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Instructins to seek approval of CM to place the
Memorandum before the Council of Ministers.

Instructions regarding framing and preparation of
Memorandum for the Council of Ministers.

The following points have to be kept in view while framing
and preparing of Memorandum :—

(i) Memorandum for the Council of Ministers should, in
addition to the information required under the rules,
bear a heading stating the subject of the case and
should indicate at the top the Minister-in-Charge and
the Administrative Secretary concerned, and should
be dated and signed by the Administrative Secretary
concerned. In brief, the following skeleton form should
be adopted for preparing these memoranda :—

MEMORANDUM
Minister-in-Charge ..........ccoocovieiiiiiee e
Administrative Secretary .........ccoccoveeerniiiineennninn.

Subject :—
Date (8d.)- .,
Secretary to Government, Haryana,
............................... Department.

(i) The heading should be properly indicative of the
proposals contained in the Memorandum;

(i) The Memorandum should indicate with sufficient
precision-the salient facts of the case, the points for
decision of the council and the recommen-dations of
the Administrative Department in the case in a
comprehensive and clear cut manner, without any
ambiguity;

Besides, at the end there should be mentioned:—

(iv) the rule of the Rules of Business and the items in the
Schedule appended to the Rules/the instructions of
the Government which require that the case shall be
brought, before the Council of Ministers; and

(v) the facts that permission of the Chief Minister to take
the case to the Council of Ministers has been taken.

(vi) the Memorandum should be prepared in a self-
contained and objective manner and the views
expressed therein should be on behalf of the
Administrative Department and not of any individual
officer;

Instructions regarding typing out the papers and
forwarding the copies of Memorandum.

The following points have to be kept in view while typing
out the papers and forwarding the copies of
Memorandum:—

(i) The papers should be typed in double space, and
both sides of the paper should be used and a wide
margin should be left towards, the edge of the papers
(the left edge on the obverse and the right edge on
the reverse);



(i) If possible the papers should be typed by the
Computer and photostate copies thereof should be
used;

(iii) Annual Administrative Report should be typed only in
Hindi language but Review and Critique of the Report
should be typed in English & Hindi both languages;

(iv) All papers relating to the business considered by the
Council of Ministers in the meeting should be treated
as confidential, and should be marked accordigly;

(v) The papers should be checked throughly with a view
to ensuring that the typed/cyclostyled/photostate
matter is clear and it does not contain any mistakes;

(vi) The memorandum and other papers should not be
forwarded through the Issue/Circulating Branches, but
should be delivered direct to the Secretary to the
Council (in the Cabinet Section).

(vii) Thirty five copies of the Memorandum for
consideration should be forwarded to the Secretary to
the Council with a covering un-official reference which
should be duly numbered, dated and signed by or for
the Administrative Secretary concerned.

4, Instructions regarding the proposal requiring
previous consultation with any other Department.

(i) The proposals requiring previous consultation with the
Finance Department should contain the advice of the
Finance Department in full. (The Finance Department
are prepared to tender advice at a short notice in
emergent cases).

(i) The proposals involving legal implications should
contain the advice of the Legal Remembrancer.

(i) The proposals requiring consultation with any other
Department, particularly the Planning Department,
should contain the advice of that Department also in
full.

(iv) Where the advice of the Finance Department or of
any other Department is included in the
Memorandum, an advance copy of the Memorandum
should be supplied to that Department, indicating
clearly the relevant reference number and date of the
advice.

5. Instruction regarding submission of Memorandum for
consideration in the meeting of Council of Ministers.

(i) The ordinary means of securing that a case is
included in the list of pending business of the Council
is for the Secretary concerned to forward to the
Secretary to the Council at least three days before the
date fixed for the meeting, the papers mentioned in
rule 14 of the Rules of Business. On receipt of the
papers the case is, as a matter of course, entered in
the list of pending business.

No supplementary item will be circulated unless it can reach the Ministers 24 hrs. before the
scheduled time of the meeting, save in extremely

emergent cases for which the Secretary to the Council of
Ministers will decide as necessary. In this connection,
it is to be ensured that the supplementary items reach



(ii)

(iii)

the Cabinet Secretariat at least 48 hours before the
scheduled time of the meeting.

Where final consideration of a proposal has been
postponed by the Council of Ministers for a reason
other than the lack of time, e.g., where a proposal is
discussed at length and a decision on it is postponed,
the Administrative Department may examine the
matter further and put up a fresh Memorandum with
the permission of the Cheif Minister and thereafter
forward the requisite number of copies so that the
proposal is included again in the agenda for the next
meeting.

Proposals requiring the ex-post facto approval should
be sent to the Council of Ministers for approval
immediately after the issue of sanction in anticipation
of the approval of Council of Ministers.

Instructions regarding implementation of the
decisions of the Council of Ministers.

(i)

(ii)

(i)

It shall be the responsibility of the Administrative
Secretary concerned to take action to implement the
decisions of the Council of Ministers.

If the subject matter of the Memorandum relates to
more than one department, and when more than one
Departments have to initiate action on the decision of
the Council of Ministers, it will be the responsibility of
the nodal department which bring the Memorandum
before the Council to ensure coordination amoung all
the other departments and secure early
implementation.

Action on the decisions of the Council of Ministers by
way of preparing drafts, etc., may be intiated as soon
as an advance copy of the decision is received by the
Administrative Secretary concerned. The actual
communication can be issued directly after the receipt
of the authenticated copy.

Where the proposal of the Administrative Department
is approved by the Council of Ministers in the form it
was placed before the Council of Ministers, final
orders of Government should issue immediately on
the receipt of authenticated copy of the decision and
an intimation to this effect should be sent to the
Secretary to the Council of Ministers within a fortnight
of the date ofthe decision enclosing a copy of the
orders that are issued. Where, however, the proposal
is approved with certain modifications, final orders of
the Government should issue as soon as possible but
not later than a period of three months from the date
of the decision.

In any case, where the Department is unable to issue
the final orders of the Government within the
prescribped period of three months, a detailed
Memorandum should be laid before the Council of
Ministers again, explaining the latest position of the
case, the difficulties that have prevented the issue of
formal orders and the further action contemplated by
the Department. In such cases also, the other
procedure for submission of Memorandum to the
Council of Ministers shall be followed.



(iv) Copies of the decisions/minutes of the meetings of
the Council of Ministers should not be sent to Head of
Departments / Commissioners / Deputy
Commissioners, etc. Instead, self contained
instructions should be sent to them on behalf of the

Government.
7 Instructions regarding attendance of the
Administrative Secretaries in the meeting of Council
of Ministers.

The Administrative Secretaries may, ordinarily, remain at head-quarters and be available for
consultation on the dates on which regular meetings of the Council of Ministers are held irrespective of
the fact whether they have an item on the agenda or not. The Administrative Secretaries should ensure
that they themselves attend the meetings of the Council of Ministers

when their items come up for discussion. In case, due to
some unavoidable reason, like illness, the Secretary
is unable to be present himself, he should obtain
timely permission of the Chief Minister through the
Secretary to the Council of Ministers, and send a
representative.

8 Instructions regarding preparing a quarterly fresh
Instructions. statement showing issue of final orders
of Government on the decisions of the Council of
Ministers.

