Copy of Composite Punjab Government consolidated circular letter No. 2334-ASI-G0/15708, dated
3rd May, 1960 as amended from time to time :

Subject.—Confidential Reports.

_Tamdirected to invite attention to Punjab Government circularletter No. 15851-GI-56/1643,
dated the-28th January, 1957, on the subject of confidential reports, and to point out that since its -
issue anumber of further instructions on the subject have been sent to you. Itseems suitable, there-
fore, to .issue a consolidated revised circular and this letter embodies all instructions
on the subject brought up-to-date. : - "

L]

2. 'The need for regular and punctual recording of Reports in Personal Files.—It is essential
that all officers should write their reportsinthe personal files of their subordinates regularly and
punctually. The reports should cover the financial year and should be recorded as soon after the
close of the said year as possible and in any case not later than six weeks thereafter. Not only should
every official, whether gazetted or non-gazetted, possess a personal file or character roll, butit should
be kept up-to-dateand notallowed to remain without rerharks for over a period of 12 months, other- -
wise its utility asa 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 sus-
pension an officer has asa rule no immediate superior, there tend to be gaps in the Perscnal Files,
and it is the reponsibility -of the authority who keeps the file to ensurc that entries regarding such
periods are invariably made. Itmust beremembered thatthe personal file of an official is used for
various purposes, ¢.g. promotion, punishment, appealsand memeorials and in dealing with the questicn
whether his service is approved for the purpose of full pension. If, therefore, it is not carefully main-
tained itis deprived of much ofits value. Indeed, the very purpose for which it ismaintaimcd js

defeated. - :
Haryana Govr. letter No. 2784-3 S-70, dated 2nd March, 1971.

Explanatory Note.—The confidential reports should be recorded without delay. Further,
in the event of heavy delay occurring in isolated cases, it should be possible fi or the higher authori-
 ties to discount to the extent necessary such reportsashad been written after a lapse ¢f a very leng
period and as were attended with suspicious! features on one ground oranother. The assessment
oftherecord asawhole ofthe officer concerned would thus not be affccted undully by such aTeport.

Pb. Government letter No. 126-AST-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 bé recorded. While, therefore, every department is free to
-obtain thereports in forms which may have been laid down or which it may consider most suitable
it is felt that the 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 ¢n which
‘assessment itsto be made. Too elaborate and lengthy ‘a form would only lead to complications.
Generally speaking, the reporting officer should “state whether the officer or official concerned has
been able satisfactorily to discharge thé duties of his office. It should also be stated whether the
person is able, conscientious and hard working and the degree of his qualities in these directions
should beindicated. Ifthe 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 subordindtes aresatisfactory. Itis important to mention. whether thecfficer or cfficial is punc-
. tual and, has maintained discipline. Itshould also be stated (if he comes into contéct with the
public) whether he is accessible arid hears and deals with complaints properly and is also courteous
mn his behaviour. In the case of touringofficers, it should' be stated whether their touring is syste-
matic and adequate. Thereport should.also specifically bring outany defects, remediable or other-
wise, so that a complete picture of the oﬁci:]p’s work including the favourable and un-favourable
points is available. Ifany particular incident has occurred during: the pericd under report which
shows up the officer in good or bad light, this should be mentioned. Letiers 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 successijl:.'ll conclusion - of a special
campaign will naturally be taken into consideration by the reporting authority while recording
theannual remarks on the work of the officer if he-considers them relevant in an annual assessment
~ of the officer’s work. : L =33 :

Pb. Government letter No. 126-43?6_4/237?,_ dated 17th Jd-rmar}','1964.

. Explanatory Notes,.—(i) Some reporting officers tend to make mention of very slight defects
inasubordinate. - Government isof theview that very slight defects should be brought to an officer’s




(i) above.
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notice verbally in the way of advice and guidance and need not find mention in annual confidential
report unless theyare of type whichhave been morethan once brought to the subordinate’s attention
but which he nevertheless persists in. Likewise, remediable defects should" alsc be peinted out
during the yearsothat the official concerned may make an effort to-improve and to remove those

defects. ¥ : A ; : _
Pb. Government letter No. 126-ASI-64{2377 dated 17th January, 1964

(i) Quite oftenitis more convenientto get an overall assessment of ap officer by poiming
outsome defects against oneof the other columns inrelationshipto remarks maderegarding his work

_with reference to thatcolumn.. Itisnot theintention thatall defects should be enumerated against

the column “Defects, if any” if their mention against some other column: perniits a more rounded
and balanced judgement of the officer. Inthese circumstances it is better to mention the deficts
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

(iii) Generally -against the column *““Defects, if ény" should be mentioned any significant .
general or particular defect inthe subordi nate which is part of his methcd of work or manner,
personality orreputation and minor matterscanei_ther be ignpfed_ ordealt with as_indicattd in note -

Pb. Government letter No. 4283-GI-58/11585, dated 22nd. April, 1958.

