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Dated Chandigarh,30,3, 2007
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ANNEXURE -2
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l. Proposal for the creation of a post for a period exceeding
six months or for the abolition of any public office,
carrylng pay scale of more| than Rs,10000-13500/-/

2. a) awarding of punishment to Group-A Officers,
b) awarding of punishment to Group~3 Officers such as

compulsory retirement, removal from service and
dismissal from servicey

3. Policy cases regarding appointment to the Haryana Civil — —
Secretariat Services (Groug H&DB) .

4., Recruitment to Gazetted posts.

5. Representations of Group-. Officers against communication
of adverse remarks,

With-holding/crossing of efificiency bar of Group-A Officers,
Crossing of efficiency bar of Sroup~-i Officers,
Promotion to Gazetted posts (Group-A&B Officers).

The following mitters relating to ' Gazetted personnel:-
a) Extension in service; and
P) Re-employment,

O MO X o
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10, Transfer of any Gazetted Ofificer on deputation from or to the
Govermmant of India and other State Government

11 Issue of appreciation letter to Group-i Officers.
12, Postings/transfers of Group-i Officers,

13, Deputation of Group-i Officars to Government Undertakings, Local
Dndies, Autonomous Bodies and Companles Substantially owned or
contrelled by the Haryana State Governmant,

14, cases regarding deputation or training of Group-aA Officers with
Government of India or sther State Sovernment,

15. aAny other cases which may be required to be submitted to the
Chief Minister as per rules of Business. °
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ANNEXURE=~B

Acceptance of resigmtion/Voluntary Retirement of Group=Aa
Officers, :

Cases relating to the Grant of Leave Ex-India/Permission,

Asppointment of all other employecs exXcept Restorer and
Group~D employees,

Proposals for creations of a post for a period of six months
or for the abolition of any public office carrying a pay
scale of Rs,5450-8000 and labove upto Rs,10000-13500,"

Awarding of major punishment to Group-B Officers,
EXcept compulsory retirement, removal from service and.
dismissal from service).

/Warding of minor punishment to Group-13 Officers,
#Wwarding of major punishment to Group-C employees,

Representation from officials and officers except Group-a
officers against communication of adverse romarks where the
highest reporting authority is above the rank of Deputy
Secretary. . | -

|
Court cases relating to Gazetted Officers.,

- ! :
Issue of 'simple warning ta Oroup-a Cfficers,

Deputation of Group-B offilcers to sovernment Undertakings,
Local Bodies, ~iutonomous lodies and Companies Substantially
owned or controlled by the Haryana State Government,-




e e

T *sr,.No. Items of work
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Awarding of only minor| punishment under Pupishment -and
Appeal Rules, 1987 to Group-C employees eXcept Restorers.

The following relating| to Gazetted personnel:-
a) ‘Confirmation 3 and
b) Pensions

With-holding/crossing of efficiency bar of Group-B Officers
and Deputy superintendents/Pas/Assistants/Sr,Scale Stenographer

Acceptance of resignation/voluntary retirement of Group-B
Cfficers. I

Allotment of office accommodation to IAaS/Ministers,
Permission for higher studies to Group-A and Group-B Officers.
Grant of no objection certificate to obtain a passport.

Issue Of appreciatios letter to Group-B Officers.
Postings/transfers of Group-B Officers,

postings/transfers of Deputy Supescintendent, PAS, Assistants
and senior Sele Stemgraphers.

References to Finance‘nepartmént where the proposals are
according to precedents and policy.

permissioh of sale/purchase of movable/immovable property.,
publish books and tc broadcast from the A,I.R, to accept
private employment and gifts forwarding of applications
for cutside jobs. i '

ordinary and routing answers to Parliament Questions,

Implementation £ assurance given by the C.M. on the floor
of the house with the approval of competent authority.

Court cases (Non Gaze@ted).

Issuc of simple warning to Group-B ofgicers_amﬂ Deputy
Superintendents, sssistants, PAs and Senlor Scale Steno-
graphers, : -

Deputation to foreign|service of Group-3 Officers of
Haryana Civil Secretariat,

To grant or permit Gover nment employees to receive
honorarium upto Rs.500/4 to and inuividual case during the
fimanecial year , if the.sarvice rendered does not fall
witnin the course of Fhe ordinary dutigs of the employces

concernsd., |

Acceptance of resignaktion/voluntary retirement of Deputy
Superintendents/yhs/ﬂpsistants/senior Scale Stenographers,

Representition againsk fixation of seniority of non-
gavstted employees,
Disposal of representations against adverse remarks where

the highest reporting| authority is below the rank of Deputy
Seccetary. |

Creation or abolition of any pullic office the maximum of
the pay scale of which is ®s,2550-3200 to below Rs., 5450-8000/-,
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a) Earned leave/Materni
b) LTC/India/Home Town

All other casczs,
as well as na>n-gacetied
stenographers and above
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Issue of appreciation 1

except
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rant of
ty leave
relating

co 3uzetted Personnel
to CGazettaed personnel,
policy cases relating Eo gazetted

staff (assistants/Senior Scale
) not specifically covered under

stter to Group-C Officials.