Each Administrative Secretary shall prepare a
quarterly statement of the cases where final orders
ofthe Government on the decisions of the Council of
Ministers have not been issued. The proforma given
at the appendix is prescribed for this purpose. The
statement should cover all the Departments under the
charge of the Administrative Secretary and it should
be forwarded in a consolidated form to the Secretary
to the Council of Ministers by the 7th of the month
following the quarter to which it relates. The Secretary
to the Council of Ministers will then consolidate these
statements and put up a Memorandum on the subject
for the information of the Council of Ministers. The
Memorandum will be included as the first item in the
agenda for the meeting of the Council of Ministers
scheduled to be held immediately after the 10th of the

month.
APPENDIX
QUARTERLY STATEMENT SHOWING ISSUE OF FINAL ORDERS OF GOVERNMENT
ON THE DECISIONS OF THE COUNCIL OF MINISTERS QUARTER ENDING .
No. of cases pending No. of cases decided No. of cases in which No. of cases still No. of cases out of
as on the 1st of the during the quarted formal orders have pending as on the those mentioned in
quarter under review, under review, with been issued during the 1st of the month column 6, in which
with date of the date of the decision quarter under review following the quarter  the decisions are more
decision of the of the Council of with date of the decision  under review. (Col. than three months old.
Council of Ministers. Ministers. of the Council of 2+Col. 4-Col. 6)
Ministers.
Date of No. of Date of No. of Date of No. of
Decision cases Decision cases Decision cases
1 2 3 4 5 6 7 8
Details showing date of decision and brief subject about
the cases mentioned in column 8 are given separately.
(Sd.)
Administrative Secretary.

Subject :—= Preparation/Submission of Memorandum for the consideration of Council

of Ministers.



Will all the Financial Commissioners & Principal Secretaries and all
Administrative Secretaries to Government, Haryana kindly refer to the U.O.No. 10/6-2
Cabinet-93, dated 22.7.1994 and U.O.No. 10/5-Cabinet-2003, dated 24th April 2003, on the
subject noted above ?

2. The procedure for preparation/submission of Memorandum for consideration of
the Council of Ministers, Haryana has been prepared and circulated vide U.O.Nos. referred to
above. It has been observed that where in-principle approval of an issue/proposal required to
be placed before the Council of Ministers is given by the Chief Minister, the same is again
submitted to him for approval of the draft Memorandum for placing it before the Council of
Ministers.

3. This issue has been considered and it has been decided that where in-principle
approval of an issue/proposal that is required to be placed before the Council of Ministers is
given by the Chief Minister, the same issue/proposal need not be put up to him again for
seeking approval of the draft Memorandum for the Council of Ministers. The Memorandum for
the Council of Ministers should be personally prepared by the concerned Administrative
Secretary. It is, therefore, requested to adhere to the procedure laid down in the Rules of
Business and these instructions.

Sd/-
Under Secretary Cabinet
for Chief Secretary to Government, Haryana.

To

All the Financial Commissioners & Principal Secretaries and

all Administrative Secretaries to Govt. Haryana.
U.O. No. 10/6/2007-2Cabinet Dated. Chandigarh the 3-10-2007
Subject .= Preparation/Submission of Memorandum for the consideration of Council

of Ministers.

Will all the Financial Commissioners & Principal Secretaries and all
Administrative Secretaries to Government, Haryana kindly refer to the U.O.No. 9026PI-55,
dated the 23rd December, 1955, on this subject?

2. It has been noticed that the Administrative Departments send incomplete
memoranda for the consideration of the Council of Ministers with the result that these have to
be returned for one reason or the other. This leads to waste of time and energy apart form
delaying the decisions of the Cabinet, unnesessarily. The Administrative Secretaries should,
therefore, kindly ensure, in future, that the memorandum makes it clear:-

€) That the permission of the Chief Minister to take the case to the Council of
Ministers has been obtained through the Ministers-in Charge. Attentionin this connection is
invited to Rule 11 of the Rules of Business of the Punjab Government, Part Il, as corrected
form time to time.



(b) If there is any financial implication, that the Finance Department have been
consulted, in accordance with the provisions contained in rules 5 and 7 of the above
mentioned Rules of Business. The Views of the Finance Department should invariably be
given in the memorandum;

(c) in case any legal points are involved, whether the L.R. has been consulted as
per rules 48 and 49 of the Rules Business. The views of the Law Department should be given
in the memorandum;

3. It may also kindly be ensured: -

Q) Whether the memorandum sets out, with sufficient precision, the
salient facts of the case and the points for decision as required by rule 14 of the Rules
of Business of the Punjab Government, Part 1l, The Concluding portioin of the
memorandum, should, in particular, bring out clearly the point/s on which the orders
of the Council of Ministers are required;

(i) Whether the memorandum indicates correctly the designations of the
Minister-in Charge, Deputy Minister/Chief Parliamentary Secretary and the
Administrative Secretary concerned.

3. It may also kindly be ensured :-

(0 Whether the memorandum sets out, with sufficient precision, the salient facts

of the case and the points for decision as required by rule 14 of the Rules of
Business of the Punjab Government, Part Il. The concluding portion of the memorandum,
should, in particular, bring out clearly the points/s on which the orders of the Council of
Ministers are required;

(i) Whether the memorandum indicates correctly the designations of the Minister-in-
Charge, Deputy Minister/Chief Parliamentary Secretary and the Administratvie Secretary
concerned.

4, This Department continues to receive memoranda, which contain typographical
mistakes. In some cases, the impression of the matter cyclostyled is so dim that the
memorandum is not legible. Some memoranda do not even indicate the subject matter dealt
with, and so on. Where such mistakes are not checked by the Administrative Departments,
the Secretary to the Council of Ministers will be under the duty of returning the copies of the
memorandum. It is, therefore, emphasised that the Administrative Departments may throughly
check up the fair copies of the memorandum before these are sent for the consideration of
the Council.

5. In this connection, attention is also invited to rule 50 of the Rules of Business,
according to which the Secretary of the Department concerned is, in each case, responsible
for the careful observance of the Rules.

6. As at present, 25 copies of the memorandum should continue to be supplied to
the office of the Secretary to the Council of Ministers direct. Copies of the memorandum
should not be sent through the Circulating /Issue Branches, as there is every likelihood of
these being misplaced or delayed.

7. The other rules and principles for the preparation of the memorandum
may continue to be observed as heretofore.

(Sd/-)
E.N. Mangat Rali,



Secretary to the Council of Ministers.

To
All Administrative Secretaries to Government, punjab (by name).
U.O. No. 229-PCM-59, dated, Chandigarh, the 22nd May, 1959.

A copy is forwarded to the Assistant Secretary to Government,
Punjab/Accounts Officer, Punjab Civil Secretariat, for information
and necessary action on paragraph 6, above.

(Sd/-)
HARBANS SINGH,
Superintendent Political I,
for Secretary to the Council of Ministers.
To

The Assistant Secretary to Government, Punjab/Accounts/Officer,
Punjab Civil Secretariat.
U.O. No. 229-PCM-59, dated, Chandigarh, the 22nd May, 1959.

Subject: --- Preparation of Memoranda for the Council of Ministers.

Will the Financil Commissioners, Punjab, and all the Administrative
Secretaries to Government, Punjab, kindly refer to the subject noted above?

2. The Cabinet Secretariat has examined the question as to whether or not
the Memoranda prepared by an Administrative Department for the Council of
Miinisters should contain specifically the view expressedc by all the Senior Officers
of the Department on the department files in order that the Council gets the benefit of
those views before
taking a decision. In this connection, the procedure obtaining at the Centre and in the
other States has been considered vis-a-vis that obtaining in the Punjab State, and it
has been decided that procedure obtaining in this State may continue. For facility of
reference, the main points of procedure are given below:-

@ The Memorandum should indicate with sufficient precision the salient
facts or the case and the points for decision. (Rule 14 of the Rules of Business of the
Punjab Government, Part I1).