) (iv) Where a pend{nﬁ enquiry finds mention in the conﬁ{len{ial repert - of an cfficer, it is
incumbent upon the authority maintaining the personal file of that officer,to ensure that the result -
of enquiry is also recorded in the: personal file. p

(v) Normally the reporting authorities should givetheir remarks in the confidentialreports
on the basis of their personal, knowledge or assessment. There can, bowever, be cccasions.
when a reporting authority receives complaints .against an officer. It will not be appropriate for a
reporting autherity to'make mention of such complaints in the confidential ‘r¢ports without trying
to shift the truth.” Insuch acase,heshould giveanindication whether he believes the ccmplaints
to be true orfalse orthat itis premature for himto form a definite opinion. ;

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

" 4. Report Regarding Integrity.—A special men\tj_oh should imfariablyl'be made regarding the.
integrity of the officer to which Government attach the greatest :ircportance. 1t sheuld be clearly

stated if the officer - is suspected- of corruption’ or is helieved to be corrupt and this opinicn should
- generally be fortified by reasons, which may be in the possession’ of the re¢pos ting cfficer. Any ill-

considered remarks in this respectmaydo alot of mischief and harm, On the other hand, the report- '
ing 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 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 onthe integrity of their subordinates while
writing their confidential reports. Further, instances have .come to the notice of Gevernment in
which even though officers are being proceeded against for serious forms of corruptien, their
confidentialreport for the same periodscertify theirintegrity to begood. Ttisfelt that centradicticns
ofthis type arise only because reporting officers are failing intheir dutyto makeentries in the columns
relating to integrity forthrightly and withcut hesitaticn. Tn case 2n cfficer bas been given a gecd
report for integrity which is later proved to be wrong, the reporting cflicer will run the risk of carning
Government’s displeasure. Ordinarily, the inferencé would bethat either hedid not exercise prcper
supervision or he was in dishonest collusion with his subordinate. ~The intention of Government
isthat thetruth about subordinates should be known to reporting officers and . broughtto the notice -
of higher authorities. . This would not, however, justify the entering of ill-considered remarks based
on inadequate observation. _ ; :
Pb. Government letter No.8588/-G(C)-56/11533/-GI(S)-56/73580, dated 4th October, 1956

5. Whiting of Annual Confidential Reports on the Secretaries, Joint Secretaries, Heads of
Departments, and other Officers working under the State Government.—(i) The ~administrative.
Secretarics to Government will write confidential reports onthe Additional. Secretaries, Joint Sccre-

. . taries, Deputy Secretaries and H eads of the Departments, included intheir sphere cfwork.. If thework
- of a Deputy Secretary or below passes through an Additional Secretary 'or Joint Sccretary,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, thereaficr, be put upto the

Administrative Secretary for his remarks . Inregard tcH eads of Departmeénts the Scrctary will

write theinitial remarks though if much work is seen by an Additional or Joint Secretary,

the former -will consult him before doing- so. : : '

~ Pb. Government lotter No. 574 (S)GI-59/5924, dated the 3rd March, 1959




3.

(ii) The Chief Secretary, Minister-in-charge and Chief Minister willbe Reporting Authority,

.Reviewing Authority and Accepting Authority respectively in respect- of Administrative Secretaries

(including those in Financial Commissioner’s & Commissioner’s rank). : i
{ Haryana Government U.O. No. 30/30/84-(S)I, dated the 29th July, 1985

5@iii) (a) The Ministcr-iﬁ-cha,rge will be reviewing aui:’hority in regard to Additional Secret-
| aries, Joint Secretaries, Deputy Secretarics (IAS officers only) and Heads of Departipents.
: Haryana Government U.O.. No. 265-_3,5'-77, dated the 14th February, 1977.

| 5(iii) (b) The Minister-in-charge will also .be the-accepting authority in respect of those
Under Secrétaries who submit their cases direct to the Secretary of the Department concerned
without routing themthrough any Jo int/Deputy Secretary. . Inthe 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. : ; 5
Haryana Government letter No. 6148-3.5-72, dated 30th -August, 1972.

A |I¢____ﬂ.3.:,

5(iv) A Chief Parliamentary Secretary/Deputy Minister/Minister of State (except where he
is the Minister-in-charge) will normally ‘have no right of .recording/reviewing/accpeting of
remarks in the annual confidential reports (except in thé 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, sendthe
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. ; . pEnEA st o

Haryana Government letter No. 2223-35-74/8217, dated the 12th April, 1974.

; (v) Notwithstanding - anything contained in the instructions hitherte issued in respect of
Annual Confidential Reports, the Chief © Minister, being incharge of General Administration, -
shall have and shall always be deemed to have had, an innerent right to send for the file- ofan-
. officer of any department and record such remarks therein as he may deem fit on the basis cf his

personal knowledge.. _ . T _
- Haryana Government letter No. 3103-3S-T1; dated the 21st May, 1971.

Explanatory Note.—(i) A Minister or a Minister of State (who held independent charge of
- any department) who has quit -office, will not be competent to record: remarks in the confi-
dential report of any officer (including his personal staff). The reports of officers for whom the -
Minister was the only reporting -authority shall be recorded by the Chief Minister.

' ; e (ii) The word Minister-in-charge wherever occuring in these instructions ‘would mean Minister
'[ - who are/wzre indep2ndently ‘in charge of the Departments under their control. It would include
Ministers of State, when they hold/held independent charge of any department.
- Haryana Government letter No. 8190-3 5-73, dated the 2nd January, 1974. ' '

s

(iii) A Minister shall not be treatéd 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 reconstitued after the previous Council of Ministers of which he was a Minister with
the same or a different portfolio. \ S whi R L S

' Haryana Govt. letter No. 60-4-87-S(1), dated the 14th August, 1987.

