.

4. While recording remarks on “Integrity’ in column at Sr. No.16 instructions contained in para

4 of consolidated instructions  on confidential reports, read with instructions No. 61/20/85-

S (1), dated 12-12-1985 must be gone through carefully.

5. The Reporting Officer should make a mention of any defect noted any punishments inflicted

on the employee or written warning (s) issued to him during the period under report to give

any correct picture of his work and conduct.

6. The Report should be a true and objective assessment of the employee’s ability and character

as reflected in his day to day official work during the period under report.

7. Signatures in full alongwith date be put up by the Reporting/Reviewing/Accepting

Authorities.
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GOVERNMENT OF HARYANA

FORM  OF  ‘ANNUAL  CONFIDENTIAL  REPORT’

(For Stenotypists /Junior Scale and Senior Scale Stenographers/P. As)

Department __________________________________________________________________

Office /Branch/Section __________________________________________________________

Period under Report ____________________________________________________________

Part-I

1. Name of the employee ________________________________________________________

2. Father’s name _______________________________________________________________

3. Designation of the post held___________________________________________________

Reporting ___________________ Reviewing__________________ Accepting_______________

Authority Authority Authority

Part-II

Important Notes : 1. Before writing the Annual Confidential Report, the

Reporting/Reviewing /Accepting Authorities should read

carefully the instructions given in the end of this form.

2. Unless otherwise specified to the contrary, the Reporting

Authority should make use of one of the gradings i.e.,

‘Outstanding’, ‘Very Good’, ‘Good’, ‘Average’, ‘Below

Average’ in the Box/Blocks provided against each column.

1. State of Health

2. Conduct and Character

3. Punctuality and Regularity and

Attendance.

4. Ability to get along and

behaviour with

(a) Superior officers (a)

(b) Colleagues (b)

(c) Public (c)

5. Amenability to Discipline



143

Confidential Reports

6. Devotion to duty and

Hardworking

7. General Intelligence and

keenness to learn

8. Knowledge about Department

/Branch and Office procedure

9. Proficiency is use of state

Language 'Hindi' in his day to

day Official work.

10. Whether employee stays at

his Headquarters after closing of

office and during holidays?

Reply in "Yes" or  "No"

11. Proficiency and stenography

and typing.

12.  Maintenance of engagement

diary and timely submission of

necessary papers for meetings ,

interviews etc.

13. Trust worthiness in handling

secret and top secret matters and papers.

14. Handling of Dak, Files, record

and management of his office.

15. Handling telephones, visitors

tour programmes and

engagements etc.

16. Assistance provided in making

his officer more effective

(checking on details), follow-ups,

feedback progress etc.

17. Assessment of Integrity :

Has anything come to your notice which

reflect adversely on the official 's integrity

or his ability to honestly execute his duties?

Reply in "Yes" or "No".

If yes, please give details.
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18. Whether there are any 'Adverse

Remarks' on the work and conduct

of the employee?

Reply in "Yes" or "No".

If yes, please give details.

19. Has the official done any

outstanding or  notable work

of merit ? Reply in "Yes" or "No"

If yes, please give details.

20. Suitability for promotion or

Higher Scale of pay.

(Use terms 'Fit' or 'Not yet fit' or

'Not Fit')

21. Overall Grading based on the

assessment made from

Sr. No. 2 to 19 above.

Signature of the Reporting Authority

Name in Block Letters__________________________

Designation _________________________________

Date _______________________________________

REMARKS  OF  THE  REVIEWING  AUTHORITY

(Tick one of these items (a), (b) & (c) and strike out the remaining two)

(a) I endorse the above remarks

(b) I generally agree with the above views subject to the

following observations.

______________________________________

______________________________________

(c) I do not agree with the above remarks in columns:

_____________________________________

Signature of the Reviewing Authority

Name in Block Letters_____________________

Designation ____________________________

Date __________________________________
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REMARKS, IF ANY, OR COUNTER SIGNATURE OF THE ACCEPTING AUTHORITY

Signature of the Accepting Authority

Name in Block Letters_____________________

Designation ____________________________

Date __________________________________

IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

1. The following prescribed time schedule for writing annual confidential Report may strictly

be adhered to :-

(a) The Reporting Authority must write the report before 15th April;

(b) The Reviewing Authority must record its comments before 30th April; and

(c) The Accepting Authority must record its acceptance before 15th May.

2. The Reporting Authority should use the prescribed terminology for each item and  write one

of the choices in the box-block mentioned against these items.

3. The Reporting Officer should record ‘adverse remarks” if any, in column at Sr. No. 18 and

nothing be written along with the box-block meant for Grading only.

4. While recording remarks on ‘Integrity’ in column at Sr. No.17 instructions contained in para

4 of consolidated instructions regarding confidential reports, read with the instructions No.

61/20/85-S (1), dated 12-12-1985 must be gone through carefully.

5. The Reporting Officer should make a mention of any defects noted any punishments inflicted

on the employee or written warning (s) issued to him during the period under report to give

a correct picture of his work and conduct.

6. The Report should be a true and objective assessment of the employee’s ability and character

as reflected in his day to day official work during the period under report.

7. Signatures in full alongwith date be put up by the Reporting/Reviewing/Accepting

Authorities.

________________
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GOVERNMENT OF HARYANA

FORM  OF  ‘ANNUAL’  CONFIDENTIAL  REPORT’

(For the common cadre group D posts)

Department __________________________________________________________________

Office /Branch/Section __________________________________________________________

Period under Report ____________________________________________________________

Part-I

1. Name of the employee ________________________________________________________

2. Father’s name _______________________________________________________________

3. Designation of the post held___________________________________________________

Reporting ___________________ Reviewing__________________ Accepting_______________

Authority Authority Authority

Part-II

Important Notes : 1. Before writing the Annual Confidential Report, the

Reporting/Reviewing /Accepting Authorities should read

carefully the instructions given in the end of this form.

2. Unless otherwise specified to the contrary, the Reporting

Authority should make use of one of the gradings i.e.,

‘Outstanding’, ‘Very Good’, ‘Good’, ‘Average’, ‘Below

Average’ in the Box/Blocks provided against each column.

1. State of Health

2. Conduct and Character

3. Punctuality and Regularity and

Attendance.

4. Amenability to Discipline

5. Devotion of duty and

Hardworking

6. Behaviour and obedience

7. Intelligence and fitness to do

the assigned tasks.
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8. Whether the employee stays at

his Headquarters after closing of

office and during holidays?

Reply in "Yes" or  "No"

9. Assessment to Integrity

10. Adverse Remarks on work

performance and conduct, if any.

Reply in "Yes" or "No".

If  "Yes" please give details.