(b) The concluding portion, should in particular, bring out clearly, the pont
(s) on which orders of the Council of Ministers are required. (Instructions contained in
the Cabinet Secretariat Circular U.O. reference No. 229-PCM-59, dated the 22nd
May, 1959).

(C) In the cases which concern more Ministers than one, the Ministers
concerned shall attempt by previous discussion to arrive at an agreement. If an
agreement is reached, the Memorandum shall contain the joint recommendations of
the Ministers; and if no agreement is reached, the Memorandum shall state the points
of difference and the recommendations of each of the Ministers concerned.

(Rule 15 of the Rules of Buiness of the Punjab Government, Part I1).

(d) When the subject matter of a case concerns more than one Department,
no orders shall be issued nor shall the case be laid before the Council until it has been
considered by all the Departments concerned, unless the case is one of extremen
urgency. (Rule 22 of the Rules of Business of the Punjab Government, Part I1).



2. The Administrative Departments are requested particularly to keep
these points in view while preparing Memoranda for the consideration of the Council
of Ministers, and encure always that the papers are prepared by the Departments in a
self-contained and objective manner and the views expressed therein are on behalf of
the Administrative Department and not on behalf of any individual officer. It may be
ensured, however, that the Administrative Department gives its own
recommendations in the case ina comprehensive and clear -cut manner, without any
ambiguity.

(Sd/-)
G.S. KAHLON,
Chief Secretary and
Secretary to the Council of Ministers.
To
(1) The Financial Commissioners, Punjab.
(2) The Administrative Secretaries to Government, Punjab.

U.0.No. 129-PCM-66, dated, Chandigarh, the 30th March, 1966.

Subject :— Preparation of Memorandum for the consideration of the Council of
Ministers.

Will all the Financial Commissioners, Commissioners & Administrative
Secretaries to Government, Haryana kindly refer to the subject noted above?

2. Some of the points for preparaing a Memorandum by the Administrative
Departments for the Council of Ministers are given in Rules 15 & 27 of the Rules of ;Business
of thee Govt. of Harryanal977. For facility of reference, these are re-produced dbelow:-

@) In case which concern more Ministers than one, the Ministers sconcerned shall
attempt by previous discussison to arrive at an agreement. If an agreement is reached the
memorandum referred to in rule 13 of rule 14 shall contain the joint recommendations of the
Ministers; and if no agreement is reached, the memorandum shall state the points of
difference and the recommendation of aeach of the Minisseerss concerned.

(b) When the subject of a case concens more than one Department, no order shall
be issued nor shall the case be laid before the Council until it has been considered by all the
Departments concerned, unless the case is one of extreme urgency.

3. It has been observed that some departments are sending the Memorandum to the Cabinet
Section for the consideration of Council of Ministers without consulting the other departments
concernedd with the subject matter. Thus, the Council of Ministers while taking a decision on the
proposal contained in the Memorandum of the Administrative Department, does not get the benefit of
the views of the views of the other departments concerned with or affected by the proposal.
Accordingly, the above statutory provisions to this effect are once again brought to the notice of all
concerned for strict compliance. The Administrative Departments are requested to keep the above
points in view, while preparing the memorandum for the Council of Ministers and ensure that, if the
subject matter of case appears to relate to more than one department, the views of the other
departments concerned are invariably obtained and incorporated in the Memorandum.
Sd/-
Joint Secretary, Political & Services,
for Secretary ,Council of Ministers, Haryana.



To

All the Financial Commissioners ,Commissioners & Administrative Secretaries to
Govt. Haryana.

U.O. No. 5/313-Cabinet-88, Dated. Chandigarh the 12.10.1988
Subject: - Preparation of Memoranda for the consideration of the Council of Ministers.

Will the Financial Commissioners, Punjab, and all the Administrative Secretaries
to Government, Punjab, kindly refer to para 6 of the instructions contained in the Cabinet
Secretariat circular U.O. reference N0.229-PCM-59, dated the 22nd May, 1959 (copy
enclosed), which lays down, inter alia, that copies of Memoranda for the consideration of
the Council of Ministers should not be sent through the Circulating/Issue Branches, as
there is every likelihood of their being misplaced/delayed.

(Sdr-)
K.S. GULATI,
Superintendent Political,
for Secretary to the Council of Ministers.

To

1. All the Financial Commissioners, Punjab.
2. All the Administrative Secretaries to Government, Punjab.
U.O. No. 246-PCM-65, dated, Chandigarh, the 26th February, 1965.
A copy with a copy of the enclosure, is forwarded to---

(1) The Assistant Secretary to Government, Punjab (General)
(2) The Assistant Secretary to the Financial Commissioners, Punjab for issue
of suitable instructions to the Circulating / Issue Branches.

(Sd/-)
K.S. GULATI,
Superintendent Political,
for Secretary to the Council of Ministers.

Subject:- Preparation of Memoranda for the consideration of the Council of
Ministers.

Will all the Administrative Secretaries to Government, Haryana, kindly refer
to the Cabinet Secretariat Circular U.O. reference No. 526-Cabinet-68, dated the 17th
September, 1968, on the subject noted above , wherein the necessity of improving the
quality of typing/cyclostyling of Memoranda for the Council of Ministers was
impressed upon them?

2. The members of the Council of Ministers have again complained of the
poor quality of typing/cyclostyling of the Memoranda. The Administrative Secretaries
are again requested to ensure that copies of Memoranda for the Council of Ministers
are prepared with due care and attention. In this connection, they are requested
particularly to ensure compliance with the instructions contained inparagraphs 10
&11 of the Consolidated Instructions issued vide Cabinet Secretariat Circular U.O.
reference No. 513-Cabinet-66, dated the 24th December, 1966 and in Circular U.O.
reference mentioned above. These are reproduced below for ready reference:-

Q) The papers should be typed in double space, and both sides of the
paper should be used.



(i) A wide margin should be left towards the edge of the papers (the left
edge on the obverse and the right edge on the reverse ) as these are placed in pads for
the meetings.

(ili)  The papers should be checked thoroughly with view to ensuring that
the typed / cyclostyled matter is clear and it does not contain any mistakes.

(iv)  the stencils for cyclostyling of the Memoranda may be prepared by the
Stenographers attached with various Branches.

3. In future the Cabinet Section would be unable to accept a
Memorandum which is not legible and neatly typed.
(Sd/-)
K.S. GULATI,
Deputy Secretary Political & Services
for Chief Secretary to Government, Haryana
To

All the Administrative Secretaries to Govt., Haryana.

U.O. No. 747-Cabinet-69, dated, Chandigarh, the 28th February, 1969.
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Subject:--- Submission of Memorandum to the Council of Ministers.

Will all the Financial Commissioners and Principal Secretaries and all the
Administrative Secretaries to Government, Haryana, kindly refer to this Section’s
U.0.No0.10/3-2 Cabinet-97, dated 10th September, 1997 on the subject noted above?

2. They are requested that in future only 35 copies of the Memorandum
(both in Hindi & English) may please be supplied to the Cabinet Section after
observing the procedure laid down in the Rules of Business of the Government of

Haryana, 1977.
(Sd/-)
Superintendent, Cabinet
for Chief Secretary to Council of Ministers,
Haryana.
To

All the Financial Commissioners & Principal
Secretaries and all the Administrative
Secretaries to Government, Haryana.
(All Branches in Haryana Civil Secretariat and Financial Commissioner’s Office)

U.O. No. 10/3-2 Cabinet-97, dated, Chandigarh, the 13th April, 2002.
Subject----- Referring of cases involving financial implications to the Council of Ministers.