; 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
s an officer working under a Head of Department; whether in the office or in the field, should be re-

* ported on by, at least two officers, - Thus, reports which are initiated by the Heads of the Depart-
ment himself should be put to the Administrative Secretary for the recording of his remarks.
Punjab Government letter-No. 9161-(GI)59/26689, dated the 16th December, 1959.

Explanatory Note;—These instructions do not apply to categories of Government servants
such as clerks, stenographers, drivers, etc., who exclusively. work under one officer. ;

Punjab ‘Government letter No. . 279-ASI-63/4655, dated the 2nd February, 1963.

¥ 7. Minimuni period for which a Reporting - Oﬁicer_shﬁuld have seen the work of a Subordinate
before Recording Remarks on him.—No reporting officer should record his remarks in the ccnfid-
_entialreport of anofficerunder him unless he has seen his work and conduct for atleast three months

during the financial year. . _
Haryana Government letter No. 2784-35-70, dated 2nd. March. 1971.
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- 1‘ Explanatory Note.—The period of three months referred to in this Paiagraph mieans the
period  for which the reporting . authority has actually seen the work of the officer/official reported
on. Besides regular leave (as distinct “from casuallcave which is treated as duty) the period’ of
suspension when a Government cmployee does not  discharge . any dutics is not. to be counted
in calculating this period. Similarly the period, if any, during which the reporting authority
is on leave or under suspension-is not to be counted. - . ;

Haryana Government letter No. 2784-35-70, dated 2nd March; 1971

8. Recording of Remarks on the occasion of Relinquishment, or handing over of Charge by

the Reporting authority or by the Subordinate concerned,—(i) If an officer (a) relinquishes - the charge
of his post during a reporting year on account: of his transfer or retirement or (b) one of his sub-

ordinates 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 hasnot 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. . Likewise, the officers relinquishing the charge of his post on transfer should record
his remarks at the time of relinquishment of the charge of previous post or within one month
thereafter. : ! -

Haryana Government letter No. 60/4/87- S (I), dated the 14th August, 1987,
(i) If there is a change ‘in portfolios, a Minister or a Minister of State (incharge of any De-

_partment) may, ifhe had not done so earlier, record ‘remarks on the Confidential files of officers

suoordinat= to him for the year.in which change in Portfolios took place. Such remarks

should berecorded asearly aspossible -after relinquishing charge of his previous portfolio(s).
Haryana Government letter No. . 36/36/81-S(1), dated 3rd February, 1972. “

(iii) If the remarks-are not recorded by the concerned § authorities as per_ paras §(i)Tand 8(ii)

_above, it.shall be obligatory when the annual confidential Ieports are being writien to ask them

(except the officers who have already Tretired)to record ' their remarks on the confidential reports
ofthose -officers/officials in respect of whom these authorities are the initial reporting authorities.
Ifthere was a successor inoffice who is also competent torecord remarks as the initial reporting
authority, thenthe remarks ofthe predecessor (s) inoffice covered. -in paras 8(i) and 8(ii) above
and the successor in office shall be got recorded in the order of their - seniority the junior officer
writing -~ the report earlier. DAL = 3 '

- Explanatory Notaé.—,—(i) If the authorities covered under paragraph 8(i) and 8(ii) above

- request for blank forms for writing the confidential Teports, these should be supplied by the same

office as is responsible for supplying the forms -for annual confidential reports to be written at the
end of the year. I the reporting authority is retiring during the reporting year; such blank forms
in rasp2ct of Govarnment employess in resp2ct of whom the retiring officer is the initial reporting
authority, must bz supplizd by.that offize on its own to the retiring officer at least one month before
the date of his ratiremznt or from ths date on -which he actually proceeds on leave preparatory to
reticement, which ever is eaclier. However, the retiring. officer will also have the discretion
to record his remirks in the case of othsr employees in respzct of whom he- is ‘the Revie-

 wing/Ascepling authority and in sush cases ‘the blank forms may be supplied if so requested:

by the retiring officer.

(i) The reports written during ‘the middle of the re orting year ‘should not be for-
warded to the successor of the reporting authority, if any, for recording his report but will
bz submitted for the remarks of the reviewing/accepting authority at the close of the financial

year alongwith the report recorded by the next reporting authority, if any. ‘Thus, these
- reports will b2 dealt with only at the end of the yaar and in the sam2 manner as reports

for the entire year. e : I ; :
Haryana Government letter No. 6148-35-72, dated the 30th-August, 1972,

(iifi) An officer under suspsnsion is not competent fo record confidential reports on
the work of his previous subordinates. = . : :

\/ Punjab Government letter No. 279-4SI-63/4655, ‘da:t_eld 2nd February, 1963.

(iv) 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.

aryana _Gavemnienr,wafe‘{tqr_ No. 836?-3&—71 {26929, dated 23rd December, 1971.

- he practice of recognising the good work of an

. =L F L= | it
officer by a 'letter of appreciation 15 Sound and should be adopted by all departments. It
- s important that such letters should. not be issued indiscrimiinately but this should be sent
“in really deserving cases to encourage good work and at the end of the prescribed reporting
petiod-on' an 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

adlan
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and industéy and sincé commendation will lose much of its value if it is too casily wot,

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 desciving of notice.

Punjab Government letter No. 6853-G-37/37890, dated 4th Nave&:ber, 1937.

Explanatory Note.—(i) (a) At least two authorities when there are two or more such
competent authorities, should make the recommendation in clear t¢rms; and

Punjab Government letter Na-. 8965-_-64[35707,'-'D¢zred 16th November, {96'4.

