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Government of Punjab
Department of Personnel
(PP - 11T Branch)

Memo :

“[his is to reguest yOu 10 ascertain et proposals pertaining to
revival or creation of posts or for conversion of temporary
posts to permanent ones, are strictly according o the guidelines® on
the subject, before these are sent to the committeé set up in this regard
under the Chaivmanship of Chief Secretary so as to avoid wastage of time
and effort. Also, unless there are compelling grounds. the restructuring
proposals st not entai) additional finaneial burden. That there is no
additional financial burden or it's quantum must ba gat vetted from
Finance D epartment before putting these up before the Committee, It is
re-iterateed that the Committee will not be able to take a view on the

proposals that do not a ddress the following issues:

a) An existing Organization Chart of the Department along with
sanectioned posits and vacancies at different levels.
b)Y The proposed Organization Chart after re-structuring with the

target to be a chieved over a period of 5-15 years.

£~ B’ﬂ"' Ni,,-_...-r




206

¢) Based en this Targeted Caganization, Structure, the immediate
recuirernent of redeployment, re-training ete,

d) Nil or minimwn proposed recruitmient after taking intd account
((b)and (¢) above.

el A hackground note containing scope of duties, tasks of
Department and worlz load norms, Steps te lucwase productivity: 8-

intreduce 1.T., so as to justify staffing pattern proposed.
L "_,.: * q
[N
Seure'tar}r%l

All thie Financial Conimissioners/Pringipul Secretaries/
Administrative Secretaries in the State
Nao. H,Iqu:.-u:- 3= {.-»pf-.;-//s*z- Iwa; Dated l'!/ 5'}‘1-& 13

(* E.I), Instructions No. 5/41/2009-5FPPC/982 dated 3o-08-2012.)
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DEpartm uT Perseonnel
(Personnel Policies-1I1 Branch)

Dated, Chandigach, the 6 [ /2014
To

All Heads of Departments,
Registrar, Punjab & Haryana High Court,
All Commissioners of Divisions,

All Deputy Commissioners and

All Sub-Divisional Officers {Civil),

in the State of Punjab.

Sub: - Role of oral instructions in the transaction of Government business-
Policy regarding.

wRERT
Sir/Madam,
I am directed to refer to the subject noted above and to say that Hon'ble
Supreme Court of India while disposing off the Writ Petition (Civil) No. 82 of 2011~
T.S.R.Subramanian & Ors. Versus Union of India & Ors. with Writ Pétition (Civil)
No. 234 0f 2011 on 31.10:2013 has issued the following directions:-

35. ‘We, therefore, direct all the Siate Governpent and Union
Terpitories to issue direetions like Rule 3(3) of the All India Services
(Conduct) Rules, 1968 in their respective States and Union Territories
whieh will be carried out within three months from today. '

2. ‘The role of oral instructions in the transaction of business of
Govemment has besn specified in sub-rule-2(ii) of Rule-3 of the Punjeb Governmenit
Employee (Conduet) Rules; 1966 which stands amended vide notification dated 10”
February,1982," inter alia, provides as under;-

"(ii) No Governunent employee shall, in the performance of his official
duties or in the exercise of power conferred on him, act otherwise
than in his Dbest judgment except whien he is acting under the
direction of his official superior.

(i1i) The direction of the official superior shall ordinavily be in writing.
Oral direction to subordinates shall be avoided, as far as possible.
Where the issue of oral direction becomes unavoidable, the official
superior shall confirm it in writing imimediately thereafier.

(iv] A Governmenl employee who has received oral direction from his
nificial superior shall seek confirmation of the same in wriling as
early as possitile, whereupon it shall be the duty of the official
superior to confirm the direction in writing,"
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5, It has been again brought to the rotice of this Department that the final
decisions are taken on the representations of the employees concerning their service
matters on the basis of the observations recorded by the Chief Minister/Minister, their
political Secretaries or their personal Staff without getting these confirmed from the
concerned quarters. It has, therefore, been decided that in future, before taking any
final action/decision on such observations, these may please be got confirmed from
the concemed quarters by bringing out the details of the case. Detailed guidelines in
this behalf already stand issued vide circular letter No. 13/1/79-2PP/7347, dated the
6* August, 1979 and had been reiterated vide circular letter No. 12/37/1999-
1PPII/1919, dated the 2" August, 1999 by this Department (copy enclosed for ready
reference). ‘In compliance of the directions of Hon'ble Apex Court, these instructions
ate hereby again reiterated.! These may please be brought to the notice of all
concerned for swict compliance.

The receipt of the communication may please be acknowledged.

Yours faithfully.

(S.P. Gupta)
Under Secretary. Rersonnel
A copy is forwarded to all the Financial Commissioner; Principal
Secrelaries and Administrative Secretaries to the Government of Punjab for
information and necessary action.

