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PREFACE

After the formation of Haryana State, for the first time in 1985, Compendium of
instructions issued by the General Administration Department, Government of
Haryana, was published. This compendium was in two parts. Subsequently, in 1994,
all the instructions issued from 1985 upto that year, were published in the form of
another compendium. The next edition, which appeared in 2001, contained all the
instructions issued from 1994 until 2001. These four compendia are not easily available
and therefore could not be utilized fully. The earlier editions were not reprinted by the
Government. Moreover, each of these compendia contained instructions relating to
different subjects. Due to this, whenever a particular topic needed to be searched all the
four compendia had to be scanned. Besides, a large number of instructions were also
issued after 2001. This also made the updation of these compendia necessary.

Therefore, it was decided to compile the contents of these compendia in a
subject-wise fashion. It would require nine volumes, replacing all the four earlier
compendia, i.e., those published in 1985, 1994 and 2001. The present compendium is
the seventh volume in this series and relates to “Performance Appraisal”.

The new Compendia would also be available on the websites
www.haryana.gov.in and www.csharyana.gov.in. Interested persons can easily
download them or any part thereof. The compendia would also be circulated amongst
all Administrative Secretaries, Heads of Departments and other offices. The public can
also obtain them from the market.

Efforts have been made to include all available Government instructions issued
by General Administration Department of the Haryana Government till 30"June, 2009.
Although we have taken all possible precautions while compiling the Compendia,
there may be some omission or lapse on our part. We would welcome any feedback or
suggestion from users of the Compendia.

I acknowledge the hard work put in by the GS-III Branch of General
Administration Department, in general, and Shri Rajeev Ranjan, IAS, Joint Secretary,
Shri Sushil Kumar Jain, Under Secretary, Sh. Subhash Ahuja, Superintendent
and Smt. Raj Kumari, Assistant, in particular, for compiling all Compendia in a very
short period of time. Shri Vikas Yadav, HCS, Controller, Printing & Stationary,
Shri Vishal Chadha, PCAT, and their team of officials also took steps to ensure a speedy
publication. They deserve our appreciation.

I hope that this Compendium would be handy and useful to all concerned.

Dated Chandigarh, DHARAM VIR
The 1% July,, 2009 Chief Secretary to Government, Haryana.
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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. 15851-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




Confidential Reports

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:—

@ 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.

(i) 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.

(i)  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-ASI1-61/7762, dated 1st March, 1961.

W) 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- (5)-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-SI1-(5) 68/3454, dated 8th February. 1968.

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

@)  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.

(i) 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

@ii)  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-AS1-62/5649, dated 17th February. 1962.

(i) 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.

(i) 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.

0. 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.

(i) 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

9




Compendium of Instructions on Performance Appraisal — Vol. VII
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promptly and should indicate in suitable language the nature of the defects in
question ;

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 ;

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;

remarks in cases in which the Government or head of a department or other officer
suspends judgement should not be communicated ;

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

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.—

®
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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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(i) 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.

(1i1) 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-AS1-62/5649, 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-AS1-G1/7762, dated 1st March, 1961.

) 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. 15172-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-AS1-64/35707, dated 16th November. 1964.
Explanatory Notes.—

@ Before passing final orders on a representation against adverse remarks, the
comments of the reporting authorities should invariably be obtained.
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(i) Ifarepresentation 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-AS81-61/25227, 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.—(1) 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. 3871-S.11 (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—
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(b)
©

(d)

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 ;

all communications conveying adverse remarks ;

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;

a copy of the orders granting advance increments.

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

(i)

(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’.

Inregard 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:—

() 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-AS1-63/4655, 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 ;

(©) 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.—

@ As aresult 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

(i) 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-AS1-64/2377, dated 17th January, 1964.

(i) 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
aV.IP, 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. 1485-AS1-61/7762, 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.—

@) 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. 1960.

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:—

) The personal files of all officers of the .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.

(i) 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-AS1-62/5649, 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-AS1-64/2377, 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
NB.— (I)  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’

Confidential Reports

(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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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-ASI1-64/24104, 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—

@) reputation of honesty
@)  relationship with public ; and
(i) 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—

@ 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 ;

(i) 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

Name

Post held

Date of birth

Scale of pay

Educational Qualification

Branch to which/ Office to whom attached
Can he read and write Punjabi/Hindi/ English

®© NN kLD =

Observation
(@ Intelligence
(i)  Amenability to discipline
(i) 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-ASI1-65/40176
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.

@ 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.

(i) 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 .

27




Compendium of Instructions on Performance Appraisal — Vol. VII

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,

Iam 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

Sdy/-
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

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 :

@ The Financial Commissioner , Haryana.

(i) 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;

) 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. 6718-35-68/1581
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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i fFefofae fagvarst w R yehe o W wew ® -

(1) g e T I9- o™ STeitersn

(%) TR & R | gfassan

(@) o ¥ g

() W AR R Afrad, T G sk e S we W waEm
(2) o= faamn & foren sfereer

(®) AR & R ¥ gfassan

(@) S S

(1) oo AT 9 WER F AT B W A T FE

TWEHR = 31 ot foran 2 for wifawr F 37- s o & &<t womaa sfremal (Gazetted
Officers) & &™ W RAE ¥ AR yoe o, g I sftmRal At swm T F (1) ¥ @ &
frRivmrst W 3R s siferemRar 9t R -Iu-9w (2) F & v fagvarst w Raid forw g8 fofa st
Afew F e & o awr o 3

WA,
s/ -
3I7-afE, Torited va A,
FHo. I Aa, BRA0T WEHER|
Teh - Qe il -

(1) faogea, v, sRamm

(2) & Tl gfua, SR wWER|

(3) WR oot e feegmer, sRamm @ eSSt o 2
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FHIE 1910-3-THo 69 /18079

& g, sRamm WaER|

BRamm & W favmmemer,
T IR AUSA, AT
T I 3R IT-AvEA Siferem

femien @vdnTE 23 TEE, 1969
fav . =i Moeia Rad -ufvaw sgiral gRm wEm
w2y,

T TR ford fawa At 3R e fea™ 3iR a8 e o e g0 @ T deferm wtanRal =t
¥ Mg Raret & gftvee sngfemal g e & IR § Ueh a1 SO e ofed B T B O
JeE @ A AY B, WEl ufee sngfed & Ui uftded s W ol 3w sngfea forem @
FftrmRal & wrg oot & forg S fear wmr e @ @ A foram @ foR safern uftes wE o afew
ITRTE M 3@ fava R faer fvar w2 3R 7 e ? 2w @ A Ruafy St a8 siik A @
g, for A segfer aiteet = &) afew Iwewen B 39 o1 RN 98 8 fF Swew 9 o ue dhaw
TR I B, T I W AT D € A A i O AR I B, A IIRA I A U A A
I5 | TR AR I8 TR ¢ fF 9 w0 TR FEn Y ufvee snafe gfea @ o @ See
A BN qE I fIar o 2 for 3/ Haftw A A W FA & o wae e =it gl U v
2 for 3@ we o w6 snafea it =8 afew daw ST 2, @l 2 sk 3@ Shm 78 @ver
T HHA ; TAT A HE ITeA oo g A 75 hae R AW & waer A B wwar 2 R | e aam
I g S foRar o @ fF W ot anffer Rard F seaferaar foret W # o % sngferal & fawe
gfedeT W famm fra Siar 2 @ s 3R U ST W R ATt weERal ot g8 TRy wmaerh
¥ o e e
2 R SR 2 R 3@ v A wfta Sen .

wa<d,
el ./ -
39 gfE, Aeias va 49
Fd e Aiua, BRA0T TWHER - 1
T -k Ufet: -
1. foamea, v, o T |tE, sRamn weR w gEere e o 2
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|l 6186-3 TH0-69/

& afE, sRann waER|

BRamm & aft fasmmeas, sEEd sEETen wUsd qu
TR IJUGFT I IT-AUSA eI

faieR TvshTe 10 feewr, 1969
fwg . Wi R -giee w0 @ fee wfde
ST of,

2 gfiree o & g yfodent ¥ dafera aRe= 9@ 2334 -T-T8-1- 60 /15708, faiew
3 W2, 1960 W Iooiftad ORI SR & U 11 F 3R &AW e 9 I8 we o ew g B R
TWEHR B LA | V8 AT 3¢ 8 51 i a8 wraman o for R ey ot siferemiRay 7 ufeerer e
T W ¥ T (Y B Ig 916 § 98 U 30 2 fR VA SR e o 3R faen | e e o
FMUR a1 SR & AT T 21 R T8 TR ARTST el 3 3R ST el & foh a8 39 e
F AW F U G HRGE N WC FAR T5 S AT a9 SIS & faeg 8 6l 54
A W SR 1 e 8 foR v el ot 38 ey | faRy wmar s wiee iR a8 A
AT =feY R afe i e 38 TER Y T SR HEE i HAUR R Y W 98 SeEEes
AT WA BN