(b) The work proposed for commendation should be clearly indicated and sufficient
details given in support thercof so that the justification for the issuance of appreciation .
letter could be properly examined. ; .

Haryana Government fettér No. 8378-35-70-3409, dated 17th February, 1971.

(i) The intention is that, as a rule, such letters of appreciation should, where neces- -
sary, be issuzd 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 byofficers lower than that. Officers below the

level of th: authority compstent to maintain the personal file of the officer concerned are.

not compstent to issuz letters of appreciation or commendation on the basis of generally
good work done by subordinates should . appropriately be recorded in annual ‘confidential

reports. i
- -

(iii) Occasions do]arise when'an’executive officer ‘in’ the {field feels the need of encou- .
raging his subordinates by issuing them letters: of commendation, particularly after good
work done in conncction 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 subordinates” beyond the reach of executive officers in the filed. 'In

" 'such cases letters of appreciation may be issued even by officers lower than. the appointing

authority or 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 issued very sparingly. - _ ; S g

Punjab Government letter No.8965-64/35707, dated the 16th November, 1964

. 10. Commﬁnication'of Adverse Remarks.—Attention is invited fo paragraph 7 of Punjab
Government Consolidated Circular No. 1 which is reproduced below — '

“the attention of Government of India hdving been directed to the diversity of
procedure followed in different provinces in regard to the communication to
subotdinate officers in civil employ of uafavourable 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 has to be given in all depart-
ments in all provinces :— iy '

(a) when report is built up on the individual opinions as noted ‘of different depart-
“mental superiors in gradation, it is only the opinion as accepted by the highest
‘anthority which need be considered from the point of view of communication;

(b) 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 in suitable language the natur
of the defects in question ; - , : '

(c) the practice ‘of discriminating between a remediable and irremediable defect
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 ; i :

(d) the repoi’tirug_ officer sl}ould specifically state thether the defects -i‘eﬁortcd have
 already Egen brought in any other communications to the notice of the officér
- concermed ; - . Wi . ' SR :
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' (¢) remarks in cases in which the Government or head of a’ department or othet
officer suspends judgment should not be communicated ; :

(f).great attention should be paid to the manner and method of communication
in order toensure that the advice given or the warning of censure adminis-
tered, whether orally or-in writing, shall having regard to the temperament
of the officer concerned, be most beneficial to him;and ; o

-

_(g)'an‘y remarks on-officer’s report which show' that he has taken steps to remedyfq
»' .defects to which his attention has been drawn in a previous year, should bg
communicated to him, so-that he may know that his efforts to improve have)
not passed unnoticed. ' % J .
Punjab Government letter No. 9026-G-31 [6544_,'dated the 4th December, 1951,

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 rathér discouraging and- leaves the officer concerned guessing
as to the general total purport of his report. To avoid anxiety on this account, Government
. have also decided to let the officer know briefly (in a scatence or part-sentence) the general
total impression of his report. * For example, it could be said, ‘while your work has been
assessed.as of a good standard of efficiency and, competénce, it has been pointed out that
you tend to delay casss’; or, ‘though your work is generally assessed as satisfactory during|
the year, you, show a communal teéndency which is brought to your ‘notice. for correction’
or ‘while you are a hard working officer, you somsztimes lose your temper in dealings with
the public’. ' : sl '

Explanatory Notes.—(i) It is.not the intention _that-'evcn those adverse remarks w_hich}

have been washed out by the remarks of some superior authority including Ministers should:

: . be conveyed. The correct position is ‘that only the adverse remarks recorded or endorse
X by the highest authority reporting’ on an officer should be communicated. Where.hawey
an adverse remarks 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

recorded. - The criterion for such a decision should be based ‘on paragraph 7(c) of Punjab
‘Government Consolidated Circular No. I reproduced above.. _ il

Punjab Government Circular -lfe't'ter No. 2679-GI-59/8249, dated the 15th July, 1939

Remarks which show- the ‘overall assessment of the work of an official as ‘average'!
ithout any other qualifying word or phrase should not be treated as adverse and need:
not be communicated to him. ] . &

i Haryana Government Iétter'No; 3103-35'—71, dated 2Ist May, 1971.

g

(i) The reporting officer, while mentioning any defects in the report, should as far as.
possible also give indication of what efforts have been madé by way of guidance,admonition, 2
etc., to get the defects removed and wit]_:l what results. ! : A

g e e b ey -

: @iii) It has bsen 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 depart- *
ments should make it a regular form of routin¢ discipline and procedure -to invariably convey
adverse remarks to the officer concerned. : L e ) -
Punjab Government Circular letter No. 2679-GI-59/8249, dated the 15th July, 1959 .

=
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_ 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 4
be communicated promptly. 'yet all Departments do not invariably convey adverse remarks I
to the officers concerned. Fresh instructions were issued in Punjab Government letter No.
3916-GI-57/9867, dated the 5th Jume, 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. ' -2

Punjab Government letter No. 59-ASI-62|5649; dated 17th February, 1962.

' All competent, authorities should make an occhsionaj check of confidential reports ;;f
"+ 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 §

bave not been conveyed. Where a competent ‘authority does not convey adverse remarks

.j:
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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 filés, any adverse
remarks that have not been conveyed or shown, except those mot conveéyed 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.

Punjab Government letter No. 5515 ASI-61/25297, dated 11th July, 1961.