11. Suitability for promotion or

Higher Scale of Pay (use term

"Fit" or "Not yet Fit" or "Not fit").

12. Overall Grading based on the

assessment made from

Sr. No. 2 to 10 above.

Signature of the Reporting Authority

Name in Block Letters__________________________

Designation _________________________________

Date _______________________________________

REMARKS, IF ANY, OR COUNTER SIGNATURE OF THE ACCEPTING  AUTHORITY

Signature of the Accepting Authority

Name in Block Letters_____________________

Designation ____________________________

Date __________________________________

IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

1. The following prescribed time schedule for writing annual confidential Report may strictly

be adhered to :-

(a) The Reporting Authority must write the report before 15th April.

(b) The Reviewing Authority must record its comments before 30th April  and

(c) The Accepting Authority must record its acceptance before 15th May.
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2. The Reporting Authority should use the prescribed terminology for each item and  write one

of the choices in the box-block mentioned against these items.

3. The Reporting Officer should record ‘adverse remarks” if any, in column at Sr. No. 10  and

nothing be written along with the box-block meant for Grading only.

4. While recording remarks on “Integrity’ in column at Sr. No.9 instructions contained in para

4 of consolidated instructions  on confidential reports, read with instructions No. 61/20/85-

S (1), dated 12-12-1985 must be gone through carefully.

5. The Reporting Officer should make a mention of any defects noted any punishments: inflicted

on the employee or written warning (s) issued to him during the period under report to give

correct picture of his work and conduct.

6. The Report should be a true and objective assessment of the employee’s ability and character

as reflected in his day to day official work during the period under report.

7. Signatures in full alongwith date be put up by the Reporting/Reviewing/Accepting

Authorities.

_____________
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GOVERNMENT OF HARYANA

FORM OF ‘ANNUAL CONFIDENTIAL REPORT OF DRIVERS’

(Applicable for Drivers of Staff Cars/Jeeps and other official Vehicles)

Department __________________________________________________________________

Office /Branch/Section __________________________________________________________

Period or Report ______________________________________________________________

Part-I

1. Name of the employee ________________________________________________________

2. Father’s name _______________________________________________________________

3. Designation of the post held___________________________________________________

Reporting ___________________ Reviewing__________________ Accepting_______________

Authority Authority Authority

Part-II

Important Notes : 1. Before writing the Annual Confidential Report, the

Reporting/Reviewing /Accepting Authorities should read

carefully the instructions given in the end of this form.

2. Unless otherwise specified to the contrary, the Reporting

Authority should make use of one of the grading i.e.,

‘Outstanding’, ‘Very Good’, ‘Good’, ‘Average’, ‘Below

Average’ in the Box/Blocks provided against each column.

1. State of Health

2. Punctuality and Devotion to

Duty.

3. Ability to get along with and

behaviour with

(a) Superior officers (a)

(b) Colleagues (b)

4. Whether the employee stays at

his Headquarters after closing of

office and during holidays?

(Reply in "Yes" or  "No")

5. Technical knowledge about the 

vehicle which he drives.
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6. Proficiency in safe driving &

Maintenance of the vehicle

7. Acquaintance with traffic rules 

and other road signs.

8. Does he maintain the log book

according to Govt. instructions?

(Reply in “Yes” or “No”)

If no, give brief description.

9. Assessment to Integrity :

Has anything come to your notice which

reflect adversely on the official 's integrity?

Reply in "Yes" or "No".

If yes, please give details.

10. Any other comments.

11. Overall Grading based on the

assessment made from Sr. No. 2 to 10 .

Signature of the Reporting Authority

Name in Block Letters__________________________

Designation _________________________________

Date _______________________________________

REMARKS  OF  THE REVIEWING  AUTHORITY

Signature of the Reviewing Authority

Name in Block Letters_____________________

Designation ____________________________

Date __________________________________

REMARKS, IF ANY, OR COUNTER SIGNATURE OF THE ACCEPTING  AUTHORITY

Signature of the Accepting Authority

Name in Block Letters_____________________

Designation ____________________________

Date __________________________________

_______________
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IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

1. The following prescribed time schedule for writing annual confidential Report may strictly

be adhered to :—

a) The Reporting Authority must write the report before 15th April.

b) The Reviewing Authority must record its comments before 30th April and

c) The Accepting Authority must record its acceptance before 15th May.

2. The Reporting Authority should use the prescribed terminology for each item and  write one

of the choices in the box-block mentioned against these items.

3. While recording remarks on “Integrity’ in column at Sr. No.9 instructions contained in para

4 of consolidated instructions  on confidential reports, read with instructions No. 61/20/85-

S (1), dated 12-12-1985 must be gone through carefully.

4. The Reporting Officer should make a mention of any defect noted any punishments inflicted

on the employee or written warning (s) issued to him during the period under report to give

correct picture of his work and conduct.

5. The Report should be a true and objective assessment of the employee’s ability and character

as reflected in his day to day official work during the period under report.

6. Signatures in full alongwith date be put up by the Reporting/Reviewing/Accepting

Authorities.

_________________
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No. 61/11/96–S(1)

From

The Chief Secretary to Government Haryana.

To

1. All Heads of Departments Commissioner, Ambala/Hisar/Rohtak/Gurgaon Divisions

All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana.

2. The Registrar, Punjab & Haryana High Court

Dated  Chandigarh, the  14-5-1996

Subject: Confidential Reports

Sir,

I am directed to invite your attention to para 2 to the booklet of Haryana Government

printed in year 1987 on consolidated instructions regarding confidential reports wherein it has been

interalia laid down that when an official is placed under suspension as a result of disciplinary

proceedings, the facts should be recorded in the personal file. Some departments have been referring

the cases to the Chief Secretary  (in Services-I Br.) for seeking advice on the point as to how the period

for which ACRs is not written should be treated? Whether the unwritten ACRs for that period are to

be treated as good or bad?

2. In the cases of promotion, crossing of Efficiency Bar and retention in service beyond 50/55

years certain annual confidential reports are to be kept in view for deciding such cases. In order to

avoid references on this point it is made clear that the period for which ACR has not been written i.e.

on account of suspension, absence due to leave or illness, termination of services or for any other

reason, ACR for that period should be treated as blank.

3. Other instructions regarding promotion, crossing of E.B. and retention in service beyond

50/55 years issued by the Govt. from time to time should be followed as hereto before.

Yours faithfully

Sd/-

Under Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

A copy each is forwarded to :-

(1) All the Financial Commissioners, Haryana;

(2) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Under Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

(1) All the Financial Commissioners, Haryana.

(2) All the Administrative Secretaries to Government, Haryana.