2. T ¥ Y 2 R A 3w 39 & Famw & s w9 @ o WmEn R @
&I § G Ud ARIeYE & folg amn S

oo,

eEe afE, (TemE)
FHd A AiuE, BRA0T TWER

T gfa fefoRaa & gomr & o et o @ -
faargera, Tore, sRamm Wt wEEen |iue, sRamn WaER |
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HHIEH 160-3 TE-70/9698

@& 9, sRavn wWER|

BRamm & Tf IJuge

ferier =vsnte: 23 31, 1970
fAyg .- ATV FERIA G T T8 T IFASTATTT & qR § HA F RwiRa
e,

T A ARAAR, T AE, T6 FA, IR WHR, & INGd [0 W FE. T FHh
9/29 /68 TaMETE. (III) i 24 fFawr, 1968 &t fd smoet AT <9 & ford N9 &1 3w g3n
21 IR FRY TR o 2 R sEuTa @ wudiTE SRl & wW W aifve Mo Rad forad
TG I AR RaTTa 9 e R X S ANl Tl A W T 9| 39 99 h foren & st
FETTE T TIATE, ARG Y Ik ARTeT & ford e i of e s

aed,
AR, = AR,
R | (JemeT)
Fa. = 9, sRamn WER|

A 160-3 T 70 /9698, fadle =wvene 23 38, 1970

1 o 9, SoRish ot 9T afed, STged, SR HUSd, SRS STa, Y aaers 9
ETTE FEaE! & ford foh st 2)

2. I IRy 2 fr 3 Sugeal snft 9t arfter Mo Raid foraa wvm St AT
Raora @ TEEE A W T A AT A A | W

T g afea, 8 AR, WRA WWER, 7S Gl Sl BRI WHR & T7 FAE 5531/ -3
Ta.- 69 femia 25 WE 1969 & Fa™ A G St WA )

T 9 6 AT SRAT A I AEHT FHE 12623 - 3 TA.- 69, el 5 T,
1970 & ATl A I Woll WA 21
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HAIH 1430-3 TE-71/5968

& afE, sRavn wWaER|

BRamm & aeft fovmmeae
FHIFTR IFAET Hed 3R A IJugerd
qA IYHSA AR

femier =wvdhTe 31 W, 1971
favg .- forem @ ot Tomfm AtmRal | aitfe Meig Rad s ar Aif
R,

T I8 HE T oW g0 ¢ R @ w oW SRW & SER g steiterl, 39 - ufer
FEferan! aa 3 favmn & foren sferemiRal @ ften & asft Tomta siftemRal & @™ R aiftes Mo
Raret A e FefoRen fRvast ® foor v & & o @ew & -

() qfera sreierer o I9-gferd sediers

(1) TFE & SR § gfs

(2) T ¥ G

(3) @ 9R R Afeae a1 faftr seen e @@ § e
(@) = fawmn & foren sifered @ astt aeutE s

(P % o & ferell & fS&ue <t mfve &):
1) THFER

(
(2) T ¥ wE
(3) T ASAISH 9o WER A AR A IW FA F FE

U () A 3 A SferRal & aR F RaE fora 9t wefy sRamm weR & = ww
6718 -3 T&- 68 /27185, fa-iich, 24 IR, 1968, FHih 6718 - TH. - 68 /27937, faeiich 1 T+ 1968
TAT FHH 6718 -3 G- 68 /1581, TaAih 20 TaQ 1969 A & T 21 AN (W) A I A AferawRAy
& &M R R fora & ford 7w Fofa foran mn 2 for 37 siftremiRay &6t RAE 37 Reporting Authority
BN initiate T W FT TIA ITGFA D Aol IR | FATA, IUGFA IO R R e
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Tt famr & Reggn vaRdt & 7@ a8 Raie @it 9ot s & Rl it sffeR s Jusd
& W ¥ Regdan vkt ot 9 9t stawaenar w8l 21 3 fReral & suee ¥ U snawaw @ fR
e faaT e St e SifereRRal & Mot R wet #f Reifén valkdt & weanq Suge g/
e fuiRa Tegsll W W@ & o’ stawas Hiem 991¢ T2 39 A 98 o ffde forar s fr
39 R =t fore & ol st Regdn valiRét = 2 anfer Surgera =t Raid St stferenmdt & W Sio
¥ fegma = =

et & 7 wofae sfteRal & o) § Sugerdl gw Rad o & smew sRamm wear
& gRUT FAIH 397-3 THE-69 /6274 w4 /7 319, 1969 50 W4 fFd o1 g 7, I o A
oo wfesll % fUdiTe Tfiet 81 TR =9 ool & 3T AU SRR WA 8l 811 38 SifaRerd
Ta-de Aol hiclol Ageh & AT T I hiclol 1 T T TTh N A T8 BN afery
I 99 A [T Sew 39 BT d% quied fRd g w e S

A Y 2 T o feaed suem & ol Aie o o Wi

L Crin

B/ -
J9-afrE, Temiae vE ¥am,
Fa.: & A, sRamn wWER|

T -Y Ui foargea aora, sRamm 9 sRan & et ymee wfe @ geed v
FEAF FEATE 3G Holl o B
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e afa sRawm R @t R ¥ sRamm & st fosmnems enfe @ ufafafa
. 2817 -va-femiw 10 wE, 1971 AT 2

1 e faarger o A Ty afe, SRATT SREhR ST el AR & URIA HAleh
1624 -3 T8~ 71 a1 31 9T 1971 BRT SRS fawd W T AT 0 e &t 3iR e &t ot
T8 BT AT AT fof THaT Ta & folg oM vl & SFeaiRal & U8 ARTel o1 3 eRie=n 9 o
T B, I Af, sRan aeR (YA AT SN AR WA B I ® oy 9 W

2. I T AR W GATGAR R T # 3R gw foig forer e @ f wifesr A 9% w5
|t AT SR WY qm wAl AHeled Sl AR & folg TEd Y We)

3. T 9T ol [N T |
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®Ah 3600-3 T-71/17241

@& 9, sRavn wWaER|

BRamm & W favmmene,
GFT IR WA 3R
T IS A IT-HASA AR |

e =vshTe, 18 &I 1971
favr:  forem & @t voulra afteeRal w o esig Rafe & o ar =ifa
HEe,

= o7 gam 2 f& F s e Swem faww W sRan weR & aRaw weew
1430 - 3T /5968, faian 30 A= 1971 &t AR feelrs: 3k &g for e A & srpEwr el & =it
Tt sftreRal A aiftfer Mo Rdle gsat 39 Raifén wakdw s s ifde (initiate) &t &
T SUFE 3 Rarad R e @9 el v & Reggn vaider ot o 21 3 de
T I8 TOe FEN B fR o al § wombe sfteRal & W @ aR A favmmeme & sifaRe sk
ford ot famit siferen@ grr Rdfe =8t foredt et 2 A W& <) % RAIE veel Iuged g/ oy s
A 3K zEh are g R wafera favmmeas A S0 I wifEe) a5 W v frar o @ fR
T ¥ Ul 3R faa R wam & ol o Rad & =ik wt(form) deifera fasmn swr €
| U St Wl B
2. I Y IR 2 R Sa Rl A suen & foR Ae aw form s
ae,
BEA/ -
3 -9fE, Askfaed va I,
o, A Aa BRAT WER|

T gfe faamger worea, sRamn sk sRamn & &t yomaetta e @ g T savas
FEAE 3G Wil Wl B

43




Compendium of Instructions on Performance Appraisal — Vol. VII

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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HATH 6838-3-Ydo-71/31493

& gfva, sRamnn wear|

()  BRamm & e favmmee,
G SR AV AT |37 I 3R I - AVSe Jiferenndt|

(i) IR, aoE qa1 SRAT Iw =EAeE T BRAT & @i foren 9 ')
N |

e TUSHTE 3 /8 FaRK, 1971
favg ;. Mg RAE -giee s & fre sf@e
R,

T2 e gan 2 6 & smo o e Swgd fawa W sRamm weER & wRew waew
6186 - 3 -THo - 69, famiaR 10 fF@weR, 1969 F 3R faams: 3K =g for a7 7ga sEATT=H o
fRaefsn o 2 ff SR 7= & T At 1E e @ aEeE N 1T W SRS WER & e
Famd ¥ (v faoml & fog sfvmenl ) aftee siftremRal o Raem® irresponsible 3R
reckless R W malafide & allegations TS S 2 mﬁﬂﬁ / SRR SR Afier Mo
Raret ¥ ==t uftrest woml & fawg sl o Rafén snfradl & fawg 518 T agfame veviams
TS S 71 I8 RRwei & faeg wHaE! 2 3 TaR 28 IR 3 2@t 21 g fFolg forar wmr
? {20 O & W & o W FEaE F SR 9 e wHad/ AR Sl SR @it
AR e ot W (S Y ven gt et/ Siftrentd ) T ool 7 o /R W) A SR e
Sha srEmEE FREE i W gafe 3@ 9" W R T e 2w wRar /s
FHIRAl & gfrere faeoml & fiee sifv@e o o fRy aaer st =g

