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INSTRUCTIONSREGARDING ANNUAL CONFIDENTIAL
REFORTS ISSUED VIDE MEMO NO, 142376/3426/REG~
20 DATED 4-8-76, | T
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( Amendment upto 31=12.- 92
Subject:~ Instructions regarding CoﬁFidentiai Reports.,
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I am difected to say'thatfths'Punjab.State Eiectricity
oard hag had under consideration Fof.SOMé:tima past, the
irocedure to be agoptéd for writing/bealing with the confiden-
.ial reports of its officers/officials, After careful consid-
aration, revised consolidated instructions on the subject have
been framed and are circulated herew#th for guidance of all

concerned in superssesion of all previous instructions on the

subject, Thess idsrructions should be strictly followed in

future. »
"ENSTRUCTIONS REGARDING ..ANNUAL CONFIDENTIAL REPCRTSY
2a- Need for regular and pungtual recording of reports:
(1) * A is' mssential that all Of ficars should write

reports on the work and conduct of their subordiates

- regularly and punctually., Not only should a sgparate
Annuel Confidential Reports file for svery .person,
whether Gazetted or Non-Gazetted (including Class=

- 1V) Board employees be opened but it should be

kept upto date, It must be remembersd that the
Annual Confidential Report of a person is used

: for various purposes e.g. promotion,punishatent,

appeals, memorials, or in dealing with the question
whether his service has been rsally approved for
the purposs of a full pension. If, therefore, it
is not carefully maintained and kept upto=-date,
it will result in the record being robbed of
much of its value, and -in fact the very purpose

for which it is -maintained will be largely defeatsd,

(2) The period of suspension,long leave,deputation
Ay etc., and periods less than three months for which
no report is written should invariably he recerded
on a saparjte paper and placed at proper gaps
just between the agailablelpreceding and succesd-
ing reports concerned.,

Tha Annuzl Confidential Reports shall be

N
s
.

for, the period from Ist April to 31st March

gach year and should be written annuslly
during the month of April in respect of all
emplloyees excspt Engineering Ufficers. e

S



by such a report. :
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Engineering OFficers to bg reported upon

should submit| the ACR Form No,A-l with:@: - o
self appraisag,tclthe Reporting Officer

during the month of April and R?porting

Of ficer should write their ACRs during

the month oftlay. And this should bs

adhered to rigidly. )

A certificate should be furnished during
the month of June .each year by all the Sectional
Officers in H.Q. and Xens/S.Es/C.Es /C.A 0. to "~
their next higher authorities conce. ned to shouw
that Annual Confidential Reports for previous
financial year have been written in the case
of all employees in their respective Sections/

Divisions/Circles/Zones.

(4) ‘The countersigning authorities are stressed
that the work of countersigning|the Annual
Confidential Reports,should not'be delayed
and may positively be completed by 30th June
svery yeor. And that the officers concernad

‘ shall liable for disciplinary actiun for non-
g AN observance of these scheduled dates.

|
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(5)° The Engineering Officer to be reported upon,

should submit the ACR Form No.A-I,with self

appraisal immediately at the end of gach year

i.e. 31st March,but not later than 30th April.

. -, In case officer concerned Fails to submit/initiate
the ACR Form No.,A-I within one month or by 30th

AL April,then reporting officer should initiate

the ACR on 'his own without waiting for ACR Form’

with self apprisal from the officer to be reported

upon and disciplinary action shoulc: be taken

against the officer at. fault!. :

{ i 7 i

NGTE:~ ~ .The Annual Confidential Reports should be recorded

without delay. Further in the event of heavy delay occurring

in isolateéd ‘casés 1t gphould be DOss1DIE ~gr—tthre higher authg-

“Fities Lo discontinue to the extent necessary suéh,repE££§

Ss had been Written arter a lapse Of a very 1long period and

55 weTo attended With suspitious features.on one ground OT

QTEEFETT’TEE Zcsessment of The Tecord as _a whole of the

bFFicer/oefficial concerned could thus not te affected unduly

B~ WHAT THE REPORTS SHOULD CONTAIN AND POINTS FOR
e THE GUIDANCE OF REPORTING OFFICERS, ™77 777
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(13 The annual Confidential Reports for the officers,
Techniczl Drawing and Clerical Establishment should
be written in the forms already in vogue Or as may

be revised/introduced by the Board from time to
time. ;

(2 The reporting Ufficers should record their remarks
against the various entriss appearing in ths forms
with great care and in an impartial and honest

Cogtd. 3
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‘11)

(3)

{4)

ii1)
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manner. The remarks, mhen recordad,should
specifically bring out deFec%s. if any, in
the ‘officers/officials reported on,for which
a separate entry exists in gach Form. No
un=fortunate: tendenCy should, howsver,develop
in regard to recording remarks agglnst gach
entry, such as:- i BT

1

Soms reportlng oFFicere tend to make mention

.of very sllght defects in a subordinate presumbly

because the entry is provided and it appears
necessary to say something against it. On the

4_ whols, the Board is of the view that very slight

defects are batter brought to an efficer's/
officials's notice verhally in the way of advice
and guidance and the ‘person concerned instructed
about their removal,and need not find mentioned
in annual confidentlal roport ‘unless they are of
a type which have been more than once brought to
the:-subordinate's attention,but which he never
the less peraists in, lecwlse remedial defecls
should also be pointed out durlng the year so
that the officer/official concerned may make
an eFFort to improve and to remove these dsfects,
OFten it! 'is more convenient to get an overall
sessment of an officer/official by pointing
but some defects against one of the other entries
in relationship to remarks made regarding his
work with reFE?EFEE‘EE‘fﬁﬁffEﬁffTT’Tf_f:%ﬁﬂTf
the—irtomtion Of the Board that 11 defects should
be enumerated against the entry "Defacts,if any!
if their mention against one of the other entries
permits of a mores fair and balanced judgement of
the officer/official. In these circumstances, it
is better to mention the defects against the
entry,where they seem relevant,and merely
staty against the entry “Defecta,lf any" the
Fact‘thaF these have been polnted out already,

Generally, against the entry "Defects. if any"
should be mentioned any significent general or
particular defects in the subordinate,which is
part -of his method of work or manner, personality
or reputation and minor matters can Blther be’
ignored or dealt with as mentloned at (1) above.

Where a pendlng enquiry finds mention in the

annual confidential report of an offlcer/offlcial
it is incumbent upon the authority maintaining

the Annual Confidential Report file of that-
officer/official to ensure that the Result

of the enquiry is also recorded in the Confidential
Report fils.

Mor=mally the reporting authorities should give
their “erarks in the annua’™ copfidential reports
on the basis of their persanal knowlnrdie of
assessment. There can,however.be occasions when a

reporting authority rpcafves complair.-—*s
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against an O'cher/DFFlClal. It will not be appropriate
for & 'reporting authorlty to make mention of such ;
CTKClal“tS in thEJCDﬂFldentlal reporTs withowt Lrying 4
to sift the truth. In such a case,he|should give an f
indication whether/Bslisves the Complalnts to be true

or false.,or that 1t is. premeture Fof him to form

a deflnlte opinion, .

(5) Some supervisor oFflcers,while recording their remarks
on the Confidential Reports of Gazetted Officers,in the
column provided for them merely endorse the remarks

- recorded by the Officersnext below them. An this kind
of report is inadequats the reporting officers should
record their own remarks about the work and conduct
of the officers concerned.

(6) suitable entries for ths contrlbutlon made by an officer
' by wrltlng books, paper or securlngﬁprlzes and all such
matters which are of considerable importance should find’
. .mention in the Confidential Reports' of the 1ndlv1du(lg
i concerned in the approprlate columng
: . |

(7)‘ It should bs ensured that over all assessment is
! commensurate with the remark's in the various colugns
of ACR by the reporting/reviewing officers.And the
| remarks of advisory nature should not be recorded in
: the ACR, but shpuld be conveyed separately under
1nt1mat;on to neyt higher authorlty.

REPURT REGARDI‘\IB INTEGRITY'5

A special mehtion should invariably to made regarding
the integrity of the oFflcer/offlclal, as to this the Board
attaches the greatest importance. It should be clearly
stated if the person concemned is suspected of torruption
or is believed to be corrupt and this opinion should be
fortified by reasons,which may be!in the possession of the
reporting officer, Reportlng Of ficers must be very careful
and conscious while: commentlng on: this 'matter, as any ill-
considered or has+y remarks in this respect based only gr

hear-say,may do ai lot of mischief and harm, The reporting
' Officers must be quite honest and: frank and distuss in officer'
s /Officials worth from the point. 'of view 6f his integrity/
honesty qu'ite Frankly. »

Some reporting officers are in the habit of meking non-
committal remarks like 'No complaints' against the entry
relating to Antegrlty/honesty. The Board views this practice
with disfavour and desires that the practice of making non-
| committal entries T‘egard_mg 1ntegrlty or honesty should
cease., Reporting Gfficers should give a definite opinion
on thz im=grity howasty of their subordinates whlle writing
their €onfidential Reports.

nces have occuraad in which officers/

| Further some instan

: --0fficials ar~ being proceeded against for serious forms of

i corruption,. the bne herd and on- the other,their Confidential
: Reports’ for g sam

M M

LN per od certify their 1ntegr¢ty/honesty
to.Be igood.: 1t t that contradiction of this type arises

Dnly beceuse reporting officéTs are frailing in their duty %o

o Wowndd gnurles ir the lumn relating to int equty/hcnesfv

( J
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or .thrightly. and with the Full sence cf rssponsibility. In
~2s= =zn officer/official has been given a good report. for
integrity/honesty,which is Jater proved to be mrcng,the
seporting officer will rup the risk of earning Board's disple~
’“dlnarlly,the inferenca would be that either he did .
clsa proper superVLSlon or he was in idishonest- csll~

nith his subordinate. The intentlon of the Board is - c@
t ‘e truth about subordinate should be Known to the : %
r:mn officers and brought to the notice of higher “py
orities. This would not however, justify  the entering ! \\
II-con51dered remarks based on 1n-adsquate obsaruatlons. A&;”
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~ The following prouadure may be adopted in wrltlng 'éﬁ \ , E9'<¢

ths Confldentlal Rsports of Offlcers - U e ‘ gs Yﬁa

| oA
1) CHIEF ENGINEERS : Their repcrts will be written by DA

the Jechnical Member and put up to the Chalrman.: ‘ np{.vy" wa
2)  SUPERINTENDING ENGINEE! S: Their reports will be cfw¢¥xﬁ\ Aph
written t by the respective Chief Engineers and put- @éﬁ? qﬁiiéyf

up to the Tschnical Membar bnﬁ tha Chalrman.
2(a) DIRECTDR[CDAL MANAGEMnNT- His report will be . ﬂﬁﬁ§

Uritten by both C.E./0&M,GNDTP,Bhatinda and C.E./0&M
RTP,Ropar and wlll be Flnallsed by the. Chalrman.

3) EXECUTIVE ENGINEERS' Their reports will be wnltten
by )y the respective S,.Es and put up to' tha’ Chief Eng1nser
concerned and the Chalrman.. |

3(A) ASSTT. ARCHITECTS' ‘Their reports will be written by
the , Architect and put: up to the S Ey ' and c. £y concerned.
4) 'A ELELAVE, 1Y and'APPRENTICE ENGINCERS: Their reports
will be written by the Xen. concerned and put up to
the respective S. Es and Chlef Enq1neers concerned.

5) CHIEF ACCOUNTS OFFICER- His report will be writ*sn
by the Accounts and Flnance Madber and put up to:

the Chairman, !
5(A; CHIEF AUDITOR: His report w1ll be writtsn by the .

PO S

Accounts and‘Flnanca Member and put up to the Chairman,

6} DEPUTY CHIEF ACCDUNTS OFFICERE  His report will be

written by the Chief Accounts Officer and put up to
the Accounts and: rlnahﬁe Member and the Chairman.

7) SR._ ACCUUNTS DFFICEHS AND ACCOUNTS GFFICERS: Thnlr
_rep0rts Wwill be urltten by the Deputy Chief Accounts
officer/Sr.Accounts Officers and put up to .the Chief
Accounts officer 'and Accounts & Finance Member, Thz
reports of Accounts Officers(field)shall be written
by 'Oy T.BL8.0r C.AR:0,/ER; -

In case,there’is no Dy.C,A.0. tha reportsof Sr.
Accolrias r"r“"lc:::rs skall be initiaied hv tie C,n, . and
countersigned by the A,F.M, :

His report will be written by
up ta the Chairman,

Consdi, of
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- VIGILANGE OFFICER_ (NOW OY. SECY /ULSILANCE) T "
will be Written by the Secretary and’put Up to the Chﬂlrman.'

g} DY. UIGILANCE DFFICEQ His report will be written by the'’: |
Ulgllance‘ﬂfflcer and put up to ths SGGretary and: Chalrmam.

(V&S): His report will be wr1 ten by the" DIG/V&S and

rgviswed :by the As M and the‘repcrt wiil be acceptedby the
‘CHaeran. ) 5 ] e

P.(V&S)/SEC uRIT{ OF FICER' PDSTED UNDER THE ADMINIan~
VE! CDNTRUL UFIE JE «54 a {

|
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report @ill belwritten by the DIGﬂU&S rev1ewed by
Cl.E. concerned and accepted by thé Chairman,

(go; UIDFP'SECRETARIESﬂI & II: Their reports will be writ “en

e e ———— 2~

by the Dy.Secretaries an and rev1ewed/accepted by the
uwcretary. !. | i i |
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NOTE:3:

(11)

(12,

13

14)

16)

| | i RN !
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The rpport of ; Under Secretary (F1nance) will be
written by the Secretary and rev1ewed/accepted by

" the N&FM, : i

!

