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GOVERNMENT OF INDIA

D.0. No.502/2/4/2025-Cab 11 ~
I June, 2026
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As Cabinet Secretary. | have the pleasure of meeting many officers af all
senvices, whathar posted in the Central Govemment or the State Govarnment, Several
middie-ranking efficers have told me that (while they are happy with the subject-matter
training, anline and in-person), they feel a need for more practical guidance in so-
Called “routine” matters, tadored to the Governmentalpublic sector context, which can
fhelp them become befler adminisiraters and managers.

2. "Routine”. though it may seem baring, is ofien extremely important ang, thus,
during our long carsers in the civil service, we may need to pause and ravisit it As
civd sarvanis, having put in a good number of years behind us, we tend, alas. 1o fall
inte set habits, In our office rigmarcie, we tend to forget same of the basic precautions
or practices that we could follow in order to improve the quality of cur professional
eutpul. The habit of self-reflection and intrespection and the ahility to honestly reflect
On aur day's work, to look back on our failures and deficiencies, admit thern and
Improve upon them, can be valuabie, it may ba usaful lo ask ourselves -

- Are we improving ourselves with each passing year and doing
something baltar each year, or

. Are we simply following the beaten track of our own past habits of
working without making any efforts at selfrefiection or self.
improvement?

3 if we are simply foliowing a beaten track, then towards the snd of our canger,
we may be faced with the queston of whether our experience was “30 years'
experiance” Of “one year's expenence repeated 30 tmes”

4 The purpese of this long preambile s not to expect vou to give yourself a drastic
inflaction to your personality. It is only to say that we, &8s civil servants. must take care
of small things and see il. by changing tham in our daily official routine, we can achiavs
better oudput, or reduce our stress level or Both. These “small things" could range
from the way we conduct our meetings, the way we manage our ime, the way we
communicate with peers, superiors or subordinates, the way we engage with our
visitors, of the way we maolivale our team by trusting them and delegating ta them
important responsibilities
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B These things may scem trivial, but from my expenence and observation, |
would argue that they are very important. Trey often distinguish an oulstanding officer
from a medinere one, sven more than doman knowledge. There is perhaps a need o
rekindlz, in civil servants, an interest in these small things that, cumulatively, may
substantially impact their professional conduet micluding thei efficiency and the quality
of wark disposal

6. To that end, the Cabinat Secrefariat will, in consultation with tha Natioral Cantra
for Good Governance (NCGG), be BEUNg simple guidelines in the form of *Guides”
fram time to time, regarding various practical sieps that we could {ake during ‘a day in
office’ as & civil servant,

Ta #s a first step, kindly find enclosed a Guide on precautions and suggestions for
conducting and chairing an official meeling. You might ask why this topic of
‘Conducting an Official Meeting’ has been chosen as the first This is because
meelings cansume a lot of our time on a daily basis, Mary officars have told me that
many of our meetings tend to start late. be overstretched and directionless, and often
lead to no tangible 'takeaways'.

i, You are requested mmmmmﬂhnlhwmwm
mmmmwmmmwmnmmmmmlm
particularty request the State Administrative Training Instiutes to not ignore the State
Civil Bervices and ensure that the young Stats Service officers may also inculcate
ﬂ'm:m-ﬂhaimmmmmuﬂ_n thamselves.

L’\TT"'L_ beek L L"-*l_,

Yours sincaraly,
Encl. as abowve.

By J'--“"H"""""_t--j—’_"l
_—'-'_'_- N

T
_— {I\ Somanathan)
s

All Chisl Secratanes [ Advisors of States / UTs
Al Dze of State ATls




Cabinet Secretariat

Seva Teerth, Motilal Nehru Marg, New Delhi-110 011
e

Guide on
Conducting Effective Meetings.

[This guide contains suggestions intended to assist afficers. It is not, and shoudd
not e construed as, an instruction and officers are free to deviate from 1.
Needless to say, the suggestions herein, including the hypothetical excamples
provided in the annexures, are not to be followed blindly or without reference
Lo context; there may well be situations in which they eannat, ar sheuld not, be
followed, In the event of any divergence betwesn this guide and any formal
instructions of the Government or other authorities, the latter will prevail,

The support af the National Centre for Good Governance in the preparation of
this guide is acknowledged. |

1. Background:

It is often said that if we take care of minutes, hours will take care of
themselves. Attention to small details tn preparing for & meeting, setting the
agenda, circulating the agenda notes cic, are crucial but aften ignored, As
years pass by, we tend to get absorbed in the routine way of doing things.
Since meetings are part of our routine, we all suffer, often kneowingly, from
the malaise - *Routine is routinely ignored”,

li-planned and ill-prepared meetings where there is pither no clarity on
the purpese and/er the agenda or where the participants are not actively
engaged, tend to be unproductive. Small precautions and adequate
preparations can ge a long way in increasing the efiectiveness of meetings. We
can do very Lite on time management if we are “allending” a meeting.
However, if we are “conducting’ a meeting ourselves, we can surely improve
the efficiency of the meeting.

