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PREFACE

I am glad that General Administration Department has consolidated in this M annual most of the 
iuistructions on service matters issued by Government from time to time. It contains Government 
instructions issued upto 31st December, 1984.

I am confident that this book will be of immense use to all the departments and it would serve 
as. a guide on mosi service matters. Although all possible care  and precautions have been taken while 
cotmpiline this Mannual, yet the General Administration Department (in General Services-lII Branch) 
wiill be glad to  receive any error or omission which is brought to the notice of this department.

P. P CAPRI HAN

D ated  Chandigarh,
thie 13-8-1985

Chief Secretary to Government, 
Haryana.

NIEPA DC

D03225
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i n

No. 4/10/84-IGe^HI

Proirt

To

The Chief Secretary to Government, Haryana.

All Heads of Departments, the Registrar, Punjab and Haryana High Court, Commiiwoucr of
Amijala and Hissar Divisions, District and Sessions J udgcs, Deputy Commissioners and Sub-
Divisional Officers (Civil) in the State.

Dated Chandigarh, the 

Subject iManoal of instructions on serrice matters 

Sir.
I am directed to say that although instructions on various service matters are issued by Governincni 

from time to time, these were not consolidated. It is likely that certain department do not have 
ail the relevant instructions handy when dealing with service matters. Sometimes, out-dated and 
superseded instructions are inadvertently followed. The departments are sometimes obliged to make 
references to the Services Department for advice on matters which they might have been able to settle 
themselves in case the complete instructions were available with them lor scrutiny. This naturally 
delays the lettlement of cases and carries with it the possibility of administrative and legal complications,

2. The present manual containing instructions issued upto 31-12-1984 seeks to meet a long- 
folt need of Government Departments. Some of these instructions would have been modified by liitest 
decisions of Government and High Court and Supreme Court. In case involving such matters, the 
later instructions would apply. It is hoped that the eixcloscd mamiai of instructions would be of 
luT^stantial use to all the Departments and would serve as guide to all those dealing with 
serrice matters

V ours faithfully,
C. S. RANA 

Joint .Secretary General Administration 
/p r Chief Secretary to Government, Haryana.

A copy, along with a copy of the ‘Manual of Instructions on Service M atters’ is forwarded to all 
the Financial Commissioners and Administrative Secretaries to Government, Haryana, for information 
and action.

C. S, RANA

Joint Secretary, General Administration, 
for Chief Secretary to Government, Haryana.

To
1. The Financial Commissioners, Haryana.
2. Tl\e Administrative Secretariei to Government, Haryana.

U. (>. No. 4/10/84-IGS-III/ dated Chandigarh the 1985

A copy, along with a copy of the ‘M anual of Instructions on Service M atters’ is forwarded lo 
the Principal Secretary/Deputy Principal Secretcry/Secretary to Chief Minister and Secretaries/Private 
S*ctetaries to Ministers/State Ministers and Parliamentary Secretary, for information and neccssary 
action.

C. S. RANA 
Joint Secretary General Administration,

/o /-C hief Secretary to Government, Haryana,

To
The Principal Secretary/Deputy Principal Secretary/Secretary to the Chief M inister and 
Secretaries/Private Secretaries/to Ministers/State Ministers/Parliamentary Secretary.

U. O. No. 4/10/84-1 GS-III dated Chandijjarh the 1985



(iv)

. NOTE

The following Government Instructions could not be incorporated in this manual of JnstrUctloliS 
on service matters because of theii non-availability (being untracable):—

Serial Number and date of Govt. 
No. Instructions

1

1. 18790-3GS (I)-64/5569, dt. 19-2-64

2. 7048-5GS-69/1676,dt. 26-1-69

3. 4319-Gl-58/36255,dt. 30-5-58

4. 6757-6GS~60/31334,dt. 27.9.60

5. 7663-G-49/70531, dt. 10.1.49

6. 4886-G-52, dt. 21-7-52

7. 3074-ACC-54/806, dt. 20-11-54

8. 122-ACC-48/38539, dt. 19-7-48

9. 1048-ACC-51/40,dt 6-8-51

10. 8789-51/1/18129, dt. 6-11-51

11. 3216-GIl 1-59/1 1653, dt. 20-4-59

12. 1070-GIlI-60/1995,dt. 1-4-60

13. 6917-PG/7072, dt. 18-7-50

14. I6424-DSGSIII-63,dt. 12-11-63

15. 2974-GII-58/59622, dt. 26-6-1958

] 6. 7190-G-55/44953, dt. 28-7-55 

17. 1202-G-46/21150,dt. 22-3-56

18 8791-WG-59/83351, dt. 14-10-59

19. 5980-G-II (0-57/10/10775, 19-6-57 ’

20. 1017-WG-II-(C)-57/25901, dt. 20-12-57

21. 9180-G] 11-59/22659 dt, 20-11-59

22. 12281-PG-50/9395, dt. 30-10-50

Subject

Age of compulsory retirement-Raiiing of

Appointments by departments on ad-hoc basis.

Re-inibursenient to Govt, servants of the cost 
of investigation into their conduct.

Expeditious disposal of cases involving financial 
liabilities of Government-Delays in taking disci
plinary action.
G rant of extension in service Re-employment of 
Govt, servant.
Qualification of age for recruitment to services/ 
posts under the State Government.
Grant of pension of retired government servants 
and the application of Rule 6.4 of C.S.R. Vol.
U in case of Government servants whose reputa
tion for honesty has been bad.
Fixation of quantom o f punishment in casei 
relating to false drawl o f T. A. '
Dismissal of government servants on conviction.

—d o -

State Trading of Food Grains—Appintment of 
stalf.

Training of clerks —Initial recruitment of clerks 
on apprentiship basis.

Instructions relating to interviews with Ministers.

Approaching Ministers and other higher 
officers.
Punjab Government Servants (Conduct) Rules 
regarding purchase of land material etc. for 
buildings/making additions to a house.
Prohibition of Plural Marriages.

Re-imbursement to government servants of the 
cost of investigation—Delays in taking disci
plinary action.
Concession to  candidates who took part in ’ 
national movements.
Finding Ways and Means to deal with un-suita- 
ble olBcers. j
Concession to candidates who take part national 
movements.
Relationship between the Commissicners/Deput; 
Commissioner/Divisional Officers/Districts 
regarding writing of Confidential Reports. 
Verification of Character and antecedents ol 
persons before their first appointment il 
government service.



a l p h a b e t ic a l  i n d e x  o f  t h e  i n s t r u c t i o n s  t o  b e  i n c l u d e d  i n  T r i£  
M ANUAl. OF i n s t r u c t i o n s  ON SERVICE MATTERS.

(V)

Sub Head I

Over Time Allowances

II. Bonalide Residents 
of Haryana-Guidllnes 
Regarding.

HI. Conduct of Government 
Employees

Sub-Head.s Action on the 
Aliegitions made 
against Govt, employ
ees in the press.

Bharat Sewak Samaj

Attendance of Govt. Servants 
at t he meetings, conventions 
etc. o f------

Conductof Govt, employees 
in relation to the proper 
maintenance of family.

Punjab Government 
servants—Rules, 1955—F^orm 
of report for purchase of 
land etc.

Punjab Government Em
ployees (conduct) Rules, 1966.

No. 6476-PI(C)-57/18892, dt. 27.9.57 

No. 1569-Pol(3)-64/3714, dt. 24.2.64

No. 2067-2 GSI-75/9622 dt. 10-4-1975 

No, 4294-2GSI-75/32585, dt. 6-10-1975 

No. 2823-2GSI-76/16227, dt. 18-6-1976 

No. 4663-6GSI-77/19856, dt. 26-7-1977 
No. 8659-6GSI-77/41865, dt. 6-1-1978 

No. 62/46/83-6GSI, dt, 6-9-83

No. 728-8 GS-62/1501, dt. 15-1-1962 
No. 4068’PSGS-64/12488, dt. 10-4-1964 
No. 4174-P-54;17154, dt. 28-7-1954 
No. 2319-P (0-56/9324, dt 2-3-1956 

No. 2297-P-56/18382, dt. 4-5-1956 

No. 3672-GI1-59/248, dt. 11-5-1959 

No. 16110-8GS-62/39005, dt. 6-11-1962 

No. 5394 DSGS(l)-6.'i, dt. 6-7-1965 

No. 5824-3GSl-66,dt. 20-10-1966 

No. 3598-5GS-68/18551, dt. 22-7-1968 

No. 4472-5GS1-71/24500, dt. 20-8-1971 

No. 1871-IGSI-73/866I, d!. 30-3^1973 

No, 326l-iGSI-73/l4l42, dt. 5-6-1973 
No. 5730-GSI-75/2Q584, dt. 9-10-1975 

No, 1I/10/80-2GS1, dt. 10-10-1980 

No. 16/48/80-6GSI, dt. 28-4-81 

No. 944-P-53/1188, dt. 2-3-1953 

No, 15948-GS-60/44659, dt. 8-12-1960

No. 4656-6GS-63/24763, dt. 25-7-1963

No. 8323-6GS-63/22817,dt, 5-7-1963

Pages
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(vi)

Central Civil Services (Con- No. 1651-5GS-67/8429, d t. 22-5-1967 
duct Rules) 1964-Acceptance 
of passes and hospitality by 
officers from foreign con
tracting firms.
Consumption of intoxicat
ing drinks and drugs.

No. 5303-5GS-68/25396, d t. 30-9-1968

No. 2609-5GS-69/9913, dt. 20-5-1969

Amendment in Punjab Govt. No. 4787-IGS1-72/2553, dt. 5-9-1972 
Employees (Conduct) Rules,
1966, as applicable to the 
State of Haryana.

C onsum ption of intoxicating No. 5489-IGS1-72/7577, dt. 18-9-72 
drinks and drugs by Govern
ment Employees.

Co-operative Societies

Formation of corrupt 
practices among officials.

Corruption

Eradication of corrupt prac
tices among officials.

Farewell Entertainments

Public parties in honour 
of Government employees

M oral Turpitude

Cases o f...............

N o. 6375-GS-6I/23734. dt. 6-7-1961

No. 15837-7GS-62/39797. dt. 8-11-1962

No, 8852-G-50/14952, dt. 23-12-1950 

No. 15386-G-55/83568, dt. 3-1-1956

No. 3674-3GSI-66/19544, dt. 5-8-1966 

No. 6857-5GSI-72/2756, dt. 2-2-1973 
N0.1449-5GS-I-75/6324, dt. 17/26-3-1975

Permission
.......for celebration of marriages. No. 16935-GS-60/1295, dt. 23-1-1961

No. 8493-DSGS(I)-65/31233,dt. 15-9-1965

...to  enter into business or be- No. 1220-IGSII-65/7944, d t. 24-3-1965 
come partaers in firms of a 
commercial nature.

Political Activities

Participation of Government 
employees in . . . .a n d  agitations.

Association of G ovt, emplo
yees with the activities o f RSS/ 
Jammat-e-Islami.

No, I036-P-60/12434, d t. 19-5-1960

No. 4453-9GS11-64/22797, dt. 31-8-1964 

No. 7653-6GSI-65/40644, d t. 18-12-1965 

No, 442-5GS-66/199, dt. 11-1-1967

No 3100-5GS-69/13240, dt. 13-6-1969 
N o 3946-5GS-69/17872, dt. 17-7-1969 

No 398-5GS-70/4340» dt. 4-3-1970
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PriTate Work

Enployinent o f peons as p ri
vate wrvants.

ProhibitioD

...... to ask for for accept free
passage.

.of plural Marriges by 
Govt. Employees.

Property

Declaration of movable & 
immovable..  by Govt, emplo- 
y«cs.

Punctuality

Punctuality in office attan- 
dance
Observance of punctuality in 
keeping appointments.

No. 820-IGSI-73/6479, d t. 9-3-1973 

No. ll(5)2-GSl-79, dt. 31-5-1979 

N o. 11/9/79-2GSI, dt. 2-4-1980 

No. 53/52/80/3PP, dt. 4-7-80 

No. 239-PSCS(H)-80, dt. 11-9-80 
No. 9/12/80-IGSII, dt. 24-9-80 

No. 46/11/78-3PP, dt. 6-10-80

No. 7307-G-50/1-4390, dt. 31-10-1950

No. 4540-Gir-57/l2538,dt. I5-7-I957 

No. 7686-G-58/19409, dt. 31-6-1958 
No. 287-IGSl-72/3I04,dt. 8-2-1972 

No, 25/25/78-GSI, dt. 28-9-1.978

(vii)

No. 6890-G-38/28943, d t. 24-8-1938

No. 12897-G-54/1775 dt, 18-1-1955

No. 1920-G-55/I9071, dt. 9-4-1955 

No. lU0«.2-G-55/77334, dt. 1-12-1955 

No. 3992-G-i 1-56/3421, dt. 15-1-1957

No. 1116-G11-60/6152, dt. 18-2-1960

No. 140-2GSI-65/5259, dt. 4-3-1965 

No. 278-3GS1-66/3062, dt. 16-2-1966 

No. 593-6GS1-76/5706, dt. 11-3-1976 
No. 5733-3GSl-77,dt. 29-12-1977 

No. II/10/78-GS1, dt, 28-6-1978

No. 967^-8GS-62/23655, dt. 19-7-1962 

No. 1946-8GS-63/6399, dt. 16-2-1963 

No. 8484-6GS-63/23957, dt. 3-7-1963
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Purchase of Articles 

.......from Subordinatei. No. 3321-GS-61/14042, d t. 19-4-1961 

No. 5672-3GSI.77/25892, dt. 14-9-77 

No. 8274-3GS1-77/40U9, dt.28-12-77 

No, 11/8/78-GSf, dt. 13-3-78

111

111

114
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tv. Confidential Reports
Annual Confidential 
Reports
Proedure for recording.... 
of Govt- Employees-

No. 2334-ASI-60/15708, dt. 3-5-60 

No. 2107-3S-67/19007, dt. 4-10-1967 

No 6718-3S-68/27185, dt. 24-10-1968 

No. 6718-3S-68/27937, dt. 1-11-1968 

No. 6718-3S-68/]591,dt. 20-1-1969 

No. 397-3S/69/6274, dt, 4/7-4-1969 

No. 160-3S-70/9698, dt. 23-4-1970 

No. 1430-3S-71/5968, dt. 31-3-1971 

No. 3600-3S-71/17241, dt. 18-6-1971 

NO.6190-3S-71, dt. 16-9-1971 

No, 8367-3S-71/36929, dt.

No. 1283-3S-72/4813 dt. 18-2-1972 

No. 2390-3S-72/10913 dt. 19-4-1972 

No. 5010-3S-72/26525,dt. 7-9-1972 

No. 872-3S-73/5679, dt. 6-3-1973 

No. 1262-3S-73/7754, dt. 22-3-1973 

No. 5150-38-73/20236,14-8-1973 

No. 3062-38-73/dt. 14-8-1973 

No. 8190-38-73/dt. 2-1-1974 

No. 493-38-74/4585, dt, 4-3-1974 

No. 2223-38-74/8217, dt. 12-4-1974 

No. 3461-38-74/12910, dt. 3-6-1974 

No, 6143-38-74 dt, 20-11-1974 

No. 182-38-75/4694, dt. 17-2-1975 

No. 5321-38-75/16049, dt. 5-6-1975 

No. 7102-38-75/27446, dt. 8-9-1975 

No. 12060-38-75/36710, dt, 16-12-1975 

No. 9776-38-75/ dt. 22-1-1976 

No. 5158-38-76/19330, dt. 21-7-1976 

No. 6639-38-76/24486, dt. 9-9-1976 

No. 1267-3S-76/24570, dt, 13-9-1976 

No. 8562-38-76/32073, dt. 23-11-1976 

No. 8516-38-76/33647, dt. 17-12-1976 
No. 9506-38-76/1807, dt. 27-1-1977 

No. 7116-38-76/3368, dt. 14-2-1977 

No. 1731-38-77/20257, dt. 26-7-1977 

No. 7165-38-77/28840, dt. 23-9-1977 

No. 30/92/78-8, dt. 28-3-1979
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Appreciation letters

Issue o f.......... to Government
Employees

No. 30/77/79-S(f), dt. 14-3-1980 

No. 30/14/80-S, dt. 23-5-1980 

No. 30/82/79-S, dt. 2-6-1980 

No. 30/27/80-8(1), dt. 30-10-1980 

No. 36/21/81-5(1), dt. 9-6-1981 

No, 36/36/81-S(l),dt. 3-2-1982 

No. 36/28/81-8(1), dt. 16-8-1983

No. 472-,4Sl-f)4/11586. dt 9-4-1964

No. 3270-.4SI-65/11454, dt. 3-4-1965 

No. 1624-3S-71/6920, dt. 31-3-1971 

No. 2817-S-71, dt. 10-5-1971 
No. 4643-3S-72/11708, dt. 21-7-1972
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V. ConflrmBtioa of Gotem- 
oient Employeet

Erroneoni Conflrmatioa

Procedure to be followed 
in cancelling the..,of Junior 
OflRceri.

Work and Coodact

Consideration of----- in the
m atter of confirmation.

VI Classificatian of Posts

VI1. £x-gratia grant and other 
facilities to the family 
member! of deceased emp
loyees.
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PARTI





Subject :—Grant of overtime allowances to peons who atre called to dufey aifter office hours and on holidays.

I am directed to address you on the subject noUed above, and to fslate th a t the Governor of Punjab 
is pleased to enhance the rate of overtime allowances from Rs. 0.25 to Rs. 0.37 perday to each of the 
peons including Jamadars employed at their headquarte;rs when thtey Eire  detained in office on official duty 
after one hour of the usual office hours. The allowancce will also be adlmiissible to those who may have 
to  be called for official duties to office or at the residlcnce of officeirs ait the Secretariat headqui rltrs on 
SuiiJays and holidays. No overtime allowances will Ibe admissibile to [peons and jam adars when they 
accompany officers on tour and to those working in theolfficesof Oeputy Commissioners and Commissioners 
in the Divisions.

2. Care should, however, be taken to see thattlhis concessioni is notabusW  ;ind the peonsare only 
deliimed on duly in really genuine cases in the interest of Governmentt w ork. As a rule such use of peons 
should be avoided in particular by the officers who havt more than oni<- peon. TJie dulii s of p.ons in their 
case should be so arranged that one peon works upto 4 P.M. and the oUher Ci-nvs on duty from 12 nci n 
aaid works upto 7 P.M. (6 P.M. in winter) if need be oPfic(e peons must mot be dctaincil on duly except imdtr 
express orders of their Superintendent or any oth:^r GK'izetted Officer., The otfice who required his pern 
for such a duty shall certify before payment is authorised the dm wing oflken. should furnish the A llow
ing certificates in support of all contingent bills rclatiii;g to cluiiri ofoveTtinie allowance grr ntcd to peons 
who are called to duly after olfice hours :—■

(1) “ Certified that the peons and .famadars for vvliorn ovi'riiime allow uue has been claimed in 
the bill were actually required for duty after one hour o f  the usu; 1 o'fTK 'c hours or on h('lidays”.

(2) “ Certified that I have satislled myself that the requirements ( 'f the ortlcrs issued in Chief Secre
tary  to Government. Punjab's letter No, 6476-Pl (C)/’J8892, dated the I9lh September, 1957, have been 
complied with in case of peons and jam adars for whom overtime allowamve has been claimed in this bill”.

(3) The expenditure involved will be debited to the primary unit ‘Contingencies’ of the office 
ctmcerned.

(4) This letter will supersede the instructions issued by the State Government on this subject from 
tiime to time in the past.

Copy of letter No. 1569-Pol. (,^)'64/,^714, dated the 22nd/24th Febnrary, l%4, from the Chief Secretary to
(Joverninent, Punjab to all Heads of Departments in the Punjab, etc., etc.

S'lihjcct —Grant of ovcrtiine allowances to peons who are called to dmty after olTin- lours and on holidays.

I am  directed to invite a reference to the instructions contained in Puiij;.b Ct vcrnnicnt letter N i . 
6476^PI (0-57/18892, dated the 27th September, 1957, which inter alia lay down that th.-peons including 
Jam adars employed in the Secretariat offices and in the offices of Heads of Ucpartn^ents at their Head
quarters are entitled to an  overtime allowance of 00.37 NP per day when they are de.aiiied in offices on 
official duty after one hour o f the usual office hours. The question regarding grant of overtime allowances 
tt) these Peons and Jamadars if they are called upim to work more than one hour earher the usudl i ffice 
hours has been engaging the attention of Government for some time past. It has ntav been decided by 
Government that these Peons and Jam adars if they are called upon to work more than on.; hour earlier 
th an  the usual office hours will also be entitled to the overtime allowa nee at the same rates and conditiciu 
a s  laid down in the letter under reference.

2. This issue with the concurrence of the Finance Department, vide U.O.No. 1148-3FR-63, dated 
tile 23rd January, 1964.

Copy of Circular letter No. 6476-PI (0-57/18892, dated tthe 27th Septembeir, 1957, from the Chief Secretar j
to Government, Punjab to all Heads of Departiments, etc. etc.





PART II





To

From
The Chief Secretary to Govt., Haryana.

(i) All Heads o f Departments, Commissioners Ambala and Hissar Divisions, all Deputy Ccm- 
missioners and all Sub-Divisional Officers in Haryana.

(ii) The Registrar, Punjab and Haryana High Court and all District & Sessions Judges in Haryana.

Dated, Chandigarh, the 10th April, 1975.

Subject :—Bonaflde residents of Haryana guldeh'nes regarding.

Sir,
I am  directed to address you on the subject noted above to say that the question of defining the 

term ‘bonaflde residents of H aryana’ for purpose of admissions to educational institutions (including 
technical/medical institutions), grant of scholarships and other concessions, where they are r ’stricted to 
bonafide residents of Haryana, has been engaging the attension of the State Crovernment tor sometime 
p a s t . , Them atter has- accordingly been <;onsideredand the following guidelines are laid down in this behalf ;

(i) To constitute a bonaflde resident of Haryana, the parents or guardian (if the parents are not 
living) of the candidfte must be settKd or have resided in Haryana fo ra  period of at least 
3 years before the date of the applications.

(ii) All candidates claiming to be bonafide residents of Haryana should be produce a Haryana 
Domicile Certificate signed by the Distiict Magistrate/General Assistants to Deputy Ccm 
missi^^nrr or Sub-Divisional Officer (Civil) o f the District/Sub-Divisional to which the candi
dates belong. Certificates from no other authority should be accepted.

(iii) In the case o f admissions to educational insthutions Principal/Headmaster of the institution 
shall have full powers to reject a candidate if he is not satisfied that the candidate belongs 
to Haryana. His authority in this behalf would be final ;

If  a -andidate is admitted on the br'sis of a claim that he belongs to the state of Haiyana 
but a t any subsequent time it is discovered that his claim was false, the student shall 
be removed from the institution and all fees and other dues paid up to the date of such 
iemoval sli; II be confi;;catcd. The Principal/Headnuvster may take such other acticn 
against the student and his/her parents/guardians as he may deem proper in the circum
stances of any particular case.

(iv) Children of the empl yees of the Haryana Stale posted in or outside the Haryana State or 
working on deputation, children of the employees of the Government of India, posted in 
Haryana, children c f the employees of the statutory bodies/Corporations establislied by or 
under an act of the State of Harvana and other corporations such as under the Industrial
D.'velopment Corpiu-ations etc. established under the Indian Companies Act. will be treated 
as bonafide residents of Haryana provided that the father/mother/guardian have continuous 
service of three years under the Government of India, the Haryana Government or the Cor
poration as the case may be. Chiidren of the employees o f autonomous bodies such as ‘Haryana 
Nimco’ in which the Haryana Government has 26% or more shares will also be treated es 
bonaflde residence of Haryana.

(v) Children of the pensioners of Haryana Government should be consideied for the purpose 
o f admission as bonafide residents of Haryana irrespective of the fact that the original home 
of the retiree is in the State other than Haryana or he settles after retirement in or outside 
Haryana,

Yours faithfully,
Sdj -  _

Virendra Nath 
Deputy S?crctary, Pi litical & Services, 

for Chief Secretary to Government, Haryana.

A copii-s endorsed to Financial Commissioner, Haryana/All Administrative Secretaries to Gcvt, 
Haryana,

No. 2067-2 GSI-75/9622,



From

To

No. 4294-2 GSI-75/3258S

The Chief Secretary to Govt,, Haryana,

(1) All Heads of Departments, Commissioners Arabala and Hissar Divisions, All Deputy Coim- 
missioners and all Sub-Divisional Officers in Haryana.

(2) The Registrar, Punjab and Haryana High Court, and all Districts and Sessions Judges in 
Haryana.

Dated, Chandigarh the 6th October, 1975.

Subject :—Bonaflde residents of Haryana-C^uideiines regarding.

Sir,
In supersession of the instructions issued vide Haryana Govt, letters No. 2067-2 GSI-75/9622, dat(ed 

the 10th April, 1975, on the subject noted above I am directed to say tliat the question o f further wideniing 
the scope of the defiaition of the term 'bonafide residents o f H aryana’ for the purpose of admissions to 
educational institutions (including technical/medical institutions), grant ofscholarshipsand other concessioms, 
where they are restricted to bonafide residents of Haryana, hrs been engaging the attention of the SlE.te 
Government.

2. After careful consideration it has been decided that the following categories of persons woiuld 
be eligible for the grant of domicile certificate

(i) Candidates who have passed the examinations qualifying them for selecticn in an  institutiion 
from a school/college in Haryana ;

(ii) Children/wards (if parents are not living)/dependents—

(a) of the employees o f H aryana State posted in or outside Haryana State or working on  
deputation ;

(b) of the employees of the Government of India posted in Haryana or Chandigarh in con 
nection with the affairs of Haryana Govt.

(c) of the employees of the statutory bodies/Corpcrations established by or under an  act of 
the State of H aryana or a Central Act and who are posted in Chandigarh or elsewhere-in 
Haryana ;

(d) of the employees o f autonomous bodies in which H aryana Government has 26 % or moire 
shares.

(iii) Children/wards (if parents are not living)/dependants of persons who after retirement ha.ve 
permanently settled in Haryana and draw their pensions from the treasuries situated in 
the State o f H aiyana ;

(iv) Children/wards (if parents are not living)/dependants of the pensioners of H aryana Gc vt. 
irrespective of the fact that the original home of the retiree is in a State other than Harya na 
or he has settled after retirement in or outside H aryana ;

(v) Children/wards (if parents are not living) dependants of persons who have settled in Harya na 
or had resided in Haryana at any lime prior to the date of the submission of the appiicati.on 
either in pursuit o f a profession or holding of a job to which effect an  affidavit in the forrraer 
case and the certificate of the employer in the latter case, is produced ;

(vi) Children/wards (if parents arc not living)/dependants of persons who hold immovable prcpcirty 
in Haryana but for service in the Govt, o f India or in any State Govt, or business a.re 
residing outside the State of H aryana ;

(vii) the wives of such persons who are bonafide residents of Haryana irrespective o f the fac^ 
that they hrd  belonged to any other State before marriage ;



(viii) persons who were born in Haryana and produce a certificate to that effect ;

Provided that the parents/guardians (if parents are not living) c f persons belonging to any one of 
the above mentioned eight categories, are

(a) citizens of India ;

(b) produce an  affidavit to the effect that they or their children/wards (if parents are not 
living)/dependants have not obtained the benefit of domicile in ‘any other stale.

All candidates claiming to be bonafide residents of H aryana should produce a Haryana Dcmicilc 
Certificate signed by the District M agistrate/General Assistant to Deputy Ccmmissioner or Sub-Divisiona] 
Officer (Civil) of the District /Sub-Division to which the candidates belong. Certificates frtm  no otherauthc- 
rity shall be accepted.

4. In the case o f admissions to educational institutions, Principal/Headmaster of the institution 
s.hall have full pawers to reject a candidate if he is not satisfied that the candidate belongs to Haryana, 
liis  authority in this behalf shall be final.

5. It'a candidate is admitted on the basis of a claim that he belongs to the State of Haryana but 
a t  any subsequent time it is discovered that his claim was false, the student shall be removed from the 
institution and all fees and other dues paid up to the date of such removal shall be confiscated. The 
Principal/Headmaster may take such otiier action against the student and his/her parents/guardians 
a;s h.? may deem proper in the circumstances of an ;’ particular ca.se.

6. These instructions may kindly be noted carefully and their receipt may be acknowledged.

Yours faithfully,
S d .h  

(P. ISSAR).
Deputy Secretary CJeneral Administration, 

for Chief Secretary to Government, Haryana.

A copies endorsed to the Financial Commissioner, Haryana, All Administrative Secretaries to 
Oovernmcnt, Haryan;i.



The Chief Secretary to Government, Haryana,

To

(1) All Heads of Departments, Commissioners
Ambala and Hissar Divisions, All Deputy 
Commissioners and Sub-Divisional Officers 
in Haryana.

(2) The Registrar, Punjab and H aryana High Court 
and all Districts and Sessions Judges in 
Haryana,

Dated, Chandigarh, the 18th June, 1976.

Subject ;—Bonafide residents of Haryana-Guidelines regarding.

Sir,

1 am directed to invite a reference to Haryana Government letter No. 4294-2GSI-75/32585, datcid 
the 6th October, 1975, on the subject noted above, and to say specific that para 3 of the letter referred tcj 
above should be substituted as follows :—

“ All candidates claiming to be bonafide residents of H aryana should produce a Haryana Dcmii- 
cile Certificate signed by the District Magistrate/General Assistant to Deputy Commissicncer 
or Sub-Divisional Officer (Civil) of the District/Sub-Division to which the candidate belonjg. 
Domicile -certificates in respect of the children/wards of Government employees who a re  
posted a t Chandigarh, Delhi or elsewhere, or in respect of the children/wards of the em p 
loyees of the Government of India posted a t Chandigarh in connection with the affairs o f  
H iryana Government, or in respect of the children /wards of the employees of the Statutoiry 
bodies /Corporations of Haryana established by or under an Act of the State of Haryania 
o ra  Centra] Act and located a t Chandigarh, should be issued by their respective Heads cof 
Departments.”

Yours faithfully,

Sd./—
(P. ISSAR).

Deputy Secretary General Administration!, 
for  Chief Secretary to Government, H aryana.

A copies endorsed to the Financial Commissioner, Haryana, All Administrative Secretsrits tci 
Government, Haryana.
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The Chief Secretary to Government,
Haryana, j

To t|
Heads of Departments, Commissioners 

^Ambala and Hissar Divisions, All Deputy 
Commissioners and all Sub Divisional Officers 
ill Haryana.

(2) The Registrar, Punjab and Haryana High Court, 
and all Districts and Sessions Judges in H aryana.

Dated Chandigarh, the 26th July, 1977.

Subject :—Bonafide residents of Haryana-Guideiines regarding.

Sir,

[a supfesesioii of the instructiuns issued vide Haryana Government letters No. 4294-2GSI-75/32585, 
dated the 6th October, 1975 and No. 2823-2GSI-76/16227, dated the 18th June, 1976, on the subject 
noted above I am directed to say that the Question of further widening the scope of the delinition of the teim 
‘bsmilide resideats o f Haryafta’ for live purpose of ivdmissions to  educational u\slitulioiis (including techiiical/ 
m-dical institutions), grant of scholarships and other concessions, where they are restricted to bonatidu 
residents of Haryana, has been examined.

2. Alter careful consideration it has been decided tha t the following categories of persons would 
be eligible for the grant of domicile certificate .—■

(i) C indidates who have passed the examinations, qualifying them for selection in an  insti
tution, from a school/college in H aryana;

(ii) Children/wards (if parents are not living)/dependants—•

(a) of the employees o f H iryana State posted in or outside Haryana State or working on 
deputation;

(b) of the employees of th ; 0-ivernm3nt of India posted in Chandigarh or in H iryaua in 
connection with the alfjirs o f the H aryana Government;

(c) o f the employees of th ; statutory b.idies/Corporations established by or under aii ol 
the State of H aryana or a Central Act, who are posted in Chandigarh or m 
Haryana.

(d) of the employees of autonomous botlies in which Harya na Government has 26 % or more 
shares.

(iii) Children/wjrds (if parents are n j t  living)/dep.;ndants of persons who after retirement have 
p;rm aaently settled in Haryana and draw their pensions trom  the treasuries situated in the 
State o f Haryana.

(iv) Children/wards (if parents are not living)/dependants of the pensioners of Haryana Govern- 
mjnt, irrespective of th ; fact that the original home of the retiree is in a State odier than 
H-iryana or he has settled after retirenignt in or outside H aryana;

(v) Children/wards (if parents are not living) /dependants o f persons who have settled in 
Haryana or had resided in Haryana at any time prior to the date of the submission uf 
application either in pursuit of a profession or holdmg o fa jo b , to which effect an aflijavit 
in the former case and the certificate of the employer in the latter case, is produced;

(vi) Children/wards (if patents are not living)/dependants of persons who hold immovable 
property in Haryana but for service in the Government o f India or in any Slate Government 
or business are residing outside the State of H aryana;
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(vii) the wives of such persons who are bonafide residents of Haryana irrespective o f the fact 
that ihey had belonged to any other State before marriage;

(viii) persons who were born in H aryana and produce a certificate to that effect;

Provided that the parents/guardians (if parents are not living ) of persons belonging to any one 
o f the above mentioned eight categories, are—

(a) citizens of India;

(I)) produce an  affidavit to the cffect that they or their children /wards (if parents are not 
living)/ dependants have not obtained the benelit of domicile in any other State.

3. All candidates claiming to be bonafide residents o f Haryana should produce a H aryana Dr mi- 
cile Certificate signed by the District Magistrate/General Assistant to Deputy Commissioner or Sub-Divi
sional Offi:;er (C'vil) of th^ District/Sub-Division to which the candidates belong. Domicile certificates 
in  respjct of th j chiidren/wards/dep;ndants of Haryana Government employees who are posted at C handi
garh, D jlh or elsewhere, or in resp.'ct of the Children/wards/dependants of the employees of the Govern
ment of Inida posted at Chandgarh or in Haryana in connection with the affairs of Haryana Government, 
or in respect of th? childreii/ward.s/depcndants of the employees o f the Statutory bodics/Corporations o f  
Haryana established by or under an act of the State of Haryana or a Central Act and located at Chandigarhi 
or in Haryana, should be issued by their respective Heads of Departnsents.

4. In the case of admissions to f'ducational institutions, Principrl/Headmaster of the institution! 
shall h ve full p/>wjrs to reject a candidate if he is not satisfied that the candidate belongs to Haryana.. 
His authority in this behalf shidl be final.

5. H 'acai\(iidaic i.i.u lm iiU .d r.iilhobasiscfacla im lhat he belongs to the Slate cf H; ryana butt 
a t any subsequer/t time it is discovered that his claim was false, the student shall be removed from the insti
tution and all fees and other dues paid up to the date of such removal shall be confiscated. The Principal// 
Headmaster may take such other action against the student and his/her parents/guardians as he may detnn 
proper in th ; circumstances of any particular case.
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6. 'I’h ':c instructions may kindly be noted carcfuIly.

Yours faithfully.

Sd./—
Deputy Secretary General Administration„ 
fo r  Chief Secretary to Government, Haryana.,

A copies endorsed to the Financial Commissioner, H aryana, and , All Administrative Secretaries; 
to Government, Haryana.



The Chief Sjcretary to Cioveriiment, Haryana.

T o

(1) All H jads of Departments, Commissioners Anibala and Hissar 
Divisions, All Depuly 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 6th January, 1978.

Subject :—Bonaiide residents of Haryana-Guidelines regarding.

Sir,

I am directed to invite a refcrenc3 to (he instructions contained in Haryana Government circular 
letter No. 4663-6GS1-77/19856, tlaled ihe 26th July, 1977 on the subject noted aht ve and to say that in 
para 3 of these instructions it has interalia been provided that domicile certificates in rtsptct c f the children/ 
■wards/dependants of the employees of (lie Statutory Bodics/Corporalions of Haryana established by or 
lunderan Act of ths State of H iryana or a C jntral Act and located at Chandigarh r r  in Haryana, should be 
issued by their respective Heads c f bepartm ents. 1 here are no Heads o f Departments in rcspect of the 
Statutory Bodies/Corporations as these are not the Government Departments. It is, therefore, clarified 

that for thg purpose of issuing domicile certificates in rcspect of the children/wards/dependants of the 
employees of th^ Statutory Hodics/Corpjiations, the executive/administrative head of the Statutory 
Body/Corporation concerned i.e. the Man; ging Dirtcior, General Manager, Manager or Secretary etc. 
'Will be competent to issue such cerlificates.

2. These instructions may please be brought to the notice of all concerned for guidance.

Yours faithfully,

S d ./--

Deputy Secretary General Administration, 
for  Chief Secretary to Gcverninent, Haryana.

A copies endorsed to the Financial Commissioner, Revenue, Haryana, and all Administrative 
Secretaries to Government, Haryana.

13

No. 8659-6GSI-77/41865

From



The Chief Secretary to Government, Haryana.

To

(1) All Heads of Departments, Commissioners 
Anibala and Hissar Divisions, All Deputy 
Commissioners and all Sub-Divisional OlSceis(C), 
in Haryana,

(2) The Registrar, Punjab, and Haryana High Court, 
and all Districts and Session Judges, in Haryana.

Dated Chandigath, the 6th September, 1983.

Subject :—Honafide residents of HaryHna-Giiidelines regarding.

Sir,

I am directed to refer to the instructions issued vide Haryana Government circular letter No. 4663- 
6GS1-77/19856, dated the 26th July, 1977, on the subject noted above, and to say that it has been decideill 
to make the following amendments therein :—■

(1) Para 2 (ii) (c) th ;recf should be read as under

“ (c) of the employees o f statutory bodies/Corporations established by or under an  Act o f  
the State of H aryana o ra  Central Act, who are posted in Chandigarh or in Haryana o r  
outside H aryana.”

(2) For th ; expression “ Cliindigarh or in H iryana, should be issued by their respective Heads; 
of D.‘partm ;nts” occuring at th ; end of p ira  3 th jreof the expression “ Chandigarh, in 
Haryana or outside H iryana, should be issued by their respsctive Heads of Departments”, 
shall be substituted.

2. The receipt o f this letter may please be acknowledged.

Yours faithfully,
Sd./—

Under Sscretary, General Administration, 
Chief Secretary to Government, Haryana..

A copy is forwarded for Information and necessary action.

Signed]

All Financial Commissioners, Haryana and All Administrative2.Secretaries to Government, 
Haryana. ^

Sd./—
Under Secretary, General Administration, 

fo r  Chief Secretary to Government, Haryana.

i4

No. 62/46/83-6GSI

From



PART III





Subject : Allegations against individual Government servants in the Press—^Action to be taken in the case of
Government servants involved in legal proceedings—-provision for legal and financial assistance.

I am directed to say that Government have for some time past been considering the question of 
f doptinga suilable pr c:diire in regard to the action to be taken in the case of allegations against individual 
Government Servants in the Press and to provide legal and financial assistance to the Government servant 
liivolved in legal proceedings and have decided as follows

2. W henallegationsare made in the Press or by individuals againsta Government servant in respect 
cf his conduct in the discharge of his public function a preliminary confidential enquiry by a senior officer 
may be ordi rtd by Government, depending on the nature of the case.

, 3. If such an enquiry leads to the com lusion that the a negations are based on ignorance, insufficient
int. rmt!tion ur tven malice it should be further i onsidered whether, having regard to the nature and circum
stances of the case, any action in a Court of Ln w is neccssary to indicate the conduct of the Government 
servant concerned, for in some cases, mere publication of the result of enquiry may not always carry con 
viiction vviih the public. If it is decided to have resort to a Court c f  Î âw, it should also be considered 
whether Government should themselves initiate proceeding in a Court of Law against the party which made 
the allegations or whether the Government servant should be required to initiate such proceedings if on 
the other hand, it is considered hs a result of the enquiry that there are reasonable p o u n d s to doubt the 
propriety and correctness of the conduct o f the Government servant, or if the enquiry is not conclusive 
Grovernment may entrust the case to the Vigilance Department for investigation o.r order a full departmental 
enquiry und^r the Punjab Civil S-rviccs Rules, or require the officer to vindicate his conduct by resorting 
to  a Court of Law.

4. In case where Government decide to initiate Criminal Proceedings themselves the provisions 
o f  Section 198-B of the Criminal Procedure Code should be made use of. According to these provisions 
the complaint can be tiled within six months ( f  the date c f  the alleged ofl'encc, by the public Prcsecuior 
directly in a Court of Sessions with prcvi(His sanction of the Government and the case will thereafter be 
pursu;d by Government. Where the Grvcrament dccide to institute civil proceedings the usu;;l procedure 
for institution c f civil pro ceedings by Gcvernment m ty  be f( llowed.

5. In crses wh, re the Government servant is required to vindicate his conduct in a court i f  law, 
Govermuent will give financial ass^s'ance ;'s laid down in this letter.

6. W hena Government seivant desires to institute proceedings suo motu to vindicate his conduct 
in the course of (he discharge  ̂f h's otlicial duties, he will have to obtain the previous sanction of the Govern
ment as required in rule 2.  ̂ c f the G vernment servants Conduct Rules, 1955.

If Government decide to grant such sanction no question of reimbursement of any expenses to the 
Government servant will arise, but advances may be granted as laid down in the following paragraphs.

7. The appropriate authority for taking decisions in each case will b:- the administrative Depart
ment concerned who will consult the Finance Department and the Legal Remembrancer to Government, 
Punjab where necessary.

8.(a) Proceedings initiated by Government in respect of matters connected with the official duties 
or position of the Government servant.

Government will not give h ny assistance to a Government Servant for his defence in any proceedings, 
civil or criminal instituted against him by the State in respect of m atter arising out of the or connected 
with his official duties or his official position. Should, however, the proceedings, conclude in favour of the 
Government servant, Government will entertain his claim for reimbuiscment c f  costs incurred by him for his 
defence,and if Government are satisfied from the facts and circumstances c f  the case that the Govermuent 
servant was subjected to the strain t f  the proceedings without proper justification, they wiil consider whether 
the whole or any reasonable proportion of the expenses incurred by the Government servant for his defence 
would be reimbursed.

(b) Proceeding in respect of mutters connected, with official dutifs or position of the Government
servant.

Government will not give any assistance to a Government Servant or reimburse the expenditure 
incurred by him in the conduct of proceedings in respect of matters notarising out of or connected with his 
official duties or his official position irrespective or whether the proceedings were instituted by a private 
party  against the Government servant or vice versa.
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(c) Proceedings instituted by private party against a Gcverrm ent servant in respect of mpttiers 
connected with his official duties or position.

(i) If  the Government on consideration of the facts and ciicujnslaiues c f  the case consider lh a t 
it will be in the public interest that Government should themselves undertake the defence c f  the Gcverrmtert 
servant in such proceedings and if the Government Servant pgrees to such a ccurse, the GcvernnKent 
servant should be required to make statement in writing as in Anncxure ‘A ’ and thereafter Gc vernnicent 
should make arrangements for the conduct of the proceedings, as if the proceedings had been institutted 
against Government.

(ii) I f  the Gi vernment Servant proposes to conduct his defence in such proceedings himself, Ithe 
question o f reimbursement of reasonable costs incurred hy him for his defence may be considered in case- of 
the proceedings conclude inh isfavour in determining the am ount or costs to be so reimbursed. Gcveirn- 
ment will consider how fa r the court has vindicated the acts of the Government servant. The conclusion of 
the proceedings in favour o f the Government servant will not by itself justify reimbursement.

To enable the Government servant to meet the expenses of his defence Government may sanctiion 
a t their discretion an  interest-free advance not exceeding Rs. 500 or the Government servant’s substant ive 
pay for three months whichever is greater after obtaining from the Government servant a bond in the fc' rm 
reproduced as Annexure B. The amount advanced would be subject to adjustment against the am ount, 
if any, to be reimbursed as above. .

(d) Proceedings instituted by a Government servant on his being required by Government to 
vindicate his official conduct.

A Governmrnt servant may be required to vindicate his conduct in a court c f law in certiain 
circumstances. The question whether costs incurred by the Government servant in such cases should be 
reimbursed by the Government, and if so, to what extent sh( uld be left over for considereation in itht 
light of tke result < f the proceedings. Government may, however, sanction an  interest-free advance, a 
suitable instalments of an  amount to be determined by them in each case on the execution c f  a bond by 
the Government servant in the form reproduced in Annexure ‘B’.

In determining the am ount of costs to be reimbursed on the conclusion of the proceedings, the 
Governmi nt will con; id.;r to what extent the court vindicated the acts r f  Government servant in the 
proceedings. Conclusion of the proceedings in favour c f the Government servant will nc t itself justtify 
reimbursement but will be a strong consideration in favour of doing so.

(e) Proceedings instituted by a Government servant suo mo tu with previous sanction of Governm(ent 
to vindicate his conduct arising out of or connected with his official duties or position.

If  a Government servant resorts to a Court c f La'v with the previous sanction of Governmient 
to vindicate his conduct arising out of or connected with his official duties or position though hot requiired 
to do so by Government-he will not ordinarily be entitled to pay any assistance but Government mi::y in 
deserving cases, sanction'.dvances in the manner indicated in sub-para Cfii)abcve, but no part c f  the expe rases 
incurred ny the Government servant will be reimbursed to him, even if he succeeds in the proceedings.

Clause (d) of article 320 (3) of the Constitution required consultation with the Public Service C(?,m- 
mission on any claim by a G'Wernment servant for the reimbursemnn; of the costs incurred by him 
in defending legal jjrocet dings instituted against him in respect i facts done or purporting to be done in the 
execution of his duty. In order cases consultation with the Public Service Commission is not obligatoiy, 
but it will be open to Government to seek the Commission’s advice, if considered necessary. The qucs! icii 
whether a case falls under article 320 (3) (d) OF THE Constitution so as to require consultation with the 
Commission may a t times be difficult to determine. It may be stated generally that the consultaticm i.s 
obligatory in a case where a reasonable connection exist between the act of the Government servant aind 
the discharge of his official duties, the act must bear such relation to the official duties that the Governmient 
servant could lay a reasonable but not a pretended or a fanciful claim that he did it in the couise of the p e r
formance of his duties.

9. The recovery of advance will be made in not less than twelve and not more than  twenty-four 
equal instalments, the exact number being determined by the sanctioning authority.

The advance will be debitable to the head “ P—Loans and Advances by State Government Loans 
to Government Servants- -M —Other Advances—^Advances for legal proceedings” for- expenditure conncc-ted 
with the interest-free advances to Government servants involved in legal proceedi ngs.

10. These instructions are being issued with the concurrence of the Finance Department,—v ide 
their U.O. No. 5447-FGI-(DS)-61, dated the 21st December, 1961. 1 am to request that these instructiions 
may be brought to the notice o f all Government servants under your control.

11. The receipt of this letter may please be acknowledged.
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ANNEXURE ‘A'

(Here enter description o f the proceedings)

The Government of Pimjab having been pleased to undertake my defence in the above proceedings. 
I hereby agree to render such assistance to Government as may be required for my defence and further agree 
that I shall not hold Government in any way responsible if the proceedings end in the decision adverse to me;

Dated : Signature of the Governmeat Servant;
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ANNEXUREJB’

By this Bond, I-— — — -------- —̂ --------- (here give the name and other particulars of the Govern
ment servant including post held by him) acknowledge myself bound to the Government of Punjab in the;
sum of R s . -------------------------------------(here enter a sum representing double the amount advanced) to the
said Government.

Now the above written Bond is conditioned to be void in case the above bounder (Governmentt 
servant), his presonal representatives o rany  personacting for and on behalf of the above bounden (Govern
ment servant) shall, on demand, pay to the said Government or its representatives of assigns or their
attorney authorised to receive the same, the said sum of Rs.——--------------- but in the event of (he above
bounden (Government servant) or his personal representatives or any person acting for and on his behalif 
faihiig to pay the said sum on dem and, the above written Bond shall remain in full force and effect.

Dated this ^ e ------------— ---------------day o f ------------------ — — —--------- 19 .

Signature of the Govt. S ervant.
Witnesses :—

(Published in the Punjab Government Gazette, Legislative Supplement Ordinary, dated the 26tlu 
January, 1962)

Copy of Punjab Government Circular letter No. 4068-DSGS-64/12488, dated the 10th April, 1964 from thte 
Chief Secretary to Government, Punjab to all Heads of Deparlnients, etc., etc.

Subject :—Allegations against individual Government employee in the Press—Action to be taken in the 
case of Government employees involved in legal proceedings—Provision for legal and Financial! 
assistaBce.

Tam directed to invite reference to Punjab Government letter No. 728/8GS/62/1501, dated tiie 15lli 
January, 1962, on the subject cited above and to say that it has been further decided by the Goveinmemt 
that where in a civil suit a Government employee sought to be made liable for damages for acts or negligencie 
indischarge of his official duties ofacivil nalureand the Government is impleaded on the ground of vicariou.s 
libility, the Government should arrange for the defence of the Government employee also, provided thie 
defcnce, of the Government and the Government employees are substantially the same and there is n o  
conflict of interest. Each case should be examined in consultation with the Law Department before under
taking common defence. If  it is decided to arrange for the defence c f  the Government employee, thte 
Government employee should be required to make a statement in writing as in Annexure ‘A’ to Punjab 
Government letter, dated 15th January, 1962, referred to above.

2. These instructions come into force from the date of issue.

3. The receipt of tiiis letter may please be acknolwedged.

Copy of letter No. 4174-P-54/17154, dated the 28th July, 1954 from the C hief Secretary to Government,
Punjab, to all Heads of Departments etc.

Subject :—Instructions relating to interviews with Ministers.

I am  directed to refer to the instructions contained in Punjab Government letter No. 6917-PG/ 
7072, dated the 18th July, 1 950, in which it was directed that subordinate officers, should refrain froim 
approaching Ministers directly, or indirectly through M.L.As. or others in connection with personal grie
vances, and to say that Government have now reconsidered the whole question of (he accessibility o f  
Ministers to Officers, and have decided that if a subordinate officer wishes to bring a grievance or any othe r 
m atter to the notice of the Minister-in-charge, he may seek an interview with him by a written requests, 
to be addressed through propsr channel. Such an apphcation must disclose the object of the interview, 
and the superior officer, whih forwarding the application, my express his own view in the matter. Permission 
for interviews should normally be granted reely, but if in any case it is proposed to refuse a request foram  
interview, th ; Minister sh juld invariably be informed, and the refusing authority should state the reasoas 
for which the interview is being refused. It is hoped tha t this procedure will deter subordinate officers 
from resorting to the irregular practice of approaching Ministers directly, without the knowledge of thei r 
superior officers, or indirectly through M.L.As. and others. It is proposed that, in future, if any case comes 
to the notice of Government in which officers have acted contrary to these instructions suitable actiom 
will be taken against him. This may kindly be brought to the notice of all members o f your staff.



Subject :—Government Servants directly approaching Ministers for the redress of their personal grievances etc.

1 am directed to invite a reference to Punjab Government letter No. 4174-P-54/17154, dated the 28th 
July. 1954 in which Government servants were forbidden to approach Ministers for the redress o f their 
psrsonal grievances, except by getting a permission from superior officers. An instance has now come to 
ths notice of Government where a Government servant has approached a Minister in connection with 
pirsonal affairs, without obtaining the prior approval of his head of Department. Such a practice is net 
only contrary to the instructions issued by Government from time to time but subverts discipline and 
should, therefore, be completely stopped. I am  to request that all Government servants serving under 
you should be made to note these instructions carefully and told in express terms that any breach thereof 
will render them liable to disciplinary action.
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Copy of letter No. 2319-P (0-56/9324, dated the 2nd March, 1956 from the Chief Secretary to Government,
Punjab, to all Heads of Departments, etc., etc.

Copy of letter No. 2297-P-56/18382, dated the 4th May, 1956, from the Chief Secretary to Government,
Punjab, to All Heads of Departments in the Punjab.

Subject .•■ —Channel of Correspondence.

I am directed to refer to paragraph 37 of the Punjab Government Consohdatcd Circular No. 3 
which inter-alia lays down that subordinate olfi.:ers should always address higher authorities/Government 
through their superiors and any body infringing this rule and writing either to higher authorities or attem p
ting lU othir ways to bdug his wish;s to itv? notice of G.'kVerameni wiM be Viable to disciplinary action. 
Instances have come to the notice o f Governnrent where these instructions have not been observed by 
O jvernm snt servants and where higher authorities have been approached over the head of their immediate 
siup.'iiors. This tendency shows indiscipline uu the part o f Govermnent servants and is required to be 
fii inly curbed. I am  accordingly to request you to warn all Government servants working tinder you not 
to  write or approach, otherwise, the higher authorities or Government through the proper channel viz., the 
H jad  of Olhce, Head of Department, etc., as the case may be, and that any Government servant infringing 
this rule will render himself liable to disciplinary action.

Copy of Punjab Government letter No. 3672-(;il-59/248, dated the lltli May, 1959 from the Chief Secretary 
to Government I’uujab, to all Heads of Departments etc.

Subject . -  Approach to Members of the State Legislature.

 ̂ I am directed to say that inspite of repeated instructions issued on the subj-ct, from time to time,
G )vcrii n ;n t h ive noticed with l egrel an  injroasing tendency on the part of Government seivanis lo approach 
in ;mhii s of til j Stale Legislature lor th j r.-dress of their grievances connected with iheir conditions of service 
etc. Ill (his conn;ction I am also to invite your attention to rule 20 o f (he Government Seivants Conduct 
Rul;s, 1955, which interalia lays dowa that no Government servant shall approach any member of the 
State Legislature or of Parliament with a view to get his grievances removed or to furthering any object. 
It has com ; to th ; notice of Government that neither the executive instructions issued on the subject nor the 
statutory provisions of rule 20 ibid are being ad u red  to by the Government servants. Such a practice is 
not only contrary to the rules bul subverts discipline a n ! should, therefore, be completely stopped. I 
am  to request th it all Government servants serving under you should be made to note these instructions 
carefully and told in express terms that any breach thereof will render them liable to disciplinary action.



Subject .—Approaching Ministers and other higher officers.

I am directed to say that the Government has observed that the tendency on the part of officials tio 
approach !iigher officers and tninisters by ways otiier than those indicated through ‘proper chaimel’ is on thie 
increase. This pr.icticc is contrary to the instructions issued by the Government from time to time and su b 
verts discipline. In this context, attenticn is invited to tlie instructions contained in Punjab Governmemt 
l^ttcrNo. 4174 P-54/I7I54, dated the 28lh July, 1954 which may be brought to the notice of all Governmemt 
servants under your control for strict compliance. They may be told in express terms that you will tak;e 
strict disciplinary action against them for any infringement of these instructions.

2. The reccipt of this communication may kindly be acknowledged.
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Copy of letter No. 16110-8GS-62/39005, dated 6th November, 1962 from the Chief Secretary to Governmentt,
Punjab to all Heads of Departments, etc., etc.

Copy of Circular letter No. 5394-DSGS(I)-65, dated the 6th July, 1965, from the Chief Secretary to Governi- 
ment Punjab,' to all Heads of Departments, etc., etc.

Subject . - Approaching Ministers and other higher officers.

r am directed to invite your attention to the instructions contained in the Punjab Governmemt 
circLilai letters noted in the margin, requiring officers and official of the Government to refrain fronn 
approaching directly Minister and other higher officers in connection with personal grievances. In thi;s
context, it has been brought to the notice of tire Government that some Departmental Heads have been too
h'lrsh to, and had tried to even victimise officers/officials who have approached Ministers whh their grievan- 
vances whereas no such adverse notice was taken in cases where Government officers/officials migiit havie 
seen higher officers/officials over the Head of their im nudiate Departmental superiors. It was, therefore , 
suggested that these instructions regarding approaching Ministers should be withdrawn.

1. No. 16110-8GS-62/39005, dated 6-11-62.

2. No. 16424-DSGSI1-63, dated 12-11-63.

Government have carefully considered the m atter and have decided finally th a t the existing in
structions may remain as they arc, but it should be brought to the notice of all concerned tha t the orders 
of the Ministers in such cases should be carried out appropriately and no action should be taken againstt 
any officials for approaching a Minister, without the permission of the Minister concerned.

2. The receipt o f this letter may kindly be acknowledged.



Subject :—Approaching ministers and other officers.

I am directed to invite ye ur attention to Rule 20 o f the Punjab Government Employees (Conduct) 
Rules, 1966 which forbids Government employees from approaching members of the Punjab State 
Legislature or of the Parliament with a view to having their personal grievances, conrifcted with iheir 
conditions of service; redressed through them. As this tendency on the part of subordinate cfhccrs to 
approach members of the Lagislature as also the Ministers was on the increase the provisicns of the rules 
were specifically brought to the notice o f (he Government employees enjoining at the same time that cases of 
breach of these instructions would be suitably dealt with. Again in May, 1956 attention of the Govern
ment employees was drawn to paragraph 37 of the Punjab Government Consolidated Circular No. 5 which 
inter alia lays down that subordinate officers should always address higher a uthorities/Government through 
their superiors and that anybody violating the provision would be liable to disciphnary Lctii n. Thi:se 
instructions were reiterated in Nc vcmber, 1962.

2. These instructions also did not have the desired effect and the Government employees conti
nued tonpproach the Ministr:rs and higher nflicers through the members of the legislature and other m n- 
officials for the redress of their griovancrs. This necessitated the rciteratirn of this Gcvernment instructic ns 
once again in November. 1963. Thi Gc vernmcnt employees were told that strict disciphnary ac tion would 
be taken against those guilty of default in this regard.

3. In March, 1965, itw :is brought to the notice of Government that some Departmental Herds 
had been too harsh to and had even tried to victimize officers/cfficials who had apprcachcd ministers for the 
redress of their grievances where as no such adverse notice w;is taken in cases where Gcvernment cfficers/ 
oflicials might have seen higher - flicers obver the head of their immediate departmental supcricr;'. A.', a 
result of this it w '̂s d ’cidcd th rt the orders c f ministers in such cases should be appropriately carried' ru t 
and no action should be t.ikvn fi gainst any o/Ticifil for approaching a minister without the permission of the 
minister comcrncd.

4. The m.'tler has bi en cxamim d furihi-r with n fercnce to the relevant provisions in the vari('us 
conduct rules \^hich generally prohibit Givcinm eiit tmjilciyees from bringing in any political (brother 
outside influence to bear uponany sups rior authority to further his interest in respect of matters pertaining 
to his service. In a. dem^ crr.tic set-up. where the impartii^liiy of the services and the detachment frt m 
any kind of political influence has to be consciously fosti'red, the need for this rule and for its strict en- 
Ibrcement cannot i»c over emphc sised. Regular pn cedures have been prescribed in the various seivice 
rules fo r the rednss c f grievancts, and Gi vernment emph yees are expected not to utilize methods, other 
than those available in Ihr service rules I'oi this purpose. It has, therefore, been decided that no outside 
influence of any kind must b;- brought in by the Government employees for the redress of their ofTicial 
grievances. I'he instructions coniained in Punjab Government letter No. 5394-DSGS(l)-65, dated the 
6th July, J965, ?nay thcrefoit , be deemed to have been nu dified to this extent and it may be brought to 
the notice of all concerned th ;t any violation of the Punjab Government Employees C onduct Rules will 
be strictly dealt with.

As already pointeil i lit in Punjab Government letter No. 4174-P-54/17154, dated the 28th, 
July, 1954 also Government f-mpli ytes seeking intervention of tJie Ministers should i>e allowed to see 
them through the Adniinistrative Secretary of the concerned department. The Administrative Secretaries 
should Ireely grant this premission but where they have reasons to refuse permission they should record 
the-ir reasonsand  send these to their respective Ministers.
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Copy of letter No. 5824-3GSl-66j dated the 20th October , 1966 from the Chief Secretary of Government,
Punjab to al! Heads of Departments etc., etc.



Subject ;—Approaching Ministers/M.L.As.

T am directed to invite reference to Rule 20 of the Punjab Government Employees (C ondut t) 
Rules, 1966, which lays dcwn that “ no Gcverriment cmplcyee shall bring or atlcmpt to bring amy 
p o litip l or other influence to bear upon any superior authority to further his interests in respect of matteirs 
pertaining to Jiis service under Government.” Reference is also invited to the detailed instructions which 
were issued in this behalf vide composite Punjab Government letter No. 5824-3GSI-66, dated the 20lth 
October, 1966.

2. In spite o f these instructions, instances have come to notice in which Government employetes 
have approached Ministers, M.L.As. and other influential non-cfficials in the m atter of iheir posting:s, 
transfers and other service matters. Such action on the part of Government employees is subversive cof 
discipline and involves clear violation o f the rules which cannot be permitted by Government. 1 am thene- 
fore to request that the provisions o f the Punjab Government Employees’ (Conduct) Rules, 1966 and thie 
relevant Governmenl instructions should be brought specifically to the notice of all Government empic yetes 
working under you and they should be warned that any violation of the rules and the instructions will be 
viewed seriously and that the defaulting employees will render themselves liable to disciplinary action.

Yours faithfully,

S d . / -
Heputy Secretary Political & Servicess, 

fo r  Chief Secretary to Government, H aryana.
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Copy of letter No. 3598-5GS-68/18551 dated 22-7-68 from the Chief Secretary to Government, Haryana ito
all Heads of Departments, etc., etc.

A copy is forwarded to

The Financial Commissioner, Revenue, and all Administrative Secretaries to Governmenit, 
H aryana, for information and necessary action.



;jj5tr^ rr^ ,^ Poir'in  j r a  ^Tft ai  ̂ ?n ^ srar q f r m  4 4 7 2 - 5  ^ 0  tr^o-T- 7 1  2 4 5 0 0

fe r t^  20-8-71 ^  5rf?T I 

f^^5T;— TF^/f^OT^ ?r^T ^  fw rfts r  % trf^ T  1

^  f^^5T fsTT I  ^ q r t ^  qx a r m r  ezTrsr ? r t i t  % <r̂  3 5 9 8 - 5 ^fto tr^ro-

68/18351, 22-7-68 ^  ?ftT feTT^ (p3T¥ ^  iTf f ^ T  >RT «Tr f% ?n35Tflr ^ n r^ M f  ^
?r<n 'tTsw ?̂ % i r ^ f r  ?Rwr ^  ^  ?rf^£RT ^

^cr^f ^f^(T 3ft ^?rr ^  ar^^^rffR? *pT^^rq^% ^ ) ,  ?ftT st̂ t  %
Jf 3fT̂  $f T̂T̂ FTTt ^<T=^Tf^“t ^  f??rqrff ^  |  qXr^ ^F^f^ScT ^

^'t|  T̂glf ^  I

2. w  r ^  ‘f̂ rT̂ r ? r ^ f t  ( ^ m i r )  f^qinsr^ff 1966 ^  sir^srr % ?f?»T
^  n f  I  if̂ TT ^»?r fr<rr |  ^ rrw ft a m  s r t t t  ^  ^  jnj?n?r?r % |  1

?;^?r g ‘T | ^  f̂ r̂fTT^ f̂t % <̂r f^ q -  20 ^  ^  |  i w  f ^  it?  f^^rr n r̂r %?ff ^

^cTf (?ii3- cr«rr spftw) r f T w r ^  1 9 5 2  % fr|rr 3R 5t t ? # w  ^ q > r f

^f irr'Tf ^T7f?r f^irr srw 1 anrt f ^ r  frarer % v s  ^
n  f?crr ^rr  ̂ ?TP̂ f?£rcT ^ ff^ rfr  ^  farr^fft ?n ^r^^rt: ^  ircrsr^  f<?rfer ^  t  ^rrft ^  3rr$, 

^  oom m unicatioa^ (personai file) )

3. JT? r ^ ^ f f  ftrflTT I  f f ^ w t  IT  f3WT 3nnT f ^ T  3TT# SfSft̂ T TT?T
Ti*ft ^  ^  q r  fftfe^r ^  ^ r f  i 1^  ?g- ^  q r ^  wt i

#  m q  ^friTmi E w x  1 

q:^ srfcT f^ rsrF ^ cr a r r^ q ^  ^pr  ̂ ^  |  ; -

1 )  f k n T T ^ ^ T  T T 3 R ^ ,  ^ f O T T ’̂ r r  I

2 )  ? r f ^ ,  ^ f w ^  I
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5 f T 5 T r > j r r  s n f ?  ^  ? n ^ f t i c T  q f \ q ^  I 8 7 i - 6 ' ^ t o q 5 o  t - 73/ 866 ]

30-3-73  ^  5f% I

:— wt/ft-ETT^ h?tt ^  ftro rfw  % T f^  fr^rn 1

|3 n  I  tx  snq^T ( s n = ^ '^ )

PrqTTT^ 1 9 6 6  % f̂ T̂ TT 2 0 3Tf |  ft? ^  Sfq^t liTTTl̂ 'f

%  f ^ q '  3 T q ^  i% ? f t  J T ^  a r f s R r r f t  q r  q r  3 ? ! ^  s m r ^  ? r | f  ? i t ? :  ? r ^  ^

?H 3 fT 7 : %  q f T q w  3 5 9 8 - 5 5 f t o t i ? r o - 6 8 / i  8 3 5 i , f 3 ; ^  2 2 - 7 - 6 8  f ^ l f  ^

S IT ^ F 4 T  ^  w k  g q - R  f ^ i T T  i i q T  STT ^  ^ T  J R T  «JT ^ T T ^ f t  i l P W J f f ,  f w a m  %  ^ T ^ i f f  ^ « r i

5rm ^ ^  3TTT7ĵ  ftw fw , ?tY?: %wt ^  f tq n fe r  ^r^^rvfr
=^rf^ stY?: 3fr t  1 % ?fift?r Jf

3TTq % ? n ^ f t  ^ = q r M f  % % ?racff ^  ^  «ft, 3i3; ^  qf^q^r

4 4 7 2 - 5 3 f f 0 r ^ 0  l - 7 l / 2 4 5 0 0 ,  f e r t^  20-8-71  fPCT ?>fTT2TT »THT « m  ^fl^T ^,? q g  ftn iq  ^qf?

% JT T  w  «TT f %  % ^1r ^  q ' ^ m f g f a ^ T  ( ? > i¥  a » r r  3 i q \ ’? r )  f ^ n n r m ^ f r ,  i  9 5 2

% fTfT 3R3rm|7pfr ^  ojtjtt j t J t  s q q ? ^  50̂  f^qr siinr 1 if)- ipfr m T m

q f^  ^  s m T  ^T ^  f?q r ^tt h% ^i^frsTrr ^ n ^ i f r  ^  % m  %^TJ«jfr qr

^  HTTT^nft ^  ^ q  ^  ^  dl- qftq^r ^  s f ^  ;3 ? i^  'P if^  (qxH^r^r

'rnf'JT) it ^  cTTfT irrq I

2 . ? T T ^ 7 ;  % i ?  %  q r q  ? f f e  f t r q r  |  f ^ r q ^  ^  %  q i q ^ 5  '+ ?r ^ i < ^ t  q ? t

fiT I  f:;pTt f% ^sqftfa' f ^ r r q ^  spt ^  ir |  |  ? fK  ^ n ^ a ? r  srRj^Tftqf/^TrarTfrq'f %

«Ftf ar^wfffffT^p sfrrq̂ rrfT ^ r 1 1 TT̂ q- % f^ r r r  ^  crgr srqm^rq |  ^ t  3Trq% 5^: s n rd s
fifvqr q rr^  |  f f ^ q f f f  ^  Jr % q r ^  f^qr sn q  1 q f  ? w  f w  I  ftr q f t  

^TT^PTT %  mw ^ r  ^  ^  ^ ? r r  %^T mm fsR T ^ r f %  f ^ r q c f f  ^  : j ? 5 m q r  ^  » r f  ^  f ^ r ^ r r q ? r /

s r^ rT H -'T tq  ^  3 T iT ? rn r f fT ^  ^ q ^  ^  ^  f t  ? f t  w f t  ? f t f w  f w  ^ q m  1

3 . 3 T T q ^  a r i r f t a  f e r r  |  f e  ^  f ^ r q ^  ^  a n ^  a r t f i ^ s q r  ^ r q  q r %  %

j f t fe i  ^  fflr fq ^ q  ^ftT qx f  1 i? r  q ^  spt q i q ^  ^  ^  1

^ q ^ tq

5??rTi-

^  ? r f q q ,  ^ f e T R T  1

hRi RiHn?(p3d ^^■^'iiq3^qr srrq^q^ wrrq^T^ %f^rq ^ :—
f t c d i ' ^ ' t c i  E R T r e ^ q  9 ^ k w ,  f f r q w r  1
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f̂TqT<rrr Ff?rT>TTsir^ anf^ ^  ^p^RicT 'rftqa' ^ trw  3 2 6 i - e ^ o  t ^ o - r - ? 311414:̂  

5-6-1 9 7 3  ^1'srf^ I

f^q'q- :— F^ifTTt v iN rM f  s r a  ?rr^sft Trrrr^ % ^  ^  ^  arnrtTr/ar^fr
3Tff? I

f^T^?r i^rr I  ft? t  ft-'Tir arrT^rr eqrfr f?=TT3; ? f k  ?n:?rrfi ( s r r ^ ^ )

1 9 6 6  % P m  20 Jf s jT ^q r I  ^  ^TT^rft ^ r ^ f r  arr^fr H r ^ f t

% 3TT̂  5T^ 3Tf?T̂ rf\ T?: ITT 3RT Tf ft ^
^ t r r r i  f f w ’JTT ? r T ^ T  %  q f w w  a s a s - s ^ o t ^ ^ r o - e s / i s s s i , - ^ ^  22 - 7 - 6 8  ^  g n i  ( % ? !

'Tft'T^l f^'TW 2 0-8-71 (T̂ rr 30-3-73  S^Kf 'fft W  | )  rfT̂ Tiff 'ft  SiT^PTT ^  ff>T 6^TR fir-TrfrT

( \u  Tf ^ ff'Ti' «rr fp ff<̂ Jf?:'f ^̂ r̂rrT'-ff qf̂ a'qif, f̂ srr;r ?TfrT % a' r̂ 'rf r̂ f̂ % sTfrr  ̂ ?r^'T 
^ 3f{Tf f-TTrf.T, srk ^fi' €ê r?sTT TTrfrm if f̂ TTfrft̂ T fr|r ^ \ r  sft
T?.T ^  iiT|»rwr^5 5pft^Tff % 'ifffrr |fT  i % ?frfefr ^f amrr |  fp  f^frJf tr r̂ g-iprtr arrsr^rft

^  3Tf^ %?r ^  Jf §Rq-f3Tr ?rtf? anirtn % T f^  ^  «tT ?t»tt W

•ifft if T̂setfT̂ 'iT wrtrr t̂tt ^  jcT'̂  -j-tc f̂ fvTor ft? ^  ?ft arriftfT % F̂t ^T'fr 'r̂ Prf
% f?TT f^ i r  «rr cr̂ rr ^e’'̂  ^JTdfT ^  ^̂ sTEf-TT ^  |  ^  f^arrtr^i ^?ffsTTr rfsr ft<ft

JTf? 3TT̂  ^  ^ ft>̂ ff JT f̂i'/F ŝn  ̂ ?TflT % arrf? ittt i

2. Jr ^R r tc % f r̂ r̂tT f^ i r  |  ?fk  f-T<̂ !i f^-rr
I  f'¥ ^ t t  3TT̂  fft^ir'm 5rt^ srrjftii/sTdl'-T sr^tur
iT“??T % ars’T̂ r ^̂ rr '̂r ^  i )  ^  frf^/f^srr^ g-»rr arrfe t  f̂ rwfr^T fiT̂ r̂ >TT # 1: ft
?fir 1̂- fJT^f I 3T|r q-| f^qr ^rrar |  ftr qf^ ^> t ^n^rrft ^ q ^ f t  3frift<T/Tpi§̂ r %

f<TT  ̂ =Pt 5p?::Tr t  ?fr 3Tiq-̂ i' af'T̂ r ?r??!T ^  =^Ff# % fir^^ T̂ ^ g-'̂ r
m  ^  f̂ <TUT f  I

3 . ? r ra r -H r« r  * fr  f i r i t 'T  f ^ q r  n q r  |  %  p F ^ t  ^  % ^r

r̂a<T % frrtrf̂ q-, %arffflT<r, ffFsj Fr*Tr<r 3{ir^ 3t?zt f%#t f̂ «rr>T r̂ T̂fa-iTT % Frt ttit |3rr f t  m g-Fsrfefr
^ .H rc r  ^T<t^ar t^'Tr’ft % arFfjf^rF^qt ^  ?fttn ^rff r*T?r»rr 1 *tF? ^1:1 ?r<:iTrft ^ t ^ r f r  arr^ % r̂ %

^rt »t T̂ffffsTT sTriT̂ Tf̂ t ^ Ftttf ^ri?ir I  '̂t Tr3rTfk<̂  ^ffwrtt % h y'f̂ Ffsra’ '̂-n
r̂rr̂ rTRf̂  îrsrrCt % fr̂ r it JfffFfiTcT F?»Tm ^  % F ^ srijJTf̂  % m^r | t  ^  w<tt 1 1

4 . ■ s T f #  3 T 5 < t i f  f iT T F  T r r ^ f  I  F ^  F^??TJT^f ^ T  ' f lF ^ s i r  i r  %  q i s f .T  f ^ q r  -STTif A f fT

f5fr^<ft ^  3TT̂  3T:tf̂  f̂'T f̂r?: ?r»fi ?fF̂ rf̂ =rT ^T^rfT'Tf % sqriT Sr ?rr F?'Tr irF̂ r g-T̂ rrfr w -
Wfd fiT Fa;?f'-rft ^r ^^TTTr ^tTf arTirrHP'T̂ J f̂rq-̂ rrlt p̂r ^r»ft t̂>TT 1 ?Tf ^t ?'T'̂ j F^tt srriTT |  t^
qi? *T<pr>c % E'Tr-T Sf r̂i ' i i f  %t aTffr Fp f̂ T fl̂ rr̂ T̂ i ^  g'.?TTTr ^ l  ?t ?rk F̂ t{T<vf-
sTff/sT'n'rapfT ?rf¥T % srTfrrrrrTfr r̂q-'Tr|f h '̂t ^  ^̂ r̂ rr fft T̂P̂ frc fftF̂ 'T Fttf srT-TfTr 1 wwr q''?f
^  q r ^  îTt #^t 5)T̂  I

I^T l-

f%: jj»5if ?rF^, ffr^Tin I
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Subject :—Approaching the General Services Branch of the Haryana Civil Secretariat in connection witih 
Service matters.
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Copy of letter No. 5730-4GSI-75/29584, dated 9-10-75 from the Chjef Secretary to Government, Haryana t»o
all Heads of Departments, etc., etc.

1 am  directed to invite your attention to the instructions contained in H aryana Goveniment”s 
circular letters No. 3598-5GS-68/18351, dated the 22nd July, 1968,4472-508-1-71/24500, dated the 20tlh 
August, 1971, 1871-1GS-I-73/18661, dated the 30th M arch, 1973 and 3261-TGS-I-73/14142, dated the 5tlh 
June, 1973. It is mentioned in th^se instructions that if any Government employee approaches higher 
authorities in service tnatters h? will render himself liable to strict disciplinary action. In this connectioin, 
attention is also invited to Rule 20 of the Government Employees (Conduct) Rules, 1966, accordingtto 
which no Govt, employee shall bring or attem pt to bring any political or other influence to bear upom 
any superioi authority to further his interests in respect o f matters pertaining to his service under thie 
Government.

The General Services Branch of the Haryrna Civil Sectt. deals with different types of servicie 
matters. It is also the con?erned branch for laying down policy and given advice in m atters, 
relating to appointment, promotion etc. It has been observed that despite the clear instructions issued by 
the Government and the provisions of the Rule 20 of the Government Employees (Conduct) Rules, 1966, 
employees from different departments whose case are referred to the Chief Secretary for advice, visit thie 
G jneral Services Branch and try to discuss the merits of their cases with the Assistant concerned , which 
hinders th j impartial and objective assessment o f the merits and demerits of the case. The Govermnenit 
has considered this m atter and has decided that the concerned employees o ra n y  other employee on thei r 
beh'ilf must not approach the Superintendent or the Assistants in the General Services Branch in thiis 
connection. I f  it is found that these instructions are still being contravened, the m atter will be brought 
to the notice of the concerned departments fo r taking strict disciplinary action against the defaulting officer/ 
official.

3. It has also been noticed that employees from various departments come to the G eneral 
Services Branch for obtaining copies of circulars on various service m atters issued by he Govermnenit 
from time to time. Sometimes the number of such employees is so large that it hinders the working o f  
this Branch, Ithas, therefore, been decided that copies ofcircular letters, if requited, should beobtained 
from the General Services Branch between 4 to 5 P.M. everyday and no employee should come fo r 
this purpose outside these prescribed hours.

4. It is requested that the above instructions may kindly be brought to the notice o f officers;/ 
officials working under you for strict compliance. Receipt of these instructions may also be acknowledged!.

4

Yours faithfully,

Sd./—
Deputy Secretary General Administration,

/o r  Chief Secretary to Government, H aryana.

Copies are forwarded for information and similar necessary action to

Financial Commissioner, H aryana and All Administrative Secretaries to Government, H aryana.



Subject :—Approaching Ministers, Members of Parliament or Vidhan Sabha etc. for their recommendations 
in Service Matters.

2»

Copy of letter No. 11-10-80-2GSI dated 10-10-80 from the Chf^f Secretary to Government, Haryana to All
Heads of Departments, etc., efc.

I am directed to invite your attention to the instructions contained in the Haryana Government 
circular letter No. 1871-1GSI-73/8661, dated the 30th M arch, 1973, on the subject noted above and to 
say that rule 20 of the H aryana Government Employees (Conduct) Rules, 1966 envisages that no Govern- 
m s n t employee shall bring o ra ttem pt to bring any political or other influence to bear upon any superior 
au tlu rity  to further his interests in respect o f m atter pertaining to Ihe service under the Gcvernment. 
Accordingly, any Government employee found guilty of approaching Ministers, Members c f  Parliament 
o r V idhin Sibhd o ran y  other influential public persons to influence his superiors regarding any of his 
service matter, viz., appointment, transfer, promotion etc. is liable for disciplinary action against him.

2. It has been observed that in spite o f clear instructtons, certain employees slill continue to 
approach political persons in regard to their service matters and largely for securing transfers or for 
cancellation of iheir transfer orders. In order to checic any violation of Government instructions, la m  
to request you to keep a strict w'atchover these matters and to initiate disciplinary action against employees 
who are found violating these instructions. These instructions should be brought to the notice of all 
employees working under your control for information and strict compliance.

3. Receipt of this letter may please be acknowledged.

Yours faithfully,

Sd./
(RAM  PARK ASH)

Under Secretary, General Administration 
,/br Chief Secretary to Govrenment, Haryana,

A copy each is forwarded to the following for inform ation and strict compliance : —

The Financial Commissioner Revenue, H aryana; and AH Administrative Secretaries to Govern
ment, Haryana.
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From

To

No. 994-P-53/11881.

> 31

Nawab Singh Esquire, I.C.S.,
Chief Secretary to Government, Punjab.

All Heads of Departments, Commissioners of the 
Divisions, all Deputy Commissioners in the Punjab 
and the Administrator, Simfd.

Dated, Simla—2, the 2nd M arch, 1953.

Subject ; Bharat Sevak Samaj—Permission fo Government servants fo join.

Sir,

lam  directed to invite a reference to Punjab Government letter No. 10222-P-52/33627, dated the 
17th December, 1952, on the subject noted, above, in which it was stated that the Government servants 
wishing to join (he B harat Sevak Samrij should obtain prior permission ffchi the appropriate Head of the 
Office or Department concerned.

2. i t  has been suggested that having to secure previous permission may itself have the efftct of 
damping the enthusiasm of G ’vernmv nt servants who wish t o join the Samaj, It is needless to state that 
such a result was never iatcudcd. In order to remove all possibility o f doubt on this core. Govern
ment have decided that Governn’ient servants should be permitted freely to join the Bharat S evak  Samaj 
and to participate in its activities, and they need no Itmger obtain prior permission for this. It should, 
however, be made clear to all concerned that such participation should not be permitted to interfere with 
the due discharge by them of their official duties, and does not absolve them from the observance of the 
rules and instructions relating to the conduct and behaviour o f Government servants.

Yours faithfully,
■ Sd/—

' ■ Under Secretary Political,
for  Chief Secretary to Government, Punjab.

and nee 
1952.

Copies are forwarded to the Administrative Secretaries to Government , Punjab, for information 
^cssary action, in conliriuation ofth is Qepartraents’s U.O.No. 10222-P-52, dated the I7th December,

S d /^
Under Secretary Political, 

for  Chief Secretary to Government, Punjab,

To

All Administrative Secretaries to Government, Punjab. U.O.No, 994-P-53, dated the Simla-2, 
the 2nd March, 1953.



Subject :—Attendance of Government servants at the meetings conventions etc. of the Bharat Sevrak Samaj.

I am directed to say that according to the instructions contained in Punjab Government letter 
No. 994-P-53/11881, dated the 2nd March, 1953, Government servants can associate themselves with thie 
activities o f the Bharat Sewak Samaj without obtaining the prior permission of Government subject 
to the condition that such association is not permitted to interfere with the due discharge of their officiail 
duties and does not absolve them from the observance of rules and instructions relating to their conduct 
and behaviour. In this connection, enquiries have, however, been made by various departements on thie 
following two points :—•

(i) Whether or not the period spent by Government seiT'ants in attending the meetings and  
conventions o f the Bharat Sewak Samaj, is to be treated as period spent on duty.

(ii) Whether, or not the Government servants who participate in annual conventions and othe r 
meetings arranged by the Bharat Sewak Samaj should be paid T.A. and D.A. by the 
Government.

After careful consideration o f the matter, the Government have taken the following decisions :—

(i) The period of absence, which normally does not exceed th' êe days at a time, should be 
treated as duty m the case of those Government servants who are required exclusively to  
attend conventions and meetings of the Bharat Sewrk Samaj as ex-oflScio members c f  
the managing Body o f the Punjab Branch o f the Bharat Sewak Sanra], subject to otheT 
conditions laid down in the Punjab Government letter referred to above.

(ii) These Government servants should receive T.A. and D.A. from the funds o f the Samaj.

(iii) In cases, where the officers/officials attend the meetings/conventions of the Bhara t Sewak 
Samaj, while they are officially on tours which are undertaken with the prior approval 
o f the competent authority and include attendance o f the meetings conventions of the 
Samaj, they shall be all along treated as on duty and draw T.A./D.A. from the Govern
ment funds in the normal manner.

2. I am to request you that these decisions may be brought to the notice of all Government 
servants working under your control.

3. The receipt o f this letter may be acknowledged.
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Copy of Circular letter No. 15948-GS-60/44659, dated the 8th December, 1960, from the Chief Secretary
to Govermnent Punjab to all Heads of Department etc., etc.



Subject :—Conduct of a Government employee in relation to the proper maintenance of his family.

I am directed to say (h? l instances have come to the notice of the Government in which there has 
been failure on the part of Government employees in the m atter of proper maintenance of their families 
and th i question has arisen,as to the action that can be talcen in such cases. The pcsition is that a Govern
ment employee is expected to maintain a reasonable and decent standard of conduct in his private life 
and nat bring discredit to his service by misdemeanour of this type. Where, therefore, a Government 
emplcyee is reported to have acted in a manner unbecoming of such employee, for instance by neglect 
o f his wife and family, departmental action can be taken aga inst him on that score. The Government 
Servants Conduct Rules should not , however, be invoked for this prose and instead basis should be 
that neglect by a Government employee of his wife and family in a manner unbecoming o f him can be 
regarded as a good and sufficient reason to justify action being taken against him in the terms of Rule 4 of 
Punjab Civil Services (Punishment and Appeal) Rules, 1952 which speciiies the nature of penalities that 
may for good and sufficient reason be imposed on a Government employee.

2. It should, however, be noted that in certain cases the party affected has a legal right to  claim 
maintenance, an d iifan y  legal proceedings in that behalf are pending in a  court o flaw .it would not be 
correct for the Goverimient to take action against the Government employee as such action may be 
constructed by the Court to amount to contempt.
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Copy of letter No. 4656-6GS-63/24763, dated the 25th July, 1963 from Shri Saroop Krishan, I.C.S., Financial
Commissioner, Planning and Addtional Chief Secretary to Government, Punjab to the address of all
Heads of Departments, etc., etc.



Copy of Punjab Government Circular letter No. 8323-6GS-63/22817, dated 5th July, 1963, from the Chiief 
Secretary to Government , Punjab, to all Heads of Departments etc. etc.

Subject .‘—Punjab Government Servants (Conduct) Rules, 1955—Form of report to be submitted to the 
prcscribcd authority regarding purchase of land material etc. for building/making additions to a 
house—Rule 8 thereof.

In supersession of Punjab Government letter No. 2874-GII-58/49622, dated the 26th June, 1958 
on the subject cited above, I am directed to say that the construction/extension of a house by a Governmient 
employee amounts to acquisition by him o f a immovable property for which the previous knowledge or 
sanction, as the case may be, of the prescribed authority, is required under rule 8 of the Punjab Govern
ment Servants ’ (Conduct) Rules, 1955, A question has been raised whether the purchase o f any movable 
property, exceeding five hundred rupees in value, required lor the construction/extention o f the house 
comes whhin the scope o f rule 8(2) which requires that a report fof such transanctions shall forthw'ith 
be sent to the prescribed authority. It would, obviously, be cumbersome and inconvenient if such reports 
have to be made in respect of every such purchase made in conneciion with the building of/addition to the 
house. At the same time the purpose of the rule would be defeated, if a check is not kept on such 
purchases merely because peimission has been given for the building cf/addhion to house just before the 
construction begins. It is, therefore, necessary that whenever a Government employee wishes to build a 
house or make extensions to it, the following procedure should be followed.

2. Before starting construction of the house, or extension thereof, he should repoit o r seek 
permission, as the case may be, in form I and after completion of the house/extension, he should report 
in Form II to the prescribed authority.

3. The details in the profoma should be furnished whenever it is possible to do so. Where, 
however, it is not possible to furnish these details, the officer, should mention the covered area on which 
the building is proposed to be erected and estimated cost o f the building.

4. These instructions may pleased be brought to the notice of all Government employees under 
your control for compliance and its receipt acknowledged.
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FORM I

(Form of report/application (for permission) to the prescribed authority for the building of or addition <o a house)

Sir,

This is to report to you that I propose to

This is to request that permission may be granted build/make addition to a house.
—^  ------------------- ^ ^ ^ ^  ------ -----  —^ ^ ,—I-----  -----   ------------ --------- ------  ------  ------The
to me for the building of or addition to a house. estimated cost of the land and materials for the 
construction/extension.

LAND

(1) Location (Survey numbers, jillage, District, State)

(2) Area.

(3) Cost.

BUILDING MATERIALS

(1) Bricks (Rate/quantity/cost).

(2) Cement (Rate/quantity/cost).

(3) Iron and Steel (Ra'.e/quantity/cost)

(4) Timber (Rate/qua ntity/cost).
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i_5) Sanitary tittings(cost).

(6) Electrical fittings (cost.)

(7) Any other special fittings (cost).

(8) Other charges, if any,

(9) Labour charges.

Total cost of Land and Building.

cisterns Unft,
:% Ti I h E ducational
i i  nnj j j p  Ti..j A ;r if ion.
l/-B .afiA «rti,idoI» l^r^ . ' c - 1 dhi-JlOOK
E o c .

D i t e . . . .

Yours faithfully.

FORM n

(Form of report fo the prescribed authority after completion of the building/extension of a house) 

Bir,
In my letter No. dated I have reported

Permission was granted to me in Order No. 
build/make addition to a house -

-dated- -that I proposed to 
The

for the building o f /ad,ition to a house house/extension has
since been completed and I enclose a valuation Report, duly certified to by (A firm of Civii Engineers o f 
rep\ite>---------- ------------------ — ---------------------------------------------------------- --------- -------------- ---------------—
of ----- --------- ------------------------------------------- —------------- ------------------------------------------------ -------------

Date J-
Yours faithfully, 

(Signatures)

VALUATION REPORT

1/We hereby certify that I/we have valued House/(Here enter details of the house/extension) eX
teniion thereof-------- —  ——-----------  —------—--------------- •——--------------------- — ■----—-—— —̂--

-Constructed by Shri/.Shriniati (Here enter name
-a  nd I/we

Cost 
Rs. np.

etc. o f the Government servant.)—-----------------
give below the value a t which we estimated the cost of the house/extension under the following headings ;—

Heading

1. Bricks

2. Cemeot

3. Iron and steel

4. Timber

5. Sanitary fittings

6. All other special fittings

7. Labour charges

8. All other charges

Total cost of the Building/ 
extension

bated
(SigTiP'
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Subject :—Central Civil Services (Conduct) Rules , 1964—Acceptance uf passage and hospitality by otficeirs 
from foreign contracting firms.

Copy of letter No. 1651-5GS-67/8429 dated 22-5-67 from the Chief Secretary to Government, Haryana to
all Heads of Departments, etc. etc.

la m  directed to say that Government have considered the question of whtther an officer ni;.y be 
permitted to accept the cost o f  passage to a foreign country and offers of hospitality by way of free b :a rd  
und lodging during his stay there, if offered by a foreign firm contracting with the Government, eithier 
directly or through its agents/representatives in India. The explanation b^'low rule 13 of the Punjaib 
Government Employees (Conduct) Rules, 1966, as now applicable to Haryana Government emplcyee:s, 
provides that “gift” shall include transport, boarding, lodging or other services or any other pecuniaary 
advantage when provided by any person other than a near relative or personal friend having no cfficiial 
dealings with the Government. Note (II) below the said rule further provides that a Government einploy<ee 
shall avoid the acceptance of lavish or frequent hospatility from any individual having official dealings wiith 
him or from industrial or commercial lirms, organisations etc. In the circumstances, Government hawe 
decided that officers should neither accept nor be permitted to accept offers of the cost of passage to foreign 
countries and hospitality by way o f free board and lodging there, if such offers are made by foreign firrms 
contracting with Government either directly or through their agents/representatives in India. The omly 
exception to this will be in respect o f facilities for training abroad extended by any foreign firm (which obta in 
reimbursement from the foreign Government concerned) as part of an  aid programme.

2. You are, therefore, requested to bring these instructions to the notice of all coticgrned.

Yours faithfully,

Sd./—

Under Secretary Political & Services,
/o rC h ie f Secretary to Government, Haryania.

A copy each is foiwarded for information and necessary action to

The Financial Commissioner, Revenue, Haryana. All the Administrative Secretaries to Govern
ment, Haryana.



Subject .-—Consumption of inoxicating drinks and drugs.

3^

^!opy of letter No. S303-5GS-68/25396 dated 30-9-68 from the Chief Secretary to Government, Haryana to
all Heads of Departments, etc., etc.

I am directed to invite reference to rule 22 of the Punjab Government Employees (Conduct) 
Rules 1966 which rule lays down inter alia tha t “ a Government employee shall not appear in a public 
place in a state of intoxication/’ la m  to add that the m atter has been considered further and it has been 
decided to enlarge the scope of this restriction and to provide with mimediate elfect that a GovernmenL 
employee should neither appear in a State of intoxication in a public place nor take an  intoxicating drink 
in  a public place.

?. I am to request that the above instructions should be brought specifically to the notice ofall 
Government employees working under you for strict compliance and it should be made clear that serious 
notice will be taken o f any contravention of these instructions.

Yours faithfully,

Sd./—
Deputy Secretary Political and Services, 

for  Chief Secretary to Government, Haryana.

A copy each is forwarded to

The Financial Commissioner, Revenue, H aryana, All Administrative Secretaries for information 
and necessary action.



Subject :—Consumption of intoxicating drinks and drugs by Government employees.
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Copy of letter No. 2609-5GS-69/9913 dated 20-5-69 from the Chief Secretary to Government, Haryana to All
Heads of Departments, etc. etc.

I am directed to refer you to Rule 22 o f the Punjab Employees (Conduct) Rules 1966 (adopted by 
the Haryana Government) and to Haryana Govermnent Icttrr No. 5303-5GS-68/25396, dated the 30th 
September, 1968 (copy enclosed) which provide (hat a Government employee should neither appear in a  
stale ol inioxicaticn m a public pkice nor take an intoxicating dtink in a  public place, la m  to request 
that these instructions may again be brought to the notice of all Grvernment employees working under you  
and it may be made clear to them that contravention of these instructions will be viewed seriously and th a t 
the defaulting employees w'ill render themselves liable to serve disciplinary action.

2. I am  to add that while Government do not intend to impose a ban as such on drinking by 
GovernnienI employees in private, they are of the considered c pinion that Government employees should 
try to give up drinking aUogether in order to maintain due decorum in pubhc and in private and to set an 
appropiiate example for others to follow . All Government employees may, therefore, be advised accoid- 
ingly.

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

Yours faithfully,

Sd./—
Deputy Secretary Political and Services, 

/t»r Chief Secretary to Government, Hpryana.

A copy each, with a copy of its enclosures is forwarded fo :—

The Financial Commissioner, Revenue, Haryana all Administrative Secretaries to Government 
H aryana; and the sales Tax Tribunal , Haryana, for information and necessary action.



Subject /—Amendment in Punjab Government Employees (Conduct) Rules, 1966, as applicable to the State 
af Haryana.
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Copy of letter No. 4787-1GSI-72/25531 dated 5-9-72 from the Chief Secretary to Government, Haryana to
all Heads of Departments, etc., etc.

I am  directed to address you, on the subject cited above, and to state that the Joint Conference of 
Central Bureau of Investigation and State Anti-Corruption OlTicers held a t New Delhi from 13ih to 
15th November, 1967, in one of its reconimendationi, had recommended as under —

«In all returns the assets belonging to the wife of a male Government servant or of a husband 
of a female Government servant or his/her dependents, even though these are acquired by 
the wife or husband of dependents, as the case may be, in her/his own right should also be 
shown” .

In Rule 18(1) (a) of the Puiyab Government Employees (Conduct) Rules, 1966, it has been provided 
that every Government Employee shall, on his first appointment to any service or post, and thereafter a t such 
intervals as may be specified by the Government, submit a return of his assets and liabilities, in such form 
as may be prescribed by (he Government, giving tlie full particulars regarding the immovable property 
inherited by him or owned or acquired by him or held by him on lease or mortgage, either in his own name 
o r in the name o f any member of his farnily or in the name o f any other person. Thus, in this rule, there 
was no provision regarding submission of returns of assets in regard to the property owned, acquired or held 
by any family member of the Government employee in his/her own right.

2. Keeping in view tW above recommendation of the Joint Conference of Central Bureau of 
Investigation and State Anti Corruption Officers, this State Government is considering the question of 
amending rule 18 (1) (a) ibid accordingly. Before this is done, I am to request you to kindly intimate as to 
whether Government of India/your Slate Uovcrnmt nt have considered the above recommendation o f the 
Conference and whether or not they are thinking of amending the All India Services and Central Civil 
Seivices/Statc Government Employees (Conduct) Rules (as the case may be) in accordcnce with the re
commendation o f the Conference. If not, the reasons fo r  not accepting the said recommendation of the 
Conference may please be intimated to this State Government at an  ear y date.

Yours faithfully,

Sd/—
Deputy Secretary Political and Services, 

fo r  Chief Secretary to Government, H aryana.



Copy of letter N o . 5489-IGSI-72/27577 dated 18-9-72 from the Chief Secretary to Government, 
Haryana to all Heads of Departments, etc., etc.

Subject :—Consumption of intoxicating drinks and drugs by Government employees.
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1 a ni directed to invite your attention to the subject noted above and to say that videState Goverm- 
ment Notiiication No. G.S.R. 194/Const./Art, 309/Amd772 dated the 18th August, 1972 (copy enclcsed) 
rule 22 (c) of the Punjab Government Employees (Conduct) Rules, 1966, as adapted for the Slate of Haryan.a, 
has been amended and the revised rule 22 of the Rules ibid now reads as under :—

22. “Consumption of intoxicating drinks and drugs :—

A Government employee shall—

(a) strictly abide by any law relating to intoxicating drinks or drugs in force in any area in which 
he may happen to be foi the time being ;

(b) take due care that the performajice of his duties is not affected in any way by the influence o f  
any intoxicating drinlu or drug ;

(c) not appear in a state o f  iotoixicatioa ia a public place ;

(d) not habitually use any intoxicating dnnks or drug to excess.”

2. These provisioJ\s are brouglit to youi notice for carefully compliance and should also be brouglit 
to the notice of all concerned under your control. Any previous instructions of the State Government 
on the subject may be deemed to have been modified to this extent.

3. Please acknowledge the receipt of this letter.

Yours faithfully

(L.M. Jain)
Deputy Secretary Political & Services, 

fo r  Chief Secretary to Government, Haryana,



CO-OPERATIVE SOCIETIES





Subject :—Formation of Co-operative Societies by Government Servant.

I  am directed to say that the proviso to rule 12 o f the Government Servants Conduct Rules, 1955 
enjoins that a Government servant may in accordance with the provisions of any general or special order 
of the Government take part in promotion, registration or management of a Co-operative Society registered 
under the Co-operative Societies Act, 1912 (II of 1912), or under any similar State Law. No general or 
special order as envisaged in the above rule has so far been issued. On the other hand, Thrift and Credit 
Societies of Government servants are in existence and functioning in various Departments without such 
Government servants having obtained previous sanction o f the Government. Government has been 
advised tha t in the absence o f any general or special order in this behalf, it is necessary for a Government 
servant to take previous sanction of Government to join a Co-operative Society. This position should, 
therefore be brought to the notice of all Government servants working under your coutrol.

2. It has, however, been represented to the Government tha t if formal sanction is taken in individual 
cases, the enrolment o f members o f Co-operative Societies, Canteens and Stores will receive a set-back 
and this will not be desirable in view of Government policy to encourge such Co-operative Societies among 
Government servants to  enable them to derive beneafit from the Co-operative movement. Government 
have carefully considered this proposition and decided to exempt all Government servants generally from 
the operation o f rule 12 o f the Government Servant Conduct Rules, 1955 in so fa r as the following types 
o f Co-operative Societies formed by Government servants are concerned :—

(i) Service Co-operatives.

(ii) Salary-earners Co-operative Thrjft and Credit Societies.

(iii) House Building Societies.

(iv) Co-operative Stores and Canteens.

(v) Co-operative Societies connected with social welfare or educational work.

These orders may as well be brought to the notice of all Government servants working under you.
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Copy of Circular letter No. 6375-GS-61/23734, dated the 6th July, 1961, from the Chief Secretary
to Government, Punjab, to all Heads of Departments, etc., etc.





CORRUPTION





Copy of Circular letter No. 15837-7GS-62/39797, jated the 8th November, 1962 from the Chief Secretary to 
Government Punjab to all Heads of Departments, etc., etc.

Subject i—^Eradication of corrupt practices among oiBcials.

Government is o f the opinion tliat tlie Establishment clerics in ail the Departments have great scope 
for resorting to corruption. You are accordingly desired to post officials of proved integrity to such 
posts, s)

2. The receipt of this letter may be acknowledged.
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FAREWELL ENTERTAINMENTS





s i

Subject:—Instructions regarding Public Parties and Farewell Entertainments in honour of Go vernment servants.

The attention of Government having been drawn to instances in which provisions of rule 4 of the 
Government Servant’s Conduct Rule relating to attendance at entertainments held in honour of a Govern- 
nTent servant himself or in any other Government servant or any person who had recently quitted the services 
of Government had been disregarded, I am directed to say that it appears that instructions in this behalf 
issued in the prepartition Punjab are not being observed presumably because they have not been re-issued 
in this State. The policy of the State Government in this behalf continues, however to be governed by 
those instructions and la m  to enclose for your own infornuitionand guidance and that of other Government 
servants under your control a copy of the Press communique dated the 4th May 1937 on the subject.

2. I am to request you to ensure that these iastructioiis are understood by all concerned and 
strictly obeyed.

PRESS COM M UNIQUE

The following communique is issued for the information of the general public :

1. The Government Servants’ Conduct Rules lay down that a Government servant shall not 
except with the previous sanction of the Cfovernment attend any public meetings or entertainment held 
in his honour. This is the general rule but at the same time, subject to the provisions of any general or 
spccial order of Government a Government servant may attend a farewell entertainment o f a sufetantially 
private aM  vnfottnal charACteii as a  nvatk of regard lo Kilnself on the occasion of his retirement or 
departure from a district or station. In 1927 Government issued a special order on the subject and directed 
th a t no Government servant could attend any farewell entertainment held as a mark of regard to himself, 
unless the previous sanction of Comn\issionei or Head of the Department had been obtained for the holding 
of the entertainment,

2. The position, therefore, is as follows : -

The prohibition against a Government servant attending any public entertainment in his honour 
is absolute, Government itself, and not a Commissioner or a Head of Department can grant 
exemption from this prohibition. Further, a Government servant may no t t/ttend any farewell 
entertainment held as a mark of regard to h im self, whatever its nature may be without the 
previous sanction of his Commissioner or the Head of Department.

There have been occasions lately when Government has granted exemption from the general 
prohibition against public entertainnis nts. Tlic p jbitii n has been carcfully reviewed. If public parlies 
are occasionally permitted, the result is that when permission is refused, it is taken not only as a slight on the 
Government servant concerned but as an  alTront to the would-be-hosts. Government does not wish to be 
put in the position of being accused of either slighting its officials or of alVornting members of the public, 
and on the other hand, has no intention of giving general permission for public entertainments in honour 
of its servants. Jt has, therefore been decided as a m atter of prqctivc the sanction of Government will 
not be given to Government servants to attend public entertainments in their honour Requests by Govern
ment servants for permission to attend an entertainment, will as formerly, be made to Commissioner or 
the Head of the Department. The decision of the Commissioner or the Head of the Department will be 
final, and G<'Vernment will not interfere.

Copy of letter No, 8852-G-50,1-4952, dated the 23rd December, 1950 from the Chief Secretary to Government,
Punjab, to all Heads of Departments, etc.



Subject ;—Instructions regarding public parties and farewell entertainments in honour of Government servaints.

With reference to the instructions contained in the press communique dated the 4th M ay, 1937, 
circulated with Punjab Government circular letter « No. 8852-G-50/14952, dated the 23rd December, 1950 
on the subject noted above. Tam directed to say that the question ofallowing Government servants to attend  
farewell entertainments has been considered and it has been decided that a Government servant may attend  
a I'arcwoll entertainment except by a non-official o r a  subordinate Government servant, of a substantially 
private and informal character held in his honour of any person who has recently ceased to be in tlie service 
o f the Government or who has retired from service. A suitable provision has been made in the Govei nm ent 
Servants’ Conduct Rules, 1955, which are being issued separately vide Punjab Government letter N o. 
15229-G-55/78145, dated the 5th December, 1955. The instructions referred to  above may please be 
considered to have been modified to this extent.
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Copy of letter No. 15386-G-55/83568, dated the 3rd Janua ry, 1956 from the Chief Secretary to Governni'entj
Punjab, to all Heads of Departments, etc.



MORAL TURPITUDE





Subject .—Cases involving Moral Turpitude.

According to rule 7 .6  of the Punjab C.S.R., Volume I, P art I, a Government employee against 
whom a criminal charge o ra  proceeding for arrest for debt is pending should be placed under suspension 
by the issue of specific orders to this effect during periods when he is not actually detained in custcdy or 
imprisoned (E.g. while released on bail), if the charge made against him is coimected with his position 
as a Government employee or is likely to embarrass him in the discharge of his duties as such or involves 
moral turpitude.

2. The term moral turpitude has not beeadefinedanywhere. Some departments have approached 
this Organisation to elucidate as to which cases could possibly be considered as involving m oral turpi
tude. The Legal Remembra ncer, Punja b who was consulted in the m atter had given the following advice:—■

The expression “ moral turpifude” has not been defined in the rules or anywhere else but it generally 
implies an  act of baseness, vileness or depravity in the private and social duties which a m an owes to his 
fellow men or to society in general, contrary to the accepted and customary rule of right and duty between 
man and m an (Bovier’s Law Dictionary).

In AIR. 1957 Punjab 97, it was observed by the Hon’ble Judge that the term “ M oral turpitude” 
is a rathervague oneand it may have dilferent meaning in different contexts but it has generally been taken 
to mean a conduct contrary to Justice , honesty, modesty or good morals. In view o f this definition an 
offence under section 324 I.P.C. does involve “ m oral turpitude” .
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Copy of Punjab Government circular letter No. 3674-3GSI-66/1944, dated 5-8-1966, from the Chief
Secretary to Government, Punjab, to all Heads of Departments, etc. etc.



m  ^
Subject .'—Rehabilitation of ex-convicts released from Jails-question of making them eligible for appoinit- 

ment under Government. " -4
”5̂  ^

_ lam  directed to refer to the subject noted above and to say that the All India Seminar on C orrect
ional Services held in New Delhi in M arch, 1969, considered the problem o f rehabilitation o f ex-couvic4s 
and empliasized the need for their employment under Government on release from Jails. Consequently, 
the Government of India suggested to all State Governments that they should examine the possibili(y o f  
taking steps whereby ex-convicts would not suffer from any disability in that regard and should be able tto 
obtain employment on their merits after release from Jail.