2. I 3T A R 2 7 A e 37 & Fomwr § M R @ w9 Wl FERal &
&I § gI U9 ANIEEH & ol @Ig Wg |
NI,
B/ -
39 ik, Astide U9 A4,
FHd : T Afua, SR TWER
T -vE gf Fefaied @ gee & ol S o 2 -
1 faargera, wora, Bfamn g sRan & wvh weeEtE |fE)
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No. 8367-35-71/36929
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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e afvE, sRamnm @R &t AR | gfafef s 1283-3 wE, 72/4813,
i 18 weadl, 1972 A & Wit Rvmneas TR *° WRE 2

faw - frem & @i e afteRal w aiffe Mo Rad forem ar =i

72 few gam 2 fr & s eam Swie fawa W sRamn weR & aRaw wiw 1430- 3
Ta-71/5958, feier 30 WM, 1971 &t 3R foors fored s ot & sifaReaa o s = on foF
Iy e & & Tt bRl & afte Mo Rad 3§ s R forawr & fore gem 21
=@ ool ¥ Ramn Usa el 9 & wEATsie. 9 veEEeA, (S.D.0.s & XENs) F Musa R
R IugET g RAaraa R et & et R ST faem fomar e 2 sl el a o weee v @
e g8 i foran fof Surgera ¥4 SiftrenRal ot SAMER & |aeh 9 e Aemsl 3R TR ) S
T I FA F FW T D AR A o Rarene wafom sferemRal sk Mo Rad ¥ foremr ot swg
o faem foraae @er Jaw sRamn o fasel O o o AW 99 sl siftreRay @t Rard fastent
AL & TR g0 ford T & T IugEl & faeRl A e § @ s

FR IR 8 T IR feead e & forg e R o WY 3R 3@ 9 A a9
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wAH 2390-3 TF 72 /10913

& afE, sRavn WaER|
¥ 9,
(1) =Ramm & &sh faswneas, stgea swETen AUed
T IIEGFT A IT-AUSA JRN
(2) orgr us qur eRawn I=u ~me qer
T e qen w7 =

femren 19 318, 1972
favg:  Rfawee 83 e Ruddecw &t aiitfed Musig Raid foraw ar +if

3 Tew gan 2 T & smueRt oo Suded fava W wge uwe & 9RaA e 14102 S
1-57 /22998, f&=ieh 15 =R 1957 A& %A 10542 -5t |11- 59 /26741, feetan 17 feawsr 1959 (9
o 2) & AR Rewal 9t ik ey ik smre: foR 3 aRea § oo T feemal @ srER wew
% Jged ¥ fv & Rfaswe 23 site Rudaren (e afde daat sfoer <t wferer & o 2)
= Afer Mo Rad § I sifeRal ot fReferiaa faRioaiet ® s foem yee & & fog @em
-

1 AR,

2. ST A G qn

3. faerm@ AreFst T WER A AT A/ @ FA H FE

WHR & 3@ A 31 8 for Sudara siftremfar ot anfies o Raret =t foraamr & v Aif
E T O W B I W WaER + vty foren @ R Rfaser ¥ e Rurddew e afdter e
JftheR oft Tfeer B &1 Mo RO Sa it & it fasmig seger g fordl smt =g 3ik
Jga a1e 37 Rlet A Tged SFATA AV i Woll | AT S AUSH I W AR A
IR faRuast & R ¥ s faem foraat RalE =t snrelt RafEm v (S wvew & smga ot
fawmr g/ wset & (Indicate) &7t AT A S <

2 3T A SR 2 R INe fEemdl & e & ol e o forar 9 3R =8 T3 Y e
SE(
I,
BEAER
Fd: T qiud BRAT WHR|
T -Tah Ui 3eREahl afed a3t foarger, sfamn qon sRamn & ws yamasa |fa @
FE TA AT Hol T 2
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WA 4643-3 T@-72/21708
& afa, sRann weERr|

(1) =Ramwm & &7t favmmeae,
A, IFECAT AISA, TAT T IUGSFT TF 3T AUSA RN |

(2) R, doE qo1 BRI oo AR qAq
BRam &\ foren 9 3 =

femien avdnTg, 21 SR, 1972

favg - WMo Rafe- gorar o= W &M
ey,

2 few gam 2 foR H sueRt e Swie fawa W wged uoe & aRew s 2334 TTE
1- 60 /15708, fmiaR 3 91, 1960 & W- 9 it 3R felrs: 3R 7aTs: foh 380 T & 9 voraemed A (11)
¥ g8 wamrn T 2 Ao Rae & smur W SR fRr S A geter o et ateial 7 gl
IR a1 38 IR S Heferd e 96 AR ol e el B, 3R W fRU W wfeY) g
FfaRea sRamn war & aRaa smEm: i 2817 Ta.- 71, femiw 10 98, 1971 3/ 98 feemd o &t
T2 R TR qweEr W & fore g ol & siftriRal & gwer 93 S e @ a8 Anie geterd fasmr
R QY T w5 R T R W

2. TR JUN & AR T DT AT T THR B ARG /FHARA b TR | I TWHR
7 fotr forn 2 o 37 9 § woT- T SR wafed Teed afEl W SHe R M & 9w
B e TieRRal g7 o fRy Sg)

I,

B/ -
J9-9iE, Tomias ga da
Fd: e afE, sRamn wWER|

v gfy FefoRad < ao=rd vd sTavae wEaret 3 e Wt 8 -
BRa & W faaged @ TEeE |t
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®Ah - 5010-3-Yd-72/265555

& afE, sRavn WaER|

sRamm & &sft IJurged
i =g 7 RewR, 1972,

favr. - Ritgae Feeie v e Ritgae sewier =it aiftfe e Rad e ar)
e,

A 3R ST fRfigare sereiet ot Torea dhal & fefeel 3 aenR &t 3R & ST SwalTell HUse
% GG U BT AT B 31X 9 TR IR i SIS ST AUSH Tl W @ T SR et ST
Bl 3 WEHR 7 75 g foran 8 Rfigare sereier Ton sifeede Rftgare sereier ot sger swaret seer
% TRE EER I I YT B B I e Mg Rard defera Surger g ford o & ae snge
I We ot Rrad R et & ot Siol S o 3R STge SRaTen wuee s e RS
FH & IW 39 Raret o fafdr oo sRarm & s &=

TEA/ -
3J9 gfE, AsHiaes gd |4y,
Fd: & afE, sRamn wWaER|

WAl 5010 -3 TE-72 /26526, feien =vshTe 7 RawR, 1972

Ton Ui STe, 3FETen Wuee fafer wwret qun |ta, sRamn war, fafer fasmr @@ sae
I Al 2591 fa i 16 IRTE, 1972 & EN | GO TAT SNEEEE FRGE G Aol ol 2
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HHIEH 7012-3 QE 72 /31509

& afvE, sRavn R

(1) =Ramwm & &% favmmeas, swgaq sFETen wUew
A AT UG T IT-HUSA Rl ERamm

(2) WRER uTE T ERAOT I R J°q
BRaT & | e 9 =3 =

e =USTE, 30 SRR, 1972 /2 FERR, 19721
fowm .- =t Ao & FFRAl @t e Mo Rad forem ar)
HEre,

2 Few g3n 2 o smue e Sudera fava W wge Ioe WeRR & aRaT wie 7814 -T
T~ 65/27821, fadia 10 30T, 1965 (U Geret B) A 3R s, 3R 7qre; fof SWed w3 & @y
I AN ® FHARA S A Mg Rad foraw & forg W FeiRa forar T/ am wER 7 3@ T
T M R O R fmar 2 stk fol foan 2 R e 9ot & weRal & o Rad wet ¥
Freafafaa wem =t ser faar s -

(9)  Ifhe fit for promotion to the grade of Jamadar/ Daftri/Record Lifter etc.
AT TR T R FAfeiRad ar wem s @ s -

"Whether the employee has been able satisfactorily to discharge the duties of his office."

2. FIAT T A D AR IET FRamE F Y SR Moa R & § snawaed qadien
T W)
W
BEAER,
39w e TE AaTg

Fa: {= A BRAT WER|

T -Ta g sRamm & @it e qun sRaon & asft wee wfal @ g v
T FRGAE 3g Aol S B
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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.

()] 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,

Iam 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.”