A brief but well structured road map for conducting a meeting is
therelore very handy for a civil servant. You may be aware of all these points
mentioned below, but yet you will realise that you often do not follow them
because they have become part of vour "routine®,

2. Preparation for the Meeting
2.1 Purpose of the Meeting: First of all, vou should be clear about whal

you wish to achieve by holding the mesting, Meaning thereby, the officer
should know “why’ the meeting is being colled and what ‘outcome' is Expected
to be achleved; whether you want to-
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arrive al a decision;

convey a decision;

resolve a problem;

. TevView an ongoing project/ scheme;

plan for a new project ) scheme;

bramstorm/ discuss a new idea or initiative.

maapos

22 Isthe Meeting Essential?: Unce the purpose is clear, vou should think
whether a meeting is necessary or there are better ways of achieving that
purpose. You should aveid calling & meeting if -

a. You can achieve the purpose through e-mails, phone, text messages otc.

b. You noed cerlain spedfic opinions from specific persans, possibly on a
sensitive issue. In that case, calling a meeting may not be helpful as peaple
may suffer from *herd mentality” and they may not come out with their
inspiring ideas in an open meeting because no one wants to upset the
slatus quo. In such cases a one-to one interaction may be more froitfol.

€. ¥ou do not have enough time to prepare for the mesting,

2.3 Timing of the meeting: As far as possible, important mestings should
not be held a day before or after a holiday, as there is greater chance of
necessary participanis being on leave, Meetings (o consult on an emerging
situation can be held at short notice, but meetings 1o discuss a document or
proposal requining some prior study should be scheduled with adequate

notice,

2.4 Setting the Agenda:

4. The agenda points must be elearly defined in the natice of the meeting. Any
reading material relating to the agenda points must also be enclosed so
that the attendees read it and come prepared,

b. In case you require the altendees to bring certain data, or send it in
advance, then a format should also be annexed with the meeting notice in
which vou expect them to bring or send the data.

c. Asfar as possible, the agenda items should have a logical flow, for example
by scheduling related topics next to each other,

d. Assign each agenda item o a particular participaniis).

c. For small meetings, the agenda may be relatively loose [ unsiruetured bt
for larger meetings, agenda should be highly structured so that the
deliberations are meaningful and productive.

{. For formal meetings, it may be desirable to indicate how much tirme each
participant is allowed to speak. If this is done, the time slot should be
Indicated in the meeting notice itsell, against sach agenda point.

g I the agenda items are likely to be complicated or challenging, then the
simpler items may be taken up first and complex items can follow.
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h. Complex agenda may be broken down into manageable parts for amoother
deliberations

L Complex agenda should not be ket just beflore [ after lunch,

I. Ask your subordinates to check that all equipment which is eszential to
conduct the meeting viz. VC equipment, Wi-F§ sgnal, mikes, laptops,
power points, air conditicners ee. are working smoothly in the meeting
hall,

|A sample meeting agenda along with spsakers may be sesn at Annexure A

3. Condueting the Meeting:
3.1 Whom to Invite:

A Except in formel committee meetings with fixed composition, it is very
important for you to decide whom ta invite and how many o mvite, There
arc no hard and fust rules for deciding the size of a meeting. However, a
emall pathering is best 1o actually decide or accomplish something, a
medivm sized meeting is ideal for brainstorming and a large sized meeting
cuuld be for communicating about indtiatives | decisions already taken and

b. Thus, depending upon the purpose of the meeting, you should carefully
sclect whom to invite. Your participants may vary from your peers, sub-
ordinates, public representatives, unions and general public to
participants from the private sector, expert groups, intermational
arganizations, etc. As a thumb rule, o take a decision on a particular
1ssue, you must invite the following:

i.  The decision makers who might assist you in the decision;
. The people with infarmation and knowledge about the subject;
ti,  The people who will be required to implement the decision;
iv.  The people likely 1o be most mffected by the decision or such other
stakeholders,

c. Itis usually a good idea to consult your subordinates on who they think

need to be invited,

3.2 Initiating the Meeting

&. The word 'meeting” implies the presence of at least two persomi. For formal
mestings convened according to rules or laws, vou must check that the
necessary quorum (if any} fixed in the rules {the minimum number of
attendees prescribed) is present; if the quorum is not present within a
reasonable {or prescribed) time, the meeting has to be adjournead,

b. Taking attendance: In important / formal meetings, names f
designations and initials of those present should be taken on an

attendance sheet [kept ready in advance with the date, venue and subiject).
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¢ Context Setting and Breaking the Ice: While initiating the meeting, you

may begin on & pleasant note and perhaps mention some interesting svent
{not connected with the purpose of the meeting) to lighten the atmosphere.
Thereafter, you must introduce the participants ({if they are first time
attendees] and then introduce the purpose and the expected outcome of
the meeting. If it is the first of a recurring meeting, in vour intreductary
remarks, you should clearly indicate this and the frequency (weekly | fort-
nightly / monthly/ intermittent) should be specified. Lastly, you may lay
down the “Ground Rules”, Typically, these might be that -

1. You wish to finish the mecting in a tme bound manner,

%.  You wish everybody's participation, and new ideas would be highly
welcome. [Alternatively, if the mesting is held to quickly convey
instructions without feedback, that should be made clear, however
even in such meetings you should weleome questions secking
clanfication for better understanding of the matructions.|

ifi.  You would not allow mterruptions and everyone should listen to
ench other.

iv. You want a decision or just inputs from the partcipants.