2. The State Government have considered this m atter accordingly and have taken the followirag 
decision.—'

(i) Persons who are detained under the Borstal A cto r, after conviction, are released under the 
Probation of Offenders Act instead of being confined to Jail, should not suffer any di:s- 
ability in respect o f obtaining Government service;

(ii) With regard to the employment of ex-convicts on release from jail, a 'uniform  policy 'w all 
not be possible and each case should be considered on its own merits . The appoiatirug 
authority should, in suqh cases, make detailed enquiries and satisfy himself fully th a t 
the ex-convicts has reform himself after release from Jail, and nothing adverse abou t his 
conduct has come to notice after his conviction, and he is thus suitable for Governmeiat 
service. The enquiries should invariably be made through the Police Departm ent an d , 
if the Police Departm ent consider it necessary to obtain a report from any other d ep a rt
ment, they should proceed to do so.

(iii) Ex-convicts who were convicted o f offences involving m oral turpitude should not however 
be taken in Government Service.

(A list o f  offences which involve m oral turpitude is enclosed for information and guidance 
in this connection).

3. I am  to request tha t these instructions may please' be" noted for strict compliance" and  the 
receipt of this letter may be acknowledged.

Enclosure to Haryana Government Letter No. 6857-GS.1-72/2755, dated the 2nd February, 1973.

List of offences which constitute M oral turpituded Sections of the T.P.G.

120-B '
121-A to 124-A 
161
302
325
326 
359
362
363
365
366
366-A
367—69 
370—73 
375—76 
378
380—82
390--92
395—97
404,406,409
420-21
497-98
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Copy of letter No. 6857/5-GSI,-72/2756, dated 2-2-73 from the Chief Secretary to Government, Haryana ito
all Heads of Departments etc. etc..



Subject :—Rehabilitation of ex-convicts released from Jails; question of making them eligible for appointment 
under Government.

I am directed to invite a reference to Haryana Government letter No. 6857-5GS-I-72/2736, dsted 
2nd February, 1973, on the subject noted above, in which instructions were issued to the effect that ex
convicts should be able to obfain employment on their merits after release from Jail. It was further laid 
down in these instructions that ex-convicts who were convicted o f offences involving m oral turpitude should 
not be taken in Government service. A list of offences which involved m oral turpitude was also c irc u la te  
alongwith these instructions.

2. This matter has been further considered by the Government and it has been decided that in
struct ons issued in para 2 of Haryana Government’s letter dated the 2nd February, 1973 referred to above 
should be modified as follows :—

(i) Persons who are detaned under the Borstal A c to r who, after conviction under the offences 
which do not involve moral turpitude, are released under the Probation o f Offienders Act 
instead of being confined to Jail, should not suffer any disability in respect o f  obtaioing 
Government service.

(ii) With regard lo the employment of ex-convicts on release from Jail, a uniform policy will 
not be possible and each case should be considered on its own merits. The appointing 
authority should, in such cases, make detailed enquiries and satisfy himself fully that the 
ex-convict has reformed himself after release from Jail and nothing adverse about his conduct 
has come to notice afu-r his conviction, and be is thus suitable for Governrnent service. 
The enquiries should invariably be made through the Police Department and, if the Police 
Department consider it necessary to obtain a report from any other Department, they 
should proceed to do so.

(iii) Ex-convicts convicted of offences involving m oral turpitude should neither be taken nor 
retailed in Government service. The following tests should ordinrily be afflied in 
judging whether a certain offence involves m or 1 turpitude or not -

(1) Whether the act leading to a conviction was such as could shock the moral conscience 
o f society in general.

(2) Whether the motive which led to the act was a base one.

(3) Whether on account of the act having beeil commhted the perpetrator could -be 
considered to be of depraved character or a person who was to be looked downtrpon
by the society.

Decision in each case will, howeve r, depend upon the circumstances of the case and the competent 
au thor ty has to exercise ts d screton while taking a decision in accordance with the above mentioned 
principle. A list of offences which involve m oral tutpitude is enclosed for youi information and guidant». 
This list, however, cannot be said to bo exhaustive and there might obe offences which are not included in 
it but which in certain situations and circumstances may involve m oral turpitude.
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Copy of letter No. 1 449-fG SI-75/6324 <?atcd 17/26-3-75 from the Chief Secretary to GoTCmment, Haryua
to all Heads of Departments, etc. etc.

Yours faithfully,

Sd./—
(VIRINDER NATH)

Deputy Secretary Political & Services, 
yb/-Chief Secretary to Government, H aryana.

A copy is forwarded to the following for information and necessary action ; —

The Financial Commissioner, Revenue, H aryana; All Administrative Secretaries to Governraent, 
H aryana.



Sections of ihe Icdian Fccal Cede concerning serious offences involving moral turpitude.

120-A Punishment of criminal conspirary.

121-A Conspirary to commit oflfences punishable by section 121.

122. Collecting arms, etc., with intention of waging was against the Government of India,

123. Concealing with intent to facilitate design to wage war.

124. Assaulting President, Governor or Rajpramukh, etc. With intent to compcl or restrain the
exercise of any lawful power.

160-A Sedition.

161. Public servant taking gratification other than legal remuneration in rcspecf of an official act.

16t-A, Giving of bribe.

1^5; Public servant obtaining valuable thing, without consideration, from person concerned in pro
ceeding o f business transacted by such public servant.

167. ■ Public servant framing an incorrect document with intent to cause injury.

181. False statement on oath or affirmation to public servant or person authorised to administer an 
oath or affirmation,

182. False information with intent to cause public servant to use his lawful power to the injury of 
another person.

193. Punishment for false evidence.

194. Giving or fabrication false evidence with intent procure conviction of capital offence, 
innocent person be thereby convicted and executed.

195. Giving or fabricating false evidence with intent procure conviction of offence punishable 
with imprisonment for life or imprisonment.

196. Using evidence known to be false,

197. Issuing or signing false certificate.

198. Using as true a certificate known to be false.

199. False statement made in declaration wliich is by law receivable as evidence.

200. Using as true such declaration knowing it to be false.

201. Causing disappearance of evidence of offence or givingfalse information, to screen offender-

i f  a capital offence;

If punishable whh imprisormient for life;

If punishable with less than ten year’s imprisonment.

Givingfalse information respecting an offence committed.

Destruction o f  document to prevent its production as evidence.

205. False personation ofor purpose o f act or procedure in suii or prosecution.

209. Dishonestly making false claim in Court,

292. Sale, etc, of obscene books, etc.
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293. I Sale, etc. of obscene objects to young person.

:}02.J Punishment for a murder.

:!04. Punishment for culpable homiciden ot amounting to murder.

307. Attempt to murder.

354. Assault oi criminal force to women with intent to outrage her modesty.

359, Kidnapping.

362. ' Abduction.

363. Punishment for kidnapping.

364. Kidnapping or abducting in order to murder.

365. Kidnapping , abducting with intent secretly and strong fully to confine person.

366. Kidnapping , abducting or inducing woman to compel her marriage, etc.

366-A Procuration of minor girl.

366-B. Im portation o f girl from foreign country.

367. Kidnapping or abducting in order to subject person to grievous hurt, slavery, etc.

368. Strougfuliy concealing or keeping in confinement kidnapped or abducted person.

369. Kidnapping or abducting child under ten years with intent to steal from its person.

370. ] Buying or disposing any perso n as a slave.

371. j Habitual dealing in slave.

372. Selling minor for purposes o f prositution, etc.

373. Buying minor for purposes of prostitition, etc.

376. Punishtnent for rape.

377. Innatural ottences.

379. Punishment for theft.

380. Theft in dwelhng house, etc.

39J. Theft by clerk or servant o f property in possession of Master.

392. Theft after prepaiation made for causing death, hurl or restraint in order to the coftimktlng o f
the theft.

Punishment lor robbery.

Attempt to commit robbery.

Voluntarily causing hurt in committing robbery.

Punishment for dacoity 

Dacoity with murder.

Robbery or dacoity, With attem pt to cause death or grievous hu rt.

398. Attempt to commit robb;ry or dacoity when armed with deadly weapon,
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^99. Ivtakiag preparation to commit dacoity.

400. Puaislitu2nt for bsloaging to gang of dacoity.

403. Dishonest misappropriation o f property.

4 94. ' Dishonest misappropriation of property possessed by deceased person at the time of liis death.

406. \ Punishment for criminal breach o f trust.

407. Criminal breach o f trust by carrier, etc.

408. ' Criminal breach of trust by clerk or servant.

409. Criminal breach of trust by public servant, or by banker, merchant or agent.

417. ' Punishment for cheating.

418.' Cheating with knowledge that wrongful loss may ensure to person whose interest offender is 
bound to protect.

419.] Punishment for cheating with personation.

420. Cheating and dishonestly inducing delivery o f property.
421. Dishonest or ftaudulent removal or concealment o f property to prevent distribution ainong 

creditors.

449. House-tresspass in order to commit offence punishable with death.

450.1 House-tresspass in order to commit offence punishable with imprisonment for life.

4 53. Punishment for lurking house-tresspass or house-breaking.

454. Lurking house-tresspass or house-breaking in order to commit offence punishable with imprison
ment.

455. I Lurking house-tresspass or house breaking after preparation for hurt, assault or wrongful rest
raint.

456. Punishment for lurking house-tresspass or house-breaking by night.
457. Lurking house-tresspass or house breaking by night in order to commit offence punishable with 

imprisonment.

456. Lurking house-tresspiss or house-breaking by niglit after preparation for hurt, assault or wrong
ful restraint.

46 5. [j Panishment for forgery.

466. J Forgery o f  record of Court or o f public register, etc.

467. ' Forgery of valuable security, will, etc.

468. Forgery for purpose o f cheating.

47K Using as genuine a forged document.

472. Making or possessing counterfeit seal, etc. with intent to commit forgary punishable under 
section 467.

473. Making or possessing counterfeit seal, etc. with intent to commit forgery punishable otlierwise.

474. Having possession of document described in section 466 to 46 7, knowing it to be forged and
intending to use as genuine.

475. Counterfeiting device or mark used for authenticating documents described in section 467, o 
possessing counterfeit marked material.
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CijuaterfeUmg device or mark used for auth;nticating docurujtits oth^r than th iss djscribed iii 
section 467, or pjssissinj c^uiterfeit mxrkjd rmterial.

477-A Falsification of accounts.

489-A Counterfeiting currency notes or bank-notes.

489-B Using at genuine , forged or counterfeit currency notes or bank-notes.

4 89-C Possession o f forged or counterfeit currency notes or bank-notes.

489-D Making or possessing instrum;nts or materials for forging or counterfeiting currency notes or 
bank-notes.

489-C Making or using documsnts resembling currency-notes or bank-notes.

493. Cohabitation caused by a man deceitfully inducing a belief o f lawful marriage.

494. Marrying again during life-time of husband or wife.

495. Same offence with concealment o f former marriage from person with whom subsequent marriage 
is contracted.

496. Marriage ceremony fraudulently gone through without lawful marriage.

497. AduUcty.

498. Enticing or taking away or detaining with criminal intent a married women.





PERMISSION
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Copy of letter No. 16935-GS-60/1295, dated the 23rd January, 1961, from the Chief Secre(a»y to '(^vem-
ment, Punjab, to all Heads of Departments, etc. etc. ' • '•

Subject :—^Celebration of marriages —Permission for.

I am directed to bring to your notice that complaints have been made to Gbverhmchf that some 
officers, while celebrating the marriage o f sons or daughters at the place o f their pbstirtg, ‘take uM'^e 
advantage of their position in collecting material and arranging amenities. This practice bnttgs a okd 
name to the official machine and to Government and it has now been decided that an officer who wants to 
celebrate the marriage i f  his son or daughter or other relation at the place of his posting should invari
ably obtain the prior permission o f the appointing authority and where the appointing authority'hafjpi*ns 
to be Government, then of the Administrative Secretary concerned. Such permission w illnot be requiffed 
if the marriage is to be celebrated at the headquarters c f the Government, i.e. C handigarh’ o i in-the 
village or the town to which thf> oflTr-'r himself belongs. In the case of displaced officers,-ivho-do not 
possess property anywhere in the Punjab , permission to celebrate the marriage in any particular p k c^ ’ will 
still be necessary. , .

2. As r c p r d s  leave fo r the celt b ration  o f the m arriage, G overnm ent have decided (hat it should 
be applied for by the officer concerned if  he thinks it necessary, and  will be granted to  the eiftdnt . adrainis- 
stratively feasible.

3. I am also directed to e mphasize that in order to avoid public criticism pflicersishoiilU'when 
performing the marriage o f their sons or daughters or other dependents, scruplously avoid the use o f their 
official position in tlij collection of material or arranging amenities through their staff or members o f the 
public with whom they arc directly or indirectly concerned in the discharge o fth e ir duties as Government 
servants. Officers should also not accept gifts and presents from such persons. In this connection, 
attention is invited te the provisions contained in rule c f the Government Ser\an ts Conduct Rules, 1955, 
and rule 10 o f the All India Services (Conduct) Rules , 1954, which should br observed scrupulously by 
all the officers.

4. I am to request that these insiru. 'ions be br< ught to the notice ■ f  11 persons working under 
you for compliance.

Copy of Punjab (>overnnient Circular letter No. 8493-DSGS(l)-65/3l233, dated 15th September, 1965, 
from the Cl.ief Secretary to Government, Punjab, to all Heads of Departments, ete. etc.

Subject : Celebration of marriage — Permission for.

I am diivctv^d to iiiviio a r .f i  rence to Punjab Government Circular letter No, I6 935-GS-60/1295, 
dated the 23rd January, 1961, on the subject noted above and to say that Government have reconsidered 
the whole questionand have decided that infuture, the practice of obtaining prioi permission of theappoint- 
ing authority by an officer who proposes to celebrate the marriage o f his son or daughter or other re
lation at the place c f his pc sting may be discontinued. The officers, will, however, bear in mind that 
contents of para 3 o f  the letter referred to above.

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

Copy of Punjab Government Circular letter No. 1220-1-GSII-65/7944, jated 24th March, 1965, from the 
Chief Secretary to Government, Punjab, to all Heads of Departments, etc. etc .

Subject :—All India Services (Conduct) Rules, 1954—interpretation.

T am direch-d to enclose a copy of letter No. 8/62/64-AlS-in, dated the 14th January, 1965, ftom 
the Government of India, Ministry of Hoim AfV.iirs, on the subjcc: noted a'wve and to say that these 
instructions will apply mutatis nmiandis to the P.C.S. and other officers o f the State Government who 
held executive jobs. I am to ixqucst y.ui to bring this to the notice o f all concerned for information and 
necessary action.

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



C tpf «f letter Na. 8/64-AIS. I ll, dated the 14th January, 1965, from the Under-Secretary to the Governmient 
• f  Ia4ia« Mlaistry of Home Aflfairs, New Delhi-II, to the Chief Secretrary to the Government of all 
State Qarem ieats except Orissa and Nagaland.

Subject :—All laiia Services (Conduct) Rules, 1954—interpretation

I am directed to state that recently a question was referred to the Government of India whe;thei 
wivci of All India Services Officers, should be permitted to enter into business or become partners in tiirms 
o f a commercial nature.

2. After a careful consideration, Government of India are o f the opinion that even thouglu the 
wife of an officer may intend to undertake business activity from funds entirely at her own disposal this 
lea a r’separation" between the officer and his wife, may not be fully acceptable or tenable in the public eye, 
woo would be prons to east aspersions on the ofllcer an d th e  office that he holds. Apart from this, the 
nature o f duties o f an All India Services Officer is such that he may exercise influence in varying spheres 
of fotenunental activity , depending upon the post that he holds from time to time. The State Government 
on their part may suffer the difficulty of precluding the services o f such an  officer from departm ents 
which might bring him into contact with the business activities o f his wife in his official capacity. Even 
i f  the officer conducts his affaisr in absolutely honest manner and keeps his conduct above reproach, the 
chaocee o f allegations of direct or indirect abuse o f his official position, cannot be ruled out.

3. la m  to request that while dealing with such request from the All India Services Officers, the 
Stale OoVefnWcnts may keep in mind the views expressed above.
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POLITICAL ACTIVITIES





S  iibject :—Participation of Gaverainent Servants in Political activities and agitations.

I am  direct to invite your attention to rule22(1) of the Government servants Conduct Rules, 
1 955, which lays down that no Government servant shall take part in, subscribe in aid of or assist, in 
any  way, any poHtical movement in fndia or abroad relating to fndian affairs. It has been explained in 
the rule that the expression “ Political Movement ” includes any movement or activities tending directly 
o r indirectly to excite dis-affection against, or to embrrass, the Government as by law established, and to 
promote fcelingsof hatred enmity betweeadifferentclasses of subjects of the India n Union, o r to  disturb 
the public p_*ace. In this connection, lam  to paint out that a rigid and strict line will be taken in regard to 
employees who associate themselves or take part in politics and that Government will not make any 
concession regarding re-employment where employees are dismissed or dischargesd because c f association 
with politics or any political movement. This may kindly be brought to the notice oi all Government 
Servants working under you.

2. The receipt o f  this letter,m ay please be acknowledged.
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Copy of letter No. 1036-P-60/12434, dated the 19th May, 1960 to the all Heads of Departments, etc.

^C^py of letter No. 4453-9GSII-64/22797, dated the 31st August, 1964 from the Chief Secretary to Govern- 
nent Punjab to all Heads of Department, etc. etc.

Subject .—Impartial behaviour of Government employees in a secular State,

I’hc CiovermHeUl has, rcccnliy uoliced a ticnd among soin.- of Us employees towards connnunal 
tendencies and participation in political movements. Your attention is invited, in this connection, 
to  Government instructions issued vido Punjab Government letter No. 1036 P-60/12454, dated the 19th 
M ay, 1960 regarding participation of Government employees in politic.'1 activities and agitation and also 
to  Rule 23 o f Government S 'lvan ts’ Conduct Rules wiiich prohibits p.irticipation in political movements. 
Governm ent expects that all its eoployees shjuld conduct themselves in an  impartial manner, and create 
confidence in the people about th.nr integrity and impartially, i f  any case come to the notice o f the 
Governm ent contrary to these instructions and these already issued. Government would be constrained to 
take strong action against all those employees who indulge in these things.

2. I am  to request you to bring these instructions to the notice of all employees and also ack- 
kaowledged their receipt.

f^opy of Circular letter No. 7653-6GSI-65/4t)644, dated 18 th December, 1965 from the Chief Secretary to 
Government Punjab to all Heads of Departments, etc. etc.

Subject .—Government employees indulging political matters.

1 am  directed to invite a reference lo para 7. the communication noted in the margin from the 
C hief Minister, Punjab to your address impressing upon all Government employees that they should not 
involve themsi lves in politics directly. This is <ilso n.uuired by ink- 4 of the All India Services (Conduct) 
Rules, 19 5  4 and rule 22 of the Punjab Government Servants Conduct Rules, 1 955. It has further been 
emphasized that in implementing the decisions ol Government the welfare of the public in general has to 
be kept in mind and not the interests oi any particular group or political party and that rules, laws and 
regulations, should be administered without any discremination or bias. It has also been desired that 
a ll Government employees should conduct themselves in sucha way that they leave no scope for any feeling 
th a t they are aligned whh any political party, group pr person or th a t privately or informally they take 
interest in a particular section.

No. 8904-t PJI/-65 dated 10th July. 1965.

2. la m  directed to inform you that Government shall take a serious view of any violation o f 
these instructions, and to request that any instance that may come to your notice should be brought to the 
personal notice of the Chief Secretary to Government, Punjab through the Afmnistrative Secretary con- 
gerned, for appropriate action.



n

Subject .-—Association of Government employees with the activities of R.S.S.S./Jammaat-e-Islami.

I am directed to invite attention to Sub Rule (I) of Rule 5 of the Punjab Governm ent Employetes 
(Conduct) Rules, 1966 under which no Government employee shall be a member of, or be otherwisse 
associated with, any political pairty or any organisation which takes part in politics nor shall be take pa rt 
in, subscribe in aid, of, or assist in any other manner, any political movement or actiA^ity. It is clarified 
that the Government have always held the activities of the Rashtrya Swwyam Sevak Sanghand the Jamaa.t- 
e-Islami to be o f such a nature that participation in them by Government employees would a ttract tlue 
pro'visions of sub-rule (1) of Rule 5 o f the Punjab Government Employees (Conduct) Rules, 1966. Amy 
Government employee who is a member of or is otherwise associated with the aforesaid organisations o r  
with their activities is thus liable to disciplinary action.

2. It is requested that the above position may be brought to the notice o f all Governm ent em p
loyees under your control.

Yours faithfully 

Sd./-

Copy of letter No. 442-SCS-66/199, dated 11-1-67 from the Chief Secretary to Government, Haryana to ~ai)l
Heads of Departments, etc. etc.  ̂ ^

Under Secretary Political & Services,
/o r  Chief Secretary to Government, H aryana.

A copy is forwarded to the Financial Commissioner, H aryana and all Administrative SecretariaciS 
to Government, Haryana.

1. The Financial Commissioner, H aryana, All Administrative Secretaries to Government 
Haryana.



Subject :—Association of Government servants with the activities of political parties.

lam  directed to iuvite reference to rule 5(1) of the Government Employees (Conduct) Rules, 1966, 
as amended by the Government Employees (conduct) Haryana Second Amendment Rules, 1 968, nclified 
vide notification No. G.S.R. 67/Const./Art./309/Amd.(2)/68, dated th e 21st August, 1 968, which is to the 
effect that “no Government employee shall be a member of, or be otherwise associated with, any political 
party or any organisation which takes part in politics nor shall he take part in subscribe in aid of, or 
assist in any other manner, any prlitical movement or activitity” . Reference is also invited to the in
structions contained in composite Punjab Government letter No. 7653-6GSI-65/40644, dated the 18th 
December, 1 965 (copy enclosed) wherein Government employees were advised to refrain from aligning 
themselves with any political party.

2. It has to be pointed out in this context that “ Anand M arg” and its organisations (hst enclcscd) 
come within the purview of these instructions and Government employees joining orasscciating w ithany of 
these organisation will render themselves liable to disciplinary action. Further more, Government 
employees should exercise great care in this m atter and should not join any other organisation either 
whether specifically notified as such by Government or n o t , if  there is the slightest reason to think that 
that organisation has a political aspect. It is essential that Government employees should not only maintain 
political neutrality but should also appear to do so and should ensure that no doubts are created about 
their neutrality in any circumstances.

3. I am  to request that these instructions may be brought to the notice of all Government emp
loyees working under youand it should be mede dear to them that any default in ‘this regard will be 
viewed seriously by Government and will entail severe disciplinary action.

4. T he receipt of this letter may please be acknowledged.

Yours faithfully,

_ S d /~
Deputy Secretary Political & Services,

/o r  Chief Secretary to Government, Haryana.

A copy each with copies o f its enclosures, is forwarded to :—

The Financial commissioner , Revemie, Haryana all Administrative Secretaries to Government, 
H aryana, and the Sales Tax Tribunal, H aryana, for information and necessary action.

71

Copy of letter No. 3100-5GS-69/13240, dated 13-6-69 from the Chief Secretary to Government, Haryana to
all Heads of Departments, e tc. ctc.



Subject :—Association of Government Servants with the activities of political parties.

I am directed to refer to para 2 of Haryana Government letter No. 3I0O-5GS-69/1324O, dated the 
13th June 1969, on the subj ct noted above wherein it was indicated inter alia that Government employees 
associating with the activhies o f ‘Anand M arg’ and any o f its organisations would render themselves 
liable to disciphnary action. The Government of India have recently intimated that the Supreme Court 
has pending disposal of an  application before it for stay, restrained them from giving effect to the orders 
issued by them to the same effect. The m atter has been examined and it is considered that although the 
order of Supreme Court is directed against the Government of India it wfould not be appropriate for the 
State Government too to take any action in this regard pending disposal o f the case before the Supreme 
Court. la m , thereof to request that till further ordrers, no action should be teaken on the instructions 
that have been issued by the State Government on this subject.

72

Copy of letter No. 3946-5GS-69/17872 dated 17th July, 1969 from the Chief Secretary to Government,
Haryana to all Heads of Departments, etc. etc.

2. The receipt o f this letter may please be acknowledged.

Yours faithfully.

Sd./—
Deputy Secretary Political and Services, 

fo r  Chief Secretary to Government, H aryana.

A copy each is forwarded to

T he F inancia l Commissioner, Revenue, H ary an a . All Adm inistrative Secretaries to G cvrernm ent 
H ary an a  fo r inform ation and  ni^cessary action.

Copy of letter No. 398 5GS-70/4340, dated 4th March 1970 from the Chief Secretary to Government, Haryana 
Heads of Departments, etc. etc.

Subject :—Association of Government employees with the activities of R.S.S.S. Jamaat-e-Islami.

la m  directed to invite your attention to H aryana Government letter No. 442/5GS-66/199, dated 
the 11th Junuary, 1967 on the subj\;ct nctid  above vide which it was intimated that any Government emp
loyee who was a member or was otherwise associated with the activities o f the Rashtrya Swayam Sevak 
Sangh and Jamaat-e-lsli mi, was li: ble to ditciplinary action under sub-rule (1) of rule (5) of the Punjab 
Government Employees (Conduct) Rules, 1966.

2. T h ; provisions o f sub rule (1) of Rule 5 ibid are similar to those contained in Sub rule (1) of
Rule (5) of the Central Services (Conduct) Rules, 1964. The instructions contained in the letter referred
to above were issuued on the analogy o f the Government of Ind ia’s communication on the subject.

3. It has been brought to the notice of Government that provisions of sub rule(l) of Rule 5 of 
the Central Civil Services (Conduct) Rules, 1964 have been challenged in the Supreme Court of India, 
regarding the participation of Government servants in the activities o f ‘Anand M arg’ and its Organisations 
Accordingly, Government have decided that till final disposal of the case by the Supreme Court, it would 
not be appropriate at this stage to take any action against Government Servants in terms of the letter re
ferred to above for participation in the activities of the Rashtrya Swayam Sevak Sangh and Jamaat-e-Islami

Yours faithfully,

Sd./— _
Deputy Secretary Political & Services, 

fo r  Chief Secretary to Government, Haryana.

A Copy each is forwarded to :—

The Financial Commissioner, Revenue, H aryana and All Administrative Secretaries to Govern
ment, Haryana.



Subje ct :—Policy to be followed in regard to international friendship societies as well M 9odal, cnltnral or 
other similar organisations known to be connected with political parties.

r am directeii to refer to th ; insSriictions issued by Haryana Government in theif.letter No. 3100- 
5GS-69/13240, dated the 1 3th J une, 1969, in which it was mentioned that Governincnt employees should 
exercis<>great careand  should not join any organisation whether specifically notified as such by thcGovera» 
ment or not, if there was the slightest reason to think that the organisation had a political aspect. It w*« 
also brought to notice that it has essential that Government employees should not only maintain political 
neutrality but should also appear to do so and should ensure that no doubts wisre createda*out their 
neutrality in anyc ircumstanccs. It was to be made cleai to the Gc,vernment empltoyew thtt tnjt deAtilt in 
this regard would be viewed seriously by Government and would entail severe disciplinery action.

2. This matter has been further considered particularly with regard t6 the policy to befoUoweci
in regard to intern;'tional friendship societies as well as social, culturaI or other similar o tj^o isa tio w b io w ij 
to be connected with political parties. It has been observed tha t associations %vowe4 tilK iQ to
womote friendly relations between the people of India and any specific foreiga etoutjtry geqefaOy 
leen referred to as international friendship societies. Several such friendslup societies functio#
in India as well as in other countries. In respect to these, it has been decided that GftVeimneat officials 
should not accept any office in or membersliip of any such international friendship society nor should they 
participate in the activities o f these societies. Administrative Secretaries and other officers after obtaining 
prior permission of their Administrative Secretaries may however address such societies on non-contro- 
versial matters or on cultural relaticms between India and the country concerned.

3. In regard to social, cultural or other similar organisations known to Ve connect*^ . 
political parties, it has been decided that since it is esstential that Civil Servants should not only maintain 
political neutrality but should also appear to do so and there should be no doubts about their neutrality, a 
civil servant should ki epavvay from any organisation in regard to which there the slightest reason to think 
that it has any p' liiif al overtones. There are in stick in which Government have themselves notified 
committeeorganisiMions as political for the purposes of the Government Employees*, Conduct Rules and it 
would beobviouslya breachofdisciplineforanycivilservanttoassociate himself withfuchan organisation. 
As, however, there are many other organisations which have not been so notified by Government as politj* 
litical, it ijequally necessary that all civil servants should refrain from associating themselves inany m a t^ r  
with such organisations also. In this connection reference is also invited to rule 5(1 of all India Services 
(Conduct Rules, I 968/Punjab Government Employees (Conduct) Rules, 1966 (as adopted in the State o f  
Haryana which is to the effect that “ no member of the Service/Government employee shall be a member o^ 
or be otherwise associated with, any political party or any organisation which tak es_ part in politics nor 
shall he take part in, subscribe in aid of, or assist in any other manner, any political movement or acl* 
icity” .

4. I am to request that the above instructions may be carefully noted and also broug^ht to 
notice of all concerned for strict compliance. It may be added that any default in this regard will be viewed 
seriously by Government and will entail severe disciplinary action.

5. The receipt of this letter may please be acknowledged.
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Copy of letter No. 820-1GSI-73/6479, dated 9rh March, 1973 from the Chief t» <3omwMat,
tor Haryana All Heads of Departments, etc. etc.
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Copy of O.M. No. 25/4/73-Estt.A, dated 17th Feb., 1973 from the Depaty Secretarf to th^
Cabinet Secretariat, Deptt. of Personnel and A.R., New Delhi to all VliriistHes/Depairiin'enis 61 ^

the Govt, of India.

OFFICE MEMORANDUM

Subject .'—Participation by Govt, servants in political activities-participation by Govt, servants in meetings/ 
demonstrations organised by political parties.

The undersigned is directed to invite the attention o f (he Ministry of Finance £tc. to rule 5 (I) o 
the Central Civil Services (Conduct) Rules 1964 which inter alia provides that no Govt, servant shall Be/^ 
member of or be otherwise associated with any political party or any organisation whjchtak.es part in politics 
n o r shall he take part in subscribe inaid  of or assist in any other manner, any political mevement or activity. 
Attention is also invited to the instructions contained in the Ministry of Home Affairs. O.M.No. 6/6/69-Estt. 
B , dated 18th J  uly, 1969 where in it was emphasised that Govt, servants should not only raitiutam political 
neutrality but should also appear to do so and they should not participate in the activities of, or associate 
themselves with, any organisation in respect of which there is the slightest reason to think that the organisa * 
tion has a political aspect. /

A question has been raised as to whether participation by a Govt, servant in a public meeting or 
demonstration organised by a political party would amount to participation in a pd itical movement or 
activity within the meaning of rule 5 (1) of the Central Civil Services (Conduct) 1964, mentioned above.

This question has been consisdered, and it is felt that, in the light of the existing provisions of the 
Conduct Rules and the instructions a already issued on the subject, taking any active part by a G ov t 
servant in a meeting or demonstration organised by a polifical party might give cause for anim pression 
whkh may well be comUued as a&sbtitvg a poliucal movement for Example, il a Govt, servant takes actiTC 
or prominent part in organising or conducting such a m-eting or demonstration q rsp ja k j him^'lf there in, 
or attends regularly or even frequantly any such meetings, etc., action on his part Ts likely to create an 
impression that he is taking part in or assisting apo litica l movement or activity. In order, therefore, to 
avoid any doubts about their political neutrality, it would not be in ttie interest of the G jv t. serVants them
selves to participate in such meetings or demonstrations. , ,

It is requested that the Ministry of Finance etc. may bring this clarification to |.ha notice ,c  ̂ 4|ill 
the employees working under them. . ^

C»py of letter No. 28034/5/78-Estt.A, dated 1st Sept., 1978 from the Deputy Secretary to the Goitf., of India, 
Ministry of Home AtTairs, Deptt. of Personnel and A.R., New Dellii to all Ministeries/ Deptts, of 

the Govt, of India with usual number of spare copies. '

OFFICE MEMORANDUM

Subject Cintral Civil Services (Conduct) Rules, 1964 Use ofpublic servants aal p.iblic f^gilUie; for par^se
of holding realiies etc. i «

The ua.brsigajd  is dir.jct5d to iay Ihi t  innan:;js have com ; to th^ notice of th; G jvernm .'nt in 
which public servants a n i  public utility faciliti;s W3r>j u ijd  foVarninging crowds for falliis a'nd for arrang I 
in g tran sp jrt for biiaging those crowds, involving violations of law iand  rules in regard to  jise tit: such
transport. In this c >ni!i :ction attention is ia/ited to m l; 5(1)  of th : C C '» (C jn  Juot) Rules, 1964 which 
provides that m  G >vt. servant sh:ill b? a m -m i -r of, or b ; oth;rvVuj; ass jciated with any palitlcal party or 
organisation which takes part in p:>litics ; n ii shall h.; tak j part in, subscribe in aid of, or assist in any 
o ther manner, any pjlitical mjveraent or activity. U is also clarilijcl in this dep-irtm.-nt M.No. 2 5/4/73 
Estt.A, dated 17-2-73 (copy enjlossd) tha t it is advisable for a G jvernra:u t employee not to attend even 
public m.'etings for deiunU ralio ii; organised by a palitical party o rhaving  political aspects. It will not 
suffice to say that such arrangem jats were made on the order-, of s ipsrio-r o(fi.;ars as  tii^je^lad&tion below 
sub rule (2) of rale 3 of th : CCS (C jndu^t) Rules, 1964 clfinfi^S;^thj,t. lunhing lii
sub rule (2) shall be construed as emp iw^ring a G ,m . empioyee to evacfe Kis ow i raspoasibiiities. ft h irdly 
needs to be emphasised that Govt, servants should not oiily m aintain political neutrality but should also 
appear to do so taking activc part in holding rallies in support o f any political party by arranging for crowds 
an d  arranging transport for bringing those crowds would, therefore, clearly attract the provisions of the 
aforsaid rule of th ; conduct rules. Govt, employees should, therefore, resist from engaging in such activities 
which may be construed as participation in the the activities of a political party.

2. Ministry o f Finance etc. are requested to bring contents o f this Office Memorandum to the
noticc of all Govt, servants serving under thier control.



Subject :—^Association of Government Emplo,yees with the activities of R.S.S.S. Jamat-e-lslami.

lajn directed to invite your attention to H aryana Government letter No. 3 98-5GS-70/,4 340, dated  the 
4tl» March, 1970 on the subject noted above vide which it was intimated that since the provisions o f sub  rule 
I o f rule 5 o f the Central Civil Services (Conduct Rules, 1964 had been challenged in the Supreme C ourt 

o f India, regarding the participation of Government servants in the activities o f ‘Anand M arg’a nd its orjgani- 
sations, it would not be appropriate to take any action against Governmetit servants for pa rticipatiion in 

activities o f the Rashtrya Swayam Sevak Sangh, Jamat-e-Islami till final disposal of the case by the Supreme 
Courts

2 . The m atter has been reconsidered and it has been de\cided that it is not necessary to holld up 
actionagainst a Oovemment servant'merely on the ground that rule Softhe CentralCivil Services (Conduct) 
Rulei, 1964 has been challenged in the Supreme Court Unless the Supreme Court strik es down the relevant 
portion o f the Conduct Rule, action in terms o f Haryana Goveriunent letter No. 442/4GS-66/I99, will con
tinue to be taken.

3. It is requested that the above position may be brought to the notice o f all Government (emp
loyees under your eontrol.

Yours faithfully,
Sd/-

Under Secretary General Adm inistration, 
for  Chief Secretary to Government, H aryana.

A copy is forwarded to  : —

(i) The Fioancial Commissioner Revenue, Haryana.

(ii) All Administrative Secretaries to Government, Haryana.

€ o fJ  of letteN o . M/52/80/3 PP dated 4-7-80 from the Chief Secretary to Gjvernfne n t, Haryana to all Heads
of Departments, etc., etc.

CSoflf of IdMr No. 11/9/79-2-GSI dated 2nd April, 1980 from the Chief Secretary to Government Haryana
to all Heads of Departments, etc., etc.

Subject :~'The Motker*s Birth Centenary Celebrations C< 
md Qtendi^vb-Porticipation of IAS oiBcers.

Committee, Punjab, Haryana and Him ichal Pra dseh

I am directed to address you on the subject cited above and to say that for sojnetime past;, the 
Skate Government have had under their consideration the m atter regarding the participation of State 
Government OiBcers in the aforesaid Committee. After careful consideration, it has been decided that since 
this institution does ao tap p earto  be connected withany caste, creed or community, inas m uchas its avowed 
objects are adueational, ethical and spiritual, therefore, there should be no objection to officers o f the 
State being associated with its activities including setting up o f libraries and buildings and bringing out 
publications etc. Howevtr, the officers will of course, not associate themselvelves with any fund collections.

2 . T hese Instructions may please be brought to the notice o f the concerned officers of the State for 
in/onnatiofi and comi^ancc.

Yours faithfully,
Sd/-

Deputy Secretary Protocol. 
fo r  Chief Secretary to Govt., H aryana.

A  copy is forwarded to All Financial Commissioner, H aryana, and All Administrative Secretariel 
to O o tt., liitjrana, fof information and necessary action.



Subject :—Streamlining of administration re-organising time schedules of Judicial and executive work for the 
purpose of optimization etc.

I am directed to refer to Haryana Government letter No. 239-PSCS (H)-80, dated the 25th April, 
1980, on the above subject, wherein it was inter alia laid down that the first three days o f the week should 
be earmarked for the disposal of court work by the Commissioners, Collectors, Additional/Special Collec
tors and Sub Divisional Officers (Civil).

2. It has come to the notice of the Government that meetings a t the State and Divisional head
quarters are sometimes fixed on the first three days of the week, requiring the presence of the Deputy 
Commissioners, with the result that Court work a t the district level has to be postponed. It is therefore 
reiterated that meetings should not be fixed on the first three days of the week, save in exceptional ciicum- 
stances of need, so that the object underlying the instructions contained in the letter quoted above, is not 
defeated.

Yours faithully,
Sd/-

Uttder Secretary Administratives Reforma, 
for Chief Secretary to Government, Haryana.
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’̂opy oMetfer No. 239-PSCS (H )-80, dated llth  November, 1980, from the ClilcflSecretary to Goretnment,
Haryana to all Heads of Departments, etc., etc



Sub je  ct .—Giving of gifts by the autonomous bodies under the Haryana Government including Corporations.,
Boards and Cooperative Banks.

I am d iiecU d to invite your attention to the instructions contained in this D epartm ent U.O. N o. 
22 57-1GS1I-76 da(ed 22/23-3-1976 wherein it was mentioned that instances had come to the notice of thie 
Ocveinment where corporate bodies had g ivengifts to oflBcial members of their respective Boards. I t  
was desired that this pi-actice should be discouraged and peremptory instructions should be issued to all] 
such bodies under your administrative control to discontinue such a practice forthwith.

2. It has again been noticed that autonomous bodies under the H aryana Government includinjg 
Corporations Boards and Cooperative Banks continue to present costly articles as souvenirs to the members 
of their Beards/Committees including oflScials. Insofar as the employees of the State Government arie 
concerncd permission of the competent authority is required to be taken by them before accepting any gifft 
keeping in view the provisions of rule 13 of the Government Employees (Conduct) Rules 1966. For thte 
members of the All India services similar provisions exist in rule 11 of the All India Services (Conducit) 
Rules 1968. The non-oflScial members are not governed by the provisions of the aforesaid Conduct Rules.

3. The Government considers that the practice of offering gifts to the members by the Corporatio n 
should be discouraged. I f  however oh a rare occasion it is considered desirable to offer gifts there shoulid 
be a proper resoulution passed to justify the giving of gifts. Inanycase the value ofa gift given to or accepted 
by a member must not exceed Rs. 75/-. This will obviate the need for obtaining permission by the official 
members of the Boards/Committees and will also be in keeping with the idea of economy in expenditure. 
The concerned autonomous body should send a report to the concerned administrative Departm ent regardin g 
g iftsg iven to its members. Any person (including the recipient of a cosUy gift) violating these instruclioAs 
will be liable to the charge of misconduct.

4. It is requested tha t strict instructions should be issued to all the autonomous bodies including 
Corporations/Boards and Co-operative Banks under your control for compliance. A copy of the instructions 
issued to the respective Board/Corporation should be endorsed to this Department for information.

Sd/- 
Yours faithfully 

Joint Secretary General Administration, 
for Chief Secretary to Government, H aryana.

No. 9/12/80-IGSlI dated Chandigarh, the 24 th  September, 1980.

A copy each is forwarded for information and necessary action :—

All Heads of Departments ; The Commissioners, Ambala and Hissar Divisions ; and All Deputy 
Commissioners and Sub-Divisional Officers (Civil) in the State.

Sd/-
Joint Secretary General Administratio-n 

for Chief Secretary to Government, H aryaaa,

^8

Copy of letter No. 9/12/80-1 GSn, dated 24thSept.,1980, from the Chief Secretary to GoTemment, itaryattai
to all Heads of Departments, etc., etc.



Subje cl :—Collection of funds by official agencies-Eradication of corruption-Banning of Red Cross Fairs.

I am  directed to refer to  the Chief Secretary’s (3) D.O. No. 161-PSCS (H)-77 dated the 2 7th J une, 
1977, and H aryana Government letter No. 46/11 /78/PP(3), dated the2 9th September, 1978 and 17th December 
1979, on the subject cited above and to say that despite the imposition of complete ban on the holding c f  Red 
Cross Fairs a t district headquarters, Sub-Divisional headquarters etc. instances have again come to the 
notice of the Government where permission for holding fairs such as Fun Fairs in aid o f St. John Ambulance 
Asscciation, Summer Festivals by Welfare Scciety for Handicapped, Scheduled Castes end Backward 
classes and Trade Fairs by Hind Kusht N ivaran Sangh etc. in the State was granted by the Disrict authcri- 
The matter has been reconsidered by Governmentand lam  directed to clarigy that the ban imposed on holding 
Red Cross Fairs is also applicable to all other fairs of this type in the State. Any permission granted to 
hold such fairs is contrary to the Government instructions issued on the subject.

2. I am, therefore, to impress upon you that in future no permission for holding o f any such 
fairs may beg ranted by you except with prior approval of the Government and any departure/violation of 
Government instructions will be viewed seriously.
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Copy of letter No. 46/11/78-3PP, dated 6th Oct., 1980 from the Chief Secretary to Government, Haryana to
all Heads of Departments, etc., etc.

3. Receipt o f this letter may please be acknowledged.

Yours faithfully,
Sd/-

Deputy Secterary Protocol 
ôr Chief Secretary to Government, Haryana.

A copy is forwarded to

All Financial Commissioners, Haryana/All Administrative S e c ta r ie s  to Govt. H aryana, for in* 
formatioti andinecessary action.





PRIVATE WORKS





Subject :—Employment of Peons as private servants.

I am directed to refer to my letter No. 382 5-C-50/l-2|795, date the 26th J une 1950 on the subject 
O'f employment of peons as private servants and to say that Government have received, in this short interval, 
niumerous representations against th ; ban on private work prescribed therein, a nd also a good number of 
applications from individ uai Cla;;s IV Government servants for permission to engage in or undertake private 
w'ork outside office hours on payment of remuneration.

2. The m atter has, therefore, been considered further in the hght of the communications referred 
to  above and while Government strictly adhere to their view as previouily expressed that Class IV Gcvern 
inent servants should not be burdened w ith“ begar” o f any kind, they, nevertheless, realise that the existing
o rders may o p era te  harshly on ce rta in  individuals belonging to this class of Government servants. They 
h ave, therefore, decided to modify them to the extent that where an  individual Clpss IV employeerapplies of 
P'crm ission to engage in or undertake other work outside office hours on receipt of remuneratoin and the 
hicad of department/office concerned is satisfied that engagement on such duties will not interfere with the 
applicant’s duties in office, suchanapplication may be considered on merits on the analogy of rule 1 8 of the 
Government servant’s Cond uct Rules, 1945, under which it is permissible for higher classes of Government 
servants to undertake such work and thereby to supplement their income. At the same time, Government 
desire to make it clear that these employees should not, behind the excuse of w ork  cutside ffice he urs, be 
employed on menial householdd uties suchas sweeping of rooms, cleaning of utensils, and cooking of meals, 
etc.

8 3

Copfy of letter No. 7307-G-50/1-4390, dated the 31st October, 1950 from the Chief Secretary to Gmovernent,
Punjab to all Heads of Departments etc., etc.



Subje ct :—Use of Government servants for private work.

Government frequently receive complaints against individual officers alleging that they take private 
vifork from Government servants under their control. I am  directed to address you in order to clarify 
policy of Government on this subject.

2 .  The extent to which Gavernment servants are used for private v f̂ork varies in the different 
departm3nts. Ths attitude of ths average officer is, hovi'ever, more or less the same in all departments, viz., 
that using Governmant servants for private vifork is a practice which has the sanction of widespread and old 
usage. The possiblity of this practice amounting, in certain circumstances, to dishonesty is neither taken 
into account by th i offi;ers indulging in it, nor by their departm ental heads. For dishonesty there is the 
firm rule that dismissal is the only right punishment, and it is, thsrefore, a m atter o f importance to clarify 
whether use o f Governm int servants for private work does am ount to dishonesty (meriting dismissal) 
or not.

3. Sincecircumstances vary a g rea t deal, it is difficult to lay d ow na rigid policy thattak ing  private 
work from Government servants should always be construed as dishonesty meriting dismissal. The circum
stances attending each case would always have to be gone into the severity o f punishment in a proved case 
left to be determmed on the merits o f  that particular case. On one extreme there can be circumstances in 
which the practice may be totally innocent deserving no notice from Government e.g. the use o f a personal 
orderly out of office hours, with his willingness and on payment for duties not o f  a 
m *nlal character. On the other extreme, there can be circumstances in which the practice would am ount 
to dishonesty miriting dismissal e.g. the use o f gangcnen as regular whole-time domestic servants. Since 
it is nicessary t h a u h ;  honest G jvernniiQt servants should know whjre exactly he stands, and equally 
necessary that thed ishjnest Government servants should have warning of Government’s intention to treat 
certain form of this practice as acts o f corruption, this letter seeks to analyse the various types o f cases and 
to indicate the lines on which they should be dealth with.

4. Broadly speaking, two kinds of cases arise:

(i) Where the Government servants from whom private work is taken are on the personal staff 
o f the officer con;ern;d, e.g. his Personal Assistant, Stenographer or orderlies.

(ii) Where the Government servants from whom private work is taken are not on the personal 
staff of the officer concerned, though his subordinates otherwise ;

5. Regard ng (i)there s a w  despread pract ce for personal Asisstants and S tenographers to b e  
utilised for m aintaining some o f private files o f their officers and a so for taking private d ic ta tio n  o f  
occasiona character. Wit hin reasonable limits and so long as this does not effect Government work ad 
verse y, there can be no oojjction to th ; practice. For orderlies the nature o f their duties is such tha t it 
is di[Q;lt to draw  the line as to w a;re official work ceases and private work begins. Here too, within reason
able limits, th ;re c a n  be no objection to some private work being taken from orderlies and peons. These 
limits have been defined in a whole series of policy etters noted in the m argin on the i ubject “ Emp loyement 
o f peons as private servants.”

The gist of these is that peons may with their consent on  payment and outside office hours be 
utilised for private work of a non-menial character. Sometime it is necessary to make a peon do private 
work o f an  occasional charac te r evenduing office hours, and no serious objection can  be taken to this. 
Cases falling in this category are thus simple ones, the brief position in respect of them being that no notice 
need be taken unless reasonable limits ate exceeded, in which event a t worst there w oud be an  instance 
o f irregu a r  (not corrupt) conduct.

(0  No. n5{H . Gen I ) ,  da ted  the U th January ,1922.

(ii) No. S m j H .  Genl.), daetd  the 20th Novemher, 1934.

(Hi) No. 524 8-G-47/36389, dated the Zlst May, 1947.

(iv) N o. 7104-G-48/57106, dated the 12nd October. 1948.

(v) No. im -G -5 Q im 9 0 ,d a te d th e  2 \st October, 1950.

(v/) N o. 1978-(/-51/l/3370, dated the the 9th June, 1951.
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Copy »f letter No. 4540-G-II-57/12538, dated the 15th July, 1957 from the Chief Secretary to Government,
Punjab, Chandigarh, to all Heads of Departments, etc., etc.



(v/0 No. 9566-G-53/90920, dated the21st November, 1951

6. Regarding (ii) a distinction needs to be made between cases in which private work is taken 
froim such Government servants on rare ccasions (e.g. a t the time of packing-up on transfer) and when 
private work is taken on a regular and more or less whole-time basis (e.g. case c f  gangmen mentioned in 
p ara  3 of this letter), the former amounts to irregular conduct if the Government servants concerned are 
utilised against their will or during office hours. The latter is a serious type c f  case in which dishonest 
conduct shoud normally be presumed. F tc ts  may differ widely in suchcases, but the lest forclassifying a 
particularcase as a a case o f dishonesty is whether willful dishonesty is actually present. If so, no quarter 
should be given.

7. The practipe o f using Government servants for private work has been a widesprer.d and an 
old one, and until now it has never been regarded with such severity, even when an  clement cf -dishonest 
condu'ct was p resen t. For the future. Government would like the ne w standards c f judgt ment laid dc wn 
in this letter to be applied to individual cases that may ccme up. I am to request y( u to bring these 
insitructions to the notice o f all concerned serving u n d ery ru  for.strict compliance. Fast cases involving 
elem ent of dishonesty should not be ignored, but should receive lighter punislunent (depending on in
dividual circumstances) than  the extreme one of dismissal v bich normally goes with dishonesty.
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Subje ct :—Use of Government servants for private work.

1 am  directed to invite your attention to the instructions contained in Punjab Government’s 
circulai letter No. 4540-GII-57/J2538, dated thw 15th July , 1957, cn the above subject, and to say th a t 
cases are still being reported to Government regarding the misuse c f Class IV Government servants, fo r 
private work during office h o u is  or when they are actually supposed to be on duty elsewhere and are show'n 
as such in the relevant record. In two such cases wliich came to the notice recently, the officers concerned 
have been warned, and copies of the warning issued to them have been placed on their personal files. A 
lenient view was taken in these cases as these were first to be reported, after the issue o f instructions con- 
taiiud  in the above-mentioned letter. I am desired to say that a more sericus view will be taken in cases 
involving contravention of these instructions, and to reiterate that use of Government servants as regular 
wholetime domestic servants will, in future, be treated as dishonesty meriting the severest punishment.

&6

Copy of Circular letter No. 7686-G-58/19409, dated the 30th June, 1958 from the Additional Chief Secretar y
to the Government, Punjab, to all Heads of Departments etc. etc.

2. I am  to request you to bring these instructions to the noticc o f all concerned serving under
you.
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PROHIBITION





S u b jec t  .—Prohibition of the grant of free passes for cinemas to Government servants.

I am  directed to inform you that the Governor of the Punjab is pleased to order that no person 
serving under the Punjab Government shall in any circumstances ask for or accept a free pass fo r any 
cinema or other place of entertainment and to request that this order m aybe brought to the notice of 
all Government servants under your control.
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dopy of letter No. 6890-G-38/28943, dated the 24th August, 1938, from the Chief Secretary to GoVertuneiit,
Punjab to All Heads of Departments etc.

Copy of Punjab Government Circular letter No. 12897-G-54/1775, dated 18th Januarty, 1955 from the Chief 
Secretary to Government, Punjab, addressed to all Heads of Departments etc., etc.

Subject :—Prohibition of plural marriages by Government servantji.

I am  directed to say that in the I.A.S. (Recruitment) Rules, 1954, recently published, the Govern
ment of India have provided that no person who has more than one wife living shall be eligible forappcint- 
ment to the service; provided that the Central Government may if satisfied, that there are spcciaI grounds 
for doing so, exempt any pe son from the operation of this provision. In the same way, it has been laid 
down in the I.A.S. (Conduct) Rules, 1954, that no Government servant who has a wife living shall contract 
another marriage without fir st obtaining the permitsion of the Government of India, notwithstanding that 
such marriage is permissible under the per sonal law for the time being applicable to him. The Gcvernment 
of India have also decided that the principles embodied in the above provisions contained 
in the All India Service Rules should also govern the recruitment and conditions 
of Service of other Central Government Servants and they piopose to  mclude a provision sirailai to  tha t 
in the I.A.S. (Conduct) ,Rules, 1954 referred to above in their revised Government Servants C tnduct 
Rules and the other provision in the various service rules. Meanwhile they have decided that these principles 
should be observed as if the relevant rules had in fact been amended in this respect.

2. The Punjab Government have after due consideration decided to make similar provision 
for governing the recruitment and condition of service of State Government servants and to amend the 
Government Servants C onduct Rules as well as the relevant rules in this behalf. Naturally, in respect of 
such Government servants, the requisite permission for remarriage would be of the State Government. 
Since all this will take time, it has been decided that, pending formal incorporation o f these provisions in 
the relevant rules, the princip les th e re o f  should be observed as if  the relevant rules h ad in fac t beenamend- 
ed in this sense. The decision may kindly be made known to all existing employees and effect may be given 
to it forthwith.

Copy o f  Punjab Government Circular letter No. 1920-G-55/19071, dated 9(h April, 1955, from the Chief 
Secretary to Government, Punjab, to all Heads of Departments, etc., etc.

Subject . — Prohibition of plural miuriages by Government servants In the Punjab State.

I am directed to invite a reference to Punjab Government letter No. 12 897-G-54/1775, dated the
1 SthJanuary, 1955 on the subject noted above and to say that the instructions prohibiting the appc intment 
of a person, who lias more than one wife living, to a service under Government, except when exempted 
by the State Government from the operation of this provision, apply also to cases when the appointment 
is made by promotion.



S u b jec t :—^Prohibition of plural marriages by Government servants.

In continuation of Punjab Government letter No. 7190-G-55/44953, dated the 2 8th July, J955, 
on the subject cited above, I am directed to say that Government have had under consideration the que stion 
wh3ther the permission for the re-marriage, by a Government servant should be granted by Government 
in the Administrative Departm ent or central guidance should be g iven to all Departments of Govern ment 
to guard  against varying practices in the different Departments. Aftej;careful consideration it has been 
decided that central guidance is necessary. I am accordingly to request that all cases involving permission 
for re-marriage by Government servants should be sent to the Chief Secretary in the Gazette B ranch for 
advice before the requisite permission is actually granted.

In supersession of the Regulations published with Punjab Government notification No. 1760-G- 
37/18874, dated the 1st May, 1937, as amended from)time to time, the Governor o f Punjjab in exercise 
o f the powers conferred by the proviso to clause (3) o f Article 320 of the Constitution of India an d  all 
powers enabling him in this behalf, is pleased to make the following Regulations specifying the m atters 
in which it shall not be necessary for the Pu njab Public Service Commission to be consulted :

Part I—Preliminary

1. These Regulations shall be called the Punjab Public Service Commission (Lim itation o f 
Functions) Regulations, 1955.

2. In th.ese Regulaliom unless iherc is something repugnant in live subject or context ;

(i) “ Commission” means the Punjab Public Service Commission;

(ii) ‘Initial appointment’ means an  appointment in the first instance to a service o r post which 
does not involve the promotion or transfer of any one already in the service of the Punjab 
Government

Part II—Limitations

3. It sliall not be necessary to Consult the Commission on the suibtability o f candidates fo r—

(a) initital appointments to services or posts, carrying an initial salary o f two hundred ninety- 
nine rupees or less per mensem.

(b) initial appointments to services or posts enumerated in the Schedule ‘A’ hereto annexed.

(c) appointmemts to a temporary post, for a period not exceeding six months.

(d) appointment to a permanent post o f a person temporarily for a period not exceeding six 
months, if owing to an  emergency having arisen, it is necessary, in the public interest

to fill the vacancy immediately and there is likely to be undue delay in making the appoint
ment after consultation with the Commission;

(e) promotions or transfers from one service or post to another unless the service or post to which 
the promotion or transfer is made, is a service or post an  initial appointment to which must 
be referred to the Commission;

(f) officiating promotions or transfers to any service or post, when a t the time o f making the 
promotion or transfer there is reason to suppose that the officiating promotion or transfers 
will be for not more than six months;

(g) appointment to any service or post if such candidates have been Government servants 
who hive retired on pension from same service or from the same post or from  a higher 
class of service or from a higher post of a similar nature.

(h) absorption in a regular allied service o f a person who had been recruited initially on  a 
tem porary basis in consultation with the Commission and who has rendered satisfactory 
service under th j Punjab Government for a period o f at least 10 years and is considered 
suitable for permanent appointment;

Copy of Punjab Government Circular letter No. 10062-G-55/77334, dated 1st December, 1955 from the <Chi*ef
Secretary to Government , Punjab, addressed to all Heads of Departments, etc., etc.



(i) appointments by promotion or transfer from other services of posts to the services or posts
enumerated in Schedule ‘C’ hereto annexed.

(j) Omitted;

(ic) Om itted;

(1) appointment of an  I.A.S. Officer o ra  member of the State Civil Service on the Select List as 
prepared and maintained under the Indian Administrative Service (Appointment by Pro
motion) Regulations, 1955, to an  ex-cadre post;

Explanation.—For the purpose of clause ( 0  an  ex-cadre post shall mean a temporary post created 
in the senior -scale of I.A.S. outside the I.A.S. Cadre.

(m) appointment to any service or post of any person who may have been recommended for such 
appointment by the Subordinate Services Selection Board, Punjab.

4, It shall not be necessary to consult the Commission in respect of any of the matters mentioned
in clause (a) to (e) of Article 320(3) cf the Consthulion of India in the case of officers of Indian Defence
Servicesother than the Indian Territorial and Auxiliary Forces holding posts in connection with the affairs 
o f the State of Punjab.

5. It shall not be necessary to consult the Commission.

(a) on any original or appellate order, connccted with a matter of discipline when such order 
is proposed lo be made by an authority sivboidinale lo the Punjab Government.

(b) on any original order proposed to be made by the Punjab Government imposing any of the 
following penalities;

(i) censure;

(ii) suspension for not more than one year.

(iii) whhholding of increments or promotion, including stoppage at an  efficiency bar, for 
not more than one year with non-oontinuing effect.

(c) on any order proposed to be made by the Punjab Government onappeal other th an an  order 
enhancing the penalty to that for which consultation with the Commission would have 
been necessary in case the enhanced penalty had been Imposed in an original order when 
the order appealed against is one o f -

(i) censure;

(ii) suspension for not more than one year;

(iii) withholding of increments or promotion including stoppage a t an  efficicncy bar, for not 
mote than one year with non-continuing effect.

(d) on any p e titioner memorial connected with a m atter of discipline unless h is proposed to 
revise a previous decision;

93

(e) on  any  case—

(i) relating to the term inatioii o f  the probation  o f  any  person;

(ii) relating to  the d ischarge t>r reversion o f a n  offl.cer otherwise th an  as a penalty ;

(iii) relating to the term ination  o f  the em ploym ent o f  any  person in accordance with the 
term s o f the contract o f  his em ploym ent;

(iv) relating to the im position o f  any penahy  la id  dow n in any  rule or o rder for failure to  
pass any test o r exam ination within a specified tim e; or

(v) in which the Commission has a ta n y  previous stagegiven advice in regard to the orders



• I ! ' ' ■ !
to be passed and no fresh question has thereafter arisen for determination , unless it 
is proposed to reverse a previous decision;

(f) on the methods o f recruitment and the principles to be followed in making appointments 
to posts which are not whole-time posts and to posts enumerated in Schedule ‘B’ hereto 
annexed;

(g) Omitted

{Published with Punjab Government Notification No. 15230-G-55/81632 d<ited 2\stD ecernber, 1955J.

SCHEDULE ‘A ’
[(See Regulation 3(b))]

(1) Work charged appointments in the Public Works Department.

(2) Any post which is n o ta  whole time post. Where there is any doubt w hethera post is or is no t 
a whole-time p,ost the d tcision  shall rest with the Governor.

(3) Air Raid Precautions Officers.

(4) Appointments in connection with the B hakra-Nangal Project, which may be filled by foreijgn 
specialists and other foreign personnel.

(5) Private Secretary (Political) to the Chief Minister.

(6) Specialist Officer, appointed in India, including Indians recruited abroad, on contracts io r  
periods not in excess of five years, in connection with the Bhakra-Nangal Project.

(7) Chairman and Members of the Subordinate Services Selection Board.

(8) I2-I/2 per cent of the post o f Block Development Officers under the National Extension Serviice
Scheme.

(9) Assistant Demonstrators in the Glancy Medical College, Amritsar.

(10) Assistant Registrars of the V.J. H osp ita l, Amritsar, provided these are tenure appointments 
and that the tenure would in no case, exceed three years.

(11) Appointments to tem paraiy posts of Accounts Officers, Forest Officers, and Telegraph
Officers in the Punjab Public W orks Department, Irrigation Branch when filled by deputation from the 
oflfice of the Accountant -General, Punjab, the Forest Department and the Telegraph Department, res
pectively.

(12) Supervisors in the Public Relations Department, Punjab.

(13) Consolidation Officers in the Consolidation Of Holding Department, Punjab, appointed up to 
31st M arch, 1956 and thereafter.

(14) Chief Instructor and two Assistant Instructors for the Home Economics Department, Punjab.

(15) Fire Officers in the Civil (Home ) Defence Department.

(16) Assistant Registrars o f the Medical College, Amritsar, provided these a re tenure appointments 
and that the tenure would in no case exceed three years.

(17) State Press Liasion Officer at Delhi, under the Public Relations Department, Punjab.

(18) Technical Organiser in  the Industries Department.

(19) Officer Incharge, National Discipline Scheme in the Education Departtnent.

(20) Organisers in the Public Relations Department, Punjab.

((21) All posts o f B.D.Os. created or to be created in the National Extension Service Blocks in ths 
Lahaul and Spiti Area*
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(22) All posts in the Food  and Supplies Department, Punjab, when filed by the appointment 
o f  ex-employee* of the Civil Supplies Department.

{Nptv —Orders in respect of these posts shall remain operative until the 31st May, 1960).

(23) Additional Advocate-General, Punjab.

(24) E ditor (Urdu) in the Public Relations Department, Punjab,

(25) Youth Welfare Officer for Girls in the Education Department.

(26) All posts in all Departments with initial salary o f R s .  160 per mensem and above created or 
to be created in the Lahaul and Spiti area provided a resident o f that area is appointed thereto.

(27) Supervisor for the Cafeteria in the New Secretariat, building.

(28) Staff Officer in the Civil (Home) Defence Department. ,

(29) Advocate-General, Deputy Advccate^General and Assistant Advopfttc-Gencral.

(30) Technician, Walnut Wood Carving Training Centre Kulu (Rs. ,200-10-300).

(31) Technician, Paper Machine Training Centre, N agrota. (Rs 200— 10—300).

(32) Technician. T apestry T raining C entreD haram sala (R s 200— 10—300).

(33) Sports Officers and Sports Coaches in the Punjab Sports Department.

(34) District Attorneys Grade I and 7 District Attorneys Grade I I  in the Home (Judicial) 
Department.

(35) Junior and Senior Specialists appointed in India including Indians recruited abroad, on 
contracts for period not in excess o f five years, in connection with the Beas Project.

(36) (a) Six Class I Coaches.

(b) Six Class II Coaches.

(c) Six Class i n  Coaches.

(d) Three Divisional Sports Officers.

(e) Ninteen District Sportfi Officers.

(f) One Deputy Director, Sports.

(g ) One Assistant Deputy Director, Sports (General).

(h) One Assistant Deputy Director (Women).

(i) One Director, Mountaineering (Men) Institute, Manali.

0  Four Instructors for M ountaineering.

(k) One Organiser, Yoga Scheme.

(37)(a) One Pashmina Textile E x p ert in Weaving in Pashmina Wool Training Centre at Nurpur 
(Rs. 200-10-300).

(b) One Carpet Weaving Technician in Carpet Weaving Centre at Baijnath, District Kangra (Rs. 
200-10-300).

(c) One Head Designer in Central Organisation and Designing Centre at D haramsala (Rs. 200-10
300),
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, (d) One Hooking Technician in Hooking Rug Training Centre at Kulu (Rs. 200-10-300).

(e) One Felting Technician in Namda Training Centre at Kulu (Rs. 200-10-300).

(f) One Chain Stitch Embroidery Technician jn Chain Stitch Embroidery on N am d asan d  Hussaiin 
Cloth Training Centre, Kulu (Rs. 200-10-400).

(38) Special Collector in the Stamp and Registration Branch o f the Revenue Departjnent in ttoe 
grade of Rs. 2 70-15-3 00/2 5-500/2 5-650.

(39) Twelve Class HI Coaches in the Sports Department.

(40) Associate Professor o f English, Language Tecahing Institute, Chandigarh.

(41) Temporary Assistant Engineers against which prefmal and final year students of the Engineer
ing Colleges in the State of Punjab are appointed on their being granted provisional Short Service Reguliar 
Commission.

(42) Field Publicity Assistants in the Public Relations Department.

43) Inforirat ion Assistants in the Publis Relat’ons Departm j it. -

(44) District Farm ing Planning Education Officers.

(45) Health Educators.

(46) Social Scientist Instructors.

(47) Health Education Extention Officers.

(48) Assistant District Attorneys in the Home Department.

(49) Director o f  Prosecution and Ex-Officio Joint Secretary to Government, Punjab, Home 
Department.

(50) The following posts in the Public Relations Department—

(a) Public Relations Officer (Research and Reference).

(b) District Public Relations Officers.

(c) Photo and Cinema Officer.

(d) Art Executive.

(e) Teclnical Officer.

(f) Senior Photc g rapher.

(g) Director, Cameraman.

(h) Press Secretary to the Chief Minister.

0  In fo rm ation  Officers.

(j) Producer.

(k) Exihbition Officer.

(1) Senior Actor.

(m) Sound Recorder.
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(n) Production/State Manager.

(51) Secretary, Punjab State Soldiers’ Sajlors' and Air-raeu's Board.

(52) Two wholetime Members o f the Punjab Official Language (Legislative) Commission.

SCHEDULE ‘B’

[5'ee Regulation 5(f)J

1. Air-Raid Precautions Officers.

2. All appointments in connection with the Bhakra-Nangal Project, which may be filled by 
foreign Specialists and other foreign personnel.

3. Private Secretary (Polilical) to the Chief Minister.

4 Specialist Officers, appointed iti India, including Indians recruited abroad on contracts for 
periods not in excess of five years, in connection with the ihakra-N angal Project.

5. Chairman and Members o f  the Subordinate Services Selection Board,

6. 2 3 per eent of the posts o f Block Developmeqt Offleer s under the N ational Extension Service
Scheme.

7. Consolidation Officers in the Consolidation o f Holding* Departqjent, Punjab, appointed up 
to  31st March, 1956 and thereafter.

8. All posts in the F o rd  and Supply 
Department when filled by the appointment 
o f ex-employees of the Civil Supplies 
Department, Punjab
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9, One Accounts Officer

10. One Assistant Director

J1, One Statistical Officer 

J2. One Administrative Officer

13. Four District Food and Supplies 
Controllers

14. Three District Food and Supplies 
Officers

15. Two Superintendents (Haadquarters)

16. Three Superintendents (District Officers)

17. Eight Senior Auditors

18. Six or seven Assistant Food and 
Supplies Officers

19. Ail posts in the Food and Supplies 
Department, when filled by the transfer of 
officials serving in other Departments.

20. Additional Advocate-General, Punjab,

in the Food and Sup- (iVb^e.—Orders in res-
plies Department, pect o f these posts
Punjab shall remain operative

uptil 31st May, 1960)



21. E ditor (Urdu) in the Public Relations Department, Punjab.

22. Youth Welfare Officer for Girls in the Education Department.

23. All posts in all Departments with initial salaty of Rs. 160 per mensem and above, created 
or to be created in the Lahaul and Spiti area, provided a resident of that area is appointed thereto.

24. Supervisor for the Cafeteria in the New Secretariat Building.

2 5. Staff Officer in the Civil Home Defence Department.

26. Advocate General, Deputy Advocate, General and Assistant Advctale-General, Punjab.

27. Sports Officers and Sports Coaches in the Punjab Sports Department.

28. District Attorneys, grade I and 7 District Attorneys, grade II, in the Horne (Judicial) D epart
ment.

9S

29, Jun io r and 'Sen io r Specia’liislsi appointed in India including Indians recruited abroad, oh
contracts for periods not in excess of five years, jn  connection with the Beas Project. ,

30, (a) Six Class I Coaches,

(b) Nine Class II Coaches, . "  ■?

,• (c)i S ix 'C lis§ l O . C a a c h e s , ; ’, i  ■ ■ ’ r

(d) Three Divisional Sports Officers,

(e) Nineteen District Sports Officers, ..........

(f) One Deputy Director, Sports,

(g) One Assistant Director (General),

(h) One Assistant Director(Women).

(i) One Director Mountaineering Institute , Manali,

(j) Four Instructors for Mountaineerin^g.

fk) One Organiser, Yoga Scheme.

(31) Special Collector in the Stamp and Registration Branch o f the Revenue Department in the 
grade of Rs. 270-15-300/25-500/25-550.

(32) Twelve Class III Coaches in the Sports, Department.

(33) Associate Professor of English, Language Teaching Institute, Chandigarh.

(34) Temporary Assistant Engineers against which pre-final and final years students o f the Enginee
ring C< lieges in the State of Punjab are appointed on their being granted provisional short-service Regular 
Commission.

(35) Assistant District Attorneys in the Home Department.

(36) Director o f Prosecution and ex officio Joint Secretary to Government, Punjab, Home 
Department.

(37) The following posts in the Public Relations Departm ent :—

(a) Public Relations Officer (Research and Reference).

(b) District Public Relations Officers. ' .
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(c) Photo and Cinema Officer. '

(d) Art Executive. .

(e) Technical Officer.

(f) Senior Photographer.

(g) Director Cameramen.

(h) Press Secretary to the Chief Minister! ,

(i) Information Officers.

(j) Producer.

(ic) Exhibition Officer. ■

(1) Senior Actor.

(m) Sound Recorder.

(n) Production/Stage Manager.

(38) Secretary, Punjab State Soldiers’, Sailors’ and Air men’s Beard.

SCHEDULE ‘C’

[See Regulation 3(i)]

1. Co nsolidation Officers in the Consolidation of Holdings Department appointed up to the 31st 
March, 1956, and thereafter.

2. 124  per cent posts of B.D.Os. under the National Extension Service Scheme.

3. One Accounts Officer (Headquarters)

4. One Assistant Director (Headquarters)

5. One Statistical O flcer (Headquarters) in the Food and 
Supplies Departmtmt, 
Punjab '

(Note. Orders in 
respect o f these posts 
shall remain o perative 
up till 3Jst May, 
1960)

6. One Administrative Officer (Head
quarters.

7. pc ur District Food^and Supplies 
Controllers

8. Three District Food and SuppUes Officers

9. Two Sup3rintendents (Headquarters)

10. Three Superintendents (District Offices)

11. Eight Senior Auditors

12. Six/Seveu Assistants, Food and Supplies Officers

13. All posts in the Food and Supplies Department when filled by the transfer of officials serV
ing in other Departments.



Subject :—Plural marriages-Government serrants.

I am directed to invite a reference to Punjab Government letter No. 12897-G-54/1775, dated  the 
18th January, 1955, and subsequent instructions issued by them  on the matter of prohibition o f plural 
marriages by Government servants and to  intimate that the Government of India have amended the Central 
Civil Services (Conduct) Rules, 1955, to provide therein that no women Government servant shall marry 
any person who has a  wife living, without first obtaining th e ir  permission. The Government of India 
have further ordered similar amendments to be incorporated in the rules or orders relating to recruitment 
to  services and posts with which they are concerned. ’

2. As therefore the Punjab Government have decided to follow the Government of India in  this 
behalf in as much as they have decided to order the necessary amendments also being carried out in  the 
corresponding rules and orders relatingto the services and posts under them. In respect of such Government 
servants, naturally, the requisite permission, for marriage with a person already having a wife living, w ould 
be that of the State Government. Since incorporation o f necessary amendments in the relevant rules w'ould 
take time, it has been decided that pending formal incorporation, the principles there should be observed as 
if the relevant rules had actually been amended.

lo 5

Copy of Punjab doremment Circular letter No. 3992-G-II-56/3421, dated 15th Jamiary, 1957, from the CJhlef
Secretary to Government, Punjab addressed to all Heads of Departments, etc., etc.

Copy of Circular letter No. 11I6-GII-60/6I52, dated 18th February, 1960 from the Chief Secretary to 
Government, Punjab to all Heads of Departments, etc., etc.

Subject :—^Scrutiny of property returns submitted under rule 10 of the Government Servants Conduct Rules, 
1955.

I am directed to Invite your attention to para I (4) o f the Punjab Government lettzr No. 637-G-56/ 
19033, dated the 16th March, 1956, which enjoins that the property returns should be scrutinised when 
these are received, so that particular enquiries, if considered necessary, may be made from the Government 
servant concerned. It has been noticed o f  late tliat neither proper and regular scrutiny o f such returns is 
carried out by the authorities concerned norsuspected c£ises o f  corruption are being enquired into. In o rder 
to achieve thisobjectG overnm enthavedecidedthatallpropertystatem etns whenreceived should be scrutini
sed carefully by the departments concerned and in case o f such Government servants, whose assets appear 
he, prima facie, in excess of their status and emoluments, their statement should be forwarded to the Vi,gilance 
Department for further scrutiny. It has further been decided that the Vigilance Department on the basis o f  
such information as it has, should have the right to call for the return of any employee fo r purposes o f 
scrutiny and enquiry.

2. I am to add that for the present this procedure has been introduced for two years and the 
position may be reviewed after the expiry o f this period to sec whether it requires further elaboration.

3. The receipt of this letter may be acknowledged.



I b l

Subject :—Possession by Government employees or by any other person on their behalf pf pecuniary resources 
or property disproportionate to their known sources of income.

I am directed to say that a presumption of corruption fairly and reasonably arises against an officer 
who cannct account for large accretion cf wealth which he could net pcssibly have saved from his known 
sources of income. This principle has received statuicry reccgniticn in section 5 (3) c f the Prevention t f  
Corruption Act, 1947, and its application in a departmental enquiry against an officer charged with corrption 
could not, therefore, be unjust or inequitable. In tact, this pi inciple has recently been up held by the Supreme 
Court in the case c f Shri G.R, Mankar versus Union of India (Civil Appeal No. I 60 of 1963).

2. You are, therefore, requested to ensure that, in a departmentalenquiry against an officer charged 
with corruption and found to be in possession c f  assets disproportionate to his known sources of income, 
the Presenting Officer concerned bring the legal position, as set out in para 1 above, to the notice c f  the 
Enquiring officer.

3. Punjab Government’s letter No. 4167-2GS-63/9945, dated the 28th March, 1963, may be treated 
as cancelled.

4. These instructions should be brought to the notice of all government employees working 
under you.

5. The receipt o f this letter may please be acknowledged.

Copy of Punjab GoVtrnnient Circular letter No. 14O-2GSI-65/52f!0, dated 4th March, 1965, from the Chief
Secretary to Government, Punjab to all Heads of Departments, etc., etc.

Copy of Circular letter No. 278-3 GSI-66/3()62, dated the I6tli February, 1966 from the Chief Secretary to 
Government, Punjab, to all Heads of Departments, etc., etc.

Subject: -Government Servants Conduct Rules, 1955 Clarification of Rule 10 regarding movable and Immovable 
property.

1 am directed to invite a reference to rule 10 of the Punjab Government Servant (Conduct) Rules, 
1955, regarding control over movable and immovable property held or acquired by a Government employee 
and to state that a question has arisen whether a Governmet employee is required to make a declaration 
of movable and immovable property held or acquired by him or by any member of his family, as a member 
c f a Joint Hindu Family. The matter has been considered by Gov nment in consultation with the Legal 
Remembrancer and it is observed that as a member of the Joint Hindu Family, a Government employe has 
some interest in the ancestral properly and, therefore, under rule 10 of the Government Servants (Conduct) 
Rules he is bound to send information regardings his interest and the interest of the members of his family 
in such property. It is immaterial that the extent of his interest cannot be ascertained untill the partition 
actually takes place.

2. ft is accorgdinly to be brough to the notice of all Government employees th a t they should in 
future also indicate in the annual property return, details of the movable or immovable property held or 
acquired by them as members of the Joint Hindu Family,
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f % :  w f ^ ' n T  f lX ^ T T  I

5T%, w^J f w m ^ ^  m r  ^ x m m  % ? r^  ^  r̂arr ir^ft ^  ^
3lTcf\ 11

103



ffTqT'Jrr 5RT snf? ^  ît^ Y srt qf^q^ 5F.irNr ii/io/78-^fron.?ro-l-f5Tt^

2 8-6-7 8^'tSlf% I

f ^ J T  :— ^ T W T f t  S K T  ? T W d  ( a n ^ s i T ' i T )  f ^ i r r i i q c f t ,  1 9 6 6  %  1 6  %  ̂ S H T

§ 1 %  ^ « T T  ^  i f  s i r ^ s T T  ^  I

^ T l f  f t r % 5 T  f  3 T T  I  S f T ' m  e m ^ T  ^  ? f l T  f 3 ^ 5 ,  ? f t T  ^  ^ T T ^ F T f t  ^ T i N i r f t

(3TT=5rT«T) P m r ^ l f ,  i9  66 % ffmrr 1 6 ( 4) t  s!t^?tt |  f% h<+i<1 ht arr^ qrt^iT
% ^  m  3̂̂  %frr % ^  fe fr  sq f^  %TTT6tnr Ir sq f^  ^  qx ni nnt

^  giT ^  Jr SJ  ̂ ?TT fsTFT ■̂'T ?T 5mTT f W  JTT f e n  1 ?TT^fy
m  p R t fJTW r??TT SJTm % siYlt Tlf^ ^SJR % JTT % R̂̂cTT |  ni «!Tmft % rT«T
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PUNCTUALITY





< *5
107

Subject :—Observance of punctuality in ofiBce-attendance.

I am directed to  say that it has come to the notice of Government th a t officrs serving in non-judicial 
orexecutive courts do no t observe the office timings laid don by the Government in as m uchas they usually 
come late in the morning, observe a beak for lunch sometimes fo r2  or 3 hours and sit late atfer oifice hours, 
thereby causiug unnecssary harassment and inconvenience to the litigants and the bar. This casts a poor 
reflection on the officers and also brings a  bad name to the administration. I am, therefore, to request you 
to point this out to all the officers concerned and to look into the m atter personally to ensure punctual atten
dance of the officers in future.

2. The receipt of this comtaunication may kindly be acknowledged.

Copy of Punjab Govemment Circular letter No. 9676-8GS-62/23655, dated 19th July, 1962 from the Chief
Secretary to Government Punjab, to all Heads Departments, etc., etc.

Copy of Circular letter No. 1946-8 GS-63/6399, dated the 16th February, 1963 from Shri Saroop Krishan,
I.C.S. Financial Commissioner Planning and Additional Chief Secretary to Government, Punjab to all

Heads of Departments etc., etc.

Subject .’—Observance of punctuality in keeping appointments.

I am directed to say that it has been brought to the notice of the Government that some 
district officers particularly o f the Revenue irrigation and Police Departments arrange appointments with 
members of the public at outstations but later cancel their programme and do not keep the appointments 
o r  teach ttve place of appoitvtmeats with d e l a y .  This r e s u l t s  iu g rea t incouvemences a n d  d i s a p p o m v m e f l t  V o 

the public and is open to objection. It is, therefore, requested that all officers under your control should be 
instructed to take particular care and to keep such appointments, and in case it becomes absolutely necessary 
for administrative reason to cancel the appointments/programmes, inJ'orniation should be sent to the persons 
concerned at least 12 hours in advance. I am to add that contravention of these instructions will be viewed 
V e r y  seriously by the Government.

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

Copy of Punjab Government Circular letter No. 8484-6 OS—63/33957, dated 3rd July, 1963, from the 
Chief Secretary to Government, Punjab, to all Heads of Departments etc., etc.

S u b j e c t Ubsefvantie of punctuality in keeping appointments.

1 am directed to invite your attention to Punjab Government letter No. 1946-8GS-63/6299, dated 
the 16th February, 1963, on the subject cited above and to say that the State Government have rectivtd 
eonipliiints that the instructions contained therein are not being fully observed. 1 am accordingly to rtq u ts l 
tha t steps should be taken to ensure that they are implemented strictly in future. It may be noted that these 
instructions apply to district olHcers as well as to others and allsuchofficers should make it a point to adhere 
to  the appointments fixed by them for meetings.

Interviews* hearing o f cases etCi whether at the headquarters or in camp. I am also to emphasise, 
that Government will take serious notice of cases of non-compliance whh these instructions in future,





PURCHASE OF ARTICLES





Subject :—Observance of punctuality in ofBce-attendance.

I am directed to say tliat it has come to the notice o f Oovemment th a t officrs serving in non-judicial 
or executive courts do not observe the office tim ingslaid don by the Government in as much as they usually 
come late in the morning, observe a beak for lunch sometimes for 2 or 3 hours and sit late atfer office hours, 
thereby causiug unnecssary harassment and inconvenience to the litigants and the bar. This casts a poor 
reflection on the officers and also brings a bad name to the administration. 1 am, therefore, to request you 
to point tliis out to all the officers concerned and to look into the m atter personally to ensure punctual atten- 
daace of the otlicers in future.

2. The receipt of this commuaication may kindly be acknowledged.
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Copy of Punjab GoverdMCnt Circular letter No. 9676-8GS-62/23655, dated I9th July, 1962 from the Chief
Secretary to Government Punjab, to all Heads Departments, etc., etc.

Copy of Circular letter No. 1946-8 GS-63/6399, dated the 16th February, 1963 from Shrl Saroop Krisban,
I.C.S. Financial Commissioner Planning and Additional Chief Secretary to Government, Punjab to all

Heads of Departments etc., etc.

Subject .‘--Observance of punctuality in keeping appointments.

I am directed to say that it has been brought to the notice o f the Government that some 
district officers particularly of the Revenue irrigation and Police Departments arrange appointments with 
members of the public at outstations but later cancel their programme and do not keep the appointments 
or teach, the place of appoiatnveuts with delay. This results in great inconveniences and disappointment to 
the public and is open to objection. It is, therefore, requested that all ofticers under your control should be 
instructed to take particular care and to keep such appointments, and in case it becomes absolutely necessary 
for administrative reason to cancel the appointments/programmes, information should be sent to the persons 
concerned at least 12 hours in advance. I am to add that contravention of these instructions will be viewed 
Very seriously by the Government.

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

Copy of Punjab Government Circular letter No. 8484-6 GS—63/23957, dated 3rd July, 1963, from the 
Cbief Secretary to Government, Punjab, to all Heads of Departments etc., etc.

Subject *.—Observance of punctuality in keeping appointments.

1 am directed to invite your attention to Puryab Government letter No. 1946-8GS-63/6299, dated 
the 16th February, 1963, on the subject cited above and to say that the State Government have received 
eom plaintsthat the instructions contained therein are not being fully observed. I am accordingly to rcqus st 
th a t steps should l>e taken to ensure that they are implemented strictly in future. It may be noted (hat these 
instructions apply to  district ollicers as well as to others and all such officers should make it a point to adhere 
to  the appointments fixed by them  for meetings.

Interviewsj hearing o f cases etCi whether at the headquarters or in camp. I am also to emphasise, 
that Government will take serious notice of cases of non-compliance with tliese instructions in fut ure,





PURCHASE OF ARTICLES





I l l

Subject .'—Purchase of articles from subordinates-Instructions regarding.

I am directed to inform you that an instance has come to the notice of Government where an officer 
o f  the Revenue Department purchased a cow from a patwari who was working under him. Subsequently 
a complaint was received that the officer has accepted the cow by way of illegal gratification. Although 
on investigation, it was revealed that he had actually purchased it, it could not be proved whether or not 
the bargain was really a genuine one. With a view to check such transactions between the officers and their 
subordinates whichgive rise to chanccs c f  misunderstanding in the minds of the general public, it has been 
decided by Government that officers should not as a matter of principle buy from their subordinates any 
article or thing even though at the market price, particularly cows, buffaloes, foodgrains, etc. It will be in 
th tirow n interest to buy such articles or things direct from the market or through ether propersources. I am 
to request you that these instructions should be brought to the notice of all Government servants for 
strict cotnplianee.

2. The receipt o f this letter may please be acknowledged.

Copy of Punjab Goverimi«nt Circular letter No. 3321-GS-61/14042, dated 19tk April, 1961 from the Chief
Secretary to Goverament Punjab, to all Heads of Departments, etc., etc.
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" Copy of confldential/Most Immediate letter No. 34013/4(S)/77-Estt.(B), from the Goverrnnent of India/Bharat 
Sarkar, Deptt. of Personnel and Administrative Reforms (Karmik Aur Prashanik Sudliar Vibliag)

Ministry of Home Affairs.

New Delhi, the 10th May, 1977,

OFFICE MEMORANDUM

Subject:—Action against Central Government servants under proviso (c) to Article 311 (2) of the Constitution—
Review of the cases of employees who were dismissed/removed from service.

The undersigned is directed to say that Government have since reviewed the pclicy relating to the 
cases of Central Government employees who had been dismissed or remcved frcm service during the internal 
emergency by invoking the provisions o f proviso (c. to Article 311 (2) of the Ccnstitutic n. It has now been 
decided t t o  all the Central Government employees who had been dismissed/remcved frcm  service under 
proviso (c) to  Article 311 (2) of the Constitutionfor their alleged links with the RSSS, CPM, CP (ML), Jamaat- 
e-Islami and Anand M arg should be reinstated immediately. As regard the employees who were associated 
with the activities of CP (ML) prior to  their dismissal or removal from service, a written undertaking should 
be obtained from  them that they willeschewthe p a th o f violence prior to their being reinstated. The question 
o f reinstating those connected with the Mizo National Front is being examined separately.

_ 2. I t has also been decided that such of the Central Government employees, as were involved in
espiom ge and other objecticnable & illegal activities arc net to be reinflalcd. In the event of any doubt 
in reg'ard to any particular case, the Department of Personnel & A.R. may be consulted.

3. Further it lias also been decided that the period between the date of dismlsfal/remcval frcm  
service and the date of reinstatement of the employee ccnccrmd Elellbe treated as duty for purposes cfdrawal 
o f  increments and pension and for this intervening pericd the employees shall be paid 50% of the salary. 
Where the reinstated Government servant has secured employment during any pericd between the dismissal/ 
removal and reinstatement, the amount payable to him after re inftateme nt for the intervening pericd shall 
be reduced by the emoluments earned by him during such employment. Fur ther while making the payme nt 
to the employee concerned, the actual amount of compassionate allowance including the death-cum-refire ment 
gratuity, if  any, paid to the employee during the intervening period should be recovered.

4. It has further been decided that all Central Government employees who had been detained 
under MISA and who have since been released shculd be reinstated forthwith. The period for which such 
employees were under suspension would be treated as on duty for purposes of increment and pensio n. They 
would be paid subsistence allowance for the pericd of suspension an amount equal to 50% of the salary.

5. Cases of such employees as were convicted by the courts under any substantive law like the 
DISIR should also be reviewed without further delay.

6. Ministry of Finance etc. are requested to take urgent action accordingly and bring the contents 
of tliis O.M, to the notice of all heads o f Departments/OfBces under their control.
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Sd/—
(R.RAGHAVACHARI) 

DIRECTOR (ESTABUSHMENT)



MOST/IMiVIEDIATE CONFIDENTIAL
No. 34013/4(S)/77-Estt. (B) Govermment of India/Bharat Sarkar Department of Personnel and Admins I rat ive 

Reforms (Karmik Aur Prashasnik Sudhar Vibhag) (Ministry of Home Affairs)

New Delhi, the 10th May, 1977.

To

The Chief Secretaiies of All State Gcvernments/Adminiftratic ns in Union Territcries.

S ubject —Action agains t Central Government s ervants under proviso (c) to Article 311 (2) of the Constitution— 
Review of cases of employees who were dismis ed/removed from service.

Sir,

I am directed to forward herewith a vopy 1 1' the instructions issued by the Government of India 
to the various Ministries Departments cn (he suhjcct mentioned y.bcvc and lo request that the State Govern
ments, if they have no objection, may also like to review on these lints, the cases c f  the Slate Gcvernment 
emp! lyees who might have beendismissed/removtd froniservice during inten aleniergency under proviso (c) 
to Article 311 (2) of the Constitution, for their links with various political parties.

Yours faithfully,
Sd/—

(R.RAGHAVACHARl)
DIRLCTOR(ESTABLISHM ENT)
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Copy of letter No. 3401j/4{S)/77-Estt. (B) dated the 1st November, 1977 from Director (E) Governmeii  ̂
of India, Deptt. of Personnel, and Administrative Reforms, Ministry of Home Affairs, New Delhi 
addressed to the Chief Secretaries of all State Governments/Union Territory Administrations aad to etc.

S ub jec t:—Review of cases of Central Government servants convicted under DISIR during internal 
emergency—Guidelines for.

I am directed to forward he;rewith a copy of the office Memo. N o. even number dated the 
28th October, 1977 issued to the M inistries/Departments of the Government of India on the above 
meationed subject for information and guidance. In this connection, I am to invite refereace to this 
M inistry’s letter o f even number dated the 10th May, 1977 regarding review of cases of employees whose 
services were terminated by invoking the provisions of proviso (c) to Article 311 (2) of the Constitution 
o f with which a copy o f this Department’s OM of even number dated the lOth May, 1977 was enclosed.
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Copy of letter No. 34013/4(S)/77-Estt. (B) dated the 28th October, 1977 from Director (E) Government o  ̂
India, Ministry of Home Affairs, Department of Personnel and Administrative Reforms, New Delhi 
addressed to the Chief Secretaries of all State Govts, and Union Territory Administrations and to etc.

Subject:—Review of cases of Central Government servants convicted under DISIR during internal emergency—
Guidelines for.

In para 5 of this Department’s O.M. of even number dated the 10(h May, ] 977, it had been stated 
that cases of Central Government employees who were convicted by the courts under the D lSlR  during 
the internalemergency should betaken up for review. The following guidalines may be followe gin reviewing 
such cases :—

(i) A Government servant convicted in a court of law o f an oflence is to be dismissed, removed or 
compulsorily retired from service if  the offence is of such a nature as to render further retention 
of the Government servant in public service prima facie undersirable. Keeping this general 
principle inview, he disciplinary authority should call for and examine a copy of the judge
ment (leading to his conviction) with a view to decide whether the action already taken to 
dismiss, remove or compulsorily retire the Government servant needs modification or 
cancellation.

If  a Government servant is found to have been convic ed fore economic offences or acts of violence 
or for acts prejudicial to national security act there would be no case for sliowing leniency. But in regard 
to otherconvictions which do not involve (a) any moral turpitude or(b) any participation in violent activities, 
alenientview would be justified considering that most of the convictions under DISIR during the Emergency 
were on account of participation in the activities of the erstwhile banned organisations or distribution of 
anti-einergency literature.

(ii) In cases where it isfel that the action earlier taken in the form of dismissal, removal o r com 
pulsory retirement appears to be excessive but no t totally without jurisdiction, the competent 
authority may set aside the order imposing the penalty o f dismissal or removal or compulsory 
retirement, and order a departmental enquiry for imposing an appropriate minor penalty,

(iii) In the case of officers where the Service Commission was consulted before imposing the penlty 
of dismissal, removal or compulsory retirement, the Commission may have to be consuhed 
formally again before setting aside such penalties.

(iv) In all cases where the Government servants have been reinstated, half pay and allowances may 
be paid fo r the intervening period (calculation o f the amount being made in the same manner 
is in the case o f subsistence allowance).

;! (v) Central Government employees who were suspended from  service pending investigation or 
pendingtrial in courts under the DISIR may be reinstated if  the investi'gation has been dropped 
or the cases withdrawn.

. As regards appointment to  a post under the Government, in respect o f applicants who were 
convicted for political offences during the internal emergency, care should be taken to ensure that no adverse 
inference is drawn against the interest of an applicant unless the conviction is for an offence involving moral 
turpitude, which could be regarded as sulficient ground for considering the applicant ineligible for Govern
ment service except where the appointing authority comes to a considered conclusion that there are features 
and grounds to believe that the person has rid himself of the weakness, in which case specific approval of 
Government should be obtained before his employment, in this connection, attention is invited t o , paragraph
(a) Home Department O.M. No. 20/58/45-Estts. (S), dated the 7th Feb., 1947 and also MHA-OM N o .2 //ll/ 
56-Estts. (B) dated the 1st December, 1956 (vide pages 2 3 and 43 of the Brochure on verification of character 
and antecedents of Government servants issued by the Ministry of Home Affairs.

3. Ministry of Finance etc. are requested to take action accordingly and bring the contents o f this 
CM to the notice of all Heads of Departments/Offices under their control.

116



PART IV





SmZvVc/.—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 o f further instructions on the subject 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.

2. The need for regular and punctual recording o f 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 ofl5cial, whether gazetted or non-gazetted, except Class IV Government servants, 
possess a personal file or charpctei 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 fc.ct slum Id be 
lecorded in the personal file. Similarly, the final resuh of the disciplinary proceedings should also be 
duly recorded. As during the period of suspension an cfticer 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 entires regarding such periods are invariably made. It must be icmembered that 
the personal file o f an official is used for various putposes, 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 m aintained 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 tegarding the dates cti which confident'a I remarks ate to be recorded and the frcquemy 
o f  these remarks. In some cases, confidential reports are written twice a year and in others once a 
year. Whatevifir the frequency laid down, it is necessary that this should be adhertd to rigidly and 
the reports recorded on or by the due dates. A certificate should be furnished by all Heads of 
Departm ents to the Administrative Secretaries concerned within one month to show tha t all eonfi 
dential reports have been recorded in their respective departm ents by the due date.

Note.—T he  confidential reports should be recorded without delay. Further in the event 
o f 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 no t be affected unduly by such a report.

No. 126-ASI-64I2377, dated 17 January, 1964.

3. What the reports 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 depart
m ents on which reports should be recorded. W hile, therefor, every department is free to obtain the 
reports in fo rm s which may have been laid down or which it may consiler most suitable, it is felt 
th a t  balance of advaniage would definitely be in favour of prescribing a simple form (specimen 
enclosed as Annexure C) instead of providing a multiplicity o f columns and items on which assessment 
is to  be made. Too elaborate and lengthy a form would only lead to complications. Generally speaking 
the reporting officer should state whether the officer ofl’iceal concerned h as been able satisf; ctorily 
to discharge the duties of his office. It should also be stated whether the person is ab b , conscientious 
an d  hardv.'orking and the degree of his quaities in these directions should be indicated. If  the officer 
o r 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 
it is important to mention whether the officer or official is punctual and, has maintained ditcipline. It 
should also be stated (if he comes into contact with the publib ) whether he is accessible and hears and 
deals with complaints properly and is al.so courteous in his behaviour. In the case of touring officers, 
i t  should be states 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 o r persons and any major event of 
w ork done o r special conlribution 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 offcer if he 
considw s them relevant in an annual assessment of the officer’s work.
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Explanatory Notes :—

(i) Some reporting officers tend to make mention of very slight defects in a subordinate, 
Government is of the view th a t very slight defects should be brought to an officer'f 
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 bu t 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 dcfects.

(ii) Quite often it is more convenient to get an  overall assessment of an  officer by pointing 
out som3 defects against one of the other columns in relactionship to  remarks made 
regarding his work with reference to that column, [t is not the intention that all 
defects should be enumerated against the column ‘Defects, if any,’ if their mention 
against some other column permits a more rounded and balanced judgement of the 
officer. In these circumstances it is better to mention the defects against the column 
where they seem relevant and merely state against the column “ Defects, if any” the 
fact that these have been pointed out already.

(iii) Generally against the column “ Defects, if any, should be mentioned any significant 
general or particular defect in the subordinate wlaich is part of his method of work 
or manner, parsonality 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 tiie 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.

No. I485-ASI-6117762, dated 1st March, 196!.

(v) Normally the reporting authorities should give their remarks in the confidential reports 
on the basis of their personal knowledge or assessment. There can, however, be 
occasions when a reporting authority receives complaints against an officer. I t will not 
be appropriate for a reporting authority to make mention of such complaints in the 
cnnfidential 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.

4. Report regarding integrity.—A special mention shonld invariably be made regarding the 
integrity of the officer to which Government attached the greatest importance. It should be clearly 
stated if ihe officer is suspected of corruption o r is believed to be corrupt and this opinicn should 
generally be fortified by reasons, which may be in the possession of the reporting officer. Any iil-con~ 
sidered 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 an l discuss an officer’s worih from the point of view cf his 
in:egrity openly and frankly in the column “ Defects, if any” or elsewhere. Government oljsei v e th a t 
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 iiav 
come to the notice of Government m which evei 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 contradictions of this type arise only because reporting officers are failing in 
their duty to made 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. 85E8-G{C)-56-l]533 GI-{S)-56!?i580, dated 4th Octobcr, 1956.

5. Writing o f Annual Confidential Reports on the Secretaries, Joint Secretaries, Heads o f 
Departments and other Officers, working under the State Government: — (i) The Administrarive Secretaries 
to Government will write confidential reports on the Additional Secretaries, Joint Secretaries, Deputy 
Secretaries and Heads of Departments, included in their sphere of work. I f  the work of a Deputy

120



Secretary of below passes through an  Additional Secretary or Joint Secretary, the report on the work 
o f  the Deputy Secretary o r other officer concerned will be initiated by the Additional Secretaiy/Joint 
Secretary as the case m ay be, and will thereafter be put up to the Administrative Secretary for his 
remarks. In regard to Heads of Depaitments 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-59I5924, dated 3rd March, 1959.

_  ̂ The Confidential Report on the work and conduct of the Inspectoi-Geneial of Police will be 
initiated by the Home Secretary if he is of the rank of Commissioner. Thereafter, it will be recorded 
by 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 o f Police will be initiatad 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-SIH5) 6813454, dated 8th February 1968.

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

(iii) The Minister-in-charge will be the accepting authority in regard to Additional Secretaries, 
Jo in t Secretaries Deputy Secretaries and Heads o f 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.61I7762 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-6215649, dated H th  February, 1962.

Explanatory Notes. —A  M'mhicx o r a  Deputy of the Chief Parliamentary Secretary \vh<- has 
quit office, will not be competent to record remarks in the confidentiel reports of officers working in 
the Departments, which worked under him or on his personal staff. The reports o f officers for whom 
the Ministers o r Deputy Ministers are the only reporting authority, shall be recorded by the ;hief 
Minister.

No. 9161-GI-5926689, dated the !6th December, 1959.

6. Number o f Reporting Officers and powers o f  Adrninistrative Secretaries to record remarks in 
the Confidential Reports on the sta ff under the Heads o f 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. I bus, 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-^81-6314655^ dated 2nd February, 1963.

Explanatory Note.—  instructions do not apply to categories of Government servants sm h
as clerks, stenographt:rs, drivers, e tc ., who exclusively work under one officer.

Letre No. 4686-G-{C) 56j16804, dated the 21st April, 1956.

7, Minimum period fo r  which a Reporting Officer should have seen the work o f  a subordinate 
before recording remarks on him - \n h\tWQ no reporting officer should record his remaiks in ihi  ̂
Confidential Report of an officer under him unless he has seen his work and conduct for a t least three 
m onths. If the officer has served unt'er the reporting authority for less ihau three months, the 
opinion of the officer under whom he has previously served for at least three months should be 
obtained.

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, 
tha t is, those recorded by the present reporting officer as wellas those recorded by his pred(_cessor, 
into considetatioo,
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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 subject 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.

2. The need for regular and punctual recording o f reports in personal file .—li is essential that 
all officers write their reports in the personal files of their subordinates regularly and punctually. Not 
only should every official, whether garetted or non-gazetted, except Class IV Government servants, 
possess a personal file or charfctei 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 fc-Ct should be 
lecorded 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 entires regarding such periods are invariably made. It must be umembered that 
the personal file o f  an official is used for various puiposes, 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 rcbbed of much of its value. Indeed, the 
Very purpose for which it is maintained will be defeated. There are different instructions in different 
d e p a r t m e n t s  r e g a r d i n g  t h e  d a t e s  oti w hich c o u f i d e n t i a l  r e m a r k s  a r e  to be r e c o r d e d  and t h e  frequency 
o f 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 
the reports recorded on or by the due dates. A certificate should be furnished by all Heads of 
Departm ents to the Administrative Secretaries concerned w ithin one month to show th a t a ll eonfi 
den tial reports have been recorded in their respective departm ents 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 no t be affected unduly by such a reporr.

No. 126-A S1-6412377, dated 17 January, 1964.

3. What /Ae Forms have been prescribed by different departnierUs for
different officers but it is not possible for Government to  prescribe any standard form for all depart
m ents on which reports should be recorded. While, therefor, every department is free to obtain the 
reports in forms which may have been laid down or which it may consiler most suitable, it is felt 
th a t balance of advaniage would definitely be in favour of prescribing a simple form (specimen 
enclosed as Annexure C) instead of providing a multiplicity o f columns and items on which assessment 
is to be made. Too elaborate and lengthy a form would only lead to complications. Generally speaking 
the reporting officer should state whether the officer olTicea! concerned has been able satisfi ctcrily 
to discharge the duties of his office. It should also be sta to l whether the person is abL>, conscientious 
an d  hardworking and the degree of his quaities in these directions should be indicated. If tiie officer 
« r official reported on has to control an establishment under him, it should be staled whether he is 
capable of supervising their work and whether his relations with his subordinates are satisfactory. It 
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 publib ) whether he is accessible and hears and 
deals with complaints properly and is also courteous in his behaviour. In the case of touring officers, 
i t  should be states whether their touring is systematic and adequate. 7he 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 issue ! by various Authorities or persons and any m ajor event of 
work done o r special conlribution 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 offper ifh© 
considers then; relevant in an annual assessrnent of the officer’s work.
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Explanatory Notes

(i) Some reporting oflBcers tend to mal<e mention of very slight defects in a subordinate- 
Government is of the view th a t very slight defects should be brought to  an  officer’̂  
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 cflBcial 
concerned may make an effort to improve and to remove those defects.

(ii) Quite often it is more convenient to get an  overall assessment of an  officer by pointing 
out somi defects against one of the other columns in relactionship to remarks made 
regarding his work with reference to that co 'um n. It is no t the intention that all 
defects should be enumerated against the column ‘Defects, if any,’ if their mention 
against some other column permits a more rounded and balanced judgement of the 
officer. In these circumstances it is better to mention the defects against the column 
where they seem relevant and merely state against the column “ Defects, if any” the 
fact that these have been pointed out already.

(iii) Generally against the column “ Defects, if any, should be mentioned any significant 
general or particular defect in the subordinate which is part of his method of work 
or manner, personality or reputation and minor matters can either be ignored or dealt 
with as indicated in note (i) above.

(iv) Where a pending enquiry finds mention in the confidtntial report of an  officer, it is 
incumbent upon the authority maintaining the personal iile of that officer to ensure 
that the result of the enquiry is also recorded in. the personal ftle.

No. 1485-ASI-6117762, dated 1st March, 1961.

(v) Normally the reporting authorities should give their remarks in the confidential reports 
on the basis of their personal knowledge or assessment. There can, however, be 
occasions when a reporting authority receives complaints against an officer. I t  will not 
be appropriate for a reporting authc rity 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 (o form a definite opinion.

4. 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 ihe officer is suspected of corruption o r is believed to be corrupt and this opinic n should 
generally be fortified by reasons, which may be in the possession of the reporting officer. Any iil-con- 
sidered remarks in this respect may do a lot of mischief and harm . On the other hand, the reporting 
officer must be quite honeU and frank an l discuss an officer’s worth from the point of view cf his 
in.eerity openly and frankly in the column “ De.''ects, 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 lo integrity should cease Reporting officers should give a definite opinion 
on the integrity of their subordinates while writing their confidential reports. Further, instances hav 
come to the notice o f Government in which evei 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 contradictions of this type arise only because reporting officers are failing in 
their duty to made 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. S5i8-G{C)-56-11533 GHS)-56I73580, dated 4th October, 1956.

5. Writing o f  Annual Confidential Reports on the Secretaries, Joint Secretaries, Heads o f
Department? and other Officers, working under the State Government: — (\) The Administrarive Secretaries 
to Government will write confidential reports on the Additional Secretaries, Joint Secretaries, Deputy 
Secretaries and Heads of Departm ents, included in their sphere of work. If the work of a Deputy
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Secretary of below passes through an  Additional Secretary or Joint Secretary, the report on the work 
o f  the Deputy Secretary o r 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-5915924, dated 3rd March, 1959.

_ The Confidential Report on the work and conduct of the Inspectoi-Geneial o f Police will be 
initiated by the Home Secretary if he is of the rank o f Commissioner. Thereafter, it will be recorded 
by the Chief Secretary Minister-in-charge of Home (Police) Departm ent and the Chief Minister. In 
case, the Home Secretary is not o f the rank of Commissioner, the Confidential Report of the Inspector 
General o f Police will be initiatad 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-SIH5) 68/3454, dated 8th February 1968.