Linder Searetﬂry uzmei
To ot
All the Financial Commissioner,
Principal Secretaries. and
Administrative Secretaries to the Government of Punjab,
1.D.No.4/6/2013-2PP2/ 1 7€ 35- A‘/ 2. Dated, Chandigarh, the £ / "'.g"/ dleld-




©
>R €)
a0

Copy of Punjab Government circular letter No, 1237/99-1PP11/1919, dated OZnd August, 1999
from the Department of Personnel, addressed to ail the Heads of Departments in the State of
Punjab ete.
Subject ;- Role of oral instructions in the {ransaction of Government business. - Policy regarding.
SirMadam,

[am directed to refer to the subject noted above and to say that it has been brought to the notice
of this Department that final decisions are taken on the representations of the employees corieerning their
service matters on the basis of the observations recorded by the Chief Minister/Minister, their political Secre-
tarjes or their Personal Staff without getting these confirmed from the concerned quarters, 1t has, therefore,
been decided that in future, before taking any final action/decision on such observations, these may please be
got confirmed from the concerned quarters by bringing out the details of the case. Detsiled guldelings in this
behalf which slready stand issusd vide cireular letter No. 13/1779-2PP/7347, dated the 6th August, 1979 of this
Department (copy enclosed for ready reference), are reiterated, which may please be brought to the notice of
all concerned for strict compliance.

The recespt of the communication may please be acknowled ged.

Copy of Punjab Government circular letter No. 13/1/79-2PP/7347, dated 6th Angust, 1979 from
the Department of Personnel, address to alf the Heads of Depaﬂmhh efc.

1
Subject == Role of oral instructions in the ransaction of Gavernment business. - Pulicy regarding.

| am directed to say that the role of oral instructions in the transaction of business of Government
has been specified in sub-rule 2(it) of rule-3 of the Punjab Government Employee (conduct) Rules, 1966 which,
inter alia, provides as under —

"No government employee shall, in the performance of his official duties #r in the exercise of
powers conferred on him, ‘act otherwise than in his best judgement except when he is acting
under the direction of his official superior and shall, where he is acting u?dr.r stich d_imctiqn,
obtain the direction in writing, wherever, practicable, and where it is not practicable to obtain the
direction in writing, he shall obtain written confirmation of the direction as soon theveafter as
possible.”

The purport of this rule is thal there shall be on record a written direction from the authority under
whose orders a partioular decision or action is taken, 1t follows from this that where action is taken in acordance
with the direction of the superior officer, it would be the responsibitity of the mior officer. to obtain such a
direction in writing before wking further action, or where this is not practicable; to sesk confirmation thereof,
immediately thereafter, In other words, it is the duty of the supérior officer giving this direction to confirm it in
writing when such & confivmation is sought by his subordinates. It is not open to the superior officer to refuse
to confirm in writing the direction given by him oraily, just as it is open (o him to state immediately that rio such
direction was given.

2. The Rules of Business of the Government of Punjab contain the following provisions re-
garding the orders/instructions given by the Ministers while on tour

. "A Minister shall, while on 10ur, be competent :

(a) 1o give orders relating fo his own depariment (o local officers, These orders shall be in
writing, and written information regarding them shail be sent to the Administrative Secre-
tary concernaxd; and




c}\ﬂ}@

A

(b) m respect of departments not under him on receipt of & petition on & representation, fo ask
a koeal officer, to enquire inlo it and 1o submit a report about it 10 his superior officerss.

The purport of the sbove provisions of the Rules of Business is that the orders of the Minister
shall be in writing and 1hat the prescribed channels are net to be ignored,

3, Witha view to defining and layving down definite guidelines of the role of oral instrictions in
the transaction of business of the Government, the matter has been carefully examined by the Govesnment in
the light of the above provision of rules and also taking into acount the imstructions of the Gavernment of India
in this behalf issued recently. 1t has been decided that i~

(i) oral instructions should not, as far as possible be given by senior officersto lheh'-'s_ubﬁ.rdi-

netes;

(1) Jﬂmmﬂmh*ummnmpvmh}fwmm officer, they should beamﬁmudbyhimm
writing immediately thereafter;

(di) if a junior officer seeks confirmation of the ora! instructions given to him byﬂ:t. senlor
officer, the latter should confirm it in writing whenever such confirmation is sought;

(iv) Receipt of communication from junior officers secking confirmation of oral instructions
should be acknowledped by the senior officers or their personal staff, urﬁmpnmalsmﬂ‘
of the Minister, as the case may be;

(v) & junior officer who has received oral orders from his senior officer should geek confirma-
tion in writing &s early as practicable;

(vi) whenever a member of the personal staff of a officer to whom the instructions have besn
communicated, will invariably get the confirmation of the Minister or the Chief Minister &s
the case may be, in writing before initiating any action. This confirmation should be made by
the Chief Minister/Minister himself and not by a member of the personal staff.