V.  You have certain constraints of your owm [perhaps on aecount of
your own superiors).

vi.  You would request jor instruet, depending on the nature of Iovitees)
that participants should not engage in other activities like texang,
checking e-mails or any other activity on their mebils phones. Where
an instruction might be impolite, a polite way of encouraging this is
for you to emphasize that you want to finish the meeting on lime and
hence you need evergbody's complete and undivided attention.

Generally, in a mesting you should:
L Maintain open communication with participants and address them
respectfully
4. Encourage the participants Lo express their opinions [reely,
il.  Acknowledge their previous work, skills and accomplishments,
w. Empathize with their professional constrsints and appreciate their
output.

d. Assigning Roles: - Being the chair, vou must ensure that everybody, who
needs to, speaks and has a role to play. Though these may vary from
mecting to meeting, generally, the following roles may be assipned by vou
o the partlcipunts at the beginning of the mesling (one person may take
on mare than one role, especially if the meeting is small or informal|:

-0 The Facilitator: You may voursell play the role ar assign it to your
next line of leadership who are likely to rise to your level in future.
The faeilitator could even take on the role of introducing the mesting
and laying down the ground rules. The facilitator is 2 prominent role
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1.

1w,

and the person must be peutral and ensure fair and balanced
conversation. A potentisl critic is sometimes an jdesal person for this
role, if he is professional and disciplined.

The Minute-taker: This person notes down the discussions and
captures the key points, ideas and decisions as the meeting
proceeds. These key points will later on develop as the “Minutes of
the meeting”,

# The White Board: - It may be useful to keep a white board in
the mecting hall. You yourself, or the facilitator or minute
taker, may write down important points emerging during the
discussion. It should be ensured that the white board is visible
to the virtual attendees. Else, take a picture of the white hoared
and send it to all.

The Time Keeper; One person may be assigned this role who should
ensuic that no agenda is over-stretched and is capable of reminding
everybody, including vourself, in case somebody is over-shooting the
time. The Time Keeper may send slips to perzons; including yourself,
in such a case.

The Contributor(si: These may be persons who keep the discussion
o track by olfering their ideas. You may consider sounding these
Contributors  beforehand so that they speak up about their

respective ideas,

The Expert: He / She ia the person whe has knowledge or
information on a partcular issue / wgenda by viroe of his | her
experience and specialization. These experts may be required for
some pgenda items while for other ftems, an expert may not he
NECESSATY,

3.3 Maintaining Two-Way Flow: While maintaning the Now of the meeting
is your responsibility, you must take care of the following points:

a

b,

You must encourage a two-way flow and allow feedbaclk at the end of
every agenda item,

Excepl in meetingz held to convey instructions or information, Yo
must particularly encourage participants to come up with a diferent
view which is ‘against the norm®.

Someone may be encouraged to play the ‘Devil's Advecate’ so that the
participants are gware that ¥ou are open to different ideas,

You should net allow louder { vocal attendees to dominate, Even the

quicter anes may be encouraged to speak up.
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B You should make sure that your virtual participants are heard and are
able to contribute. You should keep asking the virtual atiendees their
fredback at crucial moments.

Az the leader, you should Keep an eye on all the participants and
EfnCcourage someons who is eager (o gpeak. In such cases, you rmust
acknowledge with a nod that you have seen them and will shortly call
them out to speak.

B During the entire course of the meeting, vou should never forget the
“Golden Rule” of a good leader - * Praize in public and onticize in private”,
Any deviation should be rare and only with stong reasons and pre-
meditation, and not through casual or loose remarks,

3.4 Avelding Long Mastings: Az a person chairing the meeting, vou should
ensure that:

B. The mecting bepins on Gme and ends on tme,

b. One agenda should not take too much time and a single person should
not he allowed to speak too much or hijack the agenda or allow the
meeling Lo go haywire.

[ A typical meeting duration should be 20/50 minutes so that in case
some apenda gets extended or a new topic suddenly comes up [or
discussion, you may still finish the meeting in 30/60 minutes.
Excessively long meetings should be avoided, Typically, a meeting
ahould end in 60 minutes, though longer mectings may sometimes be
NECessary.

2.5 Concluding the Meeting: Towards the end of the mecting, you may
conciude by summariring the key conclusions and the decisions taken. You

should also discuss the possible next steps that might evolve as a result of
the discussions in the meeting,

4. Minutes to be dravn up - What? Who? When? -

4.1 The minutes of the mecting ashould be drawn up very carefully and
should be preferably issued within 2-3 days. In the minutes, it should be
carefully described against each agenda what are the actionable points and
who is 10 implement which action point and by what time the action point
should be implemented. The level of detail in the mirmmtes on the disoassinoma
15 o metter of judgement.