U.O.No.   61/11/96-S (1), Dated Chandigarh the 14-5-1996

________________
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No. 60/1/96-S(1)

From

The Chief Secretary to Government, Haryana

To

All Heads of Departments Commissioners, Ambala/Hisar/Rohtak/Gurgaon Divisions

All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana.

Dated Chandigarh, the  22-5-1996

Subject: Policy regarding writing of confidential reports of Superintendents of Police and other

officers.

Sir,

I am directed to invite your attention to the subject noted above and to say that the

Government has reconsidered the matter and decided that the confidential reports of the

Superintendents of Police will be initiated by the District Magistrates (Deputy Commissioners) on the

following three aspects:-

(i) Reputation for honesty.

(ii) Dealings with the public.

(iii) Overall personality and efficiency in the matter of maintenance of law and order and

also for maintaining and promoting communal harmony and curbing handling

communal tension.

2. The report with the remarks of the District Magistrate will be forwarded to the respective

Deputy Inspector General of the range.

3. These order will be applicable for writing ACRs for the year 1996-97 and onwards. The

instructions dated 25-6-88 issued by Haryana Government are hereby withdrawn.

4. As regards the Heads of the other departments (Who head that particular department in

the district) including Principal of Government colleges will continue to be recorded by the concerned

Deputy Commissioner. In addition the reports of the circle officers like Superintending Engineers

having jurisdiction over the district (where his Headquarter is located) will also be initiated by the

concerned Deputy Commissioner. This will be then recorded upon by the Divisional Commissioner. In

the case of the Superintending Engineers and other circle level officers, the Deputy Commissioner

will record his remarks on the following aspects.

(i) Reputation for honesty

(ii) Dealings with the public

(iii) Contribution towards implementation of government’s policies and development

schemes.

5. A flow chart regarding movements of ACRs is enclosed herewith for guidance.
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6. These instructions may kindly be brought to the notice of all concerned for compliance.

Yours faithfully

Sd/-

Joint Secretary , General Administration,

for  Chief  Secretary to Government,  Haryana.

A copy each is forwarded to :-

(i) All the Financial Commissioner, Haryana;

(ii) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Joint Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

(1) All the Financial Commissioners, Haryana.

(2) All the Administrative Secretaries to Government, Haryana.

U.O.No.   61/1/96-S (1), Dated Chandigarh the 22-5-1996

________________

Authorities for recording remarks in respect of officers of different level posted in the field.

S.No. Designation Reporting Authority Reporting Authority Reporting Authority

No. I No. II No. III

1      2                  3                      4                        5

1. IN CASE OF Deputy Commissioner D.I.G. of the Range Divisional Commissioner

SUPERINTENDENT

OF POLICE

Reporting Authority No. III will send it to the D.G.P at Chandigarh.

2. IN CASE OF Deputy Commissioner Divisional Commissioner                ____

SUPERINTENDING of the District

ENGINEERS where S.E. is posted

Reporting Authority No.  II will send it to the Head of the Department at Chandigarh.

3. IN CASE OF Deputy Commissioner                ____                ____

DISTRICT

HEADS

Deputy Commissioner will send it to the Head of the Department at Chandigarh.

_____________



155

Confidential Reports

No. 61/20/96-S(1)

From

The Chief Secretary to Government, Haryana.

To

1. All Heads of Departments, Commissioners, Ambala/Hisar/Rohtak/Gurgaon Divisions

All Deputy Commissioners and Sub all Divisional Officers (Civil) in Haryana

2. The Registrar, Punjab & Haryana High Court

Dated Chandigarh, the 22-7-1996

Subject : Confidential Reports-Consolidated Instructions regarding.

Sir,

I am directed to refer to composite Punjab Government Consolidated Circular letter No.

2334-ASI-60/15708, dated the 3rd May, 1960, as amended from time to time, on the subject noted

above and to say that Government have decided to make the following further amendment in the

instructions:—

The existing Paragraph 5 (iii) (b) may be substituted as under:-

5. (iii) (b) The Minister in-charge will also be the accepting authority in respect of those

Under Secretaries who submit their cases direct to the Secretary of the Department concerned

without routing them through any Joint/Deputy Secretary. In the case of other officers, the

Minister-in-charge would normally be neither a recording nor an accepting authority. He

would be competent, however, in any particular case, if he so chooses, to send for the

personal file of an officer and record such remarks therein as he considers should be made

on the basis of his personal knowledge. Such remarks should be recorded by him on the

ACR for the latest year written during his holding the charge of the concerned department,

within one month of the calling of the relevant ACR.

Yours faithfully,

Sd/-

Under  Secretary , General Administration,

for  Chief  Secretary to Government,  Haryana.

A copy each is forwarded to :–

(1) All the Financial Commissioners, Haryana

(2) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Under Secretary , General Administration,

for  Chief  Secretary to Government.,  Haryana.
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To

(1) All the Financial Commissioners, Haryana.

(2) All the Administrative Secretaries to Government, Haryana.

U. O. No. 61/20/96-S(1), Dated Chandigarh,  the 22-7-96

A copy each is forwarded to the Principal Secretary/Deputy Principal Secretary/Officer on

Special Duty/Secretaries /Private Secretaries to the Chief Minister/Ministers/ Chief Parliamentary

Secretary for the information of the Chief Minister / Ministers/ Chief Parliamentary Secretary.

Sd/-

Under  Secretary , General Administration,

for  Chief  Secretary to Government.,  Haryana.

To

The Principal Secretary/Deputy Principal Secretary /Officer on Special Duty / Secretaries /

Private Secertaries to the Chief Minister/Ministers /Chief Parliamentary Secretary.

U.O.No.   61/20/96-S (1), Dated Chandigarh the 22-7-96

___________
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No. 60/1/97-S (1)

From

The chief Secretary to Govt. Haryana.

To

1. All Heads of Departments, Commissioners, Ambala, Hisar, Rohtak and Gurgaon

Divisions,

2.. All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana.

Dated Chandigarh, the 13th June, 1997

Subject : Recording remarks on the ACRs of the officers of implementing Mewat Area Development

Project.

Sir,

I am directed to refer to the above noted subject and to say that in partial modification of

the Govt. Instructions issued vide circular letter No. 60/1/96-S (1) dt. 22-5-96 in the matter it has been

decided that ACRs of all the officers/officials of the Line Deptts. working for Mewat Development

Project in Mewat Area should be sent to Commissioner, Gurgaon Division by the initiating authority.

The Commissioner, Gurgaon Division will record his remarks about the performance / contribution of

the Officer/Official concerned in the implementation of Mewat Area Development Project and sent the

ACR to next reporting authority in order to have effective control for implementing the Mewat Area

Development Project.

2. These instructions may kindly be brought to the notice of all concerned for compliance.

Yours faithfully,

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

A copy each is forwarded to :-

(i) All the Financial Commissioners, Haryana.