I. Sub para one “The authorities mentioned at (i) (ii) and (iv) above and the
Immediately Heads of departments in the case of officers at (iii) above will
below paragraph receive the confidential reports and convey adverse remarks/
17@v) 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
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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 :—
(€)) The Financial Commissioner, Revenue, Haryana.

) 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,

Iam 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 :(—

@ 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.

(I) 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 :—

() The Financial Commissioner, Revenue, Haryana.

(i) 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;
) 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.QO’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;
(@) Other .LA.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.

) 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 :—

L 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.

I The explanatory note below Paragraph 5 may be substituted as under :—

@ 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.

II.  The following is added as explanatory note (ii) below Paragraph 5 ;

(i) 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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The existing Paragraph 8 (ii) may be substituted as under:—

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 :—

(M)
(i)

The Financial Commissioner, Revenue, Haryana
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

(@) All Heads of Departments ;
The Commissioners, Ambala and Hisar Divisions ;
all Deputy Commissioners,
all Sub Divisional Officers in Haryana.

) 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,
Iam 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 :

1) 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

The Chief Secretary to Govt., Haryana.

(6))] All Heads of Departments, The Commissioners Ambala and Hisar Divisions,
all Deputy Commissioners and all Sub-Divisional Officers in Haryana.

(i)  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.
5(iv)

The existing paragraph 5 (iv) may be substituted as under :—

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.

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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A 3784 -3-Qdo 74/

& afE, sRavn wWaER|

1 BRamT & Wt fovmneas, st sRETen 9
RER AUSA, O IUGFT AT IT-ASA AR

2. KR, 99@ qur eRamn I AEeE a9
BiRamm & | fSten o ' —awnehe |

e =UENTE, 8 JTER, 1974

fovg . affe Mo R A oot glvge ROR =90 @ I/ @ | W AR D
farg fry I Sf@eT 9 3@ W fog W fAefg & quf

wEe,

Mo Rt wvareh wofera fReeal & 3w 10 () F=0 13 (1) () ¥ 78 F+a1 ™02 fo*
e Mot A ¥ oot gftree feoafirmt wafea sifoe ot g s ot 1 =feg oo aftes
R = & 9 T @ U Ui EEad S @ aRa 9ol § @l o =@1ie gl

HHAMRA! S Fareid 90 3+ Aa1 Al R A0 o 997 9RT 9ol & 3UR W R &1
AR e | s IR T8 HISE #6gd S ol 2 o 78 7ar 78 ovran o gfoenet faem ford st
&l Fad fhy M7 8| 1 I Raoh g JA¥EeT dfed 8 a1 |8

2. WHR = 78 A W = fran 2 stk 7 folg foran 2 o6 < wfterer fomm sem forg oG,
T I7 Raems FE AlEET e 8 @ 39 o ik gfoe R e aet 1 ) o fear i fR
B ECCE I G| C O, Al 377 3R W I JAERT W hEeT B WY A 39 hae F SR
(af iR @R = fFar WY) 9§ S8 73 W o= I we) afe giee feR sem @ heen forr
TR 9 A I 99 91 Ifiene R o RAE | € v W 39 YR wRarE @ ReR @ A
T Al TR & e # 0 Rl s et g g@ent e 99

Haa,
39 G, Tomiae vd ¥4y,
Fd: 9 afE, sRamT aE|

T - gfd foargea sRamn g sRamn & & yereeta |l @ geeed 9o srawaes
FEAE g Woll Wl 2

64




Confidential Reports

qureh,

@& 9, sRavn wWaER|
¥ar A

BRamm & Tf IJuge

el HHIH 6143 -3 TH-74/

feieR TvdRe 20 FEwR, 1974

o -  sdvavE /wwdigd. AER @ ROt ® TIEE @ 98 W AfRaEd €9
¥ e fRar wT-afitfes Mo R s )

JMETATE. /AN T, RGN TG - TG W TARANHSN & JaEeh & 9€ W oY o &
FEl A ATRATCTRT T FE ST Al 1 BIl 8 AT IHhell H BT 8 3 Hel AR FH HE I
faRera dR W fear Sian 21 5 wvu A I8 wad o @ ¢ o o Ruiferent & S @ oied 5
oAl &t RO sremr A ot ot =nfee a1 o Rad == siftremiRal & sk 39 #vga it/
R e FE R g9 foredl Wit € I RAIferet & o gt st feRer e =

2. T AW R R o1 g8 fAulg forn e 2 o7 ot W@ sifteiRal & o SRarferaRt & ue
T A AR R W 2 T8l R & & & aR | 3enT Rad ford oW &1 sagaenan =&l 21
Hael I JUHIRA ! FRUIerehT & & & R | 3o Raie fordl S0 89 58T § hael SRaferent
® JIAEE h UE W HE R @ B

BEA/ -
YH A TS
IR gfE, gene,
A A AiE, BRAOT WEHR|
WHIh 6143-3 TA-74/ felen =vERTe 20-11-74

Toh - oh R 3gerd, 3RO a1 f8R wveer ol o= 9 Sasdeh shiars! ag Seil W
-
TEAT/ -
IR AfE, g9mE,
Fa. = 9, sRamn WER|

U - Qe 9fd Aged UF afud, SRAT WaR, T 6T [GHET, J931 Mg aEe [ mT
BRATOT T gEAd Wl S B
g/ -
IR gfE, Jane,
Fa. = 9, sRamn WER|

65




Compendium of Instructions on Performance Appraisal — Vol. VII

HAIh 182-3 YA-75/4694

& afE, sRavn WaER|

(1) = fasmmeae
(2) vl & mgEd T BRANT & W IuRgE|
femien =vERTe 17 Wad, 1975

favg: - FEYETE/ ALY F@wRa & aitfes Mg Rad e @ g ot
frafRa w=m

wEe,

IR faw &t 3R e i g7 M2 a5 T o W g3 @ R aow R & aam H
s 2 for favml o faum & e SRuRIEl A M R die STE.QNE. /TaaE. sifteniRar @t
e Moeg Rard frr- Bt fawmi g fafte &t % foraard Sl 21 31 ARl o TeReden oF &
forg war 3 3w g fAvig foen ? fF suga sfteiRal & aftier Moiig Rad WIRTG R g/
FreiiRa forg 77 wRt & ol omr R, IR 97 MEUTE A By W R A Bl AT Wies A
T ST WER F R FaRee A1 3@ w6 T gfd geere g B

2. ST eh UAANTE. JATURRA ol gFY 2, Usd R + Aot famn @ T 5 sifteniRar =
A Mot R <7t woa war g7 FeiRa fre v w@ § ot S o) 29w oY v of <9
ol B

3. =R, o 9o e anEl, sRaT g SR R S ¥eT @ {6 98 IR TR & wE
I BT T IR TTT 0 TTeh § W/ of Ik STgehal Ig4 R fI9RT 3 ®E i 98t o Frar
T

FE FRY ? R SEyTE /vudE sfteial @t aifte Moeg Rad FeiRa e 3 &
for@t w9
e,
BEA/ -
(I TUE)
R AferE, e,
Fa: qeT qfud, sRAOT TWER

66




Confidential Reports

HHI 182 -3 TA-75/4695 ferer 17 wead, 1975
T 9f SeReh aied FefoRad @l g don stavad wEaE! 3 Wen S 8-
(1) faogea sRamm,

(2) =Rawm = & ymmEeEE |ta

I W FRY 2 fF I 0 a1 3 feT & i RRAREA § R e 9T SO
AT AR, AR F q¥ 1974 - 75 0 AMfier Mo RAE qrer 7@ A0 wE |§ B foraarg e
—
(I A1 T )
AR A, g
Fa. A v, BRAT WER|

Y. SHich 182 -3 TA-75/4696 fesie 17 wRad, 1975

T i =, JE0T T o Annll SRATT Sl gerd 9 Savdd wrRdarE! 3 St S
B1 I8 W 7 R W @ S wE R SUAeR 39 & W | W o difch fONRT STasaeaEr. 39
wE S a3 ¥ war w1 gE S SRy R o @ fR w W o wiw - wie @t ufver e =
oo & wam & fog e 9

I |faa, gamEH,
HA: A g, BRAT WHR|

c ~>

67




Compendium of Instructions on Performance Appraisal — Vol. VII

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.
PARTII 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
(i) 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.

(© 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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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.

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.

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.

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.

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.

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.

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.

Rerata

woeq e (-
(s, T s, s,
s, stad & )
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No. 953-3S-75/
From

The Chief Secretary to Government, Haryana.