The report of: the Under JecretErV(LPQEI) Wlll be written
by the Legal Adulsor and rev1emed/accepted by the A.M,

»

The report ofl Under Secre;ary(Zones) will be writtaen
by the Senior most Chisf Englneers and reviewed/

-accepted by the A.MJ

!
x +
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PUTY.. SECRETARY' His repurt will be written by

"BE
“the Secretary and counter51gned by the A.M /Chalrman

SUPEPINTENDENT Thslr reports wlll be wrltten by the

Dy . Secretarias /Under Secretarles/ﬂ Os./Sr.A.0.s/Xens/

S Es/other afficers incharge of, their sections as the
case- may be land put up to the next higher authoritiss

for countar, slgnatures.;The reports will end with the

~Herads of 'Deptts. C.,Rs. of those working under ths

Chief Enolneers with C.E,s and C,Rs of thosse wor<1ng
under the CiA 0O/C.A,/Secretary & D,1,G, with the C,
C,A /Secretary/D T G. rBSPBCtlUGly- :

PUBLIC RELATIONS DFFICERS I.R.0 AND LAND ACQUISITION
OFFICER:

Their reports will be written by the Secretary and

put up to .the A,M,/Chairman.,

'LANGUAGE_OFFICER: His report will be written by the

Dy Secretary ?rd put up to the Secretary 4
A.M,/Chairman,

.ﬁSSTI: SURGEON I/C BUARD's DISPENSARY AT PATIALA:

His report ri-l be written by the Secretary and put-

up to the A,M,/Chairman,

1
1
)

-
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OFFICER: (a)  His report will be writtsn

 :,£ concerned and put up to the Chief

b
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1=Fft to the Secretary to secure Dy,
cretaryfs viess with regard to the work submit-=ed
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by a particular| cfflcer to him,wherevgvar he finds
1t necessary. ? : ‘f : !
b | The Followlng péocedure may be adopted in wrlting
Confidential Reports of; folcials'-§
: |
In the Board's $ocretar1at and offices of the
Engineer-in-Chief /General Manager/C Es/C.A.0,/
CA/SSP (V&S),the Confidential Reports of the
non-Gazetted staff will be wrltten by the
Sec-tional Heads and further remarks shall beg
added py the concerned Under Secrepary/Dy.
Director and the reports shall be ccepted
at' the level ofi Dy.Secy./S.E./Directors. The
. Confidential Reports of the S.A.S.| Accountants/.
. Divisional Accountant will be written by the
:  Pccounts Officers/Senior Accounts foicars and
. the reports wlLl be accsptad by thp Dy. C.A US/
Dy. Ca.As. . | _ :

b. @ E X ! 5 | i 2{

(2) r-ln the Field DFFlCB the confid ntial reports
i of R.As/A.R,As/J. Es?brade e T} 1T bi
‘written by the5,D.0s,further remarks added
'\ by ths Xen &nd/reports shall be accepted by the
-\ S,E, The Annual Confidential Reports of Divisional
rrgcountants,Head Clerks/Divisional Head Draftsmen
"+ will be writtep by the Xen land thd .reports shall
be accepted by'ths S.Es. The Annual Confidential
Reports'of Cire¢le Supdts.and Circle Head Draftsmen
will be written by the S.Eg and shall be accepted
‘by the C.E, The R,As/J.E.Grade-1 & II In-charge
Sub Offices and  working in the Sub Divisiona/Head
Clerks/Divisional Head Draftsmen /Divisional
AccouniangLircle Head Draftsmen/Circle Supdts.
will initiate the reporte of the staff worklng
under them and further remarks will be added //
countersigned by the $,D.0s/XENs/S,Es,concerned,,
The Annual Confldentlal Reports of Llnemen,
Nsstt. Linemsn,Sub Station’ Attendants,L.D.Cs.
Meter Readers: and Holders bf eguivalent posts

¢ itn the fisld offlces,shall be accepted by the . ’
Aans,. ; > | '

—

i) The Annual Confldential Repnrts of J.Es
(Grade-I & II) and holders of equivalent posts,
- Circle Assttsy and holders of equivalent posts,
: U.D.Cs,and-hoiders of equivalent posts in the
field officaes shall be accepted by the S Es.

The Annual Confldentlal Reports of Internal
Auditors will be written by A 0,(field) and accepted
by Dy.C,As. The Confidential Reponfs of Auditor
Clerks be writted by Intsrnal FAudi*tors,further
remarks added by the A.0,fisld and the Reports
shall be accepted by the Dy.C,A.

6 ot MINIMUM PERICOD FOUR WHICH A REPCRTING OFFICER SHGULD
HAVE SEEN THE WORK OFA SUBCRDINATE BEFURE RECORDING
REMARKS ON HIM, ' :

i . s D o 0 R e o] N 94 AL @Al A e & a8

v 9 repoarting officer should record his rzmarks
in the Confidenti-k Report of an officer/official uncsr him,
unlzss he has s==n his ark z2nd conduct for atlr=e* iLhree
months, If the officer/orficial has &.. boiedasitehe paperting

Contdss+.8,
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*aken to indlcate how for the opiniops,
n personal knowledge|and how for on reports

H

2)

3)

T

L)

2)

1
i
|
|

ting officer while recordlng annual remarks may
his predecessor wheo has seen. the work of the
subordinate caoncerned for a perlod of more than three
onths to recard his remarks but these later remarks
sboolé be. submitted by the recordlng offlcer direct te
the next higher authority who before addlng his own
remarks ‘will take both sets of remarks,that 'is,those
recorded by the rresent reportlng officer as Well as
those recorded by his predecessor into consideratlon.

n e
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The period of three months referred to in this paragraph
means the period for which the reportlng authority has
actually seen ithe work of the officer/officidl reported
on. Besides reégular leave (casual, leave is treated as
duty.),the period’ of suspension when-a Board employee
does not atterid to his dutims is not to be counted in
cdculating .this period,nor the leave and suspension
periods of the reporting authorlty,if any, when it

does not see the work of the subordlnata.

The Conficentral Report should be ‘written by the next .
authority irrespective of the perlod of report in a financia
year. However, in the cases where’period of report is
less than 3 months the reporting offlcer shall normally
not gilve Bny remarks on the work and conduct. of the
subordinate unless there is something special of geod
cr bad nature!which the reportlngiofficer considers
essential to comment on, b 3

REBCORDING OF REMARKS ON THE OCCASION ‘OF RELINQUISHMENT
CF CHARGE BY REPORTING AUTHORITY

: o
An officer may,if he had not doné SO previouslv,recorded
remarks for the Confidential ‘Report file of officers/
officials subordinate to him within six months of

his relinquishﬁng charge of his post or “ffice,as the

case ‘may be,

If an officer wishes to record his femarks either on
acceunt of his own transfer or because of the transfer
of the subordinate in the middle of the year,there is

.no cbjection to his doing so,but his remarks should

not be taken into consideration for eny purpose,
whatsoever. except at the end of year. Such & report
will, however,: be processed in the same manner ag’
cther normal reports.

When-ever n officer retires,he should write the €onfide-
ntial Reports of his subordinates before retirement,
After retirement,he shatl have no right what—so~ever,ta
~5mment on tre performance of his subordinates.

Contdi. s2
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- “LANATION: In the case|of retiring officep, the next higher
“-=hority siould get the reports written: from the retiree on |

before the date Of his actual Superannuatfpn. A retiree 1

- write the ACR withlh one weeék of - his retirement. If i3
ommitted due to some reason, the begst course would be to

v& out Tthe reports of the officer who has tetired and - .

t event the next higher authority may initiate the reporcs.
instance, if an Xen retires,the reports of the S,D.0s may
initiated by the S.E. if the S.E. has retired Xen's Teports

ports initiated by the !Xen) pay go direct to the Chief

1
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ngineers and if the Chief Ergineer has retired,S.Es geports
may be treated as final. ; i e S R R TR o
s i k.

=
=

I .

In the case of retiring of Chairman,it will be the duty . -
of the Secretary of the Board to furnish the C.R.Formg of ‘all @ " - .
officers whose reports are to be written by the Chairman,one
month before the date of retirement; In case the Chairman, daes
not write €onfidential Reports before his retirement, the
Feports which were to be written by him will be written by
the Senior Most Member of the Board who,- in any case, had
seen the work and conduct of all the officers. =
4) At presant the Annual Confidential Reports initially
written by the Reporting Officers are submitted by & :
them to their next higher authority who,after recording
their epinion,pass on the same to their next higher
authority for countersignatures. It is ebserved that due
to frequent changes of countersigning &uthorities delay
occurs in . getting the Confidential Reports completed
- from them,since these’ are required to be sent to such
officers who were actually in position during the period
to which the reports related., s such in the case of
‘Non-Gazetted Establishment and Confidential Reports may
- be got countersigned from the officer who' 1s actually
~in position at the |time' of getting the same countersis
-gned as countersignatures in their case is merely a
formality. Hewever; in the event of their being a :
difference in opinion between the initial reporting
officer and the next higher authority,only. then it
wotld become necessary to send the Confidential Reports
to both the ¢ountersigning authorities: for recording
their, remarks, In such cases only one Confidential
Report containing the views of the first reporting
authority and thé next higher authority should be
serit for ¢countersignatures and no spiltting done.

In the case of Gazetted Officers the present practice
may continue as in their case the countersigning autho-
rity personally know about their performance and is im
a4 position to express his opinion about their work.

5) An officer under suspension is not competent to
record condidentizl Reports on the work of his prewvious
subordinates. :

8) CONFIDENTIAL RETZORTS NOT TO BE SHOWN TO THE OFFICER/
QFPICIALS RIFOLTED ON.

The Confiantial lieports, being‘ccnfiientill should
s hown notbe, . . to the i 1divi
are ofticers of subcriinat

[N
n

Contd.seduiln
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9. ISSUE OF LETTERS OF APPRVCIATION'

The gdod wdrk af an officer shtuld be recognised by ‘ ‘\
a letter of appreciation. It should, however, be noted that such %

letters are not to jbe issued indlscriminately, but this should" *
be done in really deserv1ng cases. to eh&ourage good work.The
criterien for grantlng such commehdatory letters should be

based on a record of exceptionally good work and not merely

on the performance |of mne's routine .duties with’ more than

average ability and industry.- Commendatlon losses much of its. -
value i1f it is too easily won and it is essential ‘that the' .o o
greatest care should be taken to limit ‘the number 'of 'commenda-
tory letters and to grent them only in|cases really deserving
of notice . Such letters to officers, where ‘necessary,will be
issued by the Board only after con51der1ng the recommendations of
their superior Efficers. viz. Secy. C.Es,CAO and C.A, eta. in
this behalf, ' ; T )
EXPLnNAT"RY ;NOTES : | By e i

!

I
e
! I

i

1) (a) Atleast two authorlties when there are two or more
i such competent autHorities should make the ‘recommen=

dation in ¢clear terms :and :,

(b) the work proposed for commendation should be clearly .

indicated.
CLARIFICATIONS : :
1) " Where there is only one reporting authority and it

‘recommends i clearly the issue of an appreciation letter
and also indicates the work proposed for commendation,
an apprec1ation letter may be 1ssued in such cases-

ii) In cases where the first reportlng authority recommends
an anpreciatlon letter in clear terms 1nd1cat1ng the
“work proposed for commendation and the second authority
simply endorses it by saylng "I"agree" an appreciation
letter may' be issued as the words"'I agree" amount to .
endorsing the recommendation of ‘the first réporting
. authority not-w1thstand1ng the- fact that the second
‘ " reporting authority did not clearly say in so many
words, that'an appreciation detter may be issued

iid) ',Where two ;eoortlng authoritles recommend the issue of
an apprec1atlon letter ‘and the highest authority does
not contradlct that recommendatlon but records the words
"Seen" or "N~ remarks" or simply appends his. signature,
an appreciation letter may be issued. Where, however,
the final authority contreverts the recommendation of
the lecwer authority, mo letter of appreciatlon should
be issued. . :

Where the two lower reporting outhorities' do not
recommend the issue of an appreciation letter but
" the highest authority makes the recommendation for
such a letter in clear terms, a letter of appreciation
should not be issued straightway. In.such cases,

iw)

referencs t the two lower reporting authorities,where
or more such authorities,should be
r t 81r views on the issue of a letter

there ares tw
made asking

of appreciation. A letter of appreciation should be
issued o~lv if atleast one of the lower reporting

_ authoritizs is also of the view that .an appreciation
letter shculé be issued.

Contd, .11
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1)

c)

d)

e)

~11

The intention is that,as a rule,such letter of appre-
ciation should where necessary, bé issued by the Boar
Appointing Authori&y or atleast by thejauthorityi
competent to reccive Confidential Reports,convey.
adverse remarks and maintain the 0.Rs file of the
officer/official concerned as defined in Pgra,%;#>
and not by officers lower than that officers below
the level of the authority competent to maintain

the Q.R.File of thé officer/official concerned are
nct compétent to issue letters of apprgciation of
commendation on the basis of generally good work done
over @ period of time. Their remarks in respect of
generally good work done by subordinates should appre-
priately be recorded in annual Confidential Reports.

Occassion does ariée'when an Executive ofificer in the

field feels * the!| need of encouraging his’ subordinates

by issuing them letters of commendation, particularly
after good work done in connection with some specific
incident e.g. continuity of supply, ailocal exhibition
or a visit of some V.I.P. etc.In such ‘cases letters

of appreciation may be issued even Dby of ficers_lower
than the appointing autherities or the authority
competent to receive Confidential Reports,convey
adverse remarks maintain Confidential [Reports files.

Such letters will not,however, be placed in Confidentia

Reports files and should be issued very spa;ingly.

COMMUNICATION OF ADVERSE REMARKS:

The following generai principles should be adopted in
this respecti- | :

a)

b)/

" brains are belcw -average Or that he is unduly sensitive.

When report is build-up on the individual opinions as
noted of different departmental superiors in gradation
it is only the opinion as accepted by the highest
authoritity which:need be considgred from the point of

view of communication :

e : i/l |

an officer/official should not at any time be kept
ignorant of the reporting officer's opinion where
his service is not considered ‘satisfactory.criticism
should be communitated promptly and shoulu indicate
in suitable language the nature of the defects in.
question:; R

supervising Officers under whose instructions adverse
remarks are to be communicated should carefully
weight which defects should be communicated and which
not, Where a defect is mers the outuome of an indivi-
dual's Misfortune than his fault it need not be
comminicated as it is not likely to do any good.

Fer instance. it might do more ‘tharm than good to
inform an afficer/official yeer after year tha: his

the reporting officer should specifically_state ]
whether the A=fects reported have already becn brought
in anv commmnication to the notinc of the afficar/
cfficial concernedj

remarks in casss in which the Board or Head of

an of fice or othor officer suspenés judgement should
not be commmicated:

£
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£) great attention should be paid |to the manncr and
methodd of c¢mmunicationwin order to ensure that the
advice given or the.warning or censure administered
whather orally aor in writing, shall having regard [to
the temperament|of the officerfofficial concerned be '
most beneficial to him and - B iy i

g) any remarks on an officer/officials report which show
| that he has caken steps to remedy defects, to which his
attention has been drawn in a previous year,should be
comminicated to him, so!that he may know that his
efforss to |improve have not passed un~noticed.

| "The practiée, if folloWedlmetitulously, would provide
ich necded encourdgement and confidence to the officers/offi-
cials adversely reported upon during the previous yearS.BeSideS
such ihtimations will go a long way to religve the efficers/ .
officials concerned of the mental worry and also give them an
inczntive to improye and remove the deEects_pointed out., This
function is,no doubt, the responsibility of the final reporting
atthorities who convey thc adverse remarks and maintain the
Confidential Reports files of the employces cpncerncd; ' ‘

| : . : i
i . Keeping the above principles {n view the adverse
remarks recorded by reporting authorities in Confidential
Reports should invarisbty be communicated to the officers/
officials»conwerned within one month from the date of receipt
of ICE . However,these can be conveyed at any timc on emmission
coming tn notice. | ; ? i ‘ T

. Purther the existing practice of conveying only adverse
remarks in such communication is cather discouraging and leaves
the officer/officials concerned guessing as to the general
total purport of his report; TO avoid anxiety on. thls account,
the Board have decidcd to let the officer/official know briefly
(in a sentence or part sentefice) the gencral totd mpression
of his report, For example, it could be said,while your work
has been asscssed as of a good standard of efficiency and
competence,it has;beenlpointed;out that you tend to delay cases,
or though your work is’generally‘assessed as satisfactory
during the year, you ghow a communal tendency which is brought
to your notice for correction %"or'while you are 2 hard working
of ficer/official,you sometimes loses: temper in, your dealings
with the public. | b ! L & .

