
The procedure followed in the decision making process, including 

channels of supervision and accountability 

9.1 What is the procedure followed to take a decision for 
various matters? (A reference to Secretariat Manual 
and Rule of Business Manual, and rules/regulations 
etc can be made) 

As per Standing Order 

9.2 What are the documented procedures/laid down 
procedures/Defined Criteria/Rules to arrive at a 
particular decision for important matters? What are 
different levels through which a decision process 
moves? 

As per Standing Order 

9.3 What are the arrangements to communicate the 
decision to the public? 

Through Post/Official E-mail 

9.4 Who are the officers at various levels whose opinions 
are sought for the process of decision making ? 

As per Standing Order  

9.5 Who is the final authority that gets the decision ? As per Standing Order 

 

9.6 Please provide information separately in the following format 

for the important matters on which the decision is taken by the 

public authority:- 

Subject on which the decision is to be  
Guideline/Direction, if any 

 
 
 
Decision is to be taken at the level of 
Administrative Secretary, Chief Secretary 
and Minister-in-charge as the case may 
be.  

Process of Execution 

Designation of the offices involved in decision 
making 

Contact Information of above mentioned 
officers 

If not satisfied by the decision, where and how 
to appeal 

 



The powers and duties of its officers and employees. 

Sr. No Minister-in-Charge Level 

1 All policy cases in which new policy is to be formulated or existing policy is to be 
changed. 

2 Allotment of Minister's Pool Houses. 

3 Appeals arising out of Punishment Orders passed by Chief Secretary. 

4 Creation or abolition of any public office in Secretariat Administration. 

5 Lok Sabha/Rajya Sabha questions. 

6 All matters pertaining to Vidhan Sabha. 

7 Rules of Business of the Government of Punjab.  

8 Allocation of Business Rules of the Government of Punjab . 

9 Inter-State Conference of Governors and Chief Ministers and approval of agenda 
items for such conferences. 

10 Northern Zonal Council-Nomination of Members and approval of items for inclusion 
in the agenda. 

11 Inter-State Council and approval of items for inclusion in the agenda.  

12 Cases regarding appointment and resignation of Ministers, State Ministers, Deputy 
Ministers etc. 

13 Fixation of meetings of the Council of Ministers. 

14 Cases relating to the foreign visits of members of the Council of Ministers. 

15 Cases relating to change in portfolios of the Council of Ministers. 

16 Complaints against Chief Minister/Ministers & Ex-Ministers. 

17 Acquisition of Land for public purposes. 

18 Appointment of Head of Department. 

19 Chief Minister's Relief Fund, District Relief Fund (Policy Matters). 

20 Duties of Ministers and Officers to unfurl National Flag on Independence Day and 
Republic Day in the State.  

21 Grant of Punjab Sarkar Parman Patras and Recommendations for Jeewan Raksha 
Padak Award.  

22 Cases pertaining to the Governor's personal establishment and Raj Bhawan matters.  

23 Relaxation of Rules 

24 Appointment of ADCs and other Gazetted staff of Punjab Raj Bhawan. 

25 Policy matters regarding change of rent/rates of Circuit Houses/Punjab Bhawan, 
New Delhi. 

26 Action to be taken on the death of High Dignitaries (except the members of 
Parliament and State Legislatures). 

27 Procuring of Historical Relies from abroad.  

28 Reference relating to the Constitution of India.  

29 Hanging of portraits of National Leaders in Government Buildings.  

 

  



Sr. No Chief Secretary Level 

1 a)  Awarding of penalities to Group-A Officers 

b) Appeal against Penalities to Group-B Officers. 

2 Out of turn allotment of Punjab Govt. Houses at Chandigarh.  

3 Recruitment/Promotion of Group-A Officers. 

4 Conference of Deputy Commissioners and Senior Superintendent of Police: 
approval of agenda items and minutes. 

5 Issue of instructions for preparation of Memorandum for Council of Ministers. 

6 Recording of the Minutes of the meetings of the Council of Ministers.  

7 According of administrative approval of projects above Rs 1 Crore. 

8 State Emblem and Crest Regulation and Policy in respect of.  

9 Missions of India, Extradition  cases etc.  

10 Oath taking ceremony by the H.E. the Governor of Punjab . 

11 Reservation of accommodation in Punjab Bhawan, New Delhi, Circuit Houses in 
Punjab, Chandigarh and Shimla above fifteen days of official duty and seven days 
on private visit.  

  



Sr. No Secretary Level 

1 a)  Awarding of Minor Penalities to Group-A Officers. 

b) Awarding of Major Penalities to Group-B Employees.  

c) Appeal Against Major/Minor Penalities given to Group-C Employees.  

2 Representations against adverse remarks where the highest reporting authority 
is above the rank of Deput Secretaries.  

3 Confirmation of Group-A and Group-B officers.  

4 Fixation of seniority and representation against Seniority in the case of Group- A 
& B officials. 

5 Posting and Transfers of Group A & B officials. 

6 Acceptance of resignation from service of Group A & B officials  

7 Allotment of Punjab Government Houses at Chandigarh (in-turn allotment). 

8 Policy cases regarding recruitment to Group C & Group-D posts. 

9 Recruitment/promotion to Group C & Group-D psots. 

10 Acceptance of resignation from service of Group-B officials.  

11 Grant of pension to Group-A officials  

12 Permission to Group-A and B personnel under the Conduct Rules Regarding 
Property returns, Publishing of books etc. Higher studies and Broadcast from AIR 
and TV.  

