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~ suspemsions: and dwssais f the enttre staﬂEﬁf the- Gml Secret-
Teaniats el iy s _ﬂ .

tu) Mlscellaneous matters such as, grant off'hnmummm,i;specmbpay,
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Governmcnt i ' ;
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- ings of Ministers/Officers. and reférencesirelating to ther of -
Govemment eamteens i _
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- oyerall superyision of the Distt. Magistra
of the 'Gov'ernme_nt' ,fplatmg t AR s

- instructions that'may be uissued bythe
exisung instructions are at Appendix ‘A’).

.

In order to ensure that the pollcy '_ré'gar'dihg_' 'diéq'uhliﬁcation of persons for

purposes of entry into.Govt. service may:be uniform albeases snswhich it is propose

to debar a person from appointment _under Governmentsheuld be referred to
the Administrative Department concerned. To prevent a disqualified person from
securing employment under some other Deptt. sofithe (State!Govt/ithe depart-
-Mment debarring . the person should .Mmediatcly’c_:ommunica&c the faclg to vat.
Deptt. giving = details ofithe person. gonceined .as in --Form—2 to

list: of such -']::ersa.rjll;_‘;t?]&?sﬁfuld]El''‘l:)a-'m'f;tgiltllﬁ‘iia'l_ilr_cf.:'gS by Govt. and
to-all Heads of departments ete. . The Heads.of Depart-

 their_(part consult such Tisis each time when.Selections are made

: ______gpl_a,.ji_t;:qe:ngg'.-_ TRiEs

- In.order to further safe . guaxd . against’ theemployment. inithe Civil Secret-
ariat, of a disqualified . person, all candidates should be required to fill in Form 3

fo this. Chapter,, before. their. | appointment.

260. Oath of allegiance to the Constitution of India at the time of his first

appointment to the Civil wSecretarigt. 'Exery ‘person shall be required by the -
Under Secy./Deputy Secretary/Joint Secretary as the case may be, to take the oath
of allcgiance to the constitution oftIndia. Indian’ -natienals:woulddo it “in Form

.+ No. 1 of Appendix ‘B”to this chapter .

w261 Under rule:18 of the Government Employee (Canduct) Rules:
Government Employee shall on his ﬁrst"-.’jafipp'ﬁ?igleiti'..‘_.1:0' %uf;"sém
thereafter inthe énd of every ‘financial yea . 2
liabilities to hisappointing authority, as per Appendix *C’ or in such form as may
be: prescribed by the: Government ‘giving ~ full ‘particulars regarding :—

r post ‘and

7 (a) the immovable . prop::xty inherifed b};-hjin or owned or 'a_bquired
‘by him ‘orheld by him on lease or mortgaged, either in his own
Or in the name of any .other person; . :

hares ,.debentures.and C&Bh 1 incmﬁ;ilig-ﬁfgbdnk ~deposits i nherited ; by
4 \zt.nvo .slm, g voihi o " R

WyoWned; Acquited or sheld ~bydrim;

. (c) other movable
or held by

kprepert herrtedf’byfhfim or similarly owned, acquired
(d)"debits ~and other liabilitics incurred by him_ diregtly,or indirectly.

_.;QQ;Q@@}& Seruitinised .-and.enquiries, df. considered &necessary, will be made from
dhe Government -employees: concerned. e e T el L I e

~

+ ~ do the Heryana Civil ‘Sceretariat those returnsiwill constitiie 4 separate fle

0 accordance with thesinstructions
vernment from time to time. (The

7966 Every

ial ‘year, submit areturn of'his assets'and

. These returns shouyld 'bqe:,':igéé;ed;:astgq.nﬁﬂ@nﬁ#igdacpmi:n&szﬁnd shéul'd be
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in respect . of each ._ngrﬁ;;;ént,pmplgyé;ﬁ.,iv,s_f_hs;qhiyﬁll___i; be treated as_conﬁdégﬁglt_‘:
andkept it safe’ custady ,i_:_ﬁ‘E%t‘abl_ishﬁgh t Branch—T &I, as the case may. be. .

birsth of ah official on his appointment 4

50060 _Dazé"bf‘,'jBfﬁth_';g'—fffTii"é' date th of ffic
Sfered n his service book: unless thei - ..

in the Cix%il':sé;;'retgglgt;; should notbe

matriculation® certificate’ of the recognised university/board oz in "a case, where
maﬁtiibmax_ioﬂ"wtiﬁcafté'f. isot Teqpired, Proo: of date 'f;b'rfh;f{j_'Lip,rggl_'ﬁgéd and,

the date of birth ‘siven  therein should then be entered and verified . by the Under. .
Secretary, Sectt. Estt. o1 Deputy Secretary (General) as the case may be. The
date should be expressed in words aswell as _in figures.. The Government _Teserves
" the right’ to make correction inthe recorded ‘age. ofa Govt. servant atany
time against. the interest of that Govt. servanf, if it is satisfied  thattheage has
been incorrectly recorded in his service book. : e