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

(iii) The Minister-in-charge will be tlie accepting authority in regard to Additional Secretaries, 
Jo in t Secretaries Deputy Secretaries and Heads of Departments. In the case o f 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 personalfile of an  officer and record 
such remarks therein as he considers should be made on the basis of his personal knowledge.
No. 148S.ASL61I7762 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-A SI 6215649, dated 17th February, 1962.

Explanatory Notes. —A M inister o r a  Deputy o f the Chief Parliamentary Secretary who has 
quit office, will not be competent to record remarks in the confidentiel reports of officers working in 
the Departments, which worked under him or on his personal staff. The reports o f  officers for whom 
the Ministers or Deputy Ministers are the only reporting authority, shall be recorded by the Chief 
Minister.

No. 916I-GI-5926689, dated the I6th December, 1950.

6. Number o f Reporting Officers and power.s o f  Admini.strative Secretaries to record remarks in 
the Confidential Reports on the .staff under the Heads o f  Departments.—The work and conduct of an  
officer working under a Head c f Department, whether in the office or in the field, should be reported 
on by a t least two officers. Thus, reports which are initialed by the Head of the Department himself 
should be put up to the Administrative Secretary for the recording of his remarks.

No. 279-AS163I4655, dated 2nd February, 1963.

Explanatory Note. -  These instructions do not apply to categories o f Government servants such 
as clerks, stenographers, drivers, e tc ., who exclusively work under one officer.

Letre No. 4686-G-{C)-.%116804, dated the 2Ist April, 1956.

7. Minimum period fo r  which a Reporting Officer should have seen the work o f a subordinate 
before recording remarks on h im —In future no reporting officer should record his rem aiks in the 
Confidential Report of an officer under him unless he has seen his work and conduct for a t least three 
m onths. If the officer has served under the reporting authority for less than three months, tiie 
opinion of the officer under whom he has previously served for at least three months should be 
obtained.

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, 
tha t is, those recorded by the present reporting officer as vvcllas those recorded by his predecessor, 
iQtQ 9onsideratioo,
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(ii) In the case of a subordinate whose work has been seen by the reporting oflScer for a  
period o f 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 th an  six months during the same year, the la tter 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-62j5649, dated 17th February. 1962.

(iii) The period of three months referred to in this p a r ^ ra p h  m eans the period for which the 
reporting authority has actually seen the work o f the officer/official reported on. Besides regular leave 
(casual leave is treated as duty), the period o f 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 docs not see the work of the subordinate.

No. 59-AS1-62I5649. dated 17th February, 1962.

8. Recording of remarks on these occasion o f relinquishment o f charge by Reporting Authority.—<i) 
An officer may, if he had not done so previously within six months record remarks for the confidential 
fiiics o f officers subordinate to him within six months o f his relinquishing the charge of his post.

No. 59-ASI-62I5649, dated 17th February. 1962.

(ii) In consequence of change of portfohos, a M inijter o ra  Deputy M inistw o r the Chief 
Parliam entary Secretary may also if he had not done so previously within six months, record remarks 
on the contidentihl files of officers subordinate to him within six m onths o f his relinquishing the 
charge of his previous portfo lio .

Ditto

Explanatory A bto .—(i) If an  officer wishes to record his remarks either on account o f hi* 
own transfer or because of the transfer o f the subordinate in the middle o f the year, there is 
no objection to his doing so and  he may be supplied blank forms fo r the purpose if he asks
for them but there remarks should not be taken into consideration for any purpose whatsoever,
except at the end o f the year, or other reporting period prescribed. Such a report will, however,
be processed in the same manner as other normal reports.

No, 272-ASI-63I4655, dated 2nd February 1963.

(ii) An officer uader suspension is not competent to record confidential reports on the work 
of his previous subordinates.

No. 6853-G-37j37890, dated 4th November, 1937.

9. Issue o f letter o f  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. I t is im portant 
th a t such letters should not be issued indiscriminately but this should be sent in really deserving 
cases to encourage good work and a t the end of the prescribed reporting period, on an overall 
assessment of the officer’s whole v/ork 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 th an  average ability and industry; and since commendation will lose 
much of its value if it is too easily won, it is essential th a t the greatest careshould be taken to 
limit the number of com endatory letters and to grant them only in cases really deserving of notice.

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

Explanatory Notes.—(i) (a) A t least two authorities when there are two or more such competent 
authorities, should make the recommendation in clear term; and

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

(ii) The intention is that, as a rule, such letters of appreciation should where necessary, be 
issued by the appointing authority o r 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 
o f appreciation or commendation on th? basi§ p f generally gogd work donp ov?r a p ^ io d  g f  tiro^.
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Their rdmarks in respect o f generally good work done by subordinates should appropriately be 
recorded in annual confidential reports.

(iii) Occasions do arise when an executive oliicsr in the field fells 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. e tc . 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 m aintain personal files. Such letters will not 
however be placed on personal files and should be very sparingly.

No. 9026-0-5116544, dated 4th December, 1951.

10. Communication o f  adverse rewar/cs.—Attentioh is invhed to paragraph 7 of Punjab Govern
ment Consolidated circular No, 1 which is reproduced below

“ The attention o f Government o f  India having been directed to the diversity of procedure followed 
in different provinces in regard to the communication to subordinate oflSceisin civil employ 
of unfavourable lemarks 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 o f State, 
laid down the following general principles to which effect to be given in all departments in 
all provinces

(a) when report is built up on tbe individual opinions as noted of different depatlmet\a\ 
superiors in gradation it is only the opinion as accepted by the highest authority which 
neeti be considered from the point o f 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 promptly and 
should indicate in suitable language the nature o f the defects in question ;

(c) the practice o f discriminating between a remediable and irremediable defects should be
abandoned as far as practicable, cxcept that a certain degree o f discretion should be 
regarded as permissible in communicating reported defects of an  irremediable niiture. 
F o r instance, it might do more harm than good to inform an officer year after year 
that his brains are below average or that he is unduly sensitive;

(d) the r«portiag officer should specifically state whether the defects reporled havealrecdy
been brought in any other conunuuicatiou to the notice ot the officer concerned ;

(e) remarks in cases in which the Government or head of a departm ent or other officer
suspends judgm ent should not be communicated ;

(f) g reat attention should be paid to the manner m ethod of communioation in order to
ensure that the advice given or the warning or censure administered, whether orally 
or in writing, shall having regard to the temperament of the officer concerned, be 
most beneficial to  him ; and

(g) any remarks on an  officer’s report which show th a t he has taken steps to remedy defects
to which his attention has been drawn in a previous year, should be communicated to 
him, so th a t he may know tha t his efforts to  improve have not passed unnoticed.

No. 2679-GII-59I8249. dated 15th July. 1959.

Th3 above instra^tioas should continue to be follovvad with the modificati; n that adverse 
rem a rk s  in all cases should be communicated. Further the existing practice of coivcying only adverse 
rera irks is rather discouraging and  leaves the officer concerned gussing as to the general total purport 
o f his report. To avoid anxiety on this amount Government have also decided to let the officer know 
briefly (in a sentence or part-sentenc.e) the general total impression of his report. For example, ii 
could be said, ‘while your work has been assessed as of a good standard of efficicncyand competence, 
it has been pointed th a t you tend to delay cases ; or though your work is generally assessed as out 
latisfactory during the year, you show a communal tendency which is brought to ycur notice forcorr- 
setion’ ; o r , ‘while you are a hard  working officer, you sometimes lose your temper in dealings with 
public’.

123



it is received within three months from the date o f the letter communicating adverse remarks to  the 
officer/ofricial concerned. Government wish to make it clear that this time-limit should be followed 
rigidly and that time-barred represntations 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 facto 
attempts to clean up personal files must be resisted.

(ii) The representation against adverse remarks m aybe addressed direct to the authority con 
veying the adverse remarks.

Remarks recorded in the Annual Confidential Reports against which representation has not been 
filed within the prescribed period or, if  so filed, has been rejected, should not be expunged in spite o f the 
fact th it at s j nt- l i t j r  date a suacjeding authority has a different view. The succeeding Minister or officer 
m iy  record his own remarks and get the same also placed on the personal file of the employee reported 
upon where he ha s a different view in regard to the remarks in the Confidential Report recorded by a 
previous Minister/Officer.

No, 3871-SII-(5)-68l14567, dated 24th May, 1968

Explanatory Note

In the case of officers posted in Lahaul and Spiti on accout of diflicult communications the 
time-limit foi sumbmitting representations against adverse remarks will be eight months.

No. 279-ASI-63I4655, dated 2nd February, 1963

13. Nature o f  documentslcommmications 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 also be placed on the personal files—

(a) all orders imposing any o f the penalties prescribed under Rule 4 of the Punjab Civil 
Service (Punishment and Appeal) Rules, 1952 [now rule 5 of Punjab Civil Services (Punish
ment and Appeal) Rules, 1970J or rule 3 of the All-India Services (Discipline and Appeal) 
Rules, 1954, as amended from time to time ;

(b) all communications conveying adverse remarks ;

(c) those letters of appreciation which deal with the outstanding nature o f  performance o f an 
officer onanavera il assessment on his work and conduct during the year in the light of 
the remarks recorded in his confidential reports.

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

No. 8965-ASI-64135707, dated 16th January. 1964.

(ii) As regards v/arnings which are not the direct outcome of annual confidential reports 
(excepting those emanating from Government), these shall no t be placed on the personal files without 
theprevioui approval of the ‘appointing authority’.

(iii) In regard to other communications of the nature of advice or conveying displeasure of 
Government, orders of the competent authority whether or not a copy should be placed in the personal 
file should be obtained in each individual case. “ Competent authority” referred to above will be:—

(a) Government in cases where advice given to a Government servant is from Government or
the displeasure of Government is conveyed or Gvernment is the authority competent to
impose the punishment of censure ; and

(b) the authority competent to hear appeals from an order imposing the punishment o f censure,
in other cases, except when the advice given is that of a higher authority in which case
such higher authority should be the “ competent authority” .

No. 279-ASI-63I4655 dated 2nd February 1963.

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

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

(b) the report received from the head of the institution of the aforesaid study or training should 
either place in original with the character roll or the substance of it entered therein;

(c) an entry about the report submitted by the officer on his work should also find mention in 
the character roll if it is outstandingly good, or is of poor quality indicating that the officer 
had not made good use of his period of study or training.

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 most is borne by Government as also 
courses attended with the permission of Government or for which GovernmenI grant study 
leave. In respect of some of these courses it may not be pos ible 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 m ore complete picture of the officer’s 
experience and accomplishments.

No. I485-ASI-61I7762, dated 1st March, 1961.

Explanatory Notes.

(i) As a result of delays detected by the Assessment Units, the officials responsibK 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 sui:h ( ase>: it is not 
necessary to obtain the orders of the competent authority as defined in this paragraph f ir  
placing a copy of the warninjr on the personal file. The Chief Secretary will be the com
petent authority for this purpose.

No. 126-ASI-64p377, dated 17th January, 1964.

(ii) It is the responsibility of the authorities maintaining the personal files to ensure that all 
documents required under the instructions of the Government to be placed on the personal 
files, are placed thereon.

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

(iii) The term ‘personal filr’ means in this context the collection of periodical or annual confiden
tial 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 forgoing instruc 
lions, form a part of this collection.

No. 5929-G {C)-56j2H25, dated 30th May. 1956.

14, Documents which are not to he placed on personal files. —The personal files should not be 
burdened with copies of personal letters or certificate^ issued by superior officers to their subordinates 
or letters of commendation issued by Government in recognition o f any special help that mi^^ht have 
been rendered by the officer on a particuler occasion, e. g., a local exhibition, visit of a V.T.P., etc.

Letters of appreciation issued by various authorities or persons on any major event of wntk 
done or special coutribution made by the officer towards the implemenlion of a particular scheme or 
successful conclusion of special cornpaign will not, therefore, be placed on personal riles.

No. 1485-ASI-6117762, dated 1st March, 1961.

Explanatory Note.—Enquity reports of ihe Vigilance Depailment 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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^Explanatory Notes.—̂

(i) It is not the intention tha t even those adverse rem arks which have been washed out by tbe 
remarks of some superior authority including Ministers should be conveyed. The correct 
position is that only the adverse rem arks recorded or endorsed by the Highest au th o rity  
reporting on an officer should be communicated. Where, however, a n  adverse rem ark  
has not been specifically denied by a higher authority, it should be conveyed. It is, how
ever open to that authority to decide th a t any adverse remarks need not be com m uni
cated. 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.

(ii) The reporting officer, while mentioning any defects in the report, should as far as possi
ble also give indication of what efforts have been made by way of guidance, adm onition, 
etc., to get the defects removed and with what results.

No. 5515-ASM1I25297, dated 11th July, 1961.

(iii) It ha s been noticed th a t instructions lhat adverse remarks in all cases should be communi
cated to the officer a re  not being strictly observed with the resuU that officers are deprived 
of the right of representation. It has, therefore, been decided that all departments should 
make it a regular I'orm of routine discipline and procedure to invariably convey adverse 
remarks to the officer conccrned. All competent authorities should make an occasional 
check of confidential reports entrusted to their custody in order to ensure that adverse 
remaks are in fact conveyed to the officers concerned. No notice should be taken in future 
of ad verse remarks if they have not been conveyed, Where a competent authority does n o t 
convey adverse remarks to the officer concerned, the omission will be treated as discrimina
tory 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 o f conveying advese rem arks was not as 
strict as it is now, shall also not be taken into consideration.

No. 59-ASI-62I5649, dated l7th February. 1962.
Although it was provided in Punjab Government circular letter N o. 9026-G-51/16544, 

dated the 4th December, 1951, that an  officer should no t be kept in the dark  about repor
ting officer’s opinion where his service was not considered satisfactory and  that criticism 
should be communicated promptly, yet all Departm ents do not invariably convey ad verse 
remarks to the oflficers concerned. Fresh instructions were issued in Punjab Government 
letterN o. 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 2 h t  December, 1952.
(iv) The highest reporting authority should be consulted a t the time o f communication o f any 

adverse remarks if a t the time of writing the report his views were not by any chance re
corded therein.

No. 148S-ASI-GII7762, dated 1st March, 1961.

(v) Except to the extent indicated above, confidential reports are not to be communicated or 
shown to the officer concered.

No. 896S-ASI-64135707, 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. I f  however, in a 
particular case, it is considered necessary to disclose the identity of the superior officer, the 
authority deahng with the representation may a t his discretion allow the identity to be 
communicated.

No. 703-01-58/8250. dated 7th April, 1958., No. 2356-G-55H8471, 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
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officets/officials a t all levels n o t  to  take adverse remarks in the spirit in which they are intended anci 
as p a rt 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 piimary purpose of maintaining a record of 
annual remarks in regard to an officer’s w oikis to accumulate over a period of years a varied assess
ment 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 be 
utilised for ‘promotions, postings, transfers, encouragement, caution, etc.’ This main purpose of the 
record must, therefore, be borne 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 incidentally a means 
of bringing to the officer’s notice defects which he should consciously endeavour to remedy. Ordinarily, 
therefore, departments should not enter into any controversy with officers in the m atter of adverse 
remarks communicated to them on the basis of their confidential reports- Occasionally, however cases 
arise where the adverse remarks are not made bona fide, or the based on a  patent error o f fact. An 
examination of the representations is, therefore, called for, and thses should not be turned down 
automatically. Where the perliminary examination of the representation dose not prima facie 
establish that the adverse remarks are mala fide or based on a patent error of fact, there should be 
no  heshation in disposing of the representation on the basis of the general policy referred to above. 
Where, however, it appearsyw/ma/ac/e that the remarks are not bona fide or th a t 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 i n f o r m e d  o f  the a c t i o n  taken. The lepoiling 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 o f exceptional character after observing the procedure laid down above. 1 here may also be 
border line oases in which tliere may be some subsrance in the adverse remarks conveyed to the officer 
and also some justification for the reoresentation made by the otftcei against the adverse remarks. In 
such cases, the proper course to adopt would be to place the representation on the personal file after 
obtaining the orders of the highest administrative authority.

No. 8965-ASI-64I35707, dated I6th November, 1964.
Explanatory Notes.—•

(i) Before passing final orders on a representation against adverse remarks, the comments of the 
repotting authority/authorities should invariably be obtained.

(ii) 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 himself dispose o f  such representations.

No. I224I-GI-58I1860, dated 2Ist 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 punishvnent of censure lies under the exirting rules of the depart
ment 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-AS1-6215649, dated I7th February, 1962.

For members o f the All India Services serving under the Punjab Government, the ‘highest adminis
trative authority’ will mean the State Government.

No. 5515-AS1-6H2S297, dated 11 th July, 1961.
12. Tune limit for filing  representation against the adverse remarks and the authority to whom 

the representations are to be addressed.— (i) As slated above, Government do not encourage represen
tations against adverse remarks. But if a representation is made, it should not be entertained unless
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It is received within three months from the date o f the letter communicating adverse remarks to  the 
officer/ofricial concerned. Government wish to make it clear that this time-limit should be followed 
rigidly and that tirae-barred represntations 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 facto 
attempts to clean up personal files must be resisted.

(ii) The representation against adverse remarks m aybe addressed direct to the authority con
veying the adverse remarks.

Remarks recorded in the Annual Confidential Reports against which representation has n o t been 
filed within the prescribed period or, if so filed, has been rejected, should not be expunged in spite of the 
f ic t  th it a t s j nt- l itsr date a suocjediug authority has a different view. The succeeding Minister or officer 
m ly record his own remarks and get the same also placed on the personal file of the employee reported 
upon where he ha s a different view in regard to the remarks in the Confidential Report recorded by a 
previous Minister/Officer.

No. 3871-SII-(5)-68l 14567, dated 24th May, 1968

Explanatory Note

In the case of officers posted in Lahaul and Spiti on accout of difficult communications the 
time-limit for sumbmitting representations against adverse remarks will be eight months.

No. 279-ASI-63I4655, dated 2nd February, 1963

13. Nature o f ducmtientsjcommunications which need be placed on personal files.-—(i) Besides the 
confidential reports on the work and conduct of an officer, copies o f documents/communications
specified below should also be placed on the personal files—

(a) all orders imposing any o f the penalties prescribed under Rule 4 of the Punjab Civil
Service (Punishment and Appeal) Rules, 1952 [now rule 5 of Punjab Civil Services (Punish
ment and Appeal) Rules, 1970J or rule 3 of the All-India Services (Discipline and Appeal)
Rules, 1954, as amended from time to time ;

(b) all communications conveying adverse remarks ;

(c) those letters of appreciation which deal with the outstanding nature o f  performance o f an 
officer onanavera ll assessment on his work and conduct during the year in the light of 
the remarks recorded in his confidential reports.

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

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

(ii) As regards warnings which are not the direct outcome of annual confidential reports 
(excepting those emanating from Government), these shall no t be placed on the personal files without 
the previous approval of the ‘appointing authority’.

(iii) In regard to other communications of the nature of advice or conveying displeasure of 
Government, orders of the competent authority whether or not a copy should be placed in the personal 
file should be obtained in each individual case. “ Competent authority” referred to above will be:—

(a) Government in eases where advice given to a Government servant is froin Government or
the displeasure of Government is conveyed or Gvernment is the authority competent to
impose the punishment of censure ; and

(b) the authority competent to hearappeals from an order imposing the punishment of censure,
in other cases, except when the advice given is that of a higher authority in which case
such higher authority should be the “ competent authority” .

No. 279-ASI-63I4655 dated 2nd February 1963.

(iv) Whenever an  officer has attended an approved course of study or training in India or
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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 o f the aforesaid study or training should 
either place in original with the character roll or the substance of it entered therein;

(c) an entry about the report submitted by the officer on his work should also find mention in 
the character roll if it is outstandingly good, or is of poor quality indicating that the officer 
had not made good use of his period of study or training.

Explanatory Approved courses of training may be defined to include courses sponsored by
the Government or in which the cost or part of the most 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 refreshjr 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 accomplishmenls.

No. I485-ASI-6117762, dated 1st March, 1961.

Explanatory Notes,

(1) As a result of delays detected by the Assessment Units, the officials responsible for delays 
are sometimes warned and in certain cases the Chief Secretary decides that a copy of the 
warning be placed on the personal file of the ofl'icial 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 com
petent authority for this purpose.

No. 126-ASf-64/2377, dated I7th January, 1964.

(ii) It is the responsibility of the authorities maintaining the personal files to ensure that all 
documents required under the instructions of the Government to be placed on the personal 
files, are placed there<m.

No. 126-ASI-64I2377, dated l7th January, 1964.

(iii) The term 'personal file’ means in this context the collection of periodical or annual confiden
tial 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 forgoing instruc 
tions, form a part of this collection.

No. 5929-G {C)-56I21125, dated 30th May, 1950.

14, Documents which are not to he placed on personal file s .—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 o f any special help that might have 
been rendered by the officer on a particuler occasion, e. g., a local exhibition, visit o fa  V.I.P., etc.

Letters of appreciation issued by various authorities or persons on any major event of work 
done or special contribution made by the officer towards the implemention of a pafticular scheme or 
successful conclusion of special coinpaign will not, therefore, be placed on personal iiles.

No. 14S.5-ASI-6117762, dated 1st March, I96l.

Explanatory Note.—Enquiry reports of the Vigilance Depaitment somelinies contain mention of 
unsubstantiated allegations. In any case these are in the nature of investigations. Such enquiry reports 
shalj not be placed on the personal files,
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15. Procedure to be followed where a Reporting Authority is related to the officer to he 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 repor
ted 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, h ' should, 
while doing so, act as under (i) above.

No. 5445-GI-58115872, dated 26th May, 1958.

16. Soliciting o f remarks to he discouraged.-—G o \cm m ta l  have noticed an undesirable tendency 
among olficers/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 servants are recorded by the 
competent authority in the normal course when due. The officers/officials should, on no account, 
solicit for remarks in personal files whether from Ministers or their other superiors.

No. 6257-Gl 5911587, dated 13th January, 1960.

17. Custody o f  personal files and Authorities competent to convey adverse remarks in Confi
dential 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) o f different catego
ries of Government servants it is considered that, in principle, all this work should normally be the 
responsibility of the “ appointing authority”. However, in view o f practical difficulties involved, this 
does not appear to be feasible in all cases. Therefore, without prejudice to the right of the 'appom t- 
ing authority’ to issue any special instructions to meet administrative exigencies, it has been decided to 
lay down the following procedure :—

(i) The personal files of all officers o f the I.C.S./I.A.S. and the P.C.S. (Executive Branch and 
non-I.C.S./P.C.S. (Executive Branch). Administrative Secretaries will remain with the Chief 
Secretaty. except that the personal file of the General M anager and Secretary, Bhrkra Dam, 
will continue to be maintained by the Secretary. Irrigation and power.

(ii) The personal files of Additional Secretaries/Joint-Secretaries/Herds of Departm ents, who are 
not members o f the J.C.S./I.A.S./P.C.S. (Executive Branch), will remain in the custody of 
their Administative 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 o f non-gazetted staff will remain in the custody of their Heads of D epart
ments/Heads of Offices according to the existing practice, which may be modified, if  circum
stances so warrant, a t  the discretion o f the Head o f Department concerned.

The author-ties mentioned at (i) to (iv) above will receive confidential reports and convcy fdveise 
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 o f  his personal file, the good and 
b id  remarks should be side lined with red and blue pencils respectively while putting up the personal 
files in cases o f  prom otion, disciplinary action pension etc.

No. 1648-G-56I18571, dated 14th March, 1956

18. Index to Personal FiVej.—Government obseive that very often annual confidential reports 
are not written promptly by the recording authorities, not is due importance attached to the proper 
maintenance o f personi;! files, which are a valuable service record of Government servants. To 
remedy this state o f affairs, it has been decided that an  index in the attached proforma  (Annexure 
A) should form part of each personal file and entries therein completed before any new documents 
are filed. To ensure proper unkeep o f personal files, it would also be desirable th a t 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 o f  .Fuly and September.

No. 6257-GI-5911587. dated 13th January, I960

Explanatory Where th? personal file i§ iq the shape of 4 bound register, it is not necessary
to prepare an inde^c to it.
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19. Summary o f Personal Files.—Government have decided that a summary in the attached pro 
form a  (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 pre
pared in the form so that the years’ work is assessed and graded in the recognised categories namely 
‘A plus ’(outstanding); ‘A ’ (Very good); B plus’ (good); ‘B’ (Average) and ‘C’ (Below average).

No. 59-ASI-62I5649. dated 17th February, 1962.
20. I am to urge again that the officers recording confidential reports should realise the value 

and the importance o f such reports in marking or adversely affecting the carecrs 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 merit, 
justice and fair play. No. personal considerations, approaches or sifarish of any kind should be allowed 
to supervene and their conscience alone should be their guide in this matter.

No. 126-ASI-64I2377, dated 17th January, 1964.
21. I am to request that these instructions should be strictly followed.

ANNEXURE ‘A’
DEPARTM ENT OF^------------------------------------------------------ ---  ---------------------- ------------—------------

No. 148S A S I6111762, dated 1st March. 1961.

Index to Annual Confidential Report and other Documents placed in the Personal File 
(Character Roll) of----— -— — — --------------- — — — ----------------—

Serial Date on which Nature of docu Page N os. of the Signature, date CAM
No. p\ac®d on per ment placed documents ftled and designation w

sonal file showing period of attesting autho a4>
to which it relates rity of the entry

I 2 3 4 5 6

N . B . —(1) The Index Form should be printed on both sides of a thick coloured folder.
(2) Each Index Sheet should have a printed Serial No. embossed in print in the right hand 

top corner.
(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.

ANNEXURE ‘B’
(1) Name of the Officer with an indication of the service to which he belongs
(2) D ate of entry into the service

Period 
severed 
by the

Post(s)
held

Name (s) 
with 

designa- 
tion(s) of 

the report
ing officer(s)

Whether the report is, on the whole, 
outstanding, very good, good, satis

factory or poor Reference 
to pages Rem arks

report
Outstand
ing/Very

good/Good
Satisfac
tory/Fair

Poor

1 2 3 4
5

(a) (b) (c)
6



From

To

The Chief Secretary to Government, H aryana.

130

No. 2107-3S.67/19007

All Heads of Departments, Commissioner, Ambala Division, Deputy Commissioners, 
District and Sessions Judges and the Sub-Divisional Officers (Civil) in the State o f H aryana 
and the Registrar, High Court of Punjab and H aryana.

D ated Chandigarh, the 4th October, 1967.

Subject. Confidental Reports.

Sir,

I am  directed to invite attention to para 17 of the Pre-ieorganisation Punjab Govern
ment Circular letter No. 2334-AST-60/15708, dated the 3rd May. 1960, regarding the custody of 
personal files etc., and to state th a t it has ccme to the notice of Government that 
some of the Heads of Departments, on relinquishing charge as a result o f transfer etc., leave the 
Personal files in their custody with their personal staff instead o f handing over the same to, 
their successors Or the other appropriate authority. Such a practice results into lea/kage o f the 
ct nfidential reports and . is not desirable. I a m ,; therefore, to request th a t the Personal files in 
the custody of the Heads of Departments should be duly passed on to the pptopiiate authority 
at the the time o f  rehnquishing charge the post.

2. Government have also observed that the practice in some o f the D epartm ents is to record  
the reports on the vwirk and  conduct o f their (mplryees in respect o f the clendar year w hertes 
in other Departments such reports are written for the financial year. For lhe fskc cf unifcim ily, 
it has been decided that all the reports on rhe work and conduct of the officers/oflBcia)s working 
I nder the Haryana Government should be written for the financial year and  net fo r the 
calendar year.

3. I am to request that these instjuctions may be brought to the notice o f  all concern
ed for strict compliance.

Yours faithfully,
(Sd) .

Deputy Secretary Political and Servics. 
fo r  Chief Secretary to Government, H aryana

Copy forwarded, to the Financial Commissioner, Revenu, Haryana and all Administrative Secretaries 
to Government, Haryana for information and necessary action.

I



. No. 6718-3S.68/27185
CONFIDENTIAL

From

The Chief Secretary to Government, Haryana.
To

All Deputy Commissioners and 
Superintendents of Police 
in Haryana.

Dated Chandigarh, the 24th October, 1968<

Subject:— Recording of annual confidential reports on the work of Superiiltendents of Police.

Sir,

1 am directed to address you on the the subject noted above and to say that the question 
as to the authorities who should recoid annual reports on the work Superintendents ot Police 
has recently been considered by Government in detail. In this connection it has been decided that 
in order inter alia to enable tiie District Magistrate effectively to discharge his responsibility in the
m atter of maintenance of law and  order and to function t s the resprcsentative of Government in the
district, he should be authorised to  record the annu il confidential reports of gazetted police officers 
(Superintendents and Deputy Superintentendents of Police) as Indicated below. The procedure in
this behalf will be th a t the District M agistrate will initiate the confidential report of the
Suprintendent of Police but his rem irks will be confined to the following items:—

(1) reputation for honesty;

(2) dealings with the public ; and

(3) over-all personality and efficiency in the m atter o f m aintenance of law and order.

The report inittiated by the District Magistiate will be revied 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 th a t the report
will be initiated by the Superintendent o f Police and will be sent to the District Magistrate.
The latter will then forword it to the Deputy Inspector General with his remarks.

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

Your faithfully,
Sd/—

Deputy Secretary, Political & Services, 
/o r Chief Secratary to Government, Haryana

No. 67I8-3S-68/27I86, dated Chandigarh, the 24th October, 1968.

A copy forwarded for information to the Inspector General of Police, Haryana and Commi
ssioner, Amba la Division; and Deputy Inspector General of Police, Ambala Range and the Commi
ssioner for Home Affairs, H aryana, and Secretary to Government, Haryana, Home Department, 
fo r information,
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CONFIDENTIAL

From
The Chief Secretary to Government, H aryana.

To
All District M agistrates and Superintendenfs of Police in Haryana.

Dated Chandigarh, the 1st November, 1968.
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 tha t a question has been raised as to whether 
this letter supersedes to  exisiting 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 o f  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 tha t a separate report, in addition to  the above, has to be intiated 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 Com 
mittee consisting of the Chief Secretary, the Home Secretary and the Inspector General of Police.

Yours faithfully,

Sd/—
Deputy Secretry, Political & Services, 

for Chief Secretary to  Government, H aryana.

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, Am bala Range the
Commissioner for Home Affairs and Secretary to Government, Haryana, Home Department,
Chandigarh, for information.

CONFIDENTIAL
No. 6718-3S-68/1581

From
The Chief Secretary to Government, H aryana.

To
All District M agistrates and Superintendents o f Police in H aryana.
Dated Chandigarh, the 20th Jauuary, 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 H aryana 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 rem arks 
of the District Magistrate are to  be recorded on the report forwarded by the Superintendent of 
Police and not separately.

Yours faithfully,
S d / -

Deputy Secretary Politcal & Services, 
for  Chief Secretary to Government, Haryana.

A copy forwarded for information, to the Inspector General o f Police, H aryana: the 
Commissioner, Ambala Division; and the Deputy Inspector General of Police, Ambala Range 
the Commissioner for Home Affairs and Secretary to Government, H aryana, Home D epart
ment, Chandigarh, for information.
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9/ 29/68 rroantO'T^O ( H I ) ,  fspTt^ 24 1968 #  IT^ aTTT^ ^  ^  3n%^ |3 n
11 3itt^  a^frsr ^  s fT ^ I  m ^otroty^ro ^ tr ^ o w V o q ^ o  a r f^ ^ J T f  % ^  q r  ^rri^Ri ^ f tr fk  ftT t^ 

?TF5T^Tftr  ̂ 1%=^ ^  »Tf-ff ^  ^  ^  ?ft>wr 6JTT5T f̂ w  I ^  "T̂r f%m
% 3fTf oqotT?To ?  iT^oHYoq:?ro i r f a ^ t i r f  P̂t ^  h f i ^ s t  % b ^ r  Jf «ft ^rnrr 5 iw  i

lIK O fto TIT^,
3RT (jnfmpT)

5 %: glkw, ffnTn>rT i

1 6 0 -3  l?^r-70/9699, 23 ?t3 ^ , 1970 1
n ^  srfâ , 3nr?r^^ ^  srf^ ? r f^ , ?rnT*Rr, aft^m r ajHWi ®r ^ ,  ?r«rT arr^?^^

% 5TT̂ ft I  I
2. 3r ^ ! i  I  ?jTf? ^  4tf'?r^ n>T?fk fw t?•O ^ '9

W ^  ^  ? T > W r  S5CTFT t  I• ' C\
Rf^ g w r f ,  ^  r??5ft ? rw ?: % qw ^ ir t^  5 53l/-3^=^-69.

f?5=tt  ̂ 23 Iff, 1969%  t  'SfT̂ ft |  I
iT^ irfir 311^^, f f w j r r  ^  arw nfh r i 26 23-3-tr^-69, 5 5pmtt, 1 9 7 0 %

Jf 5TRft I  I

Copy of D.O. No. 9/29/68-AIS (III) dated 24.12.68 from Shri R.D. Thapar, Joint Secretary to Govern
ment of India, Ministry of Home Affairs, New Delhi to Shri Saroop Krishan, Chief Secretary to

Government, Haryana, Ciiandigarh.

Kindly refer to Shiri T. C. K . Sriaivasavaradan’s D. O. letter No. 28/3/68-poll. 1(A ), dated 
July 20, 1968 regarding the recommendatioas of the National Integration Council.

2. The Committee on Commuoal Aspects appointed by the National Integration Council had 
recommended that the District M agistrate 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 prom pt and efifective action should be considered as derelection o f duty and the officers 
concerned should be dealt with accordingly. The Committee felt that, if necessary, service rules should 
b i amended. A related recomendation 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 
spjcifioally invited to the recommendations of the National Integration Council, and it may be impressed 
upDU them that any failure to tdke effecfive action to deal with communal tensions and disturbances 
wjuld b.5 regarded by G o v ern n en tasa  derselction of duty entailing suitable disciplinary actiton.

4. O Ju er rcpartin j on the wJrk a n l  conduct of executive District/Sub Divisional/City M agist
rates etc. and Superintendents/Assistant Superintendents of Police may also be suitably advised to take 
into account while 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 Committe3 of the N ational Integration Council on the progress 
of action taken oa the recommendatioas of the N ational Integration Council.
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133

1430-3 t^?r-71/3968

^ m ”TT % n̂ifli f̂ îTPr 3tsjt«t,1 
vfiivTT 3tks(Ihi *rê T 
fnrr ^  vsw  srflrfirft i

=Vifhl5 3 1 ^ ,  1971

r^Tf^T:-  % ^nft ttsttI ^  tc nt’T ^  ^  ;ftf^ i

^ ^ 2 T ^ ^ ^ f H ^ 9 T |3 n | f ^ W ? n p T ^ 3 n ^ 9 f f  % 3 f ^ ^  q r f ^  artftsiapf,
apJi f^»iwf % srfm fCTf ^  fsrar % ^  Twrf^ir arfWiixift % sfft q r  ^rf^nF foftjrf Jr
f^TH fW r T t f^rarrr ^  % 1%it wot | :—

(tp) srefVew PWTT ^T-^[ftm ar^sr^f
(1 ) ^  ilFdMiTl' I
( 2) 'SRm ^  ?TPT  ̂ I

( 3 ) ?T^?r‘VT'rT«JTf^cT?!T5nT Ww cm ajTT^^rr^t^T :^ 1 

(?ff) iT?iT arftppTfV ?WT TTar«Tr?in wftnsT^ (fgprJfram  ^  «PT%5ff % fiifmiflr '(ft
ffT fim I)

( 1 )
( 2) 5R?n ^
( 3) jft^Frmf ?T«rT ^  ^ ' j t t  wrt% Jf s r t t  i

( ^ )  if 3TT% 8(1% 3Tf«f:Tf^f % ^  r̂ f T ^  ^  'RTf^ ^f^?OTT % 'T^f
6718-3 tT^r-68/27185 24 31^51^, 1968, 671 8 -3  q?T-68/27937, fe rt^  1 1968

5T'Tr^^ft^ 6718-3 iT̂ r-68/ l  581, 20 1969 f t  >rf 11 ^  (*5) ^  30% arfq^rrfriff
% q ^ f c ^  % f ^  %iTT nm |  ^  p w tl ficftfe^T Authority
«r TTT Initiate ^  sn% % 3W«fT ^  srrqT I 3iti% ftrftj f r ^  ^T% ̂ 'O >a
ffsffer t ^ n r  % fr^rfiT qsr^T^t % qr?T ^  frq ^ ' 5^'>f sprfrT fn rtif
% JIT m  ^  f^ t» T  qsftTzV ^  3tT=l?i|+dI' 51l1f I  I % 3T^;qT^ Jf 3 f T ^ ^  |  %
?r*ft ff»n»T y'TtTT 3ni% 3 r f« m f^  % ntr^frq- frcfti tFmt Jf tTs<rV?:ft %
f5TTT 'Tff^iff 'R  3lT¥?ir^ ^ C (  ?T«TT
5rnr ^  frrl#  ^  sr^Mt r<<^i<i tr<Thzt |  cnf^ ^  ft'Tfs s rfu ^ f t  %
TRT ^  ^  I

Jf T m f ^  arfsrwrrftiff % Jf 55m  fTTts f?ra?l‘ % 3?T??r ^T^fiwr %
397-3 iT^r-69/6274, f3!?r^F 4/ 7 ?r?^, i9 6 9  f ^ n r  ^nft 5it^%  | ,  Jf 

^ 5 f f  Jr fsrftrq^T sfiiPHH ^  % 3n=JT TTsnf^cr <̂ ^=̂ Tn: ?Tflf sW  1 ig ' % 3 i% fe^
»m ?te  ̂ 5 T ,  f t ^  % M?TT5r 5r«rr ^  ^pt^st ^  arrq- ^  ?rri%w ^  sm r 1

3^  Jf Pr%f «T^t?T??r ?i^?f9ftfU?T ft?$ TiTT ^  1

3TFr% I  t% ;jjRr f|?m w  % flrq ^  «iw 1

f ^ f f w R T  I

,  . . w w ,  ffw T T  ?r«iT |fw>TT srr^yqr^
T̂JT̂ TT̂  5 ^  ^rnft ^ I



3 6 0 0 -3 q ^r-7 l/l7 2 4 1

^  iforwrT WK^ix I

^  5r,

f̂ HT»ITE5T5T,
amrw. 3TT^raro
?PTt ^'TTW «̂IT arfg^r^  I

18 1971

f^q -:— f?smT% q r  ^rf%^ f t r t j  % i

fq-y^rfSTTlf^ t  a n q ^  sqr̂ T f^JT q r  ?H3>TT % 'TfrqW^JTT^ 1430-3 q?T -7 l/5968
30*Tr?, 1971, ^  ?ftT f?5TT3; 1% ^»Tr^ ^cT  % 3RmX Jf ?nft TT^STT^ arfsjT^Tfrjff !

?ptBrTf%r̂  jftqitq- It ^ j  trq-^^sr ^^ rrr (initiate) q r r o  w^I^?T *
?PT% fTJTTqTF ^'7% ?f#fw  ftr^R  % feqjJT i ŝT>T#t ^  |  | t  JTW FT^?

I  ft? f5R %fTt if ^  f̂ f̂ »TT>T arÊ rsr % sErfirftw ’
fw*TT»ftir 3rfH^Tft?5TTT f^ 'ftf 5T#f f^njt STTrft I  eft Jf fT>fti T?% gTnT'«i!T ?5TTr ^rpft j
?ftr ^  frqrtr stkjtw =qTf|$ i irf ^  f ^  ^rrar |  IV ^  %»ff :
f̂ 5cff ?5KT fTiTT^?r % 1%ir frq'ts % 5^'^ q;r»T (forms) '

^q^5rT ^  t̂»T I :

2. 3Tcf; 3nq% sr^Ttsr |  f^  ^  ?r^qi^?T % f w  ^rrq i ^

f?^5TT :

TT3RfcRf I
1?^ : ? r f^ ,  ffT̂ TFTT ?rr^>R I

arf̂ T f^ F T w , f fw n T  ffw»TT% ?r*TT arr^Rw ;
f  g #3ft ĵTRff 11 ^
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No. 6190-3S-71/
From

The Chief Secretary to Government, Haryana,

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 officers 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 ihe work and conduct o f the District 
Magistrates are in tiated by the District and Sessions Judges and are sent to Government through ths 
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 undeitaking 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, PoUtical & Services, 
for Chief Secretary to Govt., Haryana.

No. 6190-3S—71/

Dated the 16th September, 19/1.

A copy is forwarded to the Registrar, Punjab and Haryana High Court, Chandigarh and the 
Commissioner, Ambala Division, Ambala Cantt, for information.



^  , ^qroT r i

gftirmT % ?r*ft ^Tnr^f^ i
=^nfj-»rf : 23 araW, 1970 I

160-3 q ^ -7 0 /9 6 9 8

^Tw 5T g r a  ^JTTt ^  g F S R T P i w r  %  ^  ^f ^  ft r a r ft w  i

«rt arrcoVt0 s rm , m r-r t̂ w t , % t ?: sro^o 'Rr
9/ 29/68 q03TTfoir?ro(ni), fcrrn? 24 1968 ^  StRT aTRTt ttT̂ T ^51% ^  311^ |3tT
11 3m% a ^ ^ s r  f e n  f% ?rrfoi^oq:?ro ?  q^offtotj^ro a r f k ^ i f f  % ^ i r  t t  
f?ni% W T ^  JT f-^  ^  ^  ^  ^  JTt>wr ^  s j t r  Jf w  i
% arrfon^oTT^ro ^  tT=̂ oHT-ô Tgo?Tftr=FTrT3Tir ^  ^  w p f ^  % kth  t  «ft t̂tiit i

ITTTOitO 
SRT 5sri^ (snm nr) 

i%: ? r f^ ,  dfk^rmT g x v R  i

^ rr t^  1 6 0 -3  l?¥-7o/9699, f^N ? =5Piihlf, 23 ? T ^ , 1970 1
n ^  arf^, 3rfT ?r^ srfir ?r%r, ^fnr'RT, ar^^Hi »r>^, 3F^twt ® ra^ , *g;w ott

% 3̂TRft I  I

2. anritsj I  srrf? ^  ^rrfir^ ntq^f^r
^  '̂T |C  ^  JT>wr '̂T W R  Jr I

iTsp 5rf  ̂ iTrm^<T, ^rw rr, ^  ^tffx^mrT ?rr'Pi\ % s53i/-3 ti= ^-69.
23 1969%  ir^=?ffT«T ^T#t |  I

5Tf̂  Hf a rra^ , ffW ^T  ^  ^=r^ argmnfhr 12623-3-t^^-69, 5 STRFftt, 1970 %
^  ^  ̂  3̂TT̂  I  I

Copy of D.O. No. 9/29/68-AIS (III; dated 24.12.68 from Shri R .D . Thapar, Joint Secretary to Govern' 
ment of India, Ministry of Home Affairs, New Deliii to Shri Saroop Krishan, Cliief Secretary to

Government, Haryana, Cbandigarli.

Kindly refer to Shri T. C. K . Sriaivasavaradan’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 M agistrate 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 derelection o f duty and the officers 
concerned should be dealt with accordingly. The Committee felt that, if necessary, service rules should 
bs amended. A related recomendatiou 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 
spscifically invited to the recommendations of the National Integration Council, and it may be impressed 
upon them that any failure to take effecfive action to deal with communal tensions and disturbances 
w juld h.5 regarded by G o v e ran en ta sa  derselction of duty entailing suitable disciplinary actiton.

4. Oifi;er repartin j on th i wJrk a n i  conduct of executive District/Sub Divisional/City M agist
rates etc. and Superintendents/Assistant Superintendents of Police may also be suitably advised to take 
into account while evaluation of their performances the effectiveness of otherwise of the officers working 
under their supervision in  dealing with situations of this nature.

5. 1 shall be grateful if copies of the instructions issued in this behalf are endorsed to this 
M inistry for reporting to the Standing Committes of the N ational Integration Council on the progress 
of action taken on the recommendations of the N ational Integration Council,
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1 4 3 0 -3 ^ -7 1 /5 9 6 8

f̂tJTFTT % ^  3T«3m,̂
vfirnxsTRm T *f¥?Tjfk 

^  arfsTfrft I
3 1  1 9 7 1

f ^ J T :-  f^rar % ?n(ft iMMf^id arfe^rrfriff q r  »f^nftiT iif^ jftfir i
J T ^ ,

% 3 i ^ ^  i r f ^  ar^sw f, arsftsi^'f, ct«tt

3FJT f^^rnff % f^rar s ilw rfc ff ^  fsRT % ?r<ft t t s t t I ^  arTavrfxiff % ^>pt * r  Tft^^r R'rJat r̂ 
fn^'iRilyri f^^r^dfifl ^x f̂ T̂ rrc % Rin ^ i“ *"

{%) snftfsw fWT grT-qftTH ara^wv
( i )  tfTHTrtt irg%55mri
(a )  3Rm^f I

( a )  ^T ^frT r^ 'rr«JT fw ??r5m fM a-5rT r3q 'arprr^T ^ Jf?«Tfrr I 

(?f) wn» f%TjTnf%f^T ariw T ^ ?wr H'tft Tntirfafr %^T%3fr % f s j f ^  ^

(1 )  fm ’q^rrft
(2 )  3 n ic r r^ ? n ^
( 3 )  *T > 3nT m lf c r m  T t  5 f t %  ' j ; t t  ^  t  ^  I

«^wt ( ^ )  f̂ 3n% arfHTTf^'f % ^  Jf f r ^  ^  ffenurr
6718-3 trg--68/27185 24 3 p ^ ,  1968, 671 8 -3  tr^-6 8/27 937, 1 ̂ TWC, 1968

a-«IT^JTt^ 6 7 1 8 -3 ^^ -6 8 /1 5 8 1 , 20 1969 Tpf 11 ^>ft (»?) ?f 3Tr% ^
% ^nr qT f?rg^ % ftrq q? M i r  f w  w  |  ^  ^  f r r t i  ^  Autlioiity

initiate ^  3|t̂  % ^  ^  srrar ^  I ŝqmsfcT sm^ fTaprf
iRfKRT ftpfinr % f^ t> T  q[«r\T2t % qr^r ^  frtftit ^ ’>f sr'rfcf r r ^  irs^r
% m m  ^  iTsftTSt ^  tT3T̂  ^  a r m q w  |  I f|STERff % ST^TR^T ITS 3TR9q^ |  f%

f̂ «TTJT f  w  3itf% r m ^  arfEmfrzff % »r>rftJT fTqttr qroT ^  ir«fk€t % ^jq iftr
!HTTT Rnr<^y froffTtT q??j5 f q r  ^  ^  «fV ftiqi
3TRT f% ^  r<Mlf ^  Tniftx€)i *1^ n cTlf  ̂ 'dMN“Fd' ^  ftqli^ Sffti'til <1 %
qw  '̂<1̂  ?f ?r ^  I

^  T m f ^  arftr^ rf^f % ^  Jf sq p ^ ^ f  ar^nr f'^^rts ftra?r % 3?t?5t fTT^mT m ^ n  % 
q iW ^ iIT ^  397-3 tr^-69/6274, fe ri^ 4 /7 ?T W , 1969 ?5TTT ^  5fT | ,  ^  if ^  f^«T  ̂
^ 5 f i r  ^  fsrftqw ^rrfjr^ ^  qr?^ I?r ^rr%^f % bttit TRqfW?r <tsfw?: ? rrjw  Hlf ^ t ’f i % arffrr^a' 
> m Jrj % f^ftrqw ?r«rr ^  ^  srnr w r f ^ ^  ^  ^  i ? ? r f ^
■vjw Jf Prffcf «T5j$5T w  ar^?f?ftfBRT M  »rt( h tw  ^  i

srrq^ |  t% aj^qisTfr % feir ffte qsT ^  sfrf i

^-yR'=<, XTjR^Ri 
fr%: ?rf% ,̂ ^ft^TRT ?H3nT i

 ̂  ̂  ̂ tr^-iT?r jTj^ ftrarr^cT tfs if t ,  f f w r r  m r  |R m w r % srwra^q- ^  3TTw?jn?
5TRfV 11
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3600-3  fr^r-71/17241

snsr^,

^T^miT % ?nft fwtTT»m>TT̂ ,
3TFTW. SfT^MT T f^vS
?nft ^'TPT^^ a'«IT srfg^Tft Io

1 8  1 9 7 1

f ^ t r : — T̂«ft Tm fwff arfs^Tf^'t q r  f r ^  % i

f H ? 9 r | 3 r r | r ^  f i  s n w  c r n r  w f ^  f ^ z r 71: ^ f x z m n - T g x ^ R %  1 4 3 0 - 3  t r ? T - 7 i / 5 9 6 8

3 0 ^ r # ,  1 9 7 1 ,  ^ t r r ^  ^ e r  %  f^ r^ f lr  J r  T T ^ n ^ c r  s r f g ^ n i r j f f

^srrft'qfT ’f t ^ i r  trssf^r t̂sr (initiate) % tm iw  OT^T^^

?PT% fw T ^¥  f r ^ r t  5KT% fsr«TT»r % ftsqj»r ^  1 1 ??r ffsfsr if trw
P̂THT I  ^  %fTt ^  TTsrTf^a" aTfij^Tf^lr % spm % ^  ^  f̂ vrr̂ T 3te?t«t % *iY?:

f^TJftq-3rfe^Tft?5TTT fT'Tti qrflr f?nit sTTcft I  t  Pcq^ q ^  ?5rrr ^rnft
?r>T f?r% ^  f r f ts  areJTsr sp> 1 ^  ^ 2: f ^  |  1% %(ff
^  ?5RT fOTT^?I fT ^ri ffTTt? % TJUT (forms) ^ f ^ a ’ f^H T  ?JITT

ffif I

2. ara'; 3nq%- |  ^ ? r  ?T5|'im?T % % f  fftJ ^  %JTT 5fT$ I

T T 3rF ^  tr^ 
f% : ^  ?Tf^, ? r r ^  1

^^; sr% TF3t^ ,̂ ffw J iT  ?At ^iw '^T  % ?nft 5T?ira^J? ?rs{T 3 t r ? w
^  11
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No. 6190-38-71/

The Chief Secretary to Government, Haryana.

1. All Deputy Commissioners in Haryana.
2. All District & Sessions Judges in Haryana.

Dated Chandigarh, the 16th September, 1971.

Subject: —Channel of submission of annnal Confidential fteports on the work and conduct of officers of 
ICS/IAS and HCS.

Sir,

r am directed to address you on the subject notet! 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 undeitaking 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 tktoagh the High Court.

Yours faithfully,
Sd/—

Deputy Secretary, Political & Services, 
for Chief Secretary to Govt., Haryana,

No. 6190-3S—71/

Dated the 16th September, 19/1.

A copy is forwarded to  the Registrar, Punjab and Haryana High Court, Chandigarh and the 
Commissioner, Ambala Division, Ambala Cantt, for information.



To

From

All Heads of Departments; the Commissioner, Ambala Division; all Deputy Commissioners; 
and all Sub Divisional Officen, Haryana.

The Registrar, Punjab and Haryana High Court; 
and all District and Sessions Judges in Hatyana.

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 (a i amended from time to time) on tho lubject noted 
above and to say that it has been decided to make the following further amendments in the 
instructions :—

I. The following will be added as explanatory note (iii) below Paragraph 8

“ An officer who has retired from scrvice will not be competent to record rw narki la  the 
confidential reports of officers/subordinates who worked under him” .

I. Paragraph 8 (ii) will 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,

Deputy Secretary, Political & Services, 
for Chief Secretary to Government, Haryana.

A copy is forwarded to all Financial Commissioners, Haryana and all Administrative Secretaries 
to Government, Haryana for information and necessary action.

J T S q - f T T q i ' i r T  ^  ^  1 2 8 3 - 3  tT ^T -7  2 / 4 8 1 3 ,  1 8 ^ - ? : ^ ,  1 9 7 2

^ f S T T  I  t  srm T 1%^!?qx i f o r m r 1 430-3 q?r-7 i/5958 ,
3 0 19 7 1 ^  ?ftT iftr  % adM xw ^  wcrnrr ^  Tr5rr%9r

s f f t r a r M f  ^  J r  3̂ 7% 1 1 ? ¥  i f  t t j j t  1 % ^  ^  %

iT ? T o ito ? fr5 ro ^  (s .D .O s . &  x .E .N s - )  ^ ’ f t 'F f r q - f W T c  STO

cfx ^  w  I  ^  ^  ^  %iTT I  i% y q r^ ^  ^  arfsm frnt
^  exv ix  ^  ^ t o  ^ s n f ^ % if fw ^ g -

^  fT>fts Jr ^  ^  ffcrm T ttsjt

^  ^  ^  ^  %  3 T f s r ^ f e f f  s r t  1 ^ 1  %  f k w r t f  ^
E5TPT if I

e r r q ^  |  f t r  % r q t '  ^  < r r ^  1

138

No. 8367-3S-71/3®29

Tho Chief Secretary to Government, Haryana.
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2390-3»W-72/10913

ij«ir ^fbm 'T y<+TT i

( 1) ifWWT % ^  3 T ^ ,  3IPTW, 3 F ^ T
[̂’TTJm a-«n arfsr^rft i

( 2 ) TWR ĤTT ifrirm T  3̂^  sTn'jrr̂ nT

f w  cT«rr nmn'an'^r 1

ftrrr^F 19  3 tr^ , 1 9 7 2

^TTT ;— i^grspFT 1^ stpt; ftrTT^^fs^r ^  r̂>Tfftir fTTts ^  fftf^ 1

iTsPT^W f3TT|f^t3TTW TEqTJT-5^'=Fcrfw q- 7 T O T ^ ^ 'T ^ % q f !7 r a f  1 4 1 0 2 - ^  1 -5 7 /2 2 9 9 8 ,
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Sub jec t:—Relationship between the Deputy Commissioners and the Departmental Officers in the Diistrict.

I am directed to address you on the subject noted above, and to say that after consiideratio: 
o f the question very carefully, Government have decided that as far as relationship between the Deput; 
Commissioners and the Departmental Officers in the districts is concerned the Deputy Commiissioner 
would be a coordinator and he will have authority to  call foradvice and assistance from all Depairtmenta 
Officers posted in his district. Moreover, he would also be competent to write the A nuual Conifidentia 
reports of the District Officers o f other departments posted in his district, but his remarks vwould b 
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  cihange i 
nccessary in the present rules and procedure. ‘

Copy of letter No. 14102-GI-57/22998, dated thj 15th Novem'jer, 1957 from th e  'Chie
Secretary to Govt. Puajab to all Deputy Commissioners aad the District and Sessions Judges in th
Punjab and tho Registrar, Punjab High Court.

?r«rr if,

5010-3tT?r-72/265555

: 7 1972

^  f r f ts  i ;

JT |3 n  I  3 n w  «f)r arcrr'?.'^
*flT ^  %?ff % fWRrfr spt ^  artwrcrr

I  5WTT ^  ^ 4  3Tr^^?T, 8fli(T?rT JT3TT ^  ^  3 { ^ T  f m  5̂lHT t  I m

^  f̂ T̂ T I  arjrciitf -̂TT arr^w
^  ?r^T % Tifr I  fcTti ^rffa-cT ^  ^  3 m r^

8F3TWT fT?rr#?r sfTiTT sPT ?rk  ?TT^^q, 3TT4 frin^
^  ^  T'OTT?ff I

^  ? r f^ ,  f fw T T  I 

5010-3 IT?r-72/26526, , 7 1972 ;

a rn r^  arrflr^rr ^  f%fsr q m r #  ^«rr fPgttijtt f^fsr ^  armr
2591 fsr^Tt̂  16 3nr? r̂, 1 9 7 2 % 1 1
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To

No. 872-38-73/5679

The Chief Secretary to Government Haryana.

1. All Heads of Departments; the Commissioners,
Amblaia and Hissar Divisions; all Deputy Commissioners; and all Sub Divisional 
Officers in Haryana.

2. The Registrar, Punjab and H aryana High Court; 
and all District & Sessions Judges in Haryana.

Dated. Chandigarh the 6 M arch, 1973.

Subject; Confideitial reports—Consolidated instructions regarding.

Sir,

f am directed to refer to Composite Punjab Govt. Consolidated circular letter No. 2334-ASI- 
60/15708 dated the 3rd May, 1960 (as amended from time to time) on the subjcct noted, above and to say 
that Government have now decided tha( special reports recorded on the W'ork and conduct of Gavern- 
ment 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 patagiaph \^{\)
of the said consolidated instructions :—

“ I3(i) (e) Special reports recorded on the work and conduct o f Government employeftK 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 e tc .”

Yours faithfully.

Deputy Secretary Political & Services, 
for Chief Secretary to Government, Haryana.

A copy forwarded to the Financial Commissioner, Revenue, H aryana, All Administrative 
Secretaries to Government Haiyana foi information and necessaty action.



From

To

^ 0 .  ll6l-3S-73/7754

Shri Saroop Krishen, ICS 
Chief Secretary to Government, Haryana.

(1) All Heads o f Departments; the Commissioners
Ambala and Hissai Divisions; all Deputy Commissioners; 
and all Sub Divisional Officers in Haryana.

(2) The Registrar, Punjab and Haryana H igh Court and 
a ll District and Sessions Judges in Haryana.

Dated Chandigarh, the 22nd March, 1973.

Confidential reports consolidated instructions regarding.

Sir,

I am direct to refer to the composite Punjab Government circular letter No. 2334-ASI-60/ 
15708 dated the 3rd M ay, 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 dupUcete—'the origioual copy being maintained by the Head of the Departm ent 
concerned and the duplicate copy by the Administrative Secretary concerned. Paragraph 17 (iii) 
and subp3ra  one immediately below p a r a g r a p h  17 ( i v )  o f  t h e  i n s t r u c t i o n s  r e f e r r e d  to above will 
therefore be substituted as under :—■

1. Para 17 (iii) “The personal files of all class la n d  class H  officers, except those covered
by (i) and (ii) above, will remain with the Heads of Departments. The 
personal files of c4ass I officers will be m aintained in duplicate i.e. the 
personal files containing the original/annual confidential reports and other 
documents will be maintained by the Head of the Departm ent concerned 
while the duplicate files containing attested copies of the reports and the
other documents will be maintained by the Administrative Secretary
concerned.”

II. Sub para one “The authorities mentioned a t (i) ii and (iv) above and the Heads of
immediately below Departments in the case o f officers at (iii) above will receive the confi-
paragraph 17(iv) dential reports and convey adverse remarks/appreciation on their basis in 

resjpectof the Government employees whose personal files a re  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 m aintained by the latter. Furthermore, it will be necessary for 
the Administrative Se.retaries to ensure that the personal files are being duly m aintained by the 
Heads of 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 a n i  also brought to the notice of all others 
concerned for strict compliance.

4. Receipt of this communication may please be acknowledged.

Yours faithfully,

Deputy Secretary Political & Services, 
for  Chief Secretary to Govt. Haryana,

A copy each is forwarded to;-^ /
(1) the Financial Commissioner, Revenue, Haryana
(2) all Administrative Secretaries to Government Haryana for information and necessary

action.

1 4 2



To

1. All Heads of Departments ; the Commissioners,
Ambala and Hissar Division ; all Deputy 
Commissioners and all Sub Divisional Officer in 
Haryrna.

2. The Registrar, Punjab and Haryana High Court ; 
and all District & Sessions Judges in 
Haryana.

Dated Chandigarh the N th August, 1973.

Subject Confidential reports consolidated instructions regarding.

Sir,

I am directed to refer to Composite Punjab Govt. Consolidated circular letter No. 2334-ASI-60/15708, 
dated the 3rd May, 1960 (as amended from time to time) on the subject noted above and to say that it 
hascom eto  the notice of Govt, that the Annual Confidential Report files o f Govt. Enipk yees are not 
being kept in safe custody under lock and key with the result that the same are hkely to be misplaced/list 
by the interested persons. In order to meet the above situation, Gcvt. have decided that all the Annual 
Confidential Report Files should be kept in safe custody uudcr lock and key.

2. It is requested that the following new explanatory note may pleased be added as Explanatory 
Note (1) below paragraph 17 of the said consolidated instructions :—

(I) Explanatory Note (i) below paragraph 17 of the Condolidated Instructions.

“The Pt-rsonal Files (Annual Confidential Report Files) should be kepi in safe custody under 
lock and key, so that there is no room for their leakage and/or for their being misblaced/ 
lost by the interested persons.

(II) The existing explanatory Note below paragraph 17 will be numbered as Explanatory Note (ii)

Yours faithfully.

Sd/.
Joint Secretary Secretariat Establishment 

for Chief Secretary to Government, Haryana.

A copy each'is forwarded to

(0 The Financial Commissioner, Revenue, Haryana.

(ii) All Administrative Secretaries to Govt., Haiyana for information and necessary action.

143

No. 5150-35/20236

From

The Chief Secretary to Govt., Haryana.



From 

To

14i|

No. 3062-3S-73/

The Chief Secretary to Government, Haryana

All Heads of Departments,
Commissioners o f Divisions,
all Deputy Commissioners and
Sub-Divisional Officers df Haryana.

Dated, Chandigarh, the 14th Aug., 1973

Subject Policy regarding writing of Confidential Reports on Sub Divisional level officials by Sub Divisi
onal Officers (Civil).

Sir,
T 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-crdinating roll, Governmennt have decided that
S.D.Os. (C) will record remarks cn rn n u a l confidential reports of gazetted and other staff in the Sub- 
Division. The rema rks to be recorded by the S.D.Os (C) will relate to ;—

(1) Co-operation offered by the official concerned ;
(2) integrity.

2. For the purpose of these instructions, (i^ Deputy Superintendent o f Police, (iil Sub-Divisi
onal Officiers of the Haryana State Electricity Board, (iii) Hxeculive Etigirteefs shall not be U eattd  as 
officers o f Sub-Divisionp.l level. The procedure for recording of remarks by the Deputy Cc mmissioners 
on the DSPs has been laid down in circular letter No. 6718-35-68/27185, dated the 24th Octobcr, 1968 
and according to these instructions their Confidential Reports are initiated by the Superintendents o f 
Police and are thereafter to be sent to the Deputy Commissioners.

In  this connection it has now been decided that the Deputy Commissioners, befoie recording 
their remarks on the Confidential Reports of DSPs in accordance with the above referred
tractions, will invite comments from the S.D.O’s (C) concerned. A similar procedure will be followed in
the case of S.D.O’s of the Haryana State Electricity Board and the Deputy Commissioners before 
recording their remarks on theaspects referred to in circular letter No. 1430-3S-71/5968, dated 30-1-1971, 
will take into consideration any comments which the S.D.O’s (Cj concerned may have to offer.

3. The S D.O’s (C) shall not be competent to record remarks on the confidential Reports of
(1) District Level Officers posted in the Sub-Division, but covering the entire district ;
(2) Other l.A .S ./H .C .S. officers posted in the Sub-Division ; 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.

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 spects referred to  in para o f 1 this letter 
as follows. The S.D.Os (C) will record their remarks only in respect o f 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 hig remarks who will thereafter forward them to the next reporting/ 
reviewing authority as indicated by the Departm ent.

5. No Change by these instructions is intended to be effected inrespect of the reports of the 
officers in whose case S.D. Os (C) is initial reporting authority.

6. I t is also clarified that excempt 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 .O s (C) have recorded their remarks. Insturctions contained in 
Government circular letter No. 1430-3S-71/5968, dated 30-3-1971 should be deemed to be modified to 
that extent.

Yours faithfully,
Sd/-

Joint Secretary Secretariat Esta'blishment 
for Chief Secretary to  Government, H aryana

Financial Commissioner, Revenue Haryana and all administrative Secretaries to Government, 
Haryana.



To
(1) All Heads o f Departments; the Commissioners,

Ambala and  Hissar Division; 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 2nd Jan., 1974.

iS'u/ êcC—Confidential reports consolidated instructions regarding.

Sir,

I am directed to lefer to cpmposite Punjab Government consolidated ctrcular letter 
No. 2334-ASI-60/15708, dated the 3rd May, I960 (as ammended from time to time) on the subject noted 
above and to say that Government have decided to make the following further amendments in the 
instructions;—

1. The existing Paragraph 5(iv) may be substituted asu n d er :—

5(iv) A Chief Parliamentaiy 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 sta ff working under him). A Minister of State where 
he holds independpnt charge of a Department will, h. wever, be competent to record 
such remarks. The Minister/Minister o f State (where he Is the Minister-in-charge), 
before recording his remarks may informally consult the Minister(s) of State/Deputy 
Miuister(s), Chief Parliamentary Secretary as the case may be.

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

(i) A Minister or a Minister of State (who held independent charge of any depart
ment) who has quit office, w'ill not be competent to record remarks in the confidential 
report of any officer (including his personal staTT). The reports of officers for whom 
the Minister was the only reporting authority shall be lecorded by the Chief Minister.

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

(ii) The word Minister-in-Charge wherever occuring 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.

IV. The existing Paragraph 8 (ii) may be substituted as under

S(ii) If there is a change in portfolios, a M inister or a Minister o f 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,
Deputy Secretary Political & Services, 

for  Chief Secretary to Govt. Haryana.

A copy each is forwarded to

(i) The Financial Commissioner. Revenue, Haryana

(ii) All Administrative Secretaries to Government, Haryana,
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No. 8I90-3S-73/

From
The Chief Secretary to Government, Haryana.



From

To

(T o be substituted to the letter bearing same number and date). 

No 493-3S-74/4585

The Chief Secretary to Govt. Haryana.

14?

1, All Heads of Departments; the Commissioners,
Ambala and Hissar Division; all Deputy Commissioners 
All Sub Divisional Officers in Haryana.

2. The Registrar, Punjab and Haryana High Court; and 
all District & Sessions Judges in Haryana.

Dated, Chandigarh the 26th February, 1974.
'4 -3 -74

Subject Confidential reports-'ConsoIidated instructions/regarding

Sir,

I  am directed to refer to composite Punjab Government consolidated circular letter N o . 23341
ASI-60/'15708, dated the 3rd M ay, 1960 (as amended from time to time) on the subject noted above andj
to say tha t Government have decided to make the following further amendments in the instructions • I

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., H aryana.:

A copy each is forwarded to:

(i) The Financial Commissioner, Revenue, Haryana.

(ii) All Administrative Secretaries to Govt. Haryana for information and nwessary action,



The Chief Secretary to G ovt,, Haryana.

'to

(0  All Heads o f Departments,
the Commissioners Ambala and H issar Divisions,
ail Deputy Commissioners and all Sub-Divisional Officers in H aryana,

(ii) The Registrar, Punjab and Haryana High Court and all Districts & Sessions Judges in 
H aryana.

Dated Chandigarh the 12thApril, 1974.

Subject; Confidential reports—consolidated instructions regarding.

Sir,

l a m  directed to refer to composite Punjab Government cansolidated circular letter No. 2334- 
ASI-60/15708, dated the 3rd May, I960, as amended by circular letter No. 8190-3S-73, dated the 2nd 
lanuary, 1974 and to say that the Government have decided to make the following further amend- 
rnent in the instructions.

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

5(iv) A Chief Parliamentary Secretary/Deputy Minister/Minister o f State (except where he is th r 
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 wcrl<ing under him) and 
the next higher reporting authority above the level o f Administrative Secretary, will be the 
Minister or Minister of S tate (where he is the Minister-in-charge), The Minister/Minister o f 
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, foi recording lemarks. However, in the case 
of 1 AS/IPS officers and the officers on the Select List o f lAS/IPS, no such reference need bî  
made and the Minister (where he is the Minister-in-charge) shall himself record the remarks.

Yours faithfully,

Sdl-
‘ Deputy Secretary Political & Services,

fo r  ChiefSecretaiy to Govt., H aryana,

The Financial Commissioner, Revenue, Haryana and All Administrative Secretaries to Govt., 
Haryana.

N o . 2223—3S-74/8217

From
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%  5 T 9 n ? w  %  q r  ^  I  I

| 0  

5T»T JTTST

f ^ :  >̂i5T ¥ f ^ ,  ^fnrm r i 

6 i4 3 -3 n ;? r-7 4 / 20- 11-74

tr^ 5rfar an^M i arm %rr< w«3r?r wm qrrJT^rft 1 5  |  1

%o

m x  ? ( f ^  STOTTff,
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^  i w t  3rnt 1

10
srw «r

m r .  5r?iT̂ ?T,
5 m  ifC T m  ? r w ^  1

282-3 TT^-75/4695fVfn^ 1 7 ’̂ TTfT, 1975  

5f% 3TiT?r>^ ?rFfar Prr-rr^fe'cr ^Tŵ rr# | :—
(1 ) RiTi r '̂fd' ^ftqT”TT, '
( 2) ifo m rr % rnft sfSTTrt^jr ? r f ^

^  a r^ tfsj I  %  arsft'JT t̂t f^^rr^i %  srsjt^  Jf ^  ^  ^  a jr lo t^ o it^ ro
a^riT^oFto'T^ro sTfET̂ riTTf 1 9 7 4 - 7 5  ^  erq-^jr '?n-Jfff t  i t f l r ^ ^ t s i K i

10
^«T

3 n r ? r f ^  jr̂ TRPT
ylkw  ^R<4i>*ii ^ 'H l'<  I

sro 1 8 2 - 3  q^r-75 /4 6 9 6  17  'T:T^. 1975

rr^ Trf  ̂ «̂TT ?rnT?ft ^foTT'Tr ^  ^rw?q-? | |  'sn ^  1 1 ^
sns^m I  f t :  ^T«T ?r»T w * f f  ^  ^ vs ^ ^rrftr f^ ^ n r  arrw^^^arjr^fTT ^  'E irfl ^  srRrqt

^  ?r% I «ft 3pt^ 9‘ «rrar |  ??r *pnff ^  'rN’-q t^  ?ft s r f ^  ^rtsr i^a' % st^fw

% f̂ iTSRT ?  I
m x  ? r f ^  O T m ,

. g f ^ ,  5fw>iT ^rwTt 1



FORM OF CONFIDENTIAL REPORTS 

(See rule 4 of the All India Services (Confidential Rolls) Rules, 1970)

Report for the year/period ending-------------- -------------------------^

PART I Personal Data

(To be filled by the Government)

1. Name of Officer

2. The name of the service to which the officer 
belongs

3. Date of b rth

4. Date o f continuous appointment to the present 
grade

5. Present post held and the date o f appointment 
thereto

6. Period of absence from duty on leave, training, etc. 
during the year

151

PART II

1. State of Health

2. General Assessment

Assessment by the Reporting Authority

(This should contain an  overall assessment o f the 
officer’s personality, his good qualhies and shortcomings 
and should in particular touch on the following points; 
viz. quality o f 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; judge
ment, speed of disposal; willingness to accept responsibility 
and take decisions; relations with subordinates and  col
leagues; public relations.

If the officer has been reprimanded for indifferent 
work or for o ther causes during the period under review, 
brief particulars should be given If the off icer has done 
any outstanding notable work meriting commendation, 
brief mention should be made.)

3. Integrity.

Signature of the Reporting Authority

Nam s in Block Letters------ -----------------

Designation-----------------------------------------

P at»   ̂ - ■ ------------ — ---------- —
P.T.O.
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Assessment by reporting a^uthritics (continued), 
on® reporting authority)

(Space to be utilized where there is rqore than

p a r t  III REMARKS OF THE REVIEWING AUTHORITY

1. Length of service under Reviewing Authority

2. Do you agree or dfsagree with the assessment of 
the officer given by the Reporting A uthority? Is 
there any thing you wish to modify or add ?

3. General remarks with specific comments about 
the general remarks given by the Reporting Au
thority and remarks about the outstanding work 
of the Officer.

4. (a) Fitness for promotion to higher grade (s)
in his turn;

(b) Has the officer any special characteristics and/ 
o r any outstanding merits or abilities which 
would justify his advancement and special 
selection for higher appointment out of tu rn  ? 
If  yes, please mention these characteristics 
briefly.

(c) Recommendation regarding suitability for other 
spheres of work.

(i)
(ii)

(iii)

Fit
Not yet fit 
Unfit

Signature of the Reviewing Authority

Name in Block Letters—-------------------

Designation------------------------- -----------—

Date-
P-T.O,



Assessment by reviewing authorities (continued). (Spacc to  be utilized where there is more than  
one reviewing authority).

PA RT IV REM ARKS OF THE ACCEPTING AUTHORITY

(i.e . Next Superior Officer)

Signature o f the Accepting Authority

N am e in Block Letters—— -----------------

Designation--------------------------------------

D ate-------------------------------------------------

1S3

ffm n 't?

ET snfsr^Tfwf % ;—

(I) Recording of remarks on the C’R is a work of an  im portant nature and therefore due 
attention should be paid to it by the reporting authority,

(ii) The report should contain a general appraisal of the work and the conduct of the officer 
his personality, the quality of his mind and his capability to the discharge the duties of 
his office.

(iii) In the case of S.D. Os. and other field officers, the report should also contain remarks 
about knowledge of revenue law, behavit)ur towards the public, communal tendencies, if 
any, willingness and interest in serving the people, accessibilhy, relation with subordinates 
and colleagues etc.

(iv) In the case of officers posted in the Secretariat, the report should also contain remarks 
about knowledge of work, power of expression (on paper and in discussion) power of 
acquiring information, attention to detail and speed of disposal etc.

(v) If  the officer has been reprimanded for indifferent work or for other causes during the 
period under review, brief particulars should be given. If the officer has done any out
standing or notable work meriting commendation, brief mention, should be made.

(vi) The reporting authorities should also indicate whether the defects (if any) reported 
were ever brought to the notice of the officer concerned, orally or in writing.

(vii) The report should contain remarks about the reputation for integrity of the officer. Special 
care should be exercised in recording remarks such remarks should, as far as possible, 
be supported against integrity, by reasons/instances.



154

5321-3 11^-75/16049

ifw m T  ?H3nT I

( i)  ffwFTT % ?nftf^wnM «T ?r«rT

( 2) 3T T ^ STT̂ FTT ?WT i p i ^  I
5 !̂ 5T, 197 5

f^^iT :—  f^^T^iTKq^f (srfji^ irroftq aTfsraTTT̂ ff cr«TT frirW  ̂  «i^aPRi
^  TTi'T^ f r r ts f  ^  I

^?5T ,

l ^ w  f3TT I  t  w m  q r  % qf(,q^ 3 4 6 1 -3
74/12910, fc rt^  3^fT, 197 4 ^ 5 f t r f ? ^  W\T ^ 3 5  fti?n^TT%OTH Jf STRT |  f«P f®  f̂ »TTfff ITTT
qfcTW s:m  ^  nf ^  s t^  s r ^  in terpret ^  ftrm 'srr t^t |  ^«rr »r®T *r«ft vt ĵVr̂ fti

g-RT ^  5TT Tf |  I ^  JTf fTOT «PT

|3H I  if 5T| Tim ^  w>\Wi a c c e p tin g  a u th o r ity  %
ir ^  ^ 1  f?^nft3T Tf^t ^  ^  first acce p tin g  au th o rity  % t  friri#¥ 3^ % f?n

tjfT Jn  ^  I f q j f T  ^  f ^ P T i f f  3 R T r 5 R T  %  fcT tr ^  f w  cTSTT w  T T ^  ^  'S J K

j

^  ? r f ^  <NH(rf+" )̂«)(i ,̂ I
TTJSJT ^ f o T F T T  H W ? :  I '

srfTT ^ fw r’iT cr«rr ^ frw rr  % snrra^fVir ^  arraini^

t  •



if

^  f fw ^ rr  I

i f m m  % ?nft f^«rnns?i5T,
*TR^ 5TSTT
ifv rm  % ^nft ct̂tt ip ij^  arfti^rft i

= ! r i f tT r a  8 f e F ^ T ,  1 9 7 5

f ^ i r : —  ■̂if if'Trsrer ?rrsr^rrft'Tf tt >r>T?ft!T fx;q^ i
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7102-3 tr?r-75/27446

jjsf fsn- I  ft? t  ?m  ^  S3TTJT w\tr̂  ̂ t t  ?[f<5TT<iTT % qfcq^ i 4 3 o ~
|3 tr.?T-7 1 /596  8 f^T ^  3 0 - 3 - 1 9 7 1  ^  ?fk  ferra  ?tY?: ftr ?rx3!K % if ?mfr |  f^  ?ft^ ^irfor

% ^JTWct ^  R evenue ciistrigt ^  C o-term in u s |?^k 3(w  ‘̂k'TTtr^
& atftfsp Jr ^  I ,  ^  ift'Fftq- qT ^  ^  (f?WTfcT cTt̂  'TT)

3(1% I, fsf̂ TT it arftim?5Ti ^T ?̂im?r!T (H e a d q u a rte r )  ^  i srssn" slq?
iT^ ^ I 3T3-: ff?prarlr sftx' frr ^T 1 ^  |3rr I  f^nr ^ rd ^ r r t
irf̂ cTr?fli arnr sffsnpTfTiff (fjpr ^  f^ te  tt artr̂  % f^tr | )
^̂T WT ^ irftrqr f3j5flf Jf ^  eft tr^ jftTfftjr Pcftff X̂
n: 5TO fttrfw ^  f̂ 5T t%ff Jf ^  sfRl^Tftqf [̂iT ^T?i 5RW ft  1 ^
pTnl'»T f̂ r̂rtr % ^  ’ftT f̂tir frqtg % f^q sft#5r^ |tirr f%
tTTi iT^ ^ T T ft  ^  in tia te  ^t ^rf^tr %f\x: ^  -̂ r? kq-'re r̂̂ T" <tffyei' ^qr^^erf
|f5T»T-f5r?T f3i?rr n ^nffiTt ^r ^rif 'Tfar ^ )  Jf t  ^ffre % tTffr^^ q-§'̂  fx^rt
|rtt ? fk  ^  ^  fxTts % srrrKs ^  cT̂rr arr-̂ - if ^Tf^fcr ~̂t
M  |5  wsflr |̂TT sfirfcT fTfpT!T< f t f t i  ?fF?rffa- ^  ju n io ritio st ^
Seniorraost T̂r<T?T ^  3tt^ ftTffcr f?:‘?'rl % f̂ T'T ^r^ift 1 S^n io rm ost-a s3
■cr iT| f^Tfr ff<rrT R̂-Tfr q«fr^et arq-f̂ r îftPrq-?: '̂t 1 t̂ (T̂ '̂ T f^ r̂rn (.̂ r:iTTĴ 3m:,
^ ?fR«!T fTTq-r ^ r4 ^ rtt  ^jftffTiTc % ’ft'T^fq- fttf ti 'CTff f̂ ^T r^fT  j t w r  ^-TRwr vi

w f  arwq-fr provisioQ  ctstt 'TiT'f if ffrF^sj f^rrr S e n io rm o st
tqr f̂cr f r a  f^irfifjr r̂r̂  % fc-rfi 3T<T5fr ̂  wjft 1 irf f̂ nfq- 1 9 7 4 - 7 5

^  tt<TTie % ?rr)T ftnr 1 1 9 7 4-75 ift fT<rts %^?r H^srr r̂ir % ^  f? r#  |  -3^  %#r if
|rt srt ^tfsr^f % q-f irt S e p arae tc  A .C .R . p ro fo rm a
io i ic y  ■% ^ 1 ^  fcftt^r ^  ^  1

TFsr^f^ ITW
^ q m r  t̂ĉ p k

^■$-T!,̂  srfd Pff^r^ir^d ^‘1 ^vsff |  —

( 1 ) ^'WJTT I

( 2) ^ w n r  % w r ^ q '  gfT=r i



1206 0-3 t?^r-75/36710 

55®! fP(?miTT I
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(1 )  f frq w r % f^wnrsJTS', arr^FTr ^  ff€ K  fT«rr
ffWiiTT % arf^^TTt 1

( 2) 'T5TK 3«n f̂V?Tl’JTT 5̂T5̂  STTirra'q' ct̂ TT
f^rar 5T«n ^  rjnzisN' 1 

t ^ t ^  ^ ’TS, 1 6 r? W ^ , 1 97 5

f^ ir :—  T ftq ^  1

f^'Tir ^  sqrr fir jtst j t |  fnk'^ |3 tt |  f^  % «̂ rrT if snm
■̂>fr-TTjfr iftT-fr^ fT7r^^r ^  ’̂ rf^r fspT ^  Tft<T-TtiT fT'^tsfr | ,  ^  3r?q- r^ ^ rff vr̂ rj

^cfi I  I 3T iT^ d o cu m cn ts/filc s , ^  r̂ , C ircu la tin g  B ran ch  %|
JTT<5W % f^TTJfr i? 5TT'̂  I  I 3Tff MeT 3Tffa’‘m3FTTJ |  ?r«TT ??T 5I^IT rr ir^ TTrSFl'f ^  nlPT-ftiT̂ Tj 

nft ^  m I 3t?t: jts  3nq- ?r 3Tfd?T ^  fsrr |  f̂ F Jr c a s e s  f
t  q ii^ o  3rr'<-3r m iro^ftosrr^o tpTf#' ^  | f  ;j;t tt: c o n fid e n tia l f^rai ^rRr =̂ Tfg'r 
^  if iftf^ ^  if ŵ fffT I 3 H ^  tr^ d o cu raen ts/file s  ^r ^rF^T ^f'^aq
f?T2TT r̂rcTiiT I

^  ?T R f^lr % KTTff Jr ^rpT^T t̂ T̂T feTT ? rk  'T3 ^  qr^rd '̂
«ft ^5ft 5TItr I

^  ?rf%^ TrsnrRfv ^wnr,
?rf%w, ffTirmiT I I

5rftiffT<TmT% 5T?rra^q- ^ r « ?  sr^fir^:

3fTH> 11

^  Tr3f#fiT¥ trg 
f%; giV4, i f w ' ^  ?rc^TT 1

ffwiTT ?r«Tr f f w m  % ?r»fr sRTT̂ nphr 1 

snrRr^q- ĴTt^F 120 6 0- 3^^-  75, feTRT 16 1975 I i



JJW t r f ^ ,  fpGTr>TT I

15^

9776-3 <^ (̂-75/

(1 ) |f w > n  % f^mnTEif^, a r n p a ' ^
f f w w  % ?Ttift 

■'jtT 3Tftr^ft I

(2) 'tsrr? ifornm  =̂3̂  ?JTm?w ?r«rT
ffr^rrwT % fjRTT n jw r^^r 1

2 2 5p?ratt, 1976

: —?r?# arrtn^ f?r̂ î=r ^F^^^Tfpff/srTg^rT^f #  Tfrrfftir fTTta-?? ^

{̂T=f;rT % s!Tr?T Jr aiTJTr |  t  arrm?: 'tt, ^rq- ^  qt'Tfftq'
tTTta:?T ^  ^T t ,  3Rf% jft'T̂ fVir f^ 'tM  ?mfeT f ^ i m t  it ir^Y sirsr̂ 'iTT

?T ?rtT iT̂  f^g:m f % 3Ti|̂ r?T qflr |  m -  aiTTfil irf
|3TT I  ftr JTTgTT TT m  ^«T^rf<!fir ^  rT<ftj?r fHtrf>T?r afk ' t t  ^ q r  i 3tft^ 3t?t ftsr |
ftF $  3TTT̂  ^T'T T<1 XS fTTtfen sivft^fiT % Bin^ ^  f-fiTT ^  TnTiT % ff-ftr ^  ^  I

rr^ tT R ^  I

^  TTST̂ rrT̂  tT# %^IT,

?d%^, ^ W J r r  ?TT^T I

tTfr sfRT F^rir^f^, ^Ktrrirr a'^r fftcrrJTf % €<Tt r̂fl-ffTrn'T ?Tf>« ^ft ti4 arrf^TP f ?
^3fj- 5rr?ft 11



i 5 i

ifTJTMT

1) ffr^mrT %?nft i%^»nsEr8iT,
?rm rf a r r^ T  f^eK
^form r % ^«tt i r o ^  srftifrr^ i

2) ^ifs[^rK 7 ^  cr«tT ?fw >rr
^ 3 ^  fJTTJTMJT «̂TT 5f??rmT % ?Wt 

^ « r r ^  jJTnrrsjhT i

21 ^^rrf, 1976  1

ffT ^r;— wrf%  ̂ nt'T̂ 'Ŷ T fc rt?  f®  t t  fc rts  ^  ^  ^  fmr f=r«a-̂
^  I

f^^ir #  ?flT 6JTR fe rr^  ^rf fsn- |  ^  j?!  ̂ ?rnrr |
nt'TJftJT tr^ ^  7^5 7T fW # |  3?#^ TO tR  STTq’:

^T fTFT^T  ̂ f ^ T  Tf  ̂ ^  t̂cTT ’T̂  ffS fW  ^  ir
?TRf?sra't I 3Trr; qr? Prijfjr f ^ r  ^irr |  iftT^ftjr f ^ V f  % ^  t o  tt ?n»T
f?mT 5fTt I sTTfT̂  s r ^ a r  |  fwr stft fT in  ffrnr^'f ^  ?rr^srfT % eqifr ^  ^

f^ îT ^  f w  ŝrmr I  I

fff: ffTiTFrr ? n : ^  i

ffriJTWT I

i )  ffrqrirr % ?tF ^  i

ST̂ rr: ^iTW 5 1 5 8 -3 ’̂ ?r-76/ 2 1 ^ ^ r f ,  1976 I

5 1 5 8 - 3 ^ -7 6 /1 9 3 3 0



5Nt

6 6 3 9 - 3 < ^ ¥ - 7 6 / 2 4 4 8 6  

i fw n T  ^

^ 1 5 9

1) 5fW>TT% W«fl- f̂ WT»n5?T«T, 
srraw  3F«rT?rr T̂ î r  v >sw ,
ff!:jn<iiT % fT»ft crm g^ir>¥?r arfVr^Trt i

2) Tpjff^K 'r r ra  ?T<TT ffTirmT ^3 ^  RTTm^ am
^TTm'iiT % ?nfr Psrwr ?r«rr H5T i

f̂ TTT̂  9 fen ^T , 1976.

f i m  :—  jft'nftJT fTTt# <«m % t^x fW tt v t  3wf«r miT f r r t s  f?i^ 3fi% ̂ ilr
flRwrrV/srfu^'y WTT «n^ i

■JiTtw f^!T  q r  anq^T eimT ^ tjtto tt 5 1 5 8 -3 tr^ -7 6 /19330,
21-7-197 6 ^  ?rtT f%?rrm ^nm |  n? f w  ’t^tt «n ftr ’f t q ^  fTq'tal % f s
q r  rT>Ttf 30% 5T% sntr 1 irm% qT stIt fsFm ^ijtt t

I^JT  f^qr >TiTT I  f r  53ft ’T>TiftiT f tq V  ^  TO q r  ^T^ft |  i t  q«5 q r
^T % «̂T-HT«T 5Twq? q<55 q r  ftq ts  ^  3??rftr ^ r r  ŝsn-

r?ra% q:T̂  ?rt^ff£r^ arlw fV  fFm«TT %q; 1 3nq% 3Rft?j |  f% fq q r ^  f|;^TiRf! ?r*ft
arfsi'fTfTirf % ejth t  wr f  f w  «rTq f^  f?r ft^iiralr ?;t ^ ? rr t  qr^Tr

srrar I  I

f ^ :  ? r f ^ ,  ^ f W R T  ? R ^ R  I

51% ^  ?T«rT SfHW'ti ^TRft |  I—

1 ) ^TqrwT 1

2) ifTin'irr % ?r«ft t



%Vi\Wl 1 2 6 7 - 3 ^ - 7 6 /2 4 5 7 0  

^  ? l f ^ ,  ^fcqFIT ^n̂ PTT I

.160

^fbrm r % ?r«ft f w ’TTsq^,
% 3niT^<o

?T«TT ^  3rfsr^Kt ( f e f ^ )

13 %cTRX, 1976

fiiqiT :—  »niiw ^

f^JT TT ^fwoTT €T ?R  % T f ^  306 2 -3  tr?r-7 3, 1 4 * 8 -7 3
^TKt € r »if f^m rff % g if  Jf Kf ?qEs f^qr 5ni=TT I  arftr^rrfTq'lf/^H^fTjff '7f^?r
srsftsT^ ^  fftzn'nrr ^stt % ^'T a r fs ^ f t)  *n: ^  s rf^ T ft (ftfft^r)
?5TTT f ^ ? f f  TT 3TT% <TT % J3FT ^  | ,  t̂arF'STcT

? r fa -^ t  ( f t r f ^ )  % 3n% ftnr^?r ?rf^-srcr wsr^ I  ww wrf it
^  ?ftT % m n TW ^  sr^^n #  3TT̂ ?ir̂ fTT ^  |  i 

( ^ )  3TfsRrrfV/w=^ift f e n  w

(^ )  fjTT^Tft

f t :  ^  I

5Tft m f  i fw m r  % sr^n^m^r ? i m t  ^  'm  % 5f
T̂TT 3iT^?q^ ffT ^rnft I  I



From

ro
(i) All Heads o f Departm enti;

Commissioners Ambala & Hissar Diyisions,
All Deputy Commissioners and all
Sub Divisional Officers (Civil) in Haryana ;

(ii) The Registrar,
Punjab & Haryana High Court and
all District and  Sessions Judges in Haryana ;

Dated Chandigarh the 23rd November, 1976.

Subject Writing of Confidential Reports by Governmept swvants 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,

Deputy Secretary Political & Services, 
for  Chief Secretary to Government, Haryana.

No. 8562-3S-76/32073

The Chief Secretary to Governmenti Haryana.

A copy is forwarded to Financial Commissioner, Haryana All Administrative Secretaries to Govein- 
ment, Haryana.

From

To

No. 8516-38-76/33647

The Chief Secretary to Government, H aryana.

All Heads of Departrneuts;
Commissioners of Divisions; 
all Deputy Commissioners and 
Sub Divisional Officers o f Haryana 
Dated Chandigarh, the 17 December, 1976

S u b j e c t 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 ietter 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 o f various 
Engineeiing departm ents and Zilcdars of the Irrigation Department posted in the Sub Division after 
their reports have been initialed by the Departm ental authorities. Para 4 o f  the circular letter dated 
14.8.73 may be considered to have been am ended to tliis extent.

Yours faithfully.

Deputy Secretary Political & Services, 
for  Chief Secretary to Government, H aryana.

A copy each is forwarded to the Financial Commissioner, H aryana, and all Administrative 
Secretaries to Government, Haryana.



:— :TJRqT%^T5ff % sTi)iw+lr ^  ^ft'Ffk fw f?  ^  i

3rm w  if rm ’JiT T̂x̂ TTT f^'«nJi ^qirr fq^JT ^x  sf^it;
8 2 6 4 -^ -7 6  16-0-76 ^  ? fk  E^fR ^  ?

2. 5r«n^rr jprnrT^Rn' % ^  ift'T’ftir fxtrV ?qi^T in it isle ^  tKiefl
I ,  % 3T1JT  ̂ q̂'TTT review ^  «i7^ |  «̂rT at-R^cf ^eriJftir ?Ii?tfr ftvTin 5 '̂?:T 8C «pt nf)
s r i^  I  5r«fT a '^  applicable f t  |  ?rf%^ ?«n^iT 5rnr^ % ? rn j,^  ?r

f t  9n55nr ^?ps5 r̂ ■^Tmr. ^  f^opr f^irr
I  %!Eff Jf JTqTTTTf^mt % ^  ’T>pft r̂ f^q!? ŝTIKT initiate qrt ^ t r  %f\x

'T?% review ^  ^  % an^^a' ?^ITT review ^
^̂ TTT accept ^  yntr | Jf fWlZ ^  f ^ ^ T f  'STT̂T ^  I

3. W t i r ^ l^  ^  ^  I  I
$JT

3f^T SRTT̂ PT,
^ z r m r  9W ix  i

3it!j^  tt̂  ?Tf=r5r, ffT̂ TTJrT yfxvrx ? « n ^  ? n ^  f t ’TnT rfsn 3tw^  ^

5n?ft I  I

No. 7116—3S -76/3368
From

The Chief Secretary to Govt. Haryana.
To

1—All Heads of Departments, _ _
Commissioner Ambala and Hissar 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 141h Feb., 1977

Subject ;—Writing of Confidential Report by reviewing/accepfing authority/authorities—regarding.

Sir,
I am directed to invite your attention to para 8 of the consolidated instructions regarding 

Confidential Repoits, according to which if remarks on the work of an officer are not recorded by a 
reporting authority at tlie time of relinquishing the charge of his post or immediately on the transfer 
of his subordinate's) within a reporting year (i.e from 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 rheir 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 
or official reported upon during a particular year. I am to clarify that in such cases remarks are to 
be recorded only by that reviewing/accepfing authority who may have last seen the work o f 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 compli
ance. The receipt of this comthunication may kindly be acknowledged.

Yours faithfully.
Deputy Secretary, Political & Services 

for Chief Secretary to Govt. Haryana.

A^cb^y is forwarded to the Financi.il Commissioner, Haryana (ii) all Administrative Secretaries 
Principal S ;cretary/Secretaries/Private Secretaries/Personal Assistants to Chief 

M m siirm iiiisters/M iaisters of State for the jiifornaatlon of Chief Minjster/Ministers/Ministers of State 
in Haryana. '

1«2
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ii,

^ fcrm r i

^TltrTTT %
?TPT̂ r̂, sn^T ^/f^T T  TTO^ 
f?^i^ 26 ^5rrf, 1977

fq^q-:—fsnrr % ?r#t TT^TT̂ fT 5rf£RTTf?7fr 7T rTTtj i

TT f^lTIir % 'TfTTW ’f»TT  ̂ 7) 02-3tRT-7 5/2 7446, 8-9-75 ?fTT EJTTJf
ftr 3nT% snjTtu ^  ffftw |3 tt |  %  rr=p ( i) arf^JTs^r, irt%^

JT’i^w sfT?!^ ( 2) ^ ir^T ft ?rrw5r^ 3r;j?TgrfT'5r  ̂ rrnŝ r̂ (3)^T4fT'd
v f» ?^T  jftspTJ 3m?TWH 5pTf^if«qr f  ( 4) f̂rnr̂ FTft ?rf̂ irfcTT, ift^T  sr̂ T

TfT̂ T̂ f5PT % arfsr̂ fi ^  q f ?tt | ,  ?f#Er |  ^
^  fffr ?TJTfrt I =̂ Tli ^  Tftqr*fnr fw te  ir^ fH'nV f̂ JTT TT̂rr |
f?r ’ft'TJrW fc r tj  h i %«r5r ^  f ^  % fft̂ r
T? fe'̂ 'T’̂  fT^ri ^  T̂TiT, f5Ri f3T% % ^  ŝ?TT?rq- (Headquarter) ft«ra- |  1

tiT^>T
»Tn!I

a r ^  ^ r f^ ,  H5Tre?r,
:  ^ T 5 ! T  f  r ^ i f T ' ^ T  I

(Tfi 5rfoT ^Pnrr’̂  ^rc^n: ^  ffWT»T ^  g^frr# q# s i r t m  11

1731-3’:[^-77/20257



To

The All Deputy Commissioners and 
Superintendents o f Police in Haryana.

D ated, 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-68i/271852 
dated the 24th October, 1968 on the subject noted above, and to say th a t on reconsideration of thef 
question ot writing of annual confidential reports on the work o f Superintendents o f 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 m atter ofm aintance of law and order, it has been« 
decided m partial modification o f the aforesaid instructions that henceforth the D istrict M agustiatesf 
will not initiate the annual comfidential reports of the Superintendents of Police. However, the ' 
confidentialroprts oti th ; work o f  Superintendents of Police will recorded by the Deputy Inspector ! 
General of Police and submitted to the Inspector General o f Poliec as was the practice prior to thel 
issue o f  instructions referred to above. j

2. It is further stated that the clarification issued with Haryana Government letter N o. 6718-3S-I
68/27937 dated 1st November, 1968 is hereby withdrawn. i

I
3. I am further to request that these instructions will be applicable for the writing o f  the!

confidential reports for the year 1977-78 and  onw ards. i
i

4. These instructions may kindly be brought to  the notice o f all concerned foi compliance. |
I

Yours faithfully,

Deputy Secretary Political & Services 
fo r  Chief Secretary to  Governmen.t, H aryana j

ji
No, 7165-3S-77/28841 Datod Chandigarh., the 23rd September, 1977. ;

A copy each is forwarded fo t inform ation to the Inspector General o f  Police, Haryana; the | 
Commissioner, Ambala/Hissar Divisian aad the Deputy Inspector General of Police, Am bala/Hissar ; 
Range the Commissioner and Secretary to Government, Haryana, Home Departm ent, for information. ;

i^4

No. 7165-3S-77/28840

From

The Chief Secretary to Government, Haryana.



^forroTt ^  f e f t  ^  ^
M>sr sTfirPrFEr s m  f ? r ^  i

!̂TT (?!Tw^rT vr^ ?tt<3t if ) f p t t  TK. 3n^
F̂iTRT 3 l/l/9 -l'T t:q 't:-78 /43  33, 2 8 -8 -7 8  a'STf 3TT9TT: W fT  3 l / l / 9 - l  'ft:'ft-78,

3 -1 -7 9  ^ ? f K  EqifT ?

2. ^ q w  qr^ %?rr«r ^  f^mnr |  ^  ffc£rT<nT
Isfrm  ^  ^  3 ifg r T i1 M / ^ 4 w rfT iff ^  #T?rt!T W t J  M < r  srffrM sr f f w ' J r r  g n r  tift

^  I SR ^  sr%fHftr if^T'TTT % tK q r srf^ % sfftRrrft f ? r ^  |  3icr:
^  3r:9rr: 3 i / i /9 / i 'f t : 'f t> 7 8  3 -1 -7 9  %?rr*r >r$ sr%f?rf«i % tra 3ttt-
78/2376, fcRt^ 26-10-78 % ^ 5 if ^flproposed channel w riting o f  A .C R .

^  %TT r̂rq f^^w orr f̂ Tfte Special
Representative-com -Additional C hief Secretary to G ovt. H aryana ^ sn^ Jr r̂nrnt ar̂ rfcr 
^  Special R epresentative-cum -A dditional C hief Secy, to Govt., H aryana ?mt arfsRnftiflf/ 

^  Pm? f<T<â  % t  final accepting au th o rity  1

3. S p ecia l R ep resen tativc-cu m -A d d d ilion al C h ie f Secretary ^
jpi ^Fiwr ^?T fr Jr F îrrwr |  grrr 19 7 8- 7 9  ^  A CRs r̂nft 1 anr:
^  1978-79 5TfM?rfEr% TO ^JTT '̂Tg-. 5(Tt-78/2376, 2 6 -1 0 -7 8  % C o lu m n
tN  Jr ^irrq »rq sTfa-RijffrT ^  r̂r̂ f̂t %{)x wf̂ <nr Jf ^
’TTT—2 % 3TTOTT f?T<5t I-i

4. 3f^ftsr I  im r^ Jf f?3Tir^ ? r^  ? T P ^ a ’ f  siH
^  srfir ^  ^  f  i

^ Z -  

3T^T?rf ,̂!TWT?rfT 
f %  : Ij<2q f r t ^ ,  f t 'T i f m T  f R V T T  I

f̂ ?T'r srfirffrfsi ^rr n^?rf=?^, ffcirnirr r̂r-firT, ifxqr'irr ^3,
^  «̂TT 3n^?q-?f 5$5ft iTT̂ ft I  I

i6 S
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ST'T̂

3o/? ? /7 M ) x5T ( l )

( i  ) f%HRT8=T?sT, i r o ^ j r  arm w  3TfsR;r^i

( 2) xf^rf^R qf^R 5Fw'>tt ?ifFrrsft?r 1

14 5TT#, 1 9 8 0

f^qr?T:- ^q-^ftsr ^  W fe T  %5TiRf' I

f^crq HT5pTT% T f m  2334-lT^q^r;:3Trt;-6o/ 1 5 7 0 8  3 - 3 -1 1 9 6 0

5T̂ T 3T?tt n f  <̂T!? TT I^TRT̂ ff ^  ?ftT 3TTW tTTT?T ^  spT f^5T
§3rr I  %  <T5q: f r̂ijnT f^rirr |  f^p g r o  # ^ ? f f  % t  q f e  ^

3rrf?f?*Tr srrcr g-.T^rF??^ f̂ sfr arfa'ff^Trtt/'T? ^rr^ %(r^rcr srfir r̂r
srRr^rft ^  Pcql-I' jf irt ^  ?t anrr 1

2. % sttotoi if s u b  p a r a  (g) Jftq̂ fl-JT f r f t w  #  ?n^^«er
i 3 ( i )  ( f  ) 3ft?fgTrr 5TTtr 1

“ 13(i) (g) a  c o p y  o f  n o t i f i c a t io n / le t t e r  r e g a r d in g  a w a r d  o f  m e d a l t<o a  
G o v e r n m e n t  e m p lo y e e  in  r e c o g n i t io n  o f  h is  s e r v ic e .

^ / ~
3T ^?rf^ , ?miT?JT STOTRTff 

^ q T 'jrrg x ^ iT

jrRr i%ffTrfrr<jcf |  ; -

1 ^ ^ ,  ^ fw iJn  ^ r m x  1 w g ^ q -  ? r ^ ,  ^Pcqr'iTT ? tw i t  i
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30 /1 4 /8 O-t̂ ET

J jw  P̂cJrPJTT 9 W X

srTJT^, 3Tr^W/f|mX
cT«rT H'l'^^ arftr^'fr i

feThT ^ 'Y ^rf 23 n f, 1980

f w i r ; -  ? 3 f t f T J T f r iT  f ^ ^ r p f r  ^  ^  ’f tT i f tq -  f ? n i %  s t t t  ^  i

f j m  T7 arnrcr ejttjt ff rm m  ? rt^ T  % 'r f tw  14 30 -3  q w -71 / s a n s  f5?rN^
3 0 -3 -7 1  2 3 9 0 -3 rr^ -7 2 /l0 9 1 3  f?Rt^ 1 9 -4 -1 9 7 2  ?T«rT 3 0 6 2 -3  q ^ -7 3

r?rNr 1 4 -8 -1 9 7  3 #  ? fK ferr^  | tt ^  sprfiT??! |3 tt |  f% % a rfw rM f

^  ^rftJT t  ^  s r iw M f  (?TTo), 3TPJ (̂ff JRT fewpft

% s m  TT STTT f ^ T  f w  >mT t  ? fk  ni[ fw T  ^  »mT t  « r f ^  if
^«ra- fMVsr arftri '̂T ’̂, f'^?rzTftTT f^ r^ 'f  % ^  ? r i i^  >r>T»ft-JT i

fnqtr ^  1980-81  ^  3|T^ t  ^  TT W T  <TT’Snfif
^  n f  ^  ^ ¥ r x  f̂̂ ftfsRT ?Twr ^nrr i

5?r tm ^  qrw^ i

^ h  
^  ^r^'4, TTvitHfd+ ^

^ rf^ , ^fWTT

3 0 /1 4 /8 0 -^ ^  = ^ * r?  23 q f ,  1980

tr^ 5ri% ^  ^ r T  I  ; -

snj?i 3Tf\mr^r f̂ TTfW ( w r  cr«iTHf^) arfVm^ai ( f^ m if ) , 5n|!i srfwcTT



?PTnF 30/82/79->T?r

I

^  ffT!TT<JTT Wfyp\X t

3T.^w s n ^ ^ r r / i^ R  ifnrr'irT ^  i

3oirt, 1980 
2 ?̂T, 1980

f̂TT 3Tf%?̂T|nT (L.A-O-S) ^  W te ;ftf^ I

I T ^ ,

^cTT^ Tt arm r f̂ rarr̂  |tr ^r1^?r fan I  %e5?T?5TJr
^  *r  ̂ I  f% ?r ^fir arfVra^ aifftj^TiMt ^'tf% ?rryiT^^T ?ft; or?r.-

a rfw ^  ^  frrrV m f w  ^»rir hur  (un ifo im ) îfcr ^  i
arw: ??r TT ^narrT j m  irf f̂ înT f ^ r  |  f ^ i r  (B .& R l.)
cmr irrigation/dfainage snf^ ft- r̂nff % f ^  f f r ^  ^  (L .A .O .’s) 9ift jf r̂sfl'q'
fcflf 31  ̂ L .A .O . ^  ^®mPT 5> ^  ^  in itia te  ct«tt arfw m
reviewing au thority  f>n accepting au tho rity  ^  i qfffrwir ^  ig so -s i %PfTr

5fT% ^pft ntT^JT f T ^ 't  ^  fTT»T |m T I 

fT'TUT I

^ 1 -
fT^; T̂s§3T ? r f^ , f fx m n  ? T T ^  I

30/82/?9-lT^r '5Tift»T? 2 ^ , 1 9 8 0

5T% f^F^rfsTfw 5ffTO I  : -

sTJTg- arfwwT, 5fr^ PTirfw 3Tfwcrr, F?ftW (f^R it) 5m^
arPfTwr, 5ft^ r^'JT ^ q r  ^  'rgr #  TTarat i

16ft



^  T̂STT'JTT ?TW?: I

3TR W aTT^?rT/%TTT I

fe rt^  30 3 T ^ ^ , 1980 I

f ^ i r : -  jftT^q- ftTTj'-3T ;̂?j:f%ifr ^rrfcPffi^Fr ^ rrf^ f % f ^ ? r  ^«rr ?r :o t  f  ̂  ^
I

qT; TT5JT gTfrrT ^  iff Prnfir f^nri |  s f^ s r r f  ?rsrr ^  *r<i3̂
3TfffjprrfTiff (?rro)/g-!Tffsr5iRr 'tT^^t ^  ntTfft'iT frcife' Ot!Ĵ 1% '^Fff if sfk
3Tff r?TT 37^ fsr^rJf Effectiveness in the development and proiection of Sciieduled Castes/Scheduled Tribes 
% WTT R ejorting Authority j m  ftwT'jft' ^  "TT ?> :-

(a) Attitude towards Scheduled Castes/Scheduled Tribes.