Will the Administrative Secretaries to Government, Punjab, kindly refer to this
Department U.O. Reference No. 9026-P (C)-55, dated the 23rd December, 1955 (copy
enclosed) on the subject noted above?

2. The administrative Departments still continue to refer cases, involving financial
implications, to the Council of Ministers without first consulting the Finance Department.
The need for consulting the Finance Department in such cases is once again emphasized
and the Administrative Secretaries are requested to ensure that the provisions of rule 5 of
Business of the Punjab Government, Part Il (as corrected up to the 31st August, 1955) are
strictly observed. It should invariably be made clear in the memorandum whether any
financial implications are involved in the proposal and, if so, whether the Finance
Department has been consulted.



3. Attendion in this connection is also drawn to the provisions of rule 50 ibid
according to which the Secretary of the department concerned is, in each case,
responsible for the careful observance of these rules.

(Sd/-)
K.C.PANDEYA,
Deputy Secretary Political,
for Chief Secretary to Government,
Punjab.
To
The Secretary to Government, Punjab, Finance Department.

U.0.No. 8100-PI-(C)-57, Dated, Chandigarh, the 19th/23rd December, 1957.

A Copy is forwarded to the Finance Department, for information, with
reference their U.O.reference No. 5311-FD-(1)-57, dated the 23rd/27th November,
1957.

(Sd/-)
K.C.PANDEYA,
Deputy Secretary Political,
for Chief Secretary to Government,
Punjab.
To

The Secretary to Government, Punjab, Finance Department.
U.0.No. 8100-PI-(C)-57, Dated, Chandigarh, the 19th/23rd December, 1957.

Subject:- Preparation of memorandum for the consideration of the consideration
of the Council of Ministers.

Will the Financial Commissioners and Administrative Secretaries to
Government, Punjab, kindly refer to this Department U.O. 229-PCM-59, dated the
22nd May, 1959, on the subject noted above?
2. It has been observed that in some cases the views of the Finance
Department are not quoted in full in the memoranda prepared by the Administrative
Departments for the consideration of the Council of Ministers with the result that
some important aspects of Finance Department’s advice do not come to the notice of
the Council
of Ministers. It is, therefore, requested that Finance Department’s views may
invariably be included in full in the memoranda so that the Cabinet have full picture
of the case in view before taking a decision in the matter.

(Sd/-)
BALWANT SINGH
Superintendent Political,
for Secretary to the Council of Ministers.
To
1. All Financial Commissioners in Punjab.
2. All Administrative Secretaries to Government, Punjab.



U.O.No. 601-PCM-62, Dated, Chandigarh, the 19th October, 1962.

A copy is forwarded to the Secretary to Government, Punjab, Finance
Department, for information with reference to his U.O.No. 6063-2B&c 62, dated the
20th September, 1962.

(Sd/-)

BALWANT SINGH
Superintendent Political,
for Secretary to the Council of Ministers.
To
The Secretary to Government, Punjab.
Finance Department.
U.O.No. 601-PCM-62, Dated, Chandigarh, the 19th October, 1962.

Subject:- Preparation of Memoranda for the consideration of the Council of
Ministers.

Will the Finance Commissioners/Administrative Secretaries to
Government, Punjab, kindly refer to this Department U.O.No. 601-PCM-62, dated the
19th October, 1962, on the subject noted above?

2. It has been pointed out by the Finance Department that they have been
experiencing a great difficulty in tracing out their files relating to the
memoranda involving financial implications sent for the consideration of
the Council of Ministers and included in the agenda for Cabinet
meetings because of the fact that the agenda for the Cabinet meetings
usually are sent to them just a few days before the actual date of the
meetings. With a view to enabling the Finance Department to locate
their papers in time, the Administrative Departments are requested to
ensure that one copy of each memorandum involving financial
implications is furnished to the Finance Department as soon as they
send the requisite number of copies thereof to the Secretary to the
Council of Ministers for the consideration of the Cabinet. The
Administrative Departments may also kindly indicate in the forwarding
communication the number and date of the U.O., if any, with which the
Finance Department tendered the advice in the relevant case.

(Sd/-)
BALWANT SINGH
Superintendent Political,
for Secretary to the Council of Ministers.

To
1. All Financial Commissioner in Punjab.
2. All Administrative Secretaries to Government, Punjab.
U.O.No. 57-PCM-63, Dated, Chandigarh, the 1st/4th February, 1963.

A copy is forwarded to the Secretary to Government, punjab, Finance
Department, for information, with reference to his U.O.No. 8591-B&C-62, dated the
19th January, 1963.

(Sd/-)



BALWANT SINGH
Superintendent Political,
for Secretary to the Council of Ministers.
To
The Secretary to Government, Punjab, Finance Department.
U.0.No. 57-PCM-63, Dated, Chandigarh, the 1st/4th February, 1963.

Subject:- Preparation of memoranda for the consideration of the Council of
Ministers.

Will the Financial Commissioners and all the Administrative
Secretaries to Government, Punjab, kindly refer to-
Q) rule 22 of the Rules of Business of the Punjab Government, Part Il,

which provides that when the subject of a case concerns more than
one Department, no order shall be issued nor shall the case
be laid before the Council until it has been considered by all the
Departments concerned, unless the case is one of extreme

urgency, and

2 paragraph 349 of the Secretaiat Instructions which lays down that it is
the duty of the Secretary primarily concerned with a case carefully
to consider at the outset whether any other Secretary is also
concerned with the case, and, if so, to see that his views are
obtained on it.
2. It has been observed that in some cases concerning Plan schemes and
Plan allocations the views of the Planning Department were not obtained and
incorporated in the memoranda prepared by the Administrative Departments for the
consideration of the Council of Ministers with the result that some important aspects
of the matter did not come to the notice of the Council of Ministers. It is, therefore,
requested that Planning Department’s views in matters concerning that Department
should invariably be obtained in future and should be incorporated in full in the
Memoranda so that the Council may have the complete picture of the case in view
before taking a decision in the matter. The Administrative Departmentas may also
kindly indicate in the forwarding communication the No. and date of the U.O.
reference, if any, with which the Planning Department tendered the advice in the
relevant case and supply a copy of the memorandum to the Planning Department, in
advance.

(Sd/-)
K.S.GULATI,
Superintendent Political,
for Secretary to the Council of Ministers.
To
1. All the Financial Commissioner in Punjab.
2. All Administrative Secretaries to Government, Punjab.
U.0.No 56-PCM-65, Dated, Chandigarh, the 16th January, 1965.



Subject:- Preparation of Memorandum for the consideration of the council of
Ministers

Will the Financial Commissioners and all the administrative secretaries
to Government, Punjab, kindly referred to Rule 5 of the rules of Business of Punjab
Government, Part Il, which provides that no case in regard to which the Finance
Department is required to be consulted under Rule 7 ibid shall, save in exception
circumstances and under the directions to the Chief Minister, be discussed by the
Council of Ministers unless the Finance Minister has had opportunity for its
consideration.

2. In the Past some cases have been considered by the Council of
Ministers without the advice of the Finance Department. It has know been pointed out
by the Finance Department that in order to maintain the Financial Discipline. It is
necessary that in all cases involving Financial Implications the advice of the Finance
Department is made available to the Council of Ministers. The Finance Department
have made it clear that in emergent cases their advice will be available to the
Administrative Departments at short notice. In view of this it has been decided to
strictly enforce the provision of Rule 5 of the rules of Business of the Punjab
Government, Part Il. In future, no memorandum involving financial implications will
be accepted from the administrative Departments unless the finance Department
advice has been obtained and in-corporated in full in the memorandum for the
Council of Ministers.