 263.. Service. Book +—The service. books. - of ‘Gazetted and-non-gazetted -
establishment  arei .maiptqimd,_..-by'the,. Accounts ‘and Accounts™  and Partitition!
Branches respectively g;idgsﬁz_?th@,control-;-_-(q_f:r the: Under _ Secretary, Secretariesat /.
Establishment/Under Sécrétam‘.—_.:a(}enerallDeputY Secretary, General “as the case e
may be.. These contain . information regarding - academic- qualifications,-appoint-- '
ments, promotions, leave, examination passed etc. The Accounts "and Accounts
& Partition Branches as:pers existing;: practices are responsible, | for keeping. the
service | bookst qgggagmkﬁp;;,alh -respects: While  sending, the pension’ papers
-« ofairetired ,-,-Qﬁdﬁilﬂ.ﬁ@i@liq:ﬂla_-,ACQQ_I}EQ@.__IIE'"GCEGT&I‘,? Haryanag the! officers:service:
bookisalso sent tqhim-.rl-.Mtﬁif'i,tEkﬁngf; necessary action the:Accountant General::
willireturn . it.to the: Deptti where it is kept for:30-years . or till. the:death ofthey

pensioner. :

264." : Tf:.'ang"em;;.'—&Thﬁs;employee's-;in ;the- Haryanas Civil . Secrdtariat .\ who

¢ Jus il have: been op'! the. same, / seat for. more . thand:
Haryana Govt.: circular:letter - 3iyears:should be considered for: transfer to-a’ .
Nou: 36/2/78-GS L= dated:  different: - seat consistent with . considerations of <! .
5.4:78 Appendix ‘D . efficiency. e T o ey il

: ."I}he',;bnlshgexﬁeptio'n}'t_b_--'_che above: policy: _shouid be  wherea Wan! is to! cetireh
fairly: shortly: withinia year _or. 18 months , iniwhich caseiit: may « not 'be worth=t:
while 1 to; mover i G L ] et

£ 24 he Administrative-Secretaries a1e empowered to_transfer . the-assistants |
andiclerks withiny thein ; respeetive: ‘branches - subject; to *he'condition thatd copy™
of such transfer: . order-will ‘be endorsed - torthe Under-Secretary, Secretariat/ Es#v -
tﬁblishﬂentj-pepuf?y--_Secrerar.)'_{;-, Secretariat. Establishment as the case; may bewii -

3. Frequent transfers should ~ be avoided.

. 4). While- transfers will,be regulated by the above: general  policy, thisgeid !
no ways! intereferes with GOVL. sright to--tran,sfer--';ce:.t&in'---pefsorinelza&t.aits discretion!:
should there be overall Administrative reasons:: for this or reasons ' relating#:toi
a particular _case. . . j RS Lo

P 26 Regi‘sféfoftehipa}‘&rjfpbsrs ;7*}_&’]re'§jgtcr-in the following form should

be maintained 10 thg'E_Eta;bl_il%hxqent'_Sec}:iqn of _all posts sanctioned temporarilys
(fj_ajs‘e‘s-;s«eggrdiﬁg-‘ such temporary posts should bz put

by, the Finance Department or at least a month before

which these posts have been sanctioned with a view.. -

-

in the Civil Secretariat. '€
up asand when . directed
expiration of the period for

3
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to dbtaining the reports of the " officer-in-tharge - of the. branches in which those "

posts exist and then to obtain the orders of the Chief ‘Secretary asto their future
-extension. . M the . tenure of a.post is to be extended, the Establishment Section is

responsible to'see  that all formalities are completed  well . in time,. so that the pay

- of the 'incumbent  of the post isnot ‘held upfor want of necessary authority.

Official’in the "Finance Department should also see that such cases are returned

- to the A dministrative Department concerned ‘Wwith necessary advice before the’

expiration of the existing. sanctioned terms. S
Register of temporaryj 'appb:int_)_:-t}re_hts i__n__'the Civil Secretariat.

T Major Head

. Minor Head T : _ ey o
Headof =~ Post s . ' Periodof = = No. and date'of *  Remarks
A coounti g Sl appointment: .. sanctioning - o

. 266. Annual increments —In accordance with Rulés 4.7 and 4.8 of the

Punjab C.S.R. Vol. 1, Part-I, increment of an official (HSS officer of subordinate
establishment) shall ordinarily be drawn as a matter’ of course, unless it is with-
held. ~Buf the increment nmnext above the efficiency’ bar'shall not ‘be given :
without the specific = sanction of the ‘competent authority ‘in accordance with the
instructions of ithe Government. . 3 < : SRR

v+ 2. To'ensure that annual increments are "drawm  regularly, the ¥ superin- -

tendents Accounts, and Accounts & Partition Branches shall submit a list to the

Under  Secretary = Secretariat - Establishment/Under Secretary, “General/Deputy

- Secretary, General as the case may be, in the first' week of each month, showing”’
- the name of such officers/officials whose increments fall due during ' that month -

and obtain his formal approval before the increments are actually drawn. As
as increment is normally to be drawn as a matter of course, all cases in which the

- question of with-holding the increment * of an official 'has been raised, and in-"

stances in which the'adverse comments made during  the course of a year - upon  his -
work are such as to justify -disciplinary action being taken against him, shall
promptly be brought to the notice of the Under Secretary, Secretariat Establish-
ment/Under Secretary, General/Deputy Secretary, General as the case May be;

- who.will obtain the ordersof the, competent authority on the ~question:of 'with--

holding = the increment ' of the official: concerned in' accordance with rule 4.7 of
the Punjab C.S.R. Vol I, Part-I...' . ' i e

“The Under Secretary, Secretariat Establishment/Under Secretary, General/
Deputy Secretary, General shall Keep ‘in the following form a register showing
the names of official whose increments are to be with-held to enable  him to take
necessary. action as-soon as the increments fall due. LRl SechiseRgn s

,Reglist-erl_ of increments A withheld -

Name - ' Rank = | Grade/Pay Period for - Remarks
g L fe X sesg o S oewhich increment o

* hasbeen withheld |

o

£