(b) Sensitivity to Social Justice.

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

(d) Effectiveness in bringing about the development of Scheduled Cas'es/Scheduled Tribes.

'Pmt ^  R̂ftETVT WK  ̂ aifq^T ^  5lTqi 3T5 f^ f if  ^ ^  1980-81  %

f W  w  ^  ' t T ^  I

^ Z -  
a m  ,

■hR 'I, fft^rrwTy <+K

<T̂5l-=FT 3o/27/8G-rC?r(T) {^) f?^TT  ̂ 30 3 m jT , 1980

sr% TT^ ?T¥ft s r ^ ^ 'T  ^  3T m rM f(?rr) i - r f ^

I I
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^Tf^, f̂jiTTtiTT Wr^X I

1 7 0

36 /2 1 /8 1 -^ rg '- I

aiT̂ R̂T, 3PFgT?rr/f5?»TT ttô ,
cT«n ^  Tf'’̂  a rfy ^ fr i 

fertT, 9 ?̂r, 1981

; -  <3Ttf¥rfx^ f^sirrff % arfsmfT^ff ^  iftq^ir f^qte i

'n  fTifT T̂qT'TT 3 0/1 4/8 0-0;H feTT̂  2 3 r|i, 1 9 8 0
w  «rr 5r s rftr^ ft ( T r T ^ r f ^ ) ,^ ! ^  cmr irJ^T’q' s r r ^

^^ftf^prfr^T % 3Tf£Tf,TfTirf ^  ’fr? Jr arr^fr i

2. ?F^sT ij-JT^ anq '^  ^r?rr Efrr |3rr |  %  ^ f w r r  sttt

T?; 'itt; âqxtcT zif f̂ TwiT tt^tt |  %  5f«)T f5iTr% T pi^  s r fo ^ ^  (?rr>rf^.) ,

«̂TT JT^fZT 3T T ^ ^ ' ’rM r^  f ^ ^ ' f  % a r f f m f ^  ^  ^>FfTjr if s r r^
ferr ^  hijt fr i 3rt; t t^  ^tt^r % 'ifrra 30/ i4/8o-ir?f, f̂ ?rr̂  23 ;
1980 % ^  # T̂ jr f̂ 'Tir qr ^  -At irwr ’tjt: ^ ’t ?nrar srr̂
sTT̂rrT 1 inr̂ firir 1 981 - 8 2  r̂nft ̂  ̂Vrri

fW T ^  ^  'TT '̂T ^'5I' I

f? m /-
s r f tm ^ , Hisrr^^ir arfsr^Tft 

1% : ^ m  ?rf=^, I :

TO 36/21/81-q^ (I) (I) ê ŝ T, 19811 ^

ITT 5rT̂ f̂t f̂ r f^-nr % 70 wN? 30/i4/80-t^, 23 irf, i98o ^
-' jf «̂TT 3TT̂ 3̂T̂  ^ f w  I

JTTO 3rf%Twr, fHri t̂ir (^fi^^gTT ?Tf^) a w  sTf̂ TipTrr (tfrm f) snj^ sif^iTwr,

f w  ' T r ^  ^  ^  I



To

(1)) All Head of Departments ;
the Commissioners, Ambala and
Hissar Divisions ; All Deputy Commissioners
and all Sub-Divisional Officers in Haryana.

(2) The Registrar, Punjab and  Haryana 
High Court, Chandigarh.

Dated Chandigarh, the 3rd February, 1982.

Subject— Confidential reports Consolidated instrnctions regarding

Sir,

I am direcred to refer to Composite Punjab Government Consolidated Circular letter No. 2334- 
ASl-60/15708, dated the 3rd May, 1960 (as amended from  time to time) on the subject noted above
and to say tha t the Government have decided to make the following further amendments in the
inslcuctions;—

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

8(i) If an olUcer (a) relinquishes the charge of his post during a reporting year on account 
of his transfer or retirement o r (b) one of his subordinates is transferred or retires during the repor
ting 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 relinqui
shing 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 ConfKlential 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. 36/36/81—8(1)

From
The Cliief Secretary to Government, Haryana



From

To
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N0.136/28/81-S (I)

The Chief Secretary to Government, Haryana.

(1) All Head of Departments,
Commissioners Ambala and Hissar Divisions,
All Deputy Commissioners and All Sub Divisional 
Ofiicerr (Civil) in Haryana.

(2) The Registrar, Punjab & Haryana High Court.

Dated Chandigarh, the 16 August, 1983.

Subject :— Confidental reports-Communication of ‘average’ reports.

Sir,
I am  directed to slate that according to explanatory note (i) below para 10 of the consoliidatcd 

instructions regarding writing o f annual confidential reports on the work o f oificesr/officiails the 
remarks in the annual confidential reports which show the overall assessment o f the work of an  o>fficial 
a s ‘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 o f the aforementioned instructiome, if 
a representation is made against adverse remarks it s h o u l d  be c n t c r l a m e d  o n l y  if it is received within 
three months from the date of receipt of the letter comunicating the adverse remarks to the otfficer/ 
official concerned.

2. However, adverse notice is being taken o f ‘avervge’ reports at the time of promotion, retention 
in service beyond 50/55 years etc. I t has therefore, been decided that if in the confidential repo>rt of 
an officer/official his work is assessed and graded as ‘average’ then this report slongwith hs gradation 
should be communicated to him even if the report does not contain any adverse remarks, so th a t he 
may make a representation, if he so desires, against the grading of the report. As in the case o f  the 
adverse remarks, only one representation will be entertained against 'average' reports. All other instruc
tions regarding representations against adverse remarks will also be applicable lo  representations against 
‘average’ reports.

3. It has further been decided that a representation against adverse remarks o r an ‘average’ 
report, should be entertained only if it is received within six months from the date of receipt o f  the 
letter communicating the adverse remarks or grading of the report to the officer/official concerned.

Yours faithfully,

Under Seeretary 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.



APPRECIATION LETTERS





Smbjeci:—Confidential reports—issue of letters of appreciation

: am directed to invite a reference to the Punjab Government letter No. 2334-ASI-60/15708, 
dated  He 3rd May, 1960, on the above mentionedsubject and to stata that in para 9 thereof it wasespecifi- 
cally mmtioned that letters of appreciation should not be issued indiscriminately but only in really 
deserviig cases, in order to encourage good work on an overall assessment o f the officer’s whole work 
during fhe reporting period. The intention behind this really was to ensure that commendatory letters 
a re  bastd on a record of exceptionally good work, and not merely on the performance of routine duties 
w ith m>re than average ability and industry. Since commendations lose much of their value if they are 
gi ven too easily, it is essential that the greatest care is taken to limit the number of such letters and to 
g ran t tiem only in really deserving cases.

1  Instances have however, come to the notice of the Government where these instructions have 
no t beei followed in the spirit in which they were issued, with the result that reecmmeiidations for 
letters cf appreciation were made only in a routine manner and not after full and proper consideration 
o f  the nerits of the work done. And, of the late such recommendations have been found to have been 
m ade too frequently, which had even led to an unhealthy tendency among offficers to go abegging for 
such letters.

3. ft has, therefore, been considered that the standing instructions on the subject should be 
broughi to the pointed notice of all concerned, so that these may be observed carefully.

h  order to  turther ensure that such viconmiendations come up after thorough consideration. 
Government desire that for any good case for acceptance : -

(s) at least two authorities, when there are two or more such competent authorities, shc'uld make 
the recommendation in clear terms ; and

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

4 It is requested that these instructions may he brought to the notice of all the reporting autho
rities unier 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. 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 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  lertter 
of appreciation could be issued to an  officer on the basis of his confidential report, the following 
conditions should be fullfiiled:—

(a) a t least two authorities, when there ate two or more such competent authorities, shomld 
make the tecommetidation in clear term s ; and

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

The State Government has, from time to time* been receiving references frorn the variious 
departments seeking olarification on certain points. The matter has, therefore, been considered furither 
and I Bm to offei the following clarifications in this behalf ;—

(i) Where there is only one reporting authority and it recommends clearly the issue of an 
appreciation letter and also indicates the work proposed for commendation, an apjM-eciallion 
letter may be issued in such cases ;

(ii) In cases where the fi-st reporting authority recom nends an appreciation letter in clear teirms 
indicatmg the vvork proposed for commendation and the second authority simply endorses it 
it by saying ‘1 agree’, an appreciation lettsr may be i‘-sucd as tVie words ‘1 agree’ afliounlt td 
endorsing the recommendation of the first reporting authority notwithstanding the fact tha t 
the second reporing authority did not clearly say in so many words that an-appreciation letter 
may be issued ;

(iii) Where two reporting authorities recommended the issue o f an appreciation letter and the 
highest authority does not coniradict that recommendation but records the words “Se«o” 
or “ No remarks”  or simply appends his signature, an appreciation letter may be issued. 
Where, however, the final authority controverts the tecommendation of the lower authority, 
no letter of appriciation shoutd 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 cleat 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 appreci
ation should be issued only if a t  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 Punjab Government Circular letter No. 3270-ASI-65/11454, dated 3rd April, 1965, firom
the Chief Secretary to Government, Punjab, to all Heads of Departments etc., ctc-
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ASSESSMENT





Confidential reports—consolidated instructions regarding Ilnd amendment of 1963—overall 
assessmeut.

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, inw^hich the following addition was made at the end o f 
paragraph 10 of the consolidated instructions contained in Punjab Government circular letter No. 
2334-ASI-60/15108,dated 3rd May, I960;—

“ To facilitate this tasic grading should be done by the reporting officers. A column for 
overall assesment should be provided in the form so th a t the year’s woric is assessed and 
graded in the recognised categories namely 'A  plus’ (outstanding) ‘A ’ (very g o o n );‘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 
assesment of the officers is not indicated by the reporting authorities at the time of recording annual 
confidential reports, i t  has further been noticed that even where this column for averall assessment 
has been provided in the report forms, the reporting authorities do not indicate the overall assessment 
o f the officers reported upon. This necessitates the return of confidential reports to  the reporting 
authoriries 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, 
liave also to be kept pending. In order to avoid such eventualities, I am to request that the column for 
o v e r a l l  a s s e s s m e n t  s h o u l d  be p r o v i d e d  i u  t h e  f o r m  o f  c o n f t d e n t i a l  r e p o r t s ,  w h e r e  i t  h a s  n o t  a l r e a d y  

been provided, and the grading of an ollicer should be indicated in the said column invariably.

2. I atn to request that these instructions be brought to the notice of all concerned for 
information and strict compliance.
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Copy of circular letter No. 3498-ASI-66, dated 2nd April, 1966, from the Chief Secretary to Govern
ment. Punjab to the All Heads of Departments, etc., etc.





CLASS IV EMPLOYEES





Copy o f letter No. 7814-ASK5/27821, d*ted MMb'ABittst, 1965, from the Chief Secretary 
to Government, Punjab (o all Heads of Department Commissioners of Divisions, Deputy Commis
sioners, District and >̂€&sici!s Jidges and the Sob-Divisiouai Officers (Civil) and the Registrar, Punjab 
High Court.

SwAyVc/:—Writing of Confidential Reports on Class IV Government Employees.

I am directed to say that the question regarding th© maintenance of Confidential person- 
files on the work of Class IV Govt, employee* in the State has been engaging the attention of Govt, 
for some time past. At present, no confidential reports are recorded on the work of Class IV 
employees with the result that ther« is no satisfactoty system for the purpose 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 coatiderationt, 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 •tehaewledfed.

Confidential Report on the work and conduct o f Class IV staff for the y e a r ------^

1. Name

2. ¥o8t held

3. Date of birth

4. Scale of pay

5. Educational Qualification.

6. Branch to which/Oflice to whom attached.

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

8. Observation

(i) Intelligencd

(ii) Amenability to discipline

(iii) Honesty and Integrity

(iv) Punctuality

(y) Devotion to duty

9. Is be fit for promotion to the grade of Jamadat/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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7012-31^-72/31509

^  W,

(1) r?^» r 3TRI«T, 3JT^^, ilH M t
^  ?nft I?# srfg^rd',

^ ^ J T T I I T  I

(2) T f^ T T  rI«IT #3TFTT ^=5  ̂rm zTm  ?T«rT
i fT iT F T T  %  ^®(T ^  I

=̂ D̂ 't»r?, 30 31R^T, 1 9 7 2 / 2  ^J^T , 1972

^ T q - ; — ^  ̂  j f tq ^ fV ir  f c q f t e  f s r a %  ^

I  m  I  t  an w r E3TR fWT qr 'T̂ TR wmx % T f ^  7814-tr

t;;^-/6 5/27 8 2 1, 10 3{»T ,̂ 1965 (5f^ | )  ^  W>C ?flT f^ »T̂ % m«T =^«T
%  ^=?rf(:zft ^  #Fft?T frfte  % f^tr ffTErffRr w  «tt i % ?r^ w

I  s 'k  f^3T  f̂ HTT I  f% ^tsft sJ’jfr % % tT>T^  'fvR ?f ^  ^T?T7
^ r f e iT  ^rnr:—

(9) It ho fit for promotion to the grade of Jaraadar/Daftri/Record Lifter etc. 

f r « r r  %  ?«t f t  't t  f ^ ? r M % 5 T  ^ r q i  s f t f  f e n  « r r iT :—

“ Whether the employee has been able satisfactorily to discharge the duties o f  his office”

2 . vf ^PT^f % 3T̂ ?rn: a r r ^  ^  ?jtc
' s n r r  I

??# : Mm  ^JTTWTI

c r ^ - T T ^  5 r f ir  f % c f T P j ^  c m  | f r q r u i t  %  ?r«flr w r a W r  ^ r f ^ f  ^  s i r d j t ^

I  I



RELATIONSHIP





Subject :— Relationship between the Deputy Commissioners and the Departmental Officers in the 
District.
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Copy oflelter No. 14I02-G—1—57/22998, dated 15th November, 19S7, from the Chief Secretary to
Government, Punjab, to all Heads of Departments etc. etc.

I am directed to address you on the subject neted above and to say that after considering the 
question very carefully government have decided that as far as relationship between the Deputy 
Commissioners and the Departmental OlFiccrs in the District is concerned, the Deputy Commissioner 
would be a co-ordinator and he will have authority to call for advice and assistance from all D epart
mental Officers posted in his district, Moreover, he will also be competent to write the annual confi
dential reports ot District Officers of tha other Depatment posted in his district, but his remarks 
would be confined merely to—

(i) reputation for honesty, and
(ii) relationship with public,

So far as I^olice Officers are concerned, it has, however, been decided that no change is necessary 
in the present rules an t precedure.

Copy of letter No. 10542— (̂;1H—59/26741 dated the 17th December, 1959, from the Chief Secretary 
to Govcrnmeot, Punjab, Chandingarh, to all Heasd of Departments., etc. etc.

Subject ;—Relationship between the Commissioners/Deputy Commissioners and Divisional Officers/ 
District Officers lu Divisions/Districts.

I am directed to refer to the instructicms containedi n Punjab Government letters No, 14102-CH- 
57/22998, dated the 15th Noveuiber, 1957 and No. 9180-G[ll-59/22659, dated the 20 November. 1959, 
regarding the relationship botwcon D jpaty  Commissionors and D epirtm ental OflTicjrs, in the districts 
and to state that after ciroful consideration, ijovernm ent h .ve decided that those instructions should 
apply mutatis n iit iu lis  t j  the Commisiion.Ms of Divisions via a-vis Divisional Heads of Departments. 
I am also to state th it bisides recording remarks with regard to (i) reputation for honesty and (ii) 
relationship with public, of district an J divisioaa 1 officers of various departments, the Commission- 
n ;rs and Deputy Cam  njssioners will als ) re:;ord rem irks in regard to thuir work in the matter of 
implementing davelopment schsmes and policy of Government.

Copy of Punjab Government Circular letter No. 3482-ASI-61/25298, dated 11th July, 1961, from the
Chief Secretary to Government, Punjab, to all Heads of Departments, etc., etc.

5'uAyec/Relationship between the Coramlssioaeri/Deputy Commissioners and Divisional Officers/ 
District Officers in Divisions/Districts.

I am directed to refer to the instructions contained in Punjab Government circular letters No. 
14102-GI-57/22998, dated the 15th November, 1957, No. 9180-GUI-59/22659, dated the 20th 
November, 1959 and No. 10542-GI1I-59/2674I, dated the 17th Dsceraber, 1959, on this subject.

It has been laid down iu paragraph 10 of Punjab Government circular letter No. 2334-ASI-6I/ 
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 comunicated. In the ordinary departm ental 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 
Cominissioiiei are the additional reporting authorities on Divisional/District level departmental 
oOicers, A question has arisen as to what weigiit should be attached to  the remarks recorded by the 
Deputy Commissioner/Commissioner vis-a-vis thoserecordeded the departm ental reporting authorities. 
After careful consideration, Government havcdccided that where an adverse remark has beenrecorded 
by the Deputy Commissioner/Commissioner,it should invariably be conveyed even though the depart
mental reporting authorities have disagreed with it. Whexe however, the Comniiss>ioucr disagrees with 
the Deputy Commissioner, the Deputy Commissioner's remarks need not be conveyed.
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From

To

No. 10250-ASI-65/40176

Sirdar Gyan Singh Kahlon. I.C.S.
Chief Secretary to Government, Punjab.

All Heads o f Departments, Commissioners of Divisions, Deputy Commissioners, D istrict 
and Sessions Judges, Sub-Divisional Officers (Civil) in the Punjab and the Registrar,
High Court, Punjab.

Dated Chandigarh, the 15th December, 1965.

Confidential reports tiiue-limit forniaking representations against adverese remarks.

Sir,

1 am direct to invite a rei’erence to paragraph 12 o f the Punjab Government Instructions 
contained in circular letter No. 2334-ASI-6o/15708, dated the 3rd May, 1960 as amended, -'V/'rfe 
Punjab Govt, u u e r  N o. 5515-ASI-61/25297, dated the 11th July 1961 which reads as follov/s: -

“ Time limit for filling representation against the adverse remarks and the authorities to who
the representations are to be addressed.

(1) 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 thrre monihs from the date of the letter communicating adverse remarks to the 
otficcr/official conrerucd. Government wish to make it clear this time-limit should be
followed rigidly and that tinic-barrtd repeesentations should be rejected. It is dangerous 
to allow officers to go on putting up representations whenever they think the situation is 
favourable to t hem and post jarto  attempts to clean up personal files must be resisted.

(II) The representation against adverse remarks may be addressed direet to the authority 
conveying the adverse remarks.”

As is clear from the above-mentioned instructions, this time-limit of three months for making 
representations against adverse remarks is required to  be followed strictly. Accordingly, if an officer
wants to represnt against adverse remarks, he must do so within this prescribed time-limit and
tim :-barred represntations should be rejected straightaway.

2. Instance have, however, come to the notice o f Government where certain officers, who 
wanted to represent against adverse remarks, could not do so because they were unable to lay 
hands 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 intim ate 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 also he sent within the prescribed time limit of three nionthe; but 
where this is not practicable owing to the circumstances beyond an officer’s control and the authority 
dealing with the 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 ^Drought tQ the notice of all concerned 
for inl'ormation and compliance.

Yours faithfully, 

P.H, VAISHNAY

Peputy Secretary Administration and Political 
fo r  Chief Secretary to Qoverqment, Punjab,



From

To
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NO, 2180-4GSI-66}

The Chief Secretary to Government, Punjab,

All Heads of Departments, The Kegistrar, Punjab,
High Court, Commissioners o f Divisions, District and 
Sessions Judges, Deputy Commissioners, and Sub-Divisional 
Officers (Civil) in the Punjab.

Dated Chandigarh, the 10th May, 1966.

Sir,

I am direct to refer to Punjab Government letter No. 9369-Q-51/1881, 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 
instruction* a Govt, employee is competent to file a memorial to the Governor in respect of matters 
arising out o f such employm nt. The question whether a memorial against advers remarks in the
confidential report o f  Govt, employees is admissible or not has been considered a t length and it
has now been decided that no memorial lies ag-iinst adverse remarks communicated to the 
employee on basis of his confidential report. Accordingly para 2 (1) of th i memorial instructions 
may be amended to read as follows:

These instructions that apply to memorials addressed to the Governor o f Punjab or the 
State Govt, by persons who are, or have been in the Civil service of the Punjab State 
in respect of matters arising out of such em ploym ent; 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 the basis of annual confidential reports.

Yourg faithfully,

(Sd.)...............
Deputy Secretary, General Administration, 
for Chief Secretary to Govt., Punjab.

A copy forwarded to the Financial Commissioners, Punjab and the Administrative Secretaries 
to  G ovt., Punjab for information and necessary actio.i,
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No. 5120-3S-67/

The Chief Secretary to Government, Haryana.
Chandigarh.

1. Ail heads of Departments, the Commissioner, Ambala Division, and
ail Deputy Commissioners and Sub-Divisional Officers (Civil) in Haryana.

2. The Registrar, Punjab and Haryana High Court, and all District and 
Sessions Judges in H aryana.

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 o f Home Affairs, 
letter No. 51/2/67-Ests. (A), dated the 18th August, 1967, with that of its enclosure, for your 
inform ation 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 servicc.

Yours faithfully,
.(Sd.)................

Section Officer (Services). 
for Chief Secretary to Government, Haryana.

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

1. The Financial Commissioner, Haryana.
2. All Administrative Secretaries to Government, Haryana.

Copy Office memo 51/2/67 Ests. (A), dated the 18th August, 1967 from the Uuder Secretary to the 
Goverument of India, Ministry of Home Affairs, New Delhi to all Ministries/Departments etc. of the 
Government of India.

OFFICE MEM ORANDUM  

S u b jec t:—Maintenance of confidential rolls.

The undersigned is directed to state tha t certain doubts have been raised as to the authoritv 
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 periodi
city of the rendition of these reports. ,

It is hereby clarified that the parent departm ent of the Government servant should maintain the 
character rolls of sucti officers and the periodicity of the rendition of confidential reports -sliould conform 
to  the periodicity adopted in his parent department. It will be the responsibility of the parent 
departm ent to obtain the reports of their officers on deputation and maintain them.

In so far as the personnel serving in the Indian Audit and Accounts Department are concerned 
these instructions have been issued after consultation with the C. & A. G.

Copy to the letter N o. 51/2/67—Ests. (1), dated the 18th August, 1967 from 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 ana guidance of the State Government a copy of 
the Ministry of Home Affairs Office Memo. No. 51/2/67-Ests. (A), dated the August, 1967.
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I m  Jr

^nc^x

^TxrT'jrr % ?r'ift f^^nTrreq-^r,
%(I'M'W, ■H*Ĵ>?t, «̂TT
^»Tt STftPFTdr Iv»

= ^ ^ r?  : 23 1969

f^ q f :  fTTri-5rf%^5f ^<<TI I

57?: f<=r# f̂ ct̂ T ^  Eqin tfl'T ^rr ffr^sr |?rr |  f% Î'̂ fsRT r̂.iT^Tft r̂t
^rf'T^; rnqr f̂l'ir ^  5i%fvr ?r»:!TF̂ cwr ?T«tjtt|  i

Jf ?rrq; | ,  ^r^r srfd^jr % sr% ?tt̂  q r^ r f  5r?7f?=Tpw^Err$r?Tr^rlT?fT%'Tmft^q'>ft

% fcf? 'ff3f f3:qt 517m I  ^  ^  I  f$  ? r ^ ^ n t  'ff i m ^
JTin I ,  ?rtT ?T5j I  %  f?r rrr^ ^  f?«rfcr ifT?T^#T,f% ^ 'tf  ,

^'t I f?r ^T ^TIT JT| I  %  ^q^5T ^  ^  JRfT îTlr I ,  ^  wfe ?TT ?>r % ^T ir 5fff- 
srr^ ?rrf ?T, ?r?̂ «Tr % ?rraFf;w 5rr<f<:11-  ̂Tfw ^'4’f fe^fr

^ 4  ?rfr ^'r jrHrffvr g;Fsra | ,  % Frr4 fiT!?iT f?m sjmr t  f̂ T ■a% ^fiifaa’ ^
% fwq 5TiTr7 ^ r f ^ '  I f?rtT jt?  |  ^  ^ r f^

I, t  ?fl-x r̂=sr5 F̂fT srr ^r^en'; a-sTT irf? T^t ^ t !̂?t fc rr eft ft'? %
?T3rar t  ?t^pti |  ^?;frT ^>tt i m :  q-  ̂ f^^r sn-m |  "ifi f trre  Jr f^»#r
5rr#'r |  qr ?̂fir % f^p;3: 5rrcT#??T far̂ n"?: fern ^rr^r I  ?tt7 ?r1'̂  % ^rytff ^tjt qr%
^4=srrfTiTf ^  % sqr^ ^  w f t  i

2. miT % I  w  qw ^  mfcfr grur i

OT-5af% ,̂ ^T n
f%: iT^q ? r f^ , ^rrn'TTT i

srf ̂ ' :—'
f r̂?r sfrr»T?'T̂ , tr^ff^, g'ffl' sr^rw^q' /rpsr^, ^Tqr<irT ^R^rri ;sn l̂r 11



h i

?reqr 6 1 8 6 -3  t^ -6 9 /

s r ^
ifo rm r  i

^ fw o n  % T̂'iifr ff?TTfrrEJT!5T, ?rrfRT, 
cT̂sTT ?rfsrfrTfr i

=^#t»Tf, 10 1969 1

: jftT^rir fTTts— ^srfrT^ iCs

JTif g?rSTi=r 'TPoT^ ?r«irT 2334-q-tT€-i-e0/i57 08, f^ T fT 3 » ri
1960 iT ?T|^9fT % TTT 11 ^  ?fK ŜTr̂ T cT«Tr =FT |? n  |  %  %

6'TH if rr^  TTW% Wn |  f ̂ nr H qg ^ftrT TT£fT STT ft. fTifti ^  sp«I  ̂^?T9PT ^
f^nr I  I iffix ij- 5̂ ^ |5ff I  f^  if^T ? Ifm  JfwT «TT f^ T  ?T»T̂  rfSTT f^ T  ?fmR ^1 ijU=̂ cq-

^ <̂nm m  i I
^  3TTIT ^'pfT ?T? ?T?Tra' m'TFTTSTfT̂  cr̂ sfT |  I f?T f ' T T  ^tT fori |

f% ^TITTft ^?r t̂̂ ST Jf f^^T r̂rasiT'fl ^r%T i^T 3Ti? %JTT ^Ftf
w  5'TT  ̂ 4\ ?̂T?Tq: riTiur^: « irm  ?r*Trcf r̂iTsrT̂ TfficJT̂  ^ i q - ^  '»inft ^tnri

2. iTlT n ?f;T̂ T£r |  %  7  in'? % T̂»T T | ?T^ %
sqr^ Jf mn^5t^ % Th ’t ?rrn; i

?nTOftoiTT«TT>0
?T?TJT̂  ? f f^ ,  (WRFT) 

fT% ; 1T̂>T ?rf'^^, ^TqT«n I

tr^  r̂ffT fiTrT̂ r?TpI=f ^  % fsTir iff 5ft ̂ Fcft |  :—

fffirrr^ , tt^ r , ^nrT''TT i ?rwt 5r!?rw^?T f̂'TJTTWT ?m;TT i
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?rf=^, 5POTT’»rr ^nsrrT 1

i ( i ) % ?r«ft ft:m>nE!T«r,
?TRT^T TTo^, ^«n ?r<ft ?fri.

( ii) -cf̂ T̂ fR, OTT f fw q r  ^3^ q̂r̂ rr̂ nr «̂rr ^fwmr % ?t«tt ?cr 1

3/8 1971 I

fCTtt— ^«TTt % f=(w cR' i

3̂T f?r^?r ffirr I  ftr #  sttt ^  farwzr t ?: ^ w w r  % 'r f rw  e i s e - s w -
69 f^iTt^ 10 1 969 5Pt m r  iT̂  ^«n 5fm I
’T9r Jr 55TT-(t ^  % WTgRR ^  #i%3f % eiJT̂ T tiTTtr |  fiT^ T̂ (srRl^gr

?fRr#̂ ?ff ^) JTirfsr^Tifr ^ irresponsible ^  I’eckless 'tt.
m ala fide ^  a llegation s ?r>rr| ^mft |  ?nT% ^ ’̂ ^i?rfsRrr'  ̂ i k f  ’ft^q- f r ^ f  t  ^  
5rf^ ^  ^4 ;ff % if WrfsTT m fw ff  % w  1 1

?TT^T Tf?fr;(3T % | l  f ’T̂ fiT f̂ JTT JpTT |  iTtf% ?W %
f^fT spTJTsrr̂ t ^  '̂■qr ^#f3er ^ iH fft/?rFw Tft ^  ^  spt irr^ (1 ^  ^  t ^  srfcr

jpiT^rrft/^rrsj^rTlr ^  r̂ ^  ^rr^) jtt ^rijTrrgffpp ^  1 i?r1%nT??r
^  'TT 3fr̂  ^ r  I  ^<T^fTq'f/?rfa'^f l̂f "̂t
gr^sTPfy ?T?nfy I

2. ?TFT  ̂ ?n|ftsr I  f% JT t̂tt % f̂ FFOT if 
% f%rr rTT>r stT't |

^  ? r f^ ;  TT5prffRi 
l>̂  : yf^q, ? r ^ r  1

irFa' OTRf^rrgcT ^  | :—

Tnr^, ffw'TT ^  ffw'JiT % ?r^ srTTT q̂- ?rf^ 1



T o

All Heads o f Departments,
Commissioners of Divisions,
All Deputy Commissioners and 
Sub-Divisional Officers o f 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 officer’s 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 o f the clear instructions on this subject, it has been noticed that lapses in this 
respect on the part of authorities responsible for maintaining the annual confidential reports have only 
beeii too many. Such lack of action nullifies the very purpose of maintaimng the confidential record. 
Government feel much concerned about the inaction of competent authorities at various levels in this 
connection and in order to ensure that necessary action is taken bv them in future, it has been decide 
that a  certificate as indicated below should be furnished by all Heads of Ofiices, Heads of Dtpavtments 
and administrative Secretaries by the end of June each year;

“Certified that A. C. R*. 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.”

Tliis certificate shall be submitted by the Heads of Offices to the Heads of Departments by the 
Heads 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 v/hich should be conveyed, shall be taken serious note 
of in future.

Tlie receipt o f this letter may kindly be acknowledged.

Yours faithfully,

Sd/—
Deputy Secretary Political Sc Services,
Chief Secretary to Government, Haryana.
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No. 5990—3S-73/10832
From

The Chief Secretary to Government, Haryana.
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1. T̂zfTOTT % 5ET̂  r^tTRTEir^, STPIsRT 3Tr?MT 5r«rr
f̂ T̂TT ^lift ^arqr^w cT«rr a r fe ^ f t  i

2. TfsTfflT, tfSTR cT«n- ffTJimr fJTTZT̂ ir «̂TT 
?fT2TTDii % ?nft f5 i^  5T«rr -^rpigt?! i

8 3T^n^, 1 9 7 4

: -  ^rf%fr Jf srfFT̂ r̂ 55,-ffT
'TT fsr^rTlr % ntr n  ^?r t t  fHC[

irtr f^Z T  ^  ^opT I

»r>T^t?l f ^ > j f  ?TJTf%^ ff?rq^ 'f% 7T T  lO (5^) «̂TT 13  ( 1 ) ( ? t )  if q-§ JT̂TT |

^ f^ ip  ^>nftJT fr 'ft?  if gr^f^srcr srftr^R t ■̂?;7a' fir=T  ̂ ^  =?Tf|Q; ?t«tt

f̂ ÊTTT ®t^?t ^r% tT̂ r srfii ^  'T f̂t t  v i \  srinTf ^rf^n; 1 T̂ r '3??;=̂ %
^«fT 3T^ ^ r  TTTJTm 'T?:ffr'^<T r̂iTiT '^fTar'tfsnff % m s jR  'tt R f^ ri ^  JT?q'T̂ ;5T it sttt jt?  T f sm f  

t  f% 'Tar T ft ^ft sr% ^^ Hi o^^^ f ^ r  >Trr |  ^in
I  zrr I

2. ^ tTT %m |  ?r>?: irf fq̂ itzT f^irr |  f̂r f^^v: snr?:,
JTf? 3fffl-#?^ sTT'̂  f t  ?rr ^  fsr^aR r^^  ^ t% tt f^qr ^ntr ft?

fe r t^ ------------------ 5rrF?3-|” ?ftT ^  tt 't^r?TTft ^rrircft tfi?r§r f^pp (qf?
VT l^in^ntT) ^  ^  T ^ q T ^ f ^ i n  ’intr 1 qf? ^rfd^^r ^  '^?t?tt f^rJTT^Rrr |  ^ c l '

cTm irf^^sr f tq t t  % f t  fe: 1 5r r̂-< ^ q -^ r |t  ^  f^ ^ r i  % JT^ent f̂r r«frfT€t
% e i t r  Sr q f t f^nf?r 3TT ■'JTTC.’ft I frtnrr 1

f t  ; ip ir 5Eif%̂ , fftqm T  w m x  1 

srfir r?^rJT w i cr«jT ifTJriwr % ?r^'t ^«tt hpN t̂

| i



To

All Heads of Departments Commissioner of Divisions.AIl Deputy Commissioner!
and Sub-Divisional Officers of H aryana.
Dated Chandigarh, the 1st May, 1975

Subject:—Conveying o f adverse remarks.

Sir,

l a m  di reeled to refer to the Haryana Government circular latter No. 5990-3S-73/I0852, dated 
the 7th Mav, 1974 on the Subject noted above in w h i c h  i t  was again emphasised that t h e  adverse re
m arks wherever recorded in t t i e a n r i a i l  C D a f i i e i c i a l  reports should b^ conveyed promptly as failure to 
convey such remarks nullifies t h e  very purpose of maintaining the annual confidential record.

2. Despite repeated instructions, instances have come to  the notice of the Government wher* 
in adverse remarks given in the e nrlier confident iai report were not conveyed to the persons concerned. 
Some Departm ents have also been seeking the advice of the Government when questions regarding 
promotion, crossing o f efficiency bar or retention in Government service beyond the age of 50/55 years 
of the employees arise, asking whether the uncommunicated adverse remarks appearing in the earlier 
confidential reports could be communicated to the officer/official concerned a t a belated stage.

The Government has carel'ully considered the whole matter and has decided that it would not be 
proper to convey very old adverse remarks appearing in the earlier reports as it would put the concer
ned ol'ftcer/official at undue disadvantigc in the m atter of submission of representations. It has, there
fore, been decided that the uncotnnuinicattd advers remarks appearing in reports earlier than for the year 
1971-72 should not be conveyed now and that the uncommunicated adverse remarks should not betaken 
into consideration when cases for promotion, crossing of efficiency bay and retention in seavice bt yond 
the age of 50/55 years are decided. However, adver.«e remarks, if any, appearing in the annual con
fidential reports for the years 1971-72 1972-7,1, and 1973-74 which have not been convcyed so far 
should be conveyed to the officer/official concerned immediately. It is again requested that you 
shouldkindly ensure that adver remarks given in the annual confidential reports for the year 1971-72 and 
onwards are conveyed promply. Infuture any laps on the part of the competent authorhy in the matter 
o f conveying to the ofilcer/official concerned adverse remarks which shoulo have been conveyed will be 
viewed seriously.

4, In order to ensure th a t the action in conveying the adverse remarks is taken invariably and 
tha t no lapse lakes place, you should kindly nominate an officer in your Department for this work and 
his dessgnai ion should be intimated to the Chief Secretary to Government in the Service Department. 
This officer shallfurnish a certificate to the concerned authority as indicated in para 2 of the letter 
dated the 7th May, 1974 referred to above a t the end of June each year (in the case of Education De
partment a t  the end of October each year) that adverse remarks given in the A.C.R.’s maintained in 
that D epartm ent have been communicated to the officer/official concerned.

2 0 l

No. 953-3S-75/

From

The Chief Secretary to Government, Haryana.

5. Receipt o f this letrer may kindly be acknowledged.

Yours faithfully

Sd/-
Deputy Secretary, Political & Services, 

for Chief Secretary to Government, Haryana.

A copy is farwarded to the Financial Commissioner, Haryana and all Administrative Secretaries 
to Government, Haryana for information and necessary action.



To
(1) All Heads o f Departments,

Commissioner Ambala/Hissar Divisions,
All Deputy Commissioners and
All Sub-Divisional Officer 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 Haryana Govt. letter No. 8367-3S-71/36929, dated 23-12-71 vide 
which explantory note (iii) below paragraph 8 to the consolidated initructions regarding Confidential 
Reports was added as under :—

"A n Officer who has retired from service will not be competent to record remarks in the 
confidential reports of ofi^cers/subordina tes 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, ihe matter has been examined and it has now been 
decided th a t the comments of the reporting officer who has retired after recording his ren’.arks 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 expendiency of such a course of action and other 
relevant circumstances should no doubt be considered. I am, therefore, to request that tie  decision 
of the Govenment may kindly be brought to the notice o f all conceaned for further necessary 
action.

Yours faithftilly,

Joint Secretary General Administration, 
for Chief Secretary to  Government H aryana.
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No. 60/12/82-8(1)

From

The Chief Secretary to Government, Haryana.

A copy each is forwarded for inform ation and necessary action to 

Ail the Financial Commissioners, H aryana and 

All Administrative Secretaries to Govt. Haryana.



PART V
CONFIRMATION OF GOVT. EMPLOYEES





Subject :—Procedure to be followed in cancelling the erroneous confirmation o f Junior Officers.

I am directed to address you on the subject cited above and to say that there mat be instances of 
some competent authorities having issued orders confirming temporary or officiating employees in perma
nent pQSts even though the employees concerned were not qualified in all respects for such confirmation 
under the relevant statutory rules, executive orders or acministrative instructions. In all such cases 
the confirmation so made would have the efTect of withholding or postponing confirmation of other emp
loyees, who may be otherwise quallfiL’d in all respects for confirmation. Government take serious notice 
o f such erroneous orders of confirmation which need to be regularized without dealay. It is, however, felt 
that there being no dear instructions issued on the subject so far, authorities concerned, might be con
fronted with procedural difficulties in cancelling the orders already passed even though erroneously,

2. After careful consideration of the whole matter it has beendecided on the analogy of instructions 
issued by the Oovernment of India in the Ministry o f Home Affairs, that the following procedure should 
be observed in cancelling the erroneous orders o f confirmation

(1) An order of confirmation which is clearly contrary to the relevant statutory rules may be 
canct’llfcd by the competent authority straightaway; for.

Where the order of confirmation was ab initio void as it was ultra vires of the relevant rules and 
canellation of the order would be justified on the ground that there was no valid subsisting order at all and 
the act of cancellation is a mere formality. I'hc effect of cancellation would be to put the employees 
concerned in a position of never having been confirmed.

(2) An order of confiimation which is contrary to executive orders or administiative instructions 
may be cancelled by the competent authority, if such erroneous order of confirmation has operatrd to the 
prejuilice o f some identifiable person who would otiu-rvvise have been confirmed if the orders had been 
corrcctly applied (or.

Where the order of cancellation would be just and equitable as the confirmation o f the employee 
concerned, operates unfarily to the deteriraent of another employees who would have otherwise been 
confirnud. Such cancellation will not have the effect o f doing any injustice to the employee whose 
confirmation is cancelled since he was under the executive order or administrative instructions in force 
not entitled to confirmation.

3. The question of the applicability of Article 311 of the Constitution of India to such cases is 
not free from doubt. It is, however, saver to comply with these pr visions. In a case of this nature, the 
provisions o f Article 311 can be complied with by coming to a conclusion and then communicating the 
conclusion and documents etc. to the officer and asking him to show cause why he should not be de- 
confirmcd or the orders of his confirmation should not be cancelled. The competent aiuhority would, 
if the ofiicer so desires have to hear him and let him place any material he may like before it. The 
Government o f  India have also observed that before dcconfirming persons in such cases a notice to show 
cause should be given to them in consonuance with the principles o f natural justice.

4. I am to request fthat the above instructions may please be brought to the notice • of all con
cerned for strict compliance.

5. The receipt of this letter may please be acknowledged.
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Copy of letter No. 10405—4GS-62/30948, dated the 24th September 1962 from Sirdar Gyan Singh Kahloil,
I.C.S., Chief Secretary to Government, Punjab, to all Heads of Dapartments, etc. etc.



Subject :—Efficiency Bars.

Sir,

I am directed to point out that doubt had arisen as to the policy to be followed in deciding the 
question of allowing a Government servants to cross the efficiency bar when he is subject to an enquiry or 
some other departmental proceedings. The point a t issue was whether at the time o f examining the 
question o f allowing an officer/official to cross the efficiency bar :

(a) his conduct and record upto the date on which he was due to cross the bar should be kept
in view.

(b) whether subsequent developments are also to be taken into account.

2. The question has been considered and it has been decided that in a case where the question of 
crossing the efficiency bar has not been decided before the due date the decision on i t  should be based on 
consideration o f the officer/official’s record and conduct up to the date on which the crossing of the efficien- 
bar became due. It may be added that allowing the officer to cross the efficiency bar withc|ffect from the 
cy due date, notwithdstanding his subsequent conduct, will not have any effect on the punishment 
which may have to be awarded to him for any misconduct after the date from which he is allowed to cross 
t h e  b a r .  i t  w o u l d . ,  h o w e v e r ,  b e  a d v i s a b l e  l o  i n f o r m  t h e  o f f i c e r  a t  t h e  t i m e  w h e n  he i s  a l l o w e d  l o  c r o s s  the 
efficiency bar, should be the decision, that the fact that he has been allowed to cross the bar is independant 
of the action which may be taken against him on the basis of disciplinary proceedings.

3. The analogy of this decision will not ipso fasto apply to cases o f confirmation or promotions. 
In such a case, where an officer/official is due for confirmation or promotion from a particular date, his 
work and conduct subsequent to that date and prior to the date of decision may also for good reasons, 
constitute an important relevant factor in deciding or deferring the matter.
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Copy of Punjab Government Circular letter No. 4091-ASII-60/20S36, dated 8tb June, 1960 from the Chief
Secretary to Government Punjab to all Heads of Departments, etc. etc.

Copy of Punjab Government Circular letter No. 8372-3GS(II)-65/34785, dated 19th October, 1965, from 
the Chief Secretary to Government, Punjab, to all Heads of Departments etc. etc.

Subject :—Confirmation of Government Servants.

I am directed to address you on the subject noted above and to say that it has been brought to the 
notice of Government that whenever decisions for the conversion of temporary posts/Departments into 
permanent ones are taken, no action is sometimes taken to confirm the officials concerned against these 
posts. It is essential that officials are confirmed as soon as permanent posts become available. I am, 
therefore, request you to ensure that in future immediate steps are taken in this respect so that unnecessary 
hardship is not caused to  the officials concerned,

2. These instructions may be broujght to the notice of the all Government Servants concerned 
under your control for information and strict compliance.
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Copy cf U.O. No. 9875-CGS-63, dated 21 s( A«|csf, 1963, A(ii! Chief Sccrefary te CoveiiinKiit, Punjab fo 
all Administrative Secretaries to Govercineiit , Pupjtb.

Subject :—Classification of pcsts/services.

The following are the broad criteria which are observed for the declaration o f posts/services as Class I 
or Class II ;—

(a) Class I/posts/services.—All Gazetted posts the maximum of which exceeds Rs. 1,000.

(b) Class I (Junior) posts/services.—This is a Class in existence peculiar to Punjab and, at 
present, Engineers in the P.W.D. in the time scale of Rs. 375-925 are so classified , while 
the existing category may continue, no new posts may be added to it.

(c) Class II posts/Services.—All other gazetted posts the maximum of which is Rs. 550 or 
above but does not cxcecd Rs. 1,000.

These are only general considerations and are not intended to apply automatically to any existing 
o r  new pcsts/services. The Administrative Departments may keep in view the above criteria while re
commending classiacation o f posts/services to  this Department, or framing service rules.

WT ;—

(1 )  i

( 2 ) srwrmsryji ? r f^ ,

'TT % ami- 9 8 7 5 -6  ^ :  21-8-63
I )  1̂: EiTr?r ^  i

2 . ^  if I  r̂ ^  %
fHTT ^  1000/- ^  ^  ?f>TrT f fra lfw  'Ft f t  |  7? !  % ^

^  3T5T̂ foTcT I ,  if g w T  ^

% q^rcT |  I t  m  %'ift ^  ^  fsin
% ^  1100/ -  ITT sreWtspWr

^  JT|f f w  ?r%»n w  arwTT 
Sf ffTit^T WTPnr T̂«rr g-wt sriirr^ ^  ^  fwir 1

|f̂ TTT®rr g w r  1

Wm; 7 0 0 6 -2  '̂t: t^?r-l-72, i 1972



f̂ TT :—
(1 ) f^R*RT |forr<JiT g w R ,
( 2) - ?pffr srifTTH^ t f w n r

TT H^^cr ?p;^T’; % 3T5TT 9 8 7 5 -6  irg-:-63, 2 1 -8 -6 3  (STf^
3fray I )  % t r ( ^ )  m r  ffTJTFTT % 3T?rT-^t^ 7006-2  'J.g-: 1- 72, 1

1972 Jr snft ^  ^  ?fn  ^  fq ’i ?

2 . ^qTt^fr 3T^: m  Jf ^  % f^rr ?H;ht 550/-
^ 7$  I  ^  arfg^ l  .q7:?5 1 o o o / - - % ^??ft nft |  ?tTt q- t̂ % q-f^c^ftfer % ^rror 

?rq r̂?rcT | t  n f  | ,  ^  1 ??r Jf mMK
^  i% m r a 'T f  .fT'iT!? f̂ p̂ T =|Tf; srsr f ^  'T  ̂ ^  f t  ^

^  wtiff 70 0/  trfEr^ 'T^fg 1100/ -  ^  It fW t 1 i^r f t^ ir
% 3pjmT q^t ^  Tautoniaticaliy i^ o r V il ^?tf^ f w  an ?r%»rr ^ 5 ^  w  ?ntrR q x  sic^^  

5T?^^ % ^  f?r ^  Jr ftnjfq f w  ^rmm ct«tt r̂̂ fV ??r f%m»r f^ ’sn^rn
f ^ q :  % I

¥ ^ l —

Jfm  ?rf^^, ifWTwr ? iw ^  1 

?T^ ? 9 r m ^  g f ^ ,  ffrzrrtjn ? n ^ T  1

3rm: 3 0 4 2 -2  ^ :  1 - 7 3  f?5TT̂  =^>T? 26 *Tf, 1973

No. 31-10-78-2GSI.

From
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To

The Chief Secretary to Government, Haryana.

(i) All Heads of Departments,
Commissioners, Ambala and Hissar Divisions,
All Deputy Commissioners, Sub Divisional Oflicers 
(Civil) in (he State of Haryana,

(ii) The Registrar,
Punjab and Haryana High Court,
Chandigarh.

Dated Chandigarh, the 2nd March, 1982.

Subject .•—Classification o f Offices under Haryana Government.

Sir,
I am directed to  refer to the subject noted above and to state that the m atter regarding clasification 

of offices under Hafyana Government has been considered and it has been decided that classification of the 
offices i.e. ‘A’ class Office and ‘B’ Class Office in the State o f Haryana, be abolished.

2. These instructions shall be effective from 17-2-82.
Yours faithfully,

Sd.f—
U nder Secretary, General Administration, 

fo r  Chief Secretary to  Government, Haryana.
A copy each is forwarded to  : —
The Financial Commissioner, Revenue, Haryana. All Administrative Secretaries to Gov?rnmei}t 

Haryana,



From

To

2 i i

No. 31/10/78-2GS-I,

The Chief Secretary to Government, Haryana.

All Heads of Departments,
Commissioners, Ambala and Hissar Divisions, and
All Deputy Commissioners in Haryana State.

Dated Chandigarh the I 5th June, 1982,

Subject .-—Classification of offices under Haryana Government.

Sir,

I am directed to invite your attention to the Haryana Government Circular letter No. 31-10-78- 
2GS1, dated 2-3-1982 on the subject noted above and to clarify that with the abolition of the classification 
o f  offices in Haryana State, the nomenclature or the status of the various posts does not change. As a 
result of recommendations of the Pay Commission and the Revised Scales of pay Rules, 1980 issued there
under, the distinction in the scales of pay of ‘A’ or ‘B’ Class offices in respect of general category of posts 
had been reooved with effect from 1-4-1979. There would be neither loss nor gain to any Government 
Servant as a consequence of aboVition of the said classification,

YoUrs faithfully,

Sd./—
Under Secretary, General Administration, 

fo r  Chief Secretary to Qovernment, Haryana.

A copy each is forwarded to :—

The Financial Commissioner, Revenue, H aryana.. All Administrative Secretaries to Govt. 
Haryana.



Subject . -  Conversion of temporary posts/departments into permanent ones—General Policy relating tô

Ever since the last World War there has been a huge expansion in the temporary staffs employed 
by Government. Tliis process has been further accelerated since Independence, when apart from the 
Reliabilitation problem which required special and at times gigantic organisation, the State has been 
interesting itself in bigger and bigger programmes of development and many special projects. The result is 
that today a large number of employees are employed on a teinporary basis. This situation naturally 
is the cause of pratssure on the part of the employees to have their posts made permanent and occasions 
marked difference of opinion between Administration and Finance. Therefore, there is need to get the 
matter on to a firm policy footing. On the other hand, Government’s long-term need for particular posts 
must depend on the duties of these posts and the future programmes connected with the particular type of 
experience involved. Any rigid policy may well mean th a t) Government commits itself to  carrying 
large staffs some of which it may, in fact, not require.

2. In these circumstances, whereas a fairly well defined policy is desirable, it is also believed 
that it must provide some degree of safeguard to meet with particular unsual cir cumstances. Instead 
of piecemeal cases coming up to Government with regard to making staffs of particular departmeets perma
nent, the following general procedure has been decided upon ;—

A. Temporary posts in permanent Departments.

3. (1) There should be a review with regard to all posts which have existed for three years or over, 
every year between the months of May—^July when there is relatively less pressure of Budget work. The 
Administrative Secretary will make a list of temporary posts which have existed for three years and send 
proposals for their permanance by theend  of May to the Chief Secretary who may depute one of his Deputy 
Secretaries to deal with these cases. The proposals will then be processed through a Committee of officers 
comprising the senior Financial Commissioner as Chairman, the Chief Secretary, the Planning Secretary 
the Finance Secretary and the Secretary of the Administrative Department concerned. This Committee 
will meet during June according to the needs o f the situation. The Deputy Secretary concerned will act as 
Secretary of this Committee. Where technical posts are involved, the Secretary of the Administrative 
Department will be at liberty to  get the assistance and presence of such technical officers as the wishes. 
Tliis Committee o f ofBccrs w illafter discussion make recommendations as to which posts should be made 
permanent. These recommendations will then be put up to the Council of Ministers during the July for 
final decision.

(2) Where a post has existed for five years or more the general practice will be that these posts 
should be made permanent automatically. The Administrative Secretary concerned would, therefore, take 
necessary action in consultation with the Finance Department. In order, however, to provide some safe 
guard where the Finance Department specificalky objects to making posts permanent, the matter
should be referred to the same Committee as is mentioned at (I) above, through the Chief Secretary to
Government, Punjab by the end of May each year. The Committee will again make suitable recommend
ations to the Cabinet whose decisions will be final

B.— Temporary Departments

4 In these departments all posts will be temporary unless the Government has specifically made 
certain posts pernianenl, as has been done in the Civil Supplies and Rehabilitation Departments. The 
problem of temporary departments is much more dilficult then that of merely temporary posts, since it is 
debatable whether the whole activity in which the department is involved is to continue or not. Here 
also, the following procedure lias been provided for review :—

(1) The same Committee of officers as has been mentioned above should review the position 
of all temporary departments which have been in existance for five years or above and 
shou'd make appropriate recommendations to the Cabinet whose decision would be final. 
The Administrative Department will intiate this review by the end of May, each year with 
justification as to making the organisation ‘permanent or a part of it permanent.

(2) Where a temportiry organisation has existed for ten years or above it should automatically 
be made permanent Here again, however, where the Finance Department has special 
reasons against following this practice in regard to a particular organisation, the matter 
should be considered by the Committee o f officers at the initiative o f the Finance Depart
ment, who will send its proposal by the end of May each year and appropriate recommenda
tions made to the Cabinet whose decisions would be final.
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To enable the Finance Department to send up its proposal in time, the Departmeilts should, 
on demand by the Finance Departments, make available to the Finance Department a 
detailed note giving the history o f the Department eversince its inception and a justification 
for its being made perm antnt.

5, The above arrangements represent and ad hoc solution which is not too grave in risks to Govern
ment and at the same time would offer reasonable chances of long-teim security to employees. The recent 
decision o f Government, following the recommendation of the Pay Commission, that all temporary service 
followed by confirmation should be counted towards pension will certainly help employees, as one of the 
difficulties previously was that temporary sercvice counted to wards pension only to the extent of 50% 
The new rules plus the arrangements mentioned above would substantially meet the employees needs and 
dem ands

6 As these arrangements provide for review during May—July each year, they will not interfere 
with current practice in regard to posts suggested for permanance th o u g h  the Budget 1962-63. The 
usual procedure will apply to such cases
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Copy of letter No.7[6966-l-GS-69/29002, dated the 13th November, 1969, from the Chief Secretary to 
Government , Haryana, to All Heads of Departments, Commissioner, Ambala Division, Ambala. All 
Deputy Commissioners and Sub-Divisional Officers (Civil) in Haryana.

Subject C onverrion of temporary posts into permanent ones.

1 am directed to refer to the subject noted above and to state that in the wake of Re-organisation 
of composite Punjab a large number of temporary posts were allocated to Haryana and moreover owing 
primarily to rapid development in the State numerous temporary posts have had to be created in various 
Departments to cope with the additional work The result is that the numner of temporary posts is dis
proportionately large and it has become necessary to take spccial measures to overcome the difiBculty 
The question has accordingly been considered in detail and it has been decided as follows :—

(i) Temporary posts which were in existence in permanent Departments on 1-4-1968 and the 
work of which is of a continuing nature should be made permanent by the Administrative 
Departments after obtaining formal Concurrence from the Finance Departments;

(ii) temporary posts which were created in permanent Departments between 1-4-1968 and
1-11-196 9 and the work o f which is of a continuing nature should be reviewed by the 
Standing Committee (constituted vide Government letter No. 13531-1GSI-61, dated 
20-11-1961 (copy enclosed) in January, 1970 for conversion into permanent ones. The 
procedure to be followed by this Committee will be the same as indicated in the said letter 
dated 20-11-1961,

(iii) posts in ternporary Departmeats will also be reviewed according to the procedure and 
subject to the condition laid down in the letter dated 20-11-1951 for the conversion o f 
temporary posts into permanent ones.

2] You are therefore, requested to take action as indicated above to refer the cases in question(i) 
to  the Finance Department and(ii) to the standing Committee(in the prescribed proforma) by 15-12-1969 
without fail s j  tliat action in the matter is completed in January next, it may be added that as the standing 
Committee will be reviewing temporary posts created between 1-4-1968 and 1-11-1969 fresh proposals will 
be necessary in all cases, and it will not be possible to take into account any ‘proposals that have been 
sent earlier.

Copy of U.O. endorsement No. 6966-1-GD-69, of even date and from the same officer.

A copy each with a copy o f enclosures is forwarded for information and necessary action to ; —

(i) The Financial Commissioner, Revenue, Haryana, Chandigarh.

(ii) All the Administrative Secretaries to Government, Haryana.

Copy o f endorsement No. 6966-I-GS-69/29003, of even date and from the same officer.

A copy each with a copy of enclosures is forwarded to the (i) Accountant General, Haryana, 
Simla, and (ii) Deputy Accountant General, Haryana, Kothi No. 5, Sector- 2-A, Chandigarh, for in 
formation.
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From

To

The Chief Secretary to Government, Haryana,

215

No. 6817-2GS-I-76/28957.

1. All Heads o f Departments, Commissioner Ambala and
Hissar Divisions, All Deputy Commissioner and aJl D istrict 
Sub Divisional Offlcers in Haryana.

2. The Registrar,
Punjab and Haryana High Court and all District &
Sessions J  udges in Haryana.

Dated Clundigarh, the 29(h October, 1976.

Subject :—Conversion of temporary posts into permanent ones.

Sir,

In continuation o f Haryana Government letter No. 6966-2GS-I-69-29001, dated the I 3(h Ncvem- 
mber, 1969, on the sub rule noted above, lam  directed to say that (he matter registering conversion of 
temporary posts into permanent ones has been further considered and it has been decidcd as under :—

1. Temporary posts which have been in existence in permanent Departments for five years or 
more and th work of which is o f a continuing nature should be made permanent by the 
Administrative Department after obtaining formal concurrence of thd Financc Department.

2. Temporary pc'sts in pe rmanent Department which have been in exsistence for three years or 
more but for less (lian live years and the work of w hich is o f a continuing nature should 
be reviewed by the Standing Committee aci^ording to the procedure laid dcwn in compcsite 
Punjab Government l ( .0  No 1 356I-IGS-6I, dated (he 20th November, 1961.

3. Posts in temporary Departments will also be review'ed by the Standing Committee according 
to the procedure laid down in  composite Punjab G o v e rn m e n t letter No. 13561-lGS-61, 
dated the 20th November, 1961.

2, It is, therefore, n'quesled that the proposals regarding conversion of temporary posts, in 
future, should be sent to the Chief Secretary to Government, Haryana (in General Services 1 Hrancb) in 
acicoidance with the procedure laid down above and the instructions dated 13th November, 1969, should 
he considered to have been modified to this extent.

Yours faithfully,

S d . l^
Deputy Secretary, (Jeneral Administration, 

for  Chief Secretary to Government, Haryana.

A copy is forwarded for information and necessaiy action to  :—■

The Financial Commissioner, Haryana. All Administrative Secretaries to Government Haryana.





PART Vll
DECEASED EMPLOYEES CONCESSION 

TO FAMILY MEMBERS





Subject :—Ex-gratia grants and other facilities for families of Government employees who die while in service. 

Sir,
I am  directed to  say tha t the question o f allowing ap propriate ex-gratia grants and other facilities 

to the families of Government employees who die while in service has been under consideration with 
.Government for some-time past and the following decisions have now been taken about the general policy 
t o be followed in that regard. The policy will, however, be o f general application and if any case or 
cases are attended with very unsual or exceptional circumstances these will need to  be considered separately 
on their merits. For instance, the quentum o f the grant may be varied if the financial position of the 
family is exceptionally unsatisfactory or is exceptionally favourable. Again, the record o f the deceased 
employee would not as a rule be o f particular relevance, but notice would have to  be taken of it if the 
record is exceedingly adverse, say in the m atter of integrity. Subject to this, grants, etc. will be as indicated 
below ;—

(a) Ad-hoc Ex-Gratia grants.

The ex-gratia gr.ant to be given to the family o f the deceased employee will be equivalent to 
ten (10) times the last monthly emoluments drawn by him subject to a minimum of Rs. 5,000/
and a maximum of Rs. 1 5,000/-. The grant will normally be given for assistitig the members 
of the family resettling themselves and only in very hard cases for purposes like marriage of 
the children.

(b) Free Medical Aid

Free medical aid will be given to the fa mity on ttve sa me basis a s to pensioners except that 
facility will also be extended to minor children of the employee.

'  (c) Free Educational Facilities,

Free educational facilities will be provided to all children of the deceased employee for educa* 
tion up to the degree level.

(d) Accommodation.

In case where the deceased employee was in possession of Government accommodation, his 
family will be allowed to retain the accommodation for one year after his death, the rate of 
the rent being the same as was applicable to the employee at the time of his death. In other 
cases the house rent allowance admissible to the deceased employee will continue to be given 
to the family for one year after his death.

(e) Employment

One or more members of the family o f  the deceased employee will be considered for absorption 
in Government service, the relevant rules being relaxed if necessary and feasible.

(f) Waiving o f recovery of loans.

Any general concession by way o f waiving recovery of loans drawn by the deceased employee 
(e.g. for house building) will not be allowed but each case will be considered by the D epart
ment 'concerned on its merits.

2, As regards the procedure for granting these facilities it has been decided that the necessary 
information in regard to the deceased employee and his family should be obtained from his family as in the 

; enclosed proforma. Thereafter the Administiative Department concerned should examine the case and 
i submit it to the Chief Minister through Chief Secretary (in General Service Branch) alongwith its recom

mendations. The ex-gratia grants will be met out o f the provision under “ 7I-Misc-K-36-Misc. and U n
foreseen Charges-ex-gratia grant to the heirs of Government employees.” The Drawing and Disbursing 
Officer in respect of this head will be the Under Secretary to Government, Haryana, Political Department.

3. li may be added that the basic objective is that an assistance in such cases is needed urgently, 
it should be piovided with the minimum loss o f time. It is, therefore, ossc-ntial that each such case should 
be dealt with most expeditiously at all stages and no delay is allowed to cccur. In particular if sanction 
of certain items must take some time because of the need for examination etc., the other items e.g. sanction 
of the ex-gratia grant should not be held up on that account and instead should be allowed separately.
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(English version of the subject matter of letter No. 646-3GSII-7I/4738 dated 25th February, 1971).

Subject :—Ex-gratia Grants and other facilities for families of Government emoloyees who die In service.

Sir,
I am directed to refer to Haryana Government letter No. 9054-4GS-70/32230, dated the 22nd 

December,'il970onthe subject noted above and to say that the question regarding the date from which the 
instructions contained in it should take effect has been considered by the State Government and it has been 
decided that the said instructions should be brought into effect with effect from 1-1-1970. So far as cases, 
if any, which date from before 1 -1-1970, are concerned those should be considered individually on merits and 
decided accordingly.

2. It is requested that the receipt o f this letter may kindly be acknowledged.



English version of circular letter No. 3442-3GSII-7t/19169, dated 13th July, 1971. 

Subject ;—Ex-gratia grants and other facilities for families of Government employees who die while in service.

I am directed to  invite attention to the Haryana Government circular letter No. 905 4-4GS-70/32230, 
dated the 22nd December, 1970, on the subject noted above in which it was indicated inter-alia that one 
o r more members o f the family o f the deceased employee would be considered for a absorption in Govt, 
service, the relevant rules being relaxed, if necessary and feasible. In this connection the qutstion as to 
the general policy to be followed in this behalf and the extent to which the rules should be relaxed has been 
considered by the St te Go ernment and it has been decided to make it clear that it is not the intention to 
provide employment to the dependents of deceased Government employees as a matter of cource. Instead 
each individual case should be examined carefully and employment, which should be confined to class III 
and Class IV posts, should be provided only if  it is justified inorder to avoid exceptional hardship an not 
otherwise, fj

2. In the m atter o f  relaxation o f rules etc. relaxation'will bc'necessary in respect of the condition 
th  t  appointment should be made after reference to the Employment Exchange or the recr mnienda tion 
o f the Services (Selection Board, As to relaxation in the m atter of age, educations etc., thin treilerion 
should bo that relaxation should be considered only to the extent that the work of the post question will 
not bo adversely alfected and the person concerned will be able to undertake the work satisfactoiily. Ke- 
coramondations in tho regard should be formulated after due consideration and reference thereafter be 
made to theChief Secretary (in General Services II Branch) which office will then process tlie ease further

3. It is requested that receipt of this communication may please be acknowledged,

English Version of subject matter of circular letter No. 4066-3GSII-71/22959, dated 29th July, 1971. 

S u b je c t:—Ex-gratia grants and other facilities for fumilles of (jovcrrnrent employees who dif w hiU in scrvice.

la m  directed to invite reference to Haryana Govt, circular letter No. 9054 4GS 70/322 ?0, datfd the 
22nd December, 1970 on the subject noted above which was a c c c m p a n ifd  with the pr< formaeto be furnished 
when applying for recommending ex-gratia grants etc. in questirn. Experience lta.s sh( wn that thr;e pro- 
formae need to be modified in certain respects and revised prcfoimae are accordingly forwarded herewith 
and itis  requested that these proformae should be used in future in p la te  ( f the earlier ones. It may also he 
noted that one form (AflBdavit-A/I) has been provided in addition to the earlier ones and this alRcJavit has 
to be submitted on a non-judicial paper of the value of 10 paise.

2. It may be reiterated that proposals for ex-gratia grants should be prepared rn to p  priority basis 
and should be finalized with the minimum possible delay. Assistance to the dependents has to be provided 
at the earliest and all steps must be taken to avoid any undue loss of time.

3. Please acknowledge receipt of this letter.

223



226  

PART ‘C’

(1) Recommendation by the Head o f Department.

(2) Recommendation by the Administrative Department,

PART ‘D ’

ForVarded to the Chief Secretary to Govt.Haryana (General Services Branch for information 
and necessary action.

2. The confidential record and the Service Book (the latter in the case of a non-gazettcd Government 
Servant) of late Shri/Shrimati------------------------ ——----------------       ------------------—are enclosed.

Secretary to Government, Haryana.
-----— —------------Department.

To

The Chief Secretary to Government, Haryana,
(General Service Branch).

U.O.No, Dated

English Version of circular letter No. 7260-3GSI1-71/880 dated 10th January, 1972.

I am directed to refer to the instructions contained in Haryana Government circular letter No.9054- 
4GS-70/32230dated the22nd Dcccmber, 1970, onthe subject noted above and to say thatthe scheme regarding 
ex-gratia etc. has been re-examined and it has been decided to make the following modifications in it ;—■

(i) Ex-gratia grants :

According to the exi .ting instructions, ex-gratiu grants equal to ten times the last monthly emolu
ments drawn subject to a minimum of Rs. 5,000 and a maximum of Rs. 1 5,000 are to be given
to the families of employees who die in service. It has now been decided (a) that in cases
where any o f the members o f the family o f the deceased employee is an earning member, or 
the family has some other independent source c f  income the quantum of minimum grant ad- 
missble will be rcduced to50 % ofthe amount whether of the full am ountcf the amount reduced 
to 50% , will be witliin the authority to the Chief Secretary (in the welfare-Cell) to sanction 
without any reference to the Finaiue Department. It will be necessary to refer the case to the 
Finance Department only in respect o f Such additional amount in excess o f the minimum pay 
in an instance to be proposed for sanction.

(ii) Admissibility o f  Ex-gratia grant to contingent paid sta ff Ire-employed pensioners :

Ex-gratia grants and other facilities will not normally be admissible to contingent paid staff. The 
State Government may however a low them in very exceptional cases. Re-employed pensioners 
wiJi not be covered under the scheme.

(iii) Definition o f  the term emoluments :

The term emoluments will be interpreted to mean the gross the emolument drawn by the emplovee 
immediately before his/her death exclude only house rent allowance, if any.

(iv) Waiving o f recovery o f  loans :

Scooter/motor car loans will not be waived in any instance, in the the case of house building loans, 
only the interest may be waived and the number o f instalments for the recovery o f the loan 
may be increased in suitable cases. The recovery of any part of the loan will not ordinarily 
be waived.

(v) Admissibility o f  free medical aid and free education :

The facihties of free medical aid and free education for school college going a children willcQase in 
case the widow/widowcr remarries.

(For use o f  the Administrative DepartmeiU/Head o f Departmeti
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(vi) Accommodation :

According to the existing instructions in cases where the deceased employee was impossession of 
Government accommodation, his family is allowed to retain the accommodation for one year 
after his/her death, the rate o f rent being the same as was paid by the employee at the time of 
his/her death. In other cases (when non-Government accommodation was occupied), the 
house rent allowance admissible to the deceased employee continue to be given to the family 
for one year after his/her death.

In this connection, it has to be clarified that this concession will be given regardless o f the date on 
which the employee would liave reached the age of superannuation. At the same time incase o f Government 
accommodation, the rent will be required to be paid regularly with in one month of the date on which it be- 
com esdueaiid  in the event of default, the occupant (s) will be vacate the accommodation on two week 

notice.

(vii) Title o f ex-gratia grant :

Ex grants will normally be admissibh to the widow ; widower only and failing them to such depen
dent/dependents of the deceased (c r to such guardian) as ihc Government may tiecide in each 
case.

2, I( is requested that the receipt of this communication may please be acknowledged and the 
instructions may be noted for careful compliance.
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w aft -vfrrfft 1 1

5TT4 T3
t --------------------------------------------------------------------- ^ 0  5T%

cT̂ Ht̂ T fsT̂TT % glTT flRzrHr'SST 5^+' '̂fcTT/ î ?̂ft

t  f?  qfcT/f̂ Rn ^  Tifq- % ?tipt % ^srr ^  % ?r̂ 'V ?T5r?zft % t to  pTR % fer sftcs 6 C

1. #^/3T^fr)IT^ Jr TTf5T
2. ?tqT qrProt Tiftt
3. ^r^/3T[«TTcrC\
4. ^/sTSffT  HPTfer srir  f ^ s r

f%  t Tt ^ t %  f^ T R ^ r fe r  g w r  'r  ?rrr |  (sRq-^r %?i Jr 3ftit- 2 sn^r ^ i n )
1.
2 .

3.
%  7 rw T  % f^r^rsrfea' sTTiT % ?nwJT I  (3HJT ^  ^ f^irr t̂t̂tt ^ r̂rf t̂r)

arfti r̂rsfi
?Tr5TT'TJT

t  STTTI f^5^!T f  ft? JKT 3TiT?T?'J% 3T‘T?Tfr % f?rtT JTtT 3T R ^  to

if T̂STT 517^ q-  ̂ Jf fr >rf ^^-TI JffiT ST̂ T̂K 5 t^  |  q# T̂cJf |
*f afTfT ®Tr TSl: I  !

3?f^ HT«ft
(jTf W T 'ra  10 if 0 tfrc TC ftSfT ^ f ^ )
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1. 3 fT ^  siT^r^T W5T, ^'4t tj^ir % ^  a rftj^ ft i

2. Tfi5r?^R >t3n^ ^  ^w iT T  =̂ŝ -fi5rrqT5rir=T «tt ff tq rq r tt^ it % ? r^  tr^ ?ra ?nTqT^?r i

2 m ^ , 1972

?rrfi7ft % q f 3 T T f ? T ^  5f?t ^  m m  i

m  qx ffr^n’in % q few  ^-o 7260-3 ^ 0  iT?ro-n-7i/88o,
f?-TW 10-1-72 % ( 1 ) ^  ^  f^^?r gan | ,  ar̂ ir % ?n«T-?n«r iff ĝ T̂ Fsr | ,  fv

^  'TfwT ^  ^  m  Tf̂ T-?; % ^  3^^ arm % mtnr ?t, 3rf?T«TT

^q: 5=f̂ RT»T-3R̂ ?T ^  rrftr 5 0 % ferr 5rrt;r̂ T 1 f%'rq' t t  m n frqTT h? f ^ ir  f ^ r  nm
I  qrpT^T % qm  an-JT % msj-fi % eptt^ nr m ( ^  5=̂71^  TTfw m

3 f ^  ^  I  I H J - f f  i t  f ^ ' T T  %  3 R ? T f T  ^  r q ^  - ^ i f ^ T  ? j f a T T  n ^  ^ ? R  %  %

^iT ^  OT 5,000 ^(T cTm 3ffy^ ^  arfjr^r 15,000 .̂tfTT, %  f^  gfT̂ ft
^ rfti I ?rr^? (#5r^qr45r) P̂t Tifw ^  sfr siftr^T  sitt ftqr »rar
«rr ft:̂ Tr % ^iqti Tfq-f 1 s i^ r  -Tq- %?ff Sf ^  ?j|;?RTiT-an|̂ ?r f e n  | ,
^  ^if^rRr H I

'flf^ir,

^  ?rmT?jr srmfTJT 
iTSJr ^T?m>Tr t̂t̂ t i

^rrr^ 920-3 ^ 0  <Tfro-Tr-72/6 2 48 =^^T? 2-3-72

JTRt q-fT ?T<5TTTW ^qT^nT f9r*T?n T̂ETnffT ?rm T  % fO^FO 7260-3 3fto ir f̂o-TT-71/881 

f -̂TRi 10-1-72% ?KiT if ^  % f ^ .  SfT^ 11

VT^JT,

W ^ l-  
^  ?ITRT!̂  5J7rr?PT

f % :  ? r f ^ ,  ¥ T ^ f T  I

srfn:— •

2. ?T fftsr?n ^ ir?rf^ fft:in ’»rT ^T 8irT ^>A f^4% f?n^M gtl€t|i
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1. T̂'ifr r̂ JTr<rr6!T«T, srr^f t, sTPsjrwr ?r'*flf fr r̂r ^  w h  arftrar^, ^KJTT'nr i

2. TF^TffR, 'tsrri i^qr fr^irrirr ^ rf  ffw o rr  % ? r^  fsrar q#  ?irTqTa1-?r i
19-4-72

f̂ crq- :— %^r 3Tffsr % ?kr-r f<t' sr^^rr ?r«rr 3T?ir f f ro n r  ^  i

Pt^?t |3Tt I  t  s tt 't ^  suTff f frq -n n  % i f w  3 4 4 2 - 3  ^fto  t r ^ 0- 11- 71/

1 9 1 6 9 , 13-7-71 (5rl% I )  gnpT ftrtr ^\T spt ^  Jf f%qT »I?TT

«rr JTcT-̂ iT̂ srTfTjff % srrf^d t f?w r^  % w  t t  srcq-^ %?r Jf sr^nT-ar^nr, %

srrErrT t t  f^-qr q-‘hra- f^rw % qT ^  ^  1 q |  ^  fe r r
»r«rr «rr ft? ^  ^  s j t ^ t  ^  ^>t I II  ^  IV  % tKf ^  f t  ?ftftcT T f f t  =sfrf^ 1

2. ^ W T  % I  ftF I ^  ^  ^^ sr, f̂??fi«TT
(?rr<TT-^^^rrtrT ?TTgrJf) ?<r tf %ir ^rfr ^  n f  | i  sr r̂r % s r j ^ ^  ^ r
^?5f5T  ̂ I  cT'Tr TC 3Tr<rre.T ^ s r l  srr ?Tf?̂ 1r |  1 ?fr f^rq s r r #  jjt; snjrtsj |  srcw  r̂,
T? ?f ?lr n t  ^ r  ^st^cir ^  f w  1

^ 1 -
?̂T r̂nrrfJT srm^pr,

f%; yR=(, ffoffJiT I
7 0 ^ f r w  1 1 0 7 -3 ^ 't '0 > ^ ^0  1 1 -7 2 /1 0 2 9 3 , 1 9 -4 -7 2  "

rr^  srRr sTsqr-iT, 3T'5t^ f fw H T  ^'r ^  s r r ^ s w  ^  11

S l R r f ^ W ^  2 2 8 3 - 3 ^ 0 ^ 0 - 1  1 -7 2 /1 4 3 5 9 , 9 ^i 1 9 7 2  f̂T f f W 'm  ?TT=PR

^  ^  ^<fr r̂ »rr»Trsq-«iT, srr^^ir arf^r^rr ^ro^^r, ■g'TT^w rr«rr TT^if % ?rwt sT ftm ft

^«rr T f ir f jr t  'Tjt r  w incqr'iri ?£rrqf^cr f f 'w i r r  TTsq- %■ fsr^rr n jT in^?r

?f«T?Ttl

ft'CT'T :— "^fr3rfrsr% ^r?r ?r^^rrfr ^ir^rfT^Tf % T fe rf f  s rw s  sriTTTfr wf̂ srTtr;

f^^ ir TT 3TT7 ^  S£|T?f ^rW'>TT % qfTq^ .̂mw! 9 0 5  4 - 4 ^ 0  > ^ 0 -7 0 /3 2 2 3 0 ,

2 2 -1 2 -7 0  cT«TT ^  F^ir Tfir 3TiT^?ff ^  ?ftT |TT ^qisj ^ 7;% ^ r  f ^ W  fSfT

I  Hf T̂̂ f'T %3Ttj1f̂  Tfsir % iĵ ?T (a d -h o c )  q-T^^r ’TcT w^rfTjfr % qfr^Tt fT«rr
3T̂ ?r?T 3nf^ ^  gf^g-f 11 f^f^rir if ar^^iq- % sr?p-

<T*T?T F̂̂ r-£TfT f̂ !T| ?TEH: f̂ sTF SfPTT ftr ^  <TT ?lff 5R T^f «)T I

2. r r  3 T ? r ^ 5 f t ^ P t F T 'r r ^ ? j R t ^ 3 R ( r f ^ % f ^ ^ 2 : f e r r e t ? I
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1. ?T«Tt 1̂ '*TTqTS5!T«', sn^TO, STÊ '̂ TT ^ T  ^fOT'in % ^ T  ^  STftRlT-̂

2. Tf5T??K qxr^ ^ 5 fo rr^  ^  ^Tin’iTT % f ^ r  ?vsn m  i

18 3nr?^, 197 2

^  3T^£[ % 3R ^rfj%  ?r«rT ^  ^f^airj,
^  i]

irftoT,

sri'urr Eqr^ ^forr'TT ? t t ^ t  % qfrq^ ^ o  9054-4 ^ 0  rr?ro-70/32230 f tm v  22- 12-70

#  ?frT f?5iT^ ^  f?i%9r fan  t ,  f ^  ^  ^  ^sq rm  1%̂ zr q r snr^sr ^rrft f%ir tttt ^  1 Jr 
% 3pt^ 'm  ^0 646-3 ^ 0  iT?ro-n-71/4738 fe r t^  25- 2-71 s r t  i%irT «tt it? ^ t rT tr  ^  %?ff 

f i  ^  3 t|t ^4-=5rrft 5̂  jtw  1- 1-1970 ^  ^tt f t  |  i m«r ^  v t  ^  «»t
1-1-70 % 'T|% % ir % snariT t?, f ^ T  sritmT 1^ >a 'a

2. iTTTT% q? m  'p r lw T  ^  % tr? tpjt |  a p jq ^ j^  3Pr?r?T ^  ?r
3T73T ?n%T Jr ff5T>: srrtr’ir q r  jj?3t 1- 1-70 ^  | |  ^  1 t  ir^ %?r

T̂ ’siT ffTJTTOIT ^  a m f 3 P T  5T?T «̂TT 3RT f̂^SJTrr ST<r?r % f̂ TTr T̂ |

fRTT/- 
e f '^  ^rriTT^ srsTf̂ TVT, 

f t :  »T5JT ^ rf^ , f f W ’JTT ?TT̂ TT I

4 32 7-3^ 0lT ?ro-I l -72 / 246 41  fert^  1 8 3m??T, 1972

H^?r<3mT ? r^  ^«rr w r a ^ z r  =^#tTr? ^  ^  i%«rrjr ^  'to  ^ o
6 4 6- 3 5ft 0 tr̂ f 0-TT- 7 l/ 4 7 3 9 2 5- 2- 7 2 T̂ ^  3Tr^?iT  ̂WTt4 ^  % ffTtr jTTrft 11
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To

No. 8453-3GS-n-72/37452

The Chief Secretary to Government, Haryana
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The Director o f Public Instruction,
Haryana, Clxandigarh.

Dated Chandigarh, the 22 nd December, 1972.

Subject ;—Ex-gratia grants and other facilities to the families of deceased Haryaua Goveroment Employees 
who die while in Service-Re-imbursement of tuition fee in Sciiools/Colleges.

Sir,

la m  directed to refer to State Government letterNo.265-3GS-Il-72/3884, dated February, 19, 1972, 
regarding facilities for families o f Haryana Government employees who die while in service and to say that 
in the terms of Haryana Government circular letter No. 9054-4GS-1I-70/32230, dated 22 nd December, 1970, 
free education upto the degree level is being provided to such children in Government schcois and coUegcs. 
It has now been decided that benefit o f free education should be made available to cluldren of deceased 
employees who are studying in recogniscd private schools/colleges in Haryaua, Punjab and the Chandigarh 
Union Territory, This will not, however, cover education in public schools and, furthermore, the benefit 
will be to the extent only of reimbursement of the tuition fee plus the laboratory fee (if any) and not of any 
other Item.

2. The procedure for the reimbursement of the fee will be as under :—^

(i) Recognised private schools/colleges in Haryana State will not charge any fee from  the children 
of deceased Haryana Governmeni employees on the basis of identify cards issued to them by 
the Ciiief Secretary to Government, Haryana, (Welfare cell). The heads c f  the Institutions 
will then made a claim in respect of the amount of the fee to the District E ducation Officers 
concerned who will arrange re-imbursement at his own level ;

(ii) As regards the children studying in recognised private schools/colleges in Punjab and in Clxandi
garh Union Territory, they will pay the fee in the first instance and then prefer claims a t the end 
of every quarter, duly verified by the Heads o f the Institutions concerned, to the Director, 
Public Instructions, Haryana, for reimbursement.

3. It is requested that necessary instructions may please be issued accordingly to all recognised 
private schools/colleges in Haryana. (As regard Punjab State and Chandigarh Union Territory the authc- 
rities concerned are being requested to make appropriate action).

4. The expenditure involved in this connection shall be debited to the M ajor Head “ 71-Misc” . 
The opening of a new minor Head under this Major Head is under correspondence witli the Accountant 
General, Haryana. On hearing from the Accountant General, Haryana, steps will be taken to declare 
Director of Pubiic Instruction, H aryana and ail the District Education Officers in H aryana as Drawing 
and Disbursing Officers in respect o f expenditure under this head.

Yours faitiifully,
Sd/-

Under Secretary (Administration), 
for Cliief Secretary to Government, Haryana.

No. 8453-3GS-1I-72/37453, dated Chandigarh, the 22nd Dec., 1972.

A copy (with two spare copies) is forwarded to the Accountant General, Haryana/Chief Secretary to 
Government, Punjab, Chandigarh/Finance Secretary/Union Terrhory, Chandigarh, for information and 
pecessary action.



Subject Ex-gratia grant and other facilities to the families of deceased Haryana Govt, employees-granting
of House Rent Allovt^ance.

I am directed to refer to the instructions contained in Haryana Govt. Circular letter No. 9054- 
4GS-70/32230, dated the 22-12-70, on the subject noted above, wherein, it has been provided interalia that 
in cases where the deceased employee was in possession o f Govt. Accommodation, his family will be allowed 
to retain the said accommodation for one year from the date o f  the death on the same rent as was applicable 
to employee immediately before his death and in other cases (he house rent allowance admissible to deceased 
will be paid to the family for one year.

2. In this connection the question of providing this facility to the families of Government employees 
who were in occupation o f rent free accommcdation has raised diffrculty. Rent free accommodation is 
provided to employees for special consideration o f public interest and it will obviously not be appropriate 
to allow the families o f the deceased employees to retain the accommodation for any length o f time. It has, 
therefore, been decided that in such cases the families o f the deceased employees should be granted house 
rent admissible at the particular station plus 10% of the pay drawn by the Govt, employee at the time o f his 
death. As an illustration, if an employee was in receipt o f  Rs. 400/- p.m. as pay and was employed at Rohtak 
before his death, the amount in this case would workout to Rs. 40/- which is 10^  o f his pay plus Rs. 30/- 
bdng 7 |%  o f his pay as house rent adiniisible for Rohtak Town. The above provision will however, be 
subject to the condition that the family o f the deceased employee vacates the rent free accommodation within 
three weeks o f the death of the employee.

The expenditure involved will be debiled to head of account from wliich the deceased Govt, 
employee was drawing his pay before his death.

, 3. Tliis issues to with the concurrence o f Financc Department Haryana conveyed vide their U.O»
I  No. 4085-FICW-72. dated 16/21-11-72. ‘
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English version of subject matter of circular letter No. 8541-3GSH-72/791, dated 9-1-73, issued by the Chief
Secretary Haryana to all Heads of Departments, etc.
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1. W ?fr % 3T T ^ , fT«ft TT̂ q- % srfsm tt ( M ^ )  I

2. TPji^dK, q f ^  ^  ^form r ^  sftr gftm ’̂ rr % r̂«ft f^rar m r  ^  f^nrr^^r i

fe r t^  =i^iT?, 8 1 97 3.

^  amfg- % ? k f ? r - ^  ^  am tfr  w  ^  l? m

fan  I  f% t  ari'T^r sjtut ^ s R ^ a p .f^  Tr ffw '» rr.?nM T  % .jtFiw ?ptt^  9 0 5 4 - 4 ^ «  
^;W0-70/32230 22-12-70 SKT m f t  3 p T ^  ^  ?ftT w k  ^  ai^Sff %
Jf W  I  f%  a p T t r i i ^  3 T ^ H  W R T ^ iT  f t T O f w  < T f^ , f f o l T ’UTT
(^ m n R T ^ q ^ rra r)  I ' ' :, ; ,' , . ,  ,

2. JTf ^  Jr aniTT I  1% s i f tm M f  ^  f^HrnrRrasr ^  [ a w # q
STO ^  ^  I  I w  ^  5ftfg- TT w w ’ ^  IRTÔ  <IT 5?tft'^T

fe r r  nqr I  srtr f^ r^  %qr w  |  f¥  ^  srosnrfer J p p  ^riNrfrgf % j f m  fw»TTsq«T frrr 
T T 5 r - 7 f ^  s r f i m f ^  %  w r y v r ^ i r  s m  ^  a n ?  i

3 .  Wrm q f  3 T T ^  ? r 4 t  i f  t

^T ^q ,
^ 1 -

#!I W ?TtRT  ̂ WRR',
f%; gfM ’, f fW ’TT I

W t ^ ^ T r r N r  8 1 7 - 3 3 f t o W 0 - 7 3 / 6 2 1 O  f ? ? r r ^ ,  8 - 3 - 7 3 .

5Tf̂  iTfT%^TqT?r fT«TT T T ^ ,  5T5Tr?I^q gf^T^ ffonwTT, =^T IS  ^
3 m f t |i



1866-33ft0 q?ro-II-73/28891

5^5

1. ?T^ f^^rnrrRT^, arr^w, arF^^n ff?rrT ^fon'Jrr % ?rwt ?t«it ^
3TfsRrrflf(M ^) I

2. <r^<^K, "T̂ iTf cr«rr ffr?rr''rT ^ stt ^ r i n ^  cr«TT % ?r^  f ^ T  m  i

'SFitTr? 23 3T»R̂ , 1973

^  ^  ST’T̂ T̂ T ^q i ^Fif ^ f^g i't ^ -^W T ?ff ^
5fixrx^ I

fr^5T |3TT I  ftr t  a n 'm  saTT̂T qR ^fW'iTT ?TT^T % q f m  7 2 6 0 -3 [# 0
'TfTo-ll-73/880 fsr^sp 10 1972 *f nq 3 T T ^  ^  ?fK ?ftT ifg ^  ftv 5TM ;33mT
»TTr I  f̂ r ^Ti ITT frcT /̂TTOT ^  sn r  f W f  Jf >rrr ^  sum

#  f^TFft % ?-rrwT 75% ^  ciTf ^  arirrrRr % ^  i ^  ^  % qr^ra'
q-5 f̂ TTT f^Tr »TTr |  fp  jtF? j jt  ^  ar i^  ^  eft sirr̂ r g%r

TTf?T ff'j^/fffc/srrf^rcft ^  M  ^  f^rfiT f t  ar t̂rfer #  ^  r̂fr̂ fr |  ?ftT tr«T% Jr 

% ffTir  ̂ ^  ’Tf Jr ^  ^  11 ^irpRr ^  ^  ^  ^rf |  ^
ffSTI’T ^  65 10 (1 5  ^0  % spTT'T ^ ^ 7  515  ̂ % ^  if f̂«IT 50 10 ^  ^f) %

1T5T % r̂»T3r q’t  Tir«f Jf ĉ f t̂tT r̂r»rr ^»tr i f?r ?rr??g- t  ^  »rt [̂ «rr*ft

T̂̂ T̂Tft p̂fT̂ rrft ^  ^ ift =^rf^ i

2. v ^  ^  3T^^?r sntr ?T«rT f e ^  ^ t  ^ t r  I

«r^^zT, 
p ^ / -

f̂̂ pcT ^ r f ^  T̂TTrr!=JT 5r?rr?n, 
fi%; ^TiTT^ tf't'tiTT 1

'TO^Jfr^t 1 8 6 6 - 3 ^ 0 t T ? r 0 - n - 7 3 / 2 0 8 9 2 f e T r a ) 23-8-73

5rf=T Trar^ r̂, ?f5fft sr^rrfr^JT ?rf% ,̂ fft?rr'in, ^'f^t^rf ^  g;=?JTTcnrT



This deed is executed on the— - —--------------- ------day of—-------------------——— between
Smt.— ------------------ -------------------------------W/o---------------------------------- and Shri —— -------------
S/o---------------------------------  ---------------------  --------------------- ———— --------------------------------------------- M iss-  ---------------- —
D/{)--------------------------- ---------------— ----- ------------(herein give names of the children o f the deceased
through W idow/Smt./Sh./Widower acting as guardian of the minor children, namely------------------ ----------
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hereinafter referred to as debtors) of the first part and Shri------------------------ ——̂S/o-------- ——------------------
resident of—------------------------------------------------ -— — (hereinafter referred to as surety) o f the second part
and the Governor of Haryana (hereinafter referred as the Government) of the third part.

Whereas late Shri —-------------------------— --------------------------- ----- -------------------obtained a loan
of— -----------  -----  ------------- from the Governviient, for the purchase of a Scooter/Car on.

And whereas Shri—---------------------------------------------- -------died on--------- --------------------- and out
o f  the said loan an amount o f Rs.------------------------------ —--------------- exclusive of the interest, is still out
standing ;

And whereas the debtors have requested the Government for the recovery o f the balance amount 
o f loan in instalments ;

And whereas the Government has agreed to the request o f  the debtors subject to the terms and 
corvdiiions herein appearing.

Now this deed witness as follows ;—

1. For the consideration c f  afort said, the debtors and surety hereby jointly and severily covenant
with the Government to repay to it the said sum of Rs.----------------- ------------ 'and the intersst due on the
total amount of loan in monthly inslalnienls o f Rs.---------— ------each on the-------------------------  —day
o f ---------------------------------each month.

2. If any of the instalments or any part thereof are be in arrears for a period of----- —--------- days
after ihc said instalments shall have become payable as aforesaid, then the whole or such part thereof as shall 
for the time being remain unpaid, shall immediately become due and payable alongwith the interest thereon
at------------------- —--------------------- per cent per annum upto the date o f  actual payment and the debtors and
the surety hereby jointly and sevelly convenant to pay the same to the Government.

3. The liability of the surety herein shall not be impaired or discharged by reason o f time being 
granted or by any forebcarance act or omission by the Government (whether with o r without the consent 
o r knowledge o f the sureties), nor shall it be necessary for the Government to one the said debtors before 
sueing the surety or any o f them for the amount due hereunder.

4. The debtor hereby assigns and transfers to the Government the m otor vehicle, the particulars 
of which are set out in the Schedule hereunder written by way o f security for the said loan and the interest 
thereon. In the case o f default in the payment o f any instalment due under this deed the Government shall 
be at liberty to take possession o f the said m otor vehicle and sell the same either by public auction or private 
contract for the recovery o f amount due under this deed alongwith the expenses incurred for such auction 
or other proceedings.

5. The debtor will insure and keep insured the said motor vehicle against loss or damage by fire, 
theft or accident with an insurance company.

6. All disputes and differences arising out o f  or in any way touching o r concerning this deed 
whatsoLVer shall be referred to the sole arbitration o f acting as such at the time o f  reference. It will be no 
objection to  such appointment that the arbitrator so appointed is a Government servant, that he had to deal 
with the matter to which this deed relates and that in the course o f his duties as Government servants he had 
expressed views on all or any of the matters in dispute or difference. The award of such arbitrator shall be 
final and binding on the parties to this deed.

7. The stamp duty on the execution o f this deed shall be borne by the debtors.

In WITNESS where o f  the parties hereto have signed this deed on the dates respectively mentioned 
under their signatures.



i U

SCHEDULE 

(Particulars of the Vehicles)

1. Witness----------- —--------------- - Sd/-

Dale ------------------------ —  D a tc -
(Debtors)

2. W itness-----------------------— for herself and as guardian o f her minor
children.

Dale------------— -------- ---------------------  Sd/- ---------------------------------- —
(Surety)

For and on behalf o f  the Governor o f  Haryana,

1. Witness —---------------— ------ S d / - ------- -
Date------------------ ------------------  D a te - ----- —------------------—-------

2. Witness----------------------------------
Date---------------------- ---------------
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lyjT ^ rf^ ; ^foTT'^r ?rw ?: 1

2W

ftrar f ^ » r ,  ffofT’nr,

I

24 <, 1974

FfTT :— 3T̂ rlr % ^x>s ^  ^  ^  ^
^rrr— ’TfH'tt r̂ ̂  srfif^Rr 1

^  ^  ^ = ^ tM  %, f^FT^ ^  ^  ^  1^ ^  ^  ^ s m t  ^
€ 1 ^ ?^  ffxqT'»rT gXSTR % 'TIw  ?TWr 8 4 5 3 - 3 4 t 0  q ?fO -II-7 2 /3 7 4 5 2  2 2  f^^TRX, 1 9 7 2  %

if I  Pp fftjrToir g r ^ T  % i f c r a  ?f®TT 9054-4 sflro <t?T0-70/32230 22 1970

^  % STiT'TT'?: fftqroTT 'tsTT? «̂TT «̂TT q# TTT?q?rT 5rF?T ^X  ?H3irft
?^?ff/^T^5fif JT ir^ ^  f?r;?F^ ftrsTr ^  1 1 3 r  it? f w r  w  |  %  f^rerrCv * N»  ̂ ^  ̂ -O
ij^ ^ 4 ^ n f f  % ^  ^  3̂7̂ «ET |t? n  =Enf^ ^  fPorr>^ % fqcrf^rfw  " r f ^  t  q? t| |  :—

1 . Tf® ^ f̂ 'HTT I
2. q?TO 1̂ 0 ^iT TTTl  ̂ 3TT̂ 5TT I
3. f̂Wt'RT I
4. w t t  f t r ^  I
5. JTTfw I
6. 1TT3̂  ^<1, IX ) I
7. ?nftjfr Tferv f e r f t  1

8. MfH't I
9. 53TT^ ITT̂ W ^T??rr^ I

1 0- HtpTiK HN'tI ^*T5r I
11. f̂XZTT'irr tT®^ f i t  I
12. Tfs^r^ Pt^  I

tT|f.=r if5TfT ^  srRTi;fir ararr ^  r̂rf^F^rf; srjftfrsTT^ '^t?r { ^ k  ^  | )
ST'T̂ T 5tRt ^rra 2 0 , 3ft ^  ^ ir  ^ tn f r  I

> r^ ir ,
^ / -  ■

3 t^  W ^ T ,
tiR 't, ^fwrwr 9xttt i

?<S5i^ 5197-3 3 f to q ? ro - I I -7 4 /fe T r^ = ^ ^  243f^f?T, 1974

cTf 5ri^ (^t 'ST^g; sfi^jfr gffar) %srm5T, fH^9r?, ftrerr 3T^
^  ^  sTT̂ îT̂  I 5  #5ft 1 1



6 O -3 ^ 0 q ? r0 -n 7 5 /6 4 0 8  

^fCTm  ^ ra rri i

239

1. ^ferriTT. % f^itws?T«T, 3TT^; a rM ^ '^ rm  -g m w  ?t«tt ^
srftRrrft (ftrf%^), ffrq-mr i

2. TfsR^TT, 'tsfT? f f tq w r  RTRT f̂ir, fWT f̂ TWT '<T‘4f ?T?r ^TI

1 3 TTT̂ , 1975

3T^r^ % gVrr?T % q f ^ f f  ^  srir^H cT«rr 3fit

^ 1  i '

T.;.f" ^«Tif I t  3niT*f''kT#r-tfW»lt Wt5FTT % Jrfinw ? f^ ''"9 6 5 4 -'4  ^ 0 ’̂ 0 -1 I -7 o/32230,
fWH? 22' M r x , 1970 ?r«rr T t t#RT ?nnT >r  V tr  ferr% ^  |3 tt

11 w  ?TT̂ ?T t  TT5q- ?r?3rn: «i5t ifiT % ^  WTft ^  n f  f  ^  n t  ^  ?rVt tn: w r  «rr f^
%?ff ^  % f?rcr ^ tr  ^  %fr ffff ^  =5iTf  ̂ I

3. 'Hr^ f®  HTTiT ?r JT̂  ^  Jr w r ,  t  ftr ?n^SRT 1 w ^  it
.  'i5T»if it ' t ^ i w  ^  ^5|% r̂ ^t'^\ I  'f tfe r ^"t ^ht’t qr< ?r?Tq;^ h

% f̂TOT ^ fs^ rf  5frr wriRT ^ ; n  tre - ^ m  11 ^  jk. ^  ^
I  %  ?n^fHrcT ftrmq' jjct̂  ^ ^ r f o f f  % ^  ^  % %?ff ^  cm  f^trtfcr sftTirtrf^ JTfi^
% m  'Tx %h  1 5 i

3. srjTtff |  ^  ^  f^^rr ^rtr ^ tct i

^ V -

fi%: f̂tiTT'’TT ^fWTT I

tT^ stRt f^e^rJTW, ^FtJrTon ?r«ri j t ^ t t ^ i i  g f ^ ,  t̂5TT>in ^  *̂itT



srw
m

1410-53 ft0 l^0 -II-7 5 /9 2 6 8  

^fTqT’JTT g7?FTT |

1. fw>TT«!TW, a r r ^ ,  3 F ^ m  ?wr iEf«fT 3̂W $ h

a rftr^ ft ( M ^ )  ?fTirr>n i
2. TfsTFfK, ts n ?  ?r«rT ^ftqT'»n HfTiTT̂ nT, ’̂ ’T? ?T«n m  HTTirrtft r̂, ^ f^ 'J r i  i

W tJTf 3 3T^, 197 3

f^iT  :— ?R-T 3T^«J % ?flTT  ̂ q r^  ?rWTft % q f ^ t  ^  3piT ^
ftr^JTT «Tc^ ^  3TVnnft I

t r ^ ,

5̂̂  '^frwF firT?T WK ^f a tmn % qftqw ^ o  90,54- 4^ 6 - 7fO/32230, 22

1970 ^«rr ^0 8,541-3 ^0 t??T (^II '7 2 /791, ferfap 9 1»73 felT% ^  f3TT |
fsr̂ T̂ r % 'TfT̂ TTT ^  ir^ ^  cHT ^  ?T*rT 3n=JT f̂ ’fTt ^  f’PTTJIT
f̂cTT fiT̂ TfT «TT, Wf 'TfT5TTT ^ P t tT c p j r ^ ^ f ^ f jp T ^ T T ^ i^  5T r̂  ̂ *rf «ft: I VT if 51?

5!T5rf«Tr ^  «ft f% w  ? r i ^  Jr gft ajw ^ r  ^  ^  sipr % ^<1 I" f?4T 3r|t ^
#<T  ̂ 5rT«5T ^  TfT s?TI ^  TrnT% TT ^  f%*TT |  %  KcTT T W f ^

% 'Tfr^Tf %3T I T ^  f^ rm r «TWr W  8 ^  «rw ?lR 9fr’f “ 288— 5|ft»r?T «Wrci1-«R^ t^ 3 T T  (JTTST 
5^^ 5fRrnr5T-7-KrT  ̂ v< N rM f % «rfCTT  ̂ aw n n  n  3tst gf^rmrt ^  ^  i V^
Jr w  fq-^^rrswfff ^  d .d .o . ^  a m  % ^  'srr i

2. sTTT^ a m ftsr  |  f%  ^  f w  ^ntr ct«tt ? n ^ « r  Jr %  s r t ^

3. <T̂  ^  T T ^  ^  StTTT I

^ 1 -
3T^ î WTT̂ TX, 

fi%: ^fwnJlT 9X^TX I

tr^ stRt f???rT̂ ?̂T v ^ ,  ^ferT'nr ^  sw n fiz r  ^friniTT ^  ?i«n

240



ORDER OF TH E GOVERNOR OF HARYANA

The G overnorof Haryana is pleased to declare all Heads of Departments as Drawingand Disbursing 
Officers under the Head “ 288—Social Security and Welfare (Non-Plan)-EII-Other Pro gramme-VII-Ex- 
gratia grant to the heirs of Government employees”  for the reimbursement of House Rent Allowance to the 
families of deceased Haryana Government employees.

Dated, Chandigarh S.D. BHAMBRI
the March, 1975. Chief Secretary to Government, Haryana.

No. J410-3GSII-75/741I, dated Chandigarh 3 April, 1975.

A copy is forwarded to (i) all Heads of Departments, Commissioner, Ambala and Hissar Divisions, 
all Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana,(ii) Registrar, Punjab and Haryana 
High Court, Chandigarh and all District and Session Judges, Haryana, for information and necessary action.

2. They are requested to furnish monthly statements of expenditure in respect of House Rent 
Allowance paid by them to the families o f deceased Government employees.

Sd/—
Under Secretary, Protocol, 

for Chief Secretary to Govt. Haryana.