(ii) All the Administrative Secretaries to Government, Haryana.

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

(i) All the Financial Commissioners, Haryana

(i) All the Administrative Secretaries to Government, Haryana.

U.O.No.   60/1/97-S (1)-A Dated Chandigarh the 13th June, 1997

________________
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No. 60/1/97- S(1)

From

The Chief Secretary to Government, Haryana.

To

(1) All Heads of Departments, Commissioner, Ambala/Hisar/Rohtak/Gurgaon

Divisions : All Deputy Commissioners and

All Sub Divisional Officers (C) in Haryana.

(2) The Registrar

Punjab and Haryana High Court

Dated Chandigarh, the 7th August, 1997

Subject : Writing of Confidential Reports in time — Instructions regarding.

Sir,

I am directed to refer to para 2 of the Consolidated Instructions regarding Confidential

Reports and Government instructions issued vide circular letters No. 60/2/85-S(1) dated 27th March,

1985, No. 60/3/91-S(1) dated 28-2-1992 and No. 60/1/93-S(1), dated 29-4-1993 on the above noted

subject and to say that  the following time schedule has been prescribed for writing of ACRs complete

in all respects so as to reach the authority responsible for maintaining the ACR files:-

(a) Reporting Authority shall initiate the annual confidential reports on time and ensure

that they reach the Reviewing Authority by 5th April.

(b) Reviewing Authority would send the reports to the Accepting, authority so as to

reach him by 20th April.

(c) The Report should be sent to the Head of department by 15th May.

2. It has come to the notice of the Government that some officers do not adhere to the above

time schedule for writing ACRs of the officers/officials. As a result of which, the service matters of the

officers/officials concerned keep on pending and acute hardship is faced on this account alone.

3. The Government have viewed this delay in writing ACRs seriously and it has been decided

that time schedule as mentioned above should be followed strictly. ACRs should be written by all the

officers of the State on time.

4. The pending reports should be written expeditiously failing which the defaulting officers

shall be liable for disciplinary action.

5. These instructions may please be brought to the notice of all concerned officers for strict

compliance and their information.

Yours faithfully,

Sd/-

Section Officer Services -I

for  Chief  Secretary to  Government,  Haryana
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A copy each is forwarded to all  the Financial Commissioners Haryana, and all Administrative

Secretaries to Government, Haryana for information and necessary action

Sd/-

Section Officer Services -I

for  Chief  Secretary to  Government,  Haryana.

To

(i) All the Financial Commissioners, Haryana

(ii) All the Administrative Secretaries to Government, Haryana

U.O.No.   60/4/97-S (1), Dated Chandigarh the 7th, August, 1997

A copy each is forwarded to the Principal Secretary/Deputy Principal Secretary/Officer on

Special Duty/Secretaries /Private Secretaries to the Chief Minister/Ministers/ State Ministers for the

information of the Chief Minister / Ministers/State Ministers.

Sd/-

Section Officer Services -I

for  Chief  Secretary to  Government,  Haryana.

To

The Principal Secretary/Deputy Principal Secretary/Officer on Special Duty/Secretaries /

Private Secretaries to the Chief Minister/Ministers/ State Ministers.

U.O.No. 60/4/97-S(1) Dated Chandigarh, the 7th August, 1997

No. 60/1/97-S(1) Dated Chandigarh the 7th August, 1997

A  copy each is forwarded to all the Managing Directors /Chief Administrators of the

Boards/Corporations in Haryana for information and necessary action.

Sd/-

Section Officer Services -I

for  Chief  Secretary to  Government,  Haryana.

_______________
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Subject : Regarding remarks in the ACR of the officers /officials for  rendering help in the

enforcement of prohibition in the state.

Will the

(1) The Financial Commissioner & Secretary to Govt, Haryana, Public Relations.

(2) Financial Commissioner & Secretary to Govt, Haryana , Home (Police);

(3) Commissioner & Secretary to Govt. Haryana, Education;

(4) Commissioner & Secretary to Govt. Haryana, Panchayat;

(5) Commissioner & Secretary to Govt. Haryana, Social Welfare;

(6) Commissioner & Secretary to Govt. Haryana, Health; and

(7) Commissioner & Secretary to Govt. Haryana, Ayurveda

departments kindly refer to the above noted subject ?

2. The matter cited as subject has been engaging the attention of the State Govt. for some

time past. In order to motivate the officers who are posted in the field in the departments like Education,

Panchayats, Public Relations, Social Welfare, Health and Ayurveda, Police and General Administration,

it has been decided that they should be duty bound to help and assists in the implementation of

Prohibition so as to implement the programme more effectively. For doing this, the following column

should be added in their ACRs :—

“Contribution made in the enforcement of Prohibition.” This will be commented upon by

the Reporting Officers of their own departments for officers upto the level of district heads.

3. They are requested to take further necessary action in the matter accordingly.

Sd/-

Section Officer Services-I

for  Chief  Secretary to Government,  Haryana.

To

(1) The Financial Commissioner & Secretary to Govt. Haryana, Public Relations

(2) Financial Commissioner & Secretary to Govt, Haryana, Home (Police),

(3) Commissioner & Secy. to Govt. Haryana, Education ;

(4) Commissioner & Secy. to Govt. Haryana, Panchayats ;

(5) Commissioner & Secy. to Govt. Haryana, Social Welfare ;

(6) Commissioner & Secy. to Govt. Haryana, Health ; and

(7) Commissioner & Secy. to Govt. Haryana, Ayurveda ,

U.O. No. 60/3/96-S Dated  Chandigarh the 26th August, 1997

No. 60/3/96-S Dated Chandigarh the 26th August, 1997

A copy each is forwarded to all the Divisional Commissioners, Deputy Commissioners,

Addl. Dy. Commissioners and S.D.O. (C) in the State for taking necessary action in respect of the

officers of the General Administration.

Sd/-

Section Officer Services-I

for  Chief  Secretary to Government,  Haryana.

____________
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DATE BOUND

No. 60/4/97-S(I)

From

The Chief Secretary to Government, Haryana

To

1. All Heads of Departments, Commissioners, Ambala/Hisar/Rohtak/Gurgaon Divisions

All Deputy Commissioners and Sub all Divisional Officers (Civil) in Haryana.

2. The Registrar,

Punjab & Haryana High Court

Dated Chandigarh, the 21st Noveber, 1997

Subject : Writing of Confidential Reports in time-Instructions regarding.