(i) The highest reporting authority should be consulted at thg time .of communication

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

chance recorded. therein. : _
Punjab Gov;mnient- letter: No': 10935,-6-52[35352, dated 21st December, 1952.

(v) Except to the extent indicated above, cdnﬁdcntial i'eports are not,to be communi-
cate!:l or shown to the officer concerned. .

Punjab Government letter No. 1485-ASF-61/7762, dated the Ist March, 1961.

(vi)  While communicating the adverse rerrfark_s 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 indentity of the superior officer

the authority dealing with the representation may%at his discretion allow the indentity to be

_communicated.”

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

11. Representations against adverse Reﬁlarks.%Govem-ment have - noticed a. strong tendency
among officers/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 produce 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 recerd of an officer is a document internal to
Goverrment to be utilised. for promotions, postings, trancfers, encourdgement, cauticn, etc.
This main purpose of the-record must. ther-fore, b borne’ in mind, namely, that it is a
cumulative assessment of officer’s worth to bs utiliced for Government purpeses and for
public .ends and it is only incidentally a means- of bringing to the officers notice defcts which he
should consciously endeavour to remedy. Ordinarily, therefrre, departments should not enter

into any controversy with officers in the matter of adverse remarks communicated to them °

on the basis of their confidential reports. "Occasionally, .however, cases arise where
the adverse remarks are not made bonafide or are 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 mnot

‘prima facie. establish that the adverse remarks are malafide or based on a patent erfor of

fact, there should be no hesitation. in disposing of the representation on.the basis of the

general policy referred 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 représentation should
be examined on merits. If as a result, it is found that the adverse remarks were not justified
after obtaining. the orders of the highest administrative authority, a note should be recorded
on the confidentidl report expunging the remarks and the officer concerned should be infor-
med of the action taken. The reporting officer may also be informed and suitably warned
where mala fide int>rtion is indicated. Recourse to expuncticn of remarks may be had omly
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 en the personal file after obtaining the orders of the highest administrative

author;ty. .

Punjab Government letter No. 730-GI-58(8250 dated 7th April, 1958,
 Punjab Government letter No. 2356-G-55/18471, dated 31st March, 1935.
: Runjfb Gavernment U. O. No. 15172-G-55, dated the 22nd December, 1955.
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Explanatory Notes.—(i) Remarks which are expunged under: the orders of the competent
authority should- be pasted over so that they cannot be deciphered. If, however, remarks
are expunged more than one¢ year ‘after they were. recorded, the circumstances in .which
expunction was ordered as well .as the earlier remarks should ~be indicated in a separate
folder. That folder should be brought to the notice of the Publi¢ Service Commission or
other selecting authority concerned when the question -of promotion ete., of the official in

question is considered. Intimation- regarding expunction of remarks should also be sent to
the reporting officer(s) concerned in appropriate terms. ; & 0

Haryana Government letter No. 3103-35-71, da(ed 2ist May, 1971. ‘

(1& Before passing final orders on a representation  against. adverse temarks, the
comments of the reporting authority/authorities should invariably be obtained. Final, orders
on such a representation will be conveyed to the Government employee concerned as far as
possible withm three .months of the date of submission of the representation. The orders
so passed shall be final and a second representation against the adverse: remarks ‘will not

be entertained.

T (iii) If a representation is made by any officer against the remarks communicated to
him 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 himsell dispose of such-
representations. ' : é ALK ' 1
Haryana Government letter No. 2784-35-70, dated 22nd March, 1971.

The intention is that both for purposéé of rejection and acceptance of re;&rescniations
" against adverse remarks, there should be one authority and it should be the highest/adminis-
trative authority. _ ; .
' Pimjab Governnient letter No. 12241-GI-58]1860, dated -21st January, 1959.

“The highest ‘administrative authority means the appointing authority. However, in
respect of Class I and Class I Government employées, the ‘highest administrative authority’
means the appointing authority or the authority to whom representation against the punish-
ment of censure lies under the existing rules of the department concerned for a particular
officer, whichever is higher. If in any case, the highest administrative authority himself the
authority whose adverse remarks are communicated, the term ‘highest - administrative authority’
should mean the next higher authority.” o - gy AN

Haryana Government letter No. 4338-35-72, dated 24th June, 1972.

«12." Time limit for fling Representation against adverse remarks and the Authorities to whom
the Representations are to be addressed.—(i) As stated above, Government do not encourage
representations against adverse remarks. ‘Moreover, if a representation is made, 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. ‘Government wish

‘to make it.clear that this time limit should be followed rigidly and that time-barred represen- -
tations should be rejected. It is dangerious to allow officers to go on making representations
whenever they think the situation is favourable to them, and post facto attemps to improve

the personal files must be resisted.

(i) The representation-against adverse remarks may be addressed direct tothe authority
conveying the adverse remarks. ' : e

Explanatory Note.—The letter conveying adverse remarks should be sent by registered
post “acknowledgement due” so that the date on which it is received” by the officer/official -
concerned does not admit of any doubt. If the officer/official to whom adverse remarks are
to be communicated is posted at the same station, the letter should be delivered to him

against an acknowledgement showing the date of receipt. ¥
Haryana Government letter No. 722-38-71 16676, dated 30th March, 1971.

'13. Natnre of Documents/Communications which need be placed on Personal Files.—(i) Besides
the confidential reports on the work ~and conduct of an officer, copies of documents/
communications specified below should be placed on the personal files :— ; .