No. 1410-3GSI1-75/7412 dated Chandigarh the 3rd April. 1975,

A copy is forwarded to the Accountant General, Haryana, Chandigarh with reference to his letter 
No, TM/Misc,/Hx-gratia/99I, dated the 22nd August, 1974, for information.
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^ W 'T ' 5 09 3 - 3 1 1 - 7  5/

1. f fW 'iT T  %  f^ T » T T fc W , 3TTJJfcT, 3tT^5TT cT«fT W ? T ,  ^
I

2. 7 ifTf a"*!! a'«fT ff^T'TTT I

30 3TW, 197 5

'ti <HT ICk

fan |  ft; f f w m  q r  f ?  F?ft-
^  q r w  T O T T T  %  T f T  |  I %  f W T  f ? T a T  |  f T

^pnrr'JTT =Err| #  ^  ^  ff- s i w
, TT5IT R̂̂ fTTT TT 3 T ' l T 7 i f % T 3 f  ifT fSmiY ^FTft r̂ if ^  ^  f t, TT ^  r̂rq; I q77§

cTTTST 3TT?JTT, HTfrT TT ^  TT ^Tn I W
^TiT % 3F?r% srfiTTfr̂ r nx  ^  ¥ftt ^
3T^SJ % ^  SfTlT ,̂ 'TfTfrff '5 ,000  ^  TTfi?T ^  ?ftT % %
niEitJT % ^r^qrTT ?1: I 1-4-197 5 ^  ?TI>T I 3TT'T% JTmT |  3Tq?r,
1975 % 5TW  ̂ ^  rr^ ^5W =PT̂  %?TT STTTT <̂TT ’fn tw  ^  %

?TT«T ^  4 ^  ^  10 cfTfl̂ sT rRT ? r f^ , ^afltr H ^  |
If ^ I T  jjtr 5fTqT'>rr 197 5 ^  5r% ^  3tT^ |  I ^?fT^

sft̂ TjTT; % fT.Trr?? frr^Tfr^l' ^  ^ t r  I



1 0 0 2 8 -3 ^ 0  q?r0-II-75/27015 

? r f^ ,  ^ IW ’itT W ^ x  I

1. f̂erT'̂ TT % f%m»TTEJRT, 3 iT ^  3TF^?n «̂TT %n'?; ?nfr ?r«ir
3 rfa^ '>  ( f t r f ^ )  ^'TT'nrr i

2. TF3tT2K, rfSTT ffoTTwrT W«TT ?TW fiTTJTTtft?! |fW'®rT if I

f?^ = 5 n ift’T? IS fiT rF ^ , 1975.

f k m  :— 3T^?j % t t ^  ?TT3rrft ^nN rfw t % Tfr^rrTf a ? ^  cT«tt 3I?jt
^  I

5 ^  fR ^forroTT WrspTX % q - f ^  9054-4 ^ 0  t^0 -II-7 0 /3 2 2 3 0 , 22

1970 ?T«rr ^  grr  ̂ r̂ w r  tt ^snit ^  »rf ^  ?fK arr 'm  sqifr fe rr^  5r«TT ^
^  fan- ^ f% 3ft jjcT^ 3n% if.® fiT^Tf^ arrfsrw 5)T  ̂ | ,  ^  ^
TrfVr % T ra r if^  rf tir^  |  ?fk  f e r g r  f^qrrf^s if w  srwrnr

#  TTftr ^  % g f if^  ft% q r  sft ^  ^  i ^  %?ff if vrtwrf^ ^
5̂T̂ $sT w 51% % ■prTnr 3 T j ^  ^  Trf?r f ^ q r f ^  iif ^  ^  ?fh: ^  w h  faf«rzrt 3iTfi?r

% f^n? f^Trnf ^  5^: 'TfcTT |  fsra% arsTT^^r ^  grr^ 11  w  ^  ^  ^  ^  PmffVcT
'BTiT '^ ’ if % q fr^ T  % ^ffr ^KFff ^  %f«nrt ^ r ^ t  ^  1 1  ara-; arrq^
3Rftsi I  vrf^rar Jf jpr^ % ^  ^  ?n:^T  ^  #3(% w r  ?rr^ ?r ^  #
^  M w  %T^ % ’ ^  3rriT i

2. f W  ^  ^  ^  ^rrtr I

^ ^ i f ,

1 ^ / -  
3T^?rf%w, rZTTzrr^,

1%: i f w w r  ?R^iT I

TR?^, f̂riTT<irT ?rf=^ ,̂ ffr^r'irr ? rw ?: ^  gjEpTT ?r«n3rR?q^
f  5  wsfr 1 1
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9109-3^0^?^T(>-II-75/27898  

fT^qT'irr i

ifTm'iIT % ?HTt ^ fT T  STftnfTTTt I

f??rr?', 2 4 f w i x ,  1975

3T^sr % ^TfT ?TT^rtt v4=^rixiff % ' r f w ^  ^  gf^Ktrtt ^ ^ f t %  ^
r̂m^TTHT I

ff̂ rarq-,

^  TT«II g W T  ITTI stTTT fe?  W  ffrf2ft5%?R ?ro GSR- 3 9/Const/
Art 309 / 75 , 2 5 - 4 - 7 5  % 'fxr 7 ^  ?ft?: srrq-^ sq-R firrr^ ^  ^  |3tt |  3 r ^
1975  ^  ^  JT| ^  l i t  I  arrq"  ̂ % ^vft f̂ '#rrTff % r̂ ^  i ^o srf  ̂ nra

^  5[?: ^  iprslf r̂f5T fs r  % g-f^fer Jf soft g;=̂ iTT srt  ^  | f  I
^5r?rrf^ q-f fft Trra ^  lo  ?Rr ^  «ft i w t?  tt ît ^

3 r iJ f T T ? T  f T | y  W >T T  %  W  ^  ' K  T T ^  ^  f w ^ f t  T r f s i r  I T P ^ T  |  I a m %

3T'T̂ 't£f I  F̂  sri'T 3T??r, 197 5 t  3T? jfFs HTH % f??n^ ^  3rr^?w gĵ T̂T mx ^qrai^iT,

f̂tqT'JTf ?T?:̂ rT, ^ofrir? ^  srffr 9ttei i 'STf̂ 'sir Jr ^  g ; ^  mi

2. FTm ^  q r ^  r̂rri |

^ 1 -  
a m  y^irr^TT,

f t ;  ? r f^ , g w T  I

srRi srr^f? ^F^rf, ^fTfrroir ?n:frrT, F̂ »TTq: (jfsrTTrr r̂^ar =̂ 'jft»T3 ^g;=̂ iTTS!f
3TT̂ ?!Tff 11

2. iT̂  sT'TTta- f^qr |  ft? ^fsrr^ 3TFer̂ :rftirl ^  3T̂ !̂?r ^rrft stttt f!p #  t t^ t  

s m  ^ f t  f*i?Tr̂  25- 4-75 % 7X1 7 % 3T?r?nT ?rwTT ^  f t  ĉra

îf 10 cr; arwr^^ f  1

243



5T^

1 0 4 0 - 3  iw : - I I - 7 S I 3 2 1 2 9  

T̂«T gf’SR, ffOTTon 5P^'<  I

244

1. ^ftm'irT f̂ '̂ Tr̂ TTBiraT, 3fTiJ^, 3Tf^?Tf rT^r «̂TT •KTT'>5?r
(firfw^) ^W 'HT f̂ I 

2. Tf̂ rfHTT, <T5n? ct«TT fErm^PT, ^«ri
f^¥fT m  fJrm aW , ^K^rmr Jr i

=^nftiT? 29 3 T ^ ^ , 197 5 I

fV«|JT:- %?kT'T T̂t̂ TTO ^  3p^
??TT-TI?T^ %-^Tf^fT %5Tm 3PT?T?T ^  7lfw ^  f^qifTTS T̂ STtTT ^m'-TT I

3TTq-sfTT EifTH ^TTT^ T C ffw ilT  ^TT^T % qfc7^ W ^P 9 0 5 4 - 4 ^ : ’̂ 'T:- H -70/32230,
f e rw  22f5RTJ^, 197 0 cmi f^?T qT ^»Tir tt ^ -r r  f^ q c f f  ^T?ftr ferr% ctm
spf^ spT ffTtw |3 tt I  ft? sr#mfT 5tif^ % st̂ t; iTfTsp sp4^Tff % m^ff^Tfr % jmr ^'t tiPtt

^1 sTT̂ f I  w  f^cnr^r^ Sr fe ir  ^na'T |  ?rrF  ̂ g i f ^  ftn  ^  Trfijr
3T57 sp\ ^T ¥% I TTrJT% q r 'T̂ r; 5PT% qx irg arij^T  ̂ f w  n?TT |  f®  ir^  ir
=̂5̂ 'f % <fTt%3TJT 3rrf«T  ̂ ^JrsfK 7 frf  t̂«it it ^r'^t ^rfemf

^ 7 ^  ^  | ,  fsrw r̂ ' t t  m  ^rrf^ipr stttt f t ,  ^  rr^n fr^ is rn r  ^  i-ti Hrapr i
?»rr?riT ?n:«FTT % ffrotir f̂ riTT |  f^qrf^r? tt s>rr^ 'PI ttTw ^rrwrf^nr
!pt srfirJTTf €  ?r I qr̂ fT̂  tt̂ t |  ^  Trf^r

^  ^?rrt #  sinr sfrc ?fr x i f^  nrferfr ?t gt i w %  3RHT^
pRf^r^ TT ?r»f sTr^r #  sr^JFfr r̂?ff r̂ ^  '5f^ Tirttipr j r f  f ¥%
5TT#  ̂ ^ » r f  sT'T̂ r, s tr r^  f r ^ is rw  % ^srq- ^  ^ r^ rm ’Jr f^r'mn ^ ? f tT  h  fe rr
niTT ^  I

2. 3TT>T?r 3T^tt£r I  ^  mJTT JTM ^
smm q-f ^  fs-Trfsfj ^  irf^r t t  m  ^  trftr j t tr t  %?n?rTfiT’T

îT% ^TTferq- % TTfs îr |  ?i1t  Tiftr ^rfer^r gKi ^ i
r̂rq' ^  cr«rr 7tt ’TfrT ^  ? r f ^  |Cs C\ ^

3. ffi?TJTaT 5fTt ^  ^  qrŵ TT ^  g-qr ^  q-  ̂^  'T T ^  unq i

1 ^ 1 -
3T̂ T Jm̂ TT̂ T̂T,

x i ^  ^T^rmT ?T'*ft sr^mr^zr ?n3frT ^
3fTar?!T̂  I  1



‘<̂ 48

9293-3 s / 33759

? r f^ ,  ^forTwr i

1. TT^ 3TT̂ f?r, 3TP?T5rr ffg-R ?p>^, ?r«fr
^7 ttu3 ^  a r f ^ r f t  ( f t r f ^ )  f f w ^ T  Jr i

2. Tf r̂??TT fT̂TT ^ w r r i  ?t«tt f w  ^uriiTtjtw, ^forr’irr
Jr I

17 197  5 I

f ^ ^ ; -  ?r^3m f!i %^Yrr^ -ht^  zrm ^rr^rft % 'rfr^R'f ^  ^  i

lTf>T?T,

i j l f  f^^?T fa n  I  ftfT #  STfTspi KTR cpc g'T^TT % T f T 7 ^ W ^  817-3

5ft: t ^ ; - I l - 7 a / ( > 2 0 9 r ^ ^  8 ^1%  197 3 j m  »F?; ^  ?ftT 3 t ^ t  sn :R -

t r f ^  % »niT% f^flrnrsjraT a m  ?rh: adw lT ^ft % ?h^ srt sr?n?r^3T
i ‘ _

8TTT 3nr: ar^ ^  fT«TT f?g-'iiTffi’fs  |  i >1̂  Jr snqr |

f^^raRft ^  f«TT Ir Trrn - t^  f^^rr T fT | ?tr- ĵ^=^TfTqt ^  ?ri^ff£RT 1

%irrti% iTsp^ftr ^  ^  t  ? € f r  ?rtT f^^mrTBjr^T ? m  w ^ x  ^

I  I 5T^T ®r bt̂ t̂ ^ir : 'Tt^  I  sRiq^fv
?t»TR^lT I  l iTT: arr'T^ 'TJT: aTfr^tsr |  %tjq-7;r^^ T^ it ^f^RT 3T^??ff ^ i  ^'TT?!^ T̂Ttr

?rk  r̂F̂ iJir r̂ ?t|  %̂ '?t gr̂ f̂fSRT ^Ti?n?T̂ 'if ?rN^i f^ttnr srKT f̂t f m  |V
3rrn I

2. '̂TfTV TT̂ rcrt :̂5ft 3fTrr |
^ ‘cfT/

31T< ̂ r f^ ,  !=ilT*TT̂ T, 
fi^ : TT’jiT f̂OTT'TTT ?R ^ T  I



12155-3 '?fr:-U-75l34723

f̂tqT'JTT 5EH3̂ T «

1. f f w 'n r  f^nfrnnE!T«T,arn^^,snF^RTs«iT %TT^ ^  ?r»fr5i»HTi^
a rfE R T T ft ( f % f ^ )  I

2 .  T f ^ J K ,  ^*TT ^ f o r r W T  3 ^  S T nT T vPT , ^ f s n ' f^T^TT fJT T JT T ^ 5 r, ^ f W r® I T  ^ f  I

2 197 5 \

f ^ ; -  ^ l  3T ŝr % ?krT 3!̂  ̂ m  irmxr ( Major disability ^ ?R ^ ft spTfJf
3PJ5T5T ^  SJTir 5KT  ̂ \

^ q t r ^  qx arrWT SzTPT fftq-nin m^prK % q f ^  JPTNJ 90S4-4 ^ft; IT^>II.7o/32230,
2 2 f? ? n ^ ,  1 9 7 0 ^  fk^nr 'tt t ?: ^ t t  ^  fw^nraf ? ik  ?fv?:

^  |3Tr I  %  ^  ar^sr % srkr^ srr^ m  m ^ T I ( Major disability
snjgf SIIT^R' «̂TT 3T?q- fff^sntr Sr^ff^X^ spi TrTTR-T ?R3?TT %

TfT | I ^ ^Tfr % ^  ^  fiTRfWHM f̂̂ EfTtr' SRT̂T ^  ^  OtJR %!TT |  :-

3Pj»Tf q;#^ 3T?T̂ ?rJT

1. 3T^?rf 3 r? t^  a p t  m  ? m  f?itj s r f r ^  ^  %
m s r m r  ^w zrwx itn t r v w  zrf a m ^  7#^- ^  rrfw ^  ^  4 ,ooo i- '50

srfarw: 12, 000/ - ^  ^  1

2. 3T7fff 7^#^ sr^i^T % arfdfrw  sp^t Hf^srrt ^  5fnq-^T?ft % 'TfWTf ^
I, Category % ^iwfTTfli fW t I

$  Hf^srnt 1 -4 -1 9 7  4 r̂r m  frr^TT ^
?n;^Tft ^ir'^Tfwt ^  ^  ^rnt’ft 1

2. ^̂ TTO ^ rm i I  'TT^ ftrsTT ^n it ^«n ^  ^  W  IRTTT ?T ^
^  ^  T̂̂=5r:TT T̂?nfr 15T»ff f̂ n̂3!T-̂  ^ tr  I

3. f w f  ̂  Tr^Rft '̂3f!r =3tft i
^T^IT 
^ 1 -  

s m  ^ r f^ ,
; JT ^ ? r f^ ,  I

t?:  ̂JT% ?r%T f^r^TT^ T T ^ ,  §pOTr>irT «̂IT 5raT^?T W(.^X
^  ?n rn  ?r«rT ^ricfr |  1

24S



3 1 ^  3 T ^  ^  Tim

% smfvTzr/^tiTFr ^
%  ^f i^ T ^  ^i?ftTT% ^  ^  3fT#5^ qw I

( i)  s r r t ^  ^  frnr ?T«rT '^TT qrar

^rraprd >̂T=arTft ^fgrfsr

( 3) ?n^f?£Rli % HTTT 3TT3T
JTm 5T»rr arr^  ̂ I

( ^ )  qfw/qffr

[m) %w

(n ) arf^ffcT

(«r) fwsrar >rr^jn

(®) ’̂ Tit=5r<t <rc H 3nf«RT itmt ftmr

( ^ )  f^w/ad%ctT(|rT ^

( 4 ) ?̂rmT?ir f?*rfa (qi qw >̂wr̂  ttJ i^/i) if sp̂rf̂TT |  1

( 5 ) 3TTIT ^^nsPT

( e )  ftnr 3tt% q fw T  % ^
tT  ̂ 3Tfq- ®jfkT

( 7 ) ixfk ^  'Tf^ iq ft T̂T < rf^T  !?TTr r^r
I  ?it sTcJf̂ ti %?T r̂ STM ft% wT?ft Tnt%^ ^  ?T«rT ^  sqYa fe ir  srTtr 1

( s )  ^  3T^ ^n ^ !j
?«TR ( s r r t ^  % fRTT̂ TT )

TO qm  ~

847



248

sftw rf / I  )

irr«T 

f ^ r

??r% 5 m  ?reqffr55T ^  g g-«fT i  : -

ftfr gt% % T̂fHT ^«n
«ft :-

( ] )  i t  TrfijT

( 2 ) 7 l f ^  ^TTf5T

( 3 ) laiT^Tjr

( 4) = /̂3T5r?T ?tpt1% 1

fTRMoRT Tfert % ?tot?3T 'TX ^  I •;-

m TfT̂ T % 'TTJT srrtr % 3T̂  ?rr?ĵ  I ;-

1 —
2 —
3 -

3 T f ^ ^
TTT q^T ~CN

^Tcirm

t w %  ^ T  i^sTT ^i>TT WT/WT?:^ ^  5ri«T ^

f ^ w r  irfl’ ^TT f̂ r̂fr a'«rr ^rrrwr % 3 t ^ t  snr^ nsi’ ?icjt |  f̂fV?: 7^1 °*fr ^rff I  1

JT ^W T 'T W IO ^  TK. f ^ T  I  I



w r  ^

^  3TEIT5T fRT TTT f^tr gfT  ̂ % )

(1 ) ^ j w f t  ^  ^nr

( 2) s p y r  !TI |3TT

( 3 ) ^ T  sT^sr

( 4)

( 5) 3Tfsrr/ r̂?TTT (55R f??T tT f^f^) %?ht?t aTO fw  mf^«T3n^ 1

(e )  q lw T  ^  3Trf<!n=; ^ T ,  M w f^^srn jft ^ ff r ,

( 7 ) ^ T f w ^ ' f¥w v: fw^mfr qf? f>,

(g ) ^^TPTffT '?>'7'JTT ^ irf? r  ^  3rn^) I

( 9) f ? r ^  rfsqr srsfr/q'WKT ^  % ^ s r  ^ f sr^sr

( 10) ( ^ )  Hf^snrt 3ftfi=5T^/^^/r gTTr 3T?m/fmTT ^ s r i ^  ?rnTT?Ji i n  tt
t̂rfT I

( ^ )  ^q=^Tf! %5?fV T?: >

( 1 1 ) 3TfyT/'?#F^ % ^ ’T’T griTTfiT ffTfET ( f̂l': t ^ ; ) if srm TTf^ I

( 1 2 ) BTfail^^T ^ ^ T f i  l ^ . l ^  srR W  I ?

( 1 3 ) %>?Tf?T 7 i r f w M ' ,  Ilf? ^  1

( 1 4 ) fflT'TiTfTffr ^  »rf 't# ^  ^  TTftr 1

( 1 5 ) ^  fTRfn^ m  m \  Jrff stt-

fj^'Tofti-srj^Tf ^  Trfw ^ri'm îra'; a rm /^ T T  ^Tfrrft srt  sn ^  ^  »rf
mf?r^ aTrjr % arrs ^ itt Trfsr % c w  f̂ TTdH 4,000 cT«tt s r fg w r
12,000 ^  I

^irf?Tir/f^wrrRT^ %

24»



% snftrr)

1. arsq^ ^  ftraifc?r

2. ■ET5n?r̂ JT f^^HT ftTOtfc?r I

T̂TJT-’Tt (’TiR-it)

?n3FTT, (? n m ^  ?tt̂ t) it̂ ’ 3?t̂ ! w

f t i i T T  ^  I

2. ^  nVpTtir arf^rtm cT«ri ^  't̂

^  if) 11 

f  ftmwr ?TT^T, 
1 

%TTif
JT»9q-g-f^, r̂TTT'iTT ?R ^T , (gTm?iT ^ t i ; '  W3T) I 

3T?rTow ^ r??rt^

W ^  1 8 5 -3 ^ o q fT (> -lM 6 /l2 7  3

250

V

»T5!T ^TTTim I

]. ^fcrroTT % f^^rr^iK r^, s n ^ ,  sfj^r^r ?T̂ rt ?mT ? r^  ^
arfsmflr ( M ^ )  1

2. TfsTffK, cT«TT f̂T5[T>irr ^ 3 ^  fsMT nnifTtfr?!, T̂JTT'TTT if I

fc lt^  5̂TJ?V>re, 1 6 197 6

f ^ i r  ;— ^f%f^ ^  ^  P r^^ft w r r s r  ar^sr % ^ tt t̂ g?r% 'rfc^Tft
3pTTr?r ^  3T?̂  ^ft-artr ^ r  i

sfTq^ sirrq- f^ ir 'T c  ^ w j i t  7260-3 ^ 0  0-11- 71 / 8 8 0

1 0 ^fRTt, 1972 STTT 5|Tff >rf f^ J f r f f  ^  ?flT ^  F ^  |3TT I;, % 7Tr 2 if 2?̂
3ft n f  ^  3r!Ta|^w? ^  % an^rr^ ?r^ sn-^if i ^  W  »TTq%
^n: 'J7: f%qr |  ?î t  f ^ T  |  ̂  %ft

? ^ ir  % sRPT^ Ttr?r i

3. i r w  <TTa  ̂ T̂<7 1

? ^ / “

# :  g f ^ ,  ifW'JTT ?R^TT I

srRr f^rii'TfT, TfiTf?, fnC'Tr<irf cT̂tt ffw 'iiT  c m s tr ^ q ^
1 5 'srr^ 11



rf,

769-33ft0q^0-If-76 /5165  

? r f^ , ^TJrT'TiT i
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1. ?nft iV*rrjrfKq- ,̂ ^«rr f|?nT w ^ ,  ?r^r ct«it ? r^  tjqr-TT^
(TT^Tfer) ffW'TTT if I

2. T f ^ K  'T̂ TT̂  «̂arr ifTmiirr ^ 3 ^  f ^ r  ^unn^ifi ^ftin'iTT tf i

f??TT  ̂ 15, 1976

\'^q^  :— ^-?r 3Tff^ % i r ^  % 'r f w f t  P̂t i

TT|tW,

J T ?  f ^ ! ! T  | 3 T T  I  %  r p c  a T T t p f r T  f T W T T  %  ^TW  W ^ f T  9 0 5 4 - 4  ^ I ' O

qg’O 11-70/32230/f^TO 22 1970 f^?T% SiTT̂ TrT, 3f?JT % WF^F » T ^  ^^fT fnff % 3flf>5î
sT^lf ftift ^  JT'fcT T flt ^  Sr?T?T ^  |  | %Tqcff ^  |  f% 5RT

^  f?T^r t  5ft'̂ ?TfT5r ir in>^ ^  ^rr f îsTr |  q-i i Tt ^tt ^
% T?ma- !T5 f '̂î q- r̂ TJTT IT4T |  f% JTTff f^?T iTcff t  m ^X  feTT 3rrir ;—  ’

T hebeaefit of free education shall be allowed upto Degree Courses (including professional 
Courses), provided the children get admission in the said courses on merit and pass the 

' examination hold from time to time.

'^te- anf^ ^  ^  ^  g>IT 3ftf% ?R3rTT % srfOT  ̂ W 5P 8455-5 tr-xfO
3 r\n q ^ o -ii-7 2 i3  745 2 ,fT fl^  22-1 2-7 2 %4tt 2 ^ rfw n JT T | I

W ^\l-

| i ^ :  f f T i T T ’n T  t K ' h l T  I

7G9-3’ift0':Cfr0-II-76/51 66 f ? ^ m ^ ,  15, 1976

tr-cp Slf% ^fTT !^T 3TT̂ 'T=P ffTm'^rT ^  I



yR ^, r̂<.Ml'‘ll HT^TT I
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’WN? ] 6/2/78-3

1. w lf f^MnrreJT^, s r r ^  sn^m r ct«tt i r ^ ,  ^ stt arfroTfl: (n r) ,
?fTqT»frT I

2. ^srr ^TiTTiJn fqTJTT^, ^it»TS I 
f e r r ^ , i i / i 3- 10-78

^  3l^ru % a-«TT ^ T  3f^ET % g\TT?T 3pg ifT ^i^TT ^
51T% % f̂ 3|',̂  fcpzf 3n% WT% sfjt

^« r 'T  ̂ 511T3T spt TTftr tttt; t  ^  i

?T?- +'5^ 5f.T ffT̂ ?T |3fT I  ^ fw m r ?n:^TT 7260-3 5fto irg 'o-ll-7 i/880, fe rra
10-1-1972 % 4 t. (IV ) % 31-^mit ^  w

<rr q-»r s j t r  ^  TTf?r tf q-re ^  ? r ^ -  |  1 arm, ^foiT’Jrr % q^ 1 2 1 5 5 -
3^0 '^?r0-II-75/34723. 2-12-1975 % SPTffR ^  ^  aRftJ % 3fKFT 3T?̂  ITT HTWmcr ?t 3TT̂

% ^fT'JT 3TTTT ^r% ^-JT^ffTifr ^  ^  |  i ??r frrg^a' i t  s r^ lts j |  f^TtVr

TT srn 5?Tra ^ f  rrfsf TTiT5^T?r % sTfcTT̂ r ?tfrt f'rtTT '< T f^  Jr s r t q ^  % ^ ht ( l )  %

sf^^TiT sFTff^rfTm ^  arrf^rft ^  iri ?rrfTTT 3T«r̂ T ?i“cri f t  ^ t̂  % ^rx'>r ^ ^ t fsR  f n f ^ M t  ^c  ̂ i
5FT«T 7^ % ^  5Tt4^T q^ SITRT ^T% ?«TT mTTTf ^T ^T»l ( 2) f̂ WT̂ T ?TTT 3T̂ ??T IT#
3IT$ I 

^ t / -  

^  ? r f^ , HTT=5ITT, 
^ftiTT'in ?rwTT i

rr̂ p sfir 3T^5T^ it#  ?r«fr 5t?tt̂ ! t ^ fo n ’JTT sit̂ w ^
¥T<TqT  ̂1 5  3iTd̂  I  i



'TT 5rjf ®Tr5f ^  ittt; vvqifCTf % arrfsrcff jit frreTTT +4-^rfcff s m
^ r^ r 5rr«THT-’Ta i

^*r (I) ^ftsrmtira arr̂  i

1. { ^ )  iTcRTRI^XT ^TWXt frr miTI 
(m ) ^ i w f t  #  75 ffjiT I
(n ) ^JT ^fr % =f.iq??T!T/r^ r̂m ^fur i 
(^ )  w ^ r f r  ^  WfTT^TT ^  ffrf̂ T I 
(^ ) % ?rr«i I

2. 4 \ ^/3T^5f ?TT'lf^ :—

( ^ )  W T T f w  I

{ ^ )  '̂t^rr TrfeRTT ^  Trf?r I 

( » t )  f r ^ l f  I 

{^) arrwoi I
( ) ar̂ RT T̂fTfrcT (frf'? ^JiT, ir^r^, IT^FT % ffTiT 3TTf? )

^-IKT, I

3. %  3TTir %  ;—

( ^ ) 'T f^ T  % m  ^'T^'f irr%^' 3TTIT 1

•̂JT ?f©TT ?TTir I % giKf JTT 3PT1 qfT^TT %
?rasr rT«iT 3TT5T ^rq  T̂TcfT 1 1 an?T Tffrr |  m  w r

( ^ )  ? T T ! T ? ] t  ( i T p T  j f r r J T  ^ f i r ,  W ^ T  3 T T f ? )  ^  3 fT ? T  I

4. JJcT^ %  'T f r ^ T M ^ T T  ^  % ^IFcT f1f% ^ 5 f t  TTf% f ^ ' J T ;—

( ^ )
( 'a )  I
( ’t) irfcrEJT f f r r s r ( ^ r o < f r o 'T ; '^ )

( ^ ) fsfTffr ?r <̂5? 3rrf? % 3t^?t stm  kt̂ t Tifsr ( :
4?r ^PT?riT5PT rr=fj % 3T^;t 5Tr<T g-̂ T TTfw)

5. %  Tft'TTT/^T^TT '^ 4  = ^ ff  ^  f^ ST T^ fW  ^T ĥY h  I

5n«ff % f̂cTTSP:
’jTi Tm
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t  IT5 i/^TGfl f  f% TT̂  g m  JR tJT d w  ŝ-'JT ST5T qg %
arirgri ^sp ?t?it |  ?ftT ^  «t>  ̂ |  i

3Tffl-?rT«ft

ffts :— 3T? 10 % 5̂2T % frr?r-^r^5PT^ tt  ̂  ̂ ft^r-^firwT^/snqTT ^f5rp|? g ro  HTe^qtfer i
( 2 )  f^m^T s m  g ; ^ T :—

1. ( ^ )  ^  1%f«T I
(<sr) ^  ^Rfrrtt ^  Jr ^  firf«n
(^ )  ^ T  ?«rrJTt «Tr 3 { w  i

2. ( ^ )  r̂jrETTft f r o  ^ ^ - fH rrk  % 1%  ̂srra ^ ^  fw  TTftn 
(q  ) ^oT 51TO ^  f?if«T (firfsmt)
(»t) s m  ijfJi ^

^  ^  JW TTfi?r I
( ^ )  ^ fl^ r tr  ^  J f  ?T/q:T^TT ^  fd"«T ^  f^roW ^  t ?: ^

•JTr̂ r ^  j?T Tiftr ^  f  i

3. fT^Tur ¥ t  ftnrrfTST i
(fg^ifT?r % )

f̂ 'SflTtnRTST % I
^rrro 16/2/3^fon;?T0-n-79

^WITT m.^X, =^»T3 I

1. ft'jrTirrszT^, a n ^ ^ ,  s r r^ r^  c m fp T T  ■grr^f^ ^  ^  s r f e r f t
(^TTTrfw) I

2. Tr̂ TfJT̂ :, q>r^ fftqunr ^3 ^  f tr rq r^ , w t i r ?  i

22'TT?3^, 1 9 7 9

fgrwo- :— 3T^a % ?V^?r w r  ? r r^ f f  ^4^rfx;?f % T pc^tr m  3t^?i| g;?:? stt^t^t cT«rr sitit |t^srTO; t^rr i

ITS TT 3rrq^ if^qr’iTT gr^PIT % q - f ^  9 05 4 -4 ^0 I T ^ T 0 - II '7 8 /3 2 2 3 0 ,

22-12-7  0 f^3T <n: ^ m -2  t t  ^rrft ^  ^rf f ^ i r ^  ^  htK ^  ^

|srr I  fsp ^ ft''nir f?fjrr |  'fl-fgrsEr ^  ^riri^^i^q^r snf^RT ^ t

^r^gr sTffiT ^'c -rr srrtr %fft ^  sr^^iFf Trfir ^  ^

7 ?rrw ^  3rrg-̂ j ^rTcrr sr̂ rr̂  ^  #?rrw ?rff f^ar ?Tfn- i ^

»J?T9TTT fCTt^ 5 ^^  ^TTcT f'f’f  I
m-. 3Tr'Tt 3T^«J I  ft: ^  ffT'itil if Covered Cases ^  arrn % ^mi I

9tkw, R nm ^T, 
f ^ ;  )̂5ir ? t f ^ ,  ffw<»n i

51% ffeTr<in % ?r«fr ^  ^  T^'rr q#  arrw r^  | i j
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1. ffcTT'JTT % ?T^ f^mTrEST s n ^  ?T«TT ?HTt ^  3lf9^Tt

(ftri%^) I
2. TfsTffR, cRr T̂ZTTOTT =̂ 'Ĵ JTS I

f '̂TT^, =̂ 'J.̂ >T? 30 3W^, 1979

fsfiTir ;— , j ^ % q f ^ f f  3pt?t?t 3rtjt^  % f^n;

I

'̂TTtfrT f s r ^  TC STTtm ^W ^IT H W R  % "Tg W ^T 90 5 4 -4 -^ 0  HF0-11-7 0 /3223 0,
f^?rtsF 22-1 2-70 ?ftT f??rT?r cf«TT if^ ^1 f?il?i |s n  |  sn  % ?if«T »r$ TTOtf^cr 3n^?fr-
'Ta’isTt'̂ TJTf % tfiTfT-ft Jr Iff sT^fqr I  t̂ct̂  ^  »r>rffrJT srT̂ r r̂a- ctsstt ^ t q^fr ( ^ t H w f t

^  t j)  ^  \ V im  ^'f %
^TTOT f̂ rm̂ flr STCT 'f?5R iTriT?ft f^ST^T ^  if 3TflrT̂ ?JmT f t  3rT?TT I  I 3{fT: ?TT^T

f!ST Tr ffT̂ TOT % sr?q t?: T ^ t t  f^qr TOr |  w It ^  f ^ ^ r  f ^ t  I  fi.- 
^  %^r trsfViiftTfftir 3tF»t^ 3n#?^->T^ % ?rrq ar^w ^tfecT t
*ft 5TĤ  :—

STTTTpimfTqT t  ( l )  fH^Tm ^=^nft STT ?T«TT cT̂ ST̂ aTT |3TT STT ( 2 )
f  JTr̂ RTTV T^ g-% 5r^2 f îTT imr i”

2. fJ'TTTT ^  arr^^"! ^  T T ^ % ftrJTl T̂Tt I

? m h  
^  frfV^ firnrr^T  

fi%; JT ^ îTirT’TT I

t^?:-iTii srfcT ifTq-ran ^ t^ \ x % H'»ft f^i=m q^, a r r^ ^  ti#  =̂̂ fTT qsr armsq^
^ r 'f^ r^  I f  ■>T̂  11

2SS

16/7-3'^Otf5TO-II-79



1 6 /9 /3 ^ 0 'T ^ 0 -I I -7 9  

? r f^ , ffwrtiTT HT^FT I
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1. ^ fc rm i % r̂vTt f^mjrTsir^, ?mT f^^riT srfsm ft
( H T )  I

2. T ^l^rc , 'fsTT  ̂iTq- f̂cfTOIT ?qTirr^, ^#r<TS I

30 3T?^, 1979

f^ m  :— ^  3T^sr % JTT% % TfT^rff % ap^nicr
T T f 9 T  ^  g f ^ v - n  5 R T ^  ^  I

JT ?^ ,

f̂ TT3T qx f̂OTToiT ?T7^T % qfrqnS ĴTFfT 5093-3 0 tr^O-U-75, fsTHT̂  30-4-75 ^
m«T jffTO ftrcT »rtT p̂TJrT'iTT ^'raTf^r 1975  % 2 ( f t )  % T f ^

12 ^  sfrr f?qT^ fo; ir-5 ^ r  fir^sr firr  |  ftr ^ t t  Jr 3<T?a s r w r  ^
3rrf«?  ̂ 'TfT^T ^  #(Itt TrfVr #i aT̂ rJTTpf wi 1 1 sr#iTTfT sr^iw'v Jf sifawTr

?TT% ^  Trrir% wrr 5r;rffTfi5iTir fpqr Tr*n |  ?flT ?r?T¥^rT HT^rT gKT ir^ f?r̂ JT f^ T  »ijtt ‘
% ft: Jf % nrir*T 2 (# i)  % arijfrrT ffrirnT̂ T ^  (beneficially)
SFT 5rr'^ ffrqr crrf^ f^jft ^ 4 ^ r fr  % inniftTTT-cr m ^rtfer trf?3TT ^  vfor
f«rfTT ^sffT t % sr?T?T. ^r 1 frr^r ( nominee ) 1̂ amvrf^sr Jf ^  12 '*t
?ffeT w^^TTT frm  Tifw ^ r  'JTTrar̂  f e n  1v5 >0 »

2. 3fTq% I  ffifT jfrHffTT % 3T??f’trT f^mfJTcI ^JT^TfT^Tt % 'W4 (^rf^mt

?t̂ ^jt) ^  ?rrirtfr^ h-rt  3t<t̂  Jr f e n  srr# ?fk r̂ g m  ^irirt^^r ^sTfaiT
^  Tjftr ferr% f  g; 5iwt^ ^^rr 1

3. irqTTT ^  ff?Ti|rff 5frr ftsqr ??k f f f ' t ^  TT^^r ^  1

^ i l -  
■OT ?q??TT,

^fcTT’m ^TT^T 1

5tRT ff?TTTWT ^TfriT % ? r^  3T R ^ rr^ cfSfT
5  ^  ^Icf\ I  I
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FORM—T

Nomination for benefits under the Haryana State Employees’ Group Insurance Scheme

(W hen the Government servent hasa  family and wishes to nominate onem em berorm orethanonem em ber 
thereof).

, I hereby nominate the person(s) mentioned below, who is/are member(s) o f my family and confer
^ on  him/them the right to receive the amount that may be sanctioned by the Haryana Govt, under the Group 

Insurance Scheme in the event of my death while in service.

Name and addresses of nominee/nominees Relationship with Govt, servant Age

Dated, this day of 19 at

Signature of Govt servant.

Signatures of two witnesses

1.

2 .

—^The Govt, servant should drawn lines across the blank space below his last entry to prevent insertion 
^  ‘ of any names after he has signed,

; F O R M  I I

Nomination lor benefits under the Haryana State Employees’ Group Insurance Schen\e.

When the Govt, servant has no family and wishes to nominate one person or more than one person.

1, having no family, hereby nominate the person/persons mentioned below and confer of him/them 
the r^ght to receive the amount that may be sanctioned by the Haryana Govt, under the Group [nsurance 
Scheme, in the event of my death while in service.

Name and addresses of Relationship with Govt. Age
nominee/nominees servant

Dated, this day of 19 at

Signature of two witnesses :

1.
2 .

Signature o f Govt, servant.

N.B, 1. The Govt, servant should draw line across the blank space below his last entry to prevent the 
insertion of any names after he has signed.

2. Where a Govt, servant who has no family makes a nomination, he shall specify in this column 
that the nomination/his subsequently acquiring a family shall beccme invalid in the event of 
the nomination will hold good in spite o f his acquiring a family.

(Delete the in applicable part).



16 /13 -3 -^O tr^O lI-7 9  

? r f^ ,  ^ fw 'jn  ?rT^T i

1. ^TJfT’JTT % % fn ; Tf^^r, ^cr
(?TFTrT=p) I
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2. TfsT^R.T 'stT^^^TJnin^s^^irm ^PT, =^oi\-T|si 

2 6 ^ ^ | ,  1979

^  sr^a^ % ?krfT ?Rj] f̂|sF ^lirr ifl3f?Tr % sr^^’ffr
T T f 5 T  ^  ^ f 7 9 T  S T 5 T ? r  ^  I

q r sTTq^r szrrfr ffe rrm  % q f tw  W 'P  5093-3 sfto ir?a-o-Ti-75,
30-4-75 ^  m v  JTffTa' f^(T iT(T ^fc.^tnrr 5JT f??ftt^T ? # if  ¥?5r, 1 97 5 % f'RJT 4 ^

JT?f q f  spT fsrr I  f% >1x1 ir f^rf^  ^7vfTt??r wi'^r ^ m 'l r r  %
e'wlr ^ tf^ fV rr (%f?r t t s  3rt»T ^stt fn?«rferT t t  ?Tfr | t t  's t i^ x )  ^  ^
11 ?= f̂ir % 3??^^ f^tr ^  jr??r ?miT % %

«rT I ^  -jnjr^r t t  m  g w T  grrr f^otir f^irr ^mr |  Jr ^
3ft f  w  TT I ,  ^  m  % snrnrcT f e n  i

2- ^ q r  M jt ^  % qr^PT f e n  ^rn; i
'fl^frir,
1 ^ / -

f ^ ;  g f ^ ,  ^ frqw r ?rT^T i

T^-tr^fr g-f^ if̂ q-TiTT rrr^Ti % g"*fV f^;^!TWcff, aTTqaraf t?,# arr^fir^

t f  11



1 6 /1 9 -3 ^ 0  <^0-lI-7 9 

?R5PTT I

1. |rw 5 fr%  ¥)fr f̂ rtTRr&iT̂ T, srf^r^r f̂ ^TTT tr^ rp>3^
I

2. TfsT̂ âTT, <1511̂  ^  ifo rm r ^  R n q r^ ,  i

f e T T ^ ,^ i r ?  12f?K^¥T, 1979

f^wrr : ~ ^ r  ar^sr % tk^  wr% ?TT^rfr % > rfw tf ^  ^  t?rT i

3'T«T^ f^^JT TT a rm r  sqr^ ^qrtilT  H<>PT< % 8 4 5 3 -3 fl0 q ^ 0 '1 1-7 2 3 7/4 52,
22-12-72 cT«TT ^T |t^ 769-3 1^0-76/516 5. f̂ TTtf; 15-3-78 ^  ?ftT f e n t  ^  iff ^  ffT̂ T̂

I'lrr I  % sr^eTT ^4^rfw1r % a i i f ^  ^  M t  ?cR  { including professional

coacsas ) T m x  ^  | i  ^
ffjqr JTTf qr f!r q-  ̂ ir - s t  5) ^  t<  ^ r t t  m  1 srt; ^  sri?r q r  sra grm 

i^nrr |  ?Tf PT'ifq- Prqr »tjtt |  % iiT'jftTO’g' 'rm  g:?i% sfif'SRT ^
ftrirr ^  ^  7?^rar F r̂fft ^  ^srr ^  Tf?ft ^  ' t t  fn-:!5?<p

^  ?iqT'<T ^  I

2. f̂ T'Tf ^rffTR r^iTfTTt n  ?i?ft"JT T̂'T?rr "srw ?!'H '̂ Hr̂ 'r t  ??5TT ^
TT̂ TiT fWT 5fT$ I

^ w \ -
firr^T, 

? r f^ ,  ffwi'TT I

5Tr?T srcqrorr ?r?:̂ ?TfT % ?r*f1; srrijf^ tr^ ?rfW  m r  g;=^T tr^an^^^nF
JT^r^ f  ̂  ^  5ft 5fT^ 11
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16/21-35T)-0q:?f0-II'79 
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(fTT^Tf^ )̂ I

2. Tf^^TK, 'TSfr  ̂^  ^ T ’lTT ■?=5̂  ?inqT?PT 1

4-1-198 0
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The Chief Secretary to Government, 
Haryana,
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No. 16/9/83-3 GSn

From

All Heads o f Departments,
Commissioners of Divisions,
All Deputy Commissioners and
Sub Divisional Officers (Civil) in Haryana Slate.

Dated, Chandigarh, the 27-6-83.

Subject :—Saising fhe limit of Ex-gralia Grant admissible under the Ex-gra(ia Scheme.

Sir,

I am directed to invite your attention to Haryana Government letter No. 9054-4GS-70/32231 dated 
22-12-70 and to say that, at present, tlieex-gratia grant equivalent to 10 times montlily emoluments (excluding 
House Rent Allowance) drawn by a deceased government employee subjoct to a minimum ' f Rs. 5000/- 
and maximum of Rs. I 5,000/-as admissible is given to the family c f  the deceased. The question c fenhancement 
of ex-gratia grant to (he family of (he deceased government empK yee has been engaging the attention < f the 
government and if has been decided to raise these limits to a minimum of Rs. 10,000/- and a mpximum of 
Rs. 25,000/-. This amount will be, however, continue to be calculated at 10 times c f the lasi monthly 
emolumenK (excluding House Rent Allowance) drawn by the deceased government emplt yce.

2. I am, therefore, to request that the proposals in respect of the employees who die, while in 
service, on or after 1-4-198.3 should be forwarded to Government on the basis of the aforesaid decision. 
You are requested to bring these instructions to the notice o f all Heads o f the offices under your control for 
strict compliance.

Yours faithfully,

Sd/- 
D.S. Cheenra 

Under Secretary General Administration, 
for Chief Secretary to G( V t .  Haryana.

A copy is forwarded for information and necessary action to Accountant General Haryana, and 
All Financial Commissioners to Government, Haryana. All Administrative Secretaries to Gcvenuiient, 
Haryana.Secretaries/Private Secretaries to the Chief Minister Ministers/State Ministers/Chief Parlia
mentary Secretary/Parliamentary Secretaiy.
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From

To
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No. 16/9/83-3GSII

The Chief Secretary to Government, Haryana.

(1) All Heads o f Departments,
Commissioners o f  Division, All Deputy Commissioners and Sub Divisional Officers (Civil) 
in Haryana State.

(2) Registrar, Punjab & Haryana High Court &
All District & Session Judges in Haryana State.

Dated, Chandigarh, the 7th March, 1984.

Subject .'—Enhancement of £x-gratia grant to the Government employees who become blind or disabled (having
major disability) while in service.

Sir,

I am directed to invite your attention to Haryana Government letter No. 121 55-3GSII/75-34723, 
dated 2^12-75 on the subject noted above and to say that, at present, the ex-gratia grant equivalent to 8 times 
monthly emoluments (excluding House Rent Allowance) drawn by an employee who becomes blind or dis
abled during service subject to a  minimum of Rs, 4,000 a n d  maximum of Rs. 12,000/- a s  admissible, is 
granted to him/her. The question of enliancement o f ex-gratia grant to such Government employees 
has been engaging the attention o f the Government and it has been decided to raise the limit to a minimum 
of Rs. 8,000/- and a maximum of Rs. 20,000/-. This am ount will be, however, continue to be calculated at 
10 times the last monthly emoluments (excluding House Rent Allowance) drawn by such Government 
emph yee. 1 am, therefore, to request that the proposals in respect of the employees who become blind or 
disabled, while in service, on orafter 1-4-1983 should be forwarded to government on the basis o f the afore
said decision. T hise instructions may please brought to the notice o f  all Heads of the offices umler your 
control for strict compliance.

Receipt of this communication may be acknowledged.

Yours faithfully,
Sd/-

Deputy Secretary Protocol, 
for Chief Secretary to Govt. Haryana.

No. 16/9/83-3GSH, Dated Chandigarh, the ?th March, 1984.

A copy is forwarded to the Accountant General. All financial Commissioners to Government, 
Haryana. All Administrative Secretaries to Govt. Haryana. Secretaries/Private Secretaries to the Chief 

, Minister/Ministers/State Ministers Haryana, for information and necessary action.
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: Concession to the dependents of the employees worikng in Boards and Corporations of Haryana
States who die while in service.
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CROSSING OF EFFICIENCY BAR





Subject .-—Efficiency Bars.

Gajiette

Horne; '

To ensure uniformity of action by different Departments in live matter of stoppage of officers at 
efficiency bars, Governments consider it necessary to lay down certain general piinciples for the guidance 
ofraH  concerned.

2. The crossing of an efficiency bar is to be distinguished from the earning of an annual increment. 
In the case of the annual increment, on us is on the authority to show cause why it should be withheld; 
in the case 0f crossing a bar the omis is on the official, tacitly or otherwise, to show cause why h? should 
cro^s i t .  ■ .

' , % Crpssitig of an efficiency bar amounts to promotion stoppage at one is a form c f punishment
under'Rule 49 O f  the Civil Service (Classification, Control and Appeal) Rules or Rule 14. 10 r f  Civil Services 
Rules (Punjab) Volume I (Part 1). ft is, HoweVer, not necessary, before it is decided to slop an officer at 
a b ^ ,  tO;ioforn} him in writing of the grounds on which h is proposed to take such action. Th=; order is, 
however, appealable accordingly as the officer concerned is a member of the All-India c r Pr  ̂vincial and 
Subordinate Service aniVit is dpsivaWo every case sl\ouid be sciutinised cavtf\i\iy by iht Ik a d  the 
Depiirtment and good reasons given in suppoit of an order I'f steppage.

4. As the efficiency of a service depends to a great extent on the quality of t he oflii. ials at the top, 
it is essential that cachcase is dealt with care and that the passing of an efficiency bar is not regarded as a 
mere matter of formality.

B roadly speaking, efficiency and honesty should, taken together, be the deciding factors. These 
factors do not always hang together, on the contrary, a dishonest officer is more often efficient than 
otherwise while an honest officer may not necessarily be efficient.

5. There are usually two bars in every time-scale, the first at the stage when an officer may be 
considered as ceasing to be a ‘.1 unior’ and as fit to perform satisfactorily the ordinary duties of his service, 
and the second at the stage when he becomes a ‘senior’ and may be expected to be fit to perfcrm any o f the 
duties which the service is called upon into undertake. No particular difficulty should arise with regard 
to the first bar, and in rf^spect of this bar, Government only desire to lay down that no officer should be 
allowed to pass this bar until he has proved himself competent to perform satisfactorily the ordinary duties 
of his service.

6. I’he second bar presents greater difficulty, and it is (iear that, in the absence of definite in
structions as to the standard required, number o f officers, who are not fit to  perform  the highest duties 
that could be allotted to them in their service, have been nevertheless allowed to rise to the highest pay 
in the ordinary scale. Government consider that in future no officer should be allowed to cross the second 
and final bar unless he is adjudged fit to be placed in charge o ft he full duties attaching to the heavier charges 
which officers of his rank can be called upon to fill. Heads of Departments will be able to fix in their minds 
the standard charge which each grade of officer should be expected to be able to fill before passing the bar 
but in each case it should be remembeted that the charge should be one which an officer can be called upon 
to fill in the ordinary course of duties of his grade.

7. While Heads of Departments are required to exercise their judgement and discretion in each 
case, the following instructions will be helpful and  should be kept in view,

(1) The efficiency bars must be real, and recommendations for passing them should not be given 
as a m atter ofcourse to  those Government servants who just manage to avoid getting into 
trouble.

(2) For the purpose of crossing the efficiency bars. Government servants will broadly fall into 
three divisions as below and their case will be dealt with as explained against each.

(a) Good—Are those who consistently earn good reports and who will in the ordinary course be 
permitted by competent authorhy to  cross the efficiency bars.
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(b) Fair—Are those who secure at least 50 percen t good reports. They should not be per
mitted to cross the bar unless the head o f department is satisfied, on  a  careful study o f the 
record, that they merit promotion and give promise o f satisfactorily filling the havier 
charges in the grade.

(c) Poor—Are the remainder, and they will not be permitted to cross the bar.

8. Heads of Departments while considering each case on the basis o f  the above classification 
should take into account the severity or leniency o f the officers whose reports are under considemtion and the 
nature o f the work on which the Government servant was employed.

9. Stoppage at an efficiency bar should be for general bad work and inefficiency continued over 
several years and not for one or two lapses for which ordinary stoppage o f increment (with or without 
future effect) should be the punishment.

10. As there is at present no definite provision for piriodical review of orders stopping Governm at 
servants at efficeincy bars, Government consider that there should be such a provision and have accordin|ly 
decided that cases of stoppage at efficiency bar should be reviewed at the expiration o f the psriod of one 
year from the date of the order, and, if necessary, at the same interval thereafter. In the case of an  officer 
who is stopped at the bar by the Provincial Government, the most convienient procedure would be at the 
time o f the passing of the order, to ask for a special report on his work at the end o f one year or to  require 
his superior officers to  deal with the matter in the annual coudidential report on  him.

11. The procedure for giving effect to the orders tegarding the review o f cases of officers )i 
services other than the provincial services is left to the Head of the Department to settle.

12. These instructions supersede a ll previous instructions whether Departmental o r  general, on 
the subject.
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Subject : Efficiency Bars.

I am directed to invite a reference to paragraph 3 of the Punjab Government letter No. 35 74-G-48/ 
35863, dated the 5th July, 1948, on the subject noted above, in which it w a s p o i n t e d  out that while 
stopping an officer at an efficiency bar under rule 4(ii) of the Punjab Civil Services (Puni hmetit an 
Appeal) Rules, published with Punjab Governmeut notification N o .' 6693-G-40/47845, dated the 26lh 
November, 1940, it w'a.s not nc.ce saly to inform him in writing t fiiv; giounds on which it was pr p sed io 
take action against him. With the promulgation c f  rule 7-A, ptibrsh ci with Punjab Gcvcrnnienll noti
fication N r. 7094 Ci-48/57526, dated the 25th October, 1948, the p sition has changed and it is now 
n.'ccssary before withholding an increment or piom eticn including ?topp;'fe ai auefficiency brn-, toafT)rd 
an adequate opportunity to the Government servant conccrned cl making any rcprc'cntation tha he niiiy 
desire to make and such rcprtsentaiion, if any, has lo be taken into crmiderf'li n before the order is 
passed. • The recjuirenients c 1 this ruli* may, for suflicient rcsasons to be n c  rded in writing , be waived 
where there is difficulty in observing them and where th^y can be waived wiihut injustice to the officer 
concerned. Government feel that the only case in which thii rule ni«iy be waived is where the Govern
ment servant absc-snds and cannot, th :r  f  re, be called upcn to submit hi r. pr;scntnticn. T am, how
ever, to make it clear that the otclers c: ntaincd in paragraph 3 ol PunJ.ib Gi v.rnment letter ol the 5ih.F uly 
1948, referred to above should be deem.:d to have been me difi^d by rylc 7-A c f the I’utijab Civil Services 
fPimishmen* and Appeal) Rules and every Govermneiit aervt'ru upcn whcm if is pr. p^ted to imp ee any c f 
tlve penalities referred to in clauses, (i). (li)o r(iv ) c f  rule 4»i»Wshi. iild be afforded an opportunity to make a 
representation and such representation, if any, should be taken into consideration before passing orders in 
the matter.

Copy of Punjab Government Circular letter No. 2112-G-5i{/l/J3tM dated 31st iVlarch, 1952, from the Chief 
S ecretary to Government , Punjab, addressed to all Heads of Deimrtments etc., etc.

Subject Instruction to be observed by coittrollinjf authorities in the matter of the grant of increment of pay 
or permission to cross the etficiency bar

1 am directed to say that it has been n ported lo Go\ernment that recently an official who:,e .service 
record was bad and whf'se case wfs to be con:iderid for compulsory retirement was allowed lo cross the 
efficiency bar’. On accou nt of this lapse on the part of the Head o f the Department permitting him to 
cross the efficiency bar the official concerned escaped the proposed action . Government consider that the 
action o f the Head of the Departmeni in this case was very irregular and contrary to the instruction issued 
on this subject,—Vide Punjab Govtrnmonl letter No. 30793-Gaz., dated the 27th November, 1933. I am, 
therefore, to enclose a copy o f this letter for infcrmation and strict compliance by all controlling officers iii 
future,
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Copy of Punjab Government Circular Letter No. 1055-G-S1/1308, dated 23rd February, 1951 from the
Chief S ecretary  to Government, Punjab, addressed to all Heads of Departments etc., etc.
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Copy of letter No. 7688-3S-71/8880, dated the 29th April, 1971 from the Chief Secretary to Government, 
Haryana to all Heads of Departments etc., etc.

Subject :—Efficiency Bars.

I am directed to invite reference to composite Puanjb Government memorandum No, 3 574-G-48/ 
35863, dated the 5th July, 1948 on the subject noted above and to say tlmt Government have decided to make 
the following amendments in the instructions constained in that commfinication ;—

(1) At the end of para 8 of the instructions referred to above, the following new para will be 
added ;—

“ 8—A. While examining the overall record of a Government employees for the purpose i>f 
considering his suitability for crossing as efliciency bar, his record for the five years praceding 
the date on which the crossing o f the efliciency bar becomes due should be given specia} 
importance.”

(2) At the end of para 9 of the instructions the fowlling new para will be added :—

“9—A. Cases regarding crossing of efficiency bars should be decided by competent, authorities 
before the date on which the crossing of the bar in question become due. There may however 
be exceptional instances in which owing to unavoidable circumstances it is not possible tq 
take a decision before the said date. In such cases the decision must be taken as soon 
thereafter as possible and in any event not later than six months from the date on whicH 
the crossing o f  the efflc ency bar became due. Delay in this regard should be viewed 
seriously and stringent action should be taken against the officers/officials responsible 
for the default” .

(3) The receipt of th’s gorarauaig^tion may please be ^ckaowiedged,



From

To

The Ch ef Secretary to Govt Haryana.

27S

No. 6472-35-71/28599

(i) All Heads of Departm ent^; the Commissioner, Ambala Division ; and all Deputy Commis
sioners ; and ail Sub Divisional Officers in H aryan^, and all District & Sestions Judges in 
Haryana

(ii) The Registrar, Punjab and Haryana High Court, Chandigarh.

Dated, Chandigarh, th 6th October, 1971.

Subject Crossing of efficiency bars,

Sir,
I am directed to address you on the subject noted above and to eay that the pioposals received from 

various departments about crossing of efficiency bars by gazetted officers sho wtd that such pioposals weie 
bemg taken up for consideration long after the daie on which the Officer concerned was due to cross the 
efficiency bar. Inquiries were therefor a made an r the departments reporteu that delay in such cases occurred 
primalily because intimation as to th? date wh.»n th? crossingof the efficiency bar was due was not received 
from the ‘Accountant General’ office in time. The matter was accordingly take up with the Accountant 
General but the indicated that the practice fi. Ilowtd by the audit ( ffice until now about intimating the 
date o f the crossing of the efficiency bar to the departments concerned was only with a view to faciUlaUtVg 
timely examination of such cases and in fact the Administrative Departments had the dates available on 
their rtcords and should be able to process such eases on their cwn.

2. It has accordingly been decided that in future each dep:irtment should keep unpto date rcc.^rd 
f the dates on which all officers/officials working in the departm ent are due to cross efficiency bars and

should initiate those cases at the appropriate time without waiting for any connnunication from the 
Accountant General if any department has in any particular case doubt as to the correct date in question 
then it may obtain confirmation from the audit office but that should be done at least 6 months in advance, 
so that the case can be settled in time.

3. It is requested that these instructions may please be brought to the notice of all concerned 
for strict compliance so that the delay does not in future occur in the finalisation of these cases.

4. Acknowledgement o f the receipt o f this communication is requested.

Yours faithfully,

Deputy Secretary Polhical & Services, 
for Chief Secretary to Government, Haryana.

A copy each is forwarded to

The Fii\aacial Commissioner, Revenue, Haryana/All Administrative Secretaries to Govt Haryana, 
for information and necessary action.

No 6472-3S-71/28600 Dated Chandigarh, the 6th October, 1971.

A copy is forwarded to the Accountant Genjral, Haryana Chandigarh, for inform ition and neces
sary action with reference to ths communication noted in the margin

2 As W i l l  hi observid inUructions have b jen  issued to all the D ,paitn i-n ls to deal with such cas2s 
without awaiting informaiion fiom tha audit offi:;. Since h)w.;ver correct inf.^rmition rcgirding du3 
dates for crossing efficiency bais is always readily available i n th ;A u l i t  O ffi;: th^ AccDunitnin-Gjnjral 
may please issue instiuctions again to all concerned that th ; said dat s may in each cas; b e  in tim i;;d  to th ; 
Department concerned well in advance so that it is enuired effiactively that such cas.s are not delayed und?r 
any circumstances

M A R G IN '.—
Deputy S.-cretary Pohtical & Services, 

for  Chief Secretary to Govt. Haryana.
D.O. No GA-lVjHRjEDVjL'PjllOQ-Olst. 17-8-71 from  Sh. Ajit Narulfl addressed to Sh. L .M J a in ,

1,A .S, DSPs.
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The Chief Secretary to Government, Haryana.

To

(i) All Heads c f  Departments, Comniissioners, Ambala and Hissar Divisions ; all Deputy 
Commissioners; and all Sub-Divisional olfficers in Haryana ;

(ii) The Registrar, Punjab and Haryana High Court, and all District & Sessions J udges in 
Haryana.

Dated Chandigarh, the 29 thJanuary , 1974 

Subject :—ElBciency Bars—Stoppage of Efficiency Bars under the provisions of C.S.R.

Sir.

1 iim dif.ctid  to r .fe r to  ih? subj.ct n jitd  above and to say that in order to ensure uniformiiy of 
action by different Dejiartments in the matter of stoppage of officers/c fficials at efficiency bars Government 
have reviewed the mutter further and consider it ncccs5,ary to lay down ccrtsin general principles in a con
solidated form for the guidance ci all concerned.

2. 1 lie crubsing c f an cfUciency bar is to be distinguishtd frcni the earning of an annual increment. 
In th ; case of ihe annual increment onus is on the competent authority to show cause why it should be with
held ; in the case o f crossing an efficiency bar the onus is on the official tacitly or otherwise to show cause 
why he should cross it.

Punjab Govt, k ite) N o. 3574-G-48/35863, clutccl 5-7-48.

3. Stoppage at efficiency bar on the basis of work and conduct of a Government employee under 
th “ provision of the C.S.R. has to be distinguished from the stoppage at efficiency bar under the Punishment 
and Appeal Rules, lindei the Punishm ent and Appeal K uks, an employee may be slopped at efficiency 
bar, not as a punishment in itself but as a resultant of punishment of stoppage of grade inciement/increments. 
Wh?n a Government employee is to be stopped at the efficiency bar under the provisions o f the C.S.R., no 
formal opportunity to show cause is required to be given to him, while in the latter case, it is necessary that 
such opportunity is given to the Government employee. Relevant extracts from advice dated 6-7-73 given 
by the Advccate General in this connection are enclosed. In view c f  the above facts, the instructions issued 
vide composite Punjab Government circular letter No, 1055-G-51/1308, dated the 23-2-51 are hereby 
wiibdrawn.

4. It is thus not necessary before it is decided to stop a Government employee at an  efficiency
bar, to inform him in writingofthe grounds on which it is proposed to take such action. The order stopping 
an etnpioyee at an efficiency bar should however be a speaking order and it should give sufficient details 
so that, the employee can, if he so desires, make a representation against the same. It is desirable that
every case should be scrutinished carefully by the Departments and good reasons given in support of an
order of stoppage.

5. It IS further clarified that—

(i) under the provisions of C.S.R no order stopping an employee at efficiency bai for
any particular period, can be passed. An employee is just slopped at the efficiency bar. 
Note 3 below Rule 4.8 of C S.R. Vol. I., Part 1 provides that the case must be reviewed after
a p»ricd c f  one year and therefore it is dear that the initial order cannot be effective for a
period more than one year ;

(ii) the record and conduct ot the Government employee upto the date of his crossing the efficien
cy bar is to be taken into consideration ;

Piinjan Goi't. letter No. 4091-/4S//-60/20836 dated 8-6-60

(iii) steppage at the bar would be without cumulative effect ;

(iv) advice of the Haryana Public Service Commission in such cases is not required ;

No. 5474-3S-73/2073

From



(v) the case will have to be reviewed annually in terms of note 3 below rule 4.8 of the funjab 
C.S.R. Vol. I, Part I and his upto-date record will have to be taken into consideration at 
the time of each review t f the case, ;o as to see whether the defects have been removed to an 
extent sufficient to warrant the removal c f the bar. For this purpose the previous record 
will necessarily have to be taken into cjnsideration together with the fresh reports.

••

4 ; 6. While Heads of Departments are required to exercise their judgement and discretion in
each case, the following should be kept in view :—

Punjab Govt, letter No. 3574-G-48/35863, dated 5-7-48.

(1) The efficiency bars must be real, and permission to cross them should not be given as a
matter of course to Government servants who just manage to avoid getting into trouble.

(2) On the other hand stopage at an efficiency bar should be for general bad work and ineffi
ciency and not for one or two lapses only.

(3) For the purpose of crossing the efficiency bars Government servants will broadly fall into 
three categories as below and their cases should be dealt with as explained against each :—

(a) Good—Are those who consistently eain good reports and who should in ordinary course 
be permitted by the competent authority to cross the efficiency bars.

(b) Fair- Are those who secure at La.st 50% good reports They shi uid not be permitted 
to cross the; bar unless the Head of Department is satisfied, on a careful study of the 
record, tlu t they merit promotion and give promise of satisfactorily filling the heavier 
chalges in the grade.

(c) Poor- Arc the rcmiiiudiT, and they should not be p^rmilted to cr>.:;s the bar.

Heads of Departments while considering eas h case cn the b;isis c f  th^ above classification may 
take into account the serverity or leniency of the officer whose reports are under consideration and the 
nature of the work on which th - Cl' vcrnmcnt servant was employed.

(4) Efficiency and honesty taken together should be the guiding factor in dealing with the cases 
of efficiency bar.

(5) In th; case of th? first efticiency bar th,- whole record of the ofHcer/official in the grade in 
which the bar is to be crossed should be taken into consideration. In the case of the second 
efficiency bar only that record should be taken into consideration which the officer/official 
has earned since he was allowed to cross the first efficiency bar.

(6) T h; rec(ud of the officer/official during the period of 5 years preceeding the date on which 
crossing of the oefficiency bar becomes due should be given special importance.

Haryana Go\'t. letter No. 7688-35-71/8*^80, dated .

(7) Ati employee who has earned an ailverse report against integrity during the period for which 
the work aiul conduct is taken into condideration, should not be allowed to cross the efficiency 
bar.

7. There are usually two bars in every time-scale ; the first at the stage when an officer may be 
considered as ceasing to be a “Junior” and as fit to perform efficiently the ordinary duties o f his services ; and

 ̂ the second at the stage when he become a “ Senior” and may be expected to b ; fit to perform any of the 
duties which an officer of his rank in the service is called uptonto undertake. N:> particular difficulty should 
arise with regard to the first bar, and in respect o f this bar. Government only df-sire to lay down that no 
officer should be allowed to pass this bar until he has proved himself competent to perform efficiency the 
ordinary duties of his service,

Punjab Govt. letterNo. 3574-G-48/35863, dated 5-7-48.

8. The second bar presents greater difficulty, and it is clear that m the absence of definite instruc
tions and to the standard required, a number of Government employees w'ho are not fit to perform the 
highest duties that could be allotted to them in their service, have been never-the-less allowed to rise to the 
highest pay in the ordiaaiy scale. Government consider that in future no officer/official should be allowed
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to cross the second and final bar unless he is adjudged fit to be placed incharge of the full duties attaching 
to the heavier-charges which officer/official of his rank can be called upon to fill. Heads of Departments 
will be able to fix in their minds the stanard charge which each grade o f oflficer/ofRcial should be epected 
will be able to fix in their minds the standard chrge which each grade o f offlcer/official should be expected 
to be able to fill before passing the bar but in each case it should be remembered that the charge should be 
one which an office r/ofiicial can be called upon to fill in the ordinary course o f the duties of his grade.

9. Cases rega rding crossing of efficiency ba r should be decided by competent authorities immedia
tely after the due date o f crotssing the efficiency bar. There may, however, be exceptional instances in 
which owning to unavoidable circumstances it is not possible to take a decision in time. In such cases 
the decision must be taken as soon as possible after the due date and in any event not laterthan six months 
from the date on which the efficiency ba r became due. Dilay in this rega rd should be viewed seriously and 
stringent action should be taken against the officers officials responsible fo r default.

Haryana Govt, letter No. 7688-35-71/3980, dated29-4-11

10. In border line cases, where one report can make a diiference, special report may be called and 
taken into consideration provided that the period involved is more than 6 months. If the period in question 
is less than 6 months then the case should be decided on the basis of available reports only.

Haryana Govt, letter No. 53-3S-Tlldated 17-3-71.

11. The efficiency b a r cases should not be held up on account of the fact that some enquiries/ 
departmental proceedings are in progress against a Government employee. They should t be taken up 
immediately after the due date of crossing the efficiency bar, and should be decided on merits independently 
o f the enquiries/proceeding s. If however, the decision is that the crossing o f the efiiciency bar should be 
permitted than in such cases it should be permitted subject to the express condition that the same will be 
without prejudice to the decision that may betaken later in the pending enquiries/proceedings.

P.mjub Govt, letter No. 4 0 9J-.^5//-60/20836. aated 8-6-60.

12. Each department should keep upto date record in the dates on which all officers/officials 
working in tiie d ep rtm en t are due to cross efficiency ba r and should initiate those cases at the appropriate 
time without waiting for any communication from the Accountant General, Haryana. If any department 
has in any particular case any doubt as to the correctness of date in question then it may obtain confirmation 
from the audit office but that should be done atleast six months in advance so that the case can be settled 
intime.

Haryana Govt, letter No. 6472-35'-7i/28599 dated, .

13. All earlier instructions on the subject in case of variations should be deemed to have been 
modified as laid  down in this circular.

Sd/- .
Deputy Secretary Political & Services,

/o r Chief Secretary to G overnm entH aryana.

A copy each ?s forwarded to

Th3F,nsncialCommissioner(Revenue),Haryanaand All Administrs»tive Secretaiies to Government, 
Haryana for information and necessary action.

278



To

279

No. 1331-3S-74/26263

From

The Chief Secretary to Government, Haryana.

(i) AllHeads of Department, Commissioner, Ambala/Hissar, Divisional! Deputy Ccmmission-
ners and all Sub Divisional Officers in Haryana.

(ii) The Registrar, Punjab and Haryana High Court and all District and Sessions Judges in 
Ha ryana

Dated Chandigarh, the 4lh No\ember, 1974 

Subject:—Efficiency bars-Stoppage of efficiency Imrs under the provisions of C.S .R.

Sir,

I am diiected to tnvile reference to H aryana Govenunent circular letter No 5474-3S-73/2078, 
dated the2 9th Janua ry, 1974, on the subject noted above and to say that Government have decided to make 
the following amendment in the instructions contained in that communication :—

The following may be substituted in place of para 6 (7) :—

“ An employee who has earned an adverse repoit against integrity during the period of which 
the work and conduct is taken into consideration, should not be allowed to cross the 
FfRciency Bar.

Provided that if  any such report is order than 10 years the competent authority may take a 
lenient view of it.”

Yours faityhfuly.

Deputy Secretary Political & Services, 
fo r  Chief Secretary to  Government, Haryana.

A copy is forwarded to

'I’he Financial Conunissioner, and all Administrative Secretaries to Government, Haryana, for 
in fo rm a tio n  and neccesary actic’n in continuation of Haryana Government U.O.No. 5474-3S-3/dated, the 
29th January, 1974.



From

To
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No. 73/10/79-S

The Chief Secretary to Government, Haryana.

1. All H eads c f Departments, Commissioners Ambala and Hissar Divisions, all Deputy 
Commissioners and all Sub Divisional Officers (Civil) in Haryana.

2. The Registiar, Punjab & Haryana High Court, Chandigarh.

Dated Chandigarh, the 20th Januaiy, 1981.

Subject :—Efficiency bars-stoppage of efficiency bars under the provisions of C.S.R.

Sir, i

I am directed to refer to the instructions contained in Haryana Govt, circular letter No. 5 474?3S*73/ 
2078, dated the29thjanuary, 1974as amended vide circular letter No. 1331-3S-74 2 62 63,dated 4thNovember 
1974, on the subject noted above and to say that the Government has decided to make the  following amend
ment in ili£ instructions :—

The existing paragraph .5 (iii) may be substituted as under

5(iii) When a Government servant is allowed to pass an  efficiency bar which had previously been 
enforced against him, he should come on to the time scale at such stage as the authority 
competent to de dare  the bar removed may fix for him, subject of course, to  the pay admissible 
according to his length of service.

2. The abdvc amendment is in accordance with the existing provisions o f note I below rule 4.8 of 
the Punjab Civil Services rules Vol. I Part I. Thus, depending on the merits and circumstances of a case, 
the fination o f pay at the time o f passing the efficiency bar may or may not result in the loss o f one or more 
increments.

Yours faithfully,

Sd/-
Under Secretary General Administration, 

for  Chief Secretary to Government, Haryana.

A copy each is forwarded to : —

The Financial Commissioner (Revenue) Haryana ; and All Administrative Secretaries to Govt., 
Haryana, for information and necessary action.



To

(i) All Heads o f Departments, Commissioners Ambaia/Hissar Divisions. All Deputy 
Commissioners and All Sub Divisional Officers in Haryana.

(ii) The Registrar Punjab and Haryana High Court, Chandigarh.

Dated, Chandigarh, the 14th January, 1982.

Subject —EfBclency bars—stoppage of efficiency bars uader the provisions of C.S.R.

Sir,

1 am directed invite reference to Haryana Government letter No. 133I-3S-74/26263, dated 4lh Nov,
1974 on the subject noted above, where in it was provided that an  employee who has earned on adverse 
report against integrity during the period of which the work and conduct is taken into consideration, should 
not be allowed to cross the efficiency bar. However, if any such report is order than 10 years the competeni 
authority may take a lenient view o f it.

2 A question has arisen whether an official whose integrity is considered to be doubtful on the 
basis o f record other than confidential lepcrts, should be allowed to cross the efficiency bar.

3. I has been decided that an employee who has earned an adverse remarks against integrity or 
lias been awarded any peitalty in consequence of any disciplinary prcceedings indicating lack of integrity, 
during the period of which the work and conduct is taken into consideration should not be allowed to cross 
the efficiency bar, provided that if any such leport or the incident which led to the imposition of any penalty 
indicating lack of integrity is order than 10 years, the competent authority may take a lenient view of it.

4, It is accordingly requested that the above instructions may kindly be brought to the notice of 
all officers/officials working under your control for strict compliance.

Yours faithfully,

Under 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. 37/21/81-S (I)

From

The Chief Secretary to Government, Haryana.





PART IX





Subject :—^Policy regarding Government servants seeking private employment or employment in other de
partments of Punjab Government or under other Governments.

■ I am directed to invite your attention to Punjab Government Notification No. 32627, dated the
23rd November, 1934, witli which rules regarding Government servants see icing private employment or 
employment in other departments of Punjab Government or under other Governments were promulgated. 
Part II o f these rules contains rules regarding employment in other departments o f Government or with 
other Governments and the question of clarifying the instructions contained therein has been engaging the 
attention o f the Punjab Government for some time past

It has now been decided that the following procedure should be observed in the types of cases 
mentioned below

(a) Where another Government or another Department oi' the State Government advertises 
for a post or asks for names through the Public Service Commission or direct :-- In such 
a case, the rules contained in Part II in Punjab Government notification referred to above 
should apply. The Department which forwards the application should satisfy itself that—

(i) the applicant will be suitable fo r the post and fulfils the required qualifications, and

(ii) that his services can be spared without detriment to work and a suitable substitute will 
be available. When it is considered tiiat the proposed transfer would not be cousisteut 
with the interests o f Public Service, the application should be refused.

In a case where the application is forwarded ami is acceptcd by the other Government or the other 
department of the same Ciovernment, the *iUfstion o t the retention of the othcer’s lien or otherwise shall 
be determined on the merits of each individual case. If the translcr or deputation is for a long period, 
th e  lien could be suspended and later on cancelled on the officer’s confirmation, etc In this connection 
the relevant rules cimtained in the Fundamental Rules and the Civil Services Rules (Punjab) should be 
followed :

(b) Where another Government or department of the State Government asks the Head o f the 
Department etc., fo r the names of suitable ofiicers for particular posts In forwarding 
names, the following considerations should be borne in mind—

(1) Itshould be considered whether an officer can be spared w ithdue regard to the require
ments of the State or the Depiirtment in which tlie olficer is serving, if  not, ^there 
should be no hesitation in giving a refusal to tiie ' dem anding” o r “ borrowing” (Jovern- 
ment or department. In this connection, it should be understood that the interest of 
the State may require that our officer should be allowed to go and similarly the interests 
of another department in the same State may be greater than the interests of the de
partment in which the oificer may be serving.

(2) If  an officer can be spared, hos selection should be caiefully nwde and strictly on con
siderations of merit. No sifarish personal pull or other considerations of that kind 
should be allowed to intervene in the matter o f selection of name or names. The only 
criterion should be fulfilment of qualifications and suitability. It should be remem
bered tliat considerable heartburning may resuH, if the names are not selected on 
consideration of merit and suitability, etc.

• (3) Where two or more names have to be forwarded, (he same should be, wherever possible
or desirable, arranged in order of merit, itshould  be understood in such a case that the 
department forwarding the names should be prepared to release any one o f the persons 
recommended, but the Head of the Departm ent would be entitled to  call from the 
“ demanding of borrowing Government or departm ent” their reasons for selecting a 
person o thorthan  the one recommended £ s No. 1. Such reasons should not be de
manded save inexceptio iu l cases‘ because the selecting Government or Department 
has the final voice in making their seiections, which are usually based on officers record 
and  qualifications and the selecting Government or departm ent in the best position 
to judge own requirements.

(c) When the demanding or borrowing Government or Department askfor an officer byname

285

Copy of letter No. 5803-GJ-51/1-4506, dated the 3rd September, 1951, from the Chief Secretary to GoTernnieilt,
Punjab, to all Heads of Departments, etc., etc.



ill a cSse like this, it will be often found that the reference is the result of “ persoiial jpulF V 
unauthorised approach, ‘sifarish’’ and considerations of that type. Unless it is obvious th a t 
no such pull or similar consideration has found a_^play, the Head of tlie Department concerned 
should make a back reference, and ask if there'were special reasons for asking fo r the in 
dividual by name. There are Government of India’s orders contained in their office m em o
randum, dated the 17th May, 1949 (copy enclosed), to which the attention of the borrowing 
or demanding Government might be invited. The department should ask the demanding 
Government oi: department to intimate,quahfications, etc., fo r the post and the departm ent 
would itself forward name or names of suitable men. Ino therw ords,calling fo rtheserv ices 
of officers by name should be discouraged, save in obvious cases, to counteract and avoid 
what are understood to be ‘backdoor’ influences. _^This is very necessary in the interest o f  
discipline and good administration, and

(dj Where an officer has been trained abroad at Government expense, he should not normally 
be permitted to go in contravention of the terms of his agreement.

I am to request that the instructions mentioned above should always be taken into consideration 
before an officer/official is allowed to go on transfer of deputation to another department or another G overn
ment. j

GOVERNMENT OF INDIA 

MINISTRY OF HOME AFFAIRS, EFFICE OF THE ESTABLISHMENT O FFICER

New Delhi-3, the 17th May, 1949 

OFFICE MEMORANDUM

Subject ‘Pi'ocedure to be followed in securing the services of officers from provinces for employment at the
Centre.

The undersigned is directed to refer to the Ministry of Home Affairs O.M . No. 48 (15) E.O./48, 
dated the 3rd August, 1948, and to say that the Government of India had occassion to consider what changes, 
if any, should be made in the existing system o f securing officers from the Provinces for employment a t the 
Centre. As the Ministries are aware, the essential features o f the existing system as originally conceived 
are :—

(a) An Officer of Joint Secretary’s status, designated as Establishment Officer to the Government 
of India, should facilitate the selection of officers for employment at the Centre, m aintain 
personal contacts with Central Departments and Provincial Governments, negotiate with 
the latter and discuss with them with complete confidence and frankness the difficulties o f 
Provinces and the Centre and the merits of the officers in view and finally maintain a list o f 
officers considered suitable fo r service under the Government of India.

(b) Whenever officers are required for service at the Centre, enquiries should be addressed by 
the Establishment Officer to the Provincial Governments indicating the terms, the seniority 
and quahfications required fo r the incumbent of the post in question and leaving it to them  
to recommend the names of such officers as they could spare.

(c) Requests for the services o f officers specified by name should not be made save in the case 
of officers who had already served at the Centre and had, with the consent of the Provincial 
Government concerned, been earmarked fo r f  urther services, if and when needed.

(d) All correspondence in such matters should be chanelised through the Establishment Officer.

2, This system worked well prior to the commencement of the war when there was a sufficient 
number of capable officers in India both to meet the requirements of the Centre as well as the Provinces* 
As the war progressed, the manpower requirements of the Centre as well as o f the Provinces increased rapidly. 
The tendency on the part of the Heads of Central Departments directly to  negotiate with Provinves in dis* 
regard of the established system increased with the increase in demands for officers. Even after the termina* 
tion of the war there was no significant diminution in the requirements o f  manpower and the practice of 
obtaining officers by personal contacts or influences continued to sucli an extent that in December, 1946, 
the then Viceroy had to intervene and direct that the practice of asking Provmcial Government for officers 
by name should cease. The position deteriorated furtlier, however, owing to the serious manpower shortage 
caused by the political changes that took place in August, 1947. Owing to the departure of E u ro p e a n  and 
Muslim officers very serious gaps were left in all the cadres. Requests addressed by the Establishmeu^

286



OflScer for the loan of Provincial Officers have since met with scant success. In the result the needs of tbe 
Centre have continued to be met to a large extent by negotiations at Ministerial level,

3. Such negotiations involve, among others, the following serious evils—

(1) they result in preferential treatment of particular officers who happen to be known to particu
lar Ministers ;

(2) they lead to personal approach and manoeuvring by individual officers to the disadvantage 
o f their more scrupulous colleagues ; and

(3) they put the Provincial Governments in a very embarrassing position if an officer whose 
services are asked for is not in the list of officers whom they consider as suitable for appoint
ment at the Centre while other officers who are actually so listed are denied the chance 
o f serving at the Centre on the ground that they cannot be spared.

4. The Cabinet before whom the matter was placed has now decided

(a) that the regular system described in paragraph 1 above should be adhered to save in the 
most exceptional circumstances ;

(b) that H o n ’ble Ministers at the Centre should refrain from negotiating directly with any 
Minister of a Provincial Government for the loan of any particular officer by name ;

(c) that if any Minister has a preference in favour of any particular individual this should 
be intimated to  the EstabUshment Officei who can take the m atter up with the Province 
concerned ;

(d) That where exceptional circumstances exist, e.g., cases of extreme urgency; where
Ministers require the services of specified cfficers because of their special qualifica
tions or experii-nce which render them particularly suitable for particular posts;
and cases in which the Fxtablishment Officer’s efforts have proved unsuccessful;
and it is considered necessary to conduct negotiations at Ministerial level, the
matter should be left for decision by the Home Minister.

5. The undersigned is directed to request that this procedure should invariably be followed
by all the Ministries of the Government o f India,

S.B. BAPAT, 
Establishment Officer.
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Copy of Circular letter No. 9868-G-54/8566, dated the 2nd March, 1954, from the Chief Secretary 
to Government, Punjab, SimIa-2, to all the Heads of Departments, etc., etc.

Subject :—Policy regarding Government Servants seeking employment in other Governments, etc., etc.

I  am directed to invite attention to the instructions contained in Punjab Government 
letter No. 5803-0 51/14506 dated the 3rd September, 1951, on this subject, the condition laid down 
in caluse (a) (i) o f which provides inter alia tliat the department forwarding an application o f an 
officer to another Government o r to the Public Service Commission should satisfy itself that the 
applicant would be suitable for the post. On further consideration. Government is of the view 
that the question o f suitability is really for the determination o f a borrowing Government o r o f 
the Public Service Commission, as the case may be. It has, therefore, been decided that a Depart
ment while forwarding an application of an officer to another Government or Public Service 
Commission, etc., need not look into the suitability o f a candidate for the post applied, for, but 
they must see whether the candidate fulfils the required qualifications and other conditions laid 
down for the post, l a m ,  therefore, to say that the instructions under reference should be treated 
^s modified to the extent indicated above.



Subject :—Policy regarding Government servants seeking Private Employment or Employment in other 
Departments of Punjab Government or under other Governments.

I am directed to invite a Reference to Punjab Government letter No. 9868-G-54/8566, dated 
the 2nd March, 1954, on the subject noted above, and to state that Govrnment have further de
cided to amend the instructions contained in Punjab Government letter No. 5803-G-51/14506 
dated the 3rd September, 1951, to ihe extent that when considering applications for permission 
to  appear in higher competitive examinations, the applicant’s past performance i f  any, in such 
examinations be also taken into consideration before according permission.
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Copy of Punjab Government Circular letter No. 8886-ASII-60/41451 dated the 23rd November, 1960,
from the Chief Secretary to Government; Punjab, to Heads of Departments etc., etc.

Copy of Punjab Government Circular letter No. 1493-ASII-61/9905 dated 27th March, 1961, from 
the Chief Secretary to Government, Punjab, to all Heads of Departments, etc., etc.

Subject :—^Policy regarding Government servants seeking private employment or employment in other 
departments of Punjab Government or under other Governments.

I am directed to  invite a reference to Punjab Government letter No. 9868-(5-54/8566, dated 
the 2nd/12th March, 1954 conveying the decision that a department, while forwarding an applica
tion o f an officer/official to another Government or Punjab Public Service Commission, etc., need 
not look into the suitability of the candidate for the post applied for but it must see that the can
didate fulfils the required qualifications and other conditions laid down for the post. On further 
consideration it is felt that occasionally there may be a case where despite a candidate fulfilling 
all the conditions, it is considered necessary to with-hold his application on ground of unsuitability. 
In such a case, the matter should be considered jointly by the Minister concerned in a meeting 
with the Administrative Secretary and the Chief Secretary before taking a final decision. Where 
a Head of Department is the competent authority for forwarding an application, the cases, where 
it is proposed to withhold the application on account o f unsuitability should be referred to Govern
ment in the Administrative Department for decision.

Copy of letter No. 5017-ASH-61/31342, dated the 30th August, 1961 from the Chief Secretary to 
Government , Punjab to all Heads of Departments etc., etc.

Subject :—Policy regarding Government servants seeking private employment or employment in other 
departments of Punjab Government or under other Governments.

I am directed to invite a reference to Punjab Government letter No. 1493-ASII-61/9905,
dated the 27th March, 1961, on the subject noted above. It has l^een further decided by Govern
ment that when an application is withheld on ground o f suitability by an  authority subordinate
to a Head o f Department, i f  would be enough if the m atter is referred to the Head of the Depart
ment for confirmation.

Copy of letter No. 5301-ASn-62—22862, dated the 16th July, 1962, from the Chief Secretary to 
Government, Punjab, to all Heads of Departments etc., etc.

Subject .—Policy regarding Government servants seeking private employment or empoyment in other 
departments of Punjab Government or under other Government.

I am directed to invite attention to the instructions contained in para 1(a) (1) of Punjab
Government circular letter No. 5803-G-51/1-4506, dated the 3rd September, 1951 and the instruc
tions contained in Punjab Government letter No. 9868-G-54/8566, dated the 2nd/12th March, 1954, 
regarding verifications of the qualifications o f the applicant in respect o f the post applied for. It 
has been brought to  the notice of Governmetit by tlie Punjab Public Service Commission that 
these instructions are not being observed strictly. It is, therefore, requested that these instructions 
may once again be brought to the notice o f all concerned and it should be impressed on them that 
through scrutiny and verifications of the particulars mentioned by the applicant should always be 
made before the endorsement at the end o f the printed Application Form  (extract copy enclosed]
is completed and signed by the forwarding authority.



To

From

The Chief Secretary to Government, Punjab

All Heads o f Departments, Commissioners of Divisions 
Deputy Commissioners and District and Sessions 
Judges in the Punjab and the Registrar, Pun,jab 
High Court, Chandigarh

Dated Chandigarh, the 5-9-1964

S u b jec t:  Policy regwdlng Government servants seeking private emploj'ment in other Departments 
of Punjab Government or under other Governnieiits.

Sir,

I am directed to invite reference to the Punjab Government letters noted in the margin 
 ̂j  subject noted above, (copies enclosed for ije^y  reference) and to say that (hese/«/er <j//a

Sovide ttiat the applications of' the offlccrs/6ffigials m«iy be forwarded for employment in other 
epartments Of the Punjab QovernmeiM or mjtder other Government

(1. No. 5803.(7-51/1-4506 dated the 3rd Sept. 1951.
(2. No. 9868-(?-54/8566, dated the 2nd March, 1954 
(3. No. 8886-AS//-60/4l4!>l the 12nd November, I960 
(4. No. l493^^S//-6l/9905, dated the 2Hh March, 1961.
(5. No. 5917-^45//-61/31342 dated the ^Oth Aunust, 1962,
(6 No. 5301-/<S//-62/22862, dated the 16/A July. 1962,
(I. the applicant fulfils the required qualilications ; and
(2. his services can be spared without detriment to work.

(2) It has however been observed that these instructions are not being followed in letter 
and spirits and certain Departments have laid down restrictions on the forwarding of applications 
such as—

(i) a i^articular official must liave put in a specific number of year’s service; ami
(ii) specific number of applications of an ofFtcial will be forwarded during a calendre year.

Government feel that such restrictions are not in accoidance vvitii the Government instruc 
tions regarding the forwarding of applications which are quite clear In some cases the candidates 
suitability for ihe post can also be a deciding factor. Apart f r o m  t h e  fulfilment of prescribed quali
fications for the post applied for the deciding factor is to b e  w h e t h e r  I h e  applicant can or cannot 
be spared without detriment to the work. If he cannot be s p a r e d  t h e r e  is no question of his appli
cation being forwarded even once within any given period. And if he can b e  spared, then it is
matter of consequance whether his application is forwarded for one post or for a number of posts
during a certain calender year.

3 I am, therefore, to stress upon you that no restriction with regard to the number nt 
applications to be forwarded for outside posts during a year etc. should be imposed and it a pro
perly qualified official can be spared he should be given a chance. Y o u  a r e  requested to  review 
the instructions if  any, issued by you and to ensure that the restrictions laid down therein are witti- 
in the frame work of the Government instructions on the subject.

Yours faithluUy, 

Sd/-
.T.C. KHANNA» 

Superintendent Administrative Services-ll« 
fo r  Chief Secretary to Government, Punjab.

No 3539-ASJf-64/29159 dated

P opy  forwarded for information and necessary action to

All Financial Commissioners, Punjab and All A4ministrative Secretaries to Govt.. Punjab.

28?

No. 3539-ASII-64 29158
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4063-2 3ft: 1-72/23712

1. f^mnrssRT, STTJTf̂ T srÊ TSfT fT̂TT ?T^ 'OTT^m ?ftT ^  S ffim ft I
2. Tf^iTSK, 'T^ig ?r«Tr ffcm'iiT fsfm ?T«rr nrrqr^?! i

=5piftn? 11 1972

••-^W'JIT ^  an^it^/aT^^^r JTWT f ^ l f ^  'T^ % 3T?«Trf
aTi#^;r 'T^ q t  %  I _

. . .

*Tt'3TrTO m x^  s r r ^ ^ r  f r i ^  |3 tt |  f^'
3TTf i  f% 3nF«tit ^’T if ^  | q  ^  ^mtrr

% mE!TtT ^  sr^rrif ari?  ̂an# snjft^/sfr? ^  |  ^  fpT?rar % ?rp ; $h i ^  ?rw r,
wk ̂  5mT ^  3T̂ ?n?R-̂ jmT ^  5ii^T  11 anqt’T/̂ l̂  arr̂ q̂f q^ »t51% % frrTor ferif'i^

% fm ,  3 T ft^  q;g[t ^  ^aft ^  ̂  i ? ?r ^  jt? 5>it |
3fi<n arrf ?r«Tr 7? ^  grft ^ftnr^’ gruf ̂  ^  s w if  % arr^^ arrifrW t̂t 71=̂  11

adWiraWTift sqm  JtT ^ |T T  ?TT^R % 3m%'T9T W N ; 530l-Tf.t(?r: 11-62/22862 16-7-1962, ?TTt

f̂ T̂FITEzr̂ ff T̂î 'feT |  (srf̂  ?f̂ ?T | )  5fTft #  sft 3rrq>iT f^ifq^ q̂ 'f %
ĴT̂ rfTzff % 3rr#?5T qw ?mir Jf srPn̂ r irtmT^ff ^  ?T5ft sr^r -srt̂  ̂ ^  r̂rzn iftT gn ^^rfT^f % 3rr???r 

'ra' arrzfTn sf ̂  3TT 7^ ^  ^Titt ift»*TrrTlt yJT |  I SRT; 3Tr7 ?t SRittJ ftpqi |  ^iT ^  arq% 3T̂ ?T 
^  ^nr^f^isTf'sTTTf^ % nrr  ̂ r̂ 5TT ? ft? ^ ^  ^=5tt̂ '\, 'srtf ?«nf ^  m a^snf, f^rfq^

% f5T? Htg 3rrzfT»ri?W ^  a n ? ^  qa' ^?rfT ^  m  ar^^rr tjq- % f^^jg 3Tir?n?r-|tfRrT % % f îxr a r r ^ ^

(fn^!(iti ■̂ ĵRTT, f'i^sdU'1‘4, ^forr^TT % f'?rn;;—

^ |f f^ ^ t '^ % 3 T S J? T T ^ ft 'T ^ ^ W R rtr- l5 (E t 7/24/1 054, 3 ^ ^ i t ,  1972 ^  ^5Ttr 5T5̂  ^
ffPTJTTI I )

f^ JT W ^ rf^ , ft^T'JTT ?R3?TT I

5tRt ?r«rr armq-^ f?FH%fegr ^  ^  ^rr^t I ;—

iFw'̂ r I w ^^r r̂wDTT w f ^ x  \



6948-2 ^ f t : t f^ :- / -7 4 /l2 6 7 f? ^  21-1-75 5 f t i ^ » I T R m ,  3TT^ 
sfffrw. 5T«n f p r ^  iras- r̂, ?r*ft ^  i r J ^  a r f a r ^ ,  ffw 'TT, <t5tt^ ̂ «rr fftqT<Jrr

nnzrr^nT 5rm ff?;irr>jfT % H*rt fjr^rr m  11

;— %;^£T jTq- r̂ -̂ r̂ iT ?rc^r?: ^  3T?f cjpsr Jf % f^q; ^^^P crf/a rf lr^ fo ft % srrff^  ^
Jf I

g r d f ^  sT9?r
3T«r5rr ?r?:frr^ ^  Jf ?n3?rft +K’flf %

3TT̂ i?T n  WT 1 ^?r Jf sm^r ^  ?rw n; ^  q f  fqtjtir f5=nrr|
^R ^lft r̂tf ̂ rfOTt/ilftr=FTWf % ?.! TT^ ?TWT % f^T»r % ^  k^TnT JTT

3Tî ?JT 3 iT ^% ^^Jr5ftffrrira '?r^43T T f ?T?3iT'?:%'TfTq^^»Tt5p 3539-^; t3[?T:-ll-64/29158
5-9-1964 (5TfiT?THT |̂) | f  1 ^ 5  | t ^ r ^ ^ i f k ^ ' f / s T f s ^ f v f l i %% ^zf 3iWTT^^ZTgTVTT Vt Tf®T5|f

?T3Tafjp»5l Jr STT̂  ̂  'T̂ ' 5TT̂  % W T̂Pj; ?>>ft I
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PART X





Subject Acquisition of Higher Qualification—Permission to Government servants

Goverment has observed that jn the absence of any general instructions governing the grant of 
permission to Government servants for acquisition of qualifications the practice followed varies. For 
the sake of unifirmity in the m atter and with a view to encouraging Government servants to imporove 
their educational qualifications, la m  dircted to inform you that the question of granting general 
permission to all Governnxent servants to appear in University and other Examinations has & en care
fully considered by Government. For the reasons that the acquisition of higher qualifications is 
always beneficial and broadens the outlook of an  individual who should naturally give better work to 
Government^ it has been decided that permission may be granted normally to all Government servants 
for study in any subject they like, even though the qualification sought to  be achieved is not directly 
connected with the routine duties of the post or service to which that employee is appointed The 
only cpudjtion that may be imposed should be that such a course of studies should not interfere with 
his official cTutidS as such.

2. As regards grant of leave, it has been decided tliat unless there be very exceptional circum
stances, it slwnld invariaWy be allovved for the actual days of exmination and also for upto a period 
of fortnigjit in ^dvancefor preparation, if the administrative circumstances permit.

3. The recept of this latter may be acknowledged.

Copy of letter No. 3712-2CS-II-72/21209 Dated, Chandigarh, the 18-7-1972 from the Chief Sectary to 
Gomnmeut, HaTyana, to All lltadsoV \>tpat\meuts; Commtssiouers Ambala Divlsou 11 Deputy Commi
ssioners and sub i)ivlsioual officers (Civil) Haryana.

Subject :—A rcqnlsitlou of Higher Educat/onal qualifications Permission to Government Servants.

1 am directed to invite your attention to  the instructious contsined in the composite Punjab letter 
No. 13987-.5GS-61/4.5360 dated the 4th December, 1961 (copy enclosed , on the subject noted above. 
It has been noticed that Government employees who are permitted to  join academic instructions/appear 
in examinations proceed on leave on one pretext or the other, for a major part of the year in order to 
make preparations. As this tandancy in undesirable and effects Government work adversely, it has 
been decided to place certain restrictions on permission accoudcd to Government employees in this 
respect, as nnder :—

(i) Adhoc employees should not be permitted to jo in  courses or appear in examination,

(ii) Only those regular employees who have completed 5 years o f service should be accorded such 
permission. In  reckoning the 5 years period, service rendered by the employee in any 
other Office/department of Government should also be considered.

2. However, those regular employees who have already been permitted to join a particular 
course of study, or who were studying for a particular course at the time they joined Government 
service, sliould be allowed to complete that course, without the necessity to having to obtain any 
permission.
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Copy of Paiijab Governmeirt Circular letter No. 13987-5GS-61/43369, dated the 4th December, 1961, from
tbe Chief Secretary to Goverwnent, Punjab, to all Heads of Departments, etc. etc.
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srfirf¥«T 535o-^'V:^?r:- II-72/290P , ftrfrtwr 13/ 16/ 10- 72 , ^  5 fw n r  w is r t
^  jf ?nft f^»rmTS5ST, sir^^^r anmHT ?rift ^rfe^TTt ^ t r m r ,  ^  xf^nE^,

cPTT gfTHTJTr fifspte cHTT f^m  ^  fHTOT̂ 9T ^fWFTT I

fn ^T f: —  ftrerr 'tt̂ T % f^pr ip if^ J T f  ^ 1

f3TT I  f% t  3TTWT EtTH ?fTJm>TT nTspTT % 3712-2 3ft:l^: 11-72/21209,
18-7-72 ^  wtT fspng; f5ra% g-m ^frsprft f*iWT % fntr w w f^ fr tw w f

«T5ff 7T srfcrar*! i if ir?[? ^ r a r  |  f% w  5 i^ « r
TT t<V ?rnT 5ft sptflRr ^  |  i u t r  ^ f w c  qx ftw ir ust, ^  M « f ftpn *mr
I  ^  qW qfHFff ŝtwt *f ^TfNw ^  ^  ^T«rwvm Jiff

^'tWT>i^T ap>fir¥ TT JT? Jlf^ST ^Tff 5TT̂  f>Tf ,

2. iiM t w  Ilf f i r ^  »ft f ^ T  I  5R«t apiNrtr f ^ '  'rf^rer 1%*itv 18^7-72
% ^  ^ i(T<ff ^  ^  ?pTTTf?r ?lf 3nf I  g r f  sr’̂ a w  ^  <ttt

5fn  ̂ I

^  3TtftisT«r̂  minr^T sHfim^, 
f% ; W  # ^ 4 ,  5fT*rTnrr €T nT  1

^isr^ ^ i r  r̂̂ iTTOT ?TT^T, ^ 0 ^ 5  ^T TW 3251-4 ti^'.-l 1-7-76/12309 ^  j

?T»ft fwnmSWST 13JTf 1976 ^  ipH |  I

fV«f!T;—  ^T5W  ̂ f?r?TT TT̂  % r?nr ^  i

f5T%9T |3TT I  f% t  ^tRtifgr f^^q- qx ? r rm  sitr f f ^ m r  ? r  M  >TfTW j
^JTt^ 3712-2 5T5r: tT^-72/ 21209 , f^^Thr 18-7-72 =ift ?fk  3rf?f«rcr ^  I r^rtr j n r  ^  r̂ w»r

f?T!frT % f̂ TT ar̂ r̂fir sr?T  ̂ n f «fV ^  5 ;
^  f t  I ? n ^ T  % Trm^ tt y r: sr^ ’Tf F;rJTJr f?T̂TT |  %  vj^Hiifq^r ^  % i
?TT^Tft ^  ftrSTT JTTt̂  ^  ^  3f^cT  ^  5fT  ̂ ^  ^  ^  3 *1̂  :

gt I 9T# ^Tf5ft f t  Tf»ft I

2. f m  5?r i
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No. 961-4GS-62/5593

From

To

I .  N. Mangat Rai,
Chief Secretary to Government, Punjab.

All Heads of Departments, the Registrar, Punjab High Court, 
the Commissioners of Divisions- All District and Sessions 
Judges and Deputy Commissioners in the Punjab,

Dated Chandigarh, the 16th February, 1962.

Subject .-—Grant of advance incremeiits/rapid promotions to officers wh* go abroad to improve their
qualifications.

Sir,

J am directed to inform you that the question of evolving a uniform policy as regards 
granting advance increments and adequate promotion to such officers as go abroad for training 
or to improve their qualifications has been considered by Government. At present these cases are 
decided individually and no uniform practice is followed. The officers are generally allowed the 
grades for which they held prescribed qualifications or at best a few advance increments and (his too 
aftfct consideraW^; wastv time iintl effort. On other hand, on their tcturu from abroad,
they are sometimes ofl'ered much more alluring terms by private firms and conserns and therefore, 
in most cases they prefer to join private service rather than enter into Government Service. Some
of them even return to the foreign countries where they have had their training as they can get
more lucrative employments there. With a view to make lull use of the valuable training and 
technical education received by them in foreign lands, for public purposes, it is felt that they
should be provided adequate insentive to continue or join servicc under the Slate Government and 
ensured w ithii our limited resources, as much satisfication as possible so that they give their best to 
the Govirnment and the people of the Stata.

2. It has now been decided to lay down the following procedure for deciding cases of grant
of advance incremmts and promotions to such personnel

1. Where an  ofticer has been abroad and improved his qualifications, Government
will consider on the merits of the individual case the grant of up to ten incre-
.nients to him on his return. Ths claiment, however, should fulfil th? fellowing 
conditions :—

(i) His work with Government must be from good to  very good; and

(ii) the addhional qualification or experience achieved must be considered by Government
as directly beneficial to his efficiency «r coHipete»cy i« his particular line or
job.

2. While taking a fiaal decision, consideration will also be given to the following 
factors

(i) Whether the officer has improved his qualifications or experience at personal
sacrifice o r substantially at Government expense. In the former case, he would
merit Biore consideration than in the latter; and

(ii) Whether the officer during the period of his traming and experience has gives 
a good account of himself o r not. In the form er case, he would merit more 
consideration.

3. To cover a few rather exceptional cases which may arise where the officer con
cerned has achieved some degree of unique distinction or where his previous 
record and experience with Goverament has been altogether unusual and he has 
added to his some further degree of unusual qualification or experience abroad , 
he will be considered for promotion to a higher grade o f the service o r a special 
post.



4. la  order to ensure that such cases are decided without delay attd the officefs i i e
not left in suspense fo r a long period, the Administrative Secretary concerned will
put u p  a considered proposal within one month of the return o f  the officers and
after obtaining the approval of the M inister concerned will refer the m atter to  a 
Committee comprising of the Chief Secretary, the Finance Secretary and the Ad- 
■iinistrative Secretary concerned, who will make their recommendation to a Cabinet 
Sub-Coramittee consisting o f the C hief Minister, the finance M inister and the 
Minister Incharge o f the departm ent to which the officer whose case is under exa
mination belongs, within one month o f the receipt o f the proposal from  the 
Administrative Department. The Cabinet Sub-Committee will also take final deci
sion in the matter within one month at the latest from the receipt of the recom
mendation.

5. Similar procedure will also be observed in regard to cases o f grant o f  u n u ^ a l and
rapid promotion mentioned at I t l  above; but the Secretariat Committee in 
that case will comprise besides the officers mentioned already, the Senior Financial 
Commissioner, the Planning Secretary and Chief Engineer o f the P. W. D. most 
nearly concerned with the type o f  work involved or the o ther technical head con
cerned.

6. In the interest o f uniformity and quick disposal, the Secretariat Committee, in d u e  
course, endeavour to fix norms for each department separately laying down quali
fications, etc, to be recognised and the number of increments to be allowed for 
acquiring such qualifications.

3. I am further to stale tha t for submission of such cases to the Committees referred to 
above, the Adm inistrative Department should send a complete self-contained memorandum, summary 
ot service record, alongwith the personal file of the officer and other relevant documents which have a 
bearing on the subject,

4. This issues in consultation with the Finance Department, vide their U. O. advice No. 
459-FRII 62, dated the 16tb January, 1962.

5. The receipt of this letter may please be acknowledged.
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Yours faithfully, 

Sd./-
E. N. MANGAT RAI, 

Chief Secretary to Government, Punjab



Subject :— Grant of advance increments/rapid promotions to officers who go abroad to improve their 
qualifications.

1 am directed to invite a reference to Punjab Govt, circular letter No. 961-4GS -62/5593-dated 
the 16th February 1962 on the subject noted above and to inform you, for the sake of clearification, 
that the concession a 'bw ed there under would be admissible to all officers in the employ 
of the State Government who have been abroad and improved their qualifications irrespective of 
the fact that they did so either before or after the issue of the instructions in question. It may 
however, incidentally be added that no offict-r will have any claim to the grant of this concession 
from a back date.

2, This issues with the concurrence of the Finance Department conveyed, vide 
their communication noted in the mat gin,

V . N .  N9.6258-{l)FRll-62 ciatrcl 21.9.62.
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Copy of Circular letter No. 14663-4G-S-62/34732, dated the 10th October, 1962 from the Chief Secretary
to Government Punjab, to all Head of departments, etc.

Copy of letter No. 5752-IG S -1)65/14567, dated the 7th May, 1965 from the Chief Secretary to Govt, 
Punjab, to all Heads of liapartments.

S u b jec t: —Grant of advance increments to Government employees for doing work of exceptional merit.

1 am directed to address you on the subject noted above and to say that question of lay
ing dovvn a policy for the grant of advance increments to Gf wernment employeers in recognition of 
work of exceptional merit, has been under consideration of tiie the Government for some time past. 
After carefullconsideration of the whole matter and in the interest of uniformity it has been decided 
that in future all cases for the grant of advance increm nts to Government employees for 
doing work of exceptional merit, will be considered :md decided by the Committee comprising the 
Senior most Financial Commissionei, C hief Secretary, Finance Secretary and the Administrative 
Secretary concerned.

2. I am further to state that with a view to facilitate the consideration of such cases
by the committee referred to above, the Administrative Department should sent seven copies of
complete and self contained memorandum, summary of service record alongwith the Personal
File(s) of the oiFicial concerned and other documents which may have a bearing on the subject.

3. All cases at present pending with the departments may be submitted to the Chief 
Secretary to Government Punjab (in General Services (1) Branch) in accordancc with the procedure 
laid down in the preceding para for con-iideration by the said Committee

4. The receipt of this letter may kindly be acknowledged.



No. io566-lGSI-65/ 

fr* m

T*

All Heads of Departments, Registrar, Punjab High
Court, Commissioners of Divisions, District and
Sessions Judges, Deputy Commissioners and Sub
Divisional Officers (Civil) in the Punjab.

Dated Chandigarh, the 26th November, 1965.

Subject :— Grant of advance increments to Government employees for doing work of exceptional merit.

Sir,

I am directed to invite your attention to the instructions contained in Punjab Government 
circular letter No. 4752-IGS(J)-65/l4567, dated the 7th May, 1965, on the subject cited above, and 
to say that Government have noticed a tendency on the part of the reporting authorities to recom- 
aiend advance increments indiscriminately at the time of recording the annual confidential 
reports, without even mentioning the remarks on vv'hich these recommendations are based. With 
a view to ensuring that the spirit of the instructions on the subject, that only in real and exceptional 
circumstances should the advance increments be granted, is preserved. It has been decided thnt 
the competent authority shall make out separate cases, for this purpose, and shall not incOTporale 
recommendations, in this regard in the annua! confidential reports, which, if so incorporated, shall, 
in future be ignored. On the reciept of such cases, the departments shall, with reference to tlie 
past and the present performance of the officer who has been recommended advance increments, 
and in the light of his overall record o f work, first satisfy themselves about the appropriateness of 
the recommendations and thereafter refer the case, as necessary and in accordance wiih the prescribed 
procedure, to the Chief Secretary (in tke General Sorvicw I Branch) for being put up to the Officers 
Co*m ittec for final decision.

2. The cases, where reporting authorities have incorporated recommendations for the g ran t 
of advance increments in the annual confidential reports recorded already, should be carefully 
screened by the Administrative Departm ents on the lines suggested in the forgoing paragraph and 
then submitted, if necessary, to the Chief Secretary (in the General Services 1 Branch) in accordance 
witk the prescribed procedure.