Sir,

I am directed to refer to para 2 of the Consolidated Instructions regarding Confidential

Reports and Government instructions issued vide circular letters No. 60/2/85 S(I), dated 27th March,

1985, No. 60/3/9-S(1) dated 28-2-1992, No. 60/1/93-S(1), dated 29-4-1993 and even No. dated  7 August,

1997 on the above noted subject and to say that it has come to the notice of the Government that

despite repeated instructions many officers have still not written ACRs of their subordinates. The

Government have taken very serious view of this lapse on their part.

2.  It has, therefore, been decided to direct all such officers, who have not written the ACRs

of their subordinates so far should write the pending ACRs within a week positively.

3. Those who have not written the ACRs of their subordinates, their explanation should be

called for taking disciplinary action against them.

4. It has also been decided that in the case of such officers who failed to write ACRs of their

subordinates in time, an entry to this effect may be made in their ACRs.

5. These instructions should be followed earnestly and meticulously and brought to the

notice of all concerned for strict compliance.

Yours faithfully

Sd/-

Section Officer Services-I

for  Chief  Secretary to  Government,  Haryana.
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A copy each in forwarded to all the Financial Commissioners, Haryana and All Administrative

Secretaries to Government, Haryana, for information and necessary action.

Sd/-

Section Officer Services-I

for  Chief  Secretary to  Government,  Haryana.

To

(i) All the Financial Commissioners, and;

(ii) All the Administrative Secretaries to Government, Haryana

U.O.No.   60/4/97-S (1), Dated Chandigarh the 21st -Nov, 1997

A copy each is forwarded to the Principal Secretary/Deputy Principal Secretary/Secretaries

/Private Secretaries to the Chief Minister/Minister/ State Ministers of the information for the Chief

Minister / Minister/State Ministers.

Sd/-

Section Officer Services-I

for  Chief  Secretary to  Government,  Haryana.

To

The Principal Secretary/ Dy. Principal Secretary/

Secretaries / Private Secretaries to the Chief Minister/

Ministers/State Ministers.

 U.O.No.   60/4/97-S (1), Dated Chandigarh the 21st  Nov, 1997

A copy each is forwarded to all the Managing Directors/Chief Administrators of the Boards/

Corporations in Haryana for information and necessary action.

Sd/-

Section Officer Services-I

for  Chief  Secretary to  Government,  Haryana.

____________
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No. 60/2/98-S(1)

From

The Chief Secretary to Government, Haryana

To

1. All Heads of Departments, Commissioners, Ambala/Hisar/Rohtak/Gurgaon Divisions

All the Deputy Commissioners and all Sub Divisional Officers (Civil) in Haryana.

2.. The Registrar,

Punjab & Haryana High Court.

Dated Chandigarh, the 12th May, 1998

Subject :  Confidential Reports-Consolidated Instructions regarding.

Sir

I am directed to refer to Composite; Punjab Government Consolidated Circular letter No.

2334-ASI-60/15708, dated the 3rd May, 1960 as amended from time to time, on the subject noted above

and to say that Government have decided to make that following further amendment in the

instructions:—

The existing Paragraph 5 (iii) (b) may be substituted as under :-

“5(iii) (b) The Minister-in-charge will also be the accepting authority in respect of all the

under Secretaries irrespective of the fact that they submit their cases direct to the Secretary

of the Department concerned, or through any Joint/Deputy Secretary. In the case of other

officers/officials subordinate to the Under Secretaries, the Minister -in-charge would

normally be neither a recording nor an accepting authority. He would be competent however,

in any particular case, if he so chooses, to sent for the personal file of an officer and record

such remarks therein as he considers should be made on the basis of his personal knowledge.

Such remarks should be recorded by him on the ACR for the latest year written during his

holding the charge of the concerned department, with in one month of the calling of the

relevant ACR.”

Yours faithfully

Sd/-

Under Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.
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A copy each is forwarded to  :-

1. All the Financial Commissioners, Haryana

2. All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Under Secretary , General Administration,

for  Chief  Secretary to  Government.,  Haryana.

To

1. All the Financial Commissioners, Haryana

2. All the Administrative Secretaries to Government, Haryana

U.O. No. 60/2/98-S(1) Dated Chandigarh the 12th May, 1998

A copy each is forwarded to the Principal Secretary/  Addl. Principal Secretary/Deputy

Principal Secretary/ Secretaries/ Private Secretaries to the Chief Minister /Ministers/Ministers of

State for the information of Chief Minister /Ministers/ Ministers of State.

Sd/-

Under Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The Principal Secretary/

Addl. Principal Secretary/Deputy Principal Secretary/

Secretaries/ Private Secretaries to the Chief Minister /

Ministers/Ministers of state

U.O.No.   60/2/98-S (1), Dated Chandigarh the 12th  May, 1998

_______________
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DATE BOUND

No. 60/4/97-S(1)

From

The Chief Secretary to Government Haryana

To

1. All Heads of Departments, Commissioners, Ambala / Hisar / Rohtak and Gurgaon

Divisions

All Deputy Commissioners and

All Sub Divisional Officers (Civil) in Haryana

2. The Registrar, Punjab & Haryana High Court

Dated Chandigarh, the 2 July 1998

Subject : Writing of Confidential Reports in time instructions regarding.

Sir,

I am directed to refer to para 2 of the Consolidated Instructions regarding  Confidential

Reports and Government, instructions issued vide circular letter No. 60/2/86-S(I) dated 27-3-1986,

No. 60/3/91-S(I), dated 28-2-1992, No. 60/1/93-S(I) dated 29-4-1993, and even No. dated 7-8-1997 and

21-11-1997 on the above noted subject and to say that it has come to the notice of the Government

that inspite of repeated instructions, ACRs. of the subordinates have not been written by the Officers.

The Government have taken serious note of it.

2. As per the time schedule prescribed, ACRs are to be completed by 14th of May each year.

In cases of delay, the service matters of the officers /officials concerned keep on pending and acute

hardship is faced on this account alone.

3. The disciplinary action is required to be taken against the officers who fail to comply with

the Government instructions regarding writing of ACRs besides making an entry to this effect in the

ACRs of such defaulting officers.

4. It has further been decided that names of the officers who do not comply with these

instructions and do not write  ACRs of their subordinates in time, should be brought to the notice of

their appointing authorities by 15th  of June each year for taking necessary disciplinary action and

making an entry in their ACRs for such a lapse on their part. In respect of the pending ACRs at

present, the above fact should be brought to the notice of such authorities by 20th of July, 1998 for

taking the desired action against the defaulting Officers.

5. It has also been decided to direct all such officers who have not written the ACRs of their

subordinates so far should write the pending ACRs. within 10 days positively from the date of issue

of these instructions.

6. These instructions should be brought notice of all concerned for strict compliance.

Yours faithfully

Sd/-

Section Officer Services-I

for  Chief  Secretary to  Government.,  Haryana.
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A copy each is forwarded to all the Financial Commissioners, Haryana and all Administrative

Secretaries to Government, Haryana, for information and necessary action.