4.2 There may be different types of meetings which may require different
formats for preparing the minutes. For example: -

o.  Decision / Problem Solving Meeting: A typical meeting chaired by you,
which only requires a decision|s] 10 be taken or a problem to be
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addressed, could have a standardized formal for prepanng the minuics.
A typical standardized format is enclosed ns Annexure B'.

b Selection Meeting: Where the purpose of the meeting is to make a
selaction of a pergon, then the format of the mirmites wonld be different
Standardized format for such meetings is enclosed as Annexure 'C°,

& Expenditure Finance Committee Meeting: In mectings where a
particular project is discussed whether by an EFC or Public Fmance
Committee / Standing Committer on Finance, the proceedings of such
meetings must be drawn differently. A format for such a proceeding
may be seen at Annexure 0.

d, Siakehoclder Consuliation; Al Umes you may have to nvite various
stakeholders  from outside your department [ organization and
proceedings have to be minuted. In such case care must be taken to
record the opinion [ feedback of the stakeholders. Format for such a
procecding may be seen at Annexure ‘E

B Senaitive subjects: When dealing with sensitive matters, the possibility
of misunderstanding or misinterpretation of comments (e.g if quoted
out of context) may need to be kept in mind. In such cases, minotes
may be more brief, and record only the main peints of argument (albeit
enough to convey the logic and justification for a decision| and the
action points. Annexure Bl is an example; it is 8 medified version of
Annexure B. Alternatively, 8 Record of Discussion (see below) may be
kept.

L. Record of Discussions: Mot every mesting has to be minuted with the
minutes being circutaned to all attendees. There are some issues which
are internal to your organization / department or sensitive in nature
which you do not want to circulate, In such cases, it is preferable to
prepare & "Record of Discussions” (BEoD, also knowm as "Record of
Deliberations™) which may not be circulated to anyone and just be kept
for your own internal use and future reference. Only the operative part
where action is required by a DepL / Organisation is conveyed o them
separately. A format or such a BEoD may be seen at Annexure F'.

5. Some specific types of meetings

Certain kinds of meetings may need greater emphasis on one or more
of the guidelines set out above,

5.1 whare i ubordina

Subordinates ore often reluciant to speak frankly for fear of
contradicting the boss. However, you and your organization will benefit [rom
hearing the contradictory views to help you lake a better decision and
anticipate problems. In such meetings, it is easy for you to impose your will,
st Lthe expresszion of a contrary opinion does not impede you in any way in
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whatever course of action you ullimately decide to take, Therefore, unless the
mesting is just for conveying instructions, it is particularly important o malke
the participants feel confident enough to express their opinions.

You may inform them that you welcome their views even if thoy are
contrary to vours, but will take the final decision which should then be
sincerely followed by them. You may try Lo lighten the mood with some
pleassntries or humour, You may also specifically call upon the relatively
junior or shy participants and ask if they have anything to say, If you think
many of them are too shy to contradict you, ask one of your subordinates to
be the Facilitator, who introduces and largely conducts the meeting while you
listen. You can intervene at the end after all have had a chance.

The principle of starting on tme eyually applics to such mectingns.

5.2 Meetings where participants are colleagues or seniors

In a meeting where several or all the participants are at the same or a
higher level in the hierarchy, it may not be possible for you W impose your
will', though it may be your responsibility to gel to a oonclusion and for to a
desirable conelusion.

Itis better to be more formal in preparing the agenda (including perhaps
allotting a sugpested time per subject), in selting out the ground rules ete. (at
the beginning of the meeting), in the manner described in paragraph 3.2, and
ensuring that relevant material is sent in advance erc. The written agenda will
help you to keep the meeting on track by referring back to it when the
discussion is deviating. You also need to be more careful to acknowledge all
points of view and mention them when summarizing the discussion.

If the meeling is one where formal decisions are to be taken, it is
desirable to ask one of your staff to briel vou on the purpose, the apenda and
il po=sible (or if known in advance) the hkely stend that will be aken by the
key participants. Depending on the importance of the meeting and the
contentiousness of the agenda, this bricfing could be done a few minutes
before the meeting, or (il of high importance at least a day or two in advanoo,
This will help you to prepare mentally and / or speak to key participants to
better anticipate issues that may arisec:

Depending on the importance of the meeting, it may be o good ideq to
have a brief chat in advance with key participants either in person or on the
phone, and this can be useful in conducting the mesting itself. Alternatively,
you could ask one of vour staffl 1o go and brief one or more of the participants
and then come back and de-brief yvou. Il you can get one of the seniors who 1s
suppartive to play the role of facthtator i the mesting, it mght help.

During the meeting, you may need to disagree with participants who
miifrank you. When doimz so, take spedial care to be polite m vour choice of
words and tone. Words like ®1 would subenat...." or *With all due respect.. " or
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"7 must humbly point ouL...” or "1 request you 1o kindly consider | re-
consider.,..* are useful prefaces,

If there are major disagreements which do not get resolvod, you may
think of forming a sub-group or sub-committee of the disagreeing persans
(and perhaps a more neutral person}, who can be given some time to come
back afler a specified time with a reconciled position i posaible, Even if they
do not come back with a full salution, it will usually narrow down thie extont
of disagreemenL.

If any one participant objects unduly 10 a decision which all or mest
others are agreed upon, it may be a good practice to assure them that their
contrary or dissenting views will be recorded faithfully in the minates. If a
participant is expressing views of superiors or thelr departments, this enables
them to show that they had faithfully expressed the view.

If any participant is disruptive, s/he may be politely and tactiully
reminded of the authority based on which, or the larger public purpose for
which, the meeting is being held, mcluding instructions from your BENIOTS
who may outrank the objector.