(a) all orders imposi:ig any of the penglties. presoribed .under Rule 4 of the Punjgb '
Civil Services (Punishment and Appeal) Rules, 1952, or Rule 3 of the All India
Services (Discipline and Appeal) Rules, 1954, as amended from time to time ;

*Substituted as “45 days™ vide Haryana Government Tetter No, €0/4/87-S(1)-A, dated J4th Avgust, 1987
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(b) all commumcatxons COnveymg adverse tema.rks

(). thase letters of g)preclatmn whlch deal wnh the outstandmg nature of per- -

. formance of.an officer on an overall assessment of his work "and conduct during,
- the year in the hght of the remarks recorded in his confidential reports; and

Punjab Government letter No. 9600-6-55!52409 dated the 24th August, 1955.
* da copy of the. orders granting zid\rance 1ncrement(s) e .
ijab Government Ietfer No. 8965-AS?~64/35‘?07 dated Me 16th November, 1964

* (e Speclal reports recorded on the work and conduct of Gowernment employees on any

particular occasion e.g. reports recorded on the expiry of the petiod of- probattcn orin .

connection. with the crossing of an efficiency bar etc.”

' ‘Haryana Gavemmem; fetrer No.: 872—3S—73]5679 dated the Gth Marc!:, 1973

() A copyot‘the order stoppmg a Govemment employee at cﬂimency bar under the prowsmn ‘

of Punjab CSR' Volume T Part+1I.
, Haryana Government .Eerr:-r No. 493-38—‘?4[4585,- darea' ':he 4th March, 19'?4

(2) a copy of not:ﬁcatmnﬂetter regarding ' award of medal to a Govemment employee in
recognition of his service:”
Haryana Government letter No. 30/77/79- S(l), dared t}.-e 141h March 1980. .

(ii) Warnings, which are not the dlrect outcome of the annual conﬁdenttal reports, wlll ‘also

. be placed on thé personal files, if the warning has: been issued under the orders of the Government .
oranyotherauthority, which is competentto impose a minor penal ty on the Government employee

‘concerned, and if it has been specifically directed by the authorlty 1ssumg, the warning that a copy
of the warning-is to "be placed on the personal file. S _

(iti) In regard to other communications of the nature of ad\nce or conveymg dlspleasure of
Government, orders of the competent authority whether or not a copy. should be placed: in the
personal ﬁle should be nbtained in cach individual case. "Competent authcmty" referred to ahovc

~willl be :

(a) govemment m cases wh ére advice giventoa Government servant is f:om Government

or, the displeascre of Government is conveyed or Government is the authonty com-, -

petent to impose the pumshment of censure -and

(b) -the authonty compbtent to hear appeals from an order 1mpo,smg the pumshment of"

censure, in other cases, except when the advice given is that of a higher auth orn‘.y in
which case such hlgher authonty should be the “Competent authority.” - -

oad(tv) Whenever an officer has attended an approved course of study or tramms in Indla or
abr — iy _ y i

"(a) the factof his having, don.e so should be entered in h:s character roll.
Haryana Goyermnenr Ierter No. 8533-35-71/36835, let December. 1971 :

®b) the report received from the head of the institution of the aforcfa 1d study or tramm,g
shquld either be placed n ongmal wuh the character roll or the substance of‘ it entered

therein. _
* (¢)'an entry about thc TepOTt | submitted by the.officer on his work should also find mention

in the character roll if it is outstandingly good, or is of poor, quahty mdlcatmg that

the oﬂicer had not made good use of his penod of study or training.

Explanatorv Note.—-(l) Approved courses of- trammg may be deﬁned to mclude courses
sponsored by the Government or in which the cost or part of the costis borne by Government as also
courses attended with the permission -of Government or for which Government grant study Iéave.

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

be incorporated in the character rolls. For instance there are part time ' courses and reﬁ-esher
courses where an asgessment of the candidate is-not made. In such cases, however, entry m the
character roll of the fact of the o fficer having attended ths course would neverthe!ess be useful in gmng

a mote complete picture of the officers’ experience and accomplishments, : t

' Punjab Govemmenr ferter No. 279-ASI-63]4655 dated 2nd Febmary‘ 1963.




fidential reports on the work and conduct of 3 :Go'vémmcnt_émplo‘yfc;e and copies of orders of punish. {
ments and appreciation letters etc., that may, in accordance' with the foregoing instructions, form |
a  part of this collection. = - ' ; Py e i

Punjab Government letter No.126-ASF-64/2377, dated . 171}, January, 1964. hgiionc

14. Docii_ments which are not to be ph;ced on Personal Files.—The personal files shoul_cl. flot '

- be burdened with copies of personal letters or certificates issued by superior officer. to their subordi-

nates-or letters of commendation issued by Government' in recoguition of any special help that might
}\Ilaﬁ’ been rendered by the. Officer, on a particular occasion, e,g., a local exhibition, visit, of g |
LP., etc. - - ; ¥ i ot

or su_ccessfull conclusion of a special campaign Wwill not, therefore,. be placed on personal files. |
. Punjab, Government letter. No. 5939 G(C)-56/21125, dated the 30th May, 1956,

Explanatory Note.—Enquiry reports of the Vigilance Department sometimes GQEta-m mention ~
of unsubstantiated allegations. In any case these are in the nature of investigations. Such enquiry
reports sha!l' not be placed on:!.__hq-person_al files. MG MR ' ]

Punfab Governent leter No. . 1485’ ASE6L/1163, 15t ‘March, 1961

" 15. Procedure fo be fnﬂoweﬁwherea.keporﬂngAnthontyisrelated to the Officer to be reported
on.—(i) When the reporting officer is the first reporting authority; he should be competent: to record’

his remarks, but, ‘while doing so, ‘he should. clearly mention that he is related to the officer reported
on and bring out the exact nature of relationship.-. ;4 . A . .