3. These instructions may kindly be enforced strictly in all the department
of the Government.

(sd/-)
G.BALAKRISHAN
Deputy Secretary, General Administration,
for Secretary to Council of Ministers.

To
(1)  The Financial Commissioners in Punjab
2 All Administrative Secretaries to Government, Punjab
U.0.No. 1127-PCM-65 dated, Chandigarh, the 12" September 1965

A copy is forwarded to the Secretaries/ Private Secretaries to the Chief
Minister, Ministers (including Ministers of State / Deputy Ministers) and Chief
Parliamentary Secretary, Punjab, for the information of the latter.

(sd/-)
G.BALAKRISHAN
Deputy Secretary, General Administration,
for Secretary to Council of Ministers.
To

The Secretaries / Private Secretaries to the Chief Minister, the Ministers



(including Ministers of State / Deputy Ministers) and Chief Parliamentary

Secretary
U.0.No. 1127-PCM-65 dated, Chandigarh, the 12" September 1965
Subject:- Consideration of memoranda by the Council of Ministers —

Postponement of certain items including in the agenda.

In the meeting of Council of Ministers the consideration of some
Memoranda included in the agenda for that Meeting is postponed as the cabinet is left
with no time to take them up in that meeting. These items are included in the agenda
for the next cabinet meeting and copies of the relevant agenda are supplied to the
Secretaries concerned. Some other items are, however, taken up by the cabinet,
discussed at length and a decision on the proposals contained in the memorandum is
postponed. In such cases the orders of the cabinet to postpone decision on some or all
the proposals contained in the memorandum, are recorded and conveyed to the
department concerned. A question has arisen whether in such cases it is for the
secretary to the Council of Ministers to include the relevant memorandum again in the
agenda for a subsequent cabinet meeting or it is for the administrative department to
re examine the matter and prepare a fresh memorandum in case they may like the
matter to be reconsidered.
2. This question has been examined and it is felt that in such cases there
are reasons for which the cabinet postponed a decision on the proposal or some of the
proposals contained in the memorandum. These reasons are known at least to the
Minister — in- Charge and some times involve a matter of assessment as to whether
the subject should come up whether or not and when the matter should be referred to
the cabinet a fresh force soliciting their orders. It is possible that the Minister-in-
Charge / Chief Minister may not like the matter to be considered by the cabinet at a
particular stage.
3. in view of the position explained above it has been decided that in such
cases the administrative department should put up a fresh memorandum with the
permission of Chief Minister/ Minister-in-Charge and send the requiste numbers of
copies to the Secretary to the Council of Ministers who would them include an item in
the agenda for the next cabinet meeting. The secretary to the council of Minister will
not, of his on accord, includes such items in the agenda for a subsequent cabinet
meeting.

(sd/-)
E.N.MANGAT RAI
Chief Secretary to Government, Punjab,
and Secretary to the Council of Ministers.

To

=

The Financial Commissioner, Development, Punjab.
The Financial Commissioner, Punjab.
3. The Financial Commissioner, Revenue, Punjab

no



4, All administrative secretaries to Government, Punjab

U.O.No. 280-PCM-61 dated, Chandigarh, the 16" / 18" May, 1961.

A copy is forwarded to the Secretary to Government, Punjab, Printing &
Stationery Department, for information.
2. This disposes of his U.O.No. 22(8)-P&S-61, dated the 20™ April, 1961.

(Sd/-)
BALWANT SINGH,
Superintendent, Political
for Secretary to the Council of Ministers.

To
The Secretary to Government, Punjab.
Printing & Stationery Department.

U.O.No. 280-PCM-61 dated, Chandigarh, the 16" / 18" May, 1961.

Subject:- Supplementary items for the agenda of the meetings of the Council of
Ministers.

Under rule 16 (2) of the Rules of Business of the Punjab Government,
partll, the agenda paper showing the cases to be discussed at a meeting
of the Council of Ministers is sent to all concerned so as to reach them
to clear days before the date of such meeting. The question of
supplementary items for the agenda has been considered and it has
been decided that no supplementary item should be circulated unless it
can reach all the Ministers etc 24 hours before the scheduled time of
the meeting, save in extremely emergent cases for which the Secretary
to the Council of Ministers may decided as necessary. In this
connection, it has been further decided that only those supplementary
items should be accepted which reach the Cabinet Secretariat at least
48 hrs. before the scheduled time of the meeting.

2. All the Financial Commissioners & all the Administrative Secretaries to
Government, Punjab are requested to ensure compliance with these
instructions. Ten copies of this communication are enclosed for circulation in
the branches under their control.

(Sd/-)
Superintendent, Political
for Secretary to the Council of Ministers.
To

1 All the Financial Commissioners, Punjab,.
2 All the Administrative Secretaries to Govt., Punjab.

U.O.No. . 131-PCM-64 dated, Chandigarh, the 1 February, 1964.



Subject:- Preparation/submission of Memorandum for the consideration of the
Council of Ministers, Haryana.

Will all the Financial Commissioners and all the Administrative
Secretaries to Government Haryana, kindly refer to this Department U.O.No. 5/313-
Cabinet-88, dated 12.10.1988 (copy enclosed for ready reference) on the subject noted
above?
2. It has been observed that the Government instructions on the subject as
contained in Rules 15/22 of Rules of Business of Government of Haryana, 1977 are
not being adhered to in letter and spirit. Accordingly, for facility of reference some
additional instructions relating to different of the memorandum are given below:-

1) Submission of Memorandum

The general practice of the Administrative Department is that the
Memorandum approved by the Hon’ble Chief Minister and singed by the
Administrative Secretary is delivered in the Cabinet Section only when the meeting of
Council of Ministers having been fixed and some time even at the 11" hour. Thus,
while this practice does not give any time to the Cabinet Branch to have even a close
examination of their proposal, it also results in un-necessary rush of work and delay in
the agenda being delivered to the Ministers. It has, therefore, been decided that as
soon as the Memorandum is signed by the Administrative Secretary, its requisite
number of copies, neat and clean, both in English and Hindi, be supplied to the
Secretary to the Council of Ministers , in terms of Rule 14 of the Rules of Business of
Haryana Govt., 1977, within a week positively or at least 72 hour before the date
fixed for the meeting.

2 Postponed Items

In the case of postponed items, where final consideration of a proposal
has been postponed by the Council of Ministers for a reason other than the lace of
time, e.g., where a proposal is discussed at length and a decision on it is
postponed/deferred, the Administrative Department should according to existing
instructions, examine the matter further and put up a fresh memorandum with the
permission of Chief Minister afresh and there after forward the requisite number of
copies, so that the proposal is included again in the agenda for the next meeting.

3) Conveying Decisions/Instructions

As regards conveying decisions of the Council of Ministers by A.Ds. the

general practive adopted by them is that, instead of conveying self-contained
instructions to the concerned quarters, based on the decisions of the Council of
Ministers, the Administrative Departments generally forward an extract copy of the
decisions with copies to the A.G. etc. with a copy to the Cabinet Section. This is not
the correct procedure to be followed in such cases. Attention in this connection is,
therefore, invited to para 164-A of the Secretariat instructions, which reads as under:-

“Orders of the Council of ministers should be filled as part of
the notes and not of the correspondence of cases, and shall, in
not circumstances, be referee to in official correspondence nor
shall copies be forwarded to any authority outside the
Secretariat.”