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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wAH 5321-3 TA-75/16049

& afE, sRavn WaER|

(1)  =Ramm & &t fawmmeas
(2) SgEa sEETen qen fBER wUedl
AR, =vSTE, 5 9, 1975

fawr. - favmmaat (Ffae wRAE ¥ AfeRat w Siewx) o @ FEio e §
Feftern golfE @ aifte Mueg Rael ar)

w2y,

72 75 few g3 ® fF & et oo SWie fawa W 29 favmr & aRas s 3461-3 vE
74 /12910, {1 3 S, 1974 &t 3R fears: 3R oa1s; fof WXaR & e o 3w @ o o fasm s
IRFT IR TR T A TE e @ St yar (Interpret) 8 R S w1 2 T IR A
g Muria RAdE oeqa e @ Usel favmig 9= g)1 e oot =181 fhg o @ 31 13 98 O e
w1 fdw gam 2 fF et TRl & Wl X ww Radw e WA @ wEAw (Accepting
authority ) & &7 % Sio & 74 3= fasmia w3t &1 o7 (First accepting authority ) & & % Rarea
T e @ forg ol W ) e 3 sl A sue & forg Ae o forr e T 5@ v A
EECIIRE 1]
ECER
I9 G, AstHider vd |41g,
Fa. & afE, sRamn WaER|
T -Tan gia faargea sRamm qeon sRamn & w3 somedia wfal @ geend qu srawaes
TR 3G SO0 W B
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W 7102-3 TH-75/27446
v
Feeg v, ERAT SR
Far A
BRamn & @ft favmmener,
FgFA FEen A AR wusd,
R & T IugFT TA ITULA  Jferh

femier, =venTe, 8 fmwR, 1975
favg - foren & ot Tofe afteRal w aiffe Mo Rad ferem ar)
ey,

= Rw g3 2 fF § s oo SWew faww w ERamn weER & uRea wEw
1430- 3 TH-71/5968, faqier 30-3-1971 &t 3R oo 3R wars: fob TR & @~ A 3man 2 fF
Aren o favmr & e sifvearstt, fsme @ &= (Revenue district Co-terminus) S8l & 3R
FWEAR W g ¥ 3fern el o B 2, i Mo Rad ) daet 3@ S & Sugea & (FeifRa o=
T3 W) Raraia R wwam o 7, o foren ¥ 38 wiert sifvaw &1 @ (Head quarter)
BN I8 I Sk TE B I T Remd i 3R T FRA W AN I8 Fe & Hew gan @ R e
FEER SRSt @ s st (e ot arffer o Rad w Sugera s ferate forasr &
forg wwer 2) o o & U ¥ e Rl A B @ A st siftremRa @t Mo Rad w FuiRa de
fogall ™ 37 ot Iugeal gr Rarene for o wnfed - e vl & 31 siforemiRal = &t &= 2
A o fawm & wEed geite)l & Mo Rad foraam & fore 9o @8 B & s
THIR g V0 FEE oA @t RAE (initiate) & SIFY =1fRY 3R 3Iaa oe 98 Raid @i
wafea Iugead (R - o foren o e IonfR W F™ &7 Tedr 21 ) W ¥ vt Iugad o e
e ReAts el WY 3R I9ah a1e a8 Raid 379 aitcs Iugerd ol 9 3 | aResaW SUgerT
Wmﬁﬁﬁwmmﬁmﬁwmmﬁ%(Junlormost)
W'@f (Seniormost)maﬁalﬁ—ﬁlﬁ 3 Rema Rere & & forg 1St 9™ (Senior
most) ITIFT ENT I8 RAC FAART & 3WTel TARST 3T AT SR &l oo & oY | s FHstor s
(MTUEIR, T @ T e ) FOI FEER SR & Mo RO wH # IWE AR
Iugerdl ¥ Rarea RarE Feam R smawdes (Provision) & o 721 38 ®F & 5 fAfde forar s fo
(Senior most) I gRT Rerard forad T & a1e 98 RAIE smmen ot 3eARE =t sisht o) 78 fvk
g 1974 -75 RAE F AN BRI 1974 - 75 R o RAE Haw e & Iugad gW o fordt T 2 37
Tl A o W@Wﬁﬁ?%%ﬁfﬁﬁﬂﬁﬁﬁ@ (Separate A.C.R, Proforma) Soat Ia
(Policy) & Waferen Rarca qawiet oheal off wie|

wadg,
I9 GftE, qemide vd |4,
Fd: A afeE, BRAT S|
T - U g el o geee v stavas wRiErE! 3 Wen ol 8-
(1) faogew, sRawm
(2) =Ramm & w7 ymmEE |f@)
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HATH 12060 3 TE.-75/36710
YR
@& afvE, sRavn Rl

Far A
1 BRamm & wft fasmmeer,
FIFA FTeN A1 BER AU, T
BRaAT & Wt U T IwvE Jiferena

2. AR, 9@ T BRATT I e a9
BRam &\ foren 9o 7 =

femier, denTe 16 feEweR, 1975
faw - e RAE wrEa R
HEed,

IR fawg ot 3R e e 8¢ 99 9% we o oW g3n @ fF WeR & e F s
2 fF F - aiftfer Mo Rada 7 3w 5 § Mo R 2t 2, arraret & s s
AT @ A B FN-F AW (documents/files), @t dR W, wfrare @ circulating branch
& Wegw ¥ B A § e B 21 g fafyr sEdvee @ 9o 3@ UeR A ¥¥ ARl R Mo
AR 78 o o el ST R 3T A SFRY A a1 fFew gan 2 for wifaw F 3@ ' cases e
H T A AR A YA IR FwEA B 37 W confidential forar st =wfey 3ii 3= Mo &9 F As
e fordmh § A9 =t s W& document/files woRaTE! # S o1 IR giteantoT forar smeam)

AT T TH Y AN T D e A IR FErE 2 o A | Sk g9 o7 i wma
LIRS
J9 qfE, Aemides vd |4g,
Fd: e v, SRAT WER|
T - Qe Ofd eRamn & e aen a5 ey afEl ot geed a0 Savas Srare!
G Nl W )
SCri
J9 qfE, Aemides vd |4,
Fd: e v, BRAT WER|
Far A
faamgera sfamn Fon sRamm & s ymmee |fa)

JAEEST HHIH 12060 -3 TE-75 feien =vdnTe, feeweR, 1975
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wAE 9776-3 TE-75
v

& afE, sRavn WaER|
Jar A

1. sRawm & &% fasmmee,

FIFT I 9 BER wUSA TRl
BRAT & Wt U T IwEA e

2. ATgR uoE qur ERamn I e 99
BRam & W foren e w5 =

feien, =vshTg, 22 SHEQ, 1976
favg .- 9ed smuR W Fgea FRal /AfteRal A aiifE Mo Raide @R
e,

TWEHR & A A 3 2 o s fawml & deef SmuR W e o aTel Sea / sifereniat
i Mo Rada 78 foraard w1 @ 2, sEfer Mo Rada sl Tdfed Reaa § 08 g wraeen
T8 2 foF W wrRal 9 Mee RaE T okt 9 3R T Remdl & seed w9 @ I qX SR
T e T oW g3 B foh T SnuR R oW setenial @t anfties Mo Rade Fafie 9k w foraarg
TR | SR SR B R Y fRerd s i e o @ Wi R seids & o ¥ gear |
e R & forg o @ S

EARIECIERCIRC I CRICE ]
¥,
I 4feE, TomiaeE T A4,
FH: e afE, sRamn WER|
v -gan Ofa faamgerd, sRamm @on sRamn & asft wemeen el S g 9 srawaes
FEEE ¥ Sl Wt 8
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wHIH 5158-3 TA-76 /19330

@& 9, sRavn wWER|

(1) =Ramwm & &7t fasmmeae,
G, IR T AR HUS,
BRATOT & T IJUFT TAT IS eI

(2) <R, 9o T sRamn
IJo A qAT BRA0T & A
TS = |= ~mmenan

femien 21 S, 1976

faw - e Mon RAE v & 1w 7o W RAE o o @ i/ st @
T s TR

ey,

I fawa &t 3R e oo ge 2 9w we o few gan @ foR uw Afew W smn @ fR
S A1t Mg A v @ s 75 W Rt Bt @ S IR I W IE: Rad o s A
FREFRY/ A T AW ALl foran S e a8 wane A B o 9w U foRe e @t Rad &
T 21 3 g8 Fol forar w2 it Mo Rt & & T W S/ At @ Am
foran S 3T & S 2 R S e 37 el @ e wied aftERal @ e | 9 3R a9
e forar w8 & e gea ¥ aree e S 2)

e,
BT/ -
Fa. & 9, sRamn WER|
Jar A
fegera, sRamm
(1) =Ramwm & a7t yamEeE |f@

A hHAIh 5158 -3 TH-76/ feien 31 S, 1976
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FAS 6639-3 TA-76/24486