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. SRR : foreind

Punjab Government letter No. _3'91'6/'61-___57/9867,_ dated 5th June, 1957.

16.. Solicifing of Remarks to be Discouraged.—Government have noticed an . undesirable ten-

dency among officers/officials to approach the higher authorities for getting rémarks out of .the way

-on their personal files. - The confidential remarks on the work of Government servants are recorded
by the competent authority in the normal ‘course"when ‘due. - The' dﬂiccrs/oﬂiciéis‘shopld; on no

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

(ii) When tffe reporting officer is not the.original reporting -.authority he need nat normally - .'

' Punjab Government letter No. 5445-1?1’-58)’15872, dated rhe.Zdth'May,_J95&

. 17.  Custody of Personal Files and Authorjties ent to convey adverse remarks in Con-
fidential Reports.—In regard to the general. question ‘as to which authorities shouid be competent: to -
receive and convey confidential reports and ‘maintain ‘the 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 vi_ew of practical -diﬂ_iqultics in-

volved,  this does not appear to be feasible in all cases. -

. Therefore, without prejudice to the right of the “appointing authority’ to issue any special in-
structions to meet administrative exigencies, it has been decided to lay down the following procedure :—

() The personal files of all officsts of the I.Cﬁt.a.s. and the P.C.S; (Exscutive Brarich)

and non-1.C.S./P.C.S. (Executive Branch) min_is_u;ati\{é-_Sec:ctarics“will_:r_emain,-%\'r_fth

the Chief Sacretary, cxcept that the personal file of the General Manager and Secretary, -

. Bhakra Dam, will continue to be maintained by the Secretary, Irrigation and Power.

e b
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(ii) The personal files of Add:t:onal Secretanesllomt Sesretarms:’Heads of Departments who
are not ‘members of the I.C.S./LA.S./P.C.S. (Executive Branch), will remam in the
{:usr.ody of their Administrative Secretaries.

Pm_;ab Govenmaem letter No. 6257;61-59/1587, dated 13th January, 1960.

(iii) “The personal files of all class I and class II officers, except those covered by (i) and ,(11)
above, will remain with the Heads of Departments. The personal files of class I officers

- will be niaintained in-duplicate i.e. the personal files containing ‘the original annual
confidentia) reports and other documents will be maintained bythe Head of the Depart-

* ment concerned while the duplicate files containing attested copies of the reports
and the other documents will be maintained by the Administrative Secretary concerned.”

" Haryana ‘Government letter No.. 1262-3.5'-73[7754 dated the 22nd March, 1973.
) The personal ﬁlcs-of non—gezcttcd 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 eoncemed

‘ Punjab Govt. !etter No. 6257-GI-59/1587, dated I3tk January,. 1960.

.'_

. The authorities mentmned at (i), (i)-and (iv) above and the Heads of Dupartments in the case
of offiters at (iii) gbove will recsive ths confidential reports and ¢onvey adverse remarks/appreciation -
on their basis in respsct of the Government smployees whose p.rsonal files are maintained by them.”

Haryana Govemmenz letter No. 1262-35—?3[??54 dared the Zznd March, 1973. ',. ,
. To facilitate the-assessing of an oﬂicer s worth, on the basis of his personal file, the good andq ;
bad remarks should be sidelined with red and blue pencils, respectively while puttmg up the personal
files in cases of promotfon disciplinary action, pension etc. = .

" Punjab Government letter No. 1643 G-SG{IBS?I dated the 14th ‘March, 1956

- Explanatory Noté.—(i) “The Persona.l Flles (Almual Confidential Report Files) should bc
kept in safe tustody under lock and key, so that there is no room for their leakage and/or for theu‘
being -misplaced/lost by the interested persons.

Haryana Government !erter No. 5150-38- 73/20236 dated the 14th Augusr, 1973.

Explanatory Note. —-(u) The A. C R. Files of retired Govemm nt employees should be kept fora
period of 10 years after their retiremen In'respect of those. Government employees who resign their.
.appointments or are discharged or dlsmISSEd from service or who die while in service, the A.C.R. files -
- should be kept fora period of three years from the dateof their resignation or discharge or dismissal
or death as thic case may be. The files may be dcstroycd after thc aforesald penods,?provxded no,
claim/case is pending in respect of such employees. :

Haryana Government letter No. 6148-35-72 dated 30th Augus-r 1972. g

18. .Index to Personal Files.—Government observe that vcry often annual confidential reports
are not written promptly by the recording authorities, nor is due importance attaclhed to the proper
maintenance of psrsonal files, whicharea valuable service record of Government servants. To remedy
this state of affairs it has been decided thatan index in the attached proforma (Anngxure A) should form

- - partof each psrsonal file and entries therein completed beforeanynew documentsaré filed. To ensure
. . proper upkeep of personal files, it would also be dedirable that the appointing authorities /Heads of

nt/Heads of ‘Offices have the personal files in their own custody and those in the custody
of their subordinate.offices mspected bya :cspons&ble officer once every year between the months of
July and September.