3. These instructions may please We brought to the notice of all concerned for strict 
9«aipIiaBc«.

Yeurs faithfully, 

Sd/-

BALAKRISHAN

23-11-65
Deputy Secretary General Adam. 

fo r  Chief Secretary to Govt. PuQjah.

A c»py is forwarded for information and ncccsstry action to

All the Financial Commissioners, Punjab. All the Administrative Secretaries to Govt., 
Punjab. The Secretaries/Private Secretaries/Personal Assistants to the Chief Minister/ 

Ministers/Ministers of State/Deputy Ministers/Chief Parliamentary Secretary.
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Tkt Chief Secretary to Government, Punjab.



From

Te

The Chief Secretary to GovcrHMcnt, Haryana.
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No. 179-2GS-68/930

1. All Heads of Departments, the'^Commissioner,
Ambala Division and all Deputy 
Commissioners and Sub Divisional Officers.

2. The Registrar, Punjab and Haryana 
High Court and all District and 
Sessions Judges in Haryana.

Dated Chandigarh, the 17th January, 1968 

Subject;—Grant of advance increments to Government employees for doing work of exceptional merit 

Sir,

I am directed to draw your attention to the subject noted above and to inform you that the 
instructions contained in Punjab Oovernment letter No. 4752-IGS(I)-65/14567, dated the 7th May, 
1965, and letter No. 10566-IGSI-65, dated 26th December, 1965, relating to the grant of advance incre
ments to Government cn\ployces for doing work of exceptioiv.vl merit arc still in vogue and sucli cases 
may be processed in the light of instructions contained in these letters.

T ««ri faitkflKjr, 

Sd/-
Undcr Secretary, Political, 

for Chief Secretary to Governmeat, Maryaaa.

A copy each is forwarded to  the

Financial Commissioner, Haryana; All Administrative Secretariei to Government Haryaga, 
for guidance-



From

To

The Chief Secretary to Government, Haryana.
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No. 5678-2GS-68/32776

(1) All Heads of Departments;
the Commissioner, Ambala Division; 
all Deputy Commissioners; and all 
Sub-Divisional OiBcers.

(2) The Registrar, Punjab and Haryana 
High Court and all the District &
Sessions Judges in Haryana.

Dated Chandigarh, the 27th December, 1968.

Subject :—Incentive to Government employees for outstanding work.

Sir,

I am directed to address you on the subject noted above and to say that the question of p ro 
viding suitable incentives to Government employees fOr outstanding work has bt eli Uttdei the consider
ation of Government, It has been decided that Government employees who are issued letters of 
appreciation on the basis o f their annual confidential reports in accordance with the policy instructions 
•n  the subject, should be given the following additional facilities: —

(a) seven days’ special leave during the year in which the letter of appreciation is issued, 
and

(b) 10% of their total monthly emoluments by way of good service reward to cover travelling 
expenses etc.

2. I am desired to request that these instructions may please be brought to the notice o f  a|l 
the employees working under you.

Yours faithfully, 

Sd/-
Deputy Secretary, Political & Services 

fo r  Chief Secretary to Government, Haryana,



From

To
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No. 183-2GS-69/1625

The Chief Secretary to Government, Haryana,

(1) All Heads of Departments, Commissioner Ambala
Division, All Deputy Commissioners and all
Sub Divisional Officers in Haryana,

(2) The Registrar,
Punjab and Haryana High Court and 
All District & Session Judges in H aryaiia

Dated Chandigarh, the 22nd January, 1969,

Subject :—Grant of advance increments to Government employees up<o class II level for cToing work
of exceptional merit.

Sir,

I am directed to refer to tlie compc sitc Punjab Government letter No. 4752-IGS(*)-65/ 
14567, dated 7th M ay 1965 (copy enclosed) on the subject noted above and to say that with a view 
to simpUfyiug the procedure of granting advtiuce uicremeats it hfts been decided that the recom
mendations of the Heads o f Departments for the grant o f advance increments to Govi. officials
upto class n  level only for doing work of exceptional merit will, henceforth, be considered and
decided by the committee comprising the I iiutnce Secretary, the concerned Administrative Secretary
and the Head of the Department.

2. 1 am further to state that for the facility of consideration of such cases by the Com-
mhtee referred to above the Administrative Department should send six copies o f complete and 
self contained memorandum summary o f service record alongwith the personal file(s) of the official 
concerned and other documents which may have a bearing on the subject. The principles, for 
the grant o f advance increments, however, remain as the present and Government instructions in 
regard to them should continue to be followed. In this connection, attention is particularly invited 
to  the instruction contained in the composite Punjab Government letter No. i0566-IGS(I)-65, dated 
the 26th November, 1965(copy enclosed).

All cases at present pending with the departments may be submitted to the Secretary to
Government, Haryana, Finance Department. Cases which have already been referred to the
Chief Secretary to Government, Haryana (in General Services Branch) will be passed on to him 
for consideration by the said Committee

Cases of class 1 officers will continue to be referred to the Chief Secretary to Government,
Haryatui (in General Services Branch) as heretofore

Yours iaithfuljy, 

Sd/-

Deputy Secretary Political & Services, 
fur  Chief Secretary to Government, Haryana.



Prom

To

The Chief Secretary to Government, Haryana.
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No. 268I-2GS-69/I3154

f 1 All Heads of Departments; Commissioner, 
Ambala Division; and all Deputy 
Commissioners, in Haryana.

2 The Registrar, Punjab and Haryana
High Court and all D istrict and Sessions 
Judges in Haryana.

Dated Chandigarh, the 16th June, 1969.

Subject :—Grant of advance increuieots/promotlons to offlcials who go abroad to improve their quali> 
fications.

Sir,

I am directed to invite reference to ^he composite Puiyab Government letter No 961- 
4GS-62/5593, dated the 16th February, 1962(copy enclosed), on the subject noted above, and to 
draw attention to the detailed procedures required to be followed for the grant o f advance incre
ments and promotion to oEBcials who go abroad to improve their qualifications, I am to observe 
that some cases have come to the noticc o f Government in which these instructions were not fol
lowed and that led to complications and resuhed in unnecessary work at several levels. It has, 
therefore, to be reiterated that the instructions that have been issued on the subject should be com 
plied with strictly in future and it should be ensured that there is no deviation from them in pro
cessing the relevant cases.

Yours faithfully 

Sd/-
Deputy Secretary Political & Services, 

fo r  Chief Secretary to Government, Haryana.

A copy each with a copy o f its enclosure is forwarded to :—

The Financial Commissioner, Revenue, Haryana. All Administrative Secretaries to Govern
ment, Haryana. The Sales Tax Tribunal, Haryana for information and necessary action,



From

To

S o t

The Chief Secretary to Government, Haryana.

(i) All Heads o f Departments, the Commissioner, Ambala Division; all Deputy Com
missioners; and all Sub-Divisional Officers.

(ii) The Registrar, Punjab and Haryana High Court and all District and Sessions Judges
in Haryana.

Dated Chandigarh, the 23rd July, 1969.

Subject .-—Incentives to Government employees for outstanding work,

Sir,
I am directed (o luviic a rcfei'euce to Haryana Government circular letter No 5678-2GS-

68/32776, dated the 27th December, 1968, on the subject noted above, and to clarify as under :—

(i) These instructions will only relate to the appreciation letters issued on the basis
of the annual confidential reports for the year 1968-69 and onwards. The reward
should be calculated on the basis of the total emoluments for the month in which 
appreciation letter is issued.

(ii) Seven days special casual leave will be in addition to normal casual leave ami its
record will be kept in the casual leave account.

(iii) The special casual leave may be enjoyed during the financial year in which
of appreciation is issued, and will lapse if not so availed of.

(iv) The special casual leave earned by an employee on the basis of the appreciation
letter issued to him should be available to him for as many times as the appre
ciation letter is issued to him

(v) The employee will be entitled to duty pay, as special casual leave will be in the
nature of casual leave.

(vi) To calculate 10 per cent o f the total emoluments to which the employee is entitled,
the components that may be taken into consideration should be his pay, special
pay, dearness pay, dearness allowance and other compensatory allowances but ex
cluding house rent allowance.

(vii) The reward should be treated as honoiarium. Honorariiuii payable to a gazetteii 
Officer upto R s 100 may be paid by the H ead of Office without an authority from 
the Accountant General,—v/Je exception (ii) of rule 22 of the Punjab Treasury 
Rules, Vol. I.

(viii) The honorarium of 10 per cent emoluments may be disbursed on receipt o f letter 
of appreciation. It need not be linked with any any journey which may be per
formed during o r after the speical casual leave.

(ix) The 10 per cent emolura^nts need not be dependent on a journey to be performed 
by the employee. H e  may or may not perform the journey.

(x) There need be no restriction on the area in which spacial leave may bs enjoyed 
by the employee and he should be free to travel within or outside the State.

Yours faithfully, 

Sd/-_
Deputy Secretary Political and Services, 

fo r  Chief Secretary to Government, Haryana.

No. 4163-2GS-69/19044, dated Chandigarh, the 23rd July, 1969.

A copy is forwarded to the Accountant-General, Haryana, the Financial Commissioner, 
Revenue, Haryna, and all Administrative Secretaaries to Governrasnt, Haryana, for information.

No. 4l6^2GlS-69/18043
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From

To

No.

80d

The Chief Secretary to Government, Haryana.

(i) All Heads o f D epartm ents; the Commissioner Ambala
Division; all Deputy Commissioners and all Sub-Divisional 
Officers.

(ii) The Registrar Punjab and Jfaryana High Court and All District 
and Sessions Judges in Haryana.

Dated Chandigarh the 13th October, 1970 

Subject :—Incentive fo Government employees for outstanding work.

Sir.

I am directed to invile a reference (o Haryana Government circular letter No. 5678-2GS- 
68-32776 dated the 27th December, 1%8 on the subject noted above (and to the subsequent clari
fications issutd with lettet No. 4163-2GS-70/1006I dated the 29lh April, 1970) and to say that
Government have reconsidered the matter and have decided that in future these instructions 
should not apply to Class I Officers and instead should cover Officers o f other classes only. 
This may pkase be iK Ld foi: compliance wUK rclettuee u« 'annual reports starting with reports for 
1969-70. It is requested that these orders may also be brought to the notice of all Government 
employees working imder yon.

Yours faithfully 

Sd/-
K K. SHARMA 

Deputy Secretary, Political & Services 
for  Chief Secretary to Government, Haryana.

No. 7721-2GS-70/27636, dated Chandigarh, the 13th October, 1970.

A copy is forwarded to the Accountant-General, Haryana, Simla For information, with
reference to Haryana Government endorsement No. 3103-2GS-70/10062, dated the 29th April, 1970.

A copy each is forwarded for information to the Financial Commissioner, Revenue,
Haryana, and All Administrative Secretaries to Government, Haryana.
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From

To

No. 4857-4GSn-72/26331

The Chief Secretary to Government, Haryana.

1. All Heads of Departments; the Commissioner
Ambala Division, All Deputy Commissioners; 
and all Sub Divisional Officers. ,

2. The Registrar, Punjab and Haryana
High Court and all District and Sessions
Judges in Haryana.

Dated Chandigarh, the 5th September, 1972.

Subject :—Incentives to Government employees for outstanding work.

Sir,

I am directed to invite a reference to Haryana Government letter No. 5678-2GS-68/32776, 
dated 27-12-68, on the subject noied above and to say that it has been decided to modify the exis
ting policy on the subject as follows :—

Tivskad of I /10th of total monthly emoluments being given as reward as at present, half 
of the total monthly emoluments will be given as special reward to Government
employees who earn appreciation letters.

Attenlion in this conneclion is also invited to the instructions contained in the Govern 
ment letter No. 4643-3S-72/21768 dated the 24th July, 1972, added in sub head (4) which were to
the effect that appreciation letters to any category of Government employees should be issued by the
competent authority only after obtaining the approval of the Administrative Secretary concerned. 
Therefore, before any payment of the reward, as indicated above, is made, it should in each case
be ensured that the approval of the Administrative Secretary, referred to above, has been obtained.

2. I am directed to request that these instructions may be brought to the notice of all
concerned working under you.

Yours faithfully, 

Sd/-
Deputy Secretary General Administration

for Chief Secretary to Government, Haryana,

A copy each is foiwarded to ;—

All Financial Commissioner and ail Administrative Secretaries to Government, Haryana, 
fo r information and necessary action.



From

To

The Chief Secretary to  Government, Haryana.
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No. 5002-4GSII-72/36750

1. All Heads of Departments; the Commissioners
Ambaja Division; all Deputy Commissioners; 
and all Sub-Divisional Officers.

2. The Registraj-, Punjab and }laryana
High Court and all District and Sessions 
Judges in Haryana.

Dated, Chandigarh the 7ih September, 1972.

Subject .'—Incentives to Government employees for outstanding work.

Sir,

r '  ' The date of issue of Haryana Government circular letter No. 4857-4GSII-72/26231, dated 
the 5th August, 1972, may please be read as “ 5-9-72" instead of “ 5-S-72’’.

Yours faithfylly, 

Sd/-
Deputy Superintendent General Services 

for Chief Secretary to Government, Haryana

A copy each is forwarded to :—

All Financial Commissioners and All Administiative Secretaries to Govt., Haryana, for 
necessary action.



From

To

The Chief Secretary to Government, Haryana
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No. 4857-4GSII-72/28344

(i) All Heads o f Departments;
the Commissioner, Ambala Division;
All Deputy Commissioners and
AU Sub Divisional Officers.

(ii) The Registrar,
Punjab and Haryana High Court and
All District and Sessions Judges in Haryai».

Dated Chandigarh, the 26th September, 197?.

Subject .‘—Grant of advance jDcrements to  Govt, employees wjw lm|irov« th«lr qnallflcations by further
study within the Clountry or tb ro ad .

Sir,

1 am directed to refer to the instructions contained in Composite Punjab Govt, letter No. 
961-4GS-62/5593, dated 16-2-1962, relaiing to grant o f advance increm#nts/rapid promotions to 
officers who go abroad to improve ihetr qualifications and to say that in view o f better educational 
facilities, both technical and non-tcchnical, now being available within the country, the Govt 
after due consideration have deciticd that instructions referred to above should be made applicable 
to cases of improvement in qualifications by study/training within the country also. For this pur
pose instructions on the subject have been revised and action in further should be taken on tlie 
lines indicated below ;—

(i) The scale on which the advance increments will be given in all departments should
be as follows :—

Diploma of ai least one year One advance increment

M aster’s IVgree Two advance increments

Doctorate Three advance increments

Only those diploma/degree which are higher than the prescribed minimum qualifications 
for the posts, should be considered for grant of advance increments and no dis
tinction should be made between technical and non-technical diplomas/dsgree.

(ii) Advance increments should be given for only such recognised diplomas/degrees from
recognized institutions which involve study for more than one year and which are
obtained on the basis o f examinations and not otherwise. Further the diplomas/ 
degree should be such as are considered by the Govt, to be directly beneficial to 
tke efficiency of the Govt, employee concerned in his particular post or line.

(iii) Only those diplomas/degree should be considered in this context w'hich are obtained 
after availing of study leave or a leave o f the kind due. If the pericd of study is 
treated as duty and full pay is drawn for it, then advance increments will not be 
allowed,

(iv) Only those higher qualifications which have been obtained by the employee concer
ned after his entry into Government service should be considered while deciding' 
upon the question o f grant o f  advance increment,

2. In order to avoid the necessity o f taking a decision as to which degree/diploma quali
ties an employee for advance increment, every time when a new case comes up, all Heads o f Deptt. 
are advised to prepare a list c f  diplomas/degrees in accordance with the criteria mentioned in the 
forgoing sub-para and get it approved by the Administrative Secretary concerned- This list should
t>c revised from time to time and kept up to-date,
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3. These instiuctions shall be applicable from the date o f their issue, and earlier cases
which merit grant of advance increments should be decided in accordance with instructions appli
cable heretofore. Further-more, as these instructions shall be appLcable to all employees of the
State Governmeiit, if in any particular Departm ent a separate policy for grant of advance incre
ments on attaining higher qualifications within the country or abroad is already in existence the
same should be modified accordingly and nothing should remain which is contradictory to these 
instructions.

4. No reference jn such cases will henceforth be necessary to the Officers’ Committee 
Cabinet Sub Committee,

Deputy Secretary General Administration, 
fo r  Chief Secretary to Government, Haryana.

From

No. 6452-2G S-II-74/^l73

The Chief Secretary to Qoverament, Haryana, Chandigarh.

[ i .  All Heads o f Departments, Haryana.

2. Commissioners of Ambala and Hissar Divisions,
All Deputy Commissioners and
All Sub Divisional Offlcers(Civil)

3. The Registrai
Punjab and Haryana High Court and
all District & Sessions Judges, Haryana.

Dated, Chandigarh, the 26th November, 1974,

Subject -Grant of Advance increments to Government Employees who Improve their qualifications 
by further study within the country and abroad.

Sir,

^  am directed to invite your attention to Haryana Government letter No. 4857-4GS-I-72/ 
dated the 26th September 1972 on the subject noted above and to say that Government have 

f  decided to extend the facility of grant o f  advance increments to those Government employees
th  improved their qualifications without faking study leave. It is however clarified

m at they will draw the increments prospectivejy i.e, from the date of issue of these instructions and 
in ttieir present pay scale.

VT issues with the concurrence of the Finance Department conveyed vide their U.O,
No. 6452-4FR-I-74 dated the 20th November 1974.

Yours faithfully 

Sd/-
Deputy Secretary General Admn. 

/o r  Chief Secretary to Government, Haryana.

A copy is forwarded to :—

The Financial Commissioner Revenue—All the Administrative Secretaries to Government 
Haryana; for information and necessary action.
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No. 6452-2GS-I-75/lil^l

M O ST 
IM M EDIATE 
DATE BOUND

From

To

The Chief Secretary to Government, Haryana.

1. All Heads o f Departments in H aryana;

2. Commissioner of Ambala and Hissar Divisions;

3. All Deputy CDmmissionjrs and all Sub-Divisional Officers Civil.

4. Registrar,
Punjab & Haryana High Court and all District and 
Sessions Judges, Haryana.

Dated, Chandigarh, the 5th May, 1975.

Subject .‘—Grant of advance increments to Government employees who improve their quallAcatious
by further study within the country and abroad.

Sir,

I am directed to invite your attention to Haryana Govt, letter No. 4857-4GSI-72/28344,
dated, the 26th September, 1972, which interalia laid down that all the Heads of Departments with 
the approval o f the Administrative Departments concerned should prepare lists o f such qualifications 
as are directly beneficial to the efficiency of Govt. Employees and which qualify him for the grant
of advance increments. The question regarding selection o f subjects in M.A. for the purposes of
two advance iacrements hitd been engaging the attention of Government for some time past. In 
order to adjudge as to what subjects in M.A. are beneficial in the performance of duties of an
employee, I am directed to request you to supply the information in the proforma given below

S.No. Name of the post M inimum qualifications 
prescribed for recruitment 
against the post

Degrees/Diplomas/ Remarks 
Master Degree 
with subject which 
is beneficial and the 
reasons thereof.

2. The requisite information should be supplied within a fortnight of the receipt o f  this 
letter failing which it will b j presumed that you have no comments to offer.

3. You are also directed not to allow any advance increnient(s) in this regard to  any 
Government employee working under you till a final decision in th j matter, is arrived at.

Yours faithfully,

Sd/-
Deputy Secretary General Administration 

fo r  Chief Secretary to Government, Haryana,

A copy is forwarded for information and necessary action to

The Financial Commissioner, Revenue—All the Admiaistrative Secretaries to Govt., Haryaoi,
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From

To

3 id

No. 12l0-2GS-n-77/7706

The Chief Secretary to Government, Haryana, Chandigarh.

1. All Heads of Departments Commissioners o f Ambala
and H issar Divisions, All Deputy Commissioners and 
Sub-Divisional Officers (Civil) Haryana.

2. Registrar,
Punjab and Haryana H igh Court and all 
District and Session Judges in the State.

D^ted Chandigarh, the 24th M arch 1977.

Subject .-—Incentive to Government servants for blood donation.

sff.,

I am directed to invite your attention to the subject noted above and to say that the 
Government has decided to give incentive to blood donors in order to give a boost to this impor
tan t programme. A Government servant, who donates blood twice a year continuously for five
years, should be issued an appreciation letter by the appointing authority and a copy of this placed 
in  his personal file.

These instructions may kindly be brought to the notice o f  all concerned.

Yours faithfully,

Sd/-
Deputy Secretary General Administration, 

fo r  Chief Secretary to Government, Haryana.

Hif N 1210 2CiS-H-77/7707 dated Chandigarh, the 24-3-77.

A copy is forwarded to the Accountant General, Haryana, Chandigarh, for information 
and necessary action.

The Financial Comraissioner Revenue, Haryana; and All the Administrative Secretaries to 
Govt., Haryana.
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Subject :—Grant of personal pay to Govt, servants who improve their qualifl cations by further study 
within the country and abroad.

I am directed to refer to the instructions contained in this Departm ent letter No. 4857-
GSII-72/28344, dated 26-9 1972, letter No. 6452-2GSII-74/28173, dated the 26th November 1974
and letter No 434-2gs-II-75/21469 dated 17-7-75 on the subject noted above and to say that the 
Government has furtlier considered the matter and, in supersessioa of tlie aforesaid instructions, 
taken the following decisions

I Personal pay shall be granted to all employees, who improve their qualifications 
after joining Govt, service, if the qualification(s) so acquired from a recognised 
University is/are higher than the minimum qualifications prescribed foi the post 
on which they were recruited at the time of entry into Govt, service, in accordance 
with the scales and conditions laid down in the succeeding paragraphs/sub-para^ 
graphs

(i) Personal pay admissible for acquiring each of the following qualifications shall 
be equal to the amount o f increment(s) mentioned against each qualifications

■ (a) Diploma of at least one years duration. One increment

(b) 1,aw degree or post graduate Two increments

(c) Doctovste or Post Doctorate qualifications Four increments

Provided that the maximum benefit will not exceed the equivalent
of four increments.

(ii) Govt, employees who have acquired the aforesaid qualiilcations after 26-9-1972
I i.e. whose result as declared on or aft£r the said date) shall be eligible for the 
benefit of personal pay with effect from the date of declaration of the result of 
the examination concerncd and those who had improved their educational quali
fications before 26-9-1972 O'-e. whose result was declared before the said date)
shall be eligible for the benefit of personal pay with effect from the date of issue 
o f these instructions. In either o f the two type o f cases, thereto o f increment for 
the purpose o f calculating the amount o f personal pay shall be taken to be that
which was last drawn prior to the date of eligibility.

(iii) No benefit shall not be given for such of these qualifications as had already been
acquired by the Govt, employee before joining Govt, service.

(iv) This benefit shall not be admissible to adhoc employees.

(v) If, say, a graduate Govt, servant is appointed to another post for which the 
minimum qualifications is post-graduation and be subsequently acquires a post 
graduate degree, he shall not be entitled to this benefit o f personal pay. This 
principle will be applicable to all such cases.

(vi) According to the present instructions, graduate Clerks/Steno-typists/Junior Scale
Stenographer are entitled to the benefit of two advance increments with effect 
from 1-2-69. The amount of these advance increments will not be taken into
account while computing the personal pay according to (i) above.

(vii) A committee of the Administrative Secretary and the Head o f the Department
concerned shall be formed for deciding cases under this scheme. This committee 
shall consider the question o f granting personal pay to a Govt, employee and 
decide to grant it provided that at least half the annual reports earned 
during the five years preceding the date of eligibility were at least average. In 
case the record of an  employee does not justify grant o f a personal pay from the 
date o f eligibility, personal pay will be given to him with effect from  a sub.sequeni 
date when the aforesaid critarion of record is fulfilled.

(viii) The benefit o f  personal pay shall be extinguished after five years from the date 
jfrotn which it is granted.

Copy of No. 4718-2GS-II-77/17173 dated, Chandigarh the 20th June, 1977 from the Chief Secretary
to Govt. Haryana to all Heads of Departments etc., etc.



(ix) This benefit will be available to a Govt, employee only once during his entire
service. For example, if a person has availed himself o f this benefit on the basis
o f his having acquired a post-graduate degree, he cannot claim the benefit again
if he acquires a law degree later.

(x) This benefit o f  personal pay will not be available to Class-I, Officers. However,
if a Class-II, Officer acquires such a qualifications and becomes eligible for the grant 
o f personal pay, this benefit will cases on his becoming a Class-I, Officer.

This issues with the concurrence of the Finance Department conveyed vide their U.O. 
No. 4994-4FR-& 77. dated 9-5-77.

Office of the Director of Agriculture, Haryana, Chandigarh.

Endst. No. 51 155/5-383/E-Jir Dated, Chandigarh the 28-7-77.

A copy is forwarded to the :—

All Head Assistants/Senior Auditor o f tl^is directotat«. All Sub Offices o f thjs Department, 
b r  information and necessary action.
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To

From
The C hief Secretary to  GoVerntnent, JTaryana,

1. All H  eads o f Departments,
the Gomraissioners Am bala and Hissar Division.
All Deputy Commissioners and 
All Sub Divisional OfRcers(Civjl).

2. The Registrar,
Punjab and Haryan^ High Court and 
all District & Sesrsions Judges in Haryana.

Dated, Chandigarh, the 20th June, 1977,

Subject :—Incentive to Government employees for outstanding work—Grant of special leave and 
reward to emjUpyees who ^ e  i$$ued letter of appreciation on the basis of annual Conftdential reports.

Sir, ' •

Please refer to letter No. 6034-20S-II-77/16894 dated 17-6-1977 on the subject noted above.

2. In the cases of letters of appreciation isiued after the date of the letter under reference,
the monetary reward and the reward of special leave will not be given.

3. I am to request that these instructions may please be brought to the noticc of all the 
employees working under you for strict compliance.

Youts faithfully, 

Sd/-
Deputy Secretary General Administration, 

fo r  Chief Secretary to Government, Haryana.

A copy with a copy o f enclosure is forwarded to :—

The Financial Commissioner (Revenue) Haryana and All Administrative Secretaries to
Government Haryana for information and necessary action.

No. 6183r2GS-II-77/17098



To

From
Ho. 14/3/'/8-G Sn

1 All Heads of Departments* Commissioners Ambala
and H issar Divisions, all Deputy C o ^ s s io n e r s
and Sub-Divisional Officers (Civil) m Haryana,

2 The Registrar,
Punjab and Haryana H ig h  Court.

Dated Chandigarh, the 26th July, 1978.

S u ilec , - G , . . .  o f p .y  to G o m o m « .t «ho Improve .heir ,u a li« c .lo n , by f„,tker
Study within the country and abroad.

r am directed to refer to Haryana Government letter No 4718-2GSII-77/I7173 dated
20th I , ” 977 subject ttotetl above, and lo  say tto t  some deparltnetits havmg sotight
clarifications ou certain position is clarified as under . t, k

fi^The cases in which the benefit of advance increments has been given under the 
 ̂ ncf.urrinm which were in force prior to the instructions issued vide letter under

i S e r S e  should be reviewed and the benefit allowed earlier should be adjusted 
a g S  the benefit of personal pay to be given in accordance with the latest ins
tructions of the 20th June, 1977. , u . ,

(ii) The personal pay will also be admissible to those employees wllQ may veached 
the maximum of their pay scales.

(iiO The cases of the employees on deputation will be decided by their parent departmems. 
rivW f the minimum qualification prescribed for a post is a post-graduate degree, the 
 ̂ acQutition of a law degree o r  another post-graduate degree by a Govt employee

will not entitle him to the benefit of personal pay.
M  Personal pay equal to two increments will be admissible for all the law degrees,

S p S i v r o f  the fact that whether the course was ot two o r three years duration.
,Vi) For acquiring a degree of one-yeai duration , e.g. Bachelor of Library Science.

personal pay equal to one increment will be admissible.
rv ii)T he rate of increment for the purpose of calculating the amount of p e r s o n a l ly  

s lS l  be taken to be that which was last drawn m a post held on the date o f eligi-
S  ? r  in a post wWch would have been held by an ofhcial under the State Govern
m en t (Parent Deptt.) on the date of eligibility but io r his deputation.

fviii) Personal pay allowed to an employee under the latest instructions wHl cease on his 
appointment to a post for which the minimum qualification is such as had entitled
him to  the grant of personal pay.
Tf on the date of eligibility an employee is holding a post for which the mininruni 

 ̂ aualification is such as he had acquired after entering into Government Service,
r  S  nJt be entitled to the benefit o f personal pay However, where for any
reason he ceases to hold such a post, his right to the beneh of persona pay will 
revive In such cases the period of five years will count from the date o f eligibdity. 

M T h e  benefit of personal pay should be allowed to those employees who have not 
completed 5  years service on the date o f  e l i g i b i l i t y  if at least half of the annual reports 
eTned during the period preceding the date of el.g.bihty are atleast average.

(M) An employee should be considered to luve improved his qualifications after joimii^ 
service only if he had appeared in all parts o f t h e  examination for the higher qualifi- 
cations after joining government service,

fxii) An employee who has improved his qualifications at any iima viz. even before
16-2 1962 will be eligible for the benefit ot personal pay.

/ Ti. ,-if fhe pinolovees of the Haryana Vidhun Sabhi under th ; sch;m ; will be
decided by the Hon’ble Speaker, on the recomm;ndations of the Secretary. Haryana 
Vidhan Sabha. ,

2 This issues with the concurrence of th ; Finance D .partram t vide th.-ir U.O.
No. 9(3)-78-4FR-I, dated 13-7-78. faithfully,

Sd/-
beoutv  Secretary General Administration. 

for  Chief Secretary to Government, Haryana.

The Chief Secretary to Government, Haryana.



From

To

H A

No. 14/3/78-GSlI

The Chief Secretary to Govt. Haryana.

1. All Heads of Departments,Commissioners o f Ambala and Hissar Divisions, and 
All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana.

2 The Registrar, Punjab and Haryana High Court.

Dated, C handigarh 23rd October, J978.

Subject . - -Grant of personal pay to Guvcra.ncnt servants who improve their quaijfi cations by further study 
within the country and abroad.

Sir,

1 am directed to refer to Haryana Govt, circular letter No. 4718-2GS1I-77/17173, dated the 20th June,
1977, on the subject noted above, and to say that according to sub para (X) hereof, the benefit of p:rsonal 
pay was not to be given to class I Officers and if a class II officer improves his qualifica.tions and becomes 
eligible for the grant of personal pay, this benefit was to cease on his becoming a class I Ofiicer.

3. This mailer lias been considered further and it has been decided that class I officers of the State 
services, who prove their qualifications shauld also be allowed the benefit of personal pay, subject to other 
conditions and stipulations contained in the aforesaid circular read with the clarifications given vide this 
State Govt, circular letter No 14/3/78 GSH, dated the 26th July, 1978. Sub para (X) c f  the circular 
dated 2Q-6-77 should be considered to have been modified accoidingly

3 This issues with the concurrence of the Finance Deptt convered vide their U  O No 9(3-8-4FR, 
dated 17-10-78

Yours faithfully,
Sd/-

Under Secretary General Administration, 
for Chief Secretary to Government, Haryana

A copy each is forwarded for information and necessary action to the :—

Firuincial Commissioner, Revenue, Haryana, and All Administrative Secretaries to Govt Haryana.



To

1. All Heads o f Departments, Commissiouers Arabala and Hissar Divisiorls,
All Deputy Commissioners and Sub Divisional OlEcers (Civil) in Haryana.

2. The Registrar, Punjab and Haryana High Court, Chandigarh.

Dated, Chandigarh, the 16th July, 1979.

Subject o f persoml pay to Gorernment servants who improw their qualifications by further study
within the country and abroad.

Sir.

I am directed to refer to Haryana Government letter Nfo. 14/3/78 GSII, dated the 26th July, 1978, 
on the above subject and to say that the phrasing of para I (vii) thereof does not make the position quite 
clear as to what rate of increment for ihe purpose of calculating the amount o f personal pay should be 
taken, if no increment lias been drawn by an employee in a post held by him on the date of eligibility. How
ever, in para I (ii) of the earlier instructions contained in Haryana Government letter No. 4718-2GSH-77/ 
17173, dated the 20th June, 1977, it has inter alia been clearly stated that the rate of increment for the pur
pose of calculating the amount of personal pay shrill b ; taken to be that which was last drawn prior to the 
date of eligibility. These instructions h; ve not been superseded by the aforesaid subsequent Haryana 
Government circular letter of the 26.h July, 1978, It is, therefore, clarified that the rate of increment for the

furpose of calculating the amount o f personal pay should be taken to be that which was drawn in a post 
;ld prior to the date c f  eligibility.

Yours faithfully,
Sd/-

Under Secretary General Administration, 
for Chief Secretary to Govt., Haryana.

A copy each is forwarded to the—

All the Financial Commissioner, Haryana; and All the Administrative Secretaries to Govt. Haryana’

1̂ 0. l4/l8/t8/GSil

From

The Chief Secretary to Government, Haryana.



To

From

1. All Heads of Departments, the Commissioners Ambala and Hissar Divisions,
All Deputy Commissioners and Sub Divisional Officer (Civil) in Haryana.

2. The Registrar, Punjab and Haryana High Court. Cliandigaih.
Dated Chandigarh, the 20th December, 1982.

Subject :—Grant of personal pay to Government servants who improve their qualifications by further study 
within the country and abroad. *

Sir, 1
1 am directed to refer to the instruction contaiasd in Punjab .Government letter No. 961~4GS-62/ 

5593, dated the 16lh February, 1962. HarJ^ana Government letter No. 47J8-2GS-II-77/17I73, dafed t i e  
20th June, 1977, letter No. 14/3/78-GS-II, dated 26-7-78 and letter o f even number dated (he 23rd October,
1978, and letter No. 14/18/78-GS-II, dated the 16th July, 1979, on the subject noted above and to say th a t
the matter concerning grant o f  advance increments as personal pay to Government employees who improve
their academic qualifications while in service has been under the consideration of the Government for 
sometime. I t  has now been decided to discontinue the practice o f giving advance increments to Govern
ments employees for acquiring higher qualifications and all the.instructions issued on the subject, as referred 
to above should be treated as withdrawn with immediate effect.

Yours faithfully,
Sd/-

Joint Secretary General Administration, 
for Chief Secretary to'Government, HaryanOv

A copy each i<! forw ardtd for Information and necessary action to thcj :—
All Financial Commissioners, Haryana ; and All the Administrative’ Secretaries to Government 
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9/ 2/83 'fl^ ( 7)

From

To

No. 14/38/82-2G.S.-II

The Chief Secretary to Government, Haryana.

1. All Heads of Departments, the Commissioners Ambala and Hissar Division,
All Deputy Commissioners and Sub Divisional Officers (Civil) in Haryana.

2. The Registrar, Punjab and Haryana High Court, Chandigarh.
Dated, Chandigarh the 10th January, 1983.

Subject :—Grant of personal pay to Government servants who Improve their qualifications by further study
within the country and abroad.

Sir,
I am directed to refer to Haryana Cjovernment letter No. 14/38/82-2GS-II, dated the 20th December 

1982, on the subject noted above and to say that some departments having sought clarifications on certain 
points the position is clarified as under :—

(i) No employee improving his qualifications after 20-12-1982 would be entitled to the benefit 
o f advance increments in the form o f personal pay.

(ii) The benefit personal pay, already being given to employees who improved their qualifications 
under instructions in vogue before 20-12-82 would continue for stipulated period.

(iii) The employees who have already improved their qualifications (before 20-12-82) but have 
notyet put up their claims forpersonal pay or those whose claims are pending, will be given 
the benefit as per policy in vogue before 20-12-1982.

(iv) The employees who have appeared in the examination (the passing of which would entitle 
them to personal pay before 20-12-82) but their results have not yet been declared, will 
also be entitled to personal pay as per policy in operation before 20-12-1982.

(v) The employees who have yet to appear for the concerned examinations or appeared in that 
examinations after 20-12 -82, will not be entitled to the benefit o f advance increments even 
though they might have deposited the examination fee and/or had taken other steps by joining 
educational institutions etc.

2. You are requested that these clarifications may kindly be brought to the notice of all concerned 
working under you.

Yours faithfully,
Sd/-

Joint Secretary, General Administration, 
for  Chief Secretary to Government, Haryana.

A copy each is forwarded for information and necessary action to the
All Financial Commissioners, Haryana ; and All Administrative Secretaries to Government,

Haryana.





AWARD CASH
---•M------ -----------------





Subject :—Concessions to the Government Employees of the Punjab Government who learn Chinese, Tibetan 
and Lahauli and Spitian Languages.

1 am directed to say that with a view to encouraging the officers o f the Punjab State Government 
to acquire reasonable proficiency in the languages o f the areas contiguous to this State viz. Chinese, Tibetan, 
Lahauli and Spilian, it has beendecided that honorarium up to the extent noted, against each of the following 
examinations should be granted to the Officers of the JCS, IAS, IP/IPS and Provincial Services (excluding 
non-gazetted ranks) in case tliey pass the examinations in these courses from the Punjab University, the 
Punjabi University oi the School run by the Ministry o f Defence :—

Rs.

(i) Prehminary examination . .  500
(ii) Higlxer standard examination . .  1^000

(iii) Interpretership examination . .  3,000

2. No other concessions in the form of tuition fees, books, travelling expenses etc, would be given 
to such officers. They may be allowed to avail of the kind of leave due to them m case they want to study 
whole-time and permission lo attend evenmg classes in case they want to indulge in it parttime.

3. These instructions will not apply to those Officers in respect of any of these laaguuges, which 
is their mother tongue.

4. These instructions should be brought to the notice of all Officers for their information. The 
particulars of the Officers who pass any of the prescribed £;xaminations in these languages may be cummuni- 
cated to Government.

5. These instructions come into operation with effect from the date of issue.

6. This issues with the concurrence of the Finance Department, -v/rfe its U.O. No. 1062-7FRI-64
dated the 19th October, f964. ’

7. Tfie receipt of this letter may kindly be acknowledged.

CopyofletterNo.l0935"lGSL65/4H55, dated the 27th December, 1965, from the Chief Secretary to Govern
ment, Punjab, to all ilaeds of Departments, etc.; etc.

Subject :—Concessions to the Government Emoloyees of the Punjab Government who learn Chinese, Tibetan 
and Lahauli and Spitian Languages.

1 am directed to refer to Punjab Government letter No* 7176-1GS-64/1773, dated the 20ih Januaryj 
1965, on the subject noted above and to state that it has come to the notice o f Government that all the 
courses mentioned in the letter under reference are not available with the teaching institutions namely 
the Punjab University Chandigarh and the Punjabi Umvtnsity, Patiala. Only the toliovving course;-are 
being conducted at present.

(i) Punjab University Chandigarh A certificate course in Tibetan Language.

(ii) Punjabi University Patiala J A certificate course in Tibetan and Chinese
Languages.

As such ia supersession of their previous mstructions Government Ixave decided that those Govern* 
fiient employees who secure acertihcate la Chinese/Tibetan Languages from  tli2 Punjab or Punjabi Umver- 
sity will be awarded a prize of Rs. 500/for each o f these examinations

2  ̂ The otller provisos contained in the instructions under refcrnce will, h jwcver, apply mutaiis 
mutandis,

3. Tiiese instructions will bj applicable retrosp,;ctively with effect from the date o f issue of 
original 'instructions.

4. Tliis issues with tha Ooncurreae® af tfij Fldaiiea LJipartnljnt,—v/ie U .O .No, 10262-7FRI-65> 
dated tha 8th Decembsr, 1965.

^3i

fcopy of Punjab Governitient Circular letter No. 7176-10GS-64/1773, dated 20th January, 1965, from the
Chief Secretary to Government, Punjab to all Heads of Departments, etc., etc.





PART XII





O b je c t :—^Revised system of Earned Leave, Holidays and working Hours,

I. INTRODUCTION

1. The Need for revision. The question of rationalising the system of holidays and working hours 
a t present observed by the Punjab Government and also of the leave enjoyed by Punjab Government servants 
has been examined at some length. The present system is defective in many ways. The incidence of 
holidays in eccentric and often disturbs the continuity of work. Possibly because of their eccentric incidence 
holidays are. in fact not always allowed to be treated as such, and miscellaneous work is often required to be 
done on these days. A system in which neither work nor leisure is undisturbed obviously needs reform 
so that both are more effective. Leave rules are not realistic in that although leave, both privilege and 
casual, is, admissible to Governnient servants at a liberal scale, it is seldom possible to lake it in full in 
actual practice. Government are, therefore, of the view that a reform in tlie present organisation o f work 
and leisure is necessary sd'.that work is.done and leisure enjoyed on a more rational basis. Gevermnent 
are convinced that with a better and more effective organisation of leisure it will be pc'ssible for Government 
servants to work longer and harder, particularly in the cooler months. Harder work from the Government 
servants is required in the context of the country’s present economic struggle, and should be well within 
their capacity if  they are given adequate and systematic rest and leisure.

. 2. Aims o f  Revised Sys/CTJ?.—Government have, therefore, decided to increase wc rkiiig he urs
during the cooler rrionths so that mtire work is done, to re-organise holidays so that adequate rest is given 
and the continuity of work is not disturbed, and to rationalise leave rules so tliat an official without being 
entitled to inordinately long periods of absence can, and in fact generally does, take the leave due to him. 
The object is to introduce a system which combines hard work with real leisure.

II. DATE OF COMMENCEMENT

The revised system will come into force on the 1st July, 1959. ,

III. W ORKING HOURS

3. {\YH ours o f  work will be—

(a)^September 1st to April .^Olh—9.00 a.m. to 5.30 p.m. with half an hour’s break for food.

(b) May 1st to August 31st—7.00 a.m. to 1,30 p.m.

(D^Exceptions- -

(a)^lThe High Court have decided that subject to the provision for bill stations at (b) below. 
District Courts and Subordinate Courts shall observe these hours also except that th^se 
Courts shall work in the cooler m ontfe from 9.30 a.m. to 4,00 p.m. Offices attached to Courts 
will however, work from 9.00 a.m. to 5.30 p,m. Ihe decision regarding Courts is experi
mental foi one year to begin with

(b) In the hill stations of Simla, Kasauli, Kandaghat, D luram sala, Dalhousie, Dagsbjii, Kulu 
Sub-Division and Palampur hours o f work will be—

March 1st to October 31st . , as a t (1) (a) above

November 1st to the end o f February . .  9.30 a.m. to 4.00 p.m.

Offices attached to Courts will work as above and District and Subordinate Courts from 9,30 a.m, 
to 4.00 p,m. throughout the year,

IV. HOLIDAYS

4. (1) General Holidays will be as follows :

All Sundays.

All Saturdays during the period September 1st to April 30th,

Republic Day (January 26th).
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Copy of Punjab Government Circular letter No. 4376-GII-59/27671, dated 28th May, 1959, from the Chief
Secretary to Government, Punjab, addressed to all Heads of Pepartments, etCi, etc,



Independence Day (August 15th).

Mahatma Gandhi’s Birthday (October 2nd).

A midsummer break of three days Thursday to Saturday (inclusive) nearest to June 21st (to be 
fixed each year by Goveriunent—for example for 1 9 ^ , this will be June 23rd to  25tb in
clusive),

(2) Optional H o lid a ys .S ix  in the year.

As Government will not now be allowing any holidays on festive and religious occasions, and as 
Government is nevertheless anxious that each employee should get the fullest opportunity of celebrating 
and observing such occasions as are important to him a Government servant will be able to take at his 
option, six holidays in a yeai'. He may, if he so chrcses, take two halt days off work instead of an entire day. 
No particular days for this purpose will be prescribed and he will be able to take off any six days he hjkes. 
He should normally not be refused permission to take these days nor questioned about his choice unless 
there are circumstances c f  urgency or crisis which require some adjustment For each Government servant 
an account of such holidays similar to his casual ieavc account will be maintained

In the half year, July 1 to December 31, 1959, four such optional hiolidays will be permitted

5. Courts.—The High Court has decided that as an experimental measure fo r an year to be|);in 
with, these holidays will also be observed by Courts and optional holidays will likewise be given to the officials 
working in the Courts and Offices attached to tlient.

6. Notifying Holidays.—(I) The notification issued by Goveriinient declaring the holidays to be 
observed by Government for the second of 1959, is at Enclosure 1. A notilkalion for Ccurts is bein] 
issued by the High Court containing an identical list c f  holidays.

(2) This list of holidays dees no affect the list of holidays which are observed by banking and com  ̂
mercial institutions and which are notified under the Negotiable Instruments Act.

V. EARNED LEAVE

7. (1) Scale. Earned ieave will be admissible as follows ;

To employees with ten years service or less l/24th o f the period spent on duty.

To employees with above ten and up to twenty 1/18th o f the period spent on duty,
years service

To employees with over twenty years service 'J 1/12th o f the period spent on duty.

(2) Assessing length o f service.—For purposes of deciding the leave due to an employee, under th< 
above slab system, length of service shall be determined as follows ;

(a) Generally length of service will be counted from the date of appointment of the employe* 
in continuous service ; but

(b) where an employee has been retrenched from a previous job in the Punjab Government 
and then again appointed continuously his period o f service in the previous job  shall b( 
considered in determining the slab o f  leave to whcih he is entitled. F o r example, X lia; 
worked for 3 years as an assistant in the Rehabilitation Department, been retrenched, anc 
after a gap of two years, been appointed continuously for secen years in the Excise D epart 
ment. He will be considered to have 10 years service for purposes o f calculating the letiV( 
due to him

(c) In the case o f women if an employee resigned a previous job on grounds of having to lool 
after her children, and is then appointed again, any service rendered before resignatioi 
shall be included in determining her “ length of Service” .

(3) Contingent paid and allied Fmployees.—No leave will be admissible to temporary establishmen 
paid from Contigencies on Contingent bills. Such establishment m ay,as hitherto be allowed extraordinar 
leave under Rule 8.137 o f the Punjab C.S.R. Volume I, Part I.

8. Accomulation o f earned leave will be permitted to any exteiit bpt the leave actually given a( i
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(i) In India 120 days

(ii) Abroad . .  240 days

(iii) Where an oflScial goes on leave preparatory to retirement, whether in India . .  180 days
o r abroad

Provided that the limit of refused leave preparatory to retirement allowed to
an employee by way of extention in service shall be limited to 120 days.

t̂ iv) If  an official goes on a course o f studies or research o r work which in the view 
of tlie Government in the Administative Department in consultation whh Finance 
Department, increases his competence, knowledge o r efficiency o r adds to technical know
ledge.

9. Notification. A copy of t’\e notification No. 369I-FRII-59/5176, dated Chandigarh, the 26th
May, 1959, amending rules 8.21, 8.116, 8.117(b), 8.H 7tc), 8.13 ?, 8,134, 8.69, 8.73, is a t Enclosure 2 [These 
are the main rules affected. Some minor amendments in some other rules o f  comparatively rare appli
cability (e.g., rules 8.92, 8.97, 8.129 etc.) will also be necessary and will be notified in due course].

10. Other Leave. The existing rules regulating other kinds o f leave, i.e. leave on half average
pay (rule 8.73 Punjab C.S.R., Vol. I, Part I, leave on half average pay (rule 8.119), leave on  medical grounds
Special Disability Leave (rules 8.82 and 8.124), Study Leave (rule 8.85 and 8.126), read with appendix 20 o f 
Punjab C.S.R., Vol. I. Part II] and Maternity and H< e.pilal leave (riiks 8.127 and 8.128), will stand as they 
are and no change in them is contemplated

11. Leave accumulated prior to AVii' System. As the revised system will be brought into force
from tl\e 1st July, 1959, the leave accumulated up to the 30th .lune 1959 at the existing scale will not lapse
but will be counted. From  the 1st July, 1959, onwards the earned leave will be counted and added at the 
new scale given above. In adding earned Uave accumubted up to 30th June, 1959, fractions will be resolved 
into whole numbers. H aifa day or more will be counted as a full day and less tluin Vuilf a day will be ignored.

12. Exception. These leave ruks will be applicable to all Government servants whose leave is 
regulated by the Punjab Government whether they were appointed before the issue of these instructions or 
are pointed afterwards, with the following exceptions :

(i) Members o f the Punjab Public Scrvice Cowmm7o«.- Holding office pericr to the issue of 
these instructions and the enclosed amendments, will continue to be governed by the leave 
rules applicable to them at the time of their appointment. Members o f the Commission 
appointed after th? issue of these instructions will, however, be governed by the new leave 
rules contained in this letter.

(ii) Members o f the ex Secretary o f State Services and of All-India 5t'/-VR’e5.—The Punjab Govern
ment is not com peent to amend rules regulating their leave.

(iii) Employees appointed on contract will be governed by the teinis of their contract. In future
contracts, terms o f leave should conform to the revised scales.

(iv) Employees in a vacation Department.— T̂o whom the existing rules 8.74 and 8.117 o f C.S.R., 
Vol. I, Part I, apply will not be entitled to any earned leave except at the scale and in the 
manner provided for in these rules. These rules have also been amended to provide for 
leave at the revised scale to those who are prevented frc m availing of the vacation. The 
notification amending these rules is a t Enclosure 2.

VI—CASUAI. LEAVE

13. (1) Scale. Casual leave will be admissible as follows :

(i) To employees with 10 years service or less—10 days

til) To employees with more ttian lu years service but less than 20 years scrvice—15 days

(,iii) To employees with over 20 years service— 2̂0 days

(2) How caloidated.—^From the date on which an employee completes his 10th or 20th year o f
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service, as the case may be, he will be given leave in that year according to the next higher scale. Thus if 
an employee completes 10 years service on the 30th April, 1960, he will entitled to 15 days casual leave for 
the entire year 1960. Length o f service will be assessed as at paragraph 7(2).

(3) Accounting o f casual Leave.—The casual leave account will be maintained annually from the 
1st of January to 31st of December. All casual leave accounts will be closed on the 31st December 
and new accounts opened on the 1st of January, following, irrespective of the fact that an official takes 
a spell of casual leave which includes the last few days of December, and the first few days o f  January. 
Thus if an official takes leave from the 26th December, 1959 to 5th January, 1960, the period 26th December 
to 31st December will be debited to his leave account for the year 1959 and the period 1st January to the 
5th January, 1960, will be debited to his leave account for the year 1960.

(A) Arrangements for half year oj 1959. —As casual leave is not accumulated and as the revised 
scales will come into force from the 1st July, 1959, i.e., in the middle o f the year, leave admissible to an
employee during 1959 will be calculated as follows

Ten days (i.e., lialf of the leave due for the half year from 1st January to 30th June, \959), plus 
b.alf the leave that would be due to him in a year according to the revised scale. Thus 
an  official with ten years’ service o r less will be entitled to a ma;timum o f ten days plus five 
days, i.e., fifteen days, and an official with above 10 and up to 20 years service to 10 plus 
7 |,  i.e., 17i days leave during the year 1959. Those who have already availed of some
leave will be given the balance which would be calculated according to the maximum limits
arrived at in this manner. .

However, as the new' rules are being introduced in mid-year and without long n(. ticc, and as some 
employees may already have exhaustec’ their leave as calculated in this manner, it has been decided as a 
m i te r  of gvace, lo ailow duiing tl\e lialf yeai beginning. 1st July, 1959, a im xim untof 3 days’ casual leave 
to those who have exhausted their casual leave (.whether according to the revised calculations o r according 
to the old scale) and to the se who according to the revised calculations will have less than 3 days’ leave due 
to them.

(5) Length o f Leave and Combination o f  leave.—In taking casual leave, within the limhs admissible 
above, an employee may remain continuously absent from duly for a maximu of 16 days. In this spell he 
will be permitted to include holidays- which will not be debited to his casual leave account. The total 
spell, however, should in no case exceed 16 days. The balance cf the casual leave can be taken in driblets. 
It may be emphasised that it is desirable, but not compulsory for Government servants to take such a spell. 
Where a Government servant desires to take such a spell, permission should not ordinarily be refused altho ugh 
of course the competent authority may adjust the dates on which the spell is taken for administrative 
convenience.

Casual leave may, at the option of the sanctioning authority, be combined with optional holidays 
provided that the limit of a continuous absence c f  16 days’ is not exceeded. Casual leave should not, 
except in hard circumstances to be determined by the sanctioning authority, be combined with the mid
summer break.

(6) CaM?/on.—Heads of Departments and Heads of Offices should ensure generally that the issue 
o f  these instructions does not lead to a general tendency on the part o f their employees to take all the 
casual leave due before the 30th June, 1959. Casual leave up to the 30th June, 1959, should, therefore, be 
sanctioned with care.

V II-C O N C LU SIO N

(14) (1) Net effect of New System .—^The following chart shows the comparative position under the 
existing and revised systems
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Item Existing Position Revised System

Days

(a) Earned leave ^  , .  33 days ..  Up to 10 years’ Service . .  15

11 —20 ye'^rs’ Service . .  20

Above 20 years’ Service 30

Average
22
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Item Existing Position Revised Sysytem

(b) Casual leave . . 20 days

(c) Public Holidays- (1) Sundays 52

(2) U s t  12 
Saturdays

(3) Religious and 
National 
Holidays 30

(4) Local 
Holidays 3

Upto 10 years’ Service 

11—20 years’ Service 

Above 20 years’ Service

(1) Sundays

(2) Saturdays (during 8 cooler 
months)

(3) National days (Republic Day) 
Indepeodence and G andhi’s 
Birthday

(4) Midsummer holidays

Days

10

15

20

Average
15

52

34

3

3

92

(d) Optional Holidays for religious, 
National and festive occasions

(e) Total No. of off days 130

 ̂ (f) Tolal No. oi working days 215

(g) Working Hours

4 Summer months from 7 a.m. to
1.30 p.m.

8 cooler months from 10 a.m. to
5,00 p.m. with half an hour 
luiich interval, i.e., hours 
net throughout the year

(h) Total No. of working hours
per year ..  1,398

4 Summer months 7 a.m. to 1.30 p.m.

8 cooler months 9 a.m. to 5.30 p.m. with half 
an hour lunch interval

. .  135

. .  230

6 | hrs net 

8 hrs. net

1,709

2. Guidance regarding Emphasis.—It is hoped that the new system will result in better and more 
.work and better and more leisure. Officers at all levels are requested to conduct their activhies in the 
spirit of the new system and in particular to respect the sanctity of holidays. The emphasis should not be to 
ask or permit employees to work on holidays or,to work outside ofiice hours except in emergency or crisis. 
Exceptions will of course have to be made in the case o f  speciaiised types of institutions and wc rk such as 
those which deal with emergencies nursing in hospitals etc., but barring these special cases the success of 
the new system will depend substantially on its strict observance. It is also the intention of Government 
that a t all levels leave, applied for, particularly t arned leave should be considered favourably, unless there 
are special circumstances which do not permit this.

ENCLOSURE I

HOME DEPARTMENT

(GAZEITE)

ISotlticatiioii

Holidays 

The 28th May, 1959

No. 4376-GII-59/2777.—In partial modification o f notification No. 6784-GI1-58/34912, dated
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the I9th Nuveinber, 1958, it is hereby notified that the holidays enumerated in the annexed schedule shall 
be observed as holidays in public offices ujider the State Government during the second half of the year, 
1959 i.e.. 1st July, 1959 to 31st December, 1959.

In addition, all Government servants will be entitled to 4 optional holidays to celebrate festive 
o r reUgious occasions according to their choice. A Government servant may at his discretion take two 
half holidays instead o f  a complete holiday. j

This notification does not apply to holidays to be observed by the High Court and Civil Courts, 
subordinate thereto o r to Government servants in educational and industrial institutions which are governed 
by special instructions.

SCHEDULE

List of closed holidays for the sccond half of the year 1959

Names of Holidays

Dates 
on  which 
they 
fall

Saka
era
1880-81

Day or 
days 
of the 
week

Number
of

holidays

All Saturdays after 1st September, 1959 

All Sundays 

Independence Day

M ahatma Gandhi’s Birthday

15th 
August

2nd
October

24th
Sravan

10th
Asvin

n

2<

Saturday

Friday

ENCLOSURE H

FINANCE DEPARTM ENT

(REGULATION)

Notification

The 26th May, 1959

No. 3691-FRtI-59/5176.—In exercise o f  the powers conferred by the proviso to  Article 309 of thl 
Constitution o f India and all other powers enabling him in this behalf, the Go vernier of Puiyab is pleased U 
make the following amendments in the Punjab Civil Services Rules, Volume I, Part I, namely :

AM ENDM ENTS

A—Leave beyond the date of compulsory retirement

(I) Rule 8.21,—

(i) in sub-rule (aX2), for the words ‘six months’ in the 7th line, the words “four monthsj 
shall be substituted. \

(ii) in sub-rule (a)(2) the words ‘subject to a maximum of 120 days ’ shall be inserted after the wor 
‘leave’ in the penultimate line.

(iii) in sub-rule (b) the figures and words ‘l/12th’ shall be substituted for ‘1/11th’.

B—Modification of the Old Leave Rules—Admissibility of Leave on Average Pay

(2) In Rule 8.69 the words and figures “ 5/22nds, 2 / l lth  and I / l l th ” whereever they occur, sh* 
be replaced by “ 5/24ths, l/6 th  and l/12ths”, respectively.



(3) In ct iusc ( a \  Rule 8.73 .ifter the words “ plus one-eleventh o f the period spent on duty subse* 
quent to that date” the words “ up to 30th June, 1959, and one-twelfth of the period spent on duty thereafter”, 
shall be added.

(4) In clause (b)(i). Rule 8.73 after the words “oue-tleventh of the period spent on duty after that 
date” the words “ up to 3()ih June, 1959, and one-twelfth o f the period spent on duty thereafter” shall be 
added.

(5)'^In clause fb)(ii) of Rule 8.73, after the words “ four months”, the words “or six months in the 
case of leave preparatory to retirem erl” shall be inserted.

(6) In clause (b)(ii) of Rule 8.73, the following shall be added at the end before the proviso ;

“up to 30th June, 1959 and l/12lh o f the period spent on duty thereafter.”

C—Modification of the Revised Leave Rules

(a) Earned Leave, its admissibility and accummulation.

(h) Gtant of extra-study leave.

(7) Tile following shall be substituted lor Rule 8.116 o f the said rules ;—

“ 8.116 (I) rhc earned leave admissible to a Government servant in permanent employ is :—

(a) 1/24 of the period spent on duty, during the first 10 years of his service,

(b) 1/18 of the period spent on duty, during the next 10 years o f his service, and

(c) 1/12 o f the period spent on duty thereafter.

Note. For the purpose o f  assessing the length o f service under this sub rule break in service caused 
(IS a result o f retrenchment shall not entail forfeiture o f previous Further-in this case o f  women Govern
ment Tervanis break in service due to resignation as a result o f fam ily circumstances o f  the Government 
servant concerned shall also be condoned by the re appointing authority provided the duration o f  break does 
not exceed 10 years.

(2) Accumulation of earned leave sliall be permissible to any extent but the maximum earned 
leave that may be granted at a time to a Government servant shall be (a) 120 days if spent 
in India, (b) 240 days, if the entire leave so granted o r any portion tiiereof is spent ou t
side India, Burma, Ceylon, Daman, Deu, Nepal and Pakistan, provided that where 
earned leave exceeding !20days is granted unde! this sub-nicle the period of such leave 
spent in India shall not in the aggregiite exceed 120 days.

Provided furthei lliat except as provided in the Study Leave Rules contained in Appendix 20 to 
the Punjab Civil Services Rules, Volume 1, Part II, if a Government servant goes on a 
course of study or research (,r work which in the Government’s view increases his competence, 
knowledge orelTiciency or adds to the technical knowledge, he may be granted earned leave 
to the extent it is due to him and not limited to 120 to 240 days.

Note. The consent o f  the Finanee Department is not presumed to the grant o f such study leave

(3) Leave preparatory to retirement may be allowed up to 180 days on full pay provided it is 
due.”

(c) Earned Leave admissible to Vacation Departments.

(_8)jThe following shall be substituted to r clause (b) of Rule 8.117 of the said rules

“(b) The earned leave admissible to such Government servant in respect o f  any year ill which 
he is prevented from availing himself o f the full vacation is such proportion of the following 
periods as the numbei o f days o f vacation not taken bears to the full vacation .

(i) to a Government servam with 10 year’s service or less 15 days

(ii) to a Government servant with more than tert years* service
but not exceeding 20 years’ service 20 days
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If  in any year h_ does not avail himself of tile vacation, earned leave will be admissible in respect 
of that year in accodance with the provisions o f  Rule 8.116” .

(9) Tn caluse (c) o f Rule 8.117, the words “ or under the exception thereto as the case may be” 
shall be deleted.

D—Earned Leave, etc., to Govrnment servants not in permanent employ

(10) The following shall be substituted for Rule 8.133 :—

“ 8.133. The provisions of rules 8.116 to 8.119 apply also to a Government servant not in per
manent employ, provided that—

(a) no half pay leave shall be granted unless the authority competent to sanction leave has reason 
to believe that the officer will return to duty on its expiry; and

(b) no leave not due shall be granted.”

(11) Rule 8.134 of the rules shall be deleted.

E—Date of effect

These amendments shall come into force on the 1st o f July, 1959.

J.S.BASUR,
Secretary to Government, Punjab, 

Finance Department.
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(iii) to a Government servant with over 20 year’s service 30 days



Subject :— Înstructions relating to the grant of casual leave.

I am directed to invite a reference to Punjab Governn\ent letter No. 10873-G-52/31794, dated 
9-12-52 and to say that the question regarding the maximum amount of casual leave which should be 
permissible to class four Government servant of the Slate Government including the re paid on the contingent 
bill during a calender year, has been considered by Government. After careful consideration c f the matter, 
it has been decided that the existing discriminating against such employees viz member c f class I, 11 
and III services in the matter of casualleave should cease to operate. So, henceforih they will be entitled 
to casual leave viz. 20 days in a year as is Hand III. They will also be governed by the same instructicns, 
in regard to the amount of spell etc. as are applicable to the later categcry o f officials.
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Copy of letter No. 2855-GU-59/10518, dated 9-4-1959, from the Chief Secretary to Government Punjab to
all Heads of Departments etc. in the Punjab.

Copy of Punjab Government C-ircular letter No. 9091-GII-59/19223, dated the 27th October, 1959, from Shri 
E.N. Mangat Rat, I.C.S., Chief Secretary to Government, Punjab, addressed to all Heads of Departments, 
etc., etc.

Subject :—Grant of casual leave to Government employees.

In continuation o f Punjab Government letter No. 4376-GII-59/2767, dated the 28th May, 1959, 
on the subject noted above, I am directed to say that the question o f the number c f  spells c f  casual leave 
which should be allowed to a Government servanf daring a calender year and tbxir duratitm  has been under 
consideration o f Government. It has been decided that there should be no restriclion in regard to the 
tiun ilionand number of spells. VJencefonh, it would be within the competence o f the ^aniiit ning autho
rities to sanction any amount of casual leave without any limit if spells, within the anic unt c f casual leave 
admissible subject to the condition that one spell at a time will not exceecl 16 days as aheady prc vidcd in sub
para (5) of para 13 of Punjab Govermnent Ictler rcfened to above.

Copy of Punjab Government Circular Icfler No. 1034,VGll-59/24l50, dated 16th December, 1959, fr«*ui the 
Chief Secretary to Governmenl , Punjab, addressed to all Heads of Departments, etc., etc.

Subject . -Casual leave.

With the introiluction of the revised r-yitem of 1 arncd Leave, Holidays and Wo king hours with 
elfect from  the 1st July, 19.59, some d;,ubts have ari.sen and certain departments have so ight clarification 
as to how the amount of casual leave admissible tc: an employee, who has less than two years service is to 
be calculated in the presence r.f the innti uc) ion crailHined in paragraph 20 of the Secretariat Instructions. The 
whole matter has been considered at length and it has been decided not to impose any further restii tions 
in this behalf because the mount o f casual leave has already been reduced considerably. In future no 
discrimination will thus be made in the case c f those who have less thati two years service and all emp
loyees having less than 10 years service will be entitled to 10 day’s casual leave in a year as laid down in 
the policy No. 4376-GII-.59/2767, dated the 28th May, 1959.

2. Paragraph 20  ̂ f the Secrf^tarial Instructiom is hcinR amended suitably so as to bring U in line 
with the instructions issued with the above-mention letter.



Subject :—Assessing of length of service for calculating earned leave/casual leave under the revised system.

Sir,

I am directed to invite a reference to sub-para 7(2) of Punjab Government Circular letter No. 4376- 
GII-59/2767, dated the 28th May, 1959, on this subject and to inform you that a clarification has been 
sought from Government as to whether the service rendered by an employee under the Government o f 
India or another State Government or in a semi-Government bcdy perior to his joining service under the 
Punjab Government will count for assessing length of service for calcultaing earned leave/casual leave 
under the revised system of Earned leave, Hoi days and working hours. After careful consideration it has 
been decided that such service should not be taken into account for the aforesaid purpose. However, 
once a person has joined the Punjab Government service, his service, if any on deputation with the Central 
Government o r other organisation such as Corporations, municipalities etc. will count for the purpose of 
determining the extent of casual leave Privilege Leave due.

2. I am accordingly to request you to settle all such cases in the light of the decision contained in 
the preceding para.
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Copy of Circular letter No. 1929-G1I-60/12089, dated the 14th April, 1960, from the Chief Secretary to
Government, Punjab, to all Heads of Departments, etc., etc.

C’opy of letter No. 7365-GS-60/30449, dated 29th August, 1960, from Additional Chief Secretary to Govern
ment, Punjab to All Heads of Departments of Punjab etc., etc.

Subject : —Revised system of Earned Leave, Holidays and Working hours.

1 am directed to invite a reference to Punjab Government letter No. 10343-G11-59/24150, dated 
the 16th December, 1959, with which the discrimination that existed previously in regard to the grant of 
casual leave to Government Servants having less than two years service was eliminated. Such employees 
are now entitled to the same am ount o f Casual leave as is admissible to employees having less tte n  10 yeJrs’ 
service. A clarification has now been sought as to how much casual leave is to be allowed to  employees 
who are appointed purely on teimporary basis fo ra  period not exceeding three months, or for a period not 
exceeding six months against regular vacancies, during the course of the year. Aftercareful consideration, 
it has been decided that no restrictions should bo imposed even in the case of such employees. Th*y may be 
granted casual leave in full provided they are in dire need of it and Government work is not allowed to 
suffer.

2. The same procedure will also be followed in regard to the grant o f Optional Holidays.

3. It is requested that the receipt of this letter should be acknowledged and these instructions be 
brought to  the notice o f all concerned for strict compliance in future.

Copy of Circular letter No. I1981-GS-60/37758, dated the 26th October, J960 from the Chief Secretary to 
Government, Punjab, to all Heads of Departments, etc., etc.

Subject .-—Assessing the length of service for calculating earned leave/casual leave under the revised system.

Sir,

I am directed to invite a reference to the Punjab Government letter No. 1929-GII-60/12689, 
dated the 14th April, 1960, on this subject and to say that a question has arisen whether the instructions 
contained therein apply to employees, who come to the Punjab Government for a short period of service but 
continue to hold lien on their substantive posts under the Central or other State Governments and have the 
right to return to them. In this connection, I am to inform you that the instructions contained in the letter 
under reference are only meant to cover persons entering the Punjab Government service as employees, 
who may have worked earlier for the Central o r other State Governments, but who, after joining the 
Punjab Government, have no connection with their parent offices. I am fuither to clarify that the emp
loyees who are permanent and continue to hold liens o r the right to return to Central o r other State 
Governments or are allotted to any Service cadre of the Punjab State after rendering service under the Central 
Government or other State Government, shall carry the rights of the 'previous service to the extent 
recognised in their parent offices, in assessing the length of service for c.i)culating earned leave/casual 
leaVv under the revised system.



Subject :—Kevised System of earned leave, holidays and working hours.

I am directed to invite a reference to paragraphs 7 and 13 of the Punjab Government letter No. 
43,76-CiIi-59/2769, dated the 2nd May, 1959, on the above subject and to say that a doubt has arisen 
vyJiether the previous service of a re-employed pensioner is to be taken into account for calculating the 
am ount of earned leave/casual leave admissible to him under the levised Leave System. The mattei has 
been considered and it has been decided that the previous service c f  officers/cfficials re-employed after 
superannuation, shuill be taken into account for assessing the length cl' service for determining the amount 
of casua [leave only due to them. As regards earned kave, they shall be treated as temporary Government 
sefvants and their length of service for this purpose shall count frcm  the date c f their re-employment.

S«5

Copy of letter No. 13083-5GS-60/39681, dated the 31st October, 1960, from the Chief Secretary to Govern
ment, Punjab, addressed to all Heads of Departments etc., etc.

C’opy of Circular letter No. 14939-8GS-62/39028, dated the 14th November, 1962 from the Chief Secretary to 
Government, Punjab to all Heads of Departments, etc., etc.

Subject :— Revised system of Earned Leave, Holidays and working hours.

I am  directed to refer to para 7(2)(b) of Punjab Governmeut letter No. 4376-GI1-59/2767, dated 
the 28th May, 1959 on the subject noted above and to clarify that for the purpose o f deciding the title of 
leave to erstwhile Pepsu employees, the service rendered by them in the erstwhile Pepsu State shall also 
be taken in account. This clarification shall be deemed to hive taken effect ftom the 28th May, 1959, the 
date on which these instructions were originally issued. This may please be brought to the notice of all 
concerned fx't information and guidance and its receipt may be acknowledged.

Copy of Circular letter No. l730-8GS-6.i/2044, dated the 23th February, 1963 from the Financial C om
missioner Planning and Additional Chief Secretary (o Government, Punjab to all Heads of Departments, 
etc., etc.

Subject .—Combination of casual leave witli autumn/winter/spring recess under the revised system of earned 
leave, Holidays and working hours.

1 am  directed to refer to para (5) o f Part VI, of the Punjab Government letter No. 4376-(iII-59/ 
2767, dated the 28th May, 1959, on the subject noted above and to say that a question has arisen as to 
whether casual leave can be combined with autunm/winter o r spring recess enjoyed by Government emp
loyees in the vacation Departments. It has been decided that casual leave should not, except in hard 
circumstances to be determined by tlie sanctioning aulh«irity, be combined with ti'.e autumn/vtinter/spritig 
recess and that such conbination sh aid not in any case be allowed to exceed the spell of 16 days ad
missible under the rules,

2. These Instructions may kindly be brought to the notice o f all concerned for information and 
guidance, The receipt o f this communication may please be acknowledged.

Copy of Circular letter No. 3741-8GS-63/9352, dated the 19th March, 1963 from Shri Saroop Krishan, I.C.S., 
Financial C ommissioner, Planning and Additional Chief Secretary to G»vernment, Punjab, addressed to 
all Heads of Departments, etc., etc.

Subject :—Revised System of Earned Leave, Holidays and Working Hours.

In continuation of Punjab Government letter No. 7365-GS-60/30440, dated the 29th August, I960 
on the subject noted above, I am directed to clarify that m the m atter of earned leave all temporary em p
loyees whether appointed for a period of less th it six months o r more will unless there are specific conditions 
iu the terms o f tlieir appointment to the contrary, be governed by leave rules applicable to temporary 
employees as contained in Part C of Section III of Chapter VIII of the Punjab Civil Services Rules, Volume I, 
P art I.

2. These instructions are brought to the notice of all concerned for guidance. The receipt o f this 
ppmmunication may also be acknowledged.



Subject .-—Assessing of length of service for calculathig earned leavc/casual leave under the revised system.

I am directed to refer you to  the instructions contained in Punjab Government letter No. 1929-GII- 
60/12089,,dated the 14th April, 1960 and No. 11981-GS-60/37758, dated the 26th October, I960, on the 
subject ncted above and to say that it has been decided in mcdification o f these instructions that the service 
rendered by an employee under the Government of India o r another State Government prior to his joining 
service under the Punjab Gcvernment, will count for the purposes of calculating earm d/casual leaVe urader 
the revised system o f Farned leave. Holidays and Working H ours subject to the condition that the 
previous service with the Government c f  India or any other State of the Union has been considered as conti
nuous for the purposes of pension.

2. These instructions may kindly be brought to  the notice of all concerned and the receipt of this
communication may be acknowledged. _

3. This issues with the concurrence of the Finance Pepartm ent, vide their U.O. advicc No. 11874* 
FRI[-64, dated the 20th November, 1964.
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Copy of Circular letter No. ’?899-9GS(II)-64/38646, dated the 8th December, 1964, from the Chief Secretary
to Government, Punjab to all Heads of Departments, etc., etc.

Copy o f letter No. 2293-4GSII-66/IS013, dated 7ft Jane, 1966  ̂from the Chief Secretary to Government, 
Punjab to all Heads of Department»< In the Punjab etc., etc./ , ^

.■—■Beyisedi^ystem of working hours. ... j -  ̂ i . ■ -

1 am directed to invite a  referwice to Punjab Government letter No. 10343-Gll-59/24150, dated 
the 16th December, 1959, with which the discrimination th^t existed previously in r e ^ rd  to the grant of 
casual leave to Government employees having less than two years service was eliminated. Such em p
loyees are now entitled to the same am ount of casual leave as is Om issible to employees having less than  10 
years service. It was c l a r i f i e d , P u n j a b  Government letter No. 7365-GS-60/30449, dated the 29th 
August, 1960 that no restriction should be imposed even in the case o f employees who are appointed 
‘purely on temporary basis for a peri( d not exceeding three months, o r for a period not exceeding 
six months against regular vacancies and they may be granted casual leave in full provided they are 
in dire need of it and Government work is not allowed to suffer. This question has again been 
considered by Government carefully and it has been decided tliat casual leave to such employees should 
admissible as under :—

(i) To employees who after having been appointed on adhoc basis have been . .
in Gove rnment employment for a pericd up to one month

(ii) To employees who after having been appointed on adhoc basis have been 
in Government employment for a period o f more than one month but not
exceeding two months One day

(iii) To employees who after having been appointed on adhoc basis have been 
in Government employment for a pericd o f more than two months but
not exceeding three months. two days

(iv) To employees who after having been appointed on adhoc basis have been 
in Government employment for a period of more than three months but
not exceeding four months three days

(v) The employees who after having been appointed an  adhoc basis liave been 
in Government employment for a pericd o f m ore than four months but
not exceeding five months. four days

(vi) To employees who after having been appointed on  adhoc basis have been 
in Government employment for a period o f  more than five months but
not exceeding six months five days



iSxtract of letter No. 1498-4GS-6t/7’089, dated the 27th April, 1967 addressed to all Heads of Department'?, 
the Contmissioner, AmbaIal|division, all Deputy Commissioners and Sub-Divisional Officers. The Ke- 
gistrar, Punjab and Haryana High Court, all District and Session Judges in Haryana.

Subject :—Working hours of Offices and Courts under the Haryana Government.

I am directed to refer to the subject cited above and to state that the question o f working hours to 
be observed in the offices and courts under the Government o f Haryana has been re-examined and it has been 
decided that the said working hours during the period of three months, from the 1st May to the 31st July, 
every year will be from  7.00 A.M. to 1.30 P.M., without any lunch-break. The working hours to be 
observed during the rest of the year will continue to be from  10.00 A.M. to 5.00 P.M., with half an hour’s 
lunch-break, as at present.

2. These orders will come into force with effect from the 1st May, 1967.

Copy ofletter No. 2046-4GS-68/10561, dated 26/27th April, 1968 from the Chief Secretary to GoTerninent, 
Haryana to all Heads of Departments, etc., etc.

Subject ;—Working hours of Offices and Courts under the Haryana Government.

Sir,
I am directed to invite a reference to Haryana Government letter No. 1498-4GS-67/7089, dated the 

27th April, 1967 on the subject noted above and to say that the summer timings to be observed in the 
Haryana Oovemmeut Offices and Courts shall come into operation on the 1st May, 1968. The working 
hours during the period of three months from  the 1st May to 31st July, 1968 shall be from  7.00 A.M. to
1.30 P.M., without any lunch break.

Copy of letter No. 38.^-4GS-68/19363, dated 31-7-1968 from the Chief Secretary to Government, Haryana 
addressed to all Heads of Departments; the commissioners. Deputy Commissioners and Sub-divioisnal 
officers.

Subject .•—Working hours and holidays in offices and courts under the Haryana Government.

Sir,
I am directed to invite reference to Haryana Government letter No. I498-4GS-67/7089, dated the 

27th April, 1967 and No. 2046-4GS-68/10561, dated the 26th/27th April, 1968. on the subject noted above 
and  to state that the question o f working hours and holidays to be observed in the offices and the courts 
under the Government o f Haryana has been re-examined and it has been decided as follows :—

(i) There will be no change in the hours o f work during the three Summer months, namely, 
from  the 1st May to the 31st July, and the hours o f Work during this period will be frcm  
7 00 a.m. to 1.30 p.m. witliout any break. Tlie second Saturday in the m onth will be 
holiday during this period as at present.

(ii) The hours of work during the remaining nine months that is, from  the Tst August to 30th 
April will befrom  9.00a.m . to 5.00 p.m. w itha half hour breakfor lunch from 1,30 p.m. 
to 2 ()0 p.m. All Saturdays during this period will be observed as holidays.

(iii) The number o f other holidays during the year will be reduced to 8, as given below t—

(1) Id-Ul-FUer

(2) Republic Day.

(3) Holi.

(4) Independence Day.

(5) Mahatma Gandhi's Birthday.

(6) Diwali.

(7) Guru Nanak’s Birthday

(8) Christmas Day.

it 'fhese of'defs will cotnc idlb force with effect frotn the 1st August, 1968.
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Cropy of letter No. 3784-4GS-I1-74, dated the 29th June, 1974 from the Chief Secretary to Government, 
Haryana to all Heads of Departments etc,, etc.

Subject .—Working hours and holidays in offices under the Haryana Government.

Sir,
1 ain directed to invite reference on the subject noted above and state that it has been decided 

that the working hours and holidays to be observed in the offices uiidei the Government of Haryana for the 
month of July sliall be as under :—

The houis of work will be from 9.00 a.m. to 5.00 p.m. with a half an hour break for lunch
from 1.30 p.m. to 2.00 p.m. All Saturdays during this month will be observed as holidays.

These orders will come into force with effect from 1st July, 1974 and are applicable for the 
current year only.

A copy each is forwarded to the :—
The principal Secretary to the Chief Minister, Haryana.
The Secretaries /Private Secretaries to the Chief Minister/Ministers/Ministers of State.

Sd./-
Deputy Secretary Administrative Reforms, 

for  Chief Secretary to Government, Haryana,

Copy of letter No, 4087-4GS-U-75/10664, dated the 18th April, 1975, from the Chief Secretary to Gov«rn- 
ment, Haryana to all Heads of Departments, etc,, etc.

Dated Chandigarh, the 18th April, 1975.
Subject :—Working hours and holidays in offices under the Haryana Government.

Sir,
I am directed to invite reference on the subject noted above and state that it has been decided that 

the present working hours (i.e. 9.00 a.m. to 5.00 p.m.) will continue to  be observed in the offices under 
the Government of Haryana for the month o f May, 1975 also. The hours of work will be from 9.00 a.m . 
to 5.00 p.m. with a half an hour break for month from 1.30 p.m. to 2.00 p.m. All Saturdays during this 
month will be observed as holidays.

A copy each is forwarded for information to th e j!—

The Principal Secretary to the Chief Minister, Haryana. The Secretaries/Private Secretaries 
to the Chief Minister/Ministers/Ministers of State.

Sd./-
Deputy Secretary General Administration, 

for  Chief Secretary t o Government, Haryana.

^4^



Chief Secretary, Haryana.

To

Commissioners Ambala and Hissar Divisions,
All Deputy Commissioners and Sub Divisional 
Officers in Haryana.

In continuation Haryana Government letter No 4087-4GSII-75/10664 dated J8-4-I975, Govera- 
inent have decided that working hours in all Haryana Government Offices except located at Chandigarh 
would be from 7.00 A.M. to 1 .30 P.M. Without any lunch break w.e.f. 7-5-1975 till further orders. 
Every second Saturday o f the month during this period will be observed as holiday.

POLICE RADIO MESSAGE

PRIORITY IMMEDIATE

F rom

Nfo. 6239-4GSII-75/12248 Dated 5-5-1975.

A copy is forwarded for information and necessary action to :—

All Heads o f Departments, Commissioners, Ambala and Hissar Divisions, All Deputy Com
missioners and Sub-Divisional Officers (Civil) in Haryana.

Sd./-
Deputy Secretary General Administration,

Jor C!hief Secretary to Government, Haryana.



h sh

POLICE RADIO MESSAGE 

PRIORITY/IM M EDIATE

To

The Special Representative 
Haryana Bhawan, New Delhi.

In continuation Police Radio Message issued vide Haryana Government No. 6239-4GSII-75/12248 
dated 5-5-1975, Government have decided that working hours in Haryana Government Offices located at 
Delhi would continue to be observed from 9.00 A.M. to 5.00 P.M. Till further orders with half an hour 
break for lunch from 1.30 p.m. to 2.00 p.m. All Saturdays during this pericd will be observed as holidays.

No. 6653-4GSI1-75/13773 Dated 15-5-75.

A copy is forwarded for information and necessary action to :—

All Heads o f  Departments, Commissioners, Ambala and Hissar Divisions, All Deputy C om 
missioners and Sub Divisional Officers (Civil) in Haryana.

Sd./-
Deputy Secretary General Administration, 

jor  Chief Secretary to Government, Haryana.

From

Chief Secretary Haryana.

Copy of letter No. 6755-4GSll-75/l<<514, dated the 2ls</22nd May, 1975 from (he Chief Secretary to Govern* 
ment, Haryana to all Hetds of Departments, etc., etc.

Subject .'—Working hours and holidays in offices under the Haryana Gorernment.

Sir,

In continuation o f Haryana Government letter No. 4087-4GSH-75/10664, dated the l8 th  April, 
1975, on the subject noted above, I am directed to state that it has been decided that for the months o f June 
and July, 1975 as well working hours in Haryana Government offices located at Chandigarh only will 
continue to be from  9.00 A.M. to 5.00 P.M., with half an hour b reak fo r lunch from  1.30 P.M. to 2 .00 
P.M. All Saturdays during these months will be observed as holidays.

Yours faithfully,

Sd./-
Deputy Secretary General Administfatioii,

/or  Chief Secretary to Government, Haryana,

A copy each is forwarded for infoim ation and necessary action to

The Financial Commissioner Revenue, Haryana, All Administrative Secretaries to Government 
Haryana.
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POLICE RADIO MESSAGE

PRIORITY/IMMEDIATE

From

c. Chief Secretary Haryana.

To

The Special Representative 
Haryana Bhawan, New Delhi.

In continuation Police Radio message issued vide Haryana Government No. 6653-4GSI[-75/13773 
dated 15-5-75, Government have decided that working hours in Haryana Government offices located at 
Delhi would be from 10.00 a.m. to 5.00 p.m. with immediate effect with half an hour break for lunch from
1.30 p.m. to 2.00 p.m. only second saturdays during this period will be observed as Holiday.

N o, '(5^5fi-4GSll-75/14797  ̂ , Dated 23-5-75.

A copy is forwarded for infoim ation and necessary action to .

The Fiimucial Commissioner, Revenue, Haryana & All Administrative Secretaries to Government, 
Haryana, All Heads of Departments, Commissioners, Ambaia and Hissar Divisions, All Deputy Ccmmis- 
sioners and Sub Divisional Officers (Civil) in Haryana.

Deputy Secretary Geneial Administration, 
lo r Chief Secretary to Government, Haryana
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Subject Assessing of length of service for calculating earned leave/casual leave under the revised system.

I am directed to refer you to the instructions contained in Punjab Government letter No. 1929-GII- 
60/12089, dated the 14th April, 1960 and No. 11981-GS-60/37758, dated the 26th October, I960, on the 
subject ncted above and to say that it has been decided in modification of these instructions that the service 
rendered by an employee under the Government of India o r another State Government prior to his joining 
service under the Punjab Government, will count for the purposes of calculating earned/casual leaVe under 
the revised system o f Earned Leave, Holidays and Working Hours subject to the condition that the 
previous service with the Government o f  India or any other State of the Union has been considered as conti
nuous for the purposes o f pension.

2. These instructions may kindly be brought to  the notice of all concerned and the receipt of this 
communication may be acknowledged.

3. This issues with the concurrence of the Finance Pepartm ent, vide their U.O. advice No, 11874- 
FRII-64, dated the 20th November, 1964,
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Copy of Circular letter No. 7899-9GS(II)-64/38646, dated the 8th December, 1964, from the Chief Secretary
to Government, Punjab to all Heads of Departments, etc., etc.

Copy of letter No. 2293-4GSII-66/15013, dmted June, 1966 from the Chief Secretwy to Government, 
Punjab to all Heads of Department! in the Punjtb etc., etc./ - ^ : '

>—Ke?ised"System of worldng hours. i  ̂  ̂  ̂ r • , .

1 am directed to invite a  reference to Punjab Government letter No. 10343-G11-59;?24150, dated 
the 16th December, 1959, with which the discrimination that existed previously in r e ^ rd  to the grant of 
casual leave to Government employees hjiving less than two years service was eliminated. Such em p 
loyees are now entitled to the same amount o f casual leave as is admissible to employees having less than 10 
years service. It was clarified,—v/de Punjab Government letter No. 7365-GS-60/30449, dated the 29th 
Augusl, 1960 that no restriction should be imposed even in the case o f  employees who are appointed 
‘purely on temporary basis for a peri< d not exceeding three months, or for a pericd not exceeding 
six months against regular vacancies and they may be granted casual leave in full provided they are 
in dire need of it and Government work is not allowed to suffer. This question has again been 
considered by Government carefully and it has been decided that casual leave to such employees should 
admissible as under :—

(1) To employees who after having been appointed on adhoc basis have been ..
in Government employment for a pericd up to one month

(ii) To employees who after having been appointed on adhoc basis have been 
in Government employment for a pericd of more than one month but not
exceeding two months One day

(iii) To employees who after having been appointed on adhoc basis have been 
in Government employment for a pericd o f more than two months but
not exceeding three months. two days

(iv) To employees who after having been appointed on adhoc basis have been 
in Government employment for a pericd o f more than three months but
not exceeding four months three days

(v) The employees who after having been appointed an  adhoc basis liave been 
in Government employment for a period o f more than four months but
not exceeding five months. four days

(vi) To employees who after having been appointed on adhoc basis liave been 
in Government employment for a period o f more than five months but
not exceeding six months five days



Extract of letter No. 1498-4GS-67/7089, dated the 27th April, 1967 addressed to all Heads of Department'?, 
the Coniinissioner, Ambala'{division, all Deputy Cominissioners and Sub-Divisional Officers. The Re
gistrar, Punjab and Haryana High Court, all District and Session Judges in Haryana.

Subject :—Working hours of Offices and Courts under the Haryana Government.

I am directed to refer to the subject cited above and to state that the question of working hours to 
be observed in the offices and courts under the Government o f Haryana has been re-examined and it has been 
decided that the said working hours during the pericd of three months, from the 1st May to the 31st July, 
every year will be from  7.00 A.M. to  1.30 P.M., without any lunch-break. The working hours to be 
observed during the rest o f the year will continue to be from  10.00 A.M. to 5.00 P.M., with half an hour’s 
lunch-break, as at present.

2. These orders will come into force with effect from the 1st May, 1967.

Copy of letter No. 2046-408-68/10561, dated 26/27th April, 1968 from the Chief Secretary to Government, 
Haryana to all Heads of Departments, etc., etc.

Subject :—Working hours of Offices and Courts under the Haryana Government.

Sir,
I am  directed lo invite a reference to Haryana Government letter No. 1498-4GS-67/7089, dated the 

27th April, 1967 on the subject noted above and to say that the summer timings to be observed in the 
Haryana Government Offlces and Courts sliall come into operation on the 1st May, 1968. The working 
hours during the period of three months from the 1st May to 31st July, 1968 shall be from  7.00 A.M. to
1.30 P.M., without any lunch break.

Copy of letter No. 3834-4GS-68/19.163, dated 31-7-1968 from the Chief Secretary to Government, Haryana 
addressed to all Heads of Departments; the commissioners, Deputy Commissioners and Sub-divioisnal 
officers.

Subject :—'Working hours and holidays In offices and courts under the Haryana Government.

Sir,
I am directed to iavite reference to Haryana Government letter No. 1498-4GS-67/7089, dated the 

27th April, 1967 and No. 2046-4GS-68/10561, dated the 26th/27th April, 1968. on the subject noted above 
and  to state that the question o f working hours and hohdays to be observed in the offices and the courts 
under the Government o f Haryana has been re-examined and h has been decided as follows :—

(i) There will be no change in the hours o f work during the three simmer months, namely, 
from  the 1st May to the 31st July, and the hours o f work during this period will be frcni
7.00 a.m. lo 1.30 p.m. without any break. Tlie second Saturday in the month will be 
holiday during this period as at present.

(ii) The hours of work during the remaining nine months that is, from the 1st August to 30th 
April will be from 9.00a.m . to 5.00 p.m. with a half hour breakfor lunch from 1.30 p.m. 
to 2 (K) p.m. All Saturdays during this period will be observed as holidays.

(iii) The number o f other holidays during the year will be reduced to 8, as given below

(1) Id-Ul-Fiter

(2) Republic Day,

(3) Holi.

(4) Independence Day.

(5) Mahatma Gandhi's Birthday.

(6) Diwali.

(t) Guru Nanak’s Birthday

(8) Christmas Day»

it OfdefS will cotoc iiklQ iTofce with effect from the 1st August, 1968.
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Copy of letter No. 3784-4(;S-lI-74, dated the 29th June, 1974 from the Chief Secretary to Goverriment, 
Haryana to all Heads of Departments etc., etc.

Subject .—Working hours and holidays in offices under the Haryi^na Government.

Sir,
I am directed lo invite reference cn the subject noted above and state that it has been decided 

that the working hours and holidays to be observed in the offices under tiie Government of Haryana for the 
month of July shall be as under :—

Tile houis of work will be from 9.00 a.m. to 5.00 p.m. with a half an hour break for lunch
from 1.30 p.m. to 2.00 p.m. All Saturdays during this month will be observed as holidays.

These orders will come into force with effect from  1st July, 1974 and are applicable for the 
current year only.

A copy each is forwarded to the :—
The principal Secretary to the Chief Minister, Haryana.
The Secretaries /Private Secretaries to the Chief Minister/Ministers/Ministers of State.

Sd./-
Deputy Secretary Administrative Reforms,

Jor Chief Secretary to Government, Haryana.

Copy of letter No. 4087-4GS-U-75/10664, dated tlie 18th April, 1975, from the Chief Secretary lo Govern
ment, Haryana to all Heads of Departments, etc., etc.

Dated Chandigarh, the 18th April, 1975.
Subject :—Working hours and holidays in offices under the Haryana Governmenti

Sir,
I am directed to invite reference on the subject noted above and state that it has been decided that 

the present working hours (i.e. 9.00 a.m. to 5.00 p.m.) will continue to be observed in the offices under 
the Government of Haryana fof the month of May, 1975 also. The hours o f work will be from 9.00 a.m. 
to 5.00 p.m. with a half an hour break for month fro m l.3 0 p .m . to 2 .0 0 p .m . All Saturdays during this 
month will be observed as holidays.

A copy each is forwarded for information to th e j :—

The Principal Secretary to the Chief Minister, Haryana^ The Secretaries/Private Secretaries 
to the Chief Minister/Ministers/Ministers of State.

Sd./-
Deputy Secretary General Administration, 

for  Chief Secretary t o Government, Haryana,



POLICE RADIO MESSAGE

PRIORITY IMMEDIATE

From

To

Chief Secretary, Haryana.

Commissioners Ambala and Hissar Divisions,
All Deputy Commissioners and Sub Divisional 
Officers in Haryana.

la  continuation Haryana Governtment letter No, 4087-4GSII-75/10664 dated 18-4-1975, Govern
ment have decided tliat working hours in all Haryana Government Offices except located at Chandigarh 
would be from 7.00 A.M. to 1.30 P.M. W ithout any lunch break w.e.f. 7-5-1975 till further orders. 
E.very second Saturday of the month during this period will be observed as holiday.

No. 6239-4GSII-75/12248 Dated 5-5-1975.

A copy is forwarded for information and necessary action to :—

All Heads o f Departments, Commissioners, Ambala and Hissar Divisions, All Deputy Com
missioners and Sub-Divisional Officers (Civil) in Haryana.

Sd./-
Deputy Secretary General Administration, 

for Chief Secretary to Government, Haryana.
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POLICE RADIO MESSAGE 

PRIORITY/IM M EDIATE

To

The Special Representative 
Haryana Bhawan, New Delhi.

In continuation Police Radio Message issued vide Haryana Government No. 6239-4GSII-75/12248 
dated 5-5-1975, Government have decided that working hours in Haryana Government Offices located at 
Delhi would continue to be observed from 9.00 A.M. to 5.00 P.M. Till further orders with half an  hour 
break for lunch from 1.30 p.m. to 2.00 p.m. All Saturdays during this pericd will be observed as holidays.

No. 6653-4GSII-75/13773 Dated 15-5-75.

A copy is forwarded for information and necessary action to :—

All Heads o f  Departments, Commissioners, Ambala and Hissar Divisions, All Deputy Com 
missioners and Sub Divisional Officers (Civil) in Haryana.

Sd./-
Deputy Secretary General Administration,

Jof Chief Secretary to Government, Haryana.

From

Chief Secretary Haryana.

Copy of letter No. 67J5-4GSn-75/l45l4, dated the 2lst/22nd May, 1975 from the Chief Secretary to Govern
ment, Haryana to all Hetds of Departments, etc., etc.

Subject . —Working hours and holidays in offices under the Haryana Government.

Sir,

In continuation o f Haryana Government letter No. 4087-4GSI1-75/10664, dated the l8 th  April, 
1975, on the subject noted above, I am directed to state that it has been decided that for the months of June 
and July, 1975 as well working hours in Haryana Government offices located at Chandigarh only will 
continue to be from  9.00 A.M. to 5.00 P.M., with half an hour break for lunch from  1.30 P.M. to 2 .00  
P.M. All Saturdays during these months will be observed as holidays.

Yours faithfully,

Sd./-
Deputy Secretary General Administfatiott,

/o r  Chief Secretary to Government, Haryana.

A copy each is forwarded for infoimation and necessary action to

The Financial Commissioner Revenue, Haryana, All Administrative Secretaries to Goverimient 
Haryana.
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POLICE RADIO MESSAGE

PRIORITY/IMMEDIATE

From

. Chief Secretary Haryana. .

To

The Special Representative 
Haryana Bliawan, New Delhi.

In continuation Police Radio message issued vide Haryana Government No. 6653-4GSII-75/13773 
dated 15-5-75, Government have decided that working hours in Haryana Government ofTices located a) 
Delhi would be from 10.00 a.m. to 5.00 p.m. with immediate effect with half an hour break for lunch from
1.30 p.m. to 2.00 p.m. only second Saturdays during this period will be observed as Holiday.

N o , 6856-4GStI-75/14797 Dated 23-5-75.

A copy is forwarded for infoim ation and necessary action to ,

The FilUincial Commissioner, Revenue, Haryana & All Administrative Secretaries to Government, 
Haryana, All Heads of Departments, Commisstotiers, Ambaia and Hissar Divisions, All Deputy Ccmmis- 
sioners and Sub Divisioml Officers (Civil) in Haryana.

Deputy Secretary Genctal Adininistralion. 
for Chief Secretary to Government, Haryana
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Copy of letter No. Z94MGSII-76/10161-62 dated 21st ^ r i l ,  1976 from the Chief Secretary to GoTerumeDt,
Haryana to all Heads of Departments, etc., etc.

Subject Working hours and holidays in offices under the Haryana Government.

Sir,

I am directtd to invite reference o r  the subject noted above and to state that it has been decided 
that working hours in all offices o f the Haryana Government except these located at Chandigarh, will be 
from 7.00 a.m. to 1 20 p.m. without any lunch break, duiing the months of May, June and July, 1976. 
Every second Saturday o f the m onth will be observed as a holiday.

2. The present working hours, i.e. from  9. a.m. to 5. p,m. will continue to be obsi,rved in those 
offices o f the Haryana Government which a ie  locatcd at Chandigarh, In this case, lunch break will continue 
to be from  1.30 p.m. to 2.00 p.m. and all Saturdays will be obseived as holidays.

3. Thtse instructions may be brouglxt to the notice of all concerned.

Yours faithfully.

Deputy Secret(iry general Admitustratioo, 
fo r Chief Secretary to Government, m i ^ n a .

A copy is forwarded for information and necessary action to :—

The Financial Commissioner, Revenue, Haryana. All Administrative Secretaries to Govcrnmeat, 
Haryana.
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Subject .-—Working hours w d holidays In offices under the Haryana Government.

Sir,

I  am directed to refer to the subject noted above and to say that it  has been decided that.worlflng 
hours in all offices o f the Haryana Government, except those locatM at .Chandigarh apd cffices o f Tpipvn 
and Country Planning and P.W.D. (Punblic Health Br.) at PanChkula, will be from 7,6o a.m- to p^m. 
without any lunch break during the months of May, June and July, 1977 and every second Saturday of the 
month will be observed as holiday. ^

2. The present workitig hours, i.e. from 9.00 a.m. to 5.(X) p.m. will continue to be observed in 
thoseolfices ofthe Haryana Government which are located at Chandigarh and offices ftf Town and CoUtery 
Planning and P.W.D. (Public Health Branch) at Panchkula. In this case lunch break will continue to be 
from  1.30 p.m. to 2. p.m. and all Saturday will be observed as holidays.

These instructions may brouglxt to ihe notice of all concerned.

Yours faithfully,
i . '  .  ̂ V -- ■ SdA

!■ .? .V,. . ■ ■ , 5 . . . D ^ u ty  Secretary General Admmistration,
far Chief Secretary to Governmc]jit, Haryaiw.

A copy each is forwarded for information and necessary action to

The Financial Commissioner, Revenue, Haryana and ; All Administrative Secretaries to G ovtni 
ment, Haryana.

Copy of letter No. 24/14/78-GSIl dated 25th April, 1978 from the Ciiief Secretary to Government, Haryana
to all Heads of Departments, etc., etc.

Subject :—Working hours and holidays in offices under the Haryana Government.

Sir,

I am directed to refer to the subject noted above and to say that it has been decided that working 
hours in all offices o f the Haryana Government, except those locatrd at Chandigarh and offices of Town 
and Country Planning, P.W.D. (Public Health Branch) and Government Text Books Press at Panchkula, 
will be from  7.00 a.m. to 1.30 p.m. without any lunch break during the months of May, June and July, 1978 
and every second Saturday of the month will be observed as holiday.

2. The present working hours, i.e. from 9.00 a.m. to 5.00 p.m. will continue to be observed in 
those officds of the Haryana Government which are located at Chandigarh and offices of Town and Country 
Planning, P.W.D. (Public Health Branch) and Government Text Books Press at Panchkula Tn this case, 
lunch break will continue to be from  1.30 p.m. to 2.00 p.m. and all Saturdays will be observed as holidays.

3. These instructions may brought to the notice o f all concerned

Yours faithfully,
Sd/-

Depuly Secretary General Administration, 
' for  Chief Secretary to Government, Haryana.

A copy each is forwarded for inform ation and necessary action to :—

The Financial Commissioner, Revenue, and Haryana All Administrative Secretaries to G ovt.,
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Copy of letter Na. 3()35-4(iSIII-77/i079S dated 29/21 Aj^l, 1977 from the Ciiief Sseretary to Goveraaaont
Hal'yana to all Heads of Departments, etc., etc.

Haryana,



Subject:—Working boars of Haryana Grovenuaent olBces situated at Cbandigarli and in Haryana State.

Sir,

I am directed to invite a reference to Haryana Government letter No. 3834-4GS-68/19363, dated 
31st July, 1968, on tile subject noted above and to say taht it has been decided that with effect from 1-1 -1979 
tile working hours o f all the offices o f the State Government situated at Chandigarh and in Haryana State 
will be as under
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Copf letter No. 27/3S/7i-GS*n dated 22nd December, 1978 from the Chief Secretary to Government, Haryana
to all Heads of Departments, etc., etc.

(1) Prom December to February From  10 A.M. to 5 P.M.

(2) From  March to November From 9.A.M. to 5 P.M.

Lunch-break from 1.30 P.M. to  2.00 
P.M. and only the second and last 
^ tu rd ay s of the m onth will be observed 
as holidays.

The decision may be brought to tlie notice o f all concerned.

Yours faithfully,
Sd/.

Deputy Secretary General Administration, 
for Chief Secretary to Government, Haryana.

A copy each is forwarded for information and t\ecessary action to ; ~

The Financial Commissioner, Revenue, Haryana, and ; All Administrative Secretaries to Govt., 
Haryana, j



To

Prom

m

Commissioners Ambala and Hissar Divisions^ ^
All Deputy Commissioners and Sub Divisional Officers m  Haiyftna.

POLICE RADIO MESSAGE

Chief Secretary Haryana.

In continuation o f Haryana Government letter No. 27/35/78-GS-II, dated 22-12-1978, Government 
?Jiave decided that woricing hours in all Haryana Government Offices except those located at Chandigarh 

and Panchkula would be from 7.00 A.M. to 1.30 P.M. without lunch break with effect from 1st May to 
31st July, 1979 and every Saturday o f the month will be observed as working day.

No. 27/35/78-GS-Il, Dated Chandigarh, the 30th April, 1979.

A copy is forwarded for similar action to the Registrar* Punjab & Haryana High Court, Chandigarh.
Sd/-

Superintendent General Services IT* 
fo r  Chief Secretary to Govt., Haryana.

Copy of letter No. 27/35/78-GS-II dated 30th July, 1979 from the Chief Secretary to GoTernmeiit, Haryada
to All Heads of Departments, etc., etc.

Subject :—Working hours of Haryana Government Offices.

Sir, .
I am directed to invite a reference to Haryana Govefnment letter No. 27/35/78 GS-II, dated 

the 22nd December, 1978, and Police Radio Message of tven No. dated the 30th April, 1979, on the 8ubjec!t 
noted above and to say that after consideting the various factors and keeping in view the need for economy 
in the use of petrol and diesel oil, it has now been decided that With effect from 1-8-1979 the working hourt 
o f  all the offices of the State Government will be from 9.00 a.m. to 5.00 p.m. with half an  hour break for 
lunch from  1.30 p.m. to 2.00 p.m. All Saturdays will be observed as holidays.

2. As regards the question of working hours in field offices during the months of May to July, 
the m atter is under consideration o f the Government and instructions in this behalf will be issued in due 
course.

3 The above decision may be brougl\t to the notice of all concerned for necessary action.

Yours faithfully,
Sd/-

Join t Secretary General Admlnistratioiii 
for  Chief Secretary to Government, Harysna,

A copy each is forwarded for information and necessary action to i—

All the Financial Commissioners, Haryana; and, All Administrative Secretaries to GoVt., Haryanfti

Copy of letter No. 27/35/78-GSII dated 24th April, 1980 from the Chief Seeretiry t# GoTcrnmeat, Daryasa
to all Heads of Departments, etc., etc.

Subject ; Working hoars in held offices during the months of May to Jnly.

Sir,
I am directed to invite a reference to para 2 of Haryaiw GoVeftiment letter No. 27/35/78-GSII, 

dated the 30th July, 1979, on the subject noted above and to state that it has been decided that the present 
working hours (i.e. 9.00 a.m. to 5.00 p.m. with half an hour break for lunch) will also continue to be obseived 
in the field offices under the Haryana Goveromenl during the months of May to July. All Saturdays will 
be observed as holidays.

Yours faithfully 
Sd/-

U nder Secretary General Administration, 
for  Chief Secretary to Government, Haryana.

A copy each is forwarded for information and necessary action to 

All the Financial Commissioners, H a ry a ia ; and. All Adminlstfative Secretaries to Govt., Haryaaa.



To

From

Commissioners Ambala and Hissar Divisions,
All Dsputy Commissioners and Sub Divisional Officers in Haryana.

- -  -WIRELESS MESSAGE

Chief Secretary, Haryana.

In cancellation o f Haryana Government letter No. 27/35/78-GS-lI, Dated 24th April, 1980, G overn
ment have decided that working hours in all Haryana Government offices and courts except those locaited J  
at C h ah d i^ rh  and Panchkula would be from 7.00 a.m. to 1.30 p.m. without luiich break from 6th May to 
31sl Jlily, 1980, and every Saturday of ll\e month will be observed as working day. High court has been 
requested to issue similar ordeis to judicial officers. Please inform all concerned for compliance.

S.D. Bhambri
, r . i Chief Secretary to Govt., Harya na.

No. 27^^35/78-GS-lI, Dated, Chandigarh, the 5th May, 1980

A copy is forwarded fot similar action to the Registrar Punjab & Haryana High Court, Chandiga.th.

A copy each is forwarded for infirmation & necessary action to the Fiirancial Commissioner, 
Revenue & All Administrative Secretaries to Government, Haryana..

Sd/-
Supcrintendent General Services-ll,

• fo r Chief Secretary to Govt., Haryana.

i Du ted Chandigarh, the 5th May, 19’80.

Cdpy of Punjab Government Circulair letter No. 320^GH-58/54252, dated 18th July, 1958 from the Chief 
Secretary to Government, Punjab addressed to all Hreads of Departments., etc., etc.