& afE, sRavn wWaER|

(1) =Rawm & wft favmmess,
FE, I T feaR Avsd,
R & W IuFd TAT IS Jifer
(2) <R, 9o @ sRawn
Joa R 9 sRamn & |t
[EEICRIRE R R

i =g, 9 fawsR, 1976

favz-  affew Moeig Rad vt & 7@ 7o W RAd N afdg oo Rad @ o o
HHEN /A w1 am forewr "

ey,

IRET faw R e e BRamT WaR & uReA wHiE 5158 -3 TH- 76/ 19330, fArw
21-7-1976 & 3R feern Sren 2 fomd @7 giua frn on for o Moda Radt & 1@s 7o w
e forg T ot Tt/ SRR R A forear W1 38 e W3R fer fmar T 2 ik aw ol
forn T 2 fF S aiffe Aot RAE v ¥ st g W ord W ¥ Se | TS W st
FHAN / FER 1 AW o & -9 T 7% R R A sty ot se qen Raid foram
T T SN g EER W Ry WY s s 2 fR e o el @ wsh wwfra
FferRAl & e ¥ & ¢ 3R 7 gefaa fra w3 Rewdl @ gear @ e & 7w

e,
39 afE, @ T B,
Fa: e 9, sRamn wWaER|

T - U g iR o geeme 9o Savas wEarEl 2 Well W 8 -
(1) faogea, sRawm
(2) sRamm & @ geEEE |tE)
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®HIH 1267-3 TE-76/24570

qureh,
@& 9, sRavn wWER|
¥ar A
R & wf favmmese,
HUSA H gFT qA

T IUgEd T 39 Aqvsd e (Fafee))

e, @vnTe, 13 &R, 1976
v Iv wvew FfteRal (Rifder) g/ Iv wvew, wla wiaRal = Mg Rad e

are A
wEreg,

IR fawg w sRamn wWaER & 9Ra= wHew 3062 - 3 TH-73, oAl 14-8-73 g0 &
Tt T feemdl @ SR # g5 T fEa o 2 f W sfteRal /. weteiRal (Seewmar 3T g
JTelersh T sRan T skl AT & 39 wved i) A Mo Raet w39 Aved siftrena
(fofaer) srr FwferRae fargall @ som fomm semt die R foraat STgel ot 99t W 7, 39 aR
¥ wafeua 39 wved et (fafaer) 3 v 8 s Rerane foraant wvafeerd Sugerl t Si9H ® 3R
T 9R § TEU IUgHd @t IR ¥ R W um A ueien e ) Srasaswdr 78 2

(%) wwafa SR/ Fed g) fear @ asan
(@) Zaer

IS,
Fa. = 9, sRamn WER|

e - Yen Of faargera qun sRamn & et gemedhia el B Swie 99 & gedl F g
TA FETH FEAE 2g Holl ot 2
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favg - AR & TIEeht @t aiftier Mg Rad formaer ar ifn

T AGFT UG i, SRAVT WEHR T ME faRT oar Iuged faw W s s
FAE 8264 -F-76 faAin 16-9-76 & AR A IN?

2. THA JATER FIRIMeI & JoEeh ot anfdes mo-ig Rad Iugera gw initiate &t s
2, AU & JGF EN review it A 2 qu A ve afud e wee favmn grr accept @it
T 8 aeg @8 v o+ applicable 2 wecht @ wafe wfa T e e wuee & sge &
RS B IR TET AUSA D T F ARG AT IE A i B 38 9R | WaER F g formn
2 for 3@ A A TRaferaa & gemEe @t Mo Raid Suge gw initiate 3t W sik wfie g
e faRT g wER review &t SR @ 91e X Wued & g g review iR 9 & Iwe
FR - g7 accept F W) Fw Ao ¥ RAE IREaEr & foraars s )

3. T FA wEET ¥ <@ forr B

YN 1Y T
3R wfE, game,
FHd & |fE, BRamn WEHR|

FYFT VT |iva, SRAT WER AT TET [O9RT 9o snged sraren/ fBaR wvesd @t
T 3 S W B
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No. 8562-3S-76/32073
From
The Chief Secretary to Government, Haryana.

To
(6))] All Heads of Departments,
Commissioners Ambala & Hisar Divisions,
All Deputy Commissioners and all
Sub Divisional Officers (Civil) in Haryana.
(i)  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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wAS 1731-3 T4.-77 /20257
& afE, sRavn wWaER|

R & WT U, T, e/ fFaR Avee|
e 26 SR, 1977

favg:  foenm & a4 Tomfe afteRaY w aiffer Mo Rafe o e

e,

Iodaa fava X 29 fawmr & aRu= weies 7102 - 3 T8 - 27446, oA 8 -9 - 75 & 3R &=
oo 5T 2 317 | I7 STy A o few 530 2 R et 9 (1) et sifSre, At o s
HUSHA IR ST (2 ) FRIRN SR ST o TG T e AUS S ST (3 ) et
ST AT UF SIS W e AUSd SRR WY 9 (4) et SR, T O A
T T AU Jedeh, [T e T @ siftres foel § ugdn 2, o1 wey @ e uF & AR
AA] e TR R 3 AR e st @ Mo Rad fora R @ foa forr e @ fe
T FEEN ARES A At Mo R ® daat 36 Rer & Sugaa sw FeiRa 99 gsgst
R oot Rare ot wig, @ e A 37 i@ site=astt o e Headquarter Rem 21

¥ad,
YN A1 T,
R 9=, gIneT
FHA: & AfE, R WER|
Toh i e U9 afa sRamn SR i T faenT sl g ve stavad wraret 3y
e 21
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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. 7165-35-77/28841 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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fawg .- sRamwm waw 4% Ret & = F@ T FfteRal /wdwRa & aitfe g
Rad fRw gfaffer s e am

T {E GfE, BRANT WEHR (FAER TE GUR AR ) g Sugad v WS
eSTehT Al 31/1/9-1 W 78 /4333, fiAler 28-8-78 T =M sk 31/1/9-1 WA-78
feiE 3-1-79 & 3R &= A7

2, IHFT T B qY 3T W NN T T@ T A I8 faemn wewa 2 fn sRamon waw {
T Aol SRl /FHARA it anfen Mo Rare fagw gfafAfer sRamn gr o foredt 9 s@ 9fen
R afafafer sfamm & 9@ = afy 5= o @ sfoeR fgea @ st IS st W 31/1/9 -1
qq-78 fomier 31-1-79 & @y 99 W fo@w ufafAfer & w3 #9w va3IR-78 /2376, fomiem
26-10-78 & M 5 A a8 5 proposed channel writing of A.C.R. % 38 8¢ T GaNerT & foran
W o eRamn wamr & wwafFua siftramRal / snRal &t Mo RAd Special Representative-cum-
Additional Chief Secretary to Govt. Haryana & 3 % foraars Weit srafq @8 Special Representative-
cum-Additonal Chief Secy. to Govt. Haryana 37 &%t JifereiRal / wwenRal &t anffas Mo Rard
forar & Rt ' final accepting authority B

3. %ﬂ% Special Representative-cum-Additional Chief Secretary #eled < 28 & Sl HRIWR &Tel
%’Tﬁm%gaﬁﬁﬁgm 1976 -79 &t ACRs &l ot SIF1 3 ad 1978 - 79 &t Mu-a Raid
oy afafAfer & o= wie Ta.aR78 /2376, faATad 26 -10-78 & column W= % G Y TEAETER
| ot TR IR wiewr F 77 Rl A Mg Rad W W-2 & IEr ord s

4. I8 Y 2 TR e § snavas fRerd wwefea e A S aR T SR SE v uf
@ favmn &t < 9 9
BE/ -
R frE, gemes
FHd: I afE, BRAT WER|
ve ufa foRw ufafAfer - - sifRRea e afa, sRan @R, sRamn sa=, st
g, 7 faeelt ol GES T SATAE FEAE! BY Wl WA B
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Wi 30/77/79-%= (1)

@& afvE, sRavn Rl

(1) @7 fawmmeae, wvsiom A, T IAGET T 3T AUSH AN
(2) &R, aoTE qur SR FERIE TveNTe T W e v we - =i
et =@vente 14 WM, 1980
fawgr - WMo Ratel ar wdifera fEemm)
I,

IHEF fawa | w9 d9E WER @ URT FHiE 2334 -YUESE 6015708 fATw
3-3-1960 BRI S i TE T & - G TR GIMerT fEaaal ot 3R 3maeht ea faemr 9= a8 @
w1 frew g3 2 T wow weR A 8 Fole forn @ fof st wnRal grr &t E Jarst & we A
i 3= w1 A e foan W A 3w weew § W sifREEe /9a W R we, See it