For such meetings, the hierarchical structure needs to be by-passed so
that staff of all different levels feel able to speak freely.

In such meetings, it is a good practice to invite people 1o speak
approximately in the order of juniority, as stall may be reluctant to contradict
their seniors. In your ‘ground rules’ you may mention that the meeting is nol
for taking any formal decision and hence you welcome all views, including
those contrary fo your own. Explicitly requesting contrary and contrasting
views helps these junicr to you to speak more freely. If junior stafl make a
good point, compliment them, If they make & bad paint, do not dismiss it or
eriticize i, even if you are not accepting it.

If you are the senior-most person, while you may speak to clicit views
or get clarifications, ty not to give your own view until the end, or do not give
it at all: in the latrer case you can summarise the main idcas and think over
the dizcussion after the meeting, before arrivinog at the next steps.
Alternatively, you could convene another meeting in which you can give your
considered views.

Such meetings should usually allow for o longer time and even o Qexible
duration, as problem-solving may not occur as per a fixed time allocation.

In such meetings, it is important to ask participants [rom the
government side and the others to introduce themselves mentboning the

organisations or companies they are affiliated with. In such meetings, you
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Sample Mecting Notice with Agenda

|.  Purpose of the Meeting : Te discuss the industrial policy for
MSME sector and strengthening of
infrastructure of industrial areas.

2 Venue of the Mesting : Conference Room, Main iat,

Govi. of GHQ
Date & Time of the Meeting: 24 06,2024, 03:30

&, Duration of the Mecting  : &0 minuics

05 minies

10 mingaics

05 mintites

15 rimiites

XVE Principal Secretary {Industries), Govt. of GHQ

mt. DEF, Dircclor, Industrica, Govt. ol GHQ - with the request to

“Sepd the copy of the presentation by 23,06,2024 to the Chiel Seoretary’s
":":.'_-_ eaghgimiailoun fContact Person: Sh. ITQ, Phone Mo 1233546)

; smif. GHI, Regional Director, MSME Ministry, Govi. of Indin

4, Sh. f Smi. JKL, Secretary (Institutional Finance), Govt, of GHQ with the

rerueat to eend the copy af the presentation: b 23.06,.2024 to the Chisf

Secretary’s Cell at caghad pmail com [Contact Person: Sh. ITQ, Phone No.:
123456

5. 8h, / 8mt. MNO, MD, Infrastrueture Development Authority, Govt. of MNO

RUTE: Thiy |3 a spmpsc forenast, AL ot Hgures, 1ssues and projecos discussod are 1otakly Nctonal and
meant e puidence enly.




should take extra care to be courteous to the participants who are under no
obligation to attend your mesting. Punctuality in starting and conducting the
meeting i even more important.

If the purpose 18 10 hear from them, then it should be ensured that
adequate time is earmarked for that. As in the case of subordinates, private
sector participants may be reluctant to give their [rank opinion unless they
are clearly put at ease and encouraged 1o speak frankly, A statement from
vou that you are awaiting their suggestions on how o improve or 1o sclve a
problem; or even a litthe bit of self-criticism, may help in emboldening them to
speak franklv,

6. A Good Meeting and a Bad Mecting:

6.1 At the end of the mesting if vou are able to clearly achieve the outcome
and/or decide the plan of action/ tmelines for each agenda, then it may be
palled a ‘Good Meeting”

6.2  If, however, there was no consensus on the apenda items or the
ptlendees end up confused, or if one person dominates the discussion, or
keeps repenting the pomts alresdy made, or the required participants arrmve
late or leave early, or the ‘elephant in the room’ is deliberately not discussed,
then such meetings are ‘Bad Meetings'. In such cases, a8 'course correotion’

may be necessary.

6.3 However, if in spite of all your efforts, you find that a meeting is going
ina bad dircction, it {3 better to break for the day and reschedule the mecting
after a few days, instead of hurrying' through g decision and later repenting
at Teisure’. In such cases, it may be desirable to speak individually with some
of the key participants who hed contradictory wvicws, think of ways of
narrowing the differences and then réconvene the mesting,

Lh b i)
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F. No.026/01 /2026-3W- ¥
Government of X1&
Department of Industicy
Main Secretariat, ABC

Minu the

Subject: Integration of various Independent als of the
Departments and sharing of data Ingluding . the APl
integration.

Reference: PFT received from Departn
el

ipa ndlinfroducing the new participants, the
n:markm explained the importance of the
tground about the agends. He informed the

that the State Single Window portal is not yet
Aue to the [pability or onwillingness of the
¢ datn. Th:ls. concern is what lmn prnmpmr.l this

- oW rdr thmghm whu:h
ght have and qp.ﬁre: their comments till the presentation is over, rather
srfupting the flow of the presentation.

|Opening Ri

3. The Principal Secretary (Industriesj gave a briel background on the
evnlution and working of the State Single Window System which was launchod
on 2020, However, he expressed his concern that even after 5 years, Lhe
Single Window System is still not functional in the uue spinit, He mentioned
that the purpose and advantages of the Single Window was to nprove

emarks / Presentation / Introduction]

I Portions &R in gguars heeekets | | wre given toindicate the standard format and need nod
netessanly bewriten as such in the misstes,

WOTE: This is o sumpe format, All ooty figures, isaues and prepects discossed are tatally fictiond wid
mennt for guidence only,




transparency, climination of multiple logins, reduction in monopoly of existing
service providers, auto population of the data leading to reduced data entry
by users [ businesses elc.