. It may be emphasised that, in the case of officer/
officials remediable defects should pbe pointed out very care=
fully and in suitable language, not with the intention of
discouraging the officer /officials but with the sole idea of
getting themto remedy the defects, The general rccord and
reputation of an foiCer/officials should be considcred refore
conveying any adverse remarks of an ‘{solated character.

EXPLANATORY NOTES:

1) It is not the intention that cvent those adverse remarks
which ;= reen washed out by the remarks of some supcr-

- should be conveyed. The correct positisn

ne adverse remarks recorded or endorsed

+ authority reporting on &n officer

t

Sk 1132 he communicated. Where howevec: .o 30 .

ad %= has not been specifically denied kY

a1 - s-thoriky, it should he conveycd. It is,howsver,
onen in that authority ro d=cide that any adverse romarks

nced no communicated.Where it is aa declded; 2

sp-difilc ordsr to his cffceot should be recorded. e

critericm f£or such a decision should he Y ased on.para—lO

{1} (c) ,above
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11) The reporting éfff*eer,while mentioning any defects
in the report, |should as far as pgssible alsé g*ve
indication of Lhat efforts have heen made by way of,
guidanCe,admonition,etc. to get the defects ‘removed
and with what results,, : !
‘, ‘ i i ‘l = gl
144) | It is noticed that ‘instructions that adverse remarks
f in all cases should be communicated to the officerS/
officials are not being strictly.observéd with the
result that officers/offiC1als are deprived of the"
right of representatisas: It - should,therefore,be
made a regular form of routing discipline and procedure
to 1nvarianly!convey adverse ' remarks to the officers/
officials convierned immediately after the C.Rs are
countersigned by the final authorities, All competent
authorities should make an' oé¢casional check of Confi-
dential Reports enstrusted to their custody. in order |
to ensure that . adverse remarks. are in fact conveyed - o
to the’ officers/offlcals concerned immediately. Where @ -
3 a competent authority does! not convey adverse remakks to
the officer/official concérned the ommission will be i
| treated as discriminatory action or its part and due
notice will be taken of it. |
; authority '
v The highest reporting should: be consulted at the time
! £f communication of any adverse remarks i1f at the time
of wrlting the report, hiSIviews were not by any chance
recorded therein. -
< i
v) Except to the! extent indicated akove,Confidential
Reports are not to be communicated or shown to the
officers/offioials concerned

vl) While communicating the adverse remarks to the Board
omployees the identity of the superiorv officer making
such remarks should not normally be disclosed. If, however,
in a particular case, it is considered necessary to
disclose :the [identity of the superior officer,the
duthority dealing with the representation may at his
discretion allow the identity to| he communicated.

II. / ‘REP?EoENTATIONS AGAINST ADVERSE REMARKS
l : -
1) There is a strong tendency among officers/officlals at -
SR all levels not to take adverse rem~rks in the spirit in .
fi,0 0 which they are intended ani as part of the normal. :
‘ ' incidents of!a whole carecer of service, hut to indulge
: in all kinds! of pri.ssure to get such remarks expunged.
L such tendency produces 11l sffgcts in regard to the:r.
recording of remarks,without fear or favour hy reporting
' officers and such practice must be strictly and firmly
discouraged an? elimlnated if possi’le.

2) It is often forgotton that the primary purpose of
maintaining 2 record of annual rc marks in regard to an
efficer/>fficials work is to accumulate 273" period of
years a varis ssessment regarding the parformance,

1 ‘ character,abil and integrity of the officer/official
in di"c*er"‘:;

4]

.rd

t (

chargi “he rvspon51“illt&eq which he has heen
7 called upon to tackle from time to time. This record is
: meant +0 enz>la th2 Mnard to A<~ ~s3 the tot-~1 wHrks of
i T, ke s B LRl e AT e L o
with a view ng him in the hest way possible

for ‘the purl]

< Primarily,therefore, the recoz af an ~fficer/
vfficial is a document internal to the.Ioer. .  to he
utilised for promotions,posting an”? transfers ensoub: i
agement amd caution,etc, This main purmy i Rl el b

5 ) Ly
—_— ‘
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< must, therefore, be borne in mlnd namely, that it is %

commulative gssessment of an of ficer' s/official's worth to R
be utilised for the Board purposes and for puklic ends and | N
it is onl{ incidentally a means of bringing to the officer's/ AN
officials notice defects, whlch he should consdiously endeavour A
to remedy. i i , i N

, Ordlnarily,therefore,‘the authorltles should not
jent=r into any COntroverSY with officers/ officials in the
imatter of adverse remarks communicated to them or the hasis
jof thelir Confidentlal Reports, After all it is the duty and
privilege of a senlor officer; to report on the work of those
under him. ' o i -

B PO Occa51onally however, cases arlse vhere the adverse
' remarks are: not made bonafide,or are based on a patent error of

: fact. An éxaminatlon of the representations is,therefore,called

for 'and these should not be turned down automatlcally. Where
the ‘preliminary Lexamlnation of the representation does not
prima-facia esta lish that the adverse remarks are malafide
‘or rased on' a patent error-of fact,there should\be little
hesization in disposing of the représentation on the genemal
policy referred ito above, Where,however, 1t appears prima-facia
that the remarks are not bonafide and that these are hased on
a8 clear error of fact, the representation should be examined
on merits, If as-a result, it is felt by the highest adminis-
trative autpority thetAthe &dverse remarks should be toned
down, he should made the necessary entry with the proper
attestation at the appropriate place of the report. Past
entries shculd not be corrected. In the rate event of the
competent authority coming to the conclusion that the adverse
remarks was inspired by malice or was based on a patent error
.of fact and, therefore, deserves expunctlon he should score
through the remarks or put 1t uptor okbliterate it otherwise
and should state that - he has done so and sign at the
appropriate place indicating the date. The reporting officer

may also be informed and suitably warned where malafide 1ntent

i1s indicated. The representations and explanations against

’fHE”EEGEFEETYEharks should not be the Confidential Reports.

4) There may also be border—llne cases,in which there may

he some substance in the adverse remarks conveyed to the
officer/official and also some justification for ‘the represe-— '
ntation made hy officer/official &dgainst the adverse remarks. 2L
‘In such cases,the proper course to adopt would be to place
tﬁf’representatlon on the Contidential Report file, after
oLiEIEIEB"EEE*B?EEfE of the highest administrative authority.

5) ; Before passing final prders on a representation agalnst
adverse remarks,the comments of the reporting authority/
authorities should invariabl be cbtained. In case reporting
officer/authority who had recorded the adverse remarks has
retired from service, the representatlon agalnst adveree k
[remarEs should Fe Jecided ry the competent authority on t&J

Emerits,keepiﬁ'”lﬂ view the factual position as corrobpratéd .

5y evidence ani other documents given by the representationis

6) Representations against adverse remarks should not
contain absured e:d haseless allegations against reporting
officers. If an loyee has a genuine complaint against ary
cE7ii.ov Yo skl sen” him application s~parately through
proper channel.sc that suitable acrtion re taxe. thereon

Contdsy . «+15
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o -The normal way. In case any officer in future,makes such
:;T::ation in his representation which can he construed
summarily be rejected hut he will also be :liakle to discipli-
nary action for contravention: to Regulation-4(1)(iii)PSE?

njab Govt ~employees ggonduct)Rule,1966 as the case may be.

7) If a representation is made by any officer/officmal
against the remarks communicated to him,such representation
should be ! brought to the notice of the highest! administrative
authority and his orders should be obtained thereon. It would
ke very undeSirable that an officer against whose adverse
remarks representations ard s hmitted should also diSpose 1
of such representation%% {_ ? i , i |
The intention . that both for purposes of rejection i
and acceptance of representations against adverse remarks,there
should ke lone authority and it should be the highest adminis-
trative authority. ; : j ;
: gy 3 i *
EXPLANAT(‘I(Y NOTES L R

The highest administrative authority means the appoin—
ting authority or the authority to whom representation against
the punishment of censure lies under the existing rules/regul—
ations,wnichever is higher.If such atthority is himself the
authority ‘whose adverse remarks are communicated, the terms

'highest administrative authority should mean the next higher
authority,

(1) It should be clearly borne in mind that the opportunity
of making representation against adverse remarks cannot
be utilised by the lemployee to oxprecss his irrelevant
grudges against the Reporting Officer.. It has heen noticed
that the employees 'do not hesitate even to ' throw mud
on the concerned officer heyond limit.‘Undoubtedly the
concernzd employee has full right to explain his position,
but. 1t does not mean that they may write bluntly,what
ever they have in their mind. In order to eliminate this
tendency of blaming the concerned officer the employees
are advised that in thelr representations for expunging
adverse remarks they should not, add meaning-less and
baseless allegations. If any employee has a genuine
complaint against any officer, most appropriately he
may as soon as possikle send his complainis separately
through proper channel for necessary action by the
competent authority. If any employee in his represent-
ation will add such things which could e considered as
an act of indiscipline and misconduct "is representation
will not only ke rejected ordinarly but necessary action
can also he taken against him for contravening the
provisions of rule-8(iii) of the Iunjar Government
Employees Conduct Rules,1966/Regulation-4(iii) of the

- PSEDB employee Conduct Regulations, 1971, -

(2) The representations against adverse remarks should bhe
considered & dis . :’ by an authority next higher
to the receivi ty of the coard For instance
the reports which the level of C.Es/Secretary
Board/C.A.C. ion in guch cases may e
disposed of 1 of A,M, Similarly in cases

i i \_—’
where -c.ceiving writy is the Cusdimair, the 1..res=
entation against th 7ersc Tremarks, may he disposed
of by the next higher authority,i.e. W.T.Ms,

(3) The representation against alverse remarks
commun-:::e: to the employee, i1f matle, is

c T A = R
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A3
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*succo<ding
authority hgs
a8 difforont
vioq,the

.

‘This time limit ig fixed keeping in view the

fact that| the poarg employee concerned does not
remain in! suspense as . to the fate of his Tepresen~
tation, Delay in deciding Such representation also
causes repsrcussion on the cdsesof promotion,
crossing of efficigagy bar etc. of the employee °
concerned, ! ’ | ’ .

months shoulg be observed meticulously, a monthly
review of ieach case may also hepade so as to o

Time limiﬁ for filling represéntations against the
adverse remarks and the authorities to whom the
representations are to ‘be addressed,

The Boarad aoes»not encourage Iepresentations against
adverse Tremarks given in Confidential Reports by the
competent authority, If however, a representation is

to be made,. 1t should Not be entertained undess it
thosselved WIthIn tires montho frog prat, ndess
g%%$lgzggrgcommunigating adverse remarks to_the

icer/otficIars conCerned., It is dengerous to

Where an officer/official who wanted to
LTepresent against adverse remarks, but could not
do so, kecause he was una%le.to-lay hands on the
relevant record in order to prepare his represen-

should promptly intimate to the.authority srconvey-
ing the adverse remarks that ' .he would he making
a detailed representation after .examining the
relevant'record, As far as possikble, the detailed
representation should also be Sent within the i
Prescriled time-limit of three months, But where
this is not practicarle owing to the circumstances
reyond an officer's control and the duthority
dealing with 'the Tepresentation is Satisfied
alout it.: the Tepresentation may be entertained
and dealt with as £ 1t had hreen Teceived within
N A ragarg A ¢ imit of three months, However,
= equired to he condoned on this
n ase, excced one year, In ALY
gainst adverse
remarks in any circumstances,
after i} r J ne vy Teckoned from the date
Of issue of communi ion onveying the adverse

the peraod of de)
account will, in n
other wo: a3

Comtgy s
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In case of rejection of representation| of an employee = |
against adverse remarks,no further review will lie in '
such cases. Further if there is a patent error of fact,
then the competent lauthority (to review such cases) will

reiected, the reppeSentation of the employee i.e. in case
representation was in the first instaqce rejected by
tHe Head of the Department,then the competent aTthority
in such cases shall he the Member Inc'arge, in case the
representation was/ rejected by Member Incharge then the

competency will be of WIMs and-in'casé representation

was rejected at the level of WIMs then the competent
authority will be the Board. ' ‘

l | f
_ Such reviews have to be considereh only in rarest
of rare cases and where it is felt that there has hkeen
gross miscarriage'of justice. ;. RIS

ICATIONS WHICH NEED TO

NATURE OF DOCUMENTS,/COMMUN
BE PLACED ON C.R.FILES.

I

1) ‘Pesides the Confidential Reports-on the work and condict
‘of an officer/official concerned,copies of - documents/
communications specified below, should also be placed in
the Confidential {Report files:~- : :

a) all orders imposing any of the penalties prescrided
under Rule -5 of the Pb.Punishment & Appeal Rules,1970/-
Regulation-5 of. the PSED Punishment & Appeal Regulations,
1971, as amended from time to time.

b). all communications conveying adverse remarks or appre-
ciation of the Board(as distinct from commendatory
letters of personal nature ‘issued by authorities other

than the Board,) ) ! .