Subiect .—Penalty for late attendance.

1 am directed to address you on the subject noted above and to say that according to paragraph 
J 7 (3) o f the Punjab Civil Secretariat Instructions, one day’s casual leave is to be forfeited for every three days 
late attendance provided the official is not late for more than two hours on each occasion and this pract ice 
is strictly followed in the Punjab Civil Secietariat. An enquiry has now been received as to whether these 
instructions also ap  pjy to other Departments or not. In order to maintain uniformity in all the Departments 
of Government it is considered necessary to adopt the same procedure througho ut the State. I am, therefo re, 
to request you that in future ths instructions ibid (copy enclosed) should be followed in all Departments of 
Punjab Govefrtment.

Copy of Para 17 (3) of Secretariat Instructions, Punjab.
(3) Penalty fo r  late attendance.—One day’s casual leave will be forfeited for every three days late 

attendance. At the end of each month the Heads o f Branches should examine the Attendance Registers 
and calculate the number o f days on which the meml>ers of their branches were marked late and forward 
thq statement in th 2 form  given below to the Assistant Secretary (Administration) up to the 5th of each 
mcJnth following the one to which it relates. In the last week of December, the Heads o f Branches will 
prepare a consolidated statement showing the total casual leave forfeited on  account o f laite 
attendance and then examine whether the casual leave at the credit of an official has been exceeded p r not. 
Any excess should be carried over as a debit entry to the next year’s account. This consolidated stateme;nt 
togetherwith th.e material on wiiich it has been prepared should be submitted to the Assistant Secretary 
(Administration) punctually by the 15th January each year. The Assistant Secretary will then take such 
action on these statements as he may deem suitable.

Permission to attend office late by one o r two hours will also b t treated as late attendance for tHie 
aboVe purpose.

Statement for the month of———•— —̂■—■—showing names of late comers of--------------- ^Branclh.

Sdria! Nim e o f  Date Time of No o f days to Total C L. Total Remarks
No. official arrival be deducted Deductions of

from C.L. A/C J'previous months



m

Stfbject .—Penalty for late attendance procedure regarding.

Sir,

I am directed to invite a reference to the instructions contained in the Punjab Government circular 
le tter No. 3206-G-II-56/54252, dated the 18th July, 1958, according to which one day’s casual leave is to be 
forefeited for every three days late attendance provided the official is not late for more than 2 hours on each 
occasion. In the last week o f December, the Heads o f Blanches are also required to prepare a consolidated 
sitatement showing the total casual leave forefeited on account of late attendance and than examine whether 
tihe casual leave at the ciedit o f  an official has been exceeded o r not. Further, any such excess amount of 
leave is carried over as a debit entry to the next years’ credit account. Instances have come to the notice o f 
Government where certain officials were late on several occasions (even as many as 70 occasions) in a year and 
lit would take years together to account for such excess amount of leave, leaving no casual leave for such
o fficials during subsequent years, as normally the official is entitled to only 10 days casual leave in a year. 
The matter has, therefore, been reconsidered by the Government and it has been decided that the system of 
carrying over leave to the next year should be done away with altogether as it creates unnecessary complica- 
tHons. The amount o f casual leave forefeited by a Government employee on account o f late attendance 
slhould be adjusted in his casual leave account o f the same year and in case no casual leave is due to him, 
it should be debited to his earned leave account or treated as leave on half-jiay or extraordinary leave (i.e. 
leave without pay), as the case may be. Further, in order to avoid any complications at the close of the 
yrear, the short leave on account o f  late attendance should be deducted from the casual leave and the entry 
made in this respect in the casual leave account on the very day when the leave is granted or late attendance 
is marked, as the case may be, or on the following day, instead of accounting for the whole leave availed o f 
in  this manner at the close of the year.

2. These instructions may kindly be brought to the notice o f all concerned for inl'urmation and 
gtuidance.

Yours faithfully,
Sd/-

Superintendent G tneial Services 11, 
for  Chief Secretary to Government Haryana.

A copy is forwarded for information and guidance to :—

All the f'inancial Commissioners, Punjab ; All the Administrative Secretaries to Govt., Punjab, 
Secretaries/Private Secretaries to Chief Minister/Ministers/Ministers o f State/Deputy 
Ministers/Chief Parliamentary Secretary.

' Copy of letter No. 8644-4GSH-765/35042j dated 22ad Octo ber, 1965 from the Chief Secretary to
Govcruiuent, ilaryana to all Heads of bepartments etc., etc.

Copy of Puiyab Government Circular letter No. 2703-3GS-62/9950, dated 29th March, 1962 from the Chief 
Secretary to Government, Punjab to all Heads of Departments etc., etc.

Stubject .-—Refusal of I^ave Preparatory to Retirement under Rule 8.21 of C’.S.R., Volume I, Part T.

I am directed to invite a reference to Punjab Government letter No. 581 8-(j II-58/33 161, dated 
thie 13th November, 1958, on the subject noted above, wherein it was emphasised that all cases c f  refusal 
o f  IjeaVe Preparatory to Retirement should be sent lo the Chief Secretary to Government, Punjab well 
in time. A question has arisen whether as a result c f th e  ani;ndnicnt of Note 4 under clause(d) of Rule 
3.26 of C.S.R., Volume I, Part I, contained in the Finance Department Notification No. 9750-1 (5)-FRH- 
61/13524, dated the 28th October, 1961 according to which the period of refused Leave Preparatory to 
Retirement will not reckon as automatic extension in service, it is still necessary to send such cases to him, 
III this connection, I am to clarify that all these cases should continue to be routed through the C^hief Secretary 
to Government, Punjab (in the General Services Branch) for the sake o f uniformity o f action.

2. The receipt of this letter may kindly be acknowledged.
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Sj/ft/Vcr Refusal of leave preparatory to retirement under rule 8.21 of Civil Service Rules, Volume I, Parti.

I am directed to invite a refernce to Punjab Government letter No. 5818-GII-58/33121, dated the 
13th November, 1958, on the subject noted above, in which it was brought to your notice that cases 
regarding the refusal of leave preparatory to retirement generally conie to the Chief Secretary (in the General 
Services Branch) at the eleventh houi and as such, it becomes difficuh to scrutinise them with due care. 
You were also requested to bring the necessary instructions to the notice of all Government servants, 
asking them to submit applications for leave Preparatory to Retirement at least three months before the date 
from which they propoie to prcceed on leave. It was provided in para 3 of the said instructions that having 
received such applications three months before the crucial date it should be possible for the departments 
to forward cases in which they wanted leave to be refused, to the Chief Secretary two months before the 
due date

2. Again, in Punjab Government letter No. 4458-GII-59/8957, dated the 25th July, 1959, you 
were requtsted to prepare quarterly statements of all retiring oflficers/oflScials at least six months before the 
commencement of the quarter to which these might relate, vir., the statement in respect of Government 
servants due to retire during the quarter July-Sept., 1962 should be prepared by the 15th October, 1962. 
It was further desired that the^appointing authority should keep a watch on  the progress of the 
case o f each retiree to ensure th'at the question of appointing his substitute was settled well in advance of 
the date o f his retirement o r the date of his proceeding on leave preparatory to retirement, as the case 
might be. The statements in respect of Government servants whose substitutes are to be appointed 
by Government are to be submitted to the Administrative Department concerned within a week of the 
dates specified above for similar necessary action at their end.

3. Government observe with regret that the departments are getting indifferent to the Government 
instructions mentioned in para 1 and 2 above regarding the timely submission o f cases in which the leave 
preparatory to retirement has to be refused and also in finding substhutes for the retiring officers/officials 
in time. At times cases are received from the Administrative Departments when about half the period o f 
leave preparatory to retiiement is already over and in certain cases the proposals are received only at the 
end o f the time hmit and, as such, the Government is forced to agree to the proposal.

4. Government has reconsidered the whole problem and it lias been decided that in future each 
officer/official due to retirement, should as a normal rule, intimate in writing his intention with regard 
to leave prepaiatory to retirement to his Head of the Department with an advance copy to the Adminis
trative Department concerned o r any other department under whom he shall be serving at that time, three 
months before the date in which lit proposes to proceed on leave three months from the date from which 
ordinarily the leave preparatory to retirement will commence in his case. The department concerned 
may send to the Chief Secretary its views within a month from the date receipt of the leave application. 
Any period of lapse will be deducted from the amount of leave due. For instance, if an officer apphes 
only a month before hand instead of three months, he will be given only two months leave pieparatory to  
retirement instead of four months applied for by him. In case the departments fail to forward the leave 
applications within the stipulated period o f one month it would be presumed that they do not want leave to  
be refused and any request made after the expiry of one month will not be considered. In regard to officers 
who do not intend taking leave preparatory to retirement, the case for replacement should invariably be 
put up two months before the date o f retirement.

5. I am to request that the procedure laid down in para 4 above should be strictly complied with 
and Government instructions dated the 25th July, 1950 mentioned in para 2 above rigidly followed by 
all concerned. These instructions will not apply to All India Service Ofiicers.

6. These instructions will come into operation from the date of issue.

7. The receipt o f  this letter may kindly be acknowledged and the instructions brought to tlve 
notice of all officers/officials under you.

topy ot Utter No. 1417-3GS-63/4884, dated the 13th February, 1963 from Sirdar Gian Singh Kahlon j ICS,
Chief Secretary to Government, Punjab to all Heads of Departments in the State.



Subject :—Refusal of leave preparatory to retirement under Rule 8.21 of C.S.R. Volume I, Part I.

t  am directed to invite reference to the instructions contained in composite Punjab Government 
letters No 5818-GII-58/33161, dated the 13th N o v , 1958, No. 1417-3GS-63/4884, dated 13th February, 1963 
and U.O.No. 5142-3GSI-63, dated 25th May, 1963 (a copy is enclosed), on the subject noted above, and to 
say that the said instructions are to the effect that cases regarding refusal of leave preparatory to retirement 
should be initiated well in advance so that sufficient time is available for their proper scrutiny. The pro
vision in fact is that a Government employee proposing to proceed on leave preparatory to retirement 
should intimate this in writing to his Head o f Department (with an advance copy to the Administrative 
Department concerned) four months before the date from which ordinarily leave preparatoiy to lelirement 
would commence in his case Furthermore, all cases pertaining to the grant of benefit c f  refused L.P.R. 
should reach the Chief Secretary ^in General Services Branch) within one mcnth of the receipt ( f the applica
tion for such leave. It has been observed however that these instructions have not been followed in many 
cases. This is open to objection as the result is that there is delay in the processing c f  the cases and in
some instances the benefit of a refused leave has to be disallowed even when it is otherwise deferved. It is,
therefore, requested that the afoiesaid instructions may be brought to the notice of all (jcvernnicnt Em 
ployees working under you for strict compliance so that difficulties of the type mentioned above do not 
occur to the detriment o f the employee.

2 The recdpt o f  this letter may kindly be acknowledged. : -
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Copy of letter No. 945-3GSII*71, dated the 13th April, 1971.

English version of Government letter No. 6798-4GS-71/37215 dated 29th December, 1971.

Subject •- Retention in service beyond the age of 55 years Grant of I -.P.R. to retiring employees.

I am directed to refer to Government letter No. 4658-lBS-70/20719 dated 6th August. 1970 which 
lays down inter alia that the Government eniployeeis retiring at the age of 55 years should be granttd leave 
due and admissible subject to a limit of 180 days, and to say that certain queries have been raised about 
those instructions. The following clarifications may therefore be noted in regard to them

(i) The Government employee concerned may apply for such leave at any stage during the 
period o f the three months notice o f retirement served on him, but not after th^ date of 
retirement.

(ii) The leave that is granted may extend beyond the date of expiry of the thn e months notice 
o f retirement. Leave may threrefore be allowed to the extent it is due and admissible 
subject to a maximum o f 180 days from the date it is granttd.

(iii) The Government employee concerned will be deemed to have retired on the date c f the 
expiry of the three months notice o f retirement and the remaining leave (beycnd the di^te of 
retirement) should be treated like benefit of refused leave. In other words the employee 
should be allowed to draw leave salary minus pension during the peric d o f the leave beyond 
tlxe date o f  his retirement, and also allowed to draw pension seperately.

2. Tliis issues with the concurrence o f Finance Department vide their U.O.No. 7818-1FR-7I. 
dated 13th December, 1971.

3. You are requested to bring the above instrnctionsto the notice of all officers/official working 
under you, for their guidance. The receipt of this letter may kindly be acknowlegd.
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Subject :—Grant of L.P.R. to employees retiring prematurely.

1 have been directed to refer to the subject noted above and to say that the Government servan.ts
retiring prematurely rriay be given the benefit o f leave preparatory to retirement in accordance with the 
procedure laid down in the succccd ng paragraph. i

2 A Government employee who is required to retire o r may himself choosq to retire on or after 
attaining the age o f 50 or 55 years by giving notice of not less than 3 month’s pericd under the relevant 
provisions of Punjab Civil Services Rules may be allowed due and admissible earned leave and/or half pay 
leave not extending beyond 180 days, further subject to the condition that the leave so gianted does n o t 
extend beyond 120 days from the date o f expiry o f the notice pericd or the date o f compulsory retiremenit, 
whichever is earlier Leave salary admissible in respect of leave extending beyond the notice period shall 
be reduced by the amount of pension and pension equivalent of other retirement benefits.

These instructions may be brought to th e  notice of all coijcerned.
. ■ . V  . .  -7 ■ ...................  .

■ Yours faithfully,
Sd/-

Deputy Secretary General Administration, 
for Chief Secretary to Government, Haryan*.

No. 8073-4GSI-76/34995 Dated Chandigarh, the 23rd December, 1976.

A copy is forwarded to the Accountant General, Haryana, Chandigarh for information and neces
sary action.

Copy of Circular letter No. 1466-9GS-64/10394, dated the 28th March, 1964 from the Chief Secretary to  
Government, Punjab to all Heads of Departments etc., etc.

Subject :—Leave to Scheduled Caste and Scheduled Tribes Government employees attending the Pre-examina
tion training centre for I.A.S. etc., examination at Allahabad and Bangalore.

I am directed to say that it has been decided by the Government that Scheduled Casted and Scheduled 
Tribes Government employees selected for trainmg at the Pre-examination Training Centres for I.A.S. etc. 
Examination at Allahabad or Bangalore may be granted leave (earned leave) etc. as may be due to them 
under the normal rules, including extra-ordinary leave. Individual cases in which leave due, including 
extra-ordinary leave, is not sufficient to cover the period of training will, however, be considered by the 
Government for lelaxation of the limit o f extraordinary leave up to the pericd of leave required for training.

2. These instructions are being issued with the concurrence o f the Finance Department contained 
in their U.O. advice No 1339 ^5)-FRTI-64, dated the 6th March, 1964.

3. They will come into force from  the date of issue.

4. These may kindly be brought to the notice of all concerned for information and guidance and the 
receipt of this communication may be acknowledged.
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Copy of letter No, 8073-4GSI-76/34994, dated 23rd December, 1976 from the Chief Secretary to Goyernment, ■
Haryana to all Heads of Departments etc., etc.



Subject :—^Procedure for accounting for short leave.
I am directed to address you on the subject noted above and to say that in the absence of any specific 

instiuctions regarding accounting for short leave which may lange from falf an hour to more than 2 oi 3 
hours, different procedures are being adopted in the Government offices in the State. In o rd e rto  mainlain 
uniformity in ai. the departments of Government it has been decided that in future the following procedure 
should be adopted in all the departments o f Punjab Government ^

(1) Short leave for two hours or less should be treated as one third day’s casual leave.
(2) Shoit leave for more than two hours should be considered as half day’s casual leave, up to 

three and a half hours and as full day’s casual leave if it exceeds three and a half hours.
(3) The account o f short leave should be adjusted in the casual leave account maintained in the 

Branch/Office.

2. These instructions may be brought to the notice of all concerncd for information and guidance 
and the receipt of this letter may please be acknowledged.
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Copy of Circular letter No. 429S-4GS (II)-65/27841, dated the 9th August, 1965, from the Chief Secretary to
Government, Punjab, addressed to all Heads of Departments etc., etc.

Cojpy of letter No. 684-GH-58/I3153, dated the 14th February, 1958, from the Chief Secretary to Government,
Punjab, to all Heads of I)epartments, etc., etc.

Subject :—Grant of special casual leave to sportsmen.
I  am ilirecled to enclose a  copy of Office Memo No. 46/7/50-Ests,, daved Match, 1964, on ihe 

subject noted above and to say that it has been decided by Government to extend the concession contained 
therein Mutatis Mutandis to the sportsmen, who are in the service of State Government and are deputed by 
Go vernment to participate in National o r International events in India or abroad.

C«py of leeter No. 10711-G1I-59/24455, dated the 30th November, 1959, from the Chief Secretary to 
Government, Punjab, Chandigarh, to all Heads of Departments, etc., etc.

Subject .-—Grant of special casual leave to sportsman.
I amdirected to address you on the subject noted above and to say that according to the instructions 

contained in Punjab Government circular letter No. 684-GII-58/13153, dated the 14th/20Lh February, 1958, 
special casual leave not exceeding 30 days in one calendar year can be granted to Government Servants who 
are sportmen and take part in sporting events, tournaments and matches of national or international im
portance held either in India o r abroad. The question of extending this concession to emplcyees who 
participate in inter-district matches and in prelimirary tests for selection to Punjab teams for intei-Slate,
I.e., All India Sports events has been engaging the attention ol (_k vernnient lor sometimes past. Aftei 
careful consideration, it has been decided that in priiiciple there should be no objection to giving the 
special casual leave to such employees, but each case should be dealt with on its metits by the authorities 
com petent to grant leave, keeping in view the type o f tournament etc.

Copy of Circular letter No. 2393-8GS-62/11431, dated the 9th April, 1962 from Shri K.N. Mangat Rai, I.C.S.,
Chief Secretary to Government, Punjab addressed to all Heads of Departments etc., etc.

Subject :—Grant of special casual leave to sportsmen.
I am directed to address you or. the subject noted above and to say that according to the instructions 

contained in Punjab Government 3 Circular letter No. 684-GI1-58/13153, dated the 14lh/20th February, 
1958, special casual leave for a period not exceeding 30 days in a calendar year can be granted to Govern
m ent Servants who are sportsmen and take part in sporting events, tournaments and matches of natic nal 
o r international importance held either in India or abroad. Vide Punjab Government letter N<.i. 10711- 
G II-59/24455, dated the 30th November, 1959, this concession has also been extended to the employees 
who participated in inter-district matches and in preliminary tests for selection to Punjab teams for inter
sta te , i.e. All India Sports events. Th-:̂  question of extending this concession to such temporary Government 
Servants, as are employed on six/three months basis, has been engaging the attention o f Government for 
sometime past. I am to inform you that after careful consideration, it has been decided that special casual 
leave to the extent of 15 day3 to Gavernment Servants employed on si;\ monsh , basis and 7 days to thcs.> 
employed on three months bisis may be granted ; bat each case sh >uld be dealt with on iis merits by the 
autffiorities competent to gi-ant leave, keeping in view the type of spTrting even , tournam :nt, etc.

2. These instructions may kindly be brought to the notice o f all concerned for information and 
guidance and the receipt o f this c jm -nuiication be acknowledgtd.,



Subject —Coaching or Training Courses attended by the Punjab Government employees at the Natiional 
Institute of Sports Patiala—^Treatment of the period of their absence from duty for the purpose.

I am directed to invite your attention to Punjab Government letter No. 2393-8GS-62/11 431, j 
dated tUe 9th Apiil, 1962, and to say that the concession o f 30 days casual leave allowed under these 
instructions, to Government employees who are sportsmen will also be admissible to sports men who 
aie sponsored by the State Government for coaching or training in the National Institute of Sports, Patiala,

2. The receipt of this letter may be acknowkdged.
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Copy of letter No. 1952-3GS-63/6924, dated the 21st February, 1963, from the Financial Commissioiier
Planning and Additional Chief Secretary to Government, Punjab, to All Heads of Drpartments, etc., etc.

Copy of letter No. 2152-8GS-63/7043, dated the 25th February, 1963, from the Financial Commissioner, 
Planning and additional Chief Secretary to Government, Punjab, to all Heads of Departments, etc., etc.

Siibjcct : Cirant of special casual leave to sportsmen.

In continuation of Punjab Government letter No. 2393-8GS-62/11431, dated the 9th April, 1 967, 
on the subject noted above, I am directed to enclose a copy of Government o f India, Ministry of H om e 
Affairs Office memo No. 46/1 3/54-Ests (A), dated the 3rd December, 1956, on the above subject. I  am 
to say that it has b;en decided by Government to extend the concession of 30 days special casual leave 
envisaged in Punjab Governmint letter No. 684-GII-58/13153, dated the 14th/20th February, 1958, to those 
Gjvcrnment employees also whose services are utilised in any of the Organisations mentioned in the sub
para 3(b) (i) of Governmjnt o f India, Ministry o f Home Affairs, Office Memo No. 46/7/50—Ests., dated 
5th March, 1954 forming an enclosure of Punjab Government letter, dated the 14th/26th February, 1958, 
referred to above, or by a State, Zone or Circle in connection with the coaching or administration of 
the teams participating in sporting events of national or inter-nationai importance.

2. The instructions will come into operation from the date of issue and past cases which have 
already been decided will not be reopened.

3. A complete and up-to-date list of National Sports Federation Associations recognised by the 
All India Council of Sports will be circulated in the due course.

4. The receipt of this communication may be acknowledged.

Copy of Punjab Government Circular letter No. 2202-GII-60/8429, dated the 24th March, 1960, from the 
Chief Secretary to Government, Punjab addressed to all Heads of Departments, etc., etc.

Subject :—Grant of special casual leave to Government servants who undergo sterlization operation under the 
“Family Planniag Scheme”.

I am directed to address you on the subject noted above and to say that the State Government have 
had under consideration the question of grant of special casual leave to their employees who undergo sterlli- 
i^ation operation under the Family Planning Scheme. To enable Government servants to undergo t^iis 
operation and to take some rest which is considered necessary immediately after the operation, it has been 
decided to grant special casual leave n3t exceeding six working days to such Government servants.

2. These orders will come into force from the date of issue.

Copy of Circular letter No. 3231-8GS-62/7571, dated the 7th March, 1962 from the Chief Secretary to 
Government, Punjab, addressed to all Heads of Departments, etc., etc.

Subject .—Grant of special casual leave to Government servants who undergo sterlization operation under the 
‘Family Planning Scheme’.

I am directed to invite a reference to the instructions contained in Punjab Governm ent letter 
No. 2202-GII-69/8429, dated th^ 2^th M irch, 1960, in which th^ con::essijn of special casual leave mit 
exceeding six working days h is baen granted to Governmant servants who undergo sterlization operation 
under the ‘Family Planning Scheme’. Government have now decided to extend this concession to  the 
personnel of th ; ‘Work-Charged Establishment’ and the ‘Industrial Employees’ of the Punjab Government.

2. These orders will come into force from the date of issue and may kindly be brought to the notice 
o f all the concerned employees under yoijr control. The receipt of this communication may be acknowledge-



Subject :—Grant of special casual leave to Government sercants who [^undergo sterlization operation under the 
Family Planning Scheme.

I am directed to invite a reference to the instructions contained in Punjab Government Circular 
letter No. 2202-GII-60/8429, dated the 24tb March, 1960, and No 3231-8GS-62/7571, dated the 7ih March 
1962, on the subject noted above. Government have further decided that special leave should be granted 
on satisfying that operation will be performed on the same or the next day of the commencement of leave.

2. These instructions may kindly be brought to the notice of all Government Servants under your 
control. The receipt of this ommunication may also be acknowledged.
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Copy of letter No. 11083-86S-62/26744, dated the 7th August, 1962, from the Chief Secretary to GoveMirtent,
Punjab to all Heads of Departments etc., etc.

Copy of Circular letter No. 1607-4GSU-66, dated the 2nd April, 1966 from the Chief Secretary to Govenrment, 
Punjab to all Heads of Departments, etc., etc.

Sub jec t:—Grant of special casual leave to Government servants who undergo strilizatlon operation under 
the ‘Family Planning Scheme.’

I am directed to invite attention to Punjab Government Circular letter No. 2202 G11-60/8429, dated 
the 24th March, 1960, on the subject noted j above under which Government employees who undergo 
sterlization operation under the Family Planning Scheme are entitled to special casual leave not exceeding 
six Working days. Cases have been brought to the notice of Government wherein the initial operation not 
having been successful, the employees had to be operated for the second time. Government have decided 
that in such cases another six days should be allowed as special casual leave for re-sterlieation.

From

To

No. 6054-4GS-67/3144

The Chief Secretary to Government Uar>aua.

(i) All Heads of Departments, the Commissioner, Ambala 
Division and all the Deputy Commissioner & Sub- 
Divisional Officers in Haryana.

(ii) The Registrar , Punjab & Haryana High Court and
District and Sessions Judges in Haryana.

Dated Chandigarh, the 13th February, 1968.

Subject :—Grant of special casual leave to work-charged female Government employees who undergo ster
lization operation under the Family Planning cheme.

Sir,
I am directed to refer to Haryana Government Letter No. 1735-4GS-67/7890, dated the 12th

May, 1967, vide which Government have allowed the grant o f special casual leave not exceeding 14 days
to female Government employees for unJergoing non-puerperal sterilization. Government have further 
decided to extend this concession o f special casual leave not exceeding 14 days to work-charged female 
Government employees also for undergoing non-pueperal sterilization under the family planning scheme. 
I am, therefore, to request that these orders may kindly be brought to the notice of a'll concerned.

Yours faithfully,
Sd./-

Under Secretary Political, 
for  Chief Secretary to Governtnent, Haryana.

A copy each Is forwarded for inlbrmation and necessary action to :—

The Fiancial Commissioner, Revenue, Haryana, All the Administrative Secretaries to Govern
ment, Haryana.
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Subject : Grant of special Casual Leave to Government Servants and the Work charged /contingent paid staff 
for undergoing Family Planning Operations etc.

Sir,
I am directed to address you on the subject noted above and to say that according to the existing 

instructions, all Govenunent employees who undergo operations etc. under the Family Planning Pro
gram m e are entitled to Special Casual Leave as follows

I. Special Casual Leave not exceeding 6 working days to Government employees who undergo 
sterilization operations.

2. Special Casual Leave no t exceeding 14 Working days to  ferrale Gc vernreent cn'iplcycts who 
undergo non-puerperal sterilization.

3. Special Casual Leave for one day to  female Government employees v ho  vndt jgo I.L'.C D 
insertions.

The facilities at serial Nos. 1 and 2 above liave already been extended to work-charged staff 
under the Haryana Government (vide Nos. 323I-8GS-62/7571, dated 7-3-62 and No. 6054-4GS-67/3144, 
dated  13-2-1968). It has now been decided to extend the facih(y referred to at No. 3 abovealso to (he work- 
charged staff. In future, therefore, female work-charged staff will be entitled one day’s specif .l casual 
leave fo r undergoing I.U.C.D. insertions.

I t has further been decided that all the above benefits o f special casual leave shculd also be ex- 
tetkded to the contingent-paid staff. In their case, it will be necessary that they should be full wages 
fo r the days for which a Government employee in a similar poisition would be allowed spccial casual 
leave. The benefit should, however, be extended to only such contingent-paid staff as work with a 
G overnm ent Departments on  a whole-time basis and have been so working for at least 6 months before 
undergoing the Family Planning operatiott in question.

Sd/-
Deputy Secretary Secretariat establishment 

for  Chief Secretary to Government, Haryana.

A copy of above is forwarded to tile Secretary to Govenunent, Haryana, Finance Department, foi 
inform ation, with reference to his D.O. No. 255-5FE-73, dated 6-2-73.
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Copy of letter No. 8488-2GS1I-72/4165, dated the 13th February, 1973 from the Chief Secretary to GoTem>
ment, Haryana to all Heads of Departments, etc., etc.
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Subject —Grant of special casual leave to internal agents, appointed under the Small Savings Scheme.

I am  directed to address ycu cn  (he subjcct ncfed ebcvc end fo fay tha t (he question o f treating 
the period o f absence of Grvernm ent te n a n ts  wcrking as internal Agents under the Sn^all Savings 
Scheme when required to attend Shivirs organised by the Deparlme'nt, has been carefully considered by the 
Grvernment. It has been decided that such period o f absence which should not exceed 3 days in a year 
rnight be traated as special casual leave.

2, These oj-ders will come mto force from  the current yearj i,e> frcni the 1st January, 1961,
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Copy of Circular letter No. 8372-4GS-61/32040, dated the 7th September, 1961, from Shri E.N. Mangat
Ral, I.C.S., Chief Secretary to Government, Punjab to all̂  Heads of Departments, etc., etc.

Copy of Punjab Government Circular letter No. 10893-4GS-61/37545, dated the 20th October, 1961, from 
the Chief Secretary to Government, Punjab, to all Heads of Departments, etc., etc.

Subject :—Grant of special casual leave to Government Servants for attending annual general meetings 
of their recognised associations and meeting with the Government representatives or the Head of 
Department.

I  am directed to address you on the subjcct noted isbove and to say that
the questfoh as to whether (he office bearers o f rccognifed Service Association should
be given some kind of special casual kavc to enable ihem to participate in the activities
o f the Associations has been engaging the attention o f Government for sometime past-
A fter careful consideration o f the whole npK cr, it has teen  decided that casual leave upto aniaxi- 
mum o ften  days in a calendar year may )be allowed to office bearers of the recognised Service
Associations for participating in executive meetings, conferencos and other activities of their res
pective Associations subjcct, however, to (he ccrd ition  l l at  half of ihe leave enjoyed intbi* 
manner will be debited to the ordinary casual leave account o f  the official concerned
and the remaining half to this special casual leave account for the aforesaid purpose.
The maximum number o f special casual leave allowed in this matte r shall, therefore, be five days
in a year.

2. These instructions may b e ‘brought to the notice o f ajl concerned for inforination and 
guidance.

Copy of Punjab Government Circular letter No. 3446-8GS-62/9556, dated 26th March, 1962 from the 
Chief Secretary to Government Punjab to all Heads of Departments etc., etc.

S u b j e c t G r a n t  of  special casual leave to Government servants for attending annual general meeting 
of their recognised associations and meeting with the Government representatives or the Head 
of Department .

I am directed to invite a reference to the instructions contained in Punjab Government letter 
No. 10893-4 GS-61/37545, dated the 20th October, 1961, according to which the concession o f grant 
o f  special casual leave upto a maximum of ten days in a calendar year has been allowed to office 
bearers o f the recognised Service Associations for participating in executive meetings, conferences 
and other activities o f  their respective Associations subject to ihe condition that half of the 
leave enjoyed in this manner will be debited to the ordinary casual leave account o f the official 
concerned and the remaining half to his special casual leave account for the aforesaid 
purpose. The maximum number o f special casual leave allowed in this manner is to be five 
days in a year, la m  to inform you that Government after careful consideration have decided 
to extend this facility o f grant o f special casual leave to the office beares o f the recog
nised associations/ trade unions formed by the employees o f the Government undertakings 
in the manner laid down above;

2. These instructions may kindly be brought to the notice o f all concerned for infor» 
mation and guidance. The receipt of this communication may be acknowledged.



Subject:—Gra.rA of leave to Civil employees who are wives of Defence Services Personnel.

I am directed to say that this Government have had under consideration the question of t>rb- 
viding sutable concessions to ladies in Government employ, whose husbands are serving inthe Defe
nce Forces and as such have to remain in non-family stations for long periods. It has been 
fe k th a t the families o f such Defence Services perscnnel have to undergo quite a lot of extra
expense on account of having to run two estabUshments and to suffer ccmiderably Icng periods of
separaticn in th e  circumstances. The wives who may have undertaken temporary Government 
employment cannot, however, under the existing rules, be granted leave for any longish periods 
while the husbands may b t posted to family stations.

In order, therefore, to alleviate hardship in such cases, it has been decided that in relaxa
tion  o f  any rules to the contrary the wives may be granted extra-ordinary leave for the period during 
which tbeir husbands are posted to family stations, and that the wives should be entitled to re
jo in  their Civil Government posts on the expiry of the period o f their husband’s posting to family 
stations.

2. These instructions are issued with the concurrence o f the Finance Department
— vide their U.O advice No. 3435-FR11-64, dated the 14tb April, 1964.

3 You are requested to note these instructions and to bring them to the notice o f all con
cerned, for information and necessary action.
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Copy of Punjab Government Circular letter No. 2295-9 JGS (11-^4/ 135S1, dated the 27th April, 1964,
from the Chief Secretary to Government, Punjab to all Heads of Departments etc., etc.

Copy of letter No. 10303-4GS 11-75/1733, dated 20-1-1976, from the Chief Secretary to Government  ̂
Haryana to all Heads of Departments etc., etc.

Subject:—Grant of leave to wives of Defence Services Personnel, who are in Civil Employrtieut>

Sir,

This is in continuation of the letter no. 2295-965-(ii) 64/13551, dated the 22nd/27th April, 1964, 
from  the C hief Secretary to Government Punjab on the above mentioned subject.

The Government has considered the m atter further and it has been decidtd tiiat the 
wives of Defence Services Personnel, who are in civil empk ynient, whether permanent or tempcrary, 
raay be granted extraordinary leave during the period of their husbands pcstings at family 
•tations. This period should be subject to a maximum ol six months within a span o f  three years.

Yours faithfully,
Sd/—

Deputy Secretary General Administration* 
for  Chief Secretary to Government , Haryana.

f  copy Is forwarded for Inforhiation and necessary action to

The Financial ( ’om m issioner, Haryana, and All the Administrative Seceretaries to Government . 
Haryana.
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Subject: Grant of Special Casual Leave to the State Government servants for participation in sporting 
events in the forthcoming Asian Games to be held in New Delhi.

Sir,

I am directed to invite attention to the composite Punjab Government letter N o. 684-GSII-58/ 
13153, dated the N th  February, 1958 regarding grant of ‘special casual leave’ not exceeding 30 days in 
any one calendar year to the State Government employees for participation in sporting events of National 
o r International importance.

2. The question of grant of additional casual leave to the sportsmen taking part in the coming 
Asian Games to be held a t New Delhi in 1982, has been considered by the State Government. The parti
cipants would be required to undergo intensive coaching in different phases for their final selection. 
In  view of the aforesaid position, it has been decided that the Government servants selected to parti
cipate in the series o f coaching camps and for participation in the international competitions should 
be granted necessary permission and the period spent for coaching/competitions should be treated as 
additional special Itave.

3. The above instructions may kindly be brought to the notice of ail concerned for information 
and guidance.

Yours faithfully,

Sd/-

Under Secretary General Administration, 
for  Chief Secretary to Government, Haryana.

Copy of letter No. 27/28/78-GSII, dated ths 23r<j >!ov'eii')er, 1981 front ths dhief Sscretary to d»yeraai;iit,
Haryaaa to all Heads of Dspartmsnts, ctc., etc.

Copy of letter No. 27/31/78-Csll, dated 11th December, 1^81 from the Chief Secretary to Government, 
Haryana to all Heads of Departments etc., etc.

Subject ; Grant of weekly/fortnightly rest to Chowkidars.

Sir,

1 am directed to address y o u o n ih e  subject noted above and to say that chowkidars employed 
in the various departments o f Stale Government do not at present get a weekly day otY as a regular 
measure. This question has been engaging the attetvtion o f the State Governmeut for some time past 
£nd it has been decided that Chowkidars belonging to dilferent D jpartm snts guarding building located 
within ihe same compound or in the close proximity of one another should be pooled together aUd 
allowed a weekly day olf (or, where this is not possible for special reasons at least a fortnightly off) by 
rotation. Where such an arrangem eits is not feasible arrangements should be made for providing a 
weekly or a fortnightly off to chowkidars by calling for volunteers from among the available Group 
D ’ staff (excluding sweepers) and granting to the latter a compensatory day off duty.

2. The above decision may kindly be brought to the notice of all concerned for necessary
action.

Yours faithfully,

Sd/. 

Under Secretary General Administration, 
Chief Secretary to Government, Haryana,



Subject :—Grant of Special Casual Leave to sportsman.

Sir,
I am directed to refer to the instructions contained in composite Punjab Government letters noted 

in the margin on the above subject and to say th a t the question of extending this concession to employees 
NT ASJ r i i  fsy participate in mountaineering/Trekking/Hiking trips organised by their clubs

Ht l i  7 considered by the Government. It has been decided that, in principal, there
N i rT i objection to giving the special casual leave to such employees, but each cas.e
^/24455  should be dealt with on its merits by the Head uf D epartm ent concerned.

d t . 30 JJ-59 Yours faithfullyNo. 2393-GS-62/ laitnruiiy,
11431, dt. 9-4-62 Sjy.

Joint Secretary, General Administration, 
for  Chief Secretary to Government, H aryana

A copy is forwarded for information and necessary action to

All the Financial Commissioners, All the Administrative Secretaries to Government, Haryana. 
The Principal Secretary to Chief Minister, Secretaries/Private Secretaries to Chief M inister/ 
Ministers/Deputy M inisters/Chief Parliamentary Secretary/Parliamentary Secretary in  
Haryana.
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Copy of letter No. 27/28/78-GS-II, dated the 15th April. 1982 from the Chief Secretary to Goverttmenit
Haryana to all Heads of Departments, etc., etc.
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Subject :—Placement of certain Officers/Officials at the disposal of the Special Organising Committee for 
IX Asian Games, 1982. Treatment of the period spent by them as duty.

Sir,

It has come to notice of the State Government that the Asian Games Special Organising Commi
ttee (AGSOC) has proposed to utilise the services o f a few Government servants fo ra  short period to 
assist them  in the organisation of IX Asian Games. A question has been raised as to how the services 
o f  these Government sorvants could be made available to the AGSOC and how this period is to be 
treated. On careful consideration of the m atter, it has been decided that the period, for which the 
services of such officers are to be placed with the Asian Games, should be treated as duty subject to the 
condition tha t the controlling authority agrees to relieve the Officers/Officials concerned. In such 
cases the pay and other allowances of the Officials would be drawn and paid by the concerned 
departm ents themselves hiuI no substitute will be allowed to be employed in their case. The Qovern- 
mient servants who are called on duty for Asian Games will not be entitled to any deputation 
allowance or special pay.

Yours faithfully,

Sd/-
Under Secretary General Administration, 

/or  Chief Secretary to Govenment, Haryana
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Copy of letter No. 27/28/78'GSII, dated the 16th November, 1982, from the Chief Secretary to Government,
Haryana to all Heads of Departments, etc., etc.
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Copy of office Memorandum No. 60 (274) 48-Ests, dated the 3rd November, 1948, from the Ministry of
Home Affairs, New Delhi, to all Ministers of Government of India, etc.

Subject.—Procedure for a change of name by Government servants.

The undersigned is directed to say th a t the Ministry of Home Affairs receive from time to time 
references from other Ministries and officers asking for advice as to the procedure to be followed in 
according recognition to a bona fide change of name by Government servants. As the position in this 
rejspect is not too clear at present, the following procedure for the purpose has been decided upon in 
comsuitation with the Ministry of Law and may be noted for future guidance.

2. A Government servant wishing to adopt a new name or to affect any modification in his 
existing name should be asiced to adopt the change formally by a deed changing his name. In order 
th a t tlie execution of the document may not be in doubt it is desirable that it should be attested by 
tw'o witnesses preferably those known to the head of the Departm ent in which the Government servant 
is serving. A sample deed form is enclosed hercvvith for reference. The execution of the deed should 
be followed by publication of the change in a prominent local newspaper ns well as the Gazette of India, 
publication being undertaken by the Government servant at his own expenses in both cases. For the 
publication of the advertisement in the Gazette of India, Government servant should be directed to 
approach Publication Branch, Civil Lines, Delhi.

3. U is on\y after the formalities described in the foregoing paragraph have been complied 
with and satisfactory evidence of identify and execution of the document adduced by the Government 
servant that the adoption of the new name or change in the e.xisting name should be recognised 
officially and entries in Government records so far as may be necessary being extended accordingly. 
Th>e copies of the relevant documents should be retained by the Head of the Office concerned.

Deed of chan|>ing a Surname

By this deed the undersigned A. B. G. (new name) of etc. now lately called A. C. (old name) 
employed as (designation of the post held at the lime by the Government servant concerned)

(Place where employed) do hereby

1. For and behalf or myself and my wife and children and remoter issue wholly renomice, 
relinquish and abandon the use of my former surname of C (only) and in place thereof do assume 
from  the date thereof the surname of B. C. and so that [ and my vVife and Children and remoter 
issue may hereafter be called, known and distinguished not by my former surname of S C (only) but by 
assumed surname of B. C,

2. For the purppse of evidencing such my determ ination declare th a t]  shall at all times here
after in all records, deed and writings and in all proceedings dealings and transactions as well private 
as public and upon all occasions whatsoever use and sign the name of B and C mysurname in place 
of an d  in substitution for my former surname of C (only).

3. Expressly authorise and request all persons at all times hereafter to designate and address me 
and my wife and children and remoter issue by such assumed surname ol B. C. accordingly.

In vvitness wheresf I have hereto subscribed my former and adopted names of A. C. and
A. B. C. and atfixed my seal this day of

f Signed sealed and delivered by the above A. C, name A. B. C. formerly A. C. in the presence of
B .C .
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Copy of letter No. 12662-HM-52/34401, dated the 18th Decetnjber, 19Sl, ftom the tiome SeCfitaiit
to Government, Punjab, to all Heads of Departments, etc., etc.,

Subject.—Procedure for a change of name by Government servant.

I am directed to address you on the subject noted above and to enclose a copy of Memorandium 
No. 60(274)-48-Ests, dated the 3rd November, 1948, from the Government of India, Ministry of Hoime 
Affairs, together with a copy of its enclosures and to say that the procedure laid down therein shomld 
be followed for the changc of names by Government servants. The execution of the deed referredi to 
therein should be followed by publication o f change in a prominent newspaper as well astheP um jab  
Government Gazette, such publication being undertaken by a Government servant at his own expemse 
in boih cases. As regards the publication in the official gazette. Government servants intending to 
change their names should be directed to approach the Controller of Printing and Stationery, Punjjab, 
who will arrange for necessary publication on payment

Copy of letter No 897I-HR-54/66421, dated 2nd November, 1954, from the Home Secretar,iy to 
Government, Punjab, to the Chief Conservator of Forests, Punjab, Simla.

Procedure for a change of name by Government servant.

I am directed to invite a reference to your Memo No. 3442/199, dated the 19th October, 19541, on 
the subject noted above and to say that the official recognition to the change in name of a Governiment 
servant is to be given by the Government in the Administrative Department concerned after the form ali
ties laid down in the Punjab Government letter No. 12662-HM-52/34401, dated the 16th December, 11952, 
have been complied with.

No. 6071-HM-54/66422, dated Simla-2, the 2nd November, 1954

Copy forwarded to all Heads of Departments and High Court (except the Chief Conservator of 
F»rests, Punjab), Commissioner! of Division!, Deputy Commissioners and District Sessions Judgies in 
the Punjab for information and guidance in continuation o f the Punjab Government letteir No. 
12662-HM-52/34401, dated the 18th December, 1952.

By Order,

(Scl) ..................

SUPERINTENDENT 

/d r Chief Secretary to Government, Pun jab
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Copy of Circular letter No. 14195—4 GS-61/42457, dated the 28th November, 1961 from ihe Chief
Secretary to Governmeut, Punjab to all Heads of Departments etc., etc.

iSMfcyfc/:—Deletion of religion, caste, etc, from all Goverument records.

I am directed to address you on the subject noted above and to inform you that the question 
o f omitting from all Goveroment records including application forms o f Punjab Public Service 
Commission, Subordinate Services Selection Board and Employment Exchanges as also of Schools, 
Colleges and Institutions technical and non-iechnical, gradation lists, etc. any mention about religion, 
namely Hindu, Sikh, Christian, Muslim eic. as also of caste/sub-caste has been considered by 
Government. In the interests of national integration, it has been decided that all entries relating to 
religion, caste or sub-caste should be omitted from all Government records with effect from 1st January,
1962. In  order, however, to ensure that no complications arise a t a latter stage in the case o f persons 
having the same name in the cadre of the same service, the practice o f adding figures 1, 2, 3 and so on 
against their names should be introduced.

2. Exceptions. (1) In the case of persons belonging to Scheduled Castes/Scheduled Tribes and 
other Backward Classes, it will however, be necessary to mention their castes in the application forms 
for the reason that they are entitled to certain sp ec ified  privileges in m atters o f recruhment to Govern
ment service and for admission into schools and colleges This practice will of course continue till 
such time as such reservations are allowed to members of these castes and classess.

3. Where a caste or sub-caste is part of the regular name of a person and he or his family 
calles himself by this it may of course he included as his name or part of it.

4. As these instructions will come mto operation with ert'ect from 1st January, 1962, l a m  to 
request you to mnke arrangements to ensure that in gradation list to be published for the next year and 
in all other records, applications forms etc. the use of religion, caste and sub-caste is omitted except 
where it is necessary in the case of scheduled castes, etc.

5. The receipt of this letter should be acknowledged.

Copy of Circular letter No. 10839 -4GS-62/26792 dated the 20th August, 1962 from Sardar Gyan 
Singh Kahlon, ICS, Chief Secretary to GoTernment, Punjab to all Heads of Departments etc., etc.

-Deletion of religion, caste, etc., from all Government records.

la m  directed to invite a reference to Punjab Oovefnment Circular letter N o. 14195 40S-61/ 
42457, dated the 28th November, 1961, on the subject noted above and to say that in partial modifica
tion o f  the instructions contained therein it has been decided to delete Exception (1) appearing in 
para 2. I n th e c a s o o f  persons belonging to Scheduled Castes/Schedulcd Tribes and other Backward 
Classes, where special reservations have been made according to the Constitution o f India in matters o f  
recruitment to Government service and for admission into Schools and Colleges, however, they may bs 
••Iced to give special certifica te alongwith their application!.



Copy of I'unjab Government Circular letter No. 5103-DSGS (1) -65/25495 dated 15th July, 1965, 
from the Chief Secretary to Government, Punjab, to all Heads of Departments, etc., etc.

****

Subject:—'Proper and full implementation of Government policies in district—Particularly at the lower level
—'assessment.

Ia in  directed to invite attention to  item 12 of the Proceedings of the Conference of Deputy^ 
Commissioners and Superintendents of Police held at Chandigfirh on 2—4tli Dece iiher, 1964.. 
(copy enclosed) and to say that the recommendations of the Conference made therein have been approved 
by Government. I am  to request that all the District Officers working under you may be instructed t(» 
take necessary action un the lines of the recommendations of the Conference for the proper and fulll 
implementation of Government policies in districts.

2. The receipt of this communication may kindly be acknowledged.

Extracts taken from the Proceedings of the Conference of Deputy Commissioners and Superin
tendents of Police held at Chandigarh on 2—4th December, 1964.

/riTMTVo. /2 -P R O P E R  AND FULL IMPLHMENTATION OF GOVERNM ENT POLICIES IN<̂ 
DISTRICTS PARTICULARLY AT TH E LOWER LEVEL -ASSESSMENT THEREOF.

The D i s t r i c t  O f i \ c e r s ,  i t  i s  f e l t ,  a r e  f u l l y  a w a r e  o f  I h c i i  v e s p o m i b i l i t y  f o r  i m p l e m e n t i n g  t h i e  

development schemes particularly and Government policies generally. A t  the lower levels, howaveir, 
there is apathy or lack of sense of responsibility for which the service conditions and various othe;r 
factors are responsible. Nevertheless, it is thought that the District Officers can, with necessary zeail 
and drive, make their subordinates also function.

3t(2



Subject:—Use of the term "Government Servant”—Instructions regarding.

I am directed to address you on the subject noted above and to  say th a t the question regarding 
the desirability of the use of the term “ Government Servant” in official correspondence has been consi
dered by the Government and it has been decided that this term  is not in  consonance with a democratic 
social pattern and should, as for as practicable, be subsituted by the term “ Government employee” in 
iall official correspondence.

2, It has also been decided to discourage the use of teams like “ master”  and “ servant”  which 
jhould as for as possible be replaced by the terms “ employer” and employee”  in official correspondence, 
reports, etc,

3, It is requested that the above instructions may be brought to the notice of all concerned 
for compliance.

4, The receipt of this letter may pleas* ba acknowledged.

Copy of Circular letter No. 10208-G-52/5381, dated the 2Sth January, 1953, from the Chief
Secretary to Government, Punjab, to all Heads of Departments, etc., etc.

Subject:— Seeking redress in Courts of Law by Government servants of grievances arising out of their 
employment or coadUians «f sw\iC6.

I am directed to say that the question of Governrrent servants having recourse to Courts of 
Law in m atters arising cut of their emplo5mcn1 or corditirn<. of serviee has teen  engaging the attention 
of Government for some time past and it is considered ncccsfaiy to lay down that in the m atter of 
grievances arising out of Government servant’s trrp lo jiren t r r  conditions of seivice, the proper course 
is to seek redress from the appropriate departn-entaI and Govenimental authorities. Any a tta irp t by 
a Government servant to seek a decision on such issue in a Court of Law (even in eases where such
a remedy is legally admissible) without first exhausting the normal official channels of redress, can

only be rega rded as co n tra rj'to  official propriety and subversive of good discipline and may well 
Justify the initiation o f disciplinary action against the Goverement servant, These instructions may, 
therefore, be brought to the notice o f all Government servants o f youi department/office.
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Copy of Circular letter No. 16670-7GS-62/3024, dated the 25th Jannary, 1963, from Sh. Saroop
Krishan, I,C.S., Financial Commissioner Plapniog and Additional Chi^f Secretary to Government, Punjab,
to ail Heads of Departments, etc., etc.

Copy of Circular letter No. 4198-GH-59/5323, dated tiie 20th Juue, 1959, from the Chief Secretary 
to Government, Punjab to all Heads of Departments, etc., etc.

Subject :— Seeking redress in Conrts of I âw, by Government servants of grievances arising out of their 
employment or conditions of service.

Sir,

In  supersession of the instructions contained in Punjab Government letter No. 10208-G-52/ 
5381, dated the 25th January, 1953, on the subject noted above. I am directed to communicate the 
following revised instructions in this respect for your informajion and guidance ;—

(a) Government servants seeking redress of their grievances arising out of their employment 
o r conditions of service should in their own interest and also consstently with official 
propejty and discipline, first exhaust the normal official channels of redress before they 
take the issue to a court of law.

(b) Where, however, permission to sue Government ina court of law for the redress of such 
grievances is asked for by any Government servant either before exhausting the normal 
official channels of redress or after exhausting them, he may be informed that sucha 
permission is not necessary and that if he decides to have recourse to a court of law , h? 
may do so on his own responsibility.



Subject— Seeking redress in Courts of Law by employees grievances arising out of their employment orr 
conditions of service.
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Copy of Circular letter No. 18341-DSGS-68/3072, dated the 3rd February, 1964 from the Plannlne
Commission and Additional Ciiief Secretary to Government, Punjab to all Heads of Deparments etc ., etc.

I  am  directed to invite reference to  Punjab Government Circular le t t e r  No. 4 198-GII-59/5323), 
dated the 20th June; 1959, on the subject cited above, in which it is stated inter aha that, when sa 
Government employee desires to sue the Government in a court of law for the redress of grievance;® 
arising out of service matters, he may be informed that such permission is not neccssary and that if hie 
decides to sue the Government he may do so on his own responsibility. I am to say that on reconsidcc- 
ration it has been decided that, in such cas.cs, it would be sufficient to inform the Government etnployee 
concerned that permission to sue the Government is not necessary, and the words ‘‘if he decides tto 
have recourse to a court of law, he may do so on his own responsibility” should not appear in ttae 
cpnjmunication to him.
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Subject :—^War Service concessions to the Staff of the erstwhile Pepsu Government.
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Copy of Punjab Government Circular letter No. 87/56-PI (C)-57/21016, dated 18th October, 1957, from
the Chief Secretary to Government, Punjab, addressed to all Heads of Departments, etc. etc.

'  The question of the grant of War Service concession to those employees of erstwhile Pepsu Govern
ment who were not granted such benefits by the Government before the integration of Punjab and 
Pepsu has been under consideration of this State Government. It has been decided that on benefits in 
respect of War Service should be given to such personnel.

2. Government have, however, decided that in the matter of dispute arising out of the grant of
war service concessions in the past, whether in the erstwhile Punjab or Pepsu these will be examined in
the light of the rules and instructions under which the concessions in point were granted at that time. 
Such of the disputes as were pending in erstwhile Pepsu, may be disposed of in the New State, as they 
whould have been had their been no merger.

Copy of Punjab Government Circular letter No. 1922-11GS-63/7797, dated 25th February, 1963 from the 
Chief Secretary to Government, Punjab to All Heads of Departnents, etc. etc.

Subject :—War Service concessions to servicemen etc. and civilian employees who undertake military service 
during the emergency.

I am directed to address pou on the subject noted above and to say, that the question of the con* 
cessions to be extended to ex-servicemen and their families and to persons who undertake military service 
during the present emergency has been under the consideration of the Government and it has been decided 
as follows :—

1. Ex-servicemen and members o f  the Territorial Army belonging to Punjab.

(a) The maximum age limits prescribed for civil employment under the Punjab State will be relaxed
m their favour and the period of their approved military service shall be excluded in counting their age for 
this purpose provided that—

(i) they produce a certificate from the military authorities that they had continuous military service 
for a period not less than six months and were discharged because of demobilisation/reduction 
not more than three years prior to the date of their registration at an Employment Exchange 
or the date of application for employment under the State Government ; and

(ii) they fulfil the quaUfications other than those in respect o f  age prescribed for the post! 
applied for by them.

II Disabled ex servicemen andfumiles o f  those k ilh d  iu aciiou :

(b) In addition to (a), ex-servicemen who becomes disabled while in military service will also 
be entitled to exclude from their age the period from the time they were disabled up to the 
date of their application for appointm ent or until the end of the emergency, whichever is 
earlier.

(c) Widows of deceased servicemen and wives of those who become disabled will be considered 
for civil empl 
for by them.

sympathetically for civil employment provided they fulfil the minimum qualifications prescribed for the 
posts applied

(d) Children of deceased/disabled servicemen will be considered sympathetically for civil employ
ment if they fulfil the qualifications of the posts applied for by them.

III. State Government employees who are permitted to join military service during the emergency :

(e) The liens of the permanent employees will be retained, As regards temporary Government 
employees who join military service they will on return from such service be accommodated in their civil 
posts provided these posts are still in existence. Otherwise efforts will be made to accommodate them 
in equipment posts.



Subject :—Concessions to civilian employees and others who join military service during the Emergene;y.

I am directed to refer to Punjab Government letter No. 1922-1 l-GS-63/7798, dated the 25th Febnuary
1963, on the above mentioned subject regarding the concessions to be given to persons who join miliitary j 
service during the present Emergency, and to say that the matter has been reviewed and in supersesision  ̂
o f that letter, it has been decided as follows :—

Ex-Servicethen and Members o f  the Territorial Army

(a) The maximum age-limits prescribed for civil employment under the Punjab State will be relaixed 
in their favour and the period of their approved military service will be excluded in counting their age; for 
this plirpose provided that-

(i) they produce a certificate from the military authorities that they had continuous millttary 
service for a period not less than six months and were discharged Because of demobilisatiion/ 
reduction not more than three years prior to  the date of their registration at an Employmient 
Exchange of the date of application for employment under the State Government ; and

(ii) they fulfil the qualifications other than those in respect of age prescribed for the service/post 
applied for by them, save that if the competent authority certifies that a person who has / 
rendered approved military service has acquired by experietlce ofr otherwise dualifitatiidns 
equivalent to those prescribed for the service post, it may in his case reldx the maximium 
prescribed for such service/post.

(b) The period of approved military service will count for increments, seniority and pensiom in 
the civil employment as under :—

(i) Increments.—The period a person has spent on approved military service after he attained the 
minimum age for entry prescribed for the service/post to which he is appointed will coiunt 
for increments in the post to which he is appointed if such appointment is on an incremental 
scale. Where no age is prescribed the minimum age will be as laid down in rules 3.9, 3.10 
and 3. II of the Punjab Civil Service Rules, Volutrie 11.

This concession will, however, be admissible on first appointment and not on subsequent appoiint- 
ments which might follow resignation, etc., from the first appdintment. In the case, however, 
of a person who joins a second or subsequent post on transfer and who has not already avai led 
of the concession, the concession will be admissible but only such benefit will be allowed to 
him as would have been admissible to him in the post to M'hich he was appointed first.

(ii) Seniority.—An ex-servicemen who is appointed to a civil service will Be assigned a place in 
the cadre of such service which will be fixed with due regard to  his age in d  the period allowed 
to be deducted under b (i) above and will, as nearly as may be, correspond with the place 
which he would have been assigned if the Ehiergency had riot intervened and He had qualifiied 
in the normal way.

(ill) Pension. -  Approved militaiy srvice will count towards pension only in the case of appointment 
to a permanent civil post and subject to the folldwing Conditions^—

(1) the ex-servicemen concerned should not have earned a pension under the military rules in 
respect of the service in question ;

(2) in the case of the services/posts in respect o f  which a minimum age is fixed for recruitment, 
military service rendered below that age will not be allowed to count for pension ;

(3) the bonus or gratuity paid in respect of military service by the defence authorities will have 
to be refunded to the State Government ; and

(4) the break between the military service and the civil service will be condoned provided 
the breaks does not exceeding one year. Breaks exceeding one year and not exceeding 
three years may also be condoned in exceptional cases under the orders of the Government,

Disabled ex-servicemen and families o f those killed in action

(c) In addition to (a), ex-servicemen who become disabled while in military service will alto be

Copy of letter No. 7477-4GS-63/2<M40, dated 8th July, 1963, from the Financial Commissioner, Planiiiinig <
Additional Chief Secretly  to Government I^ ja b , to all Heads of Departments etc. etc.



entitieci to exclude from their age the period from the time they were disabled up to the date of their 
application for appointment or until the end of the Emergency, whichever is earlier.

(d) Widows of deceased servicemen and wives of those who become disabled will be considered 
sympathetically for civil employment provided they fulfil the minimum qualifications prescribed for the 
service/post applied for by them.

(e) Children of deceased/disabled servicemen will be considered sympa thetically for civil employment 
if they fulfil the qualifications of the service/post applied for by them.

Slate Government Employees who are permitted to join Military Service during the Emrgency

(f) State Government employees who are permitted to join military service during the Emergency 
will be seconded for military duty. Liens will be retained on the posts held substantively. As regards 
State Government employees holding posts on temporary/ofTiciating basis, they will be entitled to the con
cessions contained in clauses (g) and (h) below so long as the posts remain in existance and the employees 
concerned continue to be entitled to hold the officiatihg/temporary posts on the basis of their seniority.

(g) The period spent on approved military service will count for seniority, promotion, increment, 
leave (subject to the procedure in clause ft) and pension in the civil appointment. The employees concerned 
will be entitled to pro forma promotion in their parent depatments under the next below rule and also to 
seniority in higher posts to which they would otherwise have been entitled if they had not proceeded on 
military service.

(h) They will be entitled to draw, during military service the civil rates of pay and allowances 
admissible to them from time to time, or the military rates of pay and allowances, whichever are higher. 
In the ease of those joining as J.C.Os/Other Ranks, however, the civil rates of pay and allowances which 
would have been admissible to them from time to time will be reduced by Rs 25 per mensem on account 
o f free rations.

" (i) The period of military service in any rank will be treated as period spent on deputation on a
corresponding post for being counted towards the period of probation fixed under the departmental service 
rules.

(j) The proforma promotion of State Government Employees on military service will be made on 
the basis of seniority-cum-merit. In cast; it is necessary for them to pass any departmental qualifying test 
for a particular promotion/increment, they will stand exempted from passing such a test for the period of 
the military service and for such period thereafter as would normally have been allowed to them to pass such 
a test but for proceeding on military service, provided that if a similar qualifying test has been passed by 
them while on military service they will be exempted altogether from passing such a test. At the same 
time, without prejudice to seniority, no confirmation will be made till the departmental qualifying test 
has been passed.

(k) Comparable civil posts will automatically stand created m the respective departments for such 
periods tor which a part or whole of the expenditure on pay and allowance is borne by the Stale Government 
in respect of State Government employees who are on military service or under military training.

(1) As from 25th February, 1963, the date of the issue of the original instructions no direct re
cruitment on a substantive basis, will be made to any service/post under the Punjab Government except 
with the sanction of the Government and for special reasons to be recorded by the Administrative Depart
ment concerned. Recruitment made on temporary basis during this period will not entitle any employee 
to being made permanent in preference to those who have joined military service,

(m) If any temporary post is made permanent during the Emergency, it will be filled substatively 
but will be cearmarked for the original temporary incumbent till his return from military service without 
prejudice to the continuance in civil employment of a person who is senior and has rendered longer service 
than the temporary civil servant who proceeded on military service.

(n) Temporary State Government employees, who after release from military service are absorbed 
in the posts from which they proceeded on military service or are appointed to posts with equivalent or 
similar grades, will be treated t in the same manner as permanent State Government employees in respect 
of pay, seniority and pension f>n their return, irrespective of whether or not the posts on which they were 
working at the time of their joining the military service continued to remain in existence during the period 
of their military service. Temporary State Government employees who do not return to the same post or 
to a post in an equivalent or similar grade shall be treated in the same manner as new entrants under (a) 
and (b) above.
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(o) If a person is successful in a competitive test for a Service/post, ijut has already takeil Up 
military service before the result is announced, his appointment will be made to the Service/post concerned 
and he will be considered as having been seconded for military duty, with effect from the date o f  such 
appointment.

Period o f  Military Training

(p) The successful period of military training followed by military service will be reckoned as 
approved military service for all purposes.

(q) If any of the State Government Employees, who are candidates for Emergency Commissions, 
withdraws, except for reasons beyond his control, from the training or fails to accept a Commission when 
offered on the completion of the training he will be liable to refund the cost of tution, food and clothing, 
and pay and allowances, as may be decided upon ny the Government of India, Besides, in the case of 
permanent State Government Employees the entire period of absence from the civil employment on this 
account will be treated as leave without pay, and in the case of temporary State Government Employees 
they will not be taken back in civil employment.

(r) During the period of military training the State Ciovernment Employees will continue to receive 
pay and allowances of the posts which they were holding before being released for such training irrespective 
whether or not a lien is retained on that post. In addition they will be entitled to the benefits of increments 
and promotion which may become due during this period.

Transit Period

(s) In regard to the transit period, the office memorandum No. 35/16/63-E st. (h), dated the 10th 
May, 1963, from the Government of India, Ministry of Home Aflfairs (Annexure ‘A’) will apply mutatis 
mutandis to the State Government Employees.

Leave

(t) Permanent State Government Employees who are permitted to take up military service during 
the present Emergency, will be allowed to earn leave during the military service according to  the Civil 
leave rules applicable to them at the time o f their transfer to military service. Temporary State Government 
employees will during military service be governed by the military rules in all respects. Office memorandum 
No. F.7XII(I) Est. IV/A/62, dated the 3rd April, 1963, from the Ministry of Finance (Departm ent of 
Expenditure), Government of India, New Delhi (Annexure ‘B’) will apply mutatis mutandis to the State 
Government Employees.

Provident Fund

(u) State Government employees who proceed on military duty will retain their right or liability, 
as the case may be, o f subscribing in accordance with the rules of the Fund concerned, to any Provident
Fund of which they are members. In case, however, a State Government employee was not a subscriber
to any Provident Fund before transfer to military duty, he will be called upon to become a member of the 
D.S.O.P./A.F.P. Fund after completion of one year’s continuous service f r o m  the date of his appoint
ment on the civil side.

Accomodation

(v) State Government employees who are permitted to join military service will be allowed to 
retain, for their families, the Government residential accomodation allotted to them, on paym ent of rent 
at 10 per cent of their pay on civil posts.

Medical Facilities

(w) The families of all State Government employees on military service will be entitled to medical 
facilities on the same footing as families of officers who continue in comparable civil posts.

2. The above concessions will not have the effect of reducing in extent the following concessions 
but where the two sets of concessions operate in the same respect, the higher of the two will be admissible

(i) the concessions given to ex-servicemen and their families by the Government of India;

(ii) the concession given to students, who join military service, by the Education Depart
ment and/or the Universities concerned; and



(iii) the concessions which may be allowed by different Departments to  their employees pro
ceeding on military service.

3. Office memorandum No. 1/4/63/D (Pay Services), dated the 20th March, 1963, from the 
Government of India, Ministry of Defence , inclusi ve of Annexure III thereof (Annexure ‘C’) will apply 
mutais mutandis to State Government employees except that—

(i) as far as State Government employees who proceed on military duty are concerned, pay and 
allowances will include all types of pays mentioned in rule 2.44 of the Punjab Civil Service 
Rules, Volume I, Part I (including special pay on tenure posts); and

(ii) the crossing of the efficiency bar in the civil scale will not be allowed as a matter of course
but on the basis of the up-to-date record of service.

4. The concessions contained in this letter will appply in the case of all persons who have joined or
join military service during the Emergency and will be in respect of approved military service rendered during 
the Emergency and for such period thereafter as the Government may prescribe.

5. It is requested that these concessions should be brought to the notice of all employees who arc
working under you or were working under you and have since joined military service.

• - (J. The receipt of this letter may please be acknowledged.' '
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(ANNEXURE A)

Subject :—Treatment of transit period in the case of Civil Government servants permitted to take ap miliitary 
service.

It has been decided in consultation with the Ministry of Finance that in the case of Civil Government 
servants, who are permitted to take up military service during the present emergency, the period between 
the date of their release from civil posts and the date on which they report themselves for training/ duty 
to the military authorities shall be tr.eated as duty in their civil posts, during which they should be entitled 
to civil rates of pay and allowances.

2. The transit period will not be treated as duty if the Government servant ayaifs himself 
leave during the period and he will be allowed to draw only the civil leave salary for this period. The 
transit period shall not in any case exceed the joining time admissible under the rules applicable to the Civil 
Government servants concerned.

3. The disbursement of pay and allowances to the persons concerned for such periods shaM be 
made by the Defence authorities and necessary debits in respect thereof will be raised subsequently against 
the civil department concerned.

4. Similarly, at the time o f the persons concerned from military service the period between the 
date of their release and date on which they rtport fdf duty in theif parent civil departjoent shall be treated 
as duty in civil posts to which they may be appointed on such reversion and they will be allowed to drao pay 
and allowances of those posts during that period.

5. The Ministry of Finance, etc., are requested to extend these orders, if they have no ob
jection, to the corporations and public undertakings under them. Copies of the orders issued may please 
be sent to this Ministry.

6. In  so far as the persons serving in the Indian Audit and Accounts Departments are concerned 
these orders have been issued after consultation with the Comptroller and Auditor General of India.
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(ANNEXURE B)

Copy of office Memorandum No. F-7XII(I)-Est. IV/A/62, dated the 3rd April, 1963, from Deputy Secretary 
to the Goveriunent of India, Ministry of Finance , Department of Expenditure, New Delhi, to all 
Ministries of the Government of India and all State Governments.

Subject :—Leave conditions of Civil Government servants who are permitted to talie up military service during
the present emergency.

The undersigned is directed to invite a reference to the Ministry of Home Affairs , Office Memo
randum (copy attached) No. F. 35/1/62-Ests. (B), dated the 4th December, 1962 on the above subject and 
to 'say that the President has been pleased to decide as follows :—

(1) The permenent civil Government servants, who remain subject to the civil leave rules will be 
granted leave during the period of their military service under the leave rules of the Armed Forces. The 
leave so granted will also be subject to the conditions and limits laid down in the leave rules of the Armed 
Forces.

(2) The balance of leave in the civil leave account at the tim? of their tranxfer to military servtce 
will be frozen.

(3) (i) The leave actually taken during military service will be adjusted in the civil leave account 
only at the end of military service and in tlie manner indicated below :—

(a) Annual leave against earned leave;
(b) Sick leave on full pay as commuted leave against half pay leave;
(c) Furlrtugh on half pay/sick leave on half psiy against half pay leave.

(ii) If a Government servant availed of leave during military service in excess of what he earned 
during that service under the civil leave rules, such excess consumption will be condoned in terms of Military 
Home Affairs Office Memorandum, dated the 4th flecember, 1962,

(iii) Accordingly the leave at credit in the frozen leave account will not be operated on for any 
purpose during military service.

(iv) The balance of leave earned during military service remaining at the credit of a Government 
servant on the date to his revision after adjustment of leave availed of during that service as at sub-para(l) 
above, will be credited to his frozen leave account in terms of Military Home Affairs Office Memorandum, 
dated 4th December, 1962, to the extent that the total of leave at credit in the frozen leave account 
together with the balance of leave added under this clause does not exceed the limits up to which leave 
can be accumulated under the leave rules applicable lo ihe Government servant.

(v) As the Civil Government servants will be granted leave under the leave rules of Armed Forces 
during the period of military service they will not be granted special disability leavve under the civil leave 
rules.

4. (i) A permanent Civil Government servant who takes leave during the period of military 
service, will be entitled to leave salary under the let/ve rules of the Armed Forces. If a Government 
servant is In receipt of Civil rates of pay, the leave salary under the leave rules of the Armed Forces will be 
calculated with reference to the civil pay only.

(ii) In accordance with the Ministry of ome Affairs Office Memorandum , dated the 4th De
cember, 1962, the leave salary in respect of the leave availed of during military service will be paid by the 
Defence authorities. The leave salary in respect of the leave earned during military service will, if such 
leave is availed of after reversion to the civil department, be the lieability of the civil department con
cerned.

(5) The leave accounts of temporary Government servants who will be governed fully by the 
leave rules of the Armed Forces during the period of military service, will also be frozen.,^They will neither 
earn any leave under the civil rules during the period of military service nor will they be allowed any pre- 
cuniary benefit in respect of the leave at their credit on the date of transfer to military service. The leave 
at their credit in the frozen leave account will, however, be carried forward and made available to them 
on their reversion to the civil department

(6) Quasi-permanent Government serv'ants will be treated on par with temporary Government 
servants in the matter of lerfve on their transfer to military service.

2. These oideis will remain in force for the duration of the emergency or until such time there
after as the Government may deem fit to continue them.

3. In their application to persons serving in the Indian Audit and Accounts Department these
orders issue after consultation with the Comptroller and gqditor General.



Subject ;—I eave conditions of Civil Goveirnient servants who are permitted to take up military service during 
the present emergency. ^

_ The undersized is directed to say that it has been decided in consultation with the Ministry of  ̂
Finance and the Ministry of Defence that permanent Civil Government servants who are permitted to take 
up rnilitary service during the present emergency shall be allowed to earn leave during military service acc- 
cording to the civil leave rules applicable 1o them before their transfer to military service. The amount 
of leave actually taken by such persons while in military service shall be deducted from their civil leave 
accounts. Any case of excess consumption of leave during Military service shall be condemned but if the 
leave taken during Military service is less than the leave earned during that service according to the civil 
rules the balance will be credited to their civil leave accounts.

2. Temporary Civil Government servants will during military service be governed by the military 
leave rules in all respects. ' • ^

• 3. In all cases the leave salary will be paid by the defence authorities and to leave salary contribu-
bution shall be demanded by the Civil Departments from the Ministry of Defemce. . .

4. In so far as the personnel serving in the Indian Audit and Accounts Department are concerned 
these orders have been issued after, consultation with the Comptroller and Auditor General of India,
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(ANNEXURE ‘C’)

Subject :—Pay and Provident Fund of Civil Government servants who are permitted to take up military 
service during the present emergency.

Ministry of Home Affairs Office Memorandum No. F. 35/1/62-Estt. (B), dated the 4th December, 
1962 (copy at Annexure 1) provides that all permanent Civil Government servants who are permitted to taiie 
up military service during the present emergency shall be allowed to retain their lien on their civil post during 
the period of their absence on Military service. The period of military service shall be treated as service 
outside the ordinary line for the purpose of proviso to F.R. 30(1) as a result of which they will be entitled to 
proforma promotion in their present Department under the ‘Next below Rule’ and also to seniority m their 
higher posts to which they would have otherwise been entitled if they had not been posted on ivliUtary 
service. That Ministry’s oJlice Memorandum No. F .J5/l/6i/Esit.-8, dated the 4th December, 1962 
Copy at (Annexure 11) provides that Civil Government servants who are permitted to take up Military 
service during the present eincrgeiicy shall be entitled to draw during Military service the Civil rates of pay 
and allowances which would have been admissible to them from time to time if they had not proceeded on 
military service or the military rates ot pay and allowances wliichever are higher. In the case of Civil 
Government servants who take up Military Service as J.C.O.s/O. Rs. the civil rates of pay and allowances 
which would have been admissible to them from time to time shall however, be reduced by Rs. 25 per 
mensem on account of free rations.

2. Ih e  following instructions in respect of both permanent and temporary Civil Government 
servants are issued m order that the provisions of the above-quoted memoranda are fully implemented :—

(i) The Defence authorities shall, while communicating the final selection to a Civil Govern
ment Servant, indicate the name and addre.ss of tue Military Unit/ tbrmation to which
details of pay and allowances, etc. of the Civil Government servants should be commu
nicated by the Civil Departments.

(ii) As soon as the Civil Oovernmeiit servants struck off the civil post, his Administrative 
Dlficer (in the case of Non-Gazetted personnel) or the Accounts Odicer (in the case of 
Gazetted personnel), shall forward his Last Pay Certilicate and Gazette Notillcation or 
Ottice Order or Ft. 11 Order to the head ot the Establishment to which the individual 
expected to report for traming/service. In the case of personnel selected for grant of 
Emergency Commission, the Last Pay Certificate has to^be forwarded to the Commandant 
of the Oiticers’ Training School and m the case of personnel selected for J.C.O.s/O.Rs.’ 
appointments, it has to oe forwarded to the Pay and Accounts Oilice Oiner Ranks concerned 
througli the Commandant of the Training Centre/Unit. Cnaracter Rolls or Service Books 
of the individuals are not to be forwarded to the Military Departments.

(iii) In the case of personnel selected for Emergency Commission, the Commandants of the Training 
Centres shall pay during tne training period, to the Civil Government servants net civil pay and 
allowances as are indicated in me lust Pay Certificates. He shall make a furtner deduction of 
Rs 25 from the pay and alfowance on account of food expenses. Sucn payments during 
the training period will be a charge on the Civil Services Estnnates, reduced oy tne amount 
of any training alfowance adinissioie, under tne Defence Rules, Credits for tne amounts de
ducted from pay on account of x^iovident Fund advances, etc., noted on Last Pay Certiiicate 
should, however, oe aiforded to tne Civif Accountant General conceraed. Auer tne completion 
of traminj; and on grant oi v.'.ominissions, tncie doea.njnts of tne individaal concerned wilt be 
forwarded to tue Coacroller of Deience Accouais (0.iicer). Fro.n me date oi grant of tne 
Commission, the oiticer will start drawing military pay and allowances or civil pay and 
allowances, wtiicnever are tugtier. The Controller of Drfence Accounts (Oihcers) will raise 
debits against tue Civil Accountant-General I'or tne excess of civil pay and allowances over 
military pay and allowances and aiford credits to him for tne recoveries made on account 
of Provident !■ und advances, etc., as noted on Last Fay Certilicate.

(iv) In  the case of J.C.Os.,/O.Rs. etc. the Commandants of the Training Centre/units shall pay 
to tfie Civil Government servants either tfie civil pay and allowances reduced oy Rs 2.5 or tne 
military pay and allowances, whicflever, are higher, fn case the reduced civil pay and al
lowances arc higher, deUit for the diiference snail ba raised against tne Civil Accountani* 
General by the C.D.A. (O.Rs.) wno snail also atford credits to mm for the recoveries made 
on account of Provident Fund advances, etc. as noted on Last Fay Ceruxicate.

(v) For purposes of determining whether civil pay and allowances are higher than military pay
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and allowances, the following elements shall be taken Into account from Civil and Military 
Pay Code :—

Civil Pay Code
Military Pay Code

For J.C.Os./O.Rs., etc. For Officers

Pay other than special pay, as defined in 
F.R. 9 (21) (a) and dearness allowance.
This includes officiating pay (other than 
short-term officiating pay) provided that 
the officiating appointments so held was 
not in a tenure post and it is certified by 
the appointing authority that but for the 
military duty the Government servant 
concerned would have continued to hold 
the officiating appointment

Special pay granted in lieu of a separate 
higher scale of pay and special pays drawn 
in non-tenure appointments for specific 
additions to duty or arduousness of work 
subject to the conditions mentioned below, 
will also be taken into account :—

(i) It must be certified that but for his 
military service, the Government 
servant would have continued to draw 
the special pay

(ii) Such special pay will be reckoned so 
long as the Government servant 
would have drawn the special pay

(iii) Such Special pay will be computed in 
the nature of personal pay to be 
absorbed in future increases in pay 
on the civil side

Pay including Rank Pay, 
Badge Pay, G.S. Pay,
Good Conduct Pay, length 
of service increments, special 

pay, and dearness allowance

Pay including Acting rank 
Pay K.N.A., S.D.A. and 
and Dearness Allowance

Nate.—^The above is in supersession of all earlier, decisions including orders continued in Ministry 
of Home Affairs, Office M emorandum No. 47/13/62 Ests. (A), dated 22nd October, 1962.

(vi) All local and compensatory allowances shall be regulated in accordance with the provisions 
of the Military Pay Code applicable at the place of posting, hazard pay, high altitude allowances, 
field area concession and other benefits peculiar to military service shall be payable separately 
in accordance with military rules.

(vii) The Civil Administrative Officer in the case of the non-Gazetted personnel, and Civil Accounts 
Officer in the case of the Gazetted personnel, shall communicate to the Controller of Defence 
Accounts (Officers) in the case of personnel selected for Emergency Commissions and to the 
Commandants of Regimental Centres in the case of personnel selected for J.C.Os./O.Rs., 
appointments, all office orders and administrative decisions including those relating to pro 
forma promotion under the ‘Next below Rule’ which might have a bearing on the pay and 
allowances of the individuals. AH increments including crossing of efficiency bars in the 
civil scales for these personnel shall continue to be granted as a matter of course, unless a report 
from the military authorities is received indicating any punishment having the cffect of 
stoppage of increments or pay and allowances.

(viii) As permitted by the Ministry of Home Affairs Office Memorandum No. F.35/1/62, Estt. (B), 
dated the December, 1962, regarding Provident Fund (Copy at Annexure HI) the Civil 
Government servant will continue as member of the Provident Fund to which he was sub
scribing before taking over Military duties. Contribution to the fund will be deducted by 
the Military authorities and credits for recoveries made will be afforded by the Civil accounts 
authorities concerned for adjustment in their books (In the case of class IV Government 
servants an intimation in respect of the credits will also have to be sent to the parent office).



tn  case any Government servant was not a subscriber of any Provident Fund before transfer 
to Military duty, he shall be called upon to become a member of the D.S.O.P./A.F.P.P. Fund 
after completion of one year’s continuous service from the date of his appointment on the 
civil side. In the case, the accounts of the officer will be maintained directly by the Military 
authorities any advance to be drawn from the Provident Fund shall be sanctioned by the 
competent Military authorities in consultation with the authorities controlling the Provident
Fund concerned and necessary debits will be raised or credits given to the Civil Accounts
authorities for the payments and recoveries made, intimation being sent to the parent office 
in the case of class IV Government servants.

3. These instructions will be applicable mutatis mutandis to Civil Government servants who are
permitted to take up service in the Navy and the Air Force.

4. These instructions will also be applicable mutatis mutandis to employees of such Semi-Govern
ment organisations Public undertakings. State Governments etc. who have extended the provisions of the 
Ministry of Home Affairs Office Memorandum referred to in para 1 above, to their employees.

5. This Office Memorandum issues with the concurrence of the Ministries of Finance and Home
Affairs.

6. In so far as the personnel serving in the Indian Audit and Accounts Department are concerned,
th«se orders have been issued after consultation with the Comptroller Auditor-General of India.



Copy of Government of India, Ministry^of Home Affairs Office Memorandum No. 35/1/62 Ests (B), dated 
the 4th December, 1962, regarding lien of civil Government servants who are permitted to take up Military

service during the present emergency.

The undrsigned is directed to say that it has been decided that all permanent civil Government 
servants, who are permitted to take up military service during the present emergency should be allowed to  
retain liens on their civil posts during the period of their absence on military service to enable to return to  
their civil posts on release from military service.

2. Under the Fundamental Rules a lien on the post tepmporarly held by civil Government servant 
cannot be granted. It has been decided that temporary civil Government servants who are permitted to  
take up military service should, if they so apply, be permitted to return to their civil posts on release from 
military service, provided those posts are still in existence at that time and the service rendered is “approved” 
military service.

3. It has further been decided in consultation with the Ministry of Finance that in the case o f 
civil Government servants who are permitted to take up military service during the present emergency, 
the period of their military service shall be treated as service outside the ordinary line for the purpose o f 
the proviso to F.R. 30 (1), as a result of which they will be entitled to pro forma promotion in their present 
department under the next below rule and also to seniority in higher posts to which they would otherwise 
have been entitled, if they had not proceeded on military service.

4. In so far as the personnel serving in the Indian Audit and Accounts Department are concerned, 
these orders liave been issued after consultation with the Comptroller and Auditor-General of India.

ANNEXURE U

To Ministry o f Defence Memorandum No. \l4l63jD {Pay/Services), dated the 20th March, 1963.

Copy of Government of India, Ministry of Home Affairs Office Mzmarandum No. 35/1/62-Ests (B), dated 
the 4th December, 1962, regarding pay of civil Government servants who are permitted to take up military

service during the present emergency.

The undersigned is directed to say that it as has been decided on consultation with the Ministry of 
Finance and the Ministry of Defence that Civil Government servants who are permitted to take up military 
service during the present emergency, shall be entitled to draw during military service, the civil rates of pay 
and allowances which would have been admissible to them from time to time if they had not proceeded on 
military service, or the military rates of pay and allowances, whichever are higher. In the case of civil 
Government servants who take up military service as J.C.Os./Other Ranks, the civil rates of pay and al
lowances which would have been admissible to them from time to time shall, however, be reduced by Rs 25 
per mensem on account of free rations.

2. It has also been decided that where the civil rates of pay and allowances are admissible the 
diiference between these rates and the military rates will be paid by the Defence authorities and a debit 
thereof will subsequently be raised against the Civil Department concerned.

3. In so far as the personnel serving in the Indian Audit and Accounts Department are concerned 
these orders have been issued after consultation with the Comptroller and Auditor-General of In dia.

a n n e x u r e

To Ministry o f  Defence Office Memorandum No. 1/4/63 D (Pay I Services), dated the 20th March, 1^63



ANNEXURE UI

Copy of Government of India, Ministry of Home Affairs Office Memorandum No. F.35/l/62-£sts (B), dated 
the 4th December, 1962, regarding terms in the matter of Provident Fund of Civil Government servants 

who take up military service during the present emergency.

The undersigned is directed to say that it has been decided that Civil Government servants who 
take up military service during the present emergency shall, while so employed and subject to the conditions, 
stated below, retain their right or liability, as the case may be, of subscribing in accordance with the rules 
o f  the fund concerned, to'any_ Provident Fund of which he is a member.

2. While in military service, subscriptions to the Provident Funds and the Government contribution 
towards the Account of a subscriber to the Contributory Provident Fund (India) will be calculated on the 
basis of the Government servants’ emoluments (as defined in the rules of the different funds concerned). 
The Government contribution, where payable, towards the Provident Fund Account of a subscriber during 
tihe period of military service will form a charge against the Defence Services Estimates. Those estimates 
will, howeyer, be entitled to a  refund of the w bole amount chargcd thereto on this account, or of a proportion 
thereof as the case may be in any individual case in which the whole of the Government contribution with 
interest thereon, or a fraction thereof, is withheld under Rule 26 the Contributory Provident Fund Rules 
(India).

3. The above orders do not apply to—

(i) persons in Railway Service who take up military service ;

(ii) persons in other civil employ on contract who are so transferred to military service during 
the currency of their contracts ; and

(iii) persons borne on the reserve of the Indian Forces who are called up for service in those 
Forces.

4. In so far as the personnel serving in the Indian Audit and Accounts Department are concerned 
these orders have been issued after consultation with the Comptroller apd Auditor-General of India,
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To

From

1. All Heads of Departments/Commissioners of Divisions/District and Sessions Judges/Deputy 
Commissioners and Sub-Divisional Officers (Civil) in the Punjab.

400

No. 14312-4GS-63/35933

The Planning Commissioner and Additional Chief Secretary to Govt, of Punjab.

2. The Registrar, Punjab High Court, Chandigarh.

Dated, Chandigarh, the 23rd September, 1963.

Subject :—Relieving of Civilian employees for joining military.

Sir,

1 am directed to refer you to the instructions contained in Punjab Govt, circular letter No, 83:72- 
4GS-63/22333, dated the 12th June, 1963, to the effect that no delay should be aJlowed to occur in releasing 
Government employee's for joining the Armed Forces and to say that these instrutfions also apply in ^ s e s  
in which the Govt, employees have executed bonds requiring them to serve Government for a certain peWod 
of time. They should, therefore, be released notwithstanding the bonds entered into by them and further 
more military service should be taken to count towards the satisfaction of the bonds which shoufd be regarded 
as discharged as soon as military service equal to the remaining period of the bonds has been completed.

2. The concurrence of the Finance Department has been obtained—vide their U.O.No. 10727/ 
11013—5FRI1-63, dated the 13th September, 1963.

Yours faithfully,
M. SETH

Deputy Secretary, General Administration, 
for Planning Commissioner and Additional Chief Secretary to

Govt., Punjab.

A copy is forwarded for information and necessary action

All Financial Commissioners/Administrative Secretaries/Secretaries/Private Secretaries/Personal 
Asstt. to the Chief Minister/Ministers/Chief Parliamentary Secretary to Govt. Punjab,



The Chief Secretary to Govcr*mc«t, Puijab.

40J

No, 3068-4GSI-64/10930

Fr»m

r»

All Heads of Departments, Commissioners of Bivisions, Bistrict aud Sessions Judges, Deputy 
Commissioners and Sub-Divisional Officers (Civil) in the Punjab.

Dated, Chandigarh, the 6th April, 1964 

Subject .’—Concessions to ciTilian employees and others who join military s*rriee during the Emergency.

Sir,

T am directed to say that with a view to encouragiiig engineering students to v«lunteer for Short 
Service Regular Co/nmissions, it has been decided that pre-linal and fmal year students of the Eneginering 
Colleges in the Punjab should be appointed as Temporary Assistant Engineers in the relevant branches of 
the State Public Works Department from the dates of the grant of Provisional Short Service Regular Com
missions to them, and they should be deemed to have been seconded to military duty from the said dates. 
Special posts should be created for this purpose if sufficient vacancies are not available for the appointtnent 
of such persons as Temporary Assistant Engineers within the sanctioned cadres of the various branches of 
the Department. Where such candidates have been appointed against the vacancies within the cadre, 
the Administrative Department will be competent to create a comparable number of posts for making, purely 
temporary appointmetits them Qu their re lem  from railvtaTy ^;ervice, these i»rsons will be absorbed
in the posts on which they have originally been appointed and the officials temporarily appoinfcd against 
these posts will be liable to reversion or discharge,

2. In case the Provisional Shor Sevrice Regular Conmiission is terminated for reasons to (i) failure 
to diualify at the degree or diploma examination, (ii) lack of medical fitness (iii)failure to ioin the pre-Comnais- 
sion training at the Indian Military Academj' or to complete it successfully,the appoinira:nt as Temporary 
Assistant Engineer will be liable to termination from the date of termination of the Provisional Short Service 
Re gular Commission and no benefit will be allowed for the period that their lien with the State Government 
was retained. Moreover, in the event of the extension of the Provisional Short Sei vice Regular Commission 
for any period without pay, the civil rates of pay and allowances in the post of Temporary Assistant Engineers 
will not be admissible.

3. According to the existing service rules of P.S E., Class II a t andiadale is eligible for app')intineut 
as Temporary ^ssistant Engineer only if he posses a degree in civil, mechanical or electrical engineering, 
bu t this qualification will be deemed to have been relaxed in favour of persons appointed as I'einporary 
Assistant Engineers on the grant of Piovisional Short Service Regular Commission, in order, however, to 
ensure that the persons who have already joined the armed service in the Corps of Engineer, Signals and 
F.leictrical and Mechanical Engineers after obtaining degree from engineering cilbges in the State are not, 
placed at a disadvantage viz-vi? pre-llnal and final year students it has been decided that such persons, on 
their release from military service should be absorbed against the reserved vacancies in the en^in^ring 
service in the relevant branches of the State Public Works Department and should have priority in absorption 
over the persons who joined while stil! pre-fmal and final year students.

4. It has also been decided to extend similar concessions to medical studftnti of the medical in
stitutions in the Punjab. Instructions in that rcspect will be issued sep.irately.

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

Yours faithfully.

M. Seth
Deputy Secretary, General Administration, 

r®r Chief Secretary to Government Haryan^.



Subject :—Conces(d(Nis to dvIMan employees and others who join military service during the Emergency.

I am directed to invite your attention to Punjab Government circular letter No. 7477-4GS-63/24400, 
dated the 8th July, 1963 on the subject noted above, and point out that since its issue a number of further 
instructions have been sent to you. It has, therefore, been considered desirable to issue a consolidated 
circular embodying all the existing instructions on the subject as also the provision of the Punjab National 
Emergency (Concession) Rules, 1965.

2. Definition.—For the purposes of these instructions the expression ‘Military service’ means, as 
given in rule 2 of the Punjab National Emergency (Concession) Rules, 1965, enrolled or commissioned service 
in any of the three wings of the Indian Armed Forces (including service as a warrant officer) rendered by a 
person during the period of operation of the Proclamation of Emergency made by the President under Article 
352 of the Constitution of India on the 26th October, 1962, or such other service as may hereafter be declared 
specifically as military service for the purpose of these instructions. Any period of military training followed 
by military service shall also be reckoned as military service.

3. Relieving o f  civilian employees joining the Armed forces.—(i) In relaxation of the existing ins
tructions persons selected for the Armed Forces shall be relieved immediately without any requirement o f 
giving one month’s notice or depositing of one month’s pay in lieu thereof.

No. 860-7G5-63/2576, dated the 19th January, 1963.

(ii) A candidate, who having been liyen a stipend after entering intt> an agreement that he would 
on the completion o f his training or on passing the prescribed test or examination and on demand by the 
Government serve under them for a prescribed period, leaves the trainingservice in the course of his training 
service, is discharged or dismissed from training/service for misconduct, is required to pay a specified amount 
o f damages to the Government. However, if such a candidate is selected for military service he shall be 
relieved, for joining such service, without being required to refund any money or pay any damages in terms 
of the agreement

No. 13257-4G5''63/34397, tlated \6th September, [963.

(iii) Government employees who have executed bonds requiring them to serve Government for a 
certain period of time shall on being selected for Military service, be released forthwith notwithstanding the 
bonds entered into by them and further, military service shall be taken to count towards the satisfaction of 
the bonds, which shall be regarded as discharged as soon as military service equal to the remaining period 
of the bond has been completed.

No. I4312-4GS-63/35932, dated 23rd September, 1963.

4. Treatment o f transit period in the case o f Civil Government Employees permitted to take up 
Militay Service.—(i) In the case of civil Government employees, who are permitted to take up military 
service, the period between the date of their release from civil posts and the date on which they report them
selves for training/duty to the military authorities shall be treated as duty in their civil posts, during which 
they should be entitled to civil rates of pay and allowance.

No. 7477-4(75'-63/24400, dated Sth July. 1963.

(ii) The tiansit period will not be treated as duty if the Government employees avails himself of 
the leave during the period and he will be allowed to draw only the civil leave salary of this period. The 
transit period shall not in any case exceed the joining time admissible under the rules applicable to the 
civil Government employee concerned.

(lii) The disbursement of pay and allowances to the perosns concerned for such period will be 
made by the Defence authorities and necessary debits in respect thereof will be raised subsequently against 
the civnl department concerned.

(iv) Sjmilarly, at the time of release of the persons concerned from military service, the period 
betw een the date of their release and the date of which they report for duty in their parent dvil department 
shall be treated as duty in civil posts to which they may be appointed on such reversion and they will be 
allowed to draw pay and allowances of those posts during that period.

5. Period o f  Military training-^How it is to be treated— The successful period of military

Copy of Punjab Government Circnlar letter No. 88-4GSI-66/9554, dated 21st April, 1966 from the Chief
Secretary to Govenunent, Punjab to all Heads of Departments, etc., etc.



k-«i«ing followed by military service will be reckoned as approved military ••rvic# for all purpot#*. -

No. 7477-4GS-63/24400, dated Sth July, 1963

(ii) If any State Government employee who is a candidate for Emergency Commission withdraws, 
except for reasons beyond his control, from the training or fails to accept Commission when offered on the 
completion of the training, he will be liable to refund the cost of tution, food and clothing and pay and 
allowances, as may be decided upon by the Government of India. Besides, in the case of permanent State 
Government employee the entire period of absence from the civil employment on this account shall be treated 
as leave without pay and in the case of a temporary State Government employees he shall not be taken 
back in civil employment.

(iii) During the period of military training the State Government employees will continue to receive 
pay and allowances of the posts which they were holding before being released for such training irrespective 
of whether or not a lien is retained on that post. In addition they will be entitled to benefits of increments 
and promotion which may become due during this period.

6. Maximum age-limit and minimum qualifications,~{}) According to rule 3 of the Punjab Govern
ment National Emergency (Concessions) Rules, 1965 ; (a) The maximum age-limit prescribed for appointment 
to any service or post shall be relaxed in favour of a person who has rendered military service to the extent 
of his military service, provided he produces a certificate from the competent authority that he had rendered 
continuous military service for a period of not less than six months and was discharged because of demobilisa
tion or reduction not more than three yearspri or to the date of his registration at an employment exchange 
of the date of his application for employment under the Government.

(ii) A. person who has becomt disabled while in mililavy service shall also be entitled to exclude 
from his age the period from the date he was disabled up to the date of his application for appointment 
to any service or post under the Government or till the end of the present emergency, which ever is shorter.

(iii) In case a person who has rendered military service does not possess the minimum qualifications 
prescribed for any service or post, he shall be deemed to possess these qualifications if the appointing authority 
certifies that such a person has acquired by experience or otherwise qualifications equivalent to those prescribed 
for that service or post.

(iv) Whenever it is felt that retired defence personnel would prove useful, army experience should 
be prescribed as a special qualification while sending requisition to the Punjab Public Service Commissi9n 
or the Subordinate Services Selection Board.

No. 9364^4G5-65/34804, dated 19r/i October, 1965

7. Pay and iUowances.- (i) The State Governiueut employees who are permitted to join Military 
service will be entitled to draw during the military service, the civil rates of pay and allowances admissible 
to them from time to time, or military rates of pay and allowances, whichever are higher. In tlie case of 
those joining as J.C.Os/Other Ranks, however, the civil rates of pay and allowances which would have been 
admissible to them from time to time, will be reduced by Rs 25 per mensem on account of free rations.

No. 7477-4(r’S-63/2440(), dated Bth July, 1963.

(ii) Comparable civil posts will automatically stand created in the respective departments for such 
periods for which a part or whole of the expenditure on pay and allowances is borne by the State Government 
in respect of State Government employees who are on military service or under military training.

No. 7477-46'5’-6.3/24400, dated 8th July, 1963.

(iii) Payment of salaries, etc., to Civilian Government employees who have joined the arniy 
during the present emergency shall be made through Money Order at Government expense in relaxation 
of Rule 2.24 of P.F R. Volume, I

{No. 4322-4GS-64/2984, dated 29th April, 1964

(iv) Civil Government employees who on reversion from Military service are promoted to higher 
posts in their parent department/office with retrospective effect from earlier dates will be eligible for the 
difference between the civil pay and allowances and the military pay and allowances, where the former 
are higher, as a result of such promotion and also for the arrears of pay and allowances for the peioid 
intervening between their reversion from military service and actual promotion in their parent departrrtent/
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ofeee provided that all the conditions prrcedent to the grant of benefit un^er the next below rule are fulfeileii 
to the extent necessary.

Â o. mH-AGSl-65132592, dated bth October, 1965.

8. Reservation o f posts.—(I) As from 25th Februiiry, 1963, the date of the issue of the original 
lostructions, no direct recruitment on a substantive basis, will be made to any service/ post, except the engi
neering and the medical serv ices, under the Pun jab Government except with the sanction of the Government 
and for special reasons to be recorded by the Administative Department concerned. This restriction 
will cover all substantive posts becoming available during the period from the 25th February, 1963 to  the 
5th April, 1964 iis also 20 percent of the permanent vacancies becoming available from the 6th April,
1964, except in the engineering and medical services in which case the reservation would be to the extent 
of 50 per »ent. Recruitment made on temporary basis during this period will not entitle any employee 
to being made permanent in preferonce to those who have joined military service. Recraitment to  the 
Punjab Civil Services will not, however, be affected.

No. 1922-//-4(7S-63/7798, dated 25th Feb., 1963. No. 7477-4G'.S'-63/24400, dated Mr July, 1963. 
N«. 96Sl-4C/^7-65/34691, dated \')th Oct.. 1965.

(2) Government employees who join military service during the present emergency should on their 
return be absorbed in posts for which they possess the necctsary t}ualifications . If the vacancies wkiek 
kave either been reserved for them or have not been filled on a substantive basis, arc not sufficisnt t® absorb 
tkcm the requisite number of suitable additional posts should be created for that putpose.

No. 3068-4C;,S'7-64/10930, dated 6th April, 1964.

9. Counting o f Military service fo r  seniority, prortiotion, increment, leave and pension.—The period
spent on approved miUtary service shall count for seniority, promotion, increment, leave (subject to tke 
procedure m paragraph 12) and pension in the civil appointment). Th* employees concern^ will be 
entitled to proforma promotion in their parent departments under the ‘next below’ rule and also to seniority
i i  higher posts to which they would otherwise have been entitled if they had not proceeded on militiwy
service.

No. 7477-4(7.S'-63/24400, tlated m  ,/uly, J963.

10. Promotion, (i) Where promotion is to be made on the basis of seniority-cum-fitness or
selection on merit, the case o f a civil Government employees should be considered in his turn. For this 
p'urpose unless the military authorities have specifically, intimated anything against the civilian employee, 
it should be presumed that they have nothing adverse to report.

No. 8848-4C5/-65/3259, dated 6th Oct., 1965. No. 8848-46\S/-65/41890, dated 3rd January, 1966.

(ii) This procedure will also apply to cases where passing of any departmental examinatioa(s) 
is a Condition precedent to promotion to the grade concerned and a civil Government employee had passed 
such examination(s) before proceeding on military service.

(iii) In tlie cases referred to at (i) and (ii) above, if the decision to promote a civil Governmcat 
employee in his turn cannot be taken up at the appropriate time and an assessment of his performance 
after reversion to the parent department/office is considered necessary for the purpose, he should be allowed 
/ire/o/7Ma promotion on reversion from military service. If  he is adjudged fit for promotion within one 
year of such reversion, then he should be promoted to the ^ a d e  concerned from the date he would 
have been so promoted in his turn had he not proceeded on military service. To provide for such 
promotion, a sufficient number of persons promoted to that grade should be kept on an officiating basis if 
necessary, so that they could be reverted in the event of promotion of the persons returning from military 
service.

(iv) In eases where the mssing of any departmental examinatiou(s) is a condition precedent for a 
particular promotion/increment, a civil Government employee who had not already passed such examina- 
l'ion(s) befcre taking up military service, should stand exempted from passing such a test for the period 
of the Military Service and for such period thereafter as would normally have been allowed to hiia t« 
pass such as test but for proceeding on mihtary service provided that if a similar test has been^passed by k in  
while on military service, he will be exempted altogether from passing such a test.

(v) In cases where civil Government emxloyees are eligible for promotion in their parent departimsat/ 
office through competitive examinations, which are limited to department candidates only, a eivil ©avera- 
mcnt employee who was eligible to take such an examination while away on military service sh»uld be allowed
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on Ws reversion to the parent department/office as many chances to compete at sueh an examination 
W'euld have beon available to him but f«r his joiniog military servioe aail giveE th t iMcssftry a f t  a iil le i j th  
• f  service relaxations for this purpose.

If  he competes successfully at the rirst/second/third, etc., available opportunities he should be 
d«emed to have passed the examination at the first/second/third, etc., occassion he would have appeared 
had he not joined military service, should be assigned rank at the bottom of the corresponding Select List 
and  should be promoted retrospectively with effect from the date from which he would have been promoted 
on  the basis of such rank.

For the purpose of reckoning available opportunity an examination notified within three months 
from the date of joining the civil post by the Government employee after return from military service may 
be ignored unless he actually appears at it.

Where the names of two or more Civil Government employees are so added to the same Select 
I-ist, their inter se ranking will be in the order of their merit as the competitive examination if they are selected 
for inclusion in the Select List on the result of the same competitive examination. If, however, names of 
two or more civil, Government employees are added to the same Select List on the basis of different examina
tions, their inter se ranking will be determined by the Government in consultation with the Punjab Public 
Service Commission.

Note.—Where promotion is to be made with the approval of the Punjab Public Service Commission 
under the relevant rules, it would be obtained before a civil Government employees who is 
covered by these orders, is promoted.

II. Probation and confirmation.—(i) Temporary/officiating civil Government employees would 
he elifible for confirmation in their civil posts, while they are away on military service.

No. m ^-4GSl-65f(lated m  Oct., 1965.

(ii) In cases where passing of any departmental examination(s) is not a condition(s) precedent to 
co«irm ation in the civil post, a civil Government employee should be considered for confirmation in his 
turn. For this purpose, unless the military authorities have specifically intimated anything against the 
civ ihan employee it should be presumed that they have nothing adverse to report.

No. m S l-4 G S r -6 5 l\m , dated i m  Jun., 1966.

(iii) Where the decision to confirm a civil Government employee in his turn, during his absence 
military service, cannot be taken at the appropriate time and an assessment of his performance after

his reversion to the parent department/office is considered necessary for the puipose, a permanent vacancy 
in the grade concerned should be kept reserved for him. On reversion from military service, if he is 
adjudged fit for confirmation, within one year from such reversion, then he should be confirmed in that 
vacancy from the date he would have been so confirmed in his turn, if he had not proceeded on military 
service.

(iv) The procedure set out at (ii) and (iii) above will also apply to cases where passing o f any 
departmental examination(s) is a condition precedent to confirmation and the Government employee 
concerned had already passed such examination(s) before joining military service.

(v) In cases where passing of any departmental examination(s) is a condition precedent to confir- 
raation, a civil Government employee, who had not already passed the prescribed examination(s) before 
taking up military service should not be confirmed in the civil post while he is away on military service. 
In order to  safequard his interest, a permanent vacancy in the grade concerned should be kept reserved 
for him on reversion from military service he should be required to pass the prescribed examination(s) 
for this purpose he should be allowed to take as many chances as he might have missed because o f 
joining military service. If he passes the examination(s) within those chances and he is otherwise eligible, 
and  is considered fit for confirmation then he should be confirmed in the civil post from the date he 
would have been so confirmed if he had passed the examination(s)in corresponding chance but for his taking 
up military services.

(.vi) The above procedure will apply also to persons recruited on probation against permanent 
civil posts or who are appointed to officiate in higher posts ‘on trial’ and are permitted to take up military 

, servicc during their probationary/'trial’ period.

Not4i.—Where confirmation is to be made with the approval of the Punjab Public Service Com-



ftiission under the relevant rules. It should be obtained before a civil Government empioyee 
who is covored by these orders is confirmed. ^

(vii) The period of military service in any rank will be treated as period spent on deputation on
•  corresponding post for being counted towards the period of probation Fixed under the departmental 
service rules.

No. 7477-4GS-63/24400, dated %ih July, 1963.

12. Leave and leave salary.—Permanent State Government employees who are permitted 
to take up military service during the present Emergency, will be allowed to earn leave during the
military service according to the civil leave rules applicable to them at the time of their transfer 
to military service. Temporary State Government employees will during military service be gover
ned by the military rules in all respects. This would be subject to the following conditions

No. 7477-4G’S-63/24400, dated %th July, 1963.

(1) The permanent civil Government servants, who remain subject to the civil
leave rules will be granted leave during the period of their military service under 
the leave rules of the Armed Forces. The leave so granted will also be subject to 
the conditions and limits laid down in the leave rules of the Armed Forces.

No. 7477-4G^'-63/24400, dated M i July, 1963

(2) The balance of leave in the civil leave account at the time of their transfer to mili
tary service will be frozen.

(3) (i) The leave actually taken during military service will be adjusted in the civil leave
account only at the end of military service and in the manner indicated below :—

(a) Annual leave against earned leave;

(b) Sick leave on full pay as commuted leave against half pay leave;

(c) Furlough on half pay/sick leave on half pay against half pay leave.

(ii) The amount of leave actually taken by such persons while in military service shall
be deducted from their civil leave accounts.' Any case of excess consumption of
leave during Military service shall be condoned but if the leave taken during military 
service is less than the leave earned during that service according to the civil leave
rules the balance will be credited to their civil leave accounts.