Grant of persomal pay for improving gqualifications if
permitted by Goverment.

permission for higher
establishment (axcept

tudies to the entire non-gazetted

Restorers and Group-D employecs)

of the Haryana Civil Secretariat,

Renewal of non-accommcdation certificates (other than

normal cases).
b |

allotment of accommodation in the Haryana civil Secrctariat
and other buildings hired by the Civil Secretariat except

IAS/Ministers.

approval of tour programmes of Group-i Officers.

pay fixation und=2r no
Group-C employses.

mal rules of gazetted personnel,
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1l the matters relating | to the Resturers and Class-IV
Employees other than Class-III(Excluding Clerks & above)
The following matters relating to non-gazetted personnel: -

a) Postings/transfers of the employees other than Depyty
Superintendents/Pas/issistants/sr, Scale Stenographers.

b) Permission to undertake private work.

A
1
2

-
-

c) Drawal of increment,

d) accaptance of resignation/voluntary retirement of the
Class-III & IV employcoes,

Z 3 Issue of domicile éertific&te.

4, Sanction for the grant of ex-gratia payment to the dependent
of deceased employees and issue of certificates under
Group Insurance Scheme,

5., Furnishing of Esta%lishmant data.
6. Issue of simple warning to non-gazetted staff (except Deputy
Superintendents/ PAs/issistants/sr. Scale stenOgrapherS?

Te All other cases cxcgept policy cases relating to non~gazetted
staff(excluding .ssistants and 5r., Scale Stenographers &
above) non specifieally covered under any item,

. o i
8, Acceptance of resignation/voluntary retirement of non-

gazetted semployees other than Deputy Superintendents/
assistants/PLs/5r. Scale Stenographers,
|
D The following matters relating to non-gazetted personnel: -
a) Withholding/crossing of efficiency bar by non-gazetted

staff (excluding Deputy Superintendents/pPis/Assistants/
Sr, Scale Stenographers,).

- b) Leavae cases other than leave gx-Inlia,
c) permission for acquisition of property movable or
immovable, |

10, Authorization of pay and alloWwances of officers on initial
appointment at the minimum of the scale or on grant of
increment or on receipt of specific orders passad by the
competent zuthority.

11, . Disposal 2f pension cases, calculation of pension and
DCRG of gazZetted officers of Haryany Civil Secretariat,

L, Release of last claim of officers after issus of 'No
Demand Certificate! by the respective authority,

13, Maintenance of scrvice record .of the entire establishment
of thz Haryana Civil Sceretariat,

|

14, Sending of medical claim,

15, Verification of charactoer and antecedents and medical
examination of entirc establishment of Haryana Civil Sectt,

16, To exercise all powzrs of Head of office for Haryanma Civil
Secretariat,

17. 22aewal of non-aceommodatisn certificate (normal cases).,

18. Zppointmeat of work charge staff/contingency paid staff/
st1ff on daily wages,

19, Retaention 2% recsrd Of historical interest for the
scrutiny of thza Jgptt. of Archives. |

“
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Forwarding of application |£sr the allotment of Government
“ccommodation,

Furcnise of books, Newspapers perivdicals & Maps,
iriting of books, NewWspapars Periodienls ang maps,

ﬁithhelding/crossing SE efficiency bar Of non-gazetted
€mployees other than Deputy Superintenﬂants/PAS/ASsistants/
Sr, Scale Stznographers,

approval of tour programms of cntire Secretariat staff except
Sroup-a Of ficers,

To attend toy anl imparte instructions ¢t trainces visiting
daryana civil Secretariat from various States, when so
Teguested,

vermission to Resaarch Scholars and outsidéﬁ L2 consult the
Bocks available in the Library,

Issue of Identity carcs to Group-a Officers Working in the
Secretariat,

Pay fixation under ormal rules of Restorers anpd Class-IVv
employecs,

Issue of temporary Identity cards to Group-3 Gazetted Officers
ot working in the Secretariat apg Private persons,

a) cases relating ty the grant of carned leave/medical leave/
Non Gazetted staff, '

b) LTC/Indix/Home Town,

To grant or permit Government Ciployeus to raceive hoasrarium
Upto a maximum of R8,50/~ in each individual case during 1
financial year, if the servic: rendered falls within tha

course uf the drdinary duties of the employeces concerned,
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. provision/maintenance of furniture furnishing & ad,o
' fitting according ts the nurms fixed,

2, Provisions of Stativnery/Type writoers/Uniforms Ad.O
Liveries/Sanitation/Reception/public sddress/
System/Reservation of Committee Room/wWatch &
viard and Security and General Miintenance of
Haryana portion of thelchretariat Building and
amy other Building hired by Haryana Civil Sectt,.

3. all matters relating to tne serving of refresh- aAd,0.
ments canteens anl Staff .Jzlfare Measures (not
specified elsewhere),

4, Issue of Identity Cardsg to the Gazetted/Non- : Ad.O.
gazetted employess of the Sectt, Zstablishment
(excluding Group-. ufchers),

54 Vleeding out of record athor *lLina 4(record of Veadl ng
| historical interest for the sccutiny of the Officer
Department of archives),
|
6. Back reference elicitiqg wanting information Supdt.
+ and date verifiecations lete,