‘ ! !

i

’e) those letters of appreciation which deal with outstand-
ing nature of performance of an officer/official on
an overall gssessmcnt on his work and conduct during
the *year in, the light of.the remarks recorded in his
Confidential Reports., i

d) a copy of the orders granting adiance Zncrewent(s).
2) 2% regards warnings which are not the direct out-come of
; Annual Confidential Reports (except those emanating from
the Doard,these shall not he placed on the Confidential
Reports Files without previous approval of the ' Appointing
Authorsity! |

The warning when given to the employee 1is not
consilered a punishment under Ph.C.S.R,(P&A) Rules, 1970/
PSER Punishment & Appeal Regulations. 1271.Dut when a copy
of it is placed in the Confidential Report file, it hecome
a punishment from the legal point of view and can effect
the service matters of the employee concerned ,Therefore,
it is -cons=itntionally considered that retore placing

the copy of warning in the Confidential Report file of
an cmployee, he should e given an opportunrity of ‘seing
heard. ~
1) Inreaariite: ot comrmni coti~mg 57 b=e nature of
advice or conveying displeasure of ‘the zoagil;. orlers
of the comnetent authority whether ~r not & Ccony
Combllin dnils
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should be placed rn the Confidential’ Report file
‘'should be ohtalned in each individual case,*Competent
Authority! referred to alove w1ll bei~

a) the Board ip lcases where the' adv1ce given to an
emplByee is from the Board or the displeasure
the Board is. conveyed or the Board is the authority
competent to impose the punishment of censure and

b) the duthority competent to hear appeals from an
order imposing the punishment of ! Censure, in other
Ccases, except when the advice glven isithat of a
higher authority in which cases such higher
authority should be the 'Competent Authorlty

4) Whenever an.officer/official has‘atténded an approved
course of study or training in India or abroad:-

a) the fact of his having done so should be entered
i in his confident1al report.

b) the report received from the head of ‘the Institu-
tion of the aforesaid study or’ training should
either he placed in original with the Confidential
.Report or the substance of it entered therein.

c) an entry ahout the report Smeitted'by the officer
; on his work should also find mention in the
Confidential Report if. it ds outstandlngly good,
or is of a poor quality indicating that the
officer/official had not made good use of his
period of study or. training. .

NOTE: Approved courses of training may be defined to
include courses sponsored by the Government/
Board or in which the cost or part of cost'is
:orne by Government/Board as also courses
attended with the permission of the Board or
for which the Board grants study leave. In )
respect of some of these courses it may not
ke p0531hle or necessary to obtain reports

whikh could not e incorportated 1n the

* Confidential Reports. For instance there
are part--time courtes and refresher courses
Wwhere an assessment of the candidate is not
made, In .such cases,however, entry.in the
-Confidential Report of the fact of the officer/
official having attended the course * :would never-
the-less be useful in giving a more complete
‘picture of the officer's/officials experience
and accomplishments.,

EXPLANATORY NOTES:

i) As & result of delay detected ky the Members of the
Board,the official responsible for delays are some-
times warned and in certain cases 1t is decided that
& copy of the warning should be placed in the Confidential
Report file of the officer/official concerped. In
such cases, it is not necessary to obtain the orders
of the competent authority as defined above for placing

a ceny ir the Confidential Report file.
B o R w.u;i.i‘_i:'; of the authorities maintain-
ing the Confi-de ial files to ensure that all
Adocuments req »d ; unc instructions of the Board
to be placed in th onfidential Report files are placed

thereon.,
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‘The term 'Confldential Report £1le! means in this

context —the collcctlon of annual confidential Reports
on the work and coqduct of a Board employee and"

copies of orders of punishment and apprec1ation

letters etc, that!may, in accordance  with the
foregoing instructions, form a. part of this collection,

i | b F
DOCUMENTS WHICH ARE NOT TO BE’ PLACED IN CONFIDENTIAL
REPORT FILES. | b

1
|

The Confidentiél Report 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 the Board in recognition of
any special help that might have been rendered by the
officer/official concerned on a particular occasion,
e.g. a local exhiBition and visit of a V.D.P. etc.

Letters of appreciation issued by various authorities
Oor persons on any major event of work done or special
contribution made by the officer/official towards the
implementation of 'a particular scheme or successful
conclusion of special compaign will not,therefore,be
pleeed in the Confidential Repont files, :

EXPLANALTORY NOTES:

Enquiry reports of the Vigilance ¥nit some-times .
contain mention of un-substantiated allegations.

In any case,these’'are in the nature of investigations,
Such enquiry, reports shall not be placed in the

' Confidential Report files,

15,

1)

2)

16)

PROCEDURE 'TO BE FOLLOWED WHERE A REFPORTING AUTHORITY
IS RELATED TO THE OFFICER/OFFICIAL TO BE REFORTED ON.

when the reporting officer 1s ithe first reporting
authority, he should Fe competent to record his
remarks,but while! doing so,he should clearly
mention that he is related to the officer/official
reported on and. hrlng out the exact nature of
relationship.

When the reporting officer is not the original

reporting authority,he need not normally write

any remarks. If,however, he feels that for some
reasons, he must enter some remarks,he should,

While doing so, act as under(1l) akove,

SDLICITING OF REM:RE TO 3E DISCOURAGED.

There should be no unde-sirahle tendency among the
officers,//officials to approach the higher authorities
for gotting remarks the way on their Confwdential

PNV T H\l

. Repworts. The fact o= v such a roach:d£ Tesshould
in fact !'e reported in th o ”;5ential R:port.The
Confiden *‘al Remarxs on ths work of the Board employees

Contd...-ZO
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will ,however,be Irecorded by the competent authority in

the normal course; when due il.e. in Confidential Reports.

The officer/officials shall,on no account soliclt for rgmarks
in Confidential Report files from their other super*ors.

17, CUSTODY OF CONFIDENTIAL REPORT FILLS AND AUTHORITTES
COMPETENT TO CONVEY ADVERSE REMARKS IN CONFIDENTLAL REPORTS.,

1) The Confldertial Report files of dlfferent categorles
will remain in the custody of ‘the follOW1ng authoritlcs.

a) All Gazetted Officers under
the Board incleuding those
on deputation,

b) NON GAZETTED STAFF.

1) Dg.Supdt.jAsstts,Stenogra~ |
' ers,U.D.Cy,Steno-typists, ! . Secretary
Clerks Class-IV employees & 1 !
all other. staff employed in : '

the Head Offlce. ‘

Secy.(BQard)

A S.A.S.Acctts.Diviéional P :
Acctts, Revenue Acctts. f e C.A.0,/CA,
Asstts.Revenue Acctts.

Internal Auditors ,Audit::
Clerks and Stock verifiers.

111} Cirecle Suﬁdts,circle Asstts, . *. C.Ejconcerned,
Head clerks and U.D.Cs., ; ;
in sukordinate offices:

iv) Head Storé Keepers, Store- ~do-
Keepers on Store~keeping ; 1y
side, : . :

v)“J.Es/Lineisupdt.ssoS,
Telephone Supervisors,
Installation/Test Inspectors,
Sectional OfficergForeman, !
- Special Foreman, Asstt. Foreman,
BN Cable Jointers and all' other ' ~do-
Technical & & Misc, Staff ; : !
for which .C.Es., are the ' '
appointing authoritdss, .

vi)Chief Draftsmen,Circle Head Y
Draftsmgn,Divl,Head Draftsmgn: . -do-
and Draftsmen on the
Drawing side,

Vii)Linemen,Suk-Station Attendents,
Clerks.Asstt.Store Keepers.,

Tracers and all other Technical g.Es
7 oncerned,

and Misc, staff for which S.Es. . : -

are the appointing -authorities,
2) The authorities mentioned in sub-para (1) ahove will
receive Confidential Reports and convey adverse remarks
contained therein in respect of the employees of the Board
whose confidential Report filads are maintained Iy them.
3@z v thoriti-e may —+horise any other Junilor Qfficer
attached to them to convey adverse remarks on their behalf,

f s¢ i desired.

COH‘Cﬂ. s v e 21
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‘Maintenance of Confidential Report files ~Index
to Confidential Report Filaes.

D e U SO ISR RSU R S5 S, AL SO

The Board observe that,very oftem ,annual Confidéntial
Reports are neither written promptly by|the recording
-authorities nor due ‘importance is attached to the

- propar maintenance of Confidential Report Files,which
are valueable service records of the employees of the
Board, To remedy this gtate of affairs,an index in the
‘attached proforma (Anmnexure='A') should! form part'of each
Confidential Report file and entries therein completed
when any new documsnts are filed. |

The periods of suspsnsion,long leave deputation etc.
and pariods less than three months for which no report
'/»isrwritten ahould invariably be recorded in the Index
' at proper gaps between .entries of the r@ports concerned

(succeeding and proceeding reports.) !

To :ensure proper up-keep of Confidential Report files
it lwould also be desirable that the appointing authori-
tids/Heads of Departments/Heads of Offices have the
Confidential Report files in their own custody and
those in the custody| of their subordinate offices
inspected by a responsible officer once every year
between the months of July & Septem=ber,

The charge of Confidential Report Files should be
properly handed over/taken over by the concerned Cfficer/
officials and each Copfidential Report should be

minutely checked at that time., It would be the responsi-
bility of the officsr/official taking cyer the charoe

to point out the deficienoy and incomfdetions noticed

at the time of taking over the chargs failing which

the responaibility for any incompletion/defitiency.
noticed later on will be fixed on him, The Board has
decided that one day =hould be allowed for handing/
taking over 150-Conflidential Reports files in a day by
the officers/officials taking over/handing over charge
and their joining *“ime adjusted accordingly, The officers
Incharge should also ensure that proper taking over

of the charge of tha Confidential Report files is done

at the time of transfer of officers/officials who

are responsible For;their custody before their charge
report/departure report is accepted by them.

It is observed that I€onfidential Reports of certain
employees on their transfer from one office to ancther
o®fice are hot sent alongwith their personzl record
viz, personal files,Service Bocksetc. which dalays

2 . - . 3 . Tv 'n
their cases of promotion ‘and efficiency bar etc,lt is

therefora, dmsired that the Confidential Report files
of the officer /official concerned should invariably
~ba sent to ths office concerned immediately after

he is relievad of his dutivs and may not be retained
in the cld offica, In case, it is nct received within
three months of the arriwal of the officer/official

in the new officse the same myy be called for by that

office promptly,

Summary of Confidential Report files,

In respect ofF Hon-Cazetted Staff summary in the
attached proformec (Annexure-'B' stzuld form part of
cach Ccnficential Report File to focilitate the judging

Contdsase2?



sa
*mpnt should
prepared in
tha form

i

1 i o
cf rélatﬁue merits of officials by the competent
authorities making avp01nt,ments promotions,etc, for
Gazetted |Of ficers, these already exists Part-II 'in
their ConfldenL*ai Report Form for thls pUTPOSE.

2 ) To facilitat. this task Further the gradlng should

be done by the reporting of ficer. A column for overall ™
so that the Year's work is assessed and gradad in

the recognised cateqories,namely 'A plus' (outstanding
TR &Uery good); 'b' plus (good "b‘(Average) and

tgt belqw averags .

3, To facilitate the assessing DF officer's/officialls
: worth,on the basis of his Confidential Report file

the good and bad remarks should be side-linsd wlth
red and bilack penc1lw,respact1vely while putting~-up
the Confldentlal Reports files in cases of promotion,
disciplinary action and pansion etc, This may also
be done ih case of Confldential Reports of Gazetted
Cfficers.,!

QKRLpNﬁIURY_QUTE:

A column for overall assessment should be piovided
-in the form of Confidential Reports and the grading
of an officer should be indicated in the said column,

20. REPURT_IN!RESPECT OF_CLASS IV BOARD EMPLOYEES:

Annual Confidential Reports should -also be written

in respect of all reqular Class-IV Board employees

in the State Electr1c1ty Board and their personal

files maintained as in ths case of other classes of
Board employees. A sample form of Confidential Report.,
which may ibe used in this connection, is at Annaxure-~'D'.

21, PERSONAL CONSIDERATIUNS AND SAFARISH TO BE ENCHEWED
WHILE RECORDING REPORTS: . .. ...

P T

The oFFlcers/offlclals recording Confldentlal Reports
should realise the vatue:.and 'the importance of such
reports in making or adversely affecting the carecrs
of officers reportad upon. While superior DFFicars/
officials 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 consideration,approaches
or safarish of any kind should be allowed to supervenue
and their conscience . should be their guide in
this matter. alono 1

22, The Board would liks to urge that the officers
rncording remarks in Confidential Reports should realiss
tha value and importance of such reports in making ot
adversazly affecting the careers of officora/officials

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 g-nsideration
of mﬁrlt,JUSt‘CD ahﬁ fair play. No personal consideratinns
and oornachn: or'Safarish! of any kind should be allowed
L9 suteridana enu thezir :JﬂsClencbalOHﬁ should be their
guide in thlS matter,
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ANNEXURE_-'A!
: {

' PUNJAB STATE ELECTRICITY BOARD

]

OF FICE U THE\gJ”_M_A 8 i é

INCEX TU ANNUAL QUALIFICATIUNS REPORTS AND DTHER DOCUHEMTJ
PLACED 1IN THE QUALIFICATIUN REPORT FILE OF H___g

“e

Pége Nos,

Sr. Date on Nature of Signatures Remarkse,
No, which document of the date and
placed . placed ‘documents. designation
on Q,R ahowing Filedi " of -attesting -
file, periods ‘ i authority of
| - - to which j the entry,
: it relates. : E
1o 2. e 4, 54 | 6y

N.B,(1)

—~
N
~r

(3)

The'index form should be prlntad on both 51des

of ‘& tthk folder,

Each Index sheet should have a

.and top corner.

Proper account of Inder
by each officas.,

Sheets

sr.No, in the right

should be:maintainéd

N
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i - ANNEXURE -'B!
l
:

~ : ' | . : ‘.\
£1 5 Nams iof the offlclﬂl w1tL an indication of ithe
SEYVLCE to which he belongs.
E
‘(2) Date%of entry in thé ser?ice.
Feriod Post(s) Name(s) Whethar the report Refeare- Remarks,
covered held. with ’ is DW the whole,out~ nce to
by the i desi% - standlng,very good pages.
P i tion ? satisfactory or
ji * : of the poor'
| reporting o ‘ﬂ“**‘g“{““;:“ B
; utsta~- atls oor
5 Offlcer(s) nding, *= actory
! N ] i «‘. VB-I‘Y:_‘ fair.. ] '
1 | good. i '
10 2. § ‘3. i ! ‘4. 5‘ 7 60
| . | ; . ;
? (a) i (b) (c)
P O I R P TP P DS T S R ST T el TIPSl Sl Bhant Thont Banl? Tl et Rt st el
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—= . PURJS 3T: Tw ELECY,.BOALD
From
To
L L"D'cl"*‘n{,anL:/G Me ., /G, B,
" &g 11 SEs(including Hyrel),
B 11 ¥ens(inclucing Hydel),
lei nief Controller/Finance,PSER,Patiala.
5 e ief muditorjPJuB,Pat'ala
6. ef Accounts Officer,PSiB,Patiala.
7 . BIGE/VES, ES;J,Pa+i,Wa.
S Cost uon»NQWWDr Psii3,Patiala.
2. Dire C'OP’PUJ1¢C "Relations ,PSEB ,Patiala,
18, Uirector _Ll\y PSR patJ_dla.
17 A1l L‘y C,n,ﬁ‘%/ﬁ.'sﬂ
125 A1l Sr.nccounts Officers/Accounts Officers
15 zulmejmﬁ.
Memo No.11031/12455 /Sec/L-677
Dated: 14,12.95
Subs Hecording of Annual Confidential Reports-

iodification in the present practice of
bonveylno adverse remnarkss-etc.