Sd/-

Section Officer Services-I

for  Chief  Secretary to  Government,  Haryana.

To

1. All the Financial Commissioners, and

2. All the Administrative Secretaries to Government, Haryana

U.O.No.   60/4/97-S (1), Dated Chandigarh the 2nd  July, 1998

A copy each is forwarded to the Principal Secretary/  Addl. Principal Secretary/Deputy

Principal Secretary/ Secretaries/ Private Secretaries to the Chief Minister /Ministers/Seats Ministers

for the information of the Chief Minister /Ministers/ State Ministers.

Sd/-

Section Officer Services-I

for  Chief  Secretary to  Government,  Haryana.

To

The Principal Secretary/  Addl. Principal Secretary/

Deputy Principal Secretary/ Secretaries/ Private Secretaries to

the Chief Minister /Ministers/ State Ministers

U.O. No. 60/4/97-S(1) Dated Chandigarh, the 2nd July, 1998

Endst. No. 60/4/97-S(1) Dated Chandigarh the 2nd July, 1998

A copy each is forwarded to all the Managing Directors /Chief Administrators, of the

Boards/ Corporations in Haryana for information and necessary action.

Sd/-

Section Officer Services-I

for  Chief  Secretary to  Government,  Haryana.

____________
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Subject :  To prescribe authorities for writing ACRs of HCS officers.

Will all the Financial Commissioners and Administrative Secretaries to Government, Haryana

kindly refer to the State Government U. O. No. 31/1/86-S(I), dated 30.4.1986 on the Subject noted

above?

2. The matter cited as subject has again been considered and it has now been decided that

the Chief Minister will be accepting authority for recording A.C. Rs. of all the HCS officers working in

the State in addition to the present authorities recording the remarks in their ACRs. viz, initiating

authority, reviewing authority accepting authority. The ACRs will be submitted to the Chief Minister

for acceptance and all the authorities between the present authorities viz. Secretary Deputy/State

Minister and Minister will also record their marks before submitting the ACRs to the Chief Minister.

3. It has been observed that there are certain Heads of Departments whose ACRs are presently

not being submitted to the Chief Minister. After considering the matter, it has also been decided that

the Chief minister will be to the accepting authority in the case of all Heads of Departments and their

ACRs shall be submitted to the Chief Minister for acceptance in future.

4. These Instructions shall take place with immediate effect.

5. Please acknowledge the receipt of these instructions and these may be brought to the

notice of all the Officers/Officials concerned for strict compliance.

Sd/-

Under Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

To

All the Financial Commissioners, and Administrative

Secretaries to Government, Haryana.

U.O. No. 60/2/98-S(1) Dated Chandigarh, the 26th November, 1998

Endst. No. 60/2/98-S(1) Dated Chandigarh the 26th November, 1998

A copy each is forwarded for information and necessary action to :

1. All Heads of Departments

2. All the M. Ds./ Chief Administrators of  Corporations/Boards/Federations.

3. All the Divisional Commissioners and Deputy Commissioners  in Haryana.

Sd/-

Under Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

______________
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No. 60/3/98-S(1)

From

The Chief Secretary to Government, Haryana

To

1. All Heads of Departments

Commissioners, Ambala,  Hisar

Rohtak and Gurgaon Divisions

All Deputy Commissioners and

All Sub Divisional Officers (Civil) in Haryana

2. The Registrar,

Punjab & Haryana High Court.

Dated Chandigarh, the Jan. 4, 1999

Subject : Confidential Reports Consolidated instructions regarding.

Sir,

I am directed to address you on the subject noted above and to say that despite repeated

directions, it has been noticed that officers do not write ACRs of their subordinate within the prescribed

time schedule and in accordance with the Government instructions.

2 Inspite  of clear instructions in respect of report about integrity, reporting officers continue

to record non-committal remarks such as “Average”, "Satisfactory”, “No Complaint” etc. Similarly,

adverse remarks recorded in the ACRs are not conveyed promptly, nor are matter examined properly

and thoroughly. Decisions on representations against adverse remarks are not taken in time.

Departments continue to refer cases for advice even after taking final decision on such representation.

Cases are referred for advice for considering 2nd representation despite clear instructions that second

representation does not lie.

3.  I am, therefore, directed to reiterate that time schedule for writing ACRs should be strictly

adhered to, failing which disciplinary action would be taken against the defaulting officers and entry

to this effect made in the ACRs as per instructions.  A clear opinion should be stated above integrity

in the light of Government instructions. Adverse remarks should be conveyed promptly, examined

properly and thoroughly and a conscious decision should be taken well in time and overall assessment

of ACR should be categorised in recognised categorise only. Where instructions are already clear,

unnecessary references should be avoided.

4. These instructions may please be brought to the notice of all concerned for their information

and strict compliance.

Yours faithfully

Sd/-

Joint  Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana
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A copy each is forwarded to all the Financial Commissioner Haryana and all Administrative

Secretaries  to Government, Haryana for information and necessary action.

Sd/-

Joint  Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana

To

All the Financial Commissioners, and

All the Administrative Secretaries to Government, Haryana

U.O.No.   60/3/98-S (1), Dated Chandigarh the 4th Jan, 1999

A copy each is forwarded to the Principal Secretary/  Addl. Principal Secretary/Deputy

Principal Secretary/ Secretaries/ Private Secretaries to the Chief Minister /Ministers/ State Ministers

for the information of  the Chief Minister /Ministers/ State Ministers.

Sd/-

Joint  Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The Principal Secretary/Addl. Principal Secretary/Dy. Principal Secretary /

Secretaries/Private Secretaries to the Chief Minister/Ministers/States Ministers.

U.O. No. 60/3/98-S(1) Dated  Chandigarh, the 4th Jan. 1999

Endst. No. 60/3/98-S(1) Dated  Chandigarh the  4th Jan. 1999

A copy each is forwarded to all the Managing Directors /Chief Administrators of the

Boards/ Corporations in Haryana for information and necessary action.

Sd/-

Joint  Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

_____________
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No. 60/2/98-S(1)

From

The Chief Secretary to Government, Haryana.

To

1. All Heads of Departments, Commissioner, Ambala, Hisar,  Rohtak and Gurgaon

Divisions

2. All Deputy Commissioners and

All Sub Divisional Officers (Civil) in Haryana

Dated Chandigarh, the 2nd February, 1999

Subject :  Confidential Reports Consolidated instructions regarding.

Sir,

I am directed to refer to composite Punjab Government consolidated circular letter No.