Thus, copies of the minutes of the meetings of the Council of Ministers
should not be sent to the Heads of Department/Commissioners/Deputy
Commissioners, etc. Instead, self-contained instructions, should be sent to them on
behalf of the Government and a copy forwarded to the Secretary to the Council of
Ministers under a sealed cover.

4) Implementation of the decision
With regard to implementation of the decision of the Council of Ministers, existing
Government instructions are that where the proposal of the Administrative
Department is approved by the Council of Ministers, final orders of Government
should issue immediately on the receipt of authenticated copy of the decision and an
intimation to this effect should be sent to the Secretary to the Council of Ministers
within a fortnight of the date of the decision enclosing a copy of the orders that are
issued. Where, however, the proposal is approved with certain modification, final
orders of the Government should issue as soon as possible but not later than a period
of three months from the date of decision.
In any case, where the Department is unable to issue the final orders of the
Government within the prescribed period of three months, a detailed memorandum
should be laid before the Council of Ministers again, explaining the latest position of
the case, the difficulty that have prevented the issue of formal orders and further
action contemplated by the Department. In such cases also the other procedure for
submission of Memorandum to the Council of Ministers shall be followed.

(5) Incorporation of advice in the Memorandum
It has been noticed that some time specific directions issued by the Council of
Ministers, Chief Secretary, Finance Department, legal Remembrancer, Haryana
Public Service Commission, are not incorporated by the Administrative Department
in the memorandum, which results in the withdrawal of the memorandum by them at
the 11" hour or some times during the meeting of the Council of Ministers. This is not
a healthy practice and needs to be discouraged. So advice given by these agencies
should invariably be incorporated in the Memorandum, clearly indicating therein the
relevant letter/U.O.No. of the relevant agency.

(6) Financial Implications

In the cases involving financial implications, some of the
Administrative Department still continue referring such cases to the Council of
Ministers without first consulting the Finance Department. This is contrary to Gowt.,
instructions as also the provisions of Rule 7(a)(2) of the Rules ibid. Hence they should
invariably make it clear in the Memorandum whether any Financial implications are
involved in the proposal and, if so, whether the Finance Department has been
consulted.

3. The Administrative Departments are accordingly requested to keep the above
instructions/guidelines in view, while preparing the memorandum for the Council of
Ministers and ensure that the above guidelines relating to different stages of the
preparation of memorandum are adhered to meticulously.

Kindly acknowledge the receipt.

Sd/-
Joint Secretary, Political & Services,
for Secretary, Council of Ministers, Haryana.
To



(All Branches of Secretariat and F.C. Office) All the Financial Commissioners,
& Administrative Secretaries to Government, Haryana.

U.0.No. 5/313-Cabinet-88, Dated, Chandigarh, the 2™ July, 1991.

Subject:- Submission of memoranda for consideration in the meetings of the
Council of Ministers.

Will all the Financial Commissioners/Commissioners and
Administrative Secretaries to Govt., Haryana, kindly refer to the subject noted above?
2. It has been observed that the memoranda pertaining to the proposal to
be placed for consideration before the Council of Ministers for approval in its
meeting, are sometimes sent by the departments under their control to the Cabinet
Section at the eleventh hour. This causes lot of inconvenience in placing such
memoranda for consideration before the Council of Ministers. They are, therefore,
requested to kindly direct the department under their control to send memoranda to
the Cabinet Sections of the Haryana Civil Secretariat well in time, in future.

3. The next meeting of the Council of Ministers is scheduled to be held at
11.00 A.M. on 5.10.93. They are requested to please ensure that all memoranda are
sent to the Cabinet Section by 10.00 A.M. on 4.10.93.

Sd/-
Joint Secretary, Political & Services,
for Secretary to Council of Ministers, Haryana.
To

All the Financial Commissioners/
Commissioners and Administrative Secretaries to Govt., Haryana.

U.0.No. 10/6-2 Cabinet-93, Dated, Chandigarh, the 1% October, 1993.

Subject:- Submission of memoranda for consideration in the meetings of the
Council of Ministers.

Will all the Financial Commissioners/Commissioners and
Administrative Secretaries to Govt., Haryana, kindly refer to the subject noted above?
2. It has been observed that often Administrative Departments sent
memoranda for presentation before the Council of Ministers at the eleventh hour. The
procedure for submission of memoranda, is contained in Rule 16(2) of the Rules of
Business of the Government of Haryana, 1977, which is reproduced hereunder:-

“After an agenda paper, showing the cases to be discussed at a meeting

of the Council has been approved by the Chief Ministers, copies

thereof, together with copies of such memoranda as have not been
circulated under rule 14 shall be sent by the Secretary to the Council,
to the Chief Minister and other Ministers so as to reach them two clear
days before the date of such meeting. The Chief Minister may, in the



case of emergency, curtail the said period of two days. Copies of the

agenda and the memoranda shall at the same time be sent to the

Governor™.
3. The submission of memoranda at the eleventh hour is in clear violation
of the above rule which obligates that all the agenda items be circulated to the
members at lease 48 hours, in advance. This also means that the Administrative
Departments should sent copies of the memoranda to the Cabinet Department at least
72 hours before the meeting of the Council of Ministers to facilitate timely action as
per the rules referred ibid.
4. They are, therefore, requested to strictly adhere to the procedure laid
down in the Rules of Business for presenting memoranda before the Council of
Ministers, in future. However, in exigencies memoranda may be sent to the Cabinet
Department relaxation of the prescribed time limit after obtaining a specific approval
of the Chief Minister for relaxation in rule 16(2) and this should be conveyed to the
Cabinet Department along with the memorandum.

Sd/-
Joint Secretary, Political & Services,
for Secretary to Council of Ministers, Haryana.
To

All the Financial Commissioners/Commissioners and
Administrative Secretaries to Govt., Haryana.

U.0O.No. 10/6-2 Cabinet-93, Dated, Chandigarh, the 22" July, 1994.

IMMEDIATE

Subject:- Late submission of proposals for approval to the Council of Ministers in
which ex-post facto approval is required.

Will all the Financial Commissioners and Administrative Secretaries to
Government Haryana kindly refer to the subject noted above?
2. It has been observed for quite some time that proposals in which ex-
post-facto approval of Council of Ministers is required, are being submitted to the
Council of Ministers very late. In some cases proposals have been sent to the Council
of Ministers after a lapse of nearly six months. The late submission of such proposals
before the Council of Ministers defeats the very purpose for which the proposals are
brought before CMM. It is, therefore, requested that it may be ensured that such
proposals should be sent to the Council of Ministers for approval immediately after the
issue of sanctions in anticipation of the approval of Council of Ministers for obtaining
ex-post-facto approval.



Sd/-
Superintendent, Cabinet
for Secretary to Council of Ministers, Haryana.
To

All the Financial Commissioners/Commissioners and
Administrative Secretaries to Govt., Haryana.

U.O.No. 10/6/2002-2 Cabinet Dated, Chandigarh, the 18" September, 2002.
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Subject:- Action to be taken on the minutes of the meeting of the Council of
Ministers.

At present, meeting of the Council of Ministers are held at the State

Headquarters on the 1% and 3" Wednesday of each month, on the 2" Wednesday of
the month, a Cabinet meeting is held at a District Headquarter. An informal Cabinet
meeting is also held on the Tuesday preceding the 1% Wednesday of each month.