The Punjab State Hlecy.Board has been following
+the systeim of recording of Annual Confidential leports &
compunication & procedure of recording adverse remarks on

the lines of the system prevalent in the Govt. for which

()

etgiled instructions have been issued by the liesgulation

v
(s

ction vide circular Memo lio. 142376/3426/1diG~20 dated

'

4.8.76 and as ammended from time to time. A number of

problems has been faced by adoption of this systen which

interalia are the following:—
a) X e is more emphasis on attitudes and

traits than on performanc:.

B) The system of adveérse remarks coes not take

I of +the fact that human beings are not

ect and both in performance and Tralts

be positive and negative features;

her than concentrating on isolated

o? perfomaiace it Will bm MOre appro-—

; view an indivicual cfficial in

with referenc: to Jjot éequiremEHts,

D Tho Bozrd hss, therefore, decided that except
5 % I

for overall gracding of'below average'with adverse remarks

and for entries reg . rdin; doubtful intsgricy{which can

Conto siésde




he interest of the Board
of communication of

oy

for all other entries in

orma,ne separate adverse notice will be taken of

neg=tive nature will be

sitive remarks for making

overall assessment e.g.'Average! ,'Good! etc. The competent
P

authorities at +ths time of p

o

omotion,placem:nt in higher scale

.

etc. would consider the cdetailec assessmunt of Reporting &
lReviewing Officers in totality and cdecicde independently on the
overall performance/grading ~o be given after carefilly consider-—
ing the cdetailed & overall assessmchf of lteporting & lieviewing
~utheoritiss. Thus the presz=nl syster: of communication of
ac¢versz rentrks,inviting of reoresentations etc. and the instruo-
t ons & rezul=tions thersof are hereby abrogated except in case
i e :
of cverall rating of 'Below Average' with adverse remarks and
btful integrity in the relevant celumns meant Tor

recording integrity in the :.Cii.

wents sre being wace in the

RS % L2 ST Ers A 1 . 3R LTRSSt I 1 4 RO S b

liegulations separately.

L, The sbove instructions nay please be brought to the
s . 1.3 ; ey
notice, all concerne? accordingly for taking necessar: action. i
#11 pending czses/represent.tions of aﬂverS§ remarks may bz
cansidered as decifed /closed in light of ab%ve instructions.
v‘l.\\ 'Ll' iy e
SECHETLIY
PB,STA?Q/ﬁLuC_.uQAN.,PTA
Endst.ii0.12456/412665  |S..C/Loose~677 Dated: 14,712,355 :
A copy of ths above is forwarced. fto the following §
tion.éime actionis p
/P cirarh, 2 C.E,/Elecy.,U.T.CHU,, ;
+: L r"'/Ll-c v.U,T.Chan ig=rh. 4
r Secuetaries,in Pu?“, i
Board Sacihby 1

A—
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f2gt: Recording of the remarks in the Integrity
colimn of the ACR of the LDFflCEI‘ ;

saasy

feg @537 313t wtat 3 fa KIRCASAL U EL O =h BT 100405
w3 ¥ 3 A T Folleet Towiwt me 3+ 4 *\hﬁffm;‘a"ara?‘aﬂr\ ar
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i) If the 8fficer's integrity 'is bgyoﬂd doubt, it may
. be so stated,

ii) If there is any doubt or suspicion, the columr shuuld

I be left blank and action taken 5 under:
Lg} ; a, A separate secret note shogid be recordeil
R and followed up . A copy »” the note should
; e2lso be sent togethsr wit) the Confidential
,.;6??3 iieport to the next Superior Officer who will

ensure that the follow ud action is tzken
expeditiously. Where it !s not possible

£Y either to certify thet the integrity or to

" iy TBCOrd the Secret note, the Reporting afficer

AV should state either that re had not watched
the officer's work for sufficient time to
form a definite judgement or that he has
hieard nothing against the officer; as the

cCase may be,

b, If, . as a res

ult of the follow up action, the
doubts or suspicions ar

2 cleared, the officer's

Conbdnays 2




=7 =

integrity should be certified and an entry
made accorcdingly in the Confidential Report,

c) If the doubts or suspicions are confirmed,
this fact should also be recorded and duly
communicated to the officer concerned.

d) If as a rosult of the follow up action, the
doubts or suspicions are‘neither cleared nor :
confirmed, the officer's conduct should be 5
watched For a further period and thersafter
action taken as indicated at(b) and’ Ra) above.
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Subject: Instructions Regarding confidantial Reports.

g PR
P T e .
- PR e e . g

Fhe following s 2dditions and alternations,/ changes
shall be made in the consolidated instructions regarding
writing of ZAnnual Conﬁidentiél Reports circulated vide

this office circular No. 142376/2426/REG-20 dated '4.2.75:~

1 The following new instruction/Para No.10 shall

‘o, 9 (existing)

1¢, COMMUNICATION OF ADV SRIE 1\4L TARKS

emphasis on attitudes and
performance.
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there be positive and negative FCFL“f“
and rather than ‘concentrating on ‘isclated
@spects of ‘performance it will. ba i DD
briate to view an indiviaual official in
totality with referznce. to job redquirements.

2. Therefore, chept for overall qraﬂlnq of
'below

for entries regarding .J::
(which can affect, irre
the interest
" present
eté.,

ek proforma, no Separate ady ersn
taken of the advérse remarks
nature.will be viewad 1
femarks for mal
-Cooﬂ ‘ﬁth

consider the detailed =

Reviewihg officers in tota11ty
1y on the overall performan

carefully C0n~1ﬂer1hq the

detailed
ment of Reporti

xisting Instruction/rara ”o 10
tﬁere will be’ no change in its

may be umencpd read as undern~

C‘e/ grad

notice

ing

ﬁ',

Ren

ov

PPOCD“UDE OR CO\D'UIIP TION or “n”ﬂ“”

REACE

average' with adv;r:e rama&rks and

where the

i
\L\I\)J £

=~ 2-: doubtful integrity.

Sﬁpc+1ve ohig nerforemauﬂe,
of the Board vitally and
System of communication of adverse remakrs
Shall continue) for all other entries in the

will be
:marPs of .a negative

n *otalltj alongwith positive
ing overall assessmant e, g.

The competent authorities at the time of
promotlon,olacemonb in higher scale etc

3zessment of

' Average’,

would
orting &
and decidc independent-
to be given after

exall ‘as
Tting & Reviewing Authorities.

SEeSS~

1]
shall ‘be re-numbered as 104!
body = column-howewer,

N

its heading
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To
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.

Sué:

2.~

of ACRs of the officers to the Secret Section(Gaz.)
is delayed for ene reason or the other, which tendency
needs to be turbed inasmuch as nnn—reéeipt of ACBs in

time creats numernus difficulties in settling their
service matters.

the officers are with-held by the Reviewing or
Accepting authorities notwithstanding the period of
Repurting Officer haprens to be more than three mcnths.
The plea taken by the Reviewing or Accepting authorities
i1s that their period ef tenure falls less than three
months in some ¢ases. This is not a healthy practice . .
It dis, therefnre; requested that:-

3.~
be delay
te the S
5
1
E 2N )ON

wr

The Secretary,
PSEB,Patiala.

All Engineer-in-Chief/G.M./CEs.
All Superintending Engineers.

In the PSEB.
All Senior Executive Engineers. i

Memo No.
Dated:

8545/9151
9.9.96

/Sec./L-/1995-96
Submissidn’ ef ACRs of the efficers.

K

Of late, it has been obsérved that submission

One of the reasons is reported that ACRs of

5. 2

Where period cf Reporting Officer is moré ¥
"than three months but in the case of Reviewing- 2k
Officer it happens: to be less than three :

months then ACR sheuld not: be with=held on

this account by the Reviewing Officer. -

Instead ACR sheuld be passed on to the next

Accerting Authority with a suitable note en

the ACR that it cannot be reviewed due to
this fact.

Like wise if the period of ACR of Reporting
and Reviewing Officers is more than three -
months but it falls less than three months
ef the Accepting Authority, then these
should be sent to the Secret Section{(Gaz.)

with a suitable note but need not to be with-
held.

The idea behind it that in no case ACR sheauld

2r with-held but sheuld dgfinitely be sent
ecret Section of the Board.

N

SECRETARY, :
STATE ELECY.BOARD,
: PATIALA.

CALTest Conticller/CCF/ADGP,PSEB,Patiala.
¥-,UT,Chandigarh:

LR

PUNJAB

wAndl gart,
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PUNJAB STATE ELECY .BOARR
Frem
. The Secretary,
SECRET CELL Punjab State Elecy.Bcard
Patiala,
Te
“ 1, &1l Engineers—in-Chief/General Managers/C.Es
.2, All Py,C.Es/SEs/Directers (including HXdel)
3. All Addl.S,Es/Sr.Xens (including Hydel
vda  n,D,G,P,/V&S,PSEB, Patiala .
"5, Chief.Céntroller/Finance, PSEE, Patlala.
< 6a Chief Auditeor,PSEB, Patiala. :
"7+ All Chief Accsunts Officers/F.A. & CAJTs
-8« Chief,Cest Centrol. & Reduction Prmgramme,
PSEB, Patiala,
"9, Director/Perscnnel, PSEB, Patiala.
-10. Director/IR; PSEB, Patiala,
o B Dlrector/Technical, PSEB, Patiala.
12. Director/Inquiry, PSEB, Patiala.
13, All Dy.CAOs/CAs/FAs ,
Yl4’ Legal Advisor; PSEB, Patiala,
Memsa NOQE§E8/7799 /Sec/Lcanse-T714
Dated_}4"7“2000 » :
Sub 3 Recording of Annual Confidential Reports of

the Officers.,
Yok
It has been ebserved that proper procedure for
initiating/recording the ACRs of the officers has already
el beeniiaid<icwn in the instructiéns issued by the Board
- vide circular imemo No.142376/3426/REG-20 dated 4-3-76
and amehdments issued from time to time, These instructicns,
interFalia, stipulate (Para—6 of Ehe'inéErUcEions ibid)
that no ACR nf any officer is required to be recorded ¥
by the Reporting Officers in whese cases, the _perird
£a115 less than three menths owing te the transfer of

+he (fflcers themselves from onp a551gnment tr nther

rr transfpr of their Repqrtlngﬂoff;cers But these \~

e

1nsaructlons are not belng followed up in letter & Spirit

while recording the ACRs of the oFfficers by the varipus

Repcrting/Reviewing officers. Instead these instructions
are being vinlated and A,C.Rs are initiated by the

officers and got recerded from their Rep“rtlng “fficers
even though the pericd falls less than three months in each

case., Recently, this tendency of getting such ACRs recorded

with highe:

ratings has increased amongst the varieus cfficers

with vested interests just to get undue benefits in
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v

Serv1ce matte and. to i:ir:ase theJr bench marks in the

Uromotlon Ccases. <Such

(

*hr~ency of ln;tlatlng/recor61WQ

/\CRs fer period less than three months is a c¢lear *-
violation of the procedure/guidelines issued by the Board
besides creating an unsavoury situation which can also
reflect adversely .upon the officers revorted upon as well

as on the Reporting Of ficerse.

2 Th order to curb this unhealthy tendency and to
ensure that there is no violation of Board's instructions,
the matter has been considered by the Competent isuthority
and it has been decided that any 4,y C.Rs of any offlcersv

falllng less than. three months, thouoh recorded by the

"

i oo mre 2LE e
. be pkaced on record as 'non-axistant'$w1thout taking any

ﬂ°9§£ﬁ§£§§14v1t has also been desired tha+ “the officers

should avoid indulging in such type ef tendency and ensure
ebservance/implementation «f this decision in its true

Perspective while initiating/recording the #.C.Rs,

3e The above instructions/decisioa may please be

brought to thz notice of all concerned for metiuulwusl
compliance please,

N’ .w’%ﬁ

HCRETP)RY"
PUNJZLB STATE LIECY.BOARD,
vPl?'-\TI::]’_L;‘lg S ld

TN P
Yk \\.ﬁ\ e
Endst ,No, 7791/7825 /Sec/Loose~T14 Dated 14x7-20600

e &4 copy of the above is forwarded to the following
rer information and necessary actions-—

1 Member/Power, BLMB, Chandigarh.

2a Cys&:/Elecy.U.T., Chandicarh i i
3% Seﬂre*ary, BBMB, Chandigarh

4. S.E./Elecy,U,T.Chandigarh .
B A1l Jt.Secretaries/Dy., Secrctarleq/Under Secretaries, it .\ 2%

PSEB . =
6-

Dy.Secretary te Chairman/Sr.Private Secretaries to

Members and Secretary, PSEB, Patiala.

T Director/Cm-ordination, PSEB, B-533, New Friends

Colony, New Delhi,

8. 0.8.D, to Chairman/S.E, (T)/DA (Accounts) ta Members

PSEB, Patiala,

0.8,D. toc Advisor/Energy, Punjab Gevt., Chandigarha

pe 10 Jeint Secretary/Meetings, PSEB, Patiala with reference
to his U,0.Nc, 5101/4:TMs~18/2000/8pt.2 dated 13-7-200G,

gt 11, Under Oﬂﬂre+Ary/P&P(Rpgulatlon~oectlon) PSEB,;
Pattalsz,

Under Secy./Secret (G
g ) For Secretary, PSEB,;Patiza
A
\ A ! ~n L

* Tk il

T o Y

az

)

\ "
\ 7




"L DA
QIR b 5 G.YS/E.I.CS/C.ES intthe PESEB.
2 Chief Coptroller/finance, P&ER, Patiala.
D 211 CiC SyChief, CC 8 R/ Pa & CIDE in
4y e EESL S PRt aTl e,
3., &1 Dy.CEs/i¥s/Directors in the PSEBR.
€. &1l 24d1.8Es/Sr.¥%erns./Dy.Directors in
the BEED;
7. 211 Dy.CAQOs/Cl:g/Fis in the PEES.
8. Legal Advisor, FSER, FPatiala.
9,. &11 Jt. Secretaries /Dy.Secretaries/
Under Secretaries in the PSER
10, Jy.DL:ectur/Eforcu, PSER, ”atiala.
11.. 2Lk Sr.Z0s5/%0s dn:the "PSERE,
12, &1l Xens./4EEZs/EEs in. the BPSER.
Memo No. €/1494 ~*_/Sec./Loose—710/L E
ated _3/1/20C1 | , {
i

Subz:- Political rres:ur*ﬁapnrOehh by Roard Employees

in 5ch1ce matterq-Curblnu of such tendency.
B .