Punjab Government letter No. 6257-GI—59{15§7 dated the 13th Jauuary, 1960 €,

: - Explanatory Note.——Where the persona.l fileis m the shape of a bound - reglster, it isnot necess-
sary to prepare an index to- it. : _ i
- Punjab Government letter Na 1485 457—61]’!762 dated the Ist M’arclz 1961

19. Snmmary of Personal M—Govemmcnt have decided that a summary in the attached
. proforma (Annexure B) should form part of each’ personal file to facilitate the judging of relative -
merits of officers by the competent aughorities making-appointments, promotions, etc. ,

Pw:jab Govemmem letter No. 59-ASI-5649, dated 17th February, 1962.

ik ! To faclhtate this task the g:admg should bé done by the reportmg oﬂicers A columa for
' “overall assessment’ should be provided in the form 50 that the year’s work is assessed and gradec in
" the recognised categories namely ‘A plus (outstandmg} “A’ (very good); ‘B plus (Good); B’ (aver-
‘age) and ‘C’ (Below average). ]
hm;ab Government letter No. 126-&5'{64}23;77,_ dated the 17th January, 1964,




- but js “Satisfactory/Fair” or “Above A rage”, then the latter assessment should normally.- be inter-

preted as equivalent to “Average” and “Goéd”"respccuve}yj Pprovided there is’ 1o, indicaticn. to
the Contrary -in the main reportitself. Ifthereare - instances which will douptless be exceptional,
.in which the overall assessmentrwhether in the hew categories or in'the carlier cnes is notccasistent
~+ with the main report, then the assessment should' be.suitably modified to configenito the report.

\ ‘Haryana Government letter, No, 3103-35-71, dated 215t May, 197|.

30. I amto urga‘zigain that the 'ci_ﬁice';s recbfding confidential icpofts should realise the value
_and the importance of such Eeports in making or adversely affzcting the careers.of officers reported
‘upon. While suparior offizers have ths fullest freed>m and “the right, to record their. opinion

about the work and conduct of thair subordinates in doing 'so they should 'bs guided solely by
considerations of msrit, justics and fair play. N> p2rsonal considerations; approaches or sifarish

. of any kind should bz allowad to supsrvene and their conscience alone should be their guide in this
matter. ( s ' et e ) Iy o g A ;
T

2L Iam to request that these _ingtrjictix;q?s should i:ief’st’ribt]y.fo]lo;ved.* s

; Explanatory Note.—If the -'o'é_erai'l*a:ss'essmimmccgrdi'ng_t'o. the eardier  practice ié_ Aot a8 e |
i'cated .above that is “Outstanding”. “V.. Good"; “Good”, “Average”, or “Below" Average .




. % . ANNEXURE4’ (PARA . ' ' ¢
bepal‘htient"' s : — e

INDEX TO ANNUAL GONFlDEﬁTIAL REPOR.TS AND OTHER DOCU.M'ENTS PLACED

IN THE PERSONAL FILE (CH'ARACTER. ROLL) OF ——

‘Serial Date on which placed * Nature of - .Pagc Nos. : Signatufé, date - Remarks’
' No.  on personal ﬁle documents  ofthe.-" . ‘. and designation RA: e
i placed docu- .. ofattesting -

showing ‘ ments - authority of

period w0 filed the entry

- .which it ° 7 o )
_ . rblatcs s P ey
) : 3 ‘ e 5 o @S

" N.B.= (1) ‘The Indu Form should ha printed on hoth sides of a thick mloured !‘oldef

(2) Bach Index Shaet should have a prmged Serlal No. embosssd in print in the right.
-~ and top corner. .

(3) Printed Index Sheets are avadabla t‘rom the Controuer, Printmg and Stationen'.
. Haryana., Gha.ndlgarh .

{4) Broper accaunt of [ndcx Sheets should be mamtained By éach ofﬁce;
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R o NEXURE ‘B’ (PARA 19)

¥ ) Name of the Officer vnt.‘n an indication of
; _the Scmce to. which he belongs &
@) Date of : gntry into the;Serw.ce -
| “1ie 27 o Period. & Post(s) Name(s) ; Wheﬂ;er the reportls on ' - Refcrenoc R ks
J Lowid ocovesedy  C held T "_;i< with desig- . .. the whole, outstanding. o ' to pages. s ?
- ) by the RS 2o -+ mation(s) very good, good, Average . R
- report B i t-'l:}e re- - or Below Average

e porting - - s
} : officers: = = ——r —_—t -
| : Outstan-  Average Below -
r dingl' -, . . Average . >
" very A S ' _ . :
NE. T R R T et
1 2 3 5 . ; 4 ; - o ‘_‘5 — 6
i G Yt u s (a)- v (b) . @©) - oY)

; Gt 1
[. G e sl ANNEXURE‘C’ (PARAS) o e ATy
%&/\ v A (.}OIlﬂtgeptlal reports on the work of the Otﬁeets of th,e Indian Civil Serv:ce[[ndmn Administraﬁve ;
& P Semce or the year— . A ; .
; Name : . g’ R = ‘ i e ) _-
i - . Designation . - . |
|' | © . Period spentin the post o A Y
| : B ; Rﬂmal'ks _. ‘. : ; - [ . . I-lo 4 \.
bk R R . Qverall Asscssment (Outstandmg very good : : : i .
!, it S good average or below a.vera.ge) e s ' .
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