4. The Principal Secrctary (Industries) while continuing with his
presentatinn mentioned the following important points: -

[y Themajor concern of the various departments is the safety [ scourity
of the data. He assured the Departments that the d ~ on-boarded

{iii He informed the paricipants that services rr:ln i
Window System have already been o d
Government (Ministry of Electromics s
under Section 4{4)(b)ii] of the AsdiEr<Acl
Departments can use the Aadhar based ay {

fiiil He further informed that linkingahe it Aadiiar o
the State 10 auto populate lot Bkl bl he UIDAL and
theummeym'ﬂdnfmtalmg " - -

= bified the SoP for data sharing

{vi Departments have on-boarded

mnd certain services have been
ant Departments like Department of

gl Education, Departmemt of Health and
seiopment yet to imtegrate their portals with

il. He pointed out that all these Departments

@0 far as they deal with general public at large.

tation, the Principal Secretary (Industries] urged
mifs 10 extend due cooperation in making the Single

After the presentation, the Chisf Secretary invited the participants for
their respornses.

i1} Department of BEduciglag: The Secocbouwy (BEducativn) pointed out
that the data available with the School Examination Board is very
sensitive and cannot be shared outside the Board's ecosystem. The
Department is presently struggling with fake matriculation
certificates and such other malpractices. Therefore, such data
cannol be en-bearded on to & portal which is exposed to multiple
departments and multiple users.  However, as regards the

MOTE: This in o somple formai. Al fucts, fgures, issoes and projects discussed are toaslly fetiannd and
mtial Tof tl.illﬂh.l! ally.




{i

fii)

liv)

(ki)

integration of various DBT schemes [ subsidies given 1o students,
these may be mL:gnr.-:d on the Single Window E:u'nu:m

of the numerous Hn'wca and mentioned that the Department
provides 15 services to the citizens, He is naot sure whether the
Single Window portal can address issucs of medicine disbursement;
indenting and medicine purchase including the various services /
subsidies provided by the Health Department through various
outlets which range from Health sub-centers togthe Medical
Colleges. However, he will carefully go into the isstes
many services can be integrated with the Sngle 3\

Department of Labour provides about 20 =85y
business and might take sometime for them to integratethe servicesa
wuh. the Single Window,

which come in huge numbers ]
mlinkadmmepmmlnndh ter h

{Action: Secretary, Do IT by 31.03.2025)

iharing the concern sboul data security, the Chiel Secretary
itacted that NIC to conduct a maulti-level security audit of the Single
Window Fortal so thaot the data sensitivity issue ralsed by the
Dpartment of Education is addrossod,

{Action: Secretary, Dfo IT and NIC by 31.03.2025)

It was also decided to draw the responsibility matrix for cach
Department as to who should be performing what roles for
integration of the datn. The Chicd Scorciary mentioned that the
Single Window has to be operational and functional within three

MOTE: This ls asample format, All facts, Gpures, lasues nned propects dlscussed are winlly fictlonal and
meant for puiddance only.



liv)

v}

months from now. To that end, all the Departments, including the
Deparment of Education, should integrate their portals / data with
the Single Window.

|Action: All Secretaries by 30.06.2023]

Each Department shall nominate a Nodal Officer who along with its
own vendor shall enordinate with the Depariment of Industries and
the Vendor of the Single Window portal. 1t was requested thal thesc
details must be shared with the Department of Industries by the end
of this month.

Lastly, the Chief Secretary reiterated the impogis
and mentioned that for the sake of EoDB [ Eol
of the State must be fully operational ahg

Lim_-:hr_umatinnalizatiun of the Single

reviewing the progress of data sharing ofiye
requested the Principal Secrotid strigs)fto call fiiis meeting

again, to be chaired by the Chisl regular
fortnightly intervals, till the Sing) 1 tional,
' ', D/ o Industries)

MOTE: This s m sample foemat. Al F ]
s P .:.:-uF:h-. fncas, figares, msucy and projecis discissnd are tatally Bcrional and



Annexure E1
For Restricted Circulation

F. No.026/01/2026-5W- V1
Government of XYZ
Department of Industry
Main Secretaniat, ABC

N of 12

Minutes of the Meeting

Subject: [Integration of various inﬁ:pumlnnt “Portal

Departments and sharing of
integration.

erril,

Venuoe : Chiel Secretary’s Conlel

rere regqlested o express their concerns  and
peap bongng / sharing their deta by way of an APl integration.
Ments r]:u:l:: argued about the safety of their data and the sensitive
the same. It was even mentioned by one depariment that the data
utside its ecosystem, it can be misused by fraudsters.

bsequent discussion, while agreeing with the concermns of the
various deparunenis, It was also emphasized the need (or data integration 1s
vital for the sake of the siated objectives of EoDdB / EoL. It was felt that if
adequate precautions and multi-level security infrastructure is in place, the
issues mised by the departments can be adequately addressed.