(vii) if a junior afficer receives oral instructions from the Minister or from his personal staff 2nd
the orders are in secordanca with the norms, rules, regulstions or procedires, they should
be brought 1o the notice of the Administrative Secretary of the Head of the Department, as
the case may be; for information;

(viii) if'a junior officer receives oral instructions from the Minister or from his personal staff and
the arders are not in accordance with the noems, rules, regulations or procedure, they should

seek further clear orders from the Administrative Secretary or the Head of the Department
as the case may be, about the lins of action to be taken, stating ciearly that the oral instruc-

tions are not inaccordance with the rules, rf:gu{atm, norms or procadure;
4. The above policy may be brought (o the notice of all employess for compliance,
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Minutes of the meeting held on 16.09.2014 at 12:00 noon under the
Chairmanship of the Chief Secrctary, Punjab regarding uplrmdtug of
Property Returns of Group A and B officers on the Punjab Government
wobsite,

|' The list of officers who attended the meeting is at Annexure-A.

The Chief Scorctary conveyed the decision of the Hon’ble Deputy Chicl
ﬁﬂnls_i;t.‘:r as Hon'ble Minisier of Governance Reforms regarding uploading of dll
‘roperty Returns of Civi] officers on Punjab Government wobsite as carly as
dossible. In complince of the same, initially the property returns of all the
Group A & B Government employees shall be uploaded on the Punjab
Gnvﬁmmenl waebsile by digitising them. It was decided that the employees of
Boards, Corporations and similar entities shall be covered in i phase. It was
further decided that;

1. The following Property Returns shall be digitised by way of
seanning and then uploaded: ,
[). Immovable Property Return (at the time of céntry inlo
Service)
il  Movable Property Return (at the time of entry info service)
1), Latest Immovable Property Return { 2013-14)

2. As the velume of the work is immense, so sufficient number of
high speed and haavy duty scanners shall be purchiased by the
c-Governance society 50’ that the work can be finished within 45
days. It was decided that the entire expenditure on this project
shall be mict with by the ¢-Governance society o its finds:

l (Action to be taken by Department of
Governance Reforms)

] 3. Scerelary, Personnel shall be the coordinator for the purpose; for
| inter-ge communication between Depariment of Goyvernance
Reforms and other Administrative Departments including making
available a roam in the Punjab Civil Secretariai-1 and 2 [or the
scarmcrs and the staff to be deputed for the purpose by the
Department of Governance Reforms.

Department of General Administration shall assist the
Depariment of Personnel wherever required.

(Action to be taken by Department of
Personnel & Department of Géneral
Administration)

4.  The property returns shall be in the custody of the nodal officer of
the Administrative departments during scanning and shall nol be
handed over 1o anyone clse. The team involved in the scannihg
shall be assisted by the respective departments es por schedule (o
be decided jeintly by Departments of Personnel and Govermanee
Reforms,

(Action to be taken by all
Administrative Departments)
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A communication be sent to all Financial Commissionets and
Principal Sceretaries of all Administative Departments toensure
that Immevable Property Returns and Movable Properly Returns
as mentioned at Sr. No.l be kept organised and ready to be
scanned, so that the scanning is done by the e-Governance society
as per schediile, so sel. :

(Action to be taken by
Department of Personnel)

Il was alse decided that & Special Cell in the Governanee Reformis

Department shall be notified to ensure regular updation of the web content of

the Government of Punjab website and every department shall specify a Nodal

offfcer, atleast of the level of Superintendent, so that a weckly updation {s done

or whenever the situation so warrants, The name of these officers 5o appointed
by |the Administrative departnient shall be conveyed to the Special Cellim
D‘:Tartmcnt-nfﬁnvcmaﬂac Keforms, :

%

(

(Action to be taken by Department of
Governance Reforms) '

il
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PUNJAB GOVT, GAZ. (EXTRA), SEPTEMBER 15,2014 805
(BHDR 24, 1936 SAKA)

PART M1
GOVERNMENT OF PUNJAB

DEPARTMENT OF PERSONNEL
{Personnel Palicy-1l Branch)

NOTIFICATION
The Sth September, 2014

No. GS.R.47/Const./Arts.234 and 309 Amd.(6)/2014.-In exercise
of the powers conferred by the proviso to Article 309 read with Aricle 234
of the Constitution of India and all other powers enabling him in this behalf]
the Governor of Punjab, after consultation with the Speaker of the Punjab
Vidhan Sabha, in so far as such consultation is necessary under the aforesaid
proyisions, and all other powers enabling him in this behalf; is pleased to
make the following rules to furthor amend the Punjab Civil Services
(Premature Retirement) Rules, 1975, namely:-

RULES

I. These rules may be called the Punjab Civil Services (Premature
Retirement) First Amendmeant Rules, 2014

2, They shall come into force on nnd with effect from the date of their
publication in the Official Gazette.

3. In the Punjab Civil Services (Premature Retirement) Rules, 1975, in
rule 3 in sub rule (1) in cluuse (a), for the wonds “twenty (ive years”
words “fifteen years or tweniy years or twenty five years or thinty
years or thirty five years, ns the case may be;" shall be subsitituted.

SARVESH KAUSHAL,
Chief Secretary to Government of Punjab.

S8 2014/PE, Gove Prass, SAS Nagar
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