TR HHUR/ SR 6t Mo Rad ®Ea | st W@ o .l

2. I Fota & siern | FeAfeRad sub-para(g) Mo Rarda & wwafrua waifera sea
@ s (1) (f) & 9 e Bar s

"13(i1)(g) a copy of notification/ letter regarding award of medal to a Government employee

in recognition of his service.

e,
BT/ -
IR A, e 99,
Fa. & 9, sRamn wWER|

T - U i Frefoiad @t geed Seh s 8 -
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%HIh 30 /14 /80 - 4.
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T TETER HIMET G T

FIAT T TF F AR |
I,
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I9 G, Tstides vd da
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wAsh 30/82/79-T4.
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WA 30/27/80-v4. (I) (%)

PLED

& afE, sRavn WaER|

¥ ¥,

g e, fReR wvee

eI USHIE 30 TR, 1980

fowa .- =i Mo RAE - sqgie wifat /7 o= wfeat & e @on g 3g g
TR w1 R e

wEey,

I fawa w® oo waER 7 g8 fFta forn 2 fo Sugerdl / afera stefteral @ 3w wved

FftremRal (A1) Iwehersr gfem ot arftier Mo Ratd foramr 2 FeiRa w it o v 3k o™ g
feor S fS@®  Effectiveness in the development and protection of Scheduled Castes/Scheduled
Tribes & aR Reporting Authority gRT fewqott &t wme 3R a7 feoht FeafolRas ﬁ'g;@f R A -

(@)
(b)
(©)

(d)

Attitude towards Scheduled Castes/Scheduled Tribes.

Sensitivity to Social Justice.

Ability to take quick and effective action to prevent and quell atrocities
and ensure justice to Scheduled Castes/Scheduled Tribes.

Effectiveness in bringing about the development of Scheduled Castes/
Scheduled Tribes.

FreiRa wE o1 TeER FMe e SRW FRiaE! F W) g8 ol af 1980 - 81 & forw
fordt = arett Raret & @y BEm

HUAT T T F qE S

e,
BT/ -
3R e, game,
Fa: qed qiud, RN TWER

IesTehT e 30/27/80-T4. (1) (T) e <IUSNIE 30 HFIK, 1980
T - T Ui ed | Al U, fer sTelieranl, 3T s SifUeRiRal () Iarehersn qfe
i gard It 2
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wdh 36/21/81 - ga-1
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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.

) 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 (1) 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

(€)) All Heads of Departments,
Commissioners Ambala and Hisar Divisions,
All Deputy Commissioners and All Sub-Divisional
Officers (Civil) in Haryana.

?) The Registrar, Punjab & Haryana High Court.

Dated Chandigarh, the 16th August, 1983.
Subject:—Confidential reports—Communication of ‘average’ reports.
Sir,

Iam 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.

94




Confidential Reports

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.
Sdy/-
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.0.No. 61/20/85-S(1) Dated Chandigarh, the 12th December 1985.
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No. 60/8/86-S(1)
From

The Chief Secretary to Government, Haryana

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. 6718-35-68/27185, dated 24th October, 1968

(1) reputation for honesty;
) 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

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 torequest 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 :-
(€)) All the Financial Commissioners, Haryana;

(@) All the 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, Haryana:
(@) 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.

Sdy/-
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.0. No. 36/28/81-S (1), Dated Chandigarh the 30th April, 1987
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No. 60/8/86-S(1)
The Chief Secretary to Government, Haryana

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:-

2.

(D reputation for honesty;
(V)] dealings with the public; and
3 overall personality and efficiency in the matter of maintenance of law and order.

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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(@) 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

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 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.
8(i)

(i)
(iii)

The existing Paragraph 8 (i) may be substituted as under:-

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.

The following is added as explanatory note (iii) Below Paragraph 5 :-

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 :
(@) All the Financial Commissioners, Haryana

(@) All the Administrative Secretaries to Government, Haryana for information and
necessary action.

Sdy/-
Joint Secretary, General Administration,
for Chief Secretary to Government, Haryana.

To
1 All the Financial Commissioners, Haryana
(@) 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

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

(@) 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
(@) All the Financial Commissioners, Haryana
(@) 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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No. 60/8/86-S(1)
From

The Chief Secretary to Government, Haryana, Chandigarh

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,

Iam 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.

@ reputation for honesty;
(i) dealings with the public; and

@)  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,

Sdy/-
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 :-
) Director General of Police, Haryana
(ii) Commissioner Ambala/Hisar Divisions, and

@ii)  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

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

() 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
(@) All the Financial Commissioners, Haryana
(@) All the Administrative Secretaries to Government, Haryana
U.0.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

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
(1) 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

() 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
(@) All the Financial Commissioners, Haryana
(@) 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.0.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.0.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

® All Heads of Departments and Commissioners of Divisions in Haryana.

@)  The Registrar, Punjab & Haryana High Court, Chandigarh.

@)  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 -1
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 -1
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.

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.

(¢ 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.

() 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.
(@) 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.0.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.0. 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

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 1aid 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.

Sdy/-
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.

() All the Administrative Secretaries to Government, Haryana for information and
necessary action.

Sdy/-
Deputy Secretary, General Administration,
for Chief Secretary to Government, Haryana.

To
(1) All the Financial Commissioners, Haryana.
(@) 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.0. No. 60/1/93-S(1) Dated Chandigarh, the 29th April, 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,

Iam 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:-

(@)  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

(¢)  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 :-
1) All the Financial Commissioners in Haryana.

(i) 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.
() All the Administrative Secretaries to Government, Haryana
U. 0. 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.0.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.

(@) 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;
(@) 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;

(@) All the Administrative Secretaries to Government, Haryana for information and
necessary action.

Sd/-
Under Secretary, General Administration,
for Chief Secretary to Government, Haryana.

To
(@) All the Financial Commissioners, Haryana;
(@) 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 :—
€))] All the Financial Commissioners, Haryana;

() All the Administrative Secretaries to Government, Haryana for information and
necessary action.

Sd/-
Under Secretary , General Administration,
for Chief Secretary to Government, Haryana.

To
(€))] All the Financial Commissioners, Haryana;
() All the Administrative Secretaries to Government, Haryana
U. 0. 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:-

L. 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;
(@) All the Administrative Secretaries to Government, Haryana
U. 0. No. 61/28/94-S(1), Dated Chandigarh, the 14-11-95
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GOVERNMENT OFHARYANA
FORMOF ‘ANNUAL’ CONFIDENTIAL REPORT’
(For Clerks and other posts of similar nature in Group ‘C’)

Department
Office /Branch/Section
Period under Report

Part-1
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 © | |
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10.

11

12.

13.

14.

15.

16.

17.

Confidential Reports

Amenability to Discipline |

Devotion to duty and |

Hardworking

General Intelligence and |

keenness to learn

Knowledge about Department |

/Branch/Office procedure

Proficiency in use of state |

Language 'Hindi' in his day to
day Official work.

Whether employee stays at |

his Headquarters after closing
of office and during holidays?

Proficiency and Accuracy in |

Typing.

Proficiency in work of |

maintenance of Registers, Files
and other record.

Initiative and willingness to |

perform any job of responsibility.

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,

Whether there are any 'Adverse|

Remarks' on the work and conduct
of the employee?

Reply in "Yes" or "No". |

If yes, please give details.

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 promotionor |
Higher Scale of pay.

19. Overall Grading based on the |
assessment made from
Sr.No.2to 13.

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) Iendorse the above remarks

(b) I generally agree with the above views subject
to the following observations :-

(¢) Ido not agree with the above remarks in column

Signature of the Reviewing Authority

Name in Block Letters

Designation
Date

REMARKS, IFANY, 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

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

(¢)  The Accepting Authority must record its acceptance before 15th May.

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.

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.

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.

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.

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.

Signatures in full alongwith date be put up by the Reporting/Reviewing/Accepting
Authorities.
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GOVERNMENT OFHARYANA
FORMOF ‘ANNUAL’ CONFIDENTIAL REPORT’
(For Assistants and other posts of similar nature in Group ‘C’)

Department
Office /Branch/Section

Period under Report

Part-1
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. 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 (©)

Before writing the Annual Confidential Report, the
Reporting/Reviewing /Accepting Authorities should read
carefully the instructions given in the end of this form.

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.
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10.

11.

12.

13.

Confidential Reports

Amenability to Discipline |

Devotion to duty and |

Hardworking

General Intelligence and |

keenness to learn

Knowledge about Department |

/Branch/Office procedure

Proficiency in use of State |

Language 'Hindi', in his day to
day Official work.

Whether employee stays at |

his Headquarters after closing
of office and during holidays?

Reply in "Yes" or "No".

Promptness and Accuracy in |

disposal of work.

Knowledge of Rules, Regula- |

tions and instructions in
general and with particular
reference to the work allotted to him.