NOTE: This in o sample formnt. Al facts, Bgures, issoes and profects discussed are rotally fictional and
nsennil o g bdaner onls ;




5.  Based on the deliberations, the following action points emerged:-

[} The sharing of data has to bo made mandatory and to that end, the
State Governmment must take out & gaeette notification making oll
the Departments to share the duta and AP integration mandatorily.

{Action: Becretary, D/o IT by 31.03.2025)

fiij To address the concern about datsa secunily, 1t was decided that NIC

should conduet a multi-level security audit of the Single Window

Portal so that the data sensitivity issue raized i= addresse
|Action: Seeretary, Dfo IT and NIC Y

fiiy It waa alse decided to draw the ..i:-_.*
Department as to whe should be performing
integration of the datn.

(wj Each Department shall nominate a Nod
eran vendor shall coordinate with
the Vendor of the Single Wi

fvi Ghiven the

MUTE; Thes s o sample format, Al lects, fgures, issuss and projeces discusssy) are tetally foionn) ol
enmidsl fiar kelngice only



Annexure ©
CONFIDENTIAL

DEPARTMENTAL SELECTION COMMITTEE FOR SELECTION TO THE
POST OF EXECUTIVE DIRECTOR IN XYZ

RS5C F No.2/6/2024-AA5

Minutes of the of the Sclection Committes constl
Regulation 12 of the ABC Service Regulations 1972 for selec
post of Executive Director in XYZ.

The Commitiee met at New Belhi on [5.11.20 3
following were present:-

S.MNo. | Name B Designation

i Sh. [ SmiL Secre
Bfo , Chowt, '

2. Sh. f Smt int 5 '
Do , Giowt. -

B b f EmE. . ember
Dfo v, ol

4, Sh. : ty | Member

L._.__EE':"WJ_. L . 01 E

B. | Sml. nder | Member
E o Gavt. af - ]

6. " Bm External Expert |

ctor in XYZ is falling vacant on 31.12.2024.
tof Sh. / Smit. .

WETT informed about the vacancy of the Executive
il there are 18 numbers of applications have been

Committee were also informed that the basic eligibility requirement
post of Executive Director as per the Guideline / Rule notified vide

notification, No. 1051 / GAD dated 13.02,2020 is as under:-

a} Minimum length of service should be 30 vears;

b Clear from the vigilance angle;

c) A minimum of 2 years residual service before superannuation

8. The Commuttee were further informed that as the overall assessment of
an officer cannat be withheld because of non-geailability of ACRs, a mmimum
of at least 5 years of ACRs immediately preceding the last financial year
should be available. Where any ACRE of an officer 18 missing or the officer has

HOTE: This s o sample fonmut. All facts, Bgures, fssues and projects discussed are sotally fieconal and
el fwe guidamee only




been on training, then the preceding ACRs may be taken up so as to ensure
thal at least 5 vears of ACES is available for assessment,

B, The Committes were further informed that the Selechon Commitioe has
to go through the records of cligible officers and make their assessment aflter
dehberating on the quality of the officer as indicated in the ACR. For making
an overall asscssment, the Committes 15 not to depend solely on the gradings
but are to make independent assesament,

- The Commatice were informied that, of the total 18 i
following 9 afficers [/ applicants have departmental pro i { eriminal
proceedings pending against them. These are as und

8.No.

1!-.'!-—-

el Be TN B cf L1} Y 15

f. a0 i, 18 applications received, 9 names
mentioned in para 96 TN
and as such they do

aon and considerable scrutiny of the service
LAPAR gradings, vigilance status and their
mmittes recommend the following panel, in

it , Date of Birth, Designation
e | Date of Birth, Designation

{Bignarore of Memberi 1Signatare of Mamier

(Bigasture af Member| Bignature of External Member) [Bignature of Chelrman)

e ddri bk

ROTE: This 20 sample format. All facis, Sgures, issies o projects discussed) e iotully fetional mnd
meant far peldonce only.




Government of India
Ministry of
Kartavya Bhawan, New Delhi

Minutes of the Expenditure Finance Committee [EFC) [Sianding Finance
Commitiee [SFC)/ Public Investment Board (PIB) | Dclega ed Investment
B"m ﬂDI.Ei m'l:‘:uﬂﬁ I'I'L".-l[l. on 22 ﬂ'i ﬂﬂjﬁ in the Conferenos _.n ll. el M‘Lmﬁﬂ"&"
' to appraise the project “Upgradation of e xisting
stretch of NH 1401P from Govindpur - Dharam pury kilom:
kilometer 267 (total length - 140 kms) to two lane p 1 shoulders in
the Statc of XYZ on EPC mode®.