2. Advance copies of the decisions taken in such Cabinet meetings are
sent immediately after the Cabinet meeting to enable the Administrative Secretaries to
take such action as may be called for and considered necessary, The confirmation of
the Cabinet decision is also sent through a U.O. reference immediately after the Chief
Minister has signed the minutes on each of the case. The Secretary of the Council of
Ministers does not, however, know the action taken by the Secretary of the
Department in each case. It is, therefore requested that the Financial
Commissioner/Administrative Secretaries may kindly initiate action on each of the
Cabinet decisions as soon as advance copy thereof is received by them, and the final
draft in such cases may be issued immediately on receipt of authenticated copies,
Intimation may also kindly be sent within a week or earlier if possible to the Secretary
to the Council of Ministers with regard to the action taken (beginning from the
Cabinet Meeting held on 19" September, 1962) by the Secretary concerned.

(sd/-)
BALWANT SINGH
Superintendent Political
for Secretary to the Council of Ministers.

To
1. All Financial Commissioner, Punjab.
2. All Administrative Secretaries to Government, Punjab.
U.0.No. 574-PCM-62 dated, Chandigarh, the 1% October, 1962.
Subject:- Forwarding of copies of the minutes of the meeting s of the Council

of Ministers to Heads of Department, etc.

It has come to the notice of the Government that Sometimes, the Administrative
Department, instead of conveying self contained instructions bases on the decisions of
the Council of Ministers to the concern quarters, send exact copies of the Cabinet
decisions to them. This is not the correct procedure to be followed in such cases
attention, this connection, is therefore invited to para 16-A of the Secretariat
instructions which lays down that :-

“Orders of the Council of Ministers should be filed as part of the notes and not
of the correspondence of cases, and shall, in no circumstances, be referred to in
official correspondence, nor shall copies be forwarded to any authority outside the
Secretariat.” And it is requested that copies of the minutes of the meeting of the



Council of Ministers  should not be sent to Heads  of
Department/Commissioners/Deputy Commissioner, etc. instead, self contained
instructions should be sent to them on behalf of the Government.

(sd/-)
S.C.JAIN
Deputy Secretary, Administration and Political,
for Secretary to the Council of Ministers.

To

1. All Financial Commissioner, Punjab.
2. All Administrative Secretaries to Government, Punjab.

U.0.No. 338-PCM-63 dated, Chandigarh, the 9" May, 1963.

Subject:- Implementation of the decisions of the Council of Ministers.

Will the Financial Commissioners, Punjab and the Administrative Secretaries
to Government, Punjab, Kindly refer to :-

1. rules 17(1) of the Rules of Business of the Punjab Government, Partll,
which provides that when a case has been decided by the Council of
Ministers, the Minister concerned shall take action to give effect to the
decision.

2. the Cabinet Secretariat Circular U.O.No. 574-PCM-62, dated the Ist
October, 1962, which prescribed that intimation with regard to the
action taken on the decisions o f the Council of Ministers may be given
by the Secretary concerned to the Secretary to the Council Of
Ministers, within a week, or earlier, if possible.

2. Past experience has shown that in several cases intimation of the action
taken on the decisions of the Council of Ministers is not sent to the Cabinet
Secretariat within the prescribed period of one week and in a number of cases the
Departments have taken a long period to finalize action on the decisions.

3. The matter has been reviewed carefully and it has been decided that, |
future, the Departments concerned should intimate to the Secretary to the Council of
Ministers the action taken on the decision of the Council, within a period of fifteen
days from the date of the decision, and should finalize such action within a period of
fifteen days from the date of the Cabinet Secretariat, in any case in which the
Department is unable to finalize action within this period of three months, a detailed
memorandum should be laid before the Council of Ministers, explaining the latest
position of the case, the difficulties that have prevented an early implementation of
the decision and further action that is contemplated by the Department. In such cases



the procedure for submission of memoranda to the Council of Ministers laid down in
the Rules of Business of the Punjab Government, Part Il shall be followed.

4. All the cases, where action has not been finalized to implement the
decisions of the Council of Ministers taken during the years 1963 and 1°964, may, in
accordance with these instructions, be brought before the Council of Ministers again,
immediately.

(sd/-)
G.BALAKRISHAN
Under Secretary, Political,
for Secretary to the Council of Ministers.

To

1. All Financial Commissioner, Punjab.

2. All Administrative Secretaries to Government, Punjab.
U.0.No. 571-PCM-65 dated, Chandigarh, the 22" May, 1965.

IMMEDIATE/COUNCIL OF MINISTERS

Subject:- Preparation of memorandum for the consideration of the Council
of Ministers-Implementation of the decision of the Council of
Ministers.

Will all the Financial Commissioner, Commissioners and Administrative
Secretaries to Government, Haryana, Kindly refer to the Council of Ministers
U.0.No. 5/313-Cabinet-88 dated 13.10.1988 on the subject noted above?

2 It is reiterated that if the subject matter of the Memorandum relates to more
that one department, and when more that one departments have to initiate action on
the decision of the Council of Ministers, it will be responsibility of the Administrative
Department which brings the Memorandum before the Council to inform invariable
all the concerned departments to initiate action in compliance with the decision of the
Council of Ministers such intimation should be given to the concerned departments
immediately after the receipt of the decision, under intimation to the Cabinet Section.
3. Receipt of this communication may please be acknowledged.

(sdl-)

Joint Secretary, Political & Services,
for Secretary to the Council of Ministers.

To

1. All Financial Commissioner, Commissioners & Administrative Secretaries
to Government, Haryana.



U.0.No. 5/313-Cabinet -88 dated, Chandigarh, the 23 June, 1989.

IMMEDIATE/CONFIDENTIAL
COUNCIL OF MINISTERS

Subject:- Delay in implementing the decisions of the Council of Ministers —
Policy regarding.

Will the Financial Commissioners and all the Administrative Secretaries to
Government Haryana, Kindly refer to the subject noted above.
2. It has been observed that decisions of the Council of Ministers are not
being implemented within the stipulated period of 15 days, despite issuing
instructions in this regard from time to time. It has also been observed that certain
proposals in the Memorandum are being submitted by a single department to the
Council of Ministers for approval, though the proposals require action by more than
one department, Consequently, the implementation of the decisions of the Council of
Ministers gets delayed as only after the decision has been conveyed to the nodal
department, it starts consultations with other departments concerned regarding
implementation of the decision. It is pointed out here that there is a specific provision
in this regard in the Rules of Business of the Haryana Government, which is
reproduced below :-

“When the subject of a case concerns more than one Department, no order
shall be issued nor shall the case be laid before the Council until it has been
considered by all the Departments concerned, unless the case is one of extreme
urgency”

3. While the departments should meticulously comply with the above
provision, the following points should also be strictly observed by them in order to
streamline the implementation:-

Q) In formulating and implementing any new policy/proposal where the
involvement and cooperation of various other departments is
necessary, the draft proposal should be referred to an Inter-Ministerial
Committee for consideration and detailed recommendations.

(i) After such a Committee has considered all aspects of the matter and
given its recommendations, the matter should be got confirmed from
all the concerned departments at appropriate level( by the Minister or
CM as may be necessary). Only then the Cabinet Memorandum should
be prepared and submitted for decision.

(iii)  When Cabinet approval has been accorded, all the necessary follow-up
action should be taken by the concerned departments without delay
since all the preliminary actions have already been gone through.