14. Quality of work

(@)

(b)

©
(d)
©

®

(Delete the sub-clause (s) which is/are
not related to his work)

Ability to apply the relevant (a)|

Rules and regulations correctly.

Capacity for examining cases( b) |

thoroughly and comprehensive
ness.

Quality of Noting & Drafting (c) |

Proficiency in Cash Handling (d)|

Proficiency in Store Manage (e) |

ment.

Proficiency in Account (f)|

Matters.
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15.

a)

b)

16.

17.

18.

19.

20.

140

Organisation of work:

Retrieval of papers/information |

references.

Keeping the work place tidy |

and the record systematic.

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,

Whether there are any 'Adverse |

Remarks' on the work and
conduct of the employee?
Reply in "Yes" or "No".

If yes, please give details. |

Has the official done any |

outstanding or notable work
of merit ? Reply in "Yes" or "No"

If yes, please give details. |

Suitability for promotion or |

Higher Scale of pay.
(Use term "Fit" and "Not yet Fit"
or "Not Fit".)

Overall Grading based on the

assessment made from
Sr.No.2to 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) Ido not agree with the above remarks in coloum

Signature of the Reviewing Authority
Name in Block Letters

Designation
Date

REMARKS, IFANY, OR COUNTER SIGNATURE OF THEACCEPTINGAUTHORITY

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
(¢)  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 OFHARYANA
FORM OF ‘ANNUAL CONFIDENTIAL REPORT’
(For Stenotypists /Junior Scale and Senior Scale Stenographers/P. As)
Department
Office /Branch/Section
Period under Report

Part-1
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) | |
() Public © | |

5. Amenability to Discipline | |
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10.

11.

12.

13. Trust worthiness in handling |
14. Handling of Dak, Files, record |

15. Handling telephones, visitors |

16. Assistance provided in making |

17.

Confidential Reports

Devotion to duty and |

Hardworking

General Intelligence and |

keenness to learn

Knowledge about Department |

/Branch and Office procedure

Proficiency is use of state |

Language 'Hindi' in his day to
day Official work.

Whether employee stays at |

his Headquarters after closing of
office and during holidays?
Reply in "Yes" or "No"

Proficiency and stenography |

and typing.

Maintenance of engagement |

diary and timely submission of
necessary papers for meetings ,
interviews etc.

secret and top secret matters and papers.

and management of his office.

tour programmes and
engagements etc.

his officer more effective
(checking on details), follow-ups,
feedback progress etc.

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 promotionor | |
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) Iendorse the above remarks
(b) I generally agree with the above views subject to the
following observations.

(¢c) Idonotagree with the above remarks in columns:

Signature of the Reviewing Authority
Name in Block Letters

Designation
Date
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REMARKS, IFANY, OR COUNTER SIGNATURE OF THEACCEPTINGAUTHORITY

Signature of the Accepting Authority

Name in Block Letters

Designation

Date

IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

The following prescribed time schedule for writing annual confidential Report may strictly
be adhered to :-

(@) The Reporting Authority must write the report before 15th April;

(b) The Reviewing Authority must record its comments before 30th April; and

(¢)  The Accepting Authority must record its acceptance before 15th May.

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.

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.

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.

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.

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.

Signatures in full alongwith date be put up by the Reporting/Reviewing/Accepting
Authorities.
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GOVERNMENT OFHARYANA
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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10.

11.

12.

Confidential Reports

Whether the employee stays at

his Headquarters after closing of
office and during holidays?
Reply in "Yes" or "No"

Assessment to Integrity |

Adverse Remarks on work |

performance and conduct, if any.
Reply in "Yes" or "No".
If "Yes" please give details.

Suitability for promotion or |

Higher Scale of Pay (use term

"Fit" or "Not yet Fit" or "Not fit").

Overall Grading based on the |

assessment made from
Sr.No. 2to 10 above.

Signature of the Reporting Authority
Name in Block Letters

Designation

Date

REMARKS, IFANY, OR COUNTER SIGNATURE OF THEACCEPTING AUTHORITY

Signature of the Accepting Authority
Name in Block Letters

Designation

Date

IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

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
(¢)  The Accepting Authority must record its acceptance before 15th May.
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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.

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.

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.

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.

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.

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 ® | |

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, IFANY, OR COUNTER SIGNATURE OF THEACCEPTING AUTHORITY

Signature of the Accepting Authority
Name in Block Letters

Designation

Date

150




Confidential Reports
IMPORTANT INSTRUCTIONS FOR FILLING IN THE FORM

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.

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.

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.

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.

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.

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.

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;

(@) All the Administrative Secretaries to Government, Haryana for information and
necessary action.

Sd/-
Under Secretary, General Administration,
for Chief Secretary to Government, Haryana.

To
(@) All the Financial Commissioners, Haryana.
(@) 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

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:-

@ Reputation for honesty.
@)  Dealings with the public.

@)  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.

@ Reputation for honesty
(i) Dealings with the public

@)  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 :-
) All the Financial Commissioner, Haryana;

(i) 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.
(@) 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.
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No. 61/20/96-S(1)
The Chief Secretary to Government, Haryana.

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. (ii1) (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

() All the Administrative Secretaries to Government, Haryana for information and

necessary action.

Sd/-
Under Secretary , General Administration,
for Chief Secretary to Government., Haryana.

155




Compendium of Instructions on Performance Appraisal — Vol. VII

To
(@) All the Financial Commissioners, Haryana.
(@) All the Administrative Secretaries to Government, Haryana.
U. 0. 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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From

To

Subject :

Sir,

Confidential Reports
No. 60/1/97-S (1)

The chief Secretary to Govt. Haryana.

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

Recording remarks on the ACRs of the officers of implementing Mewat Area Development
Project.

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 :-
@ All the Financial Commissioners, Haryana.
(i) All the Administrative Secretaries to Government, Haryana.

Sd/-
Joint Secretary, General Administration,
for Chief Secretary to Government, Haryana.

To
@ All the Financial Commissioners, Haryana
@ 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 Sth April.

(b)  Reviewing Authority would send the reports to the Accepting, authority so as to
reach him by 20th April.

(¢ 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 -1
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 -1
for Chief Secretary to Government, Haryana.

To
@ All the Financial Commissioners, Haryana
(i) All the Administrative Secretaries to Government, Haryana
U.0.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 -1
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 -1
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

@ The Financial Commissioner & Secretary to Govt, Haryana, Public Relations.
(@) Financial Commissioner & Secretary to Govt, Haryana , Home (Police);

3) Commissioner & Secretary to Govt. Haryana, Education;

@ Commissioner & Secretary to Govt. Haryana, Panchayat;

®) Commissioner & Secretary to Govt. Haryana, Social Welfare;

6) Commissioner & Secretary to Govt. Haryana, Health; and

@) 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.

Sdy/-
Section Officer Services-1
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 ;
) Commissioner & Secy. to Govt. Haryana, Social Welfare ;
6) Commissioner & Secy. to Govt. Haryana, Health ; and
™) 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

1. All Heads of Departments, Commissioners, Ambala/Hisar/Rohtak/Gurgaon Divisions
All Deputy Commissioners and Sub all Divisional Officers (Civil) in Haryana.

A 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-1
for Chief Secretary to Government, Haryana.

To
@) All the Financial Commissioners, and;
(i) All the Administrative Secretaries to Government, Haryana
U.0.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-1
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-1
for Chief Secretary to Government, Haryana.
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No. 60/2/98-S(1)

The Chief Secretary to Government, Haryana

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.

163




Compendium of Instructions on Performance Appraisal — Vol. VII

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.

Sdy/-

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.0O. 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(1), 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-1
for Chief Secretary to Government, Haryana.

To
1. All the Financial Commissioners, and
2. All the Administrative Secretaries to Government, Haryana
U.0.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.

Sdy/-
Section Officer Services-1
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.0. 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.

Sdy/-
Section Officer Services-1
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.0O. 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

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.

The Principal Secretary/Addl. Principal Secretary/Dy. Principal Secretary /
Secretaries/Private Secretaries to the Chief Minister/Ministers/States Ministers.

U.0. 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
A All the Administrative Secretaries to Government, Haryana.
U.0. 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.0. 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

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-1,
for Chief Secretary to Government, Haryana.

A copy each is forwarded to :-
@) All the Financial Commissioners, Haryana and

(i) All the Administrative Secretaries to Government, Haryana for information and
necessary action.

Sd/-
Section Officer Services-I,
for Chief Secretary to Government., Haryana.

To
@) All the Financial Commissioners, Haryana, and
(i) All the Administrative Secretaries to Government, Haryana.
U.0.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 :-

@ Reputation for honesty.
(i) Dealing with the public.

@)  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 :-

@ Reputation for honesty.
(i) Dealing with the public.

@)  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. IT 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. Itis, 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.

Sdy/-
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.

Sdy/-
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. 0. 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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