Ct late, it has been seen tha t the Roard's
employees. have stértedvresorting to the mzl-practice
for exercisin;_political pressﬁre from outside
agencies or from other superi#r authorities to get
their service matters decided whimsically to further
their personal interests. The Regulation—21 of DSEE
Employees® Conduct Regulations—197i clearly provides
that no Boarc employee should bring or attempt to
bring any .political pressure or other influence to

bear upon any superior asuthority to further his

interests in resyect of matters pertaining to his
service under the Board. The reypeated JLSLrUCthDS

have also been issued by the Board £
to dissuade the employees from indulging in such

n
mal-rractice but this has not yielded fruitful

o AT A




e e e e ser e s

resultsz. fhis practice iz

which is not concdusive t& th
a

(1]

=
&t

mar on the ircvee-s=c

(D

rrocer functicning

of the administraticb.. It 8lsg leads to dndiscipline

on the part of the emplovees concerned who deviate
from utilising the normsl avenues available to them
in service rules for recressal ef their grievances.
Conseguently, the Board has sore times to underge
a strong pressure thereby rerforce capitulating and

facing an embarrassina situation.
5 ] - ]

2 . This tendency en the part of éoar@ employess to
exert outside influence has seen viewed very seriously
by the Board, In order to curb this situation, the
matter has been given a careful consideration and it
has been decided that:-

i. . A suitable ehtrv to this effect ke made in the
i RCRALR proforma of allt the officers/officials
'concerned who indulge in suéh. Bractice.

ii. To pass. an. order to this effggt with the aprroval
of the Chairman in the cases @f officers, officials
imdul:ing in such practice and* to get the entry

i recorded ‘at the time of recezding of their ACRs/ -
“Rs. For example where ACRs are to be finalised/
accepted by the Chairman/Member Incharge concerned,
it weuld be put up to the Chairman/Member Incharge
concarned at the apygrovriatg time for recording

| the.requisite entry in the &CRs. In case CE or

okher Heads of Department or kheilr subordinate
quthgrltﬂes happen tao be theé agcepting authorltlc¢;
guch communications would be conveyed to t il
by the coacerhed offices with t£he approval OL

} Chairman-for recording the sudtable entry to

4 this effect in the ACRs/«Rs af the employees

concgrngd.

arkc including as at. Sr.Xo.

il . £11 the adverse rem
t {i) .may invariakly be convemxed to all the
officerss,officials.
Centd..3
(‘“"( t;

§
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3) These ‘instriuctions should ‘bebrought 'to. the
knowledoe of all the officers,/officials werking
urder vour centrol for information and maticulous

o)
compliance in future and the emplovess whe commit
breach of the same, should be dealt with in the

manner Trescrioed above.

The receipt of these instructions may =21so
be acknnwledged.
B A
T
Mo bin—
g o
| % A, |
| D
| PUNJAB ET CY.BCARD _
L’-;, ¥y ; Ty ::\..:\ !
A
| Endst.No., 1495/17?5 /Sec./Loese-710/L DateaB/l/ZOOQ‘
A copy of the above is forwarded to the
follewing for information and necessary actions-
L: Chief Enginesr/Electricity, U.T., Chandigarth.
2. Director/Co-ordination, PSER, 533, . 5

New Friends Celony, va Delhi.
0.8$.D. to Chairmen/SE(T)/SA(A/Cs) to Members

w

o .in PSEB,
4. 0.8.D, té Advisor/Energy, Punjab Govt.,
- Chianviigarh.

5. Secretary, 1 Chandigarh.

6. Dy.Secy. to thlr an,/Sr.P.8. to Members/F.S.
to Secretary, PSEB, Patiala.

7. Jt.Secretary/leetings, PSER, Patiala.
with reference to his U,O0. No 3411 /wTlMg=30/
2000/24 dt. 18-12-2000,

8. Under Becretary/P&R, PSEB, Patiala.

9. All Sectional Heads in ‘the Secretariate,
PESER, Fatiala,

G
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Inszructions regarding Confidential Reports. .

* Fapoe

Existing Para-2 of the consolidated Instructions regarding

idential Heports circulated vide Memo No,142376, 3426 /REG-20

¢sted 4,3.76 has been Amended/substituted by the following:-

% Negd for regular amd punc'tual recording ef reports:-

(1/No Changse.
{(2jNo Change,

{(3,)For Cfficers

\1/The Annual Confidential Reports shall be for

the period from Ist April ta 31st March each TS
~ year and should Be written amnually during the i

monch of April., The officer to be reported

upen should submit his A.C,R, porm with

self appraisal, as_required in the ACR Form,

to the neporting Uffie immediatsly after

.
La LD
NI R B

l

L I V)]

31st tlarch each ye
fair manner on the
af an officer durin

be recorded in its
T actual performanas
: s - 7

ticular period/ year

\
B3
h

o
b
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and a specific campaign be launched so as

co ded/FinaliS ed

nt . to the Secretary/Secret Section

ted) in one lot by 30th April each year
ively. For this purpose, a proper mecnito-
be done for keaeping record cf postings onc
fers- of our” of ficers 'in a -Registar: tao be

a ?ua*DEd by CEs/Heads of the Departments so

s t0 ensure that na ACK of any officsr is left
° be unrecorded, A certlficate should be

fn

0 ensure that ALCsRs Ysair

o

W o or O

l Heads of Uepartmcnts, to the becrptary/

cret Section(Gazetted) that Annual Confidential
ports for previous financial year have been
Ltten/comoleted in-the casd af all the

ficers under  thneir administration/Zsns and

ent tc the Secretary/becret Section{Gazetted).

J

0o & L
-nrjmn

w
(5i]

=1

any of ficer doas not lnlflate the ACR-

'”lib”racm ly, his ACR should e raccrded without
if~initiation besides taking disciplinary

actinn against the delinguent of ficer. Any

officer whether Raporting or hkeviewing, if

dslays the HCR; he will be responsikbls for the sams.

w
lT'

(i1 l}’hl&c adjudging an officer as 'Outstanding' or

(iv )

o LV

'Helow Average' justificetion for the same must be

civen by the concerned HuDDrtlng/REVl3mlﬂO authoritie
in the AER,

The ACRs with 'Outstanding' or 'Below Average '

grading given by the Reporting/Reviewing Authoritics

would e placad kefore the Moderation CDmmltEueSJ
constituted .for consiterationf/finalisation of
such AURs ,bufore being finalissd by the Accspt-
ing HdthDrlTluag

In the case where Chief Fngineers or Haeads of
Lepar tmsN @ hapigen to be the Accepting -Authority,

e ACR with an 'Outstanding! pr . !Bdlow Averags’

crading would be submitted to the Moderation
Uemmittess through Secrstary/Secre t ouctlun(Gﬂza)
FStH, Patialz before being rlnallsh,d By the
hccepting Authority.

In. the cases where the Reporting Authaority”
!n

happens to be the highsst Accepting Authority,
their ACks shall n fall within the purvisw

of thé Moderation Committies. Similnrl), the
Alhs recorcsd/finalised by other aguncies
crganisasticons ‘i.e. BBMB, U.T, Chapdigarh etc.

CDﬂtdap?B;,-




=%

would also remain unchanged and these will not

be Tequired to be submitted to Moderation
committaesa.

"(vii) In case any officer is found responsible for
oo shoming undue favour or bias in the matter of
! recording of ACR of an officer, he will also
\ render liabls for suitable acticn as may be
L regcommenced by the Moderation Committezes.

(4) For_oth.r/Non-gazetted employees: -

(i) The Annual Confidential Reports shall be
for the pericd from Ist Apripl to 31st March
wach year and should be written annually
-during the month of April in respsct of all
employees,

R certificate should be furnished during

the month of June each year by all the Segcticnal
Lfficers in HiWi ‘and Xens/SiEs/C.Es /C:A40s to
their next higher authorities concerned to show
that Annual Conflountlal Reports for previous
financial year have been 'written in ths case

ef all emplouyees in their respective Sectlbns/
vivisicns/Circles/Zones,

e streseaﬂ
(ii) The countersigning authorities are . f:-+.

_ that the work of countersigning the Annual
: Conficential Reports should not bs delayed
- and may positively be completed by 3ubth June
every year., And that the officers concsrned
shall liable for disciplinary acticn for non-
observance of these scheduled . dates,

NOTE: The Annual Confidentizl Reports should be recorded
without delay,Further in the event of heavy dalay
cccurring in isolated cases it 4 should be possible for the

higher authorities tc discountinue to the = axtent necessary

such repurts as had beesn written after a lapse of a
very long period and as were attended with suspicicus
featurss on one ground or ancther, The' assesment of

CGﬂtd.a 34030’
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Sub: Instructicng fegarding‘CDnFidentiélfﬁeports.

~Para=~5 ’ertlng af Annual Confidential Reports of officers/

officials." of tha instructlons ragardlng Confidential Raports

circulated vide Memo No 142376/3&26/REG 20 datsd 4.8.76 has besn
~amended by 1nsartlng Followlng newzsub-panafkh)_t@fnréfr =
the existing sub para(a) of theiiaéga‘iﬁid*

(DJALl the ACRs where the Chéirman/igpgﬁg_ﬁgseﬁfihj
Authority must be routed thrSU§F/§QCretary or Member

inchargs as the case may be,

Existing SLU ~-paral(b)

read ds . (e,

Eonthe i 2ai8%




NIAT B 194487 /1954 g7 ‘ /h{“‘E:lJ:f’:;{:r-go/@?[-g s e

_2_

SEE T B3raT I3 fafwr § mesr wd Ara=rET fig 7
T gter U\: s i
{99 U, gt et iy wT St g =9 1
= nIZI /g 7, le M, 8T, waﬁ?«,
2. w3 Gu iy Ay mqua/@u ¥Y nmTEeq/8u f23 meraars 93y Sux i
T 2 w3 st W s Wese wd gfiar g3 1S VAT | -
a A3 ‘argdaargt foa. /??Fﬁr f&R: /Taget Irfegaes mé Y3 T2 wamg | g
- Zﬁ}gﬁm E‘TWE’HG’/F.‘}HT WIAT AT s et T, WH.TT B §
J 213 il
& Tsa: f25: /fedse v o u?fmzqééaﬁr e*r%ﬁ?ﬂi,l ;
7 E‘ﬁﬁ?% WP maHd ufﬂbrrc?rl , L
5. 8y Te7 msraary W3 B BW wamg wt.ut.wvist dam| ]
S 23 Azrazry wd yu SYT WeHs faorr Ui gmerar 2 /oy : '3
0. I fEdses S fax Husg, U.av fe: 9, ufawrar | : E
11, Bumimm 2 amaﬂ* rﬁ?ﬁr faaT na:zaz}?ma ﬂsma' ua“r : fo: &
12, ,‘T"FH*"?EH/SS( MEd, U:9T: £33, Ufanrar) i
13, B3 prrfe nasa/@u RETS /TS BT, Ui fg 2 5
4. W B3 Heﬁr T3 o TR UigTiTE: Y, uferrar I
mﬁsm@a é“ wTg, i
TR, U T f‘a' 8, ufénrar |
5 Wz &, 195488 - /‘nrra Shat-ao/gir2.  fugt: 7+ 2001
- 5@ o Bgrar 8y qasa/@LGCTET)u Ir:Te: 9, yfenrar g
855t ¥ sz ‘éugacsgz?zﬁmz?zom %aera%feagazvmé
o TIRT TGEEY 133 T grer o).

. /U Z.nry,
STIRAF, UrgT: T8, Utowtar |
TUs sz 5, 195489 e s 20 /3F-2 FHIT: 25.7. 2001
| 8f33 = Grar UTE‘é"naza”g’waﬁ“ Ur e, u—‘rvtraara
g fqezr nazeﬁré* SESCES el Croplie s -

S

5 ) g% o4 /7 )‘ e |
{.@7;ja§3/ 7/ L9
\Fjllw Qi x’a‘/JUl 3 }‘FG”
T RET, Grars o B UTgar

s Sy A e e



¢
-/
-
————

10-,

11,

1_2-

Wema Moo, /1290

PUNJ 23 STATE ELECY.Z20ARD
(Office nf the Secretary/Secret Cell(Gazetted),Patiald)

All G.Ms/E.1.Cs/C.Es.in the PSEB.
Chief Contreller/Finance, PSEB, Patiala.

ALl CxOs/CafBhiet, CC & B/FA & CHOs in
the PSES.

ADGP/VRS, FSE3, Patiala.
All Dy.CEs/SEs/Directors in the PSEB.

All Addl.SEs/Sr,Xens./Dy.Directors in the PSE3.. .

All Dy, CMJQ/PAN/FAS in the PSER.
Legal: Advisor, PSE3, P

1’)ﬁ)

®ialas
Te

All Jt.uefr9+arlps/0y Secretaries/Under

Secretaries in tne PCEU»
Dy.Director/Sports, PSE3, Patiala.
All Sr.f0s//0s in the PSE3.
All'Xen:./AEEs/AEs_in the PSEB.

_/Sn1./Sea.tS=1/Loose~1

Dated . __ 1/1/025

The

Circular Meme-No. _';];423‘.71‘3‘;.3&*

amended from

Rerording-qf ACRs cf the offlcerq/offlclals
related to the- Repnrf:ngfﬁe
Autherities.

Stolsn
LT

iﬂﬁi{untion .*; ecd™hy+the BQaTd.Vlde‘ltS
\“ﬁfFEGAQQ"dt.*4-8~1976, as.

time +to time clearly qbl ulate that the

viewing and Accepting . W

Reporting/Reviewing oF ‘Annepting Puﬁhftlllﬁs.ShQUld.IeCQId‘N\

the ACRs of the OfflterSLﬁffjr]alﬁ in an impartial and~

honest manner without Qhow1ngjqndue favour or Dlas_and

the Para—-15 of the instructioﬁ; gl gy down the

prucedure tdﬂ

Authueity is

be-full rwed where auRepcrtingZReMi@wing
X N R i

related. to the wdtbver/tfrinial to beei

R .

e 2
: e
X,
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Teport.q UToNn. dewever, with the present procedure an
anom s, "us situation is sometimes cfeated due tc undue

zvour or bias shown by the Reporting/Reviewing/Accepting
Authorities towards officers/cfficizls having close
rela®l3”s with them that there remairs ¢ dif ference betwaen
a ary G@od/Out:tanding" nfficer/offizisl or an 'Average/

3alow Average® officer/of ficial.

2) In order to avoid suuh %ype ¢f situatien for

misusin

(o)

such powers eitaer by tane Re~sr-tingsHeviewing or

Acce ting Autnor1t1eq and to have a uniform policy, the

mat’ »r has been given a careful consic-~ratien and it has
Seent cesided by tne Board taiat:-

a) When the héporting Officer is related to the
officer/official to be Tepsrted unen, he should
net record AGR of such oftlcer/dfficial and in
sudh case ‘the ACR should be recorded by the
HeVler“g Officer.