(iii) Accordingly, the leave at credit in the frozen leave account will not be operated
on for any purpose during military service.

(iv) The balance of leave earned during military service remaining at the credit o f a
Government servant on the date of his reversion after adjustment of leave availed 
of during that service as at sub-para (i) above, will be credited to his frozen leave 
account to the extent that the total of leave at credit in the forzen leave accoynt 
together with the balance of leave added under this clause does not exceed the 
limits upto which leave can be accumulated under the leave rules applicable to  the 
Government servant.

(v) As the Civil Government servants will be granted leave under the leave rules of 
Armed Forces during the period of military service they will not be granted special 
disability leave under the civil leave rules,

(4)(i) A permanent civil Government servant who takes leave during the period of
Military service, will be entitled to leave salary under the leave rules of the Armed
Forces. If  a Government servant is in receipt of Civil rates of pay the leave salary 
under the leave rules of the Armed Forces will be calculated with reference to  the 
civil pay only,

(ii) The leave salary in respect of the leave availed of during military service will be 
paid by the Defence authorities. The leave salary in respect o f the leave earned 
during military service will, if such leave is availed of after reversion to the civil 
department, be the liability of the civil department concerned.
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(5) The leave accounts of temporary Government servants who will be governed fully
by the leave rules of the Armed Forces during the period of military service, will 
also be frozen. They will neither earn any leave under the civil leave rules during 
the period of military service nor will they be allowed any pecuniary benefit in

' respect of the leave at their credit on the date of transfer to military service. The
leave at their credit in the frozen leave account will, however, be carried forward 
and made available to them on their reversion to  the civil departments.

(6) Quasi-permanent Government servants will be treated on par with temporary Govern
ment servants in the matter of leave on their transfer to military service.

The leave salary will not be paid by the Defence Department in respect of the Civil Govern
ment servants transferred to military service during the present emergency, but leave salary in res
pect of leave actually taken while in military service will be paid from Defence Estimates. Simi-
larly, pensionary charges of the Civil Government servants need not also be allocated between the 
civil and defence departments and the liability for pension of the Government employees in ques
tion relatable to the period of military service during the present emergency will be borne by the
Civil Department.

No. 8498-4G\S'-64/31056, dated Btli September, 1964.

13. Lien.—(1) State Government employees who are permitted to join military scrvice 
during the Emergency will be seconded for military duty. Liens will be retained on the posts held 
substantively.

Nq. WMG&(slpAm, dated m  My, \%?>.

(2) If a person is successful in a competitive test for a service/post, but has already taken 
up military service before the result is announced, his appointment will be made to the service/post 
concerned and he will be considered as having been seconded for military duty, with cft'cct from 
the date of such appointment.

No. 74V-4GS-(^m4400, dated m  July, 1963.

14. Provident Fund.—State Cjovermnent employees who proceed on military duty will re
tain their right of liability, as the case may he, of subscribing in accordance with the rules of the 
Fund concerned, to any Pnjvident Fund of which they are members. In case, however, a State 
Government employee was not a subscriber to any Provident Fund before transfer to military duty, 
he will be called upon to become a member of the D.S.O.P. A.F.P.P. Fund after completion of 
one year’s continuous service from the date of liis appointment on the civil side.

15. A c c o m m o d a t i o n . Government employees who are permitted to join military ser
vice will be allowed to retain, for their families, the Government residential accommodation allotted 
to them on payment of rent at 10 percent of their pay on civil posts.

No. 7477-4G5-63/24400, dated 8//; July, 1963.

16. Temporary Government Employees.— Tcmp.^raty State Government employees, who
alter release from military service are absorbed in the post from which they proceeded on military
service or are appointed to posts with equivnl’nt or similar grades, will be treated in the same 
maimer as permanent Stale Government employees in respect of pay, seniority and pension on 
their return, irrespective of whether or not the d ist on which they were working at the time of
their joining the military service continued t j  remain in existence during the period of their military
service. Temporary State Government employees who do not return to the same post or to a post 
in an equivalent or similar grade shall be treated as if he did not hold any post under the Govern-

Kment prior to his joining military service.

No. 7477-46'S-63/24400, dated m  July, 1963.

17. Concessions admissible to the Family members o f serving, disabled or killed military Personnel.--
The families of all State Government employees on military service will be entitled to medical feci-
lities on the same footing as families of officers who continue in comparable civil posts.

No. 7477-4GS-63/24400, dated Mi July, 1963.

In relaxation yf the instructions on the subject the maximum age for entry into Qoverti*
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mcnt service in the case of the wives of serving military personnel shall be 45 years provided they
*re otherwise eligible for the posts in question.

Ne. 19982-3G5'-62/45960, dated 21th December, 1962.

The maximum age for entry into Government service in the case of widows of military
personnel who arc killed and in the case of wives of those who are disabled while in military service 
shall be 45 years; provided they are otherwise eligible for the posts in question.

No. 15717-4G5-63/47723, dated 3 b / December, 1963,

Widows of deceased servicemen and wives of those who become disabled will be coasi-
dcred sympathetically for civil employment; provided they fulfil the minimum qualifications pros
cribed for the service/post applied for by them.

- No. 7477-4G5'-63/24400, dated %th July, 1963.

Children of deceased/disabled servicemen will be considered sympathetically for civil
employment if they fulfil the qualification of the service/post applied for by them.

18. Special provision for Engineering and Medical Students.—^With a view to encouraging 
engineering students to volunteer for Short Service Regular Commissions, it has been decided that 
pre-final and final year students of the Engineering Colleges in the Punjab shall be appointed as 
Temporary Assistant Engineers in the relevant branches of the State Public Works Department 
from the dates of the grant o f  Provisional Short Service Regular Commissions to them, and they 
should be deemed to have been seconded to military duty from the said dates. Special posts should 
be created for this purpose if sufiieient Vacancies are lAOt available for the appointment of such 
persons as Temporary Assistant Engineers within the sanctioned cadres of the various branches oi 
the Department. Where such candidates have been appointed against the vacancies within the 
cadre, the Administrative Department will be competent to create a comparable number of posts 
for making purely temporary appointments against them. On their release from military service, 
these persons will be absorbed in the posts on which they were originally appointed and the officials 
temporarily appointed against these posts will be liable to reversion or discharge.

No. 3068-4G5/-64/10932, dated 6th April, 1964.

In case the Provisional Short Service Regular Commission is terminated for reasons of
(i) failure to qualify at the degree or diploma examination; (ii) lack of medical fitness and (iii) 
failure to join the pre-Commission training at the Indian Military Academy or to complete it success
fully, the appointment as Temporary Assistant Engineer will be liable to termination from the date
of the termination of the Provisional Short Service Regular Commission and no benefit will be 
allowed for the period that their lien with the State Government was retained. Moreover, in the 
event of the extension of the Provisional Short Service Regular Commission for any period without 
pay, the civil rates of pay and allowances in the p o s t  of Temporary Assistant Engineers will not 
be admissible.

According to the existing service rules of the P.S.E. Class 11, a candidate is eligible for
appointment as Temporary Assistant Engineer only if he possesses a degree in civil, mechanical 
or electrical engineering, but this qualification will be deemed to have been relaxed in favour of persons 
appointed as Temporary Assistant Engineers on the grant of Provisional Short Service Regular
Commission. In order however to ensure that the persons who have already joined the armed
forces in the corps of Engineers, Signals and Electrical and Mechanical Engineers after obtaining
degrees from engineering colleges in the State are not placed at a dis-advantage vis-a-vis pre-final 
and final year students such persons, on their release from military service shall be absorbed against 
the reserved vacancies in the engineering service in the relevant branches of the State Pubhc Works 
Department and should have priority absorption over the persons who joined while still pre-final 
and final year students.

The concessions contained in this paragraph will also apply mutatis mutandis to medical
students of the medical institutions in Pimjab.

19. Ex-servicemen and members o f the Territorial Arm y.—(a) The maximum age-limits pres 
cribcd for civil employment under the Punjab State will be relaxed in their favour and the pOTod
of their approved mihtary service will be excluded in counting their age for this purpose provided 
that —

No. 7477-4G5-63/24400, date(i S(H July, 1963,
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(i) they produce a certificate from the military authorities that they had contiimous 
military service for a period not less than six months and were discharged becatis*
of demobilisation/reduction not more than three years prior to the date of their
registration at an Employment Exchange of the date of application for employ
ment under the State Government; and

(ii) they fulfil the qualifications other than those in respect of age prescribed for the
service/post applied for by them, save that if the competent authority certifies that 
a person who had rendered approved military service has acquired by experience
or otherwise qualifications equivalent to those prescribed for the service/post, it 
may in his case relax the minimum qualifications prescribed for such post-

(b) The period of approved military service will count for increments, senioiity and pen
sion in the civil employment as under ;—

(i) Increments :—The period a person has spent on approved military service after he
attained the minimum age for entry prescribed for the service/post to which he is
appointed will count for increments in the post to which he is appointed if such
appointment is so an incremental scale. Where no age is prescribed the minimum 
age will be as laid down in rules 3,9, 3.10 and 3. II of the Punjab Civil Services
Rules, Volume II,

This concession will, however, be admissible on first appointment and not on subsequent 
appointments which might follow resignation, etc., from the first appointment. In 
the case, however, of a person who joins a second or subsequent post on transfer
and who has not already availed of the concession, the concession will be admis
sible but only such benefit will be allowed to him huvebeen admissible
to him in the post to \\hich he was appointed first.

(ii) Seniority : An ex-servicemen who is appointed to .i civil service will be assigned
a place m the eadre of such ser\ict’ which will be fixed with due regard to his age
and the period allowed to be deducted under b(i) above and will, as nearly as
may be, correspond with the place which he would have been assigned if the
I mergency had not intervened and he had qualified in the normal way.

(iii) Pension : Approved militar) service will count towards pension only in the case of
appointment to a permanent civil post and siibject to the following conditions

(1) the ex-servicemen concerned should not have earned a pension under the military 
rules in respect of the service in question;

(2) in the case ot the service/posts in respect of which a minimum age is fixed for
recruitment, snilitary service rendered below that age will not be allowed to  count

for pension;
(3) the bonus or gratuity paid in respect of military si-rvice b> the del'encc authorities

will have to be rel'unded to the Stale (lovernmenl anti
(4) the break between the military service and the civil scrvice will he condoned

provided the break does not exceed one year. Ureaks exceeding one year and
not exceeding three years may also be condoned in exceptional canes under the 
ortlers of the Government.

20. Disiihlt'il f'\-senicetnen untlJiiniilics o f those l^illeil in Artioii. (d) In addition lo 19(a),
ex-sicrvicemen who become disabled while in military service will also be entitled to exclude froni
tlieiir age the period, from the time they were disabled up lo the date of their application for appoint
ment or until the end of the Fmergency, whichever is earher.

So. 7477-4(..V-6.V24400, clatecf Hth Julv, 1963.

(b) Disabled ex-servicemen are entitled to all the concessions which are admissible tn
e;i-&ervicemen in the matter of relaxation of Ihe minumtm qualfications prescribed for a service
or post and in other respects as set out iibove. Preference will be given to ex-servicemen on account
of their experience and training while in military service I'hiJ standards of physical fitnsss in the 
case o f disabled ex-servicemen in respect •!' posts in which the disability will not interfere in the 
discharge of the duties of the posts will be relaxed.

No. 16963-4C5-63/47725, dated 3lst Decetriber, 1963.
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21. The concessions contained in the foregoing paragraphs will not have the effect o f
reducing in extent the following concessions but where the two sets of concessions operate in the
same respect, the higher o f the two will be admissible ;—

No. 7477-4G5-63/24400, dated Zth July, 1963.

(i) the concessions given to ex-servicemen and their families by the Government of
India;

(ii) the concessions given to students, who join military service, by the Education Depart
ment and/or the Universities concerned; and

(iii) the concessions which may be allowed by different Departments to their employees 
proceeding on military service.

22. The procedure for adjustment of pay and provident fund on civil Government servants
who are permitted to take up military service during the present emergency will be as under :—

(i) The Defence authorities will while communicating the final selection to a Civil
Government servant, indicate the name and address o f the Military Unit/formation 
to  which details of pay and allowances, etc., of the Civil Government servants
should be communicated by the Civil Departments.

(ii) As soon as the Civil Government servant is struck off the civil posts, his Adminis
trative Officer (in the case of Non-Gazetted personnel) or the Accounts Officer (in
the ease of the Gaietted personnel)^ shall forward his last pay certificate and Gazette 
Notification or Office Order or Pt. II Order to the head of the Establishment to
which the individual is expected to report for training/service. In the case of the
personnel selected for grant of Emergency Commission, the Last Pay Certificate, 
has to be forwarded to the Commandant of the Officer’s Training School and in
case of personnel selected for J.C.Os/ORs’ appointments it has to be forwarded to
the Pay and Accounts Officer (Other Ranks) concerned through the Comandant 
of the Training Centre/Unit, Character Rolls or Service Book of the individuals
are not to be forwarded to the Military Departments,

The civil employer or the Accounts Officer (in the case of Gazetted personnel) con* 
cemed will endorse on the last pay certificate that the provisions of the Govern
ment of India, Office Memorandum No. 1/4/63/D (Pay/serviees), dated the 20th 
March, 1963 have been extended to their personnel.

No. 11028— 4 GSr— 65/41429, dated 1st January, 1966.

(iii) In the case of personnel selected for Emergency Commission, the Commandants of
the training Centres will pay during the training period, to the civil Government
servants net civil pay and allowances as are indicated in the Last Pay Certificates.
They will make a further deduction of Rs. 25 from the pay and allowance on account
of food expenses. Such payments during the training period will be a charge on the
Civil services Estimates, reduced by the amount of any training allowance admis
sible under the Defence Rules, Credits for the amounts deducted from pay on
account of Provident Fund, advances, etc., noted on Last Pay Certificate would,
however be afforded to the Civil Accountant-General concerned. After the com
pletion of training and on grant of Commissions, these documents of the individuals 
concerned will be forwarded to the Controller of Defence Accounts (Officers). From 
the date of grant of the Commission, the officer will start drawing military pay and 
allowance or civil pay and allowances, whichever are higher. The Controller of 
Defence Accounts(Officers) will raise debits against the Civil Accountant-General 
for the excess of civil pay and allowances over military pay and'allowance and 
afford credits to him for the recoveries made on account of Provident Fund ad
vances, etc., as noted on la s t  Pay Certificate.

(iv) In the case of J.C.Os./ORs. etc., the commandants of the Training Centre/Units 
. shall pay to the civil Government servants either the civil pay and allowances re
duced by Rs 25 or the military pay and allowances, whichever are higher. In case 
th e , redueed civil pay and allowances are higher, debit for the difference shall be 
raised against the Civil Accountant-General by the C.D.A. (O.Rs.) who shall also
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afford credits to him for the recoveriss made on account of Provident Fund a4- 
vances, etc., as noted on Last Pay Certificate.

Note :—Payment o civil pay and allowances made to the civil Government servants under sub
para (iii) or (iv) above will be recovered monthly or quarterly, as and when the
payments are made. The debits will be passed on by the C.D.A.(O) or C.D.A. 
(O.Rs.) as the case may be to the Civil Accountant-General concerned duly sup
ported also by statement showing the details of payment made and recoveries effec
ted during the pre-commission training period and the excess (if any) of civil pay 
and allowances over military pay and allowances/credits for the net amounts due/ 
payable on account of Provident Fud, etc

No. 11028-4C5'/-65/4]429, dated 1st January, 1966.

(v) For purposes of determining whether civil pay and allowances are higher than
military pay and allowances, the following elements shall be taken into account
from Civil and Military Pay Code

4 i i

Civil Pay Code
Military Pay Code

For J.C.Os/O.Rs. etc. For Officers

As far as State Government employees Fay including Rank Pay, Pay including Acting rank 
who proceed on military duty are Badge Pay, G.S. Pay, Pay K.N.A., S.D.A. and
concerned pay and allowances will Good Conduct Pay, Dearness Allowance
include all types of pays mentioned length of service incre-
ia  ruk 2.44 of the Punjab Civil ments, special pay and
Services Rules, Volume I, Part I dearness allowance
(including special pay on tenure 
posts)

(vi) All local and compensatory allowances shall be regulated in accordance with the 
provisions of the Military Pay Code applicable a t the place of posting. Hazard 
pay, high altitude allowances, field area concession and other benefits peculiar to 
n\ilitary service shall be payable separately in accordance with military rules.

(vii) The Civil Administrative Officer in the ease of the non-Gazetted personnel and 
Civil Accounts Officer in the case of the Gazetted personnel, shall communicate 
to the Controller of Defence Accounts (Officers) in the case of personnel selected 
for Emergency Commissions and to the Commandants of Regimental Centres in 
the case of personnel selected for ,1 CO./ORs., appointments, all office orders and 
administrative decisions including those relaing to pro forma promotion under the 
‘Next below Rule’ which might have a bearing on the pay and allowances of the 
individuals. All increments in the civil scales for these personnel shall continue 
to be granted as a matter o f course, unless a report from the military authorities 
is received indicating any punishments having the effect of stoppage of increments 
or pay and allowances. The crossing of the efficiency bar in the civil scale will not 
be allowed as a matter of course but on the basis of the up-to-date record of service.

(viii) The civil Government servant will coutinuc as member of the Provident Fund to 
which ' he was subscribing before taking over military duties. Contribution to 
the fund will be deducted by the Military authorities and credits for recoveries 
made will be afforded by the civil accounts authorities concerned for adjustment m 
their books. (In the case of class IV Government servants an intimation in res
pect of the credits will also have to be sent to the parent office). In cass any Govern
ment servant was not a subscriber of any Provident Fund before transfer to Mili
tary duty, he shall be called upon to become a m im bsr o f the D.S.O.P./A.F.P.P. 
Fund after completion of one year’s continuous service from the date of his appoiut- 
ment on the civil side.

23. Procedure for making entries regarding pay, allowances, etc., in the scrvioe bookK
aa d  leave accounts of Civilian Goverament employees permitted to  cake up military scrvice durin{
the present emergency would be as follows :—■

No. U028-4GS/-65/41429, dated b /  January, 1966.



(1) Entries in service hooks regarSng pay and allowances drawn in niiliiary service.—In accor
dance with para 22(vii) where Government employees are entitled to draw civil rates of pay and
allowances during military service, the entry regarding the grant of increments, including Crossing 
of efficiency bar shall be made by the civil authorities at appropriate time indicating that sanction
to the crossing of efficiency bar has been given where such efficiency bar is involved. Where Govcrn-
hient servants are allowed military rates of pay and allowances the entries shall be made by the 
civil authorities after obtaining necessary information from the military authorities.

(2) Fntries regarding leave availed of during military service— -

“As temporary and quasi-pcrmanent Government employees will be fully covered by 
the military leave rules during the military service and will not earn any leave under 
the civil leave rules, the question of making any entry in their civil leave account/ 
service book does not arise. In the case of permanent Government employees 
who earn leave under the civil leave rules during their military service and arc 
allowed lo carry forward the unavailed of leave on their reversion to civil Depart
ment, the entries in their civil leave account/service book shall be made by tb« 
civil authorities after their reversion to the civil appointment.”

(3) Recording of the certificate of venlication of service in the service books—

“ As the rccord of service of officers permitted to take up military service during the 
present emergency will be kept by the military authorities, in one form or the other 
and also their pay and allowances will be disbursed by them, there is no need o f
recording certificates of verification of servicc in the service books by the civil 
authorities concerned in respect of the period of military service. The necessary 
verilication for this period will be done by the military authorities. On reversion
of such officers to the civil appointments, a suitable note of this verification having
been done by the military authorities should, however, be recorded by the civil
authorities in the service book of the officer on the basis of the facts supplied by 
the military authorities. '
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Subject :—Concessions to civilian Government employees and others who join military service during 
the present Emergency.

I am directed to refer to the Punjab Government letter No. 88-4GSI-66/9554, dated the
25th April, 1966 on the subject noted above and to say that it has been decided to substitute para-
giraph 5(ii) thereof as follows :—

“ If any of the State Government employees, who are candidates for Emergency Com
missions, withdraws, except for reasons beyond his control, from the training or
fails to accept the Commission when offered on the completion of the training, 
he will be liable to refund the cost of tution, food and clothing and pay and allow
ances, as may be decided upon by the Government of India. However, the period
of absence from duty of civilian employees who opted for the grant of Emergency 
Commission, but were reverted back to their parent department without comple
ting the training or who were holding liens on their civil appointments and were 
sent back as a result of voluntary resignation or withdrawal will be treated as 
under :

(a) Leave with full or average pay, as the case may be, to the extent admissible in 
their civil posts, will be granted by their parent Departments for the period of
their absence viz. from the date of their departure from the training establish
ment concerned to the date of their reporting back to the civil department con
cerned.

(b) \n  cases where the period of absence given in para (a) above is not covered by 
the leave due; the same or the balance of the period, as applicable will be treated 
as Special Leave with full pay and allowances to be paid from the Defence 
Services Estimates.

These orders will have effect from the 14th January, 1963 and will cover cases arising up
to  and on the 26th November , 1965 only.

413

Cofiy Ofcolar letter No. 3590-4GSI-66/17115, dated the l?tli Jane, 1966 from the Chief Secreiary
ta G«rerniiient, Punjab to all Heads of Departments, etc., etc.

Cepy of letter No. 4544-4GS1-66/27171 dated Chandigarh the 10/1 Ith Oct. 1966, from the Chief 
Secretary to Govt. Punjab to All Heads of Department, etc., etc.

Siuhjett :—Concession to civilian employees and others who join military service during the Emergency.

I am directed to refer to Punjab Govt. Letter No. 88-4GSI-66/95541, dated the 21st April, 
on the subject noted above and to say that it has been decided to substitute paragraph 8, 

tkercof as follows :—

“ As from the 25th February 1963, the date of issue of the original instructions, 20% of the 
substantive posts becominjg available except in the Engineering and M edipl Scrvicej in 
which case the reservation is to the extent of 50%, shall be reserved for civilian Government 
employees and others who have joined military services during the present Emergency. 
The reserved vacancies shall not, however be carried forward for a period mote than four 
years. Recruitment made on temporary basis against those posts will no! entitle any 
employee to being made permanent in preference to those who have joined military 
servicc Recruitment to the Punjab C'ivil Services will not, however, be effected Government 
employees who join military servicc during the present Emergency should on the-ir return be 
absorbed in the posts or which they possess necessary qualification.
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Copy of letter No. 594^-6GS-67/694i, dated the 25th March, 1968 from the CUef Secretary to Government, 
Haryana to all Heads of Departments, Commissioner, Ambala Division and all Deputy Commissioneni 
and District and Sessions Judges in Haryana and The Registrar, Punjab and Haryana High Court, 
Chandigarh.

Subject .—Rehabilitation of Ex-Emergency Commissioned Officers and servicemen (who joined military service
during the Emergency)—Reservation of temporary posts and increase in reservation of permanent
posts. .

I am directed to refer to the instructions contained in composite Punjab Government letter l*̂ o.  ̂
4544-40SI-66/27171, dated the lO th/llth October, 1966 and to the earlier instructions on the subject 
noted above and to say that it has been decided that the concessions already allowed to ex-Emergency 
Commissioned Officers and servicemen should be extended in scope as indicated below :—

(a) The reservation in respect of direct recruitment to engineering and medical services should 
continue to remain at the existing level of 50 % but in all other services 30 % (instead of 20 %) 
of the permanent posts becoming available with effect from 1-12-1967 should be reserved 
for ex-Emergency Commissioned Officers and servicemen.

(b) As from 1-4-1967 reservation should also be made iu regard to temporary posts which are 
to be tilled by direct recruitment, the extent of reservation being the same as for permanent 
posts. The existing concessions in respect of age and qualifications allowed for filling the 
permanent vacancies will also be admissible in respect of temporary posts.

(c) Existing instructions provide for reservation only in respect of permanent vacancies, 
whereas the number of such vacancies under the State Government is very limited and in 
fact most of the posts are initially sanctioned as temporary and arc made permanent only 
subsequently after a number of years. Furthermore, in some service rules the extent of 
direct recruitment is not specified as such and the provision is that not less than a certain 
percentage of vacancies should be filled by promotion. The general tendency then is to 
fill most if not all the posts by promotion with the result that the number of posts available 
for direct recruitment and therefore for ex-servicemen becomes reduced. In order to avoid 
this difficulty the minimum percentage fixed for appointments by promotion should be 
utilised as such the reservation of 30% and 50% as indicated above, should be made in 
respect of all the remaining posts.

(d) Military service should be prescribed as a preferential qualifications for posts in the Policc 
and in the Home Guard and in other services, wherever possible.

2. It has also been decided that when the departments place requisitions for recruitnient to 
temporary and permanent posts with the Haryana Public Service Commission, they should specify in each 
case whether the posts is reserved for ex-Emergency Commissioned Officers and servicemen or not. Further
more, in order to indicate the position regarding the implementation o f these instructions, the Departments 
should send a monthly statement in the proformer enclosed to the Chief Secretary (in the Home Military 
Branch) by the 10th of the following month.

3. I am to request that the receipt of this letter may please be acknowledged and the instructions 
may be complied with strictly.

copy is forwarded to (i) The Financial Commissioner, Revenue, Haryana and (ii) all Administer 
trativc SoBretaries to Government Haryana for information.

I
Sd./-.

OLVGOSW AM I) 
Deputy Secretary Political and Services, 

for &kief SscreUry to GeVemment, Haryana.
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No. 2987-6-GS-68/16645

From

'lo

The Chief Secretary to Government, Haryana,

(1) All Heads of Department;

(2) Commissioner, Ambala Division; and 

all Deputy Commissioners.

(3) The Registrar,
Punjab and Haryana High Court, Chandigarh 
and District and Sessions Judges in Haryana.

Dated Chandigarh, the 28th June, 1968.

Si4hject :— Rehabilitation of Emergency Commissioned short Service Commissioned Officers ifter their release 
from the Armed forces-exemption from payment of examination/application feos.

Sir,

1 am directed to forward a copy of Oovernment of Indiu, Ministary of Home affairs letter No. 31/ 
]0/67-Eats. (B), dated the 23rd March, 1968, together with a copy ot its enclosure on the subject noted avbovc 
and to  state that it has been decided by State Government that the released Emergency Commissioned 
Officers and Short Service Commissioned Officers should be exempt from the payment of examination fee in 
respeiCt of those examination s which are held by the Haryana Public Service Commission for the purpose of 
filling the vacancies reserved for them in various services under the State Government. They will also 
be exempted from the payment of application fee charged by the Haryana Public Service Commission in 
respesct o f the posts which are reserved for such officers and which are filled by the commission on the basis 
of seSection/interview. I am to request that similar instructions may also be issued to the Public Sector 
Vndprtakings ajid Local Bodies under your control.

Yours faithfully,

Sd./-
Deputy Secretary Political and Services, 

fvr Chief Secretary to Government, Haryana.



From

To

The Chief Secretary to Government, Haryana.
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No. 265-4GS-69/1416

(1) All Heads of Departments; Commissioner,
Ambala Division; and all Deputy Commissioners 
in the State.

(2) The Registrar,
Punjab and Haryana High Court, Chandigarh; 
and all District and Sessions Judges in the Stale.

Dated Chandigarh, the 20th January, 1960

Subject :—Rehabilitation of ex-Eniergency Commissioned Otticers and serviccmen (who joined miUtaiy Mr?ioe 
during Emergency— Reservation of temportry and permanent posts.

Sir,"

[ am directed to invite reference to Haryana State Government circular letter No. 5948-^8-67/ 
6942, dated the 25th March, 1968, on the subject noted above and to the instructions contained in it in 
regard to reservation of posts for ex-emergency Commissioned Officers and ex-servicemen in various 
Departments of the State. It has been observed in this connection that while a reserving these posU 
Departments do not make any distinction between ex-Etnergency Commissioned Officers and other os- 
servicemen and as a result cases have occured in which posts carrying entirely inadequate scales of pay 
e.g. Rs. 50/- and Rs. 100/- have been reserved for officers. This is for obvious reasons unsatisfactory 
and open to objection. It has therefore been decided that in future only Class I and Class 11 posts should 
be reserved for ex-Emergency Commission ed Officers and not posts of any lower category. The other pos^ 
that i? Class HI and Class IV posts should be reserved for ex-servicemen. This may please be boro* Nai 
view in all such cases in future.

2. 1 am to request that the receipt of this letter may kindly be acknowledged and the instructions
may be complied with strictly.

Yours faithfully,
. Sd./-.
, Deputy Secretary Political and Scrviccss,

for  Chief Secretary to Government , Haryana.

A copy each is forwarded for infonnation to :—

The Financial Commissioner Revenue, All Administrative Secretaries to Government, Haryana, 
The Sales Tax Tribunal, Haryana.



To

From

The Chief Secretary to Government, Haryana.

(1) All Heads of Departments; the Commissioner 
Ambala Division; and ail Deputy Commissioners 
in Haryana.

(2) The Registrar,
Punjab and Haryana High Court, Chandigarh, 
and all District and Sessions Judge, in Haryana.

Dated, Chandigarh, the 19th June, 1969.

Suhject :—Concessions to civiliiiii employees and others who joined militiiry seryice during the Emergency.

Sir,

T am directed to invite your attention to paragraph 6(iii) of the consolidated instructions contained 
in composite Punjab Government letter No, 88-4GS1-66/9554, dated ihe 21st April, 1966, and sub rule (3) 
of Rule 3 of the Punjab Government National Lniergency (concession) Rules, I96‘5 which reads as under ;—

“ In ease a person who has rendered military service docs not possess the minimum qualifications 
prescribed for any service or post, he shall be deemed to possess these qualifications if the 
appoinving aulhorily certil'ies lhat suc>i a person \ias acquired by experience or otherwise 
qualifications equivalent to those prescribed for that service oi post.”

The question has been raised in this connection as to the type of qualitications which ex-servicemeu 
can be deemed to possess under this provision by virtue of their military experience etc. 1 am to explain 
that the provision ci.)vcrs all types of qualitications, edueationa 1 as well as technical, ind  no qualiticatiou 
is excluded from its purview, ft may be added that in this context it will be appropriate and in fact necess
ary for the appointing authority to take into  ̂ account not only the miUtary service rendered by th* 
person concerned hut also any technical or non-technical course or training that he may have attended or 
rcccived. The intention is that all the relevant factors should be fully considered by the appointing authority 
before taking a decision so that on the one hand ex-servicemen are assisted as much as possible, and on the 
other the requirenients of public interest are fully met.

2. I am to request that the receipt of this letter may please be ackniwiedged and the instructions 
noted lot careful compliance.

ours faithfully,

Sd./-
Deputy Secretary Political and Services,

/o r  Chief Secretary to Govrnment, Haryana.

A copy each is forwarded for information and necessary action to :

The Financial Commissioner, Revenue, All .Administrative Secretaries to Government, Haryana, 
The Sales Tax Tribunal, Harvana.
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From

To

The Chief Secretary to  Government, Haryana.

418

No. 374WGS-70/11925

All Heads of Deparments, Commissioner,
Ambala Division; and all Deputy Commissioners in
Haryana State.

Dated, Chandigarh the 8th May, 1970.

Subject .—Territorial Army—^Transfers.

Sir,

. I am directed to address you on the subject noted above and to say that it has been brought to the 
notice of Government that in case Government employees who are members of the Territorial Army (Urban 
Units) are transferred to places which are at a distance from their parent units they cannot attend the weekly 
parades and as a result the efficiency of the urban units concerned is affected adversely. This is undesirable 
for obvious reasons and it is therefore requested that this aspect should be kept in view when the question 
o f the transfer of such Government employees arises and it should be arranged that as far as possible their 
tm n ing  is not affected.

Yours faithfully,

Sd./-
Deputy Secretary Secretariat Estt., 

for Chief Secretary to Government, Haryana.

A copy each is forwarded to :—

The Financial Commissioner, Revenue, Administrative Secretaries to Government, 
Haryana, for information and necessary action.
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Proi

T®

The Chief Secretary to Government, Haryana.

i i n

No. 45^5GS-?0/I?0lrt

(1) All Heads of Departments; Commissioner, Ambala
Division; and *11 Deputy Commissioners and
Sub-Divisional Officers in Haryana.

(2) The Registrar, Punjab and Haryana High Court; and 
all District and Sessions Judges in Haryana.

Dated Chandigarh, the 3rd July, 1970.

Subject .'—Reservation for ex-Emergency Commissioned Officers in H.C.S. Executive aad Judicial Brandies. 

Sir,

I am directed to refer to the following instructions contained in composite Punjab letter No. 4544- 
4GSI-66/2771, dated 10-10-66 on the subject noted above and to say that this matter has been considered 
further as iadicated below : -

“As from the 25th February, 1963. the date of issue of the original instructions, 20% of the 
substantive posts becoirung available, except in the Entineering and Medical Services ia  
which ease the reservation to the extent of 50%, shall be reserved for civilian Government
employees and others, who have joined military service during the present Emergency.
The reserved vacancies shall not, however, be carried forward for a period more than four 
years. Recruitment inade on temporary basis against these posts will not entitle any 
employee to being made permanent in preference to those who have joined military service.
Recruitment to the State Civil Service will not however be affected . Government emp

loyees who join military service during the present Emergency should on their return be abs- 
sorbed in the posts for which they possess necessary qualifications.”

It has been decided that reservation should be made in the H.C.S. (Executive Branch) also and 
should be to the extent of 20% of the direct recruitment vacancies which arise upto 31-12-1972. As regards;
nmilar reservation in recruitment to H.Ĉ '.S (Judicial Branch) the matter is under examination and orders
will be issued separately.

Yours faithfully,

Sd./-
Deputy Secretary Political and Services, 

far Chief Secretary to Government, Haryana.

Haryana.

A copy each is forwarded to the :—

Financial Commissioner Revenue, Haryana; and All Administrative Secretaries to Government,



No. 4170-SGS-70/18998

F rom

T o

The Chief Secretary to Government, Haryana.

(1) All Heads of Departments; Commissioner, Ambala 
Division; and all Deputy Commissioners and 
Sub-Divisional Officers in Haryana.

(2) The Registrar, Punjab and Haryana High Court; and 
all District and Sessions Judges in Haryana.

Dated Chandigarh, the 15th July, 1970.

Subject :—Coacesslons to civilian employees and others who join military service during the Emergency.

Sir,

I am directed to refer to the instructions contained in composite Punjab Government circular 
letter No. 88-4GSf-66/9554, dated the 21st April, 1966, on the subject noted above and to say that after 
careful consideration the Government have decided to liberalize further the concessions admissible to 
ex-scrvicemen in regard to maximum age limit and minimum qualifications by amending para 6 (i) and (iii) of 
the circular letter as follows :—

“6(i) Maximum age -limit and minimum qualiiicalions—The maximum age limit prescribed for 
to  auy ^eivict or post, shaW bS relaxed in favour of a person who has rendered 

military service to the extent of his military service added by three years provided he had 
rendered continuous military service for a period of not less than six months before his 
release and further provided that he had been released otherwise than by way of dismissal 
or discharge on account of misconduct or inefficiency.”

“ 6(iii)—The appointing authority will have the power, in the case of a person who joined military 
service during the Emergency, to relax or waive the minimum qualifications prescribed for 
any post if the said authority is of the view and certifies that person has qualifications 
similar in nature to those that are prescribed and/or has experience of work similar to
that of the post, and by virtue of those qualifications/experience he will be able to discharge
the duties of the post satisfactorily.”

2. I am to request that the receipt of this letter may please be acknowledged and instructions be
hroiught to the notice of all concerned for strict compliance.

Yours faithfully,

Deputy Secretary Political & Services, 
for Chief Secretary to Government, Haryana.

H w yaaa.

A copy each is forwarded to ; —

The Financial Commissioner Revenue, Haryana ; and All Administrative Secretaries to Govt.,
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English version of letter No. 1063^680*71/8799, dated the 2 ^  April, l$ 7 t  

Subject :—Concessions to civilian employees and others who joined military service daring the Emergeocy etc «

I am directed to refer to Haryana Government circular letter No. 7654-6GS-70/25547 dated the 
24 th  September, 1970 regarding concessions for military service, which letter provides as follows ;—

(1) In the matter of reservation in Government service and other concessions mentioned in 
the consolidated circular letter of 21st April, 1966 first preference will be given to  those 
who joined military service during the Emergency.

(2) If  any vacancies in the reservation quota are left over after meeting the claims of persons 
of the category mentioned at (1) above then those vacancies will be filled by persons who 
joined military service before the Emergency but served during the Emergency also. Persons 
of the letter category will thus be entitled to second preference against reserved posts.

(3) Concessions such as relaxation in age and other qualifications as mentioned in the consoli
dated circular letter of 21st April, 1966 will also be available to persons of the category 
at (2) above in the same manner as to persons of the category at (1) above, but no other 
concessions

2. The matter has been considered further and it has been decided to enlarge the scope of the 
second preference as given at (2) above in order to include in it all persons with military service whether 
they joined military service before or after the declaration of Emergency and whether they served during 
thie Emergency or not. Such ex-serviccmen will also be given the concessions of relaxation in age and 
quialificationa as indicated at (3) above.

3. It is requested that th?^€ insttuctions tnay please b? noted for careful compliance.

English version of Haryana Government l,etter No. 1884-4GSU-71/10051, dated J^|/5/71.

I am directed to refer to the instructions contained in Haryana Government letter No.5948-6GS-67/ 
6942, dated 25-3-1968, on the subject noted above and to say that it has now been decided/that ex-servicemen 
wlho fall within other categories for whom there is separate reservation namely scheduled castes, scheduled 
triibes etc., should on appointment be treated as having been given posts from the quota reserved for those 
categories and not from the quota reserved for ex-servicemen as such. In other words such appoincments 
wiill no t have the effect of reducing the reservation made for ex-servicemen and will be adjusted against 
thte quota for scheduled castes etc.

2. It is requested that these instructions may be complied with carefully and the receipt of this 
let te r  may also be acknowledged.
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Copy of English V^ersion letter No. 2391-4GS1I-71/13973, dated the 9-6-1971 

Sitbject '--€bhcessions to civilian employees and others who joined military service during Emergency,

] am directed to invite reference to the following extract from Government Circular letter No.
9502-4GSFI-70/34245, dated the 9th December, 1970 on the subject mentioned above and to observe as 
indicated below the extract :—

“Whenever any recruitment involving reserved vacancies has to be made, whether through the 
Haryana Public Service Commission or the Subordinate Services Selection Board or 
otherwise, the qualifications prescribed for the post should be scrutinised carefully and if 
possible the question of piescribiag lovver qua'ifications (especialy academic ones) for 
ex-service personnel should ije considered, provided the work of the post will not be affected 
thereby to any material extent. In other words separate qualifications should be prescribed 
for ex-service personnel and for others keeping in view, on the one hand, the experience 
likely to have been gained by the former m military service and in training courses and
on the other, the requirements of the work of the post, the intention being that if it is con
sidered that ex-service personnel with suitable exp.,neiioe will be able to undertake the work 
of the post satisfactorily they should not be excluded from consideration because they do
not possess the normal academic qualilkalions and instead their cases should be dully
examined on merits” .

The matter has been considered further and it has been decided that before the qualifications for 
various posts are finalised in respect of ex-servicem:;n (for reqiiiajtions being placed with the Subordinate 
Services Selection Board/Public Service Commission) the Depurtinent concerned should also consult the 
Special Employment Cell for Ex-servicemen. The object is to ensure that whatever modifications in the 
quaUftcations arc esseutlal f o r  e x - s c r v i c e m e n  m  view  o f  thdr e d u c n t u \ i \ a l  qua\\rvciitloiw(equated or otherwiise), 
training, experience, etc., are duly made and no aspect wfiich i?< relevant in this regard is left out of con
sideration.

2. I am to add however that the process of consultation indicated above should be completed in
the minimum of time and no avoidable delay should be allowed to occur on account of it. For this purpose
the cases should be followed up with the Special Employment ('ell for Fx-servicenicn at the personal level 
and it should be arranged that clearance from that Cell is received within two or three days of the receipt 
of the reference by it.

3. It is requested that the instructions may be noted for careful compliance and the receipt of 
this letter may also be acknowledged.

English Version of letter No. 3417 41.S ll-7 1/23840 dated 5-8-1971

Subject : —Employment, in relaxation of Em|iluym.;nl E\ehing>! proceilure of sons/daughferVwive? of tuembers
of the Armed Forces who die during ssrviee or who are killed in aetioa.

1 am directed to refer to Haryana Government letter No. 8460-6GS-70/29.)24, dated 9-11-70, on 
the subject noted above and to say that the relaxation from the procedure of employment through Em
ployment Exchanges till now admissible in the case of sons-'d uighters/wives of m:-mlter-i of the Armed 
Forces who die in Service or are killed in action, will also be applicable in the ease ofsons/daughters/wives 
of members of the Armed Forces who are disabled in action. This relaxation will apply only in the case 
o f  those posts which are to be filled through the agency of Employment E.Kchanges, and will not cover 
posts which are to be filled through the agency of the Haryana Public Service Commission/Suborilinate 
Services Selection Board. Furthermore, it will be allow ed only in deserving cases where the persons concerned 
Stand in need of immediate assistance and there is no other earning member o f the family.
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English Versloit of letter No. 2906-4GSll-*7l/!2S549 dated 17-^71 

Subject :—Rehabilitation of Ex-servicemen-Exemption from payment of examination/application fees.

Sir,
I am directed to refer to the instructions contained in Haryana Government letter No. 2927-6GS- 

68/16645, dated the 28th June, 1968 which are to the effect that released Emergenc y Commissioned Officers 
and Short Service Commissioned Officers shall be exempt from the payment of examination fees in respect 
o f examinations held by the Haryana Public Service Commission for filling reserved vacancies also from 
the payment of application fees payable to the Commission in respect of those posts. I am to say that it 
has been decided that the exemptions allowed so far to released Emergency Commissioned Officers/Short 
Service Commissioned Officers will from now onwards be applicable to all ex-service personnel. It has 
further been decided that these exemptions shall be given to them in respect of examinations held by the 
Subordinate Services Selection Board as well. These instructions may please be noted for due compliance.

English version of Haryana Govt, letter No. 4397-4GSII-71/26243 dated 3-9-71.

Subject :—Reservation for ex-emergency Commissioned and Short Service Commissioned ofHcers in H.C.S. 
(Executive Branch)-Extension of reservation period beyond 31-12-1972.

1 am directed to refer to the instructions contained in Haryana Government Letter N o. 
4534-5GS-70/170I0, dated 3-7-1970. on the subject noted above and to say that it has been 
decided to extend the period of reservation for ex-Emergency Commissioned/Short Service Com
missioned Officers, in respect of recruitment to H.C.S. (Executive Branch), to 31-12-73.
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Subject :—Recruitment of ex-servicemen on ad^hoc basis.

I am directed to refer to the Haryana Government letter No. 4534-5GS-70/17010, dated
3-7-1970, on the subject noted above and to say that it has come to notice that qualified candi
dates are not available for filling posts reserved for ex-servicemen in Government employment and 
special arrangements in that behalf are therefore necessary. Tt has accordingly been decided that
the vacancies reserved for ex-servicemen should be filled in the following manner :—

(i) by ex-servicemen recommended by the Haryana Public Service Commission/Subordi
nate Services Selection Board (such appointments will be made on a regular basis);

(ii) failing (i), by ex-servicemen who are already working on an ad hoc basis that is,
they will be allowed to continue on their existing posts;

(iii) failing (i) and (ii), by other ex-servicemen who will be appointed on an adhoc basis;

(iv) failing (i), (ii) and (iii), by non-ex-servicemen who will be appointed on an adhoc
basis.

The appointments against the reserved posts will thus be on a regular basis only in the 
case of ex-servicemen candidates recommended by the Haryana Public Service Commission/Subor
dinate Services Selection Board, The other appointments (at (ii), (iii) and (iv) above) will be on
adhoc basis, and the persons concerned will be replaced by candidates in categories (i) or (iii)
as th t  case may be Vi!htn they become avaikWe. Further more those ex-servicemen who have
been appointed on ad hoc basis but do not fulfil the requisite qualifications in accordance with
the Government instructions regarding ex-servicemen issued from time to time shall not be given
any benefit under these instructions and they should be discharged front service immediately.

2. I am to request that these instructions may please be noted For due compliance and 
the receipt of this communication may be acknowledged.
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English version of Haryana Government letter No. 4853-4GSII-71/29728 dated 15-10-1971.
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From

To

The Chief Secretary to  Govt., Haryana.

435

No. i91>4GSIt42/2483

1. All Heads of Departments, the Commissioner, Ambala Division and all D.Cs. and 
all S.D.Os. in Haryana.

2. The Registrar, Punjab & Haryana High Court and all Distt. and Sessions Judges in 
Haryana.

Dated Chandigarh, the 21st January, 1972.
o

Subfect :—Appointment of ex-servicemen in the Civil Serrices.

Sir,

I am directed to refer to Haryana Govt, letters Nos, 4710-5GS-70/18998, dated the 15th 
July, 1970, and No. 9502-3GSJ1-70/31245, dated the 9th December, 1970, on the subject noted
above and to say that the Govt, after due consideration have decided that qualifications for
certain posts included in the enclosed list should be deemed to have been relaxed to  the extent 
mentioned in respect of Ex-servicemen candidates, It is, hc>wev6c, clarified that the enclosed list 
is n o t supposed to be exhausitive and relaxation in qualifications for posts not included in this 
list may be granted in the case of ex-servicemen by the appointing authorities in accordance with 
instructions on the subject.

2. It is requested that the content of this communication may be noted for careful com
pliance and its receipt may kindly be acknowledged.

Yours faithfully,
Sd/-

Deputy Secretary General, Admn., 
for Thief Secretary to Govt , Haryana.
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List of posts

Designation of 
the post

Qualifications or experience 
prescribed for the post

Qualitications in the case of ex-serv}cemen

1

Constable (Wireless 
Operator/Tech.)

Matric with ITI certificate in the 
Radio Mechanic or Wireless 
Mechanism Trade. Matric 
with experience/training as Wire
less Operator/Mechanic in the 
Amry. Height 5’-7” chest 
33” -34/2”

Telepkone Operator Matric with experience

Clerks/Typists

Agriculture Sub- 
Inspector

Vaccinator

1 earner Binder

Matric/Higher Secondary 2nd 
Division with knowledge of 
Hindi typing. Those knowing 
English type will be preferred

Ware-ho«se operator

Binders

Distributors

Compositors

Matric with one year Agriculture 
Sub-Inspector course pass or 
B.Sc. Agri. of Agriculture Uni
versity Hissar Ex-servicemcn 
will be preferred

Matric with vaccinator course 
certificate from Bacteriological 
Laboratory, Karnal or from 
Hygiene and Public Health 
Laboratory Amritsar

Preferably Middle, should be 
well versed in binding work. 
Should be able to operate cuttcr 
stiching machine. Practical test 
essential

Middle-Three years experience 
in various warehouses machines 
as cutting, folding. Hindi upto 
Middle standard. Practical 
test-essential

Preferably Middle. Should know 
all kinds o f binding and should 
be able to do Mech. Stiching. 
Practical test essential

Middle. Should have practial 
experience in composing in 
English and in Hindi

Middle. Should have practical 
experience in composing in 
English and Hindi

Defence Forces Wireless operators/Technii- 
cians with 6 months service or more. M ini
mum height 5”-6” chest, 31-32/2” .

Telephone Operators of the Signal Regiment 
with minimum experience of 6 months in the 
Defence Forces.

Ex-servicemen who have been Clerks in the 
Defence Forces for a minimum period of two 
years with the condition that they shiould 
acquire the requisite knowledge of Hindi and 
the requisite standard of typing within the first 
six months of their appointment without 
which they will not be eligible for confirmation. 
No educational qualifications should be 
necessary.

The condition of one year’s agricultural Sub- 
Inspector should be relaxed in favour oF ex- 
servicemen having agricultural background 
or who had agriculture as one of the subjects 
in the matriculation or who had worked ira the 
military farms for at least two years.

Any ex-servicemen may be appointed as 
vaccinator but it will be necessary to imipart 
the requisite training for one month to him 
before he can be entrusted with the actual job 
of vaccinator.

Ex-servicemen who are Lover Middle. Neces
sary training shall be imparted by the em
ployer after entry into service.

Ex-servicemen who are lower Middle. T rai
ning should be imparted by the employer 
after entry into service.

Ex-servicemen with Middle Pass qualifica
tions. Training should be imparted by the 
employer after entry into service.

Ex-servicemen who are lower Middle. Practical 
training shall be imparted by the emplioyer 
after entry into service.

Ex-servicemen who are Middle pass or equi
valent. Necessary training shall be imparted 
by the employer after entry into service.
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Copy Holder

Reader

Ferro Khalasis

Cleaaer

Punjabi Teacher

Traceri

Surveyor

Fitter^ Turners/ 
Machinists etc.

Peon

Chowkidar 

M otor Mechanic

Driver

ElectriciaAS

Matric 2nd Division with Hindi. 
Three years experience as copy 
holder

Graduate with Hindi, 3 years 
expericne as copy-hoider

Literate upto Middle standard 
having some knowledge of blue 
printing. Aza Printing on Azo 
Machine

Having practical experience 
of work on Diesel Tractors/ 
Diesel Rollers. Prefierence 
would be given to ITI Mech.

Matric Oiani, O.T. or Matric 
with Punjabi, J.R I

Matric, Higher Secondary, or 
any other equivalent qualifi
cation with drawing as one of 
the subject and diploma in Civil 
Engineering or certificate in 
Civil Draftsman

ITI qualified in surveying and 
knowledge of Hindi or Diploma 
in Civil Engineering

ITI qualified in trade and 
knowledge of Hndi

Matric or Middle

Middle or Primary

ITI trained or Matric with 
sufficient experience

Matric or Middle

Matric ITI trained

Ex-servicemen who are Matriculates or equi
valent qualifications in the Army. Training 
shall be imparted by the employer after entry 
into service.

Ex-servicemen who are Graduates or possess 
equivalent qualifications in army. Necessary 
training shall be imparted by the employer 
after entry into service.

Ex-servicemen who are lower Middle or equi
valent qualifications in the Army. Training 
of printing on Azo machines shall be imparted 
by the employer after entry into sevice.

Unskilled Ex-servicemen.

Ex-servicemen who are Matriculates of pos
sess e^uivaleivt qualiftcatioas with Punjabi as 
an elective subject or those who are Matri
culates/possessing equivalent qualification in 
the army with Oiani.

Ex-servicemen who are Matriculates or pos
sess equivalent qualications in army with 
drawing as an elective subject or those who 
have worked in the office of Surveyor General 
of India or the Code or Engineering or equi
valents in other services on engineering duties 
or as draftsman.

Ex-servicemen with two 
Surveys.

years experience as

Ex-servicemen who had worked as Fitters/ 
Machinists in the Defence Forces.

Lower Middle or equivalent qualification in 
the Army with workable knowledge o f Hndi.

Ex-servicemen with workable knowledge of 
Hindi.

Ex-servicemen working as motor mechanics, 
in the t)efence Forces with two years exper 
rience.

Ex-servicemen working as drivers with five 
years’ experience in the Defence Forces.

Ex-servicemen who had worked as Electri
cians in the Defence Forces for a minimum 
period of two years.
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ENGLISH VERSION OF THE SUBJECT MATTER

Subject Rehabilitation of disabled ex-service personnel and dependents of those Icilled/disabled in 
action.

I am directed to refer to Haryana Govt,, letter No. 4741-4 GS-11-71, dated 13-9-71 and
to  say that the question of the rehabilitation of disabled ex-service personnel (disability between
20% to 50%) and dependents of personnel killed/disabled beyond 50 %, had been under consideration, 
and it has been decided as follows

(a) Reservation

The existing reservation in respect o f civil posts for ex-servicemen should be utilized in 
the under given belows.

(i) disabled eX’Servicem en w ith  d isa b ility  b e tw een  20% to 50%.

(ii) Up to two dependents of Service personnel killed/disabled beyond 50%.

(iii) other ex-servicemen.

Note ;--'Disabled ex-servicemen will mean ex-servicemen who, while serving in the Armed Forces 
of the \5nion, were disabled in operations against the ememy of in dislrubed areas.

Note 2 :....The dependents will include besides wife/widow, dependent sons/daughters,

(b) Maximum age limits

The maximum age limit prescribed for appointment to any service or post may be relaxed 
in fevour of disabled ex-servicemen (disability between 20% to 30%) to the extent of their military 
service added by three years. In respect of the wife/widow, the maximum age limit will be 43 
years. In the case of dependent sons/dsiught§rs rela?tf»tion in Hge may be given considered 
appropriate by the appointing authority,

(c) Procedure fur appointment

(/) Class III  and IV  posts

As and when a vacancy reserved for ex-servicemen arises, intimation will be sent 
to the employment Exchange (Special Cell for employment of Ex-Servicemen) by the 
appointment-authority. I t will be indicated therein that only names disabled service* 
men (disability between 20% to 50%) and the dependent of those killed disabled 
beyond 50% in action should be recommended for that post. The appointing 
authority will also intimate to the Employment Exchange the relaxed qualifications, 
if any, fixed by the appointing authority in that partciular case.

If  the names of above two categories are not available with the Employment Ex
change and the appointing authority has no application of these categories pending 
with it, then the names of other ex-servicemen will be called for to fill that post.

The appointment of disabled ex-servicemen (disability between 20% to 50%) and 
o f the dependents of those killed/disabled beyond 50% in action will be maxle on 
ad hoc basis in the first instance and later their cases will be referred to  the 
Haryana Subordinate Services Selection Board for regular appointment.

Class /  and II posts.

(ii) For Class I and Class II posts o f which recruitment is not made through competitive 
examination, the appointing authority while forwarding the requisition to the 
Haryana Public Service Commission will also forward a copy to the Director, 
Employment, Haryana (Special cell for Employment of Ex-servicemen). I f  the names 
of disabled'ex-servicemen (disability between 20% to 50%) and depen'ieatS of those
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killed/disabled beyond 5 0 in action are available with the Employment Exchange, 
then those names will be sent by them to the Haryana Public Service Gommission 
within 10 days. On the receipt o f the names from the Director o f Employment, 
the Haryana Public Service Commission will first interview those persons and if any 
among them is found suitable he will be appointed to the post. In case no name 
is sent by the Director Employment out of the above two categories, or if out of 
the names sent by the Director Employment no one is found suitable by the 
Commission then other, ex-servicemen will be considered for the post.

(The procedure for recruitment of otherex-serv icemen will continue to remain as alt 
present).

2. It fs requested that these instructuions may please be brought to the notice of all 
concerned for strict compliance and the receipt of this letter may also be acknowledged.
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Subject :—Retention of lien in civil posts of Emergency Commissioned Officers who are granted 
special Short Service Commission during the present Emergency and regulation of their
seniority confimation and promotion during their abscnce on military service.

I am directed to refer to composite Punjab Government letter No. 88-4GS1-66/9554, dated 
21-4-66 regarding concessions to civilian employees and others who joined military service during
the Emergency which was in existence at that time and to say that the question has now arisen 
o f extending similar concessions to Rel-ai.ed Emergency Commissioned Officers who arc in civilian 
employment under the State Goyirnment and who are given Special Short Service Commissions 
during the present Emergency dje matter has been considered and it has been decided that the 
instructions contained in the letter dated 21-4-66, and the subsequent instructions relating to the 
retention of lien, seniority, confirmation and promotion, will also be applicable to such Released
Emergency Commissii.ncd Officers who are in Ci.'il employment under Haryana State Government 
and who join the Armed Forces as Special Short Service Commissioned Oflicers in the present 
Emergency. The period spent by them on Commission will also count towards increments in the 
civilian posts which they held immediately before rejoining the Armed Forces.

2. it is reque;led that these instructions may please be brought to the notice of all
concerned for informalion. The receipt of this lr(|er may be ;icknowledged-
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^pTf^sTi, srrf? JTRrr î' r̂r^r =(rr % f^^rrsfi-q- 11 3R irf
f-Tiitq- f^trr JTTF t  f^rrkiTTt T rfrrf % 3iT=r»fT

^  #f»T 'sTrTrTTTr̂ T -t t>^ft ’TwrT> w:iT=?rfTjft f rw rr
3TrTrTlTI'T f l̂’Frri-'Ti )9 6  5 ^fTT»T 5 % 'iFTif'Tf^rn--Tfr  ̂^ I
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F ro m

T o

Tbe Chief Secretary to Government, Haryana.
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f^o. 2701-4GSn-72/15872

1. All Heads of Departments, the Commissioner, Ambala Division, all Deputy Commis
sioners and all Sub Divisional Officers in the Haryana;

2. Registrar, Punjab and Haryana High Court and all District and Sessions Judges in 
Haryana.

Dated Chandigarh, the 31 May, 1972.

Stubject :—Rehabilitation of £x-£mergency Commissioned Officers and ex-scrvicemen who joined military 
service during the Emergency -Reservation of Posts.

Siir,

I am directed to refer to the instructions contained in Government letter No. i06-40SII-
72/4089, dated the 10th February, 1972 (copy enclosed) on the subject noted above.

2. It has been decided that para 2 of these instructions should be replaced as follows :—

“2. It may also be noted in this connection that the seniority interse of persons
appointed on the basis of the same selection will be accordiug to the order of merit
determined by the Public Service Commission or the Subordinate Services Selection 
Board, as the case may be and not according to the particular number of vacancy 
against which a person has been appointed The Block System as laid down in 
these instructions has no relevance in deciding question of seniority and is to be 
used only for working out the number o f  the reserved vacancies out of the total 
number of vacancies available. To give an illustration, the fact that a person is 
appointed to vacancy No. 2 in the Block (which is reserved vacancy) will not entitle 
him to seniority above a person appointed to vacancy No. 3 or No. 4, if according
to the order of merit he is placed lower than the latter. These instructions, how
ever, do not afl'ect the provisions contained in Rule 4(ii) of the Punjab Government 
National Emergency Concession Rules. 1965 and the benefit ot seniority on account 
of Military Service rendered will be given in deserving cases.”

Sd/-
Dcputy Secretary Secratariat Establishment 

for  Chief Secretary to Government, Haryana.

A  copy is forwarded to :*

All Financial Commissioners and all Administrative Secretaries to Government, Haryana.
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To

iFrom

The Chief Secretary to Government, Haryana.
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No, 2070-4GSn-7l/24152

1. All Heads of Departments, the Commissioner Ambala Division, all Deputy Com 
missioners 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 11th August, 72.

Subject :—Concessions to Civilian employees who are on Reserve liability of Defence services.

Sir,

1 am directed to say that Civilian employees who are on Reserve liability of the Defence 
Services are, from time to time, recalled lor purposes of training and on occasions they are 
also detained for active service. Provision already exists in the Punjab Civil Services Rules about 
the manner in which their training period is to be treated. No such provision, however, Jias been 
made to cover cases where they , are detained for active military service, and instructions 
relating to concessions given by the State Government to Ex-servicemen are also silent on this 
point.

2. In this connection, the question of allowing beneftts lelatiflg to pay, seniority, p ro 
motion etc. to civilian employees who being on Reserve liability of Defence Services are detained/ 
called for active military service has been considered by Government and it is clarified that such 
civilian employees shall be entitled to the same benefits, as under rules 5 and 8 of Punjab Govern
ment National Emergency (Concession) Rules, 1965 are admissible to Government employees who 
join Military service during the Emergency.

3. These instructions may kindly be brought to the notice of all concerned and rcceipt 
of this communication may also kindly be acknowledged.

Yours faithfully,
Sd/-

Deputy Secretary General Administration, 
for  Chief Secretary to Government, Haryana.

A copy each is forwarded to :—

All Financial Commissioners; and all Administrative Secretaries to Government, Haryana, 
for information and necessary Action.



English version of circular letter No. 4223-4GSII-72/24903 dated the 17th August, 1972 

Subject :—Rehabilitation of disabled ex-servicemen and dependents of those killed/disabled.

Sir,

1 am directed to invite your re-attention to the instructions contained in Haryana Govern
m en t letter No. 945-4GSII-72/6451, dated the 6th March, 1972, on the subject noted above wherein 
provisions, has, inter-alia, been made for general relaxation of age limit to 45 years, for entry 
imto Government service, in respect of the widows/wives of killed/disabled ex-servicemen (dis
ability beyond 50%) No. such relaxation in the maximum age limit was, however, made in the 
case of dependent sons/daughters of ex-servicemen killed/disaWed beyond 50%. In their case it 
was left to the appointing authority to give such relaxation in age limit as it considers desirable.

2. In order to remove the difficulty experienced in this behalf by the State selection
Committee for ex-servicemen, as relaxation in age to various extents was being proposed by various 
appointing authorities, the question of setting down the maximum relaxation in age limit in the 
case of dependents of ex-sericemen etc. has been considered by the Government and it has been 
dlecided that the age limit in respect of eligible sons/daughters of service personnel killed/disabled 
beyond 50% may be relaxed upto 3.5 years for appointment on civil posts.

3. It has further been decided by the Government that a general relaxation in age limit
up to  35 years should also be granted to disabled ex-servicemen (disability between 20M to SOM).
Such ex-servicemen can at the same time avail of relaxation in age limit admissible to them 
normally, if that is more advant ageous to them.

English version of circular letter No. 4829-4GSll-7.^/21789, dated the 27th August, 1973

Subject :—Time limit for reservation of vacancies for Ex-Emergency Commissioned Ofticers/Short 
Service Commissioned Officers and Ex-Servicemen in State Services.

1 am directed to refer to the instructions contained in Haryana Government letter No.
6832-4 GSII-71/3621I, dated the 20th December, 1971, on the subject noted above wherein it has 
been, inter-alia, laid down that reservation of vacancies for Ex-Emergency Commissioned officers/ 
Short Service Commissioned Officers/Ex-Servicemen would remain in force upto the 31st December, 
1973. As the problem of resettlement of Ex-Servicemen in civil life still continues, it has, therefore, 
been decided to extend the period of reservation upto the 30th June, 1974 in Class III and iV 
posts in all the departments of Government.
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2. The receipt of this communication may please be acknowledged.
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English version of circular letter No. 869-4GSII-73/5085, dated the 28th February,1973 

Subject :—Counting of experience gained before/after obtaining minimum educational qualifications.

I am directed to refer to the subject noted above and to say that in many cases Service 
Mules provide minimum educational qualifications as well as a certain period o f experience for 
warious posts, but do not indicate that such experience should have been obtained after the mini- 
rnium educational qualifications were acquired. In this connection the question has arisen as to 
whether in the absence of an express provision in that behalf, the Department concerned can, 
i'.n consultation with the Public Service Commission/Subordinate Services Selection Board, provide 
th a t the aforesaid experience should have been obtained after acquiring the minimum educational 
qualifications and not prior to that stage.

2. The matter has been examined and it has transpired that the reply to the said question
bas to be in the negative and the resu.t can be obtained achieved only by making an approp
riate amendment in the relevant Service Rules prescribing I he qualifications. This may please be 
rioted and it may be ensured that in whatever cases it is considered necessary that only experience 
gained after acquiring the minimum educational qualifications should be counted, amendment to 
t hat effect is made in the relevant Service Rules with immediate effect.

3. Attention m this respect is also invited to the instruclions contained in Haryana 
Ciovemment circular letter No. 3856-4GSII-72/2290I, dated the 31st July, 1972, wherein it has been 
laid down inter alia that in the case of ex-servicemen, experience should be taken into account
whether gained before or after acquiring the prescribed educational qualifications It may be made 
clear that no change in this regard is intended and this concession should continue to be extended 
t<o ex-servicemen. If for this purpose relaxatioQ in the Service Rules is tieceesary under the rela- 
x.ation clause in any case it may be duly allowed.

4. It is requested that the instructions may please be noted for careful complianse and 
tihe receipt of this letter may be acknowledged.
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From

T o

No. 7013-4GSII-73/25634

The Chief Secretary to Govt., Haryana.

1. All Heads of Departments, Commissioners Ambala and Hissar Divisions and all Deputy 
Commissioners in Haryana.

2, The Registrar, Punjab and Haryana High Court, Chandigarh.

Dated the l i th  October, 1973.

Subject ; —Assurances given by tlie Ministers on the floor of tiie Haryana Vidhan Sabha.

Sir,

I am directed to invite your attention to the Haryana Govt, circular letter No. 945-4GSII- 
'VljfiASl, dated the 6th March, 1972, wherein it has been inter-alia laid down that in the existing 
reservation, in respect of Civil posts for ex-servicemen, second preference hould be given to upto 
tw o  dependents of service personnel killed/disabled beyond 50M. In this connection the committee 
o n  Government Assurances desire further information as per proforma enclosed, f am, therefore, 
t'O request that the desired information, strictly inaccordancc with prescribed proforma may please 
be  supplied by the 24th October, 1973, at the latest.

Yours faithfully,
Sd/-

Deputy Superintendent General Services, 
for (^hief Secretary to Govt., Haryana.

\  copy each is forwarded to

The Financial Commissioner, Revenue, all the Administrative Secretaries to Govt., Haryana, 
fi’or information and necessary action.

Further information on Sought by the Committee on Government Assurance in Reccipt of the Assu
rances, promises undertaking, etc. given on the floor of the Haryana Vidhan Sabha by the IVfinisters

iEX IR A C r (s) from the proceedings of the meeting (s) 
<jf the Committee on Government Assurances held in 
tthe 3rd September, 1973

Reply of the Government

COM M UNICAIION NO. 549

Vide letter No. 3257-4GSII-73/15150, dated the 
S3th June, 197,3, from the Chief Secretary to Government, 
Haryana.

(Debate dated 12-1-1972’)

Sr. No. 1, PP 30, Bndget speech of Finance Minister 
? dated 12-1-1972.

The Committee would like to know the total 
mumber of posts reserved for the dependents of mar- 
ttyrs and disabled ex-servicemen since the instructions in 
tthis behalf were issued and the number amongst them 
<of thos3 persons who wers employed against the 
’vacancies and what happend to the posts for which 
siutalbe candidates were not available.
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English version of circular letter No. 8047-4GS 11-73/1549 Dated tlie 21 January, 1974 from th«
Ciiief Secrttary to GoTerament, Haryana to all Heads of Departments etc.

Subject :—Reliabilitation of disabled ex-service personnel and dependent of those itilied/disabled in action.

I am directed to  refer to the instructions contained in Haryana Government letter No. 945- 
4G SII-73/6451, dated the 6th March, 1972, on the subject noted above where in it has been, inter-alia, 
laid down that in the existing reservation in respect of civil posts for ex-eervicemen; priority should be 
given to disabled ex-iervicemen with disability between 20% to 50% and upto two dependents of 
service personnel Icilled/disabled beyond 50%.

2. A question has arisen whether such a benefit should be allowed in the case of those 
sirvicemen who are not boarded out of service by the Defence departm ent on account of their dis
ability but are released in the normal course are released after the completion of their terms and consi- 
derwl and it has been decided that such servicmen and their dependents are not entitled to the priority 
fo r filling up civil posts as envisaged in the instructions datad 6.3.1972, referred to above.

3. It is requested that these instructions may please be brought to the notice o f all concerned 
for strict compliance and the receipt of this letter may also be acknowledged.
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To
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Letter No. l7^iGSn-'7S/l8«0$

The Chief Secretary to  Government Haryana, Chandigarh.

All Heads of Department, Commissioners of Ambala and Hissar Divisions, District and Session
Judges, Deputy Commissioners and Sub Divisional OfiBcers (Civil) in Haryana.

Dated Chandigarh the 19th May, 1975.

Subject : —Concessions to Civilian employees and others who vrere in Military Service daring the emergency. 

Sir,

1 am directed to invite your attention to para 19 (b) of Haryana |Government ’Circular 
letter No. 88-4GS-11-66/9554, dated the 21st April, 1966 on the subject noted above and j to say 
that a question has arisen as to whether the period of military service mentioned in tliis para is 
to be counted for increment only on first appointment to Civil Posts and not on subsequent app
ointments, and also as to whether such period is to be counted for increment, seniority and pen
sion on subsequent appointments also. In this connection it is clarified that the period of approved 
military service in such cases is to be counted for all the three purposes i.e. increment, seniority 
and pension, on first appointment and not on subsequent appointments which might follow resig
nation etc. after the first ap îomtment.

Yours faithftilly, 
Sd/-

Deputy Secretary Oeneral Administration 
for Chior Swretary to Government, Haryana. 

A copy Is forwarded to
m

The Financial Commissioner Revenuei all Administrative Secretaries to Oovt. Haryana for 
information and necessary actions.
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A copy of lettet 1)0. A/39900/AG/t*S4(c)/5472/D/Pensions/Services, dated 26th July, 1975. from the UnAer 
Secretary to the Govt, of India, Ministry of Defence, New Delhi to All State Governments amd 
Union Territories.

Subject :—Counting of former Civil Service. Towards military Pension in respect of Civil Goverm- 
ment servants granted permanent commissions in the Armed Forces. Allocation of pen
sionary liability between the State Government and the Defence services Estimates.

I am directed to j  refer to^this |[M inistry’s] letter^ff;no. A/39000/AG/PS4(c)/453/D(Pensioins/ 
Services), dated the 2Ist April, 1971.|(copy enclosed)^onj[thej^above subject, and to state that the  
question, referred to in para 2 thereof, whether* the provisions of Appendix 3 to Account Codle, 
Vol. 1 for allocating pensionary liability in the cases of Government servants who Jiave rendened 
scrvice under more than one Government in proportion to  the length of service rendered undier 
each Government, are automoatically applicable to Service Officers who were granted Commissions 
in the Armed Forces during civil service and ^whose civil service^ is reckoned for pension as per
manent commissioned officers under the relevant rules, has been '  re-examined thoroughly by tlhe 
Defence Accounts authorities. Their reconsidered views are that these provisions are automaticalily 
appUcable to Services Officers. In such cases, charges on account of pensionary liability in respect 
of the Civil service allowed to count for pension as a permanent commissioned officer are debit(ed 
to the Government, imder whom this service was rendered, on service share basis. As such, it 
is considered that the prior concurrence of the Government concerned to share the proportionate 
pensionary habihty is not necessary.

A copy of the above along with its euclosures is forwarded to All Administrative Secffe- 
laries to Govt, of Haryana, Chandipvh foi infoymation and for circulation araon^t all the dcpa.rt- 
ments under them.

Yours faithfully, 
Sd/. 

D»puty Superintendent General Service#,
for Chief Secretary to Gott. Haryana.

To
The All Adtilinistratlve Seefetaries to GoVeMnient, ttarydfla.

U*O.No. 9245-2GSII‘75/Dated Chandigarh the 31-10-75*
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Copy of Ministry of Defence letter no. A/39000/AG/P84(c)459/D /(Pensions/Services), dated the 21st 
AprO, 1971, to all State Governments.

Subject :—Counting of former Civil Service towards Military pension in respect of Civil Government Ser
vants Granted permanent Commissions in the Armed-Forces-Allocation of pensionary liability 
between the State Government and the Defence Services Estimates.

Sir,

I am directed to state that during World War II and thereafter Civil Govt, servants (inclu
ding those from State Governments) in a large number were granted non-regular commissions in 
the Armed Forces. Subsequently many of them were granted permanent commissions. Under the 
provisions of the present military rules, former permanent/temporary civil Govt, service (including 
State Government service) if followed by commissioned service without a break, counts for pension 
as a commissioned officer.

2. Provision exists in Appendix 3 to Account Code Vol. I for allocation of pensionary 
liability in the case of Government servants who have rendered service under more than one Govt, 
in proportion to the length of service rendered under each Governments A view has, however, 
been expressed by the Defence Accounts. Authorities that the said provisions o f the Account 
Code cannot be automatically applied to Service officers who are granted commissions in the 
Armed Forces during civil service and whose civil service is reckonable for pension as Commis
sioned Officers under the relevant rules. Consequently in all such cases, references have to be 
made to  the State Governments calling their concurrence for sharing the pensionary liability before 
the civil service rendered by them under a State Government could be allowed to count for pension 
as Commissioned officers. It has been found that such references invariably lead to protected 
exchange of correspondence between this Ministry and the State Governments concerned resulting 
in cordinate delays in finalisation of the cases. In order to streamline the procedure, it is pro
posed that prior concurrence of the State Governments should not be a pre-requisite for sharing 
o f pensionary liability on service share basis in accordance with the provisions of Appendix 3 to 
Account Code Vol.-l in the event of civil servicc tendered by Service officers under the State 
Governments being counted towards their pcnsit>n, us commissioned officers.

3. It would be appreciated if the State Governments could communicate their agreement 
with’ the above proposal a t an early date.

Yours faithfully,
Sd/-

Under Secretary to the Govt, o f India.
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’TirNr 12383-2 ^ 0 ^ 0 - 1 1 - 7 5 /3 5 6 0 6

^  ffTJmrr ^ c+ ft i

^  if
1. f^nrrsq-^T, 3TWW 3F?mT ^  ff^rrr w ? r ,  arfg^rft, l[fnrTO i

2 cf^rR f f ^ m r  H-jft fsr^rr <r# ^  îmTT ŝT, \

4f=r^c^, 1975

:— 3 m  ^  ^  I

|3iT I  %  t  ^  ^ft'  ̂ 3fTq^r f?^3 i %  fr^nnr f ^ n r  s rtt

W f^FT ^ r̂̂ T Jf ĴTT »TJn I ^  iTTT am T?: % f ^  r̂m
I , f̂t f e f t  ^  %ffir fHTJT ^  JIT ^ 7 ^  ^  r r ^  t  ^  f t
?rNif|r ^ 5̂ fTT ^  I I T̂T̂ R ^ W 'R |  sftT f̂PTT I  % Jf

f^nr TtTnrn; f?'>rr»T sttt ^  ^?r sm ■<Tcrp =pt adw? qR ^  «ftT
qf? ^  iT?rr =rr% t  ■m^^ ff, ^ft ^  3f;TJTf5rsrr':a-^T i

2. srrr^ 3 r^ e t  |  F^ ??r 3rr%?ff ^  ^  'rra^r ^  5rr»T i

^ 1 -
?n*rr--)? s f i m ,  

f%: w  ?rF ,̂ f̂nrmT r̂vtx i
5rfH f^TJ^f^rfeer:—

TR?^, ^Tw^rr cT̂ n 7?rr?r^q- ?rf%f, fFTJrnrr ^  arm^rv ^ m r | t  | |

^  11
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JT®T ? r f^ , f̂CTTOTT I
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1. T̂̂ fV r^RISiTST, a n w  an^MT ^  f |^ n ;  V > ^ ,  ^Vft cT̂TT g-jfr ^  arfsTflTft,
^r<!?Frr I

2. x f ^ T ,  T3TR fforrirr f r |  ^  ?r>ft it# m  ?£rnTT̂ ?T ^ frqw r i

22 f e r r ^ ,  1975 I 

f^JT ;— ■STrf̂ '̂ ffvr̂ 'T ^  f̂ Pjf'̂ fT—TT3RT ST̂TST r̂F»T% ^  »T5fr t̂̂ TT I

JT5T 3rr̂ 5T fsrr I  %  t  ^ r ^ ? r  f^frq- q r  srm^r mm  w f^ T m  % 2 8 i 5-4?fto'^^To-lT-7i/
3 08 57 2 9 sr^g^T, 1971 ^ftT f̂ WTSR ?t1t  ftfT r f ^  fjpT^ JfTfT T tW T  ^TRf^PT t

I  FdTsq; % f r̂q trjt stchtit ?rFfffcT w  «r ?rf^ , ff^qmT
TT?2T ^«rr % arR rrw  fK »rrr t «: 3̂ «[ ^  tW rn ;
fq-^rnr ^ fif  I

^ ^ 1 -
^  ? r f^ ,  m ^ r ^  ^nrRnr, 
JTW |F w m ' yxvR i

srf^ ^  fwr»T % 3T!fIT: ^!iTt^ 2815-4 ^ 0 T!:^0-TT-71, feTT^ 29-10-1971 % ̂ f f ’TTf?
?T«̂T arnriRRr 3fRft ^ :—

fTworr, r̂f'=ER, ffT^Tqi i
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ffW JIT ^RSPK I
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1. t̂xTTHiTT % ?r»ft fwFiTRrw, an^mT ffm T  ipjsw, ffWWT % ?T«n
arfsr̂ pncV i

2. Tf3R?TT rPTT ^frUWr ^ 3 ^  ?P9tT |f!O T T  % t!;̂ ’ ?5n5TTat?T I

le ^ n rra - , 1976

f t T O '  :— * f r r w m ^  I

^3qxhgr f^ q "  q r  a r r r^  g 'R tfw  ftr ^  3n%9r farr |  f% #f;Rr
' ^ o f o t ^ o ? m  a r r f f ^  if ^  ^  Jr f ^ f w  tt 't̂ it̂  t̂shh

f ^ i r  1965 % 3i7xT% ̂  ^  ?rm ?[fr f e n  ^  ?ppcit |  i qf^ ^  # r f  cr^!=#3r % sSfH^
^WT % f T ^  ^  % »T?wm M «w  ^  f ? r ^  «r  f%tr ^  nm  ^  ^
^Tf«w?rfw^5rrtT 1

PtfT/-
^  ? r f^ ,  ^rmrrar smnnT, 

^rfksr, i|fw>iT \
^ 1 ^ 5 1 %  :—

f^w fcT , |frgrw r ?r«fr sT?mnfrJT ^f^«r, ^rtqrwr iffxifrn: «Pt ^?n< f armytr^
f  5  'TPlIV 1 1

i)
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*r®T f f w i r r  ^rw rc 1

4 «7

1. fwnrrEEr«T arnrsRT an^rar ?r«n f^^TR »r>^ e m  ^nffr ^  a d w d ,
I

2. 'TSTT̂  ?T«rT ^f^nHT 'qTtTTŴT *ftT ?Nt f̂ T̂TT T̂?f ĴfTintftVr, ffTi|T’>n’ I

f?PTi  ̂ =?'»ft»rs 2 5 '3-7 6 

fsiT^zr '

rjw 3rr î!T|3rT |  ftr #  ^  ?fn: arrq^r e3tt?t ?rH ^ r ^ t t  g<Tarrer
% ^JTT  ̂ q r  inirrT q- f ^ q -  |  %  t  frar^" jfft ^  Jr ^

(^.-rrr^f^^ t  eft pTTtffrr f5Tr^5T%fT :—

{ 1 ) ^ffT^ "̂V f W ^ '  % T<S5-i f^rfw
<T̂  T?: f^rqr I j  ?n«f ^  t̂pet ^  ^  anq-fr
HFrf^^ eftr T^ f^nmr fvqr w  I  1

( 2 ) f̂ PT 15̂  >ifr trw ftm  ^  arr^ ^  q f r ^  Frr^etxw
anrrfr?!' ^  wtsffrrrfftT 'T^r f  1

f̂ *TT 3nm |  f«f? 3Tflj;̂ ifff sirnT ar^qT5r?rr ^  srrw ?nft qT^?vr?r srf'sr-
»R?rfTiTf % 'e m  if h t ftrtrr ^rrir |

^ 1 -  
? r f^ ,  r̂mTRT s r o m  

f%; \ w  ?tN^, ?fTJrn»rT i
10946-2 ^ 0  <7?tO-lt-75/68l3 25-3-1976

^  jrfw ?nTT STRTq’ I 5  ^  I :— >

ifwiTT ?r«n RWRnFhT ffTzrmr ? ro n :  i



The Chief Secretary to Govt., Haryana.

T*
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No. 6834-2GSn-76/24016

From

All the Administrative Secretaries to Govt., Haryana.

Dated Chandigarh, the 3-9-76.

Sir,

According to the present policy of the Government, 20% of all posts are reserved for 
persons belonging to Scheduled Castes, 2% for persons belonging to Backward Classes and 28% 
of all Class III and IV posts are reserved for ex-servicemen. Apart from this, persons belonging 
to Scheduled Castes and Backward Classes get the same degree of reservation in promotion to 
all those Class HI and IV posts which are to be filled on the basis of seniority-cum-merit. The 
Government has also provided certain relaxations in age and qualifications to ex-servicemen. A 
State Selection Committee interviews all those ex-servicemen who are registered with Employment 
Exchanges in respect of posts of general category. This Committee then prepares a special panel 
of ex-servicemen who have been found to be suitable for appointment and there-after all posts 
reserved in a Government department for ex-servicemen are required to be filled by the candidates 
from this special panel, which is maintained by the Employment department.

2. The Govt, had issued instructions in 1966 and 1972 that all facilities available to 
Scheduled Castes and Backward Classes in Govt, departments should also be provided to them 
by Corporations, Semi-government Bodies, Local Bodies etc. In 1973, Public Sector Undertakings, 
Corporations etc. under the State Govt, were asked to give preference to ex-servicemen while 
filling up posts,

3.1 Inspite of these efforts, Corporations etc. do not seem to give adequate representation to these 
categories of candidates. It has now been decided that the composite policy of the State Govt, with regard 
to reservc-tijn of posts should be made applicable, in toto, to Corporations, Semi-Govt. Bodies etc. Aset 
of these inslructions is enclosed for reference. I am, therefore, directed to request you to instruct all the 
Corporations, Semi-government Bodies etc. under the administrative control of your respective departments 
to adopt this policy. It may also be ensured that the action taken in this matter is intimated to this Deptt. 
within a month.

Yours faithfully,
S d l ~

Deputy Secretary General Admn., 
for Chief Secretary to Govt., Haryana.



%*TT Jit
1. r̂«Tr f̂ flT»TrE!T«, arr^fT arc^r^rr tr^ f |f rrr  t̂*t7 ^Tr^j^cr fTqT ? r^  ^  arfsnFRt, 

ffT^mr I

2. TfiffjrT, i=r^ ?rTqT'>rr f^?rr f?rfqTsftw, ff^ r 'frr  i

f^fTT  ̂^ n f ,  30f?TfTR^, 1976.

'^TiT ;— *j;=rjf f^Tff^r 't<?1t f'fT'TfsRT % f?TC[ fv n jr?  i

*T$;r?gr,

^  I  ft: yrchRT TT armrt ^ s h \ ^  f’̂  % sqr?r Jf m u  t  %
^  N-^'t #  »rrfT ^  ?r|f f t  T |t  11 ^ ift ^  ^  ^  ^nsrn:

% fr^ncritTT T̂ T I  ^  % qrerw ?T| tk'^ir f ^  w  |  ^  ^rr T |t fTqTJRfr
f?T(f5Tf5rr̂ ^T a’'TT (Libjralise) f?qr arft; fiT̂ rffTrT ?Tfr g:fr q r

fsf'T m  t'5PT % f^rif qttq-cTr —

(1 )  TTST t  ^oft 111 % ^  % f^rr iitiat'iW JTtrqgT ^  |  I
fsr̂ T ^ arrfff ^Tfefe%s I srrcs f^ r̂r f t , jftTqm arrs^ ^«rr %
sf?:rf?; f’l'ft r̂rsft 11 srf q-§ fir^T f r̂ r̂r JT̂ rr |  %  f^r^ ^PT^Ir ^  Jr i s  
^tfr^l: f t  wtc 3fwf H,rri;fJr -f Tr^ I srr=T n  | t ,  iftf^TTr Ar^n % sr^rar ^mift
^  I

(2 )  i f tT W  Tr?q it T^f % f5r.T f|^?t ^ r  ?rr^^;rr arrfrfr^ | ,  q-f ir arrin
I  f% sntr: ^Rr t̂ ff?ft ^r ?(TFf ffff ftcrr 1 w  sr? it? rvr>t2T f w  jtut
I  %  sTf^r?«r^ f̂ ^TPfcr % ?r»TJT % wrfr ^ t^  ^  f^jn
7^ it q-| ?TT ?r-Tr r̂i'T fiT -̂=1' (Tf % 3f;j  ̂ flf '̂t s^s 'TW 5T̂ <t ft»ir

( 3) ?ftJlTon % T t ^  f̂iO 4310-4 5fto tTTTO-lI-72/26822, l l / l4 -9 - 7 2  %
3f^;m # n r t  % fiTq 2Tf I  ft? # T^rTw % t? 'r  f r r^ w  % 6 irw
5pt % 3p?i: 2Tf7 # f  #  I 3f^ ^  JTf f ^ s r  |  ft? 6 % srd ti

w4 ^  ft̂ TT ^  5qt?: lit^ w j #  Tf I q^j ff^rrqf ^rraf^Fft
' %6Jn^ J !̂3T ftq rtf  I

5wr/*
^rftR, 9T«Tnwrwi, 
« i '^ ,  ffTirrtirT ^nsrn: 5

cti? srfir e»fr r^ccnfRr/?r^ sr^rr^r^iT ?rN^, |f'w<jrr ?Kfnx f m
N tjigaft arRft 1 1
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Urgent

Important
No. 668-2GSn-77/2314

From

The Chief Secretary to Government, Haryana.

To
1. All Heads o f Departments, Commissioners o f Divisions Deputy, Commissioner & all 

Sub-Divisional Officers (Civil).
2. Registrar, Punjab and Haryana High Court, and all District and sessions Judges, in. Haryania. 

Dated Chandigarh, the 24th January, 1977

Subject :—Recruitment of ex-servicemen against reserved class III posts.

Sir,
I am directed to address you on the subject noted above and to enclose a list detailing the number 

of persons recommended by the subordinate services selection Board for appointment against class II I  
posts reserved for ex-servicemen. It has been decided that in respect of these recommendations, appointment 
letters may be issued straightway and in no case later than the 7th February, 1977. In these cases, verification 
of character and antecedents as well as medical examination may be taken up after the persons have been 
appointed. The appointment letters should mention that the appointment is subject to character verification 
and satisfactory medical examination. A report may be submitted to the Chief Secretary by the 20th Feb., 
1977, specifying the number o f appointment letteris issued and the number of appointments made.

Yours faithfully,

Deputy Secretary General Administration, 
for Chief Secretary to Government, Haryana.

A copy is forwarded to 

All the Administrative Secretaries to Government, Haryana, for information and necessary action.
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1. ?Tffr f^niTBqRT, a n ^  srRTwr fr«n ff^ n r i r ^ ,  ?mt ^ 3 ^ ^  ct«tt s f ftm ft  (^rr)

ffW'HT I

2. 750^ «̂TT ^fWHT STTRf̂ nT »̂Tr ?T»ft ĴTTZTltftW, ffrqTWr I

f^fTt^, = ^ ^n ?  2&-4-77

fw«T :— % fH’T it f'wnra i

arrtw |3fr |  %  ^ - d w  ^  ?fnc sr r m  tmn f^<rra iftT ^4 f̂ p ^vptc % m%' 
'ifw  fsr^T spT% % qiRTcT zrfs ffn>Tir f^mr |  #f?R: gft f? rfw  % t t  f? w f^  %

fftflT ifr»iraT? ^  ^  tR fg ajqw r ?ft»TTfr  ̂ ^  ft; #  % irVtr ^ f t  a t %Hli

^  iT^T ^  qtnrar t  1  i w j  it ^
«Tw«inr rnfjpwr srtrniT T5r i

?5T 3 T I^  >Pt <TR5TT % f w  jfte Ppqr 3|T^ 1

w ^ h
^  gTfTPiT ?m tt, 

fr^: ^5?T ^ ’T ,̂ gform r ^ r^ n r  i
l^Rh" nfd Pt h Î I 1*9(1 ;—~

r«T?^r^ Trir?^ ^fTirrirr, €»ft sr?rra^Jr ^frqw r w ^ r x  ^  ^  f |
^  11



2 1 5 0 -2  5ft0^^?T 0-II-77 /5839  

^ rf^ , 5fw®TT 9XVR I

/
1. ?T«ft fwHTxeysT, 3rn jw  f im x  »r^?r, a r fsr^ ft

ffr^TFn I

2 'tsrr^ a’qr f f w ^ r  ?zmTB=PT, ?r>ft f^rar ?n?r ?qTqTHt?r, fpnrm T i

9 ^  1 9 7 7

^Prapt ^  ^  % g’lPT ^  ^  i

fJT̂ 5T |3Tr I  f e  t  arrr^T e jt r  ' k r ?  ^ s r t̂ a m x t ;#  f n w 's r ^  i 9 6 5  % F^nnr 4

^  !TtT f ^ %  arron: ^  q^f 'tt ffwFf^ % ?ptjt ^  jttt arrmm^fh" 3t̂  %
=r>TR ^  »Tt t f ^  ^  ^  ^fTK5i=rr, ^  ?Ttr fe r r  snrrr t  ^  sr«m

q r  ^  f e n  ^rRtr 11 ar? sr??! 7?r fsrr t  f% qf? f^ffi- % f ^  apq- r̂sfit

wcmx if 'Bl'sr ^  f'T?fl^ ^  ^  ^  ^r ^  ^  f g f ^  fq-ift ^rrq jtt ^  i

<t5iK %?r?TW (^ rf^?r) t t ^  t t  ?rrfr̂  ^  |  srVr 3̂̂  "srs!̂ ? tC
?npi TT̂ ir f̂ % 1 1 arr^sr f w  |
'K'TT PT7fw% H' R'b' ?)=fi ^ r  ^ n r  ^  ?rfnT ^  sqiir r̂ x̂ t ^rrq i

«T^3T,
ff?TT/-

- ^  ? r f^ ,  ?mrRir
f f w ^  ^TOffR I

srRf fi^Tqiwfe^:—

f^ccTiw ffTTriTr m j  75TRr^q' i f w i r r  ?n^n : ^  a n w ^  fr i4 (^ ^
f 5  ^  11
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No. 5200-2 GS-II-77/18927

The Chief Secretary to Govt., Haryana, Chandigarh.

The Chief Secretaries, to all the States in India.

Dated, Chandigarh, the 13th July, 1977 

Slubject :—Reservation for Ex-servicemen in private Sector.

Siir,

I am directed to invite your attention to the subject noted above and to say that in 17th Meeting of 
H ary an a  Rajya Sainik Hoard, the Director, General Resettlement Govt, of India pointed out that some of 
tlhe States are for mulating draft ordinances for reservation ot posts for Ex-servicemen in the private sector 
Eistablisiiinents. The complete details of the policy being adopted by your State Govt, in this regard may 
p lease be supplied to this Government at an early date.

Yours faithfully,

Deputy Secretary General Admuiistration, 
for Chief Secretary to Government, Haryana.

Eindst. No. 5200-2GS-II-77/18928 Dated, Chandigarh, the 13-7-77.

A. copy is forwarded lo the Under Secretaiy lo Govt., of India, Ministry of Defence for supplying 
tlhe Similar informatioji.
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To

From
The Chief Secretary to Government, Haryana.

1. All the Heads of Departments, Commissioner, Ambala and Hissar Divisions, All the Deputy 
Commissioners and Sub Divisional Officers (Civil) in Haryana Slate.

No. 12/87/79-GSn .

2. The Registrar, Punjab & Haryana High Court.

Dated Chandigarh, the 21st May, 1979.

Subject :—Reservation of posts for the Children of Ex-serviceinen in services of the Haryana State.

Sir,

I am directed to invite your attention to the subject noted above and to say that, according to the' 
present policy of the Haryana Government, the reservation of posts for ex-serviccmen by dircct rccruitmentt 
in the different services of the State is as under :—

Class I  & I I  5%

Class III & IV 25 %

It has been observed that due to non-availability of suitable candidates for the reserved quota, the 
recruitment of ex-servicemen to the civil posts is not being made in the desired extent. In view of this, iit
has been decided that the dependent sons/and daughters of ex-servicemen, who fulfil all the conditions oif
qualifications, age etc., prescribed for various posts, should also be considered on merit for the posts reserved 
for the ex-servicemen to the extent of non-availability of suitable ex-servicemen. This entitlement would 
be available to one dependent child only.

3. These instructions should be brought to the notice of all concerned working under you foir 
strict compliance. The new Position should be made clear while advertising the posts.

4. Receipt o f this communications may please be acknowledged.

Yours faithfully.

Deputy Secretary General Administration., 
for Chief Secretary to Government, Haryana..

A copy each is forwarded to the :— r

The Financial Commissioner, Haryana. All the Administrative Secretaries to Government, 
Haryana, The Secretary, Haryana Public Service Commission, Chandigarh. The Secretary Subordinate; 
Service, Selection Board, Haryana, Chandigarh. for information and necessary action.



IFrom

To.

i n

No. ll/l4/?9-GSll

The Chief Secretary to Government, Haryana.

(i) All Heads of Departments,

(ii) The Commissioners Ambala and Hissar Divisions ; and ail Deputy Commissioners and 
Sub-Divisional Officers (Civil) in the State ;

(iii) The Registrar,
Punjab and Haryana High Court and all Districts and Session Judges in Haryana.

Dated Chandigarh, the 1st July, 1980.

Siubject CJoncessions to ex-servicemen for appointment to civil posts.

Sir,

I am directed to invite your attention to Haryana Government circular letter No. 7304-3GSII-76/ 
26513, dated the 30th September, 1976, on the subject noted above and to say that on further consideration, 
it has been decided that the qualification of an ex-servicemen, whose disability is at least 20 according 
to  discharge certificate and who has received the Array Certificate Class-I and has also rendered military 
service for 10 years, will be considered eciual to matriculation for appointment to civil po,ts under ths Haryana 
Governraent.

Yours faithfully,
Sd/-

Under Secretary General Administration, 
for Chief Secretary to Government, Haryana.

A copy is forwarded to the

Financial Commissioner Revenue, Haryana ; All Administrative Secretaries to for informatioa 
and necessary action.



No. 12/37/79-GSIt

From

To

Subject

Sir,

The Chief Secretary to Ciovcrnment, Haryana.

1. All the Heads o f Departments Commissioners,
Ambala and Hissar Divisions, All the Deputy Commissioners and Sub-Dicisional Officeir 

(Civil) in Haryana State.

2. The Registrar, Punjab and Haryana, Hogh Court, Chandigarh.

Dated Chandigarh, the 1st July, 1980.
-Reservation of posts for the Children of Ex-Serflcemen in the services of Haryana State.

1 am directed to invite your attention to the Haryana Government circular letter No. 12/37/79- 
GS11-dated 21-5-79 on the above subject and to say that a question has arisen whether the dependent: 
sons and daughters of those ex-servicemen who have joined the service of the State Government, shouldl 
also be considered on merit for apointment to the posts reserved for the Ex-servicemen. After careful! 
consideration, it has been decided by the Government that since such ex-servicemen after joining the service 
under the State Government are like other State Governincnl €mpl0i;ees, \heil dependent sons and daughters 
shouls not be considered for appointment to the posts reserved for Ex-Servicemen, in terms of the Haryanai 
Government circular letter referred to above.

Youri faithfully,
Sd/-

Under Secretary General Admn., 
for Chief Secretary to  Govt., Haryana

A copy each is forwarded to the : —

The Financial Commissioner, Revenue, Haryana, All the Administrative Secretaries to Govt,. 
Haryana, The Secretary, H.P.S.C. Chandigarh. The Secretary, S.S.S. Board., Haryana, Chandigarh, 
for information and neccesary action .



TTo

IFrom

i l l

1. All the Heads of Departments, Commissioner Ambala and Hissar Divisions, All the Deputy 
Commissioners and Sub-Divisional Officers (Civil) in the services of Haryana State.

2. The Registrar, Punjab and Haryana High Court, Chandigarh.

Dated, Chandigarh the 21st November, 1980.

Subject :—Reservation of posts for the children of Ex-servicemen in (he Services of Haryana State.

fSir,

1 am directed to invite your attention to the Haryana Government circular letter No. 12/37/79-GSJI, 
idated the 1st July, 1980, on the subject noted above and to say that according to the instructions contained 
im Haryana Govt, circular letter No. 12(37/79/GSll, dated the 21st May, 1979, the dependent sons and 
idaughters of ex-servicemen, who fulfil all the conditions of qualifications, age etc., prescribed for various 
iposts are also to be considered on merit for the posts reserved for the ex-servicemen to the extent of non- 
lavailability of suitable ex-servicemen and this entitlement would be available to one dependent child only. 
A  question has arisen whether the candidates of the following types can be considered as eligible dependents 
ffor the purpose of the aforesaid instructions :—

(i) a person may be working on an ad-hoe basis against the post advertised or somewhere else ;

(ii) a person may be unemployed at the time of making the application but he may have other 
sources of income viz, from agriculture, trade, property, bank balance etc ;

(iii) an unemployed person who is a member of the joint family may also contribute to the pool
of the family income by lending help ;

(iv) a person who has already done his graduation and is doing post-graduation and is getting 
merit scholarship for the studies ;

(v) a person who is a member of the joint Hindu family and remains dependent upon the Karta 
till there is partition in the family or he ceases to be a member of the joint Hindu family 
and is obliged to pass on all his income to the Karta and draws money for his subsistence 
from the pool of the joint Hindu family with the consent of the Karta ;

(vi) a candidate who is a member of the joint Hindu family is employed on ad-hoc basis but he
is otherwise dependent on his father.

No. 12/31/79-GSll

The Chief Secretary to Government, Haryana.

3. On consideration of this matter, the state (lovt. has decided that the position as state above 
in regard to  the term dependent should be kept in view while considering the dependent sons and daughters 
o f  ex-servicemen for appointment against the post of ex-servicemen.

4. It is requested that these instructions may please be brought to the notice of all concerned for 
coimplianee.

‘ Sd/- ,
Joint Secretary General Admmistration, 

for Chief Secretary to Government, Haryana.

H a. 12/37/79-2GS-1I Dated Chandigarh, the 21st November, 1980.

A copy each is forwarded to the :—^

Sicretary, Haryana Public Service Commission, Chandigarh./Secretai^ Subordinate SerVicei 
Selection Board, Chandigarh for information and necessary action.



Subject .—Demobilised personnel or Retrenched Central/State Goyernment employees—Prefrential treatment 
in the matter of re-employnient.

I am directei.1 to say that with a view lo affecting economy in expenditure, the strength of Armed 
Forces and civilian establishments under the Ministry of Defence as well as the establishments under the 
Central/State Government are reviewed periodically and a large number of Demobilised Defence Forces 
and retrenched civilian personnel, b<3th technical and non-technical, are rendered surplus and the question
of provision of alternative employment for as many of them as passible has been engaging the attention of
Government, i t is considered that the experience gained by the demobilised personnel or retrenched Govern
ment employees may be of considerable value, if they are re-employed in similar or suitable capacities. It 
has, therefore, been decided that such persons should be given preferential treatment in the matter of em
ployment, provided that ;—

(a) the person who claims to be a demobilised/retrenchcd Government employee, produces a
certificate from the Defence Forces/deparment or office in which he last served that he 
had continuous scrvice for a period of not less than 6 months under that Defence Forces 
department or office, and was discharged because of demobilisation/reduction in estabhsh-
ment not more than three years prior to the date of his registration at an Employment
Exchange under the State Govcrnemnt ;

(b) he produces satisfactory evidence that he is suitable for re-employment under Government ;
(c) no general relaxation of educational and other qualifications [excepting age, for which please 

see sub-clause (d) below ] normally prescribed for recruitment is made ; and
(d) for appointments made otherwise than on the basis of open competitive tests held by the 

Punjab Public Service Commission, the period of service of a Demobilised person/Retrenched 
Government employee is deducted from his actual age and, if the resultant age does not 
exceed the prescribed niaximum age limit, he should be deemed to satisfy the condition for 
appointment to the post in question in respcct of the maximum age.

2, In regards to the re-employment of the demobilised prsonnel. Government feel that they 
would be particularly suitable for fiUing certain types of posts for which their previous training and 
experience makes them specially qualified. Such posts will be those which involve security functioning and 
which require proficiency in the use of tirc-urms, such as those in the Pohce P'orce, Homa G airds and Watch 
and Ward personnel. These exmaples are merely illustrative and not exhaustive.

Copy of Punjab Government Circular letter No. 9393-3GS-62/23720, dated 19th July, 1962 from the Chief 
Secretary to Government, Punjab to all Heads of Departments etc., etc.

Subject :—^Demobilised personnel or retrenched Central/State Government employees-preferential treatment 
in the matter of re-employment.

I am directed to invite a reference to Punjab Government letter No. 93119-p-51/124, dated the 18th 
January, 1952 on the above noted subject and to say that in partial modification of the instructions containjd 
in sub-para (d) of para I there of it has been decided that m case of ex-servicemen seeking, appintm^nts und;r 
the Stale Government made otherwise than on the basis of open competitive test held by the Punjab Public 
Service Commission the period of previous service rendered by a particular candidate should be dedasted 
from the actual age and if the resultant age does not exceed the prescribed age limit for the post applied for 
by him by more than years he should be deemed to satisfy the conditions for appointment to the post in 
question in respect of the maximum age.

Copy of Circular letter No. 19982-3GS-62/45907, dated the 27th December, 1962, from the Financial 
Commissioner, Planning and addiiional Chief Secretary to Government, Punjab to all Heads of

Departments etc., etc.

Subject .•—Relaxation of age-limit for entry into Government service for the wives of serving military personnel.

1 am directed to say that the Ciovernment has, in view of the national amergency requiring the 
presence of a large number of military personnel in operation areas, examined the policy of the maximum 
age limit of entry into Government service enunciated in Government instructions issued, vide letter No. 
15003-G-55/75504, dated the 23rd November, 1955 with special reference to the case of wives of the serving 
military personnel. It is felt that the families of the military personnel may be experiencing monetary 

 ̂ diflBculties due to the setting up of two establishments. Government has, therefore, agree to raise the 
maximum age for entry into Government service in the case of the wives of serving military personnel tQ 
45 jears provided thej are otherwise eligible for the posts in question.
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Copy of Circular letter No. 9319-P-51/124, dated the 18th January, 1952, from the Chief Secretary to
Government, Punjab to all Heads of Departments etc.



Subject :—Relaxation of age limit for entry into Government service for the wives of serving military personnel.

I am directed to invite a reference to tlic instructions contained in Punjab Government letter No. 
119982-3GS-62/45907, dated tiie 27th December, 1962, on the subject noted above, and to say that it has 
mow been decided by the Government to extend the concession of relaxation of age limit up to 45 years to 
widows of military personnel who are killed and to wives of those who are disabled while in military service, 
provided they are otherwise eligible for the posts in question.
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Copy of letter No. 15717-4GS-63/47723, dated the 31st December, 1963, from the Planning Commissioner
and Additional Chief Secretary to Government, Punjab to all Heads of Departments, etc., etc.





LEAVE





Suibject .—Grant of Leave to Civil employees who are wived of Defence Services personnel.

I am directed to say that this Government have had under consideration the question of providing 
ssuiitable concessions to ladies to Government employee, whose husbands are serving in the Defence forces 
£and as such have to remain in non-family stations for long periods. I t has been felt that the families of 
S i u c h  Defence Services personnel have to undergo quite a lot of extra expenses on account of having to run 
ttwo establishment and to suffer considerably long periods of separation in the circumstances. The wives 
\whio may have undertakes temporary Government employment cannot, how-ever, under the existing rules, 
Ibe granted leave for any longish period while the husbands may be posted to family stations.

In order, therefore, to all eviate hardship in such cases. It has been decided that in relaxation of 
lany rules to the contrary the wives may be granted extra-ordinary leave for the period during which their 
)hu:sbands are posted to family stations, that the wives should be eatitled to rejoining the civil Government 
poisting to family stations.

These instructions are issued with the concurrence of the Finance Department, vide their U.O. No. 
advlcc No. 3435-FRI-64, dated the 4th April, 1964.

You are requested to note these instructions and to bring them to the notice of all concerned for 
information and necessary action.
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Copy of letter No. 2295-9GS-{ii) 64/13551, dated the 27th April, 1964 from the Chief Secretary to Government
Punjab, Chandigarh, to all Heads of Departments in the State and others.





RE-EMPLOYMENT





Siiubject :—Re-employment of ex-servicemen in civil Government service.

1 am directed to refer to Punjab Gov£rnment letter No. 3068-4GSI-64/10930, dated the 6th 
A\piril, 1964 as modified vide Punjab Government letter No. 9651-4GSI(I)-65/34691, dated the 19th 
OOctober, 1965 which lays down that 50 per cent of the permanent vacancies in the Engineering and 
NMeidical services, which are filled by direct recruitment and 20 per cent of the permanent vacancies 
boecioming available in the remaining services, except the Provisional C'ivil Service, will remain re- 
seerv/ed for civilian employees and others who joined military service during the emergency, A 
suug;ges;tion was made that a certain percentage o f posts should also be reserved for the ex-service- 
mnem n o t covered by these instructions considering their training and experience in the armed forces 
anndl their suitability for such posts, since the reservation already made covers cases fo only those 
poensons who joined mihtary service during the present emergency and not those who were already 
inn the service of the Army at the time of the proclamation of the emergency. The matter has been 
ccomsidered by Government and it has been decided to give second preference to such personnel for 
ahbs.orption in civil Government Service. The reserved vacancies will, therefore, be offered first 
too civilian employees and others who have joined military service during the present emergency 
aim d whatever vacancies remain unlilled will be offered to ex-servicemen who are other-wise fit and  
suuittable for employment.
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Cdop y o f letter No. 2407-4GSI-66/9736, dated the 22nd /25th April, 1966, from the Chief Secretary to
Government, Punjab to the address of ail Heads of Departments, etc., etc.

_ . .  _ _ _
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