2334-ASI-60/15708, dated the 3rd May, 1960 as amended from time to time, on the subject noted above

and to say that according to the existing provisions made in paragraph 5 (iii) (b) of the said instructions

Minister-in-charge is the accepting authority in respect of all the Under Secretaries irrespective of the

fact that they submit their cases direct to the Secretary of the Department concerned or through any

Joint Secretary/Deputy Secretary. In the case of other officers/ officials subordinate to the Under

Secretaries, he would normally be neither a recording nor an accepting authority. He would be competent,

however, in any particular case, if he so chooses, to sent for the personal file of an officer and record

such remarks therein as he considers should be made on the basis of his personal knowledge. This

position is in respect to the Staff (officers/officials) working under the Minister-in-charge in the

Administrative Department. In the case of officers/staff working under him in the directorate and field

offices, except the Head of the Department and HCS officers, he is not a recording/accepting authority.

There is at present no provision for calling the ACR of any officer/official working in the Directorates

for recording his views.

2. This matter has been re-examined by the Government and it has now been decided that the

Minister -in-charge may sent for the ACR of any officer, working in the Department (s) in the directorate

and field offices under his charge and record such remarks therein, as he considers necessary, on the

basis of his personal knowledge. Such remarks should be recorded by him in the ACR for the latest

year written during his holding the charge of the concerned department, within one month of the

calling of the relevant ACR.

3. These instructions will come into force with immediate effect.

4. These instructions may please be brought to the notice of all concerned for strict compliance.

Yours faithfully

Sd/-

Joint  Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.
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A copy each is forwarded to  :-

1. All the Financial Commissioners, to Government, Haryana and ;

2. All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Joint  Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana

To

1. All the Financial Commissioners to Government, Haryana ;  and

2. All the Administrative Secretaries to Government, Haryana.

U.O. No. 60/2/98-S(I) Dated Chandigarh the Feb. 2, 1999

A copy each is forwarded to the Principal Secretary/  Addl. Principal Secretary/Deputy

Principal Secretary/ Secretaries/ Private Secretaries to the Chief Minister /Ministers/Ministers of

State for the information of Chief Minister /Ministers/ Ministers of State.

Sd/-

Joint  Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana

To

The Principal Secretary/

Addl. Principal Secretary/Deputy Principal Secretary/

Secretaries/ Private Secretaries to the Chief Minister /

Ministers/Ministers of State

U.O. No. 60/2/98-S(1) Dated Chandigarh, the Feb. 2nd, 1999

Endst. No. 60/2/98-S(1) Dated Chandigarh the Feb. 2nd, 1999

A copy each is forwarded to all the Managing Directors /Chief Administrators of the

Boards/ Corporations in Haryana for information and necessary action.

Sd/-

Joint  Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.

______________
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No. 60/1/96-S(1)

From

The Chief Secretary to Government, Haryana

To

All Heads of Departments,  Commissioners, Ambala , Hisar,   Rohtak and Gurgaon Divisions

All the Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana.

Dated Chandigarh, the March 11th, 1999

Subject : Policy regarding writing of confidential reports of Superintendents of Police and other

officers.

Sir,

I am directed to refer to the subject noted above and to say that it has come to the notice

of the Government that the instructions issued vide Government circular letter. No. 60/1/98-S(I), dated

22-5-1996 (copy enclosed) are not being followed by the various officers/officials for writing ACRs of

the officers of the District level. I am, therefore, desired to request you to bring these instructions to

the notice of all concerned for strict compliance.

Yours faithfully

Sd/-

Section Officer,  Services-I,

for  Chief  Secretary to Government,  Haryana.

A copy each is forwarded to :-

(i) All the Financial Commissioners, Haryana and

(ii) All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-

Section Officer Services-I,

for  Chief  Secretary to  Government.,  Haryana.

To

(i) All the Financial Commissioners, Haryana,  and

(ii) All the Administrative Secretaries to Government, Haryana.

U.O. No. 60/1/96-S(1) Dated Chandigarh, the March 11, 1999

A copy to letter bearing  No. 60/1/96-S(I) dated 22-5-1996 from the chief Secretary to

Government Haryana addressed to All Heads of Departments, Commissioners Ambala, Hisar, Rohtak

and Gurgaon Divisions, All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana.
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Subject : Policy regarding writing of confidential reports of Superintendents of Police and other

officers.

Sir,

I am directed to invite your attention to the subject noted above and to say that the

Government, has reconsidered the matter and decided that the confidential reports of the

Superintendents of Police will be initiated by the District Magistrates (Deputy Commissioners) on the

following three aspects :-

(i) Reputation for honesty.

(ii) Dealing with the public.

(iii) Overall personality and efficiency in the matter of maintenance of law and order and

also for maintaining and promoting communal harmony and curbing/handling

communal tension.

2. The report with the remarks of the District Magistrate will be forwarded to the respective

Deputy Inspector General of the range.

3. These orders will be applicable for writing ACRs for the year 1996-97 and onwards. The

instructions dated 25-6-1988 issued by Haryana Government are hereby withdrawn.

4. As regards the Heads of the Other Departments (who head that particular department in

the district) including Principal of Government Colleges will continue to be recorded by the Concerned

Deputy Commissioner. In addition, the reports of the circle officers like Superintending Engineers

having jurisdiction over the district (where his Headquarter is located) will also be initiated by the

concerned Deputy Commissioner. This will be then recorded upon by the Divisional Commissioner. In

the case of the Superintending Engineers and other circle level officers, the Deputy Commissioner

will record his remarks on the following aspects :-

(i) Reputation for honesty.

(ii) Dealing with the public.

(iii) Contribution towards implementation of Governments Policies and development

schemes.

5. A flow chart regarding movement of ACRs is enclosed herewith for guidance.

6. These instructions may kindly be brought to the notice of all concerned for compliance.

________
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Authorities for recording remarks in respect of officers of different level posted in the field.

S.No. Designation Reporting Authority Reporting Authority Reporting Authority

           No. I          No. II           No. III

1         2             3               4                5

1. In case of Deputy Commissioner D.I.G. of the Range Divisional Commissioner

Superintendent

of police

Reporting Authority No. III will send it to the D.G.P at Chandigarh.

2. In case of Deputy Commissioner Divisional Commissioner                ____

Superintending of the District

engineers where S.E. is posted

Reporting Authority No. II will send it to the Head of the Department at Chandigarh.

3. In case of Deputy Commissioner                ____        ____

district heads

Deputy Commissioner will send it to the Head of the Department at Chandigarh.

_______________________
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No. 60/3/98-S(1)

From

The Chief Secretary to Government, Haryana

To

1. All Heads of Departments,

Commissioner, Ambala,  Hisar, Rohtak and Gurgaon Divisions.

All Deputy Commissioners; and

All Sub Divisional Officers (Civil) in Haryana.