~—

Mnen the Reviewing Officnz is related to the
officer/official to be repcrted upen, he should
net review the ACR of such cfficer/cfficial

and in such case the ACR shoulé e reviewed/

accepted by the Accepting Authority.

(o8
N

Wnen the Accepting Autﬂoratv is- related to
‘—.——’“—E—-’
the officerfoffictal lc be rencvied upon,

o &

ne should not accept/comtersign the ACR
of such offlcer/ofilclal axd inisuch ‘case

“the ACR should be accepted/countersigned
—

Oy tne next higner authority or bneluemoer

S

Incharge, as tie case may ode.

soontda, 32
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d) Wnen Reparting Authority haprens to be tne

—————__—
Accepting Autherity and is related to the

officer/vfficial “to be reported-upon, he should

not rccnrd ACR of sueh officer/afficial and in

such case the ACR sheuld be recorded, accepted

2y tne nexf nigher authority or Member,/Incnarge,

as the c3se may be.

3) The compliance nf the above decision may “indly be
ensured ir 11s letter ondzoparit.

1Y
EEK nd

s
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SECRETARY
PbWJAB;STAL ELECY.30ARD

&

2

=

b o

. PATIALA ~oond
P gl g ael 1&”1/§7C1 T - ™ g
Endst.Nc. | 7 21 o /501 /See ./S5-1/Leose~1 Dated 1/1/02

A copy of the abOVe is forwardﬂd to the fOllONlﬂg
for informatien and necessary action:-

Yo Chigf tngln,er/Electric1ty, WiTe,Chandigarh.
2. Director/Co-ordination, PSER, 533,'New Frierrds
Colany, New Delhi.

- K Jau,D to Gn¢1rmgn/au (T)/oA (A/Co, to Members
in PSE '

4. 0.S5.D. to Advisor/Energy, Funjsb uovt.Chandﬂgdrn.

5. Senretary, B3V3, Chand garh

Ba,  Dy.Sety. to Cnoeran/Sr,l.a. t@;ﬁemberS/P S. to
© Senretary, PSE3, Patials.

PSE3, Pat‘ala with reference
2/M~10/2001/15 dt 4-12~2001.

& R, PSE3, Patiala.

tiﬁﬂal :ieads in the Segretariate,

7+ Dy.Secy. /Meeulhgs
ta his U.0.Np,. 90:

Ly ] [\'l <

5, Urider Secrdtary/

d
o
Ay 4 _?t a
!Q;ﬁf}
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From
The Secretary,
PSEB,Patiala.
Te
1. All Engineer-in-Chief/G.M./CEs.
2. All Superintending Engineers. ‘) In the PSEB.
3. All Senior Executive Engineers.
Memo No. 8545/91%1 /Sec./L-/1795-96
Dated: .9.9,96
Sub: Submission ef ACRs of the efficers.
\ He ot
Of late, il hos been observed that submission
of ACRs

of the officers to the Secret Section(Gaz.)
1c delayed for ene reasnn or the other, which tendency
Needs Lo be curbed inasmuch as non-receipt of ACRs in

time creats numerrus difficulties in settling their
sService matters.

Lisi= One of the reasons is reported that ACRs of

the officers are with-held by the Reviewing or
Accepting authorities notwithstanding the pericd of
Reporting Officer haprens to be more than three menths.
The plea taken by the Reviewing nr Accepting authorities
is that their period of tenure falls less than three
Worths in some cases. This is not a healthy practice .
L il therefnre; requested that:-

c)r Where period cf Reporting Officer is meore
< than three months but in the case of Reviewing
] “fficer it happens: to be less than three
I months then ACR should not be with-held ~n

| this account by the Reviewing Officer.

Iristead ACR sheuld be passed on to the next

Accerting Authority with a suitable note on

the ACR that it cannot be reviewed due to

this fact.
b) Like wise if the period of ACR of Reperting
v and Reviewing Officers is more' than three
morths but it falls less than three months
cf the Ascepting Authority, then these
should be senit_to the Secret SectiongGaz.) ¥
with a suitable note but need not to berwith-
neld. e e g ek :

s

3= The idea behind it that in no case ACR sheuld
Le delayed &»r with-held but sheuld ddfinitely be sent

to ‘the Scrret Sestion of the 3oard.

Cﬂj}f\\\}*
SECRETARY,
PUNJA3 STATE ELECY.30ARD,
TATI AliA.
er/CCE/ADGP,PSZ3,Patial,.

P
A4 1Y

Lo naG/CALGest Cnntrc]
4)CE/Elecy.,UT,Chand]
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ayr wena/uu wrf3eg, Y:gTs T §
e E¥s3 Tz, Uiar: fogd, ufenrar|
Stz arRe F¥s3 wd IrIEs, U9 o é ufenTaT |
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W $:194291/194486 /g B AT -20/8A-2 THIT 25,7.2001

Instructions regarding Confiéehtial Reﬁorté.

Para-s "wrltlng of Apnual Confldentlal Reports of ofrlcers/

.

7? officials." of the instructlons regardlng Confldantlal Raporus

"'cmrculdned vide Memo No.142376/3426/REG-2D dated 4.8, 76 has been’

3 amendad by 1nsgrtlng follnw1ng new sub para-(h) bbfo:é

. v
coe

1.‘ 1!

'é tne axlstlng sub para(h) of the ‘bafa 1bid

(b)All e REHe whrs the Chairmén ‘is the Acceptiné'

g AUuthlty must be fouted through Secretary or Member

incharge as the case may be, -

Exlstlng Sub~para(b) of para-S above may be

#2972 Ol Fe

(Manglt ingh)
s - Under Secy /P&R >
for, ,Secy.PSEB, Patiala.

read as (c/.
S

_Cﬂntd.¢2uo 9
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’%E‘ Instructlons :agarding Confxdantial Reports..n : Mz R i
. ‘sase . } A ’ : i

Existing/PreSént Para=10- COMMUNICATION OF ADVERSE
REMARKS, :

of the consolidated Instructions regarding CnnFidentiél (
2 Reports ci#culated vide Memo No,142376/3426/REG~20 dated 4.8.76‘ T

3¢ fias. been s amendad as under:- iy i R e

106 LDHNUNICATIUN OFADUERSE REMARKS

All the adverse remarks including as at Sub-Para(B)(i) to 5

“ :% Para No.3 may invariably be conveyed to all \the nfflcers/ - {L
-4 officials ' S go /! o | |
. ' ' TR A — i
_;v N A ( Manjit Singh ) 1

O L ; : Under Secy./P&R

for,Secy.PSEB, Patiala.

Encst.No. 445293 /166143 /REG=20 Dated:4,7,2001
8B - %31’31' Pz fefntr § BT WY FITEY fug

QEET U -
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Instructions regarding Corridential Heports circulated \/ide»jf“'iema

ho, 142376/3:26/KEG=20 dated 4,8,76 have hesn amended ‘as updar:=
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Instouctions regarcing Confidential Reports,

-xisting/present para-3,10 ard 1C-A of the Consolidatéd

Farae3 daT THE REPURTS SHOUULD CONTAIN AKD POGINTS FGR

THE GUIUANCE UF REPORTING UFFICERS.

At t-e2 erc of the existing eur-para(p) of para~3, a

new-sus -purc={8) shall e an::f as undurte

we smployees resort to the malepracticae for
ing pollt;.al presure from out-side aganc-
¢t from ccher supsrier authorities to get their
eAyice mztiars decm* whimsizally to furtlier

t- p:rsonal intaresz=, Cecnsegushtly, tne coard
rez Sewme tiaes 2 ;ud:r._:u a ctrong pressu.e thereby
gx:fiz~e capictulotine and facing an erbarrsssiag

LOPttaes Quns




MBIt

EEpe o

situaticn, In order to curh this situatt:-nie

™.
LLL

{1;k suitatle entry to trnis «rfect b= mzde ir
tiie hCH/UR proforma of all the offic:rs/off
concerned who indulge in such ;racticsz.

cials

(11)To pass an order to this effect with the

hpprcval of ika Chairman in tho cases af officiers/
otficiels .indulging in such practice and to get
tho entry r:ecorded at the time of recocding of
their ACHs/uRs, For example where KCRs zre to ta
finalised/accepted by the Chairman/iiemtzr Incharge
concerned, it would be put up to t:.oc Chzirman/
riember Incharge concerned at the appropriate

time gor rscording the rcquisite entry in the

hCRs . In case CE or other Heads of Lcpartments
or their subordmate authorities happen ta be

the accepting authoritics such communications
would h§ conveyed to them by thz concernzd offic:s
with ‘the approval of Chairman for r.cording the
suitable untry to this <ffect in the Rers/L.Ps of
the wmplo;ces conc-rn d.

N

Para=1G  CLAMUNICATIUN OF ADVERSE REMARKS

Yingireering

of { icer i.e..

AL BEESKER/
ST o a2

(1) In tha light of Secrutary/Boarc Memo No,90967/

91592/05P=65/L/Parsonnel datcd 17/19.9,97, in case an
/Addl. E/SL/Uy C.t, is rated as an

"Wurage Ufficer 'for any year, it will be the tespsasi=-

bility of the Secretary/Secret Cell to convey ta :he

of ficer that he hasteen rated as 'Average! Convzyinc

t" _se remarks shall be of’advisory nature and is just

meant to help the employei:to achicve higher purformznce,

“0 apfeal shall lie against such grading and no cogniaz=

ante shall be taken of any ripruscntation, Tho druft

fur conveying such grading shall be as under:-

“tlilsg0000es0s00000s0en t0sess8enseveecsster e

Vuu hove bBeen rated as an Average officer for thu

VLD ssesecvesscesnss JOU 2Ly thurefore, advised ts

Z0CrTie vOur PerlfOrnance,

Vaurs sinc ruly,

s see s 00 st sevoey
. .

.
A Liowttadespee timarks dfolugiac v es '8t oubsuara
.=/ Y) or para 0,3 may invariably by conveyed to
ll the ofiicers/ofri_iaig.

« » i;untdooIECO.




GO
ali (

o | ¢ i N : i : : Pl ) y s @
RS PER FAKA=10 ABUVE,

Paraei3=A FRUCECURE FUR COMMUNICHTIUN oF ADVERSE n.o

- i L shall
txplanatory n?ﬁf&i)‘of this pare #*~ o

ce- anended as under:~

(1i)It is not the intention that cven these
adverse remarks which hava besn washed oyt by

the remarks of some superior authority sheuld

ce conveyed, The correct positicn is that only

the acvurse remarks recordsd or endorsed by the
highest authority reporting on an of ficer/of ficial
should be communicated.Whers howsvsr an adv.rse
remarks has not bsen specifically denied by a
hxgher authority, it should b conveyed. It is,
however, open in that authcrxty to decidc that
any adv-rse remarks need neot be communicated,

shere it*is so decided, a specific order tc this
effuct should be recorded. Thie criterion for such

a decision should be basud on “ara-10- \1)(c)
GO 0VE, —)_‘ F) :
Sy A ?/' /:"LV- ¥
(Manjit Siggh)
Under Szey./Fak
 for,Secy, P5E#, Fatiala,
TUs WaF 3190629 /91066 M ERAT-20 It 16,4, 2001
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1, " ARt~ Pty /ases Mima, Yoo o8
2, Wy PeRiwa | ol
3, w3 fraors fomtweferfeima -0k

4, ¥ grewrEY T, /AT fo, -8t

5. WM 2YT waRs -Agt-

6. Wy wrtea /ot ff‘??*‘%'?(“f”“‘@ Bt

7, A feRng UieT feE, ufewtsT

3, wret A /Bant 3 néfw*r Wy, e
v, Bwr Y f¥n Bdwe, A W, 3T et Ut sfoer)
10, AT Ju Hy Awr Wawa | g Sur mam ’f‘jy Wy

»rr”ﬁ'?‘a 9T fa 8
1, 3T/ flrhus e, 2%, et uf‘ar*‘z*r
12,  WIsh@ fur W /ateE Y- m‘f’?’ TR 03 w5t v?m sﬁ,
18 F’F‘R‘“‘*"" YT W, wra, 2T Ut ufowrer

W ®: 209776/211276/ WrarghiAt-2) BT- 6
F13Y 1c, 10,94 A

f?e'F*: Recording of the remarks in the Iategrity
column of the ACR of the ~Ufricery, : : 4 ‘

nese

.

fra da3% a1t mtet & f3 mfvawh*‘ LELCAN fm* e 1994”
WY R 2 T tuz Feleet fadwt mrs 3+ @ =TI FsRmateT o
ameH 37 Y I Fout arentertCudnta e g W AT, -

i} If the §fficer's integrity is biond doubt, it may
Ee so stated.,

ii) If there is any doubt or suspicion, the column sheul

= & b left blank i cder:
/1’5//<17\ e le ank and action taken 5 uncer:
jc&— - a,hA separate secret note should be recordei
7 and followed up . A copy v/ the note sho.ld
also be sent togethsr wity) the Confidential

= weport to the next Super.or Officer wro will
ansure that the follow ud action is tzken
expeditiously. Where it s not pnssibie
Qr{Y‘ cither to certify that the integrit, 5r to
- Y record the Secret note, the Reporting >fficer
6 \yY should state either thzt re had not uatched
the officer's work for su”ficient time to
form a definite judgemena? or that he has
hesrd nothing agzinst %-¢ officer, as the
case may be,

B, If, as a result of tre 7ollow up action, the
doubts or suspicions zre cleared, t- e officer's

'xég,#4¢% Sy Oal Contdese2sasia
el

o



-7 o
inteqrity should be certified and an sntry
made accorcingly in the Confidential Report.

c) If the doubts or suspicions are confirmed,
this fFact should alsn 'be recorded and duly
communiccted to the officér concerned.

@) If as a rusult of the follow up action, the
doubts or nuspicions are neitrer cleared nor
confirmed, the Afficer's conduct should be
watched for a further period and thersafter
action taken as indicaterd at(b) .ard (¢) above,
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" Memo No.

EBP-720 dt 28. 9 85 had leUPd instructions for con51der1nq

the requests for the grant of rntrosﬁ°ctlve promotlon and

1

consequenflal beneths. These 1nstructlons prov1de that

in a number of cases Roard emplgvees Have to be l@ft over for

promn+aon for a vnrlety of reasons. For nxample(l)tnvolvempnt

comp]ete reco*d such as m1551ng ACDS etc. In many cases the
affpcted emp]cyoes are later premoLed ‘because the adverse

remarks are expunged the dl;Clpllnary cases are droppod or

thn »uUnis

appeal.

for retrocpectlv promotion. T2 bring uniformity in such

JilJAB STATE ELECTRICITY BQARD

The  Secretary,
‘Pb State Elecy Board,
Patiala.

