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Copy of Punjab Government circular letter No. 15/4/98-1PPL/11966, dated 8th September, 1998
from the Department of Personnel and Administrative Reforms, addressed to all the Heads of
Departments etc. in the State of Punjab.

Subject :— Regarding issue of appreciation letters on the basis of remarks recorded in the ACRs.
Sir/Madam,

¢ I am directed to invite your attention towards Punjab Government instructions bearing No. 2334-
ASI-60/15708, dated 3-5-1960 laying down guidelines regarding issuance of appreciation letters by the appoint-
ing authority or by the authority competent to receive confidential reports, convey adverse remarks and main-
tain the personal files of the officers/officials in really deserving cases. It has come to the notice of the State
Government that at times recommendations made by superior authorities are rejected by an officer of a lower
rank who is otherwise competent to receive confidential reports, convey adverse remarks and maintain per-
sonal files of the officers/officials concerned. Instances have also come to the notice of the State Government
that even in certain cases appointing authorities are of lower rank than that of the authorities recommending
appreciation lefters.

2. Keeping in view above position it has been decided that suitability/eligibility for issue of
appreciation letters on the basis of remarks recorded in the Annual Confidential Reports of officers/officials
concerned shall be considered by the "highest Administrative Authority" i.e. appointing authority or the author-
ity to whom representation against the punishment of 'censure’ lies under the existing rules of the department
concerned for a particular officer/official, whichever is higher. If such authority, whose recommendations for
appreciation are being considered himself happens to be the highest Administrative Authority, it should mean
that in such cases the decision to issue appreciation letter shall be taken by the next higher authority i.e. the
Administrative Secretary and in case the recommendation for the issue of appreciation letter F4s been made at
the level of the Administrative Secretary himself, the highest Administrative Authority, would mean the Minis-
ter-in-charge of the Department.

3.  Inaddition to the above instructions/guidelines contained in circular letter Nos. 2334-ASI-
60/15708, dated 3rd May, 1960, 472-ASI-64/11586, dated the 9th April, 1964 and 3082-2SI1-75/22713, dated
2nd July, 1975 may also be kept in view while recommending/considering cases for the issue of appreciation
letters.
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