2. The Registrar,

Punjab & Haryana High Court.

Dated Chandigarh, the April 8th,  1999

Subject :  Confidential Reports - Consolidated instructions regarding.

Sir,

I am directed to refer to Govt. circular letter No. 36/28/81-S(I), dated June 6, 1989 on the

above noted subject and to say that the annual confidential report which is graded as ‘average’ and

even if it does not contain any adverse remarks, is treated as adverse and it required to be communicated

to the officer/official concerned immediately after its receipt. As per provisions made in para 10 of the

consolidated instructions, an officer should not at any time be kept ignorant of the reporting officer’s

opinion, where his service is not considered satisfactory. Criticism should be communicated promptly

and should indicate the nature of defects in suitable language, so that officer is not deprived of the

right of representation. It is also pertinent to mention that Courts have tended to ignore such adverse

reports (average) which had not been conveyed and where an opportunity for representation was not

afforded to the officer concerned. In terms of Govt.,  instructions issued vide letter Nos. 5990-3S-72/

10852, dated 7-5-1974 and 953-3S-75. dated 1-5-1975, a certificate to ensure that adverse remarks are

communicated to the officer/official concerned is required to be furnished by all Heads officer, HOD

and Administrative Secretaries by the end of June each year (in the case of Education Deptt. at the

end of October each year) that adverse remarks given in the ACRs maintained  in that Department

have been communicated to the officer/official concerned. But it has come to the notice of the

Government that these instructions are not being followed meticulously which result in unnecessary

delay in deciding the service matters of the official officer concerned. A Disciplinary action is also

required to be taken against the defaulting officers for not complying with the Govt. instructions from

time to time. Any lapse in this regard should be viewed seriously.

2. It is , therefore, again reiterated that adverse remarks including ‘average’ grading should be

communicated to the official /officer concerned immediately after the receipt of such reports positively.

3. I am to request that these instructions may kindly be brought to the notice of all concerned

for strict compliance.

Yours faithfully

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to Government,  Haryana.
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A copy each is forwarded to : -

1. All the Financial Commissioners, Haryana

2. All the Administrative Secretaries, Haryana for their information and further

necessary action.

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

1. All the Financial Commissioners, Haryana; and

2. All the Administrative Secretaries, Haryana.

U.O.No.   60/3/98-S (1), Dated Chandigarh the 8th April, 1999

A copy each is forwarded to the Principal Secretary/Addl. Principal Secretary/ Dy. Principal

Secretary/ Secretaries/Private Secretaries to the Chief Minister/Ministers/State Ministers  for the

information of the Chief Minister / Ministers/State Ministers.

Sd/-

Joint Secretary, General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

 The Principal Secretary/Addl. Principal Secretary/ Dy. Principal Secretary/ Secretaries/

Private Secretaries to the Chief Minister/Ministers/State Ministers.

U.O.No.   60/3/98-S (1) Dated Chandigarh the 8th April, 1999

_____________
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No. 2/19/2001-2GSI

From

The Chief Secretary to Government, Haryana

To

1. All Heads of Departments, Commissioners, Ambala/Hisar/Rohtak/Gurgaon

Divisions;

2. The Registrar, Punjab & Haryana High Court, Chandigarh;

3. All Deputy Commissioners and Sub Divisional Officers (Civil) in the state.

Dated Chandigarh, the  22nd October, 2001.

Subject : Down-grading of A.C.R.s regarding.

___________

Sir,

I am directed to invite your attention to the instructions contained in Haryana Govt. Letter

No. 2/46/88-2GSI, dated 17th May, 1989 on the subject noted above which inter alia provide that if an

employee has been awarded a punishment for an act of omission or commission during a particular

period, his ACR of that year (i.e. the year in which the act of omission or commission took place) may

be suitably down-graded. It was also clarified that the extent of downgrading will be decided by the

authority passing final orders in promotion cases etc. and will depend on the nature of charges

proved against an individual and not merely on the amount of punishment awarded.

Clarifications were issued further vide Govt., instructions issued vide letter No. 2/46/88-

2GSI, dated 15th May, 1990 that no fresh separate show-cause notice is required to be issued for

down grading of A.C.R. and the orders of down grading of A.C.R. may be passed simultaneously

while issuing orders of punishment. However, in cases where punishment orders have already been

issued in which no mention about down-grading of A.C.R. has been made, then in such cases, for

down-grading of A.C.R., another show-cause notice may be issued in view of the punishment already

awarded.

It was also required that a copy of the orders down-grading of A.C.R. should be placed in

the ACR file of the employee concerned and a mention thereof may also be made in the ACR of that

particular year. Instructions were issued vide letter No. 2/46/88-2GSI, dated 6th January, 1992 also that

A.C.R. if once down-graded, the previous grading ceases to exist and the new grading will be taken

into account for all the cases where A.C.R's. are taken into consideration.

2. It has been observed by the State Government that the aforementioned Government

instructions are not being complied with. It has been noticed in a number of cases that the A.C.R's of

the employees concerned have not been down-graded as a sequel to the punishment awarded to

them. Resultantly, the employee concerned in such cases are being considered for promotion / retention

in service etc. on the basis of overall assessment based on the original gradation of A.C.R's. The

Government has viewed this lapse on the parts of the defaulting departments seriously.
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I have, therefore, been desired to reiterate the aforementioned Government instructions for

being adhered to meticulously. Accordingly, it is requested that orders of downgrading of A.C.R. (s)

should be passed simultaneously, while issuing orders of punishment and a copy thereof should be

placed in the A.C.R. file of the employee concerned besides mentioning about the down-grading in

the A.C.R. of that particular year. However, in cases, where punishment orders have already been

issued in which no mention about the down-grading has been made, another show-cause notice may

be issued for down grading the A.C.R.(s). The extent of down grading will be decided by the competent

authority for final orders in punishment/promotion cases etc.

In future, it may be ensured that fresh assessments of A.C.Rs are taken into account while

dealing with the cases of retention in service beyond 50/55 years/prompt cases/cases of efficiency

bar and any other cases where A.C.R's are to be taken into consideration . These instructions may

kindly be noted for compliance in future and should also be brought to the notice of all concerned for

necessary compliance.

Yours Faithfully

Sd/-

Under Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

A copy is forwarded to the Financial Commissioners / Commissioner & Secretary to

Government Haryana, for the information and necessary action.

Sd/-

Under Secretary , General Administration,

for  Chief  Secretary to  Government,  Haryana.

To

The  Financial Commissioners / Commissioners and

Secretaries to Government Haryana.

U. O. No. 2/19/2001-2GSI Dated Chandigarh, the 22nd October, 2001.

_____________

45781—C.S.—Item No. VII—H.G.P., Chd.
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