1.a11 EIC/GMs/CEs in the PSEB
2 .ADGP/V&S, PSEB, Patiala.
3.A11 caos/cC. A/CCF/Cnst Controller Patiala.
4.211 SEs/Directors in the PSEE-

5:Al1l1 Dy. Secretalles/Under SecretarlesAln PSEB.

7

:1346/4561 EG—VI/vCifIII

Dataq :  2:1.19%

Grant of retrospectlvo promotlon & consequpntlal

benefits.

Thelaoard vide its cireular memo No.159403/9513/

-

¢

Ay T

disc1pllnary cases(ll)AdveLqe entrlps in the \CR(l]l)Tn~

hmﬁnf awardhd is set 351de on con91ﬂerntlon of

guch affectead Pmployvgs come forward with requasts

—

cases, it was decided that retrospective promotion may

given by

the following c=

i)

the autherity competent to =2rder pizmotion in

Where the promotion of an employes was
deferred on unt: of a pending disciplinary
cuse f£rom which he is subsceguently « !Cn0r11hu
completely, D ided that the competent K
authority is fied that this dis LLDlwn a3
case was the Eactorigomicg an i Lise
armmlovees's Dy ion and but £or dhils
the er vee wonld have baon promoted.

£ R 8

P T SO

be




of retrospective promotion.

fndst Mo. 18582/ 1577

for

i
2.
3.
4.
5.

()Y

ind

1
PSEB,Patiala for information w.r.t. his 10,6874/ WTM-18
95,715 dt.25,11.,95,
Py :
Ty.secy/S-1
g l)\\\,-’~
; il ,.'/

r and spirit whiile considering requests for grant

infcrmation &

st .Ho,

reference to the date of joining of his

higher post and full arrears may be paid,
2se where even a minor punishment has been awarded
should be paid.

The above instructions may be followed in

Mike

1157
Dy.Secy/s-I =fihge
for Secretary,PSEB,Patiala

TG-VI/Vol-III Dt. 2.1.96

A copy of the above is forwarded to. the following

necy. actioh i

Director/Public Relations,PSEB, Patiala.
Director/I.R.,PSEB,Patiala.
Legal Advisor,PSEB,Patialam‘
Secretary, MBMB, Madhya Marg,Chandigarh.

Dy .Secy to Chalrman

3r. PSs to Memhers/Secretary.

PA to Director/Personnel

C 36

1578 BG~VI/Vol-TIT Dt.2.1.9

forwardea cr/Maetings,

Gopy £ f thHe above

A~

A s
_ Vo ¢

.




(¥8}

e pated 9 il /208

Sr i 5r. o Substituted Para Reguired
e L MNOL i Benagch
i 1.
; 2 P th himum gra
2y scaie of Rs. 7008/ - i/- and above -
:e but pelow i
7 1 Déea
5 Pis,
T
S ;

The above instructions

his issues with the approvai of Competent Authority.

i Dy, CEs/ SEs. / AddLSE

4 PUS to Drectors, F

AP S RO
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HH S, 8850 /509 Al gefest
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A& 2010-11 &% AUz <t wfgadmt @t qus tarsT fause Taus
W3 SHE AYUT|

ITSHS T T UST HIH B 142376/3426 wraStat.-20 ST 4.8.76 ni3
Hﬁﬂﬂfﬂ'&ﬂﬂ%aﬁmﬁuewﬁdHolf@Hﬂﬂﬁ&ﬁU@MWWm«
GarsT WWWWWHW—%EW@UI =T AEr fAS ==
fen ve39 § oz U39 feog g9ar Uer I w2 qus wosT foldet & 3uT 956
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9 s fFg Ifamr 72 -

i Ja%9 w2 Jagns faarafsar -
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Jg=El ST AR Had fan fFuaféauEmsa@mT niftarst ewmar qus oz faiude
fogs fog =dt =t 7iet 9 3 €9 de fARe9 J=d U= @3 folige =@<H
fE&imee / folge / S8 @9s AW fai £t Y39 F &e9 Teféaraféa/elsts <t
=93 & A5t AR :

3. U= GarsT fauget m3 33ter Aacifede 7Y 79 3ve 83—

A% 2010-11 &% FAEMU3 AHT del »fugami it qus war fouset
feys QUIs T9 WY HaH®, wfs?ﬁ/mms?/mamﬁmufzmwaw
T%3 feg 8 e ffg 3T 30.4.2011 3X J&° TIAT Aciede HITaa Saamit
AfeATS 3 7~

"AS 2010-11 &% HAUS fER Aa/HRET »iths »@T AT gret nifagrdmrt

w2 faR & nifuxrdt & quz o fouae 3HEr &dt afdet i fer ve3g &9

Neds 3 IfrAeg &g ae ffogw &9 B3 famr 3 w3 v &

43882/44067/mma. €A, HST 13.2.2001 It =t et gerfest &

98 Bl irmar Al ABL

4, U GarzT folae = AN 3 HA1S 3 oz Jz <F 793 f9:-

R mifggrat & fouge feodt Jrer O 77 fouafear mifgarst = fousz a9 =
T 3 HOe 3 We g 7 37T GAC Uz w3t fouse feuEr sdt mEell Aag
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STEniT T
5. U= Gar3T foude I9agH®sT v S5 € w9 3 & 7e:-

fougféar niftardt ¢ Uz & fouse fou 7 T8 niftgdt fegu miuE
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27 e €976 13 I8 SH-TH S I9ngHSST o3 SET ¥ »iug 3 feuEt adter

£

~
f‘/‘ —dJ]

P «f,

i
MWWWWE”3—

fer Te39 @ U39 HiH 3:8945/9844 fHST 5.9.2000 TIT FaT A=t
JTEST WY qUs. Gzt fouge ff9 w3 fousféausssnr ni2 »ifzy
o9 wifgs s A=l
7. USIET / vifsH YEradl mETgc B A 3 HOTS 3 ule 9F §Es:-

HE & 8545/9151 THIT 9.9.96 Trdt AST S JeEst ©F Iat R a9
o fousféar niftardt & Anf 3 WS 7 feR 3 20 geu7 I Y3 uss&Er niftardt
(Reviewing officer ) ¥ HH 3 Hdlfont 3 W< g=wr J=2 3F wifig HHl@EH
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AHY™ H®JE AURS 39 I ©978s 9783 -

U3 GagT fauae © a®H 389 13 <9 ifgardt T AHST H®AE (Overall
gradation) MURE 39 I Torten T2 wiH 39 3 Shwr famrr I & feR aoM
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UFIET ISt enirdr T99 12 71 I8, TH 39 3 UIsTHEmT mifterdt g
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mfaardt (Reviewing) % foysr gratet J1

)  Hag USSH viftaret [quae sy 7E T niftardt w [gR3eg T 3 g
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)  Had Y3y yIrad nEradt fouge-faa me =% mifgardt <F farse 7 3t
feg fouse 87 T (Accepting authority) Y=S &I 3T et
grdtEr | wifAdt. @ @ feo foude »iowd €9 wifterdt enrar Ut
TASHAIJES S5t 7at grdter J1

7)) dAgg foudféa wiftardt, fouge fou 7 @@ »ifterdt @ foAsTe i3
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Office C_kef—E:grmeer/HEB Secret CEIT(GGZ.)
The Mall. Patiala-147001

0

1) All EIC/IGM/CE PSPCL

2) DGP/V&S PSPCL Patiala.

3) All CAO, Chief Auditor/FA/Cast Controller, PSPCL.

4) All Dy.CE/SE, Dy. CAO/Dy CA/Dy.FA, PSPCL.

5) All Addl.SE/Sr Xen/Joint Secy /Dy secy/Under secy./
Dy Manager/HR&IT, Supdt Gr-1, AO PSPCL

6) Legal Advisior, PSPCL.

7) All HODs

Memo No.(_(ri,oﬁ{?/ Y159 pate. 09/°9 )32

Subject:- Instructions regarding "General Criteria for Promotion” and for
reconsideration of ACR grading after expunction of adverse
remarks.

General guidelines for making promotions circulated vide
Secy/Gaz-ll office memo no 21054/21754/Misc-49 dt 18.2.97 and
206639/207289/Misc-49 dt 29.09.2000 are silent on certain issues such
as method of evaluation of ACR assessment. After careful review, the
matter has therefore, been reconsidered by BODs in its meeting dt
01.07.22 on agenda number 03/SE/HRD dt 22.04.22 and following
decisions have been taken regarding instructions of General Criteria
for Promotion and instructions issued vide memo no 29/688
dt.05.01.2011 by the office of Director/HR/Secret Gaz. Section, Patiala
regarding reconsideration of ACR grading after expunction of adverse remarks
(sr no 5) and these are intimated to this office by the office of Company
Secretary/PSPCL vide UO No 2738/BOD-94.39/2022/PSPCL dated 20.07.22:-

Regarding General Criteria for Promotion .

PSS §

To continue with the present system of calculation of bench marks.
However, the word "AVERAGE" be replaced with "WEIGHTED
AVERAGE". Weighted average will be calculated for 365/366 days

2) To calculate the bench marks by taking the final grading awarded

by the Accepting Authority and not by taking the scores given in the
ACR

3) THAT there shall be no rounding off while considering the bench
marks of ACRs for promotion or any other purpose.

THAT each three Letters of Warning during consideration zone of
five years will be equal in effect to the downgrading of one ACR one
step below which may or may not relate to tl}a same year.

b



o)

Regarding reconsideration of ACR grading after expunction of adverse

remarks

THAT for revising of grading of the ACR when the bad remarks
against the ACR are expunged, the matter shall be placed before
the Board with complete justification.

The above revised consolidated instructions /guidelines/criteria on
the subject have been framed and are circulated herewith. The same
shall be applicable to all categories of PSPCL employees and strict
compliance of above decision is required to be ensured in its letter
and spirit by the concerned offices.

DA - Annexure -1 8‘”/
CE/HRD

PSPCL,Patiala.
Endst No. 760 /1 &e2 Date:f /07) %2

A copy of the above is forwarded to the following for
information and necessary action
1.Secy./BBMB, Madhya Marg, Sector 19-B, Chandigarh.
2.CE/Electricity, UT Administration, Chandigarh.
3.Sr.PS to Chairman/PSPCL, Patiala.
4 Sr.PS to Chairman/PSTCL, Patiala.
5 Sr.PS to Chairman/Punjab State Electricity Regulatory
Commission, Chandigarh.
.Sr.PS to Directors/PSPCL & PSTCL, Patiala.
.Company Secy/PSPCL, Patiala for intimating the implementation
regarding Agenda no. 03/SE/HRD dt 22.04.22
8. Company Secy/PSTCL, Patiala
9. Dy CE/IT,PSPCL, Patiala for uploading instructions on PSPCL

website.

~ M

10. Dy.Secy./ P &R for keeping record.

A9

CE/HRD
PSPCL, Patiala.
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Annexure 1
ACR bench marks can be calculated by taking any one of the
following formulas:- S
ACR points 5,4,3,2,1 etc mentioned in memo number '21054/2?754/
Misc.49 dt.18.2.97 are used only when one ACR is written during a
year as shown below:-
=y . |5 ' T
= » | Sr. Grading Benchmarks | Benchmarks Benchmar
= { No I for one year | for one | one day
e L' : month
K outstanding 5 5/12=0.41 5/365=0.01 g
| 2 very good 4 4/12=0.33 4/365=0.01 S
[ 3 |good 3 13/12=0.25 3/365=0.008 .
[ 4 Average 2 2/12=0.16 2/365=0.006 o
IS Below average 1 1/12=0.08 1/365= 0.002
i 6 With doubtful | (-)6
| integrity
At present bench marks are awarded up to 2 decimals.
For Example:-
Period of ACR Assessment |grading | Month |days | Calculation f
(] period grading
Al1.4.11 to 1.7.11 Good 3.00 3 00 3X3=9 1
B|2.7.11 to 30.9.11 ’
C|1.10.11 to 31.3.12| Very good 4.00 ) 00 gX4=38 %

12 45/12=3.75

A)  Assessment month/total months of year X grading

3712 X 3=0.75
9/12 X 4=3.00
3.75
B) (Month X grading)
3X3=9
9 X 4=36
12 =45/12=3.75
s
;\u) (3X80)+(4X275) = 270+1100 = 1370 = 3.75
Y 365 365 365
" / =
® D) If out of 365 days, ACR for 122 days is written as good and for 206 days
as very good then average of grading would be calculated as under
Period of ACR Assessment [grading | Month [days | Calculation period
grading [
A {1.4.20 t0 31.7.20 | Good 3.00 4 oo & (34 X3=1.00 ’
12 }
06 X 4 =2.00 !
B |7.9.20 to 31.3.2 1 an
0 ' | very woad 024 X 4=0.26
L T 365 |
i : |
& +2. =
Total Benchmarks AR |
£l ‘ - | 328 :
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(O/O Dy.CEfTech to Director/Admn., Patiala)
Regd. Office PSEB Head Office, The Mall, Patiala-147001

email:d sgensuonregulat:on@gmaiI.com
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F9ude »rEt.E.3. U40109PB20100SGC033813website:www/pspcl.in

AIgST &. |0/2023/ nirg. g A -20/2m1
gt~ 30//‘0/;5

n%w%q/m%ﬁ/wwfsﬁ/@umﬁ@méuﬁtﬁmtﬁﬁwmg
gttt

2. FAAULE 3 9y dard .

3. Hiarftwm g /At 3 sfelaeon, Wtam A As At imd fas., m%wws

W= Uoas ) yzog  mredrAaoes it~ 30fio )3
Budas RIgsT PSPCL website (www.pspcl.in) 3 378a®s &fsr A7 Herer 3|

Sub: Instructions regarding Confidential Reports.

Para ~ § " Writing of Annual Confidential Reports of officers/officials " the Instructions
regarding Confidential Reports circulated vide memo no 142376/ 3426/ REG-20 dt 4/8/76 has been
amended by inserting following new sub para (c) after the existing sub para (b) page No. 7 which
was inserted by memo no 194291/194486/REG/20/ loose-2 dated 25.07.2001 in para 5 of the para
ibid.

(c) In case where Accepting Authority differs from reviewing/ reporting officer's ‘opinion and

amends assessment (upgrade/downgrade), then reasons for the same must be recorded.
All the ACRs where CMD is the Accepting Authority are routed through Director/In charge as
per instructions issued vide memo no. 194291/194486/REG-20/Loose-2 dt 25.7.2001, In such
cases if Director/In charge during overall review of assessment having difference of opinion
from the assessment given by reporting/reviewing officer may give his own assessment
(upgrade/downgrade) by recording appropriate reasons for the same.

Existing sub-para (c) of para-5 above may be read as (d). Q\;/ /;@\"/
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