(iv)  If any dispute arises regarding the interpretation of any clause or point
arising out of the Cabinet decision, such issues should be decided in a
meeting to be chaired by the Senior Most Minister concerned or at the
level of CM if necessary

(v) At the time of submitting the case of the Council of Ministers and
before making any announcements, any legal formalities which are



required to be observed by way of issuing notifications and hearing
objections, etc. should also be pointed out clearly so that the time
required for meeting such legal formalities is known in advance and no
assurance is held out for immediate implementation.

(vi)  In such cases where immediate implementation is not possible and
legal formalities cannot be completed prior to the decision of the
Council of Ministers, It should be made clear in the decision that the
policy would be implemented from a prospective date which should be
fixed keeping in view the time required.

(vii)  Any draft notification etc. which needs to be issued should be prepared
and shown to the Legal Remembrance prior to the submission of the
case to the Council of Ministers, so that the legal aspects can be
examined in detail before hand and no delay takes place after the
decision except the period which is statutorily required to be given for
implementing the said notifications.

4, It is, therefore, requested that the above points may kindly be followed strictly
while faming proposals for submission to the Council of Ministers in cases relating to
more than one department. Similarly, at the implementation stage all the department
should make concerned efforts, so that the Council of Ministers decisions are
implemented expeditiously.

5. However, it would be the responsibility of the nodal department which brings
the memorandum to ensure coordination among all the other departments and secure
early.

6. Receipt of this letter may kindly be acknowledged.

(sd/-)
Joint Secretary Political & Services,
for Chief Secretary to Government,

Haryana.
To
1. All the Financial Commissioner, and Secretaries to Government,
Haryana.
2. All the Administrative Secretaries to Government, Haryana.

U.O.No. 7/1-Cabinet-90 dated, Chandigarh, the 28" June 1990

Subject:- Attendance of meeting of Council of Ministers.

It has been noticed that some Administrative Secretaries do not attend
the meetings of the Council of Ministers when their items come up before it and that,
instead, they send their Deputy Secretary or Under Secretary to represent them. It is
considered that this is improper and that in future, the Secretaries alone should attend
to their items in the meetings. All the Administrative Secretaries to Government,
Punjab are therefore, requested to ensure that, in future, they alone attend the



meetings of the Council when their items come up for discussion, In case, due to
some unavoidable reason, like illness, etc. a Secretary is unable to be present himself,
he should, as required by rule 16(6) of the Rules of Business of the Punjab
Government, Part Il obtain timely permission of the Chief Minister, through the
Secretary to the Council, to send a representative.

(sd/-)
NAWAB SINGH
Chief Secretary to Government, Punjab
To
All Administrative Secretaries to Government, Punjab (by name).
U.O.No. 8104-P(C)-54, dated, Chandigarh, the 22™ October 1954
Subject:- Attendance of meeting of Council of Ministers.

According to rule 16(6) of the Rules of Business of the Punjab
Government, Part 1l “the Secretary of a Department concerned with the case shall
attend the meeting unless his presence is excused by the Chief Minister”. Further in
order to ensure the attendance of the Administrative Secretaries in the Cabinet
meetings. Necessary instructions were issued to all the Administrative Secretaries
vide Political Department U.O. reference No. 8104-P(C)-54 dated the 22" October
1954. They were specifically requested to ensure that, in future, they alone attend the
meetings of the Council of Ministers when their times come up for discussion. In
case, however, due to some unavoidable reasons, like illness, etc. a Secretary was
unable to be present himself, he should as required by rule 16(6) ibid, obtain timely
permission of the Chief Minister through the Secretary to Council of Ministers, to
send a representative. These instructions were again, brought to their notice — vide
this Department U.O. reference No. 5038-P(C)-55 dated the 27" May 1955

2. Experience has, however, shown that some of the Administrative
Secretaries not only absent from the Cabinet Meetings but they also remain out of
headquarters, when items pertaining to their Department are on the agenda. This
upsets the programme of the Council of Ministers. The administrative Secretaries, are,
therefore, requested :-

Q) to ensure that, in future, they alone attend the meetings of the Council
invariable when their items come up for discussion. if , owing to some
unavoidable reasons like illness, etc. a Secretary is unable to be present
himself, he should, as required by rule 16(6) of the Rules of Business
of Punjab Government, Part-1l obtain timely permission of the Chief
Minister, through the Secretary to the Council, to send a representative.

(i) not to leave their head quarters when there is any item on agenda
pertaining to their department, for the consideration of the Council of
Ministers, and

(ili)  to be present at the venue of the meeting so that may be easily
available as and when their items come up for discussion on the agenda



by the Cabinet Alternatively, they should inform the secretary to the
Council of Ministers where they can be found, so that when their item
comes up, they can be quickly called.

It is trusted that these instructions will be rigidly observed to avoid inconvenience to
the Council of Minister.

(Sdfi-)
A.N. KASHYAP,
for Chief Secretary to Government, Punjab.
To

All administrative Secretaries to Government, Punjab.

U.O. No. 9477-PI (C)-58, dated, Chandigarh, the 23" December, 1958.

A copy is forwarded to all Ministers (including Chief Minister), for

information.
(Sd/-)
A.N. KASHYAP,
for Chief Secretary to Government, Punjab
To

All Ministers (including Chief Minister).

U.O. No. 9477-PI-58, dated, Chandigarh, the 23 December, 1958.

Subject: - Personal attendance of the Administrative Secretaries in the
meeting of the Council of Ministers.

Will the Financial Commissioner, Punjab and the Administrative Secretaries
to Government Punjab, kindly refer to :

1) Rule 16(60 of the Rules of Business of the Punjab Government
Part Il, which requires that the Secretary of the Department
concerned with the case shall attend the meeting of the Council
of Ministers, unless his presence is excused by the Chief
Ministers, unless his presence is excused by the Chief Minister;
and

2 The Cabinet Secretariat U.O. circular No. 750-PCM-61, dated
the 8th/11™ December, 1961, in which the Administrative



Secretaries were requested to so adjust their tour programmes
as to be present at headquarters on the dates of the meeting of
the Council.

2. it has been observed that of late, in a number of cases, junior officers are
being deputed by the Secretaries to represent them at the meetings of the Council.
While there may be no objection to the secretaries bringing their subordinate officers
along with them for assisting them over matters of detail, if necessary, it is requested
that as required by the Rules of Business and the Government Instructions, the
Secretaries, should be present personally to advise the Council on cases pertaining to
their departments. In this Connection, it ma[}/ be mentioned that ordinarily the
meetings of the Council are held on the 1%, 2" and 4™ Wednesdays of each month,
and advance notice of the dates on which the meeting are to be held during a
particular month is sent to all the Secretaries in the preceding month itself. As such it
is expected that normally there should be no difficulty in the Secretaries adjusting
their tour programmes in such way that they are in position to attend all the meetings
of the Council.

Sometimes, the Council also wish to consult Administrative Secretaries who
may not actually have any special item of agenda before a particular meeting of the
Council of Ministers.

3. It is, accordingly, requested that, in future, all the Administrative
Secretaries may, ordinarily, remain at headquarters and be available for consultation
on the dates on which the regular meetings of the Council are scheduled to be held,
irrespective of the fact whether they have an item on the agenda or not. In case,
however, in any special circumstances an Administrative Secretary has to be
unavoidably away and out of station, he may duly inform his Minister-in-Charge and
the Secretary to the Council of Ministers.

(Sd/-)
G.S. KAHLON,
Chief Secretary to Government and
Secretary to the Council of Ministers.

To
1) All the Financial Commissioners, Punjab (By name).
(2 All the Administrative Secretaries to Government (By name).

U.O. No. 346-PCM-66, dated, Chandigarh, the 23" December, 1966.
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