13 Cases relating to grant of leave (including Ex-India) to Group-A & Group-B 
officials.  

14 Recovery of outstanding dues from former Ministers etc.  

15 Deputation of Group-A and Group-B officials.  

16 Cases relating to Budget Estimates.  

17 All matters regarding maintenance of GPF Accounts along with all type of GPF 
Advances in respect of Group-A & B officials.  

18 Finalisation of Licence fee/House rent/ Water charges in respect of Group-A & B 
officials. 

19 All cases regarding Group Insurances Schemes. 

20 Sanction of expenditure on LTC to Group-A&B officials of Punjab Civil Secretariat. 

21 Pilgrimage to Sikh shrines in Pakistan-Nomination of Government Employees as 
Liasion Officer/Observers to accompany the Jathas. 

22 Recommendation to be made to the Government of India for issue of photo-
passes to the Officers of the State for entry into Central Secretariat and other 
Central Government Officers at Delhi.  

23 Approval of Memorandum for placing before the Council of Ministers except 
routine Memorandum containing proposals for approval of Annual 
Administration reports, State Government Guarantees and Memorandum 
indicating progress of recovery of taxes, fees, land revenue, abiana and loans etc.  

24 Disposal of reference from Government of India and other State Governments 
relating to the concessions/facilities to the Ministers etc. of Punjab State.  

25 Independence Day, Republic Day, U.N.O Day and Martyrs Day Celebrations 
(Budget thereof). 

26 Establishment matters of the Gazetted officers of Punjab Raj Bhawan. 

27 Administrative Approvals on accounts of various schemes. 



28 Additions/Alterations of the number of suites to be allotted to the high 
dignitaries. 

29 Reservation of accomodation in Punjab Bhawan, New Delhi Circuit Houses in the 
State of Punjab, Chandigarh and Cedar Circuit House, Shimla upto fifteen days 
for official duty and for seven days on private visit.  

  



Sr. No Special Secretary/Additional Secretary/Joint Secretary Level 

1 a)  Recruitment/promotion to Group-C posts (except where USSA is appointing   

authority under Service rules) 

b) Awarding of Minor penalties to Group-B Officers. 

c) Issue of Simple warning to Group-A and B officers. 

d) Awarding of Major/Minor penalties to Group-C Employees.  

2 Representation against adverse Remarks where the highest reporting authority is 
up to the rank of Deputy Secretary (Except where USSA is appointing authority). 

3 Confirmation of Group-C Employees. 

4 Fixation of seniority and representations in the case of Group-C personnel 
(Except where USSA is appointing authority). 

5 Posting and transfers of Group-C Employees.  

6 Acceptance of resignation from service of Group-C Employees.  

7 Cases relating to grant of Earned leave (ex-India leave) to Group-C Employees 
(except where USSA is the appointing authority). 

8 All other matters except policy matters relating to Group-C & D Employees. 

9 Deputation of Group-B officers and Group-C employees.  

10 Grant of permission to avail LTC by Group-A Officers.  

11 Allotment of office accommodation in the Secretariat Building. 

12 Shifting installation of Telephone in offices / residences of officers.  

 

  



Sr. No Deputy Secretary/ Under Secretary Level 

1 Awarding of penalties to Group-C Employees (where USSA is appointing 

authority ) and Group-D Employees.  

2 Appointment/Confirmation of Group-C posts where USSA is appointing authority 
and Group-D posts.  

3 Representations against adverse remarks of Group-C employees (where USSA is 
appointing authority) and Group-D employees 

4 Fixation of seniority and representations in the Cases of Group-C  personnel 
(where USSA is the appointing Authority) and Group-D employees.  

5 Posting and transfers of Group-D Employees (where USSA is the appointing 
authority). 

6 Permission to Group-C & Group-D Employees for the Sale & Purchase of property 
(under conduct rules), publishing of books, higher studies, broadcast from AIR & 
TV etc.  

7 Acceptance of resignation from service of Group-C employees (where USSA is 
appointing authority) and Group-D employees.  

8 Cases relating to grant of leave excluding Ex-India leave to Group-C employees 
(Where USSA is appointing authority) and grant of Earned leave (ex-India leave & 
other than ex-India) to Group-D personnel as per policy guidelines where no 
relaxation is involved.  

9 Sanction to the payment of leave salary to retired Gazetted personnel on 
account of Un-utilised portion of earned leave up to a maximun of 300 days.  

10 Approval of tour programmes of Group-C Employees (where USSA is the 
appointing authority) and Group-D Employees.  

11 Final payment of GPF to PSS Cadre officers. 

12 Signing of Pay/TA Bills of C.S./Secretaries/Spl. Secretaries/Additional 
Secretaries/Joint Secys./Deputy Secys./Under Secys. 

13 Signing of Pay/T.A. Bills of PSS Cadre officers.  

14 Final payment of cases of GPF in respect of non-gazetted staff. 

15 All payments of telephones/telegrams bills to Posts and Telegraphs Department.  

16 All maters relating to the New Contributory Pension Scheme.  

17 Disposal of waste papers and auction of old and broken furniture. 

18 Payment of demurrage charges where he responsibility cannot be fixed on 
anybody.  

19 Preparation of new rubber stamps and brass seals.  

20 Change of floor in respect of allotted residential accommodation in Sector-39, 
Chandigarh.  

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 