List of participants is enclosed as Ann

2.  The project proposal mentioned { d“by the PWD
Department of the State of XYZ and the proj agal was placed before
the DIB / 8FC / EFC [/ PIB m g heldiuntder aifmanship of Sh. /
Smit. it o] . i

3. L weloom & participa requested  the
Drepartment to mukel tation. Béfare the presentation, the Secretary

sment about the briel contours of
the projeci urged the Committee
el Engineer was asked to make the

u-m'nm:m of XYZ made a presentation on the
igned that NH 1401F as a total length of 366 kms.
sl Lo be developed in 3 packages. The details of the 3

SBecHon Length [in kmas.|
- PGovindpur to Haripur 7 s
2 Hari to Es.nl:.nl_pu.r : 120 -
s Santalpur to Dharampur 123

4.1 Background: The Chief Engineer lurther briefed the Committee that the
proposal was earlier taken for appraisal on 23,11.2024 and was considered
previously by the EFC and was deferred with the direction that the entire

NOTE: This is a anmple formas. All facts, lgures, issaes snd projects disrussed are tobally felann mrd
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corridor should be re-assessed in the light of the missing links at Gaduli
byepass Zara section and Kandhwa secticn.

4.2 The Chief Engineer further submitted that the work on the missing
links is going on but the same is likely to be delayed on account of the
monsoons. However, these are likely to be completed within next 3 months.

4.3 Salient Features: Thercafter the Chief Engineer
features of the project. These are as under:-

Particulars

| Terrain Plain Terrain ] _

ROW Existing ROW - 12-30 m; Prop
m

 Length 165.585 km.

Bypass | Realignment | 1 No. [2.1 kmjm

Traflic 1183 E

Bridges

Culverts
Junctions
Retaining | Toe Wall

WEED and km 92.750
v with shelters at 18 locations

sl m 200 m Al lkm 92.600
19.65 km / 1.12 k.

- 2 year construction period followed by 5 y:aral
maintenance perbod ]

4.4 sreafter, the Chief Engineer mentioned that the land acguisition, wild
life clearance and envirenment clearance is not required and as such there is
#s formalities to be completad in thix regard. Regarding the forest clearance,
he mentinned that the same will be required and for the Stage-1 clearance,
the procedure has already begon.

45 Tolling details:- The Chief Engineer presented the toliing plan on the
project stretch. He mentioned that in the earlier EFC meeting, it was decided
that the toll plaza propused in the scope of work may be roviewed after
conducting a traflic study on the project stretch, The study has been

NOTE: This is 0 sample format. All facts, figares, issues and projects dincunsed are tatally Gctional asd
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cempleted and accordingly, the tolling plan has been prepared and the same
ig now included in the project.

4.6 Cost Break up of various components:-

| 5. | Description Cost as  per | Amended cost as
| No. circulated  EFC | per abiwve
| Memo [Bs. in Cr.) | discussions in
f = EFC (Rs. in Cr.)
|1 | Length 165.585 kam 585 km
AL | Civil Constraction Cost 475.59 i
| excluding missing links (A1)
(A2 | Total cost of utility shilting (A2) 13.50

2 | Total civil cost of the project 489.49

(A1+A2)

3 |GSTa18%ol|A]
| 4 | Total civil cost including GST
Contingencies @ 1% of (Al)

4]

above

6 | Agency Charges @ 39 of (Al)
ahove

7 | Supervision charges @
Al) above

B :

G pmpleting the presentation, the Chiel Engineer
at thefprafect is a vital link between the two national corridors
e North East, Subsequently, this project shall evolve into a major
e with the neighbouring countries for which a separate project
Regegion with the Bay of Bengal is separately under consideration.
Therefore, il project has a potential of varying the economy of the entire
region as well as providing sea route access to the states in the North East.

4.8 Drone Footage: Finally, the Chief Engineer showed the drone footage
of the proposed stretch to the Members of the Cammitter in order to sensitise
the Members about the nature of the terrain and the challenges of the project.

MOTE: Thin in o sample fosmat. AN facts, § , insaea e e discunaed
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3. Comments and Observations of other Departments: After the
presentation, the Chairman invited the comments of observations of ather
Ministries / Depariments.

3.1  Planning Board: The Advisor, Planning Board mentioned that the drone
footage supgests that the terrpin is very challenging and the project is of
immenae strategic importance and therefore involves the Ministry of Defence
whose comments would be very important.

To this, the Secretary, PWD informed that the local A
Commander has been consulted right at the plannmng stage itgelfand the DPR
also was prepared in consultation with the field forma iaiig, The concerns
rassed by the local Army / Paramilitary Units has alr iy been, |
in the project, L

9.2 Finance: Joint Secretary mentioned that U
viability of the project but it is not certain whetheg e mamicnance watld be
recovered entirely from the tolls so gencrated. "“' sled that thej#nlling
rafes must be In keeping with the maintgnance coft as Wellas the ahility of
the pecple [ users to pay. The localsGove 1 edocal people's
representative must be taken in confideng tollahile.

The Sccretary, PWD noted the eo TS eXpres: agreed that once
the project is approved from ha Eommitts e Wetion on loll plazas
will begin only when every stakehalderis

tary, Ministries | Departments
at the forest clearance would
that purpose, whether the

L
el
" L

Department has idenftifie

s

T the land has already beer identified
“Wladministration and as soon as the project is
deposited with the forest department,

bairman: The Chairman observed that this project
ielled in the light of the previous observation of the
isfaction at the traffic study, but sugpested that the
mndigated rthestedffic study may be further subjected to third party
gthal the traffic figures are as robust as can be. He hoped that the
; indeed fulfil the justfication as forwarded by the SPONAOHNE

ia

Recommendations of the EFC: Afler detailed deliberations, the EFC
recommended the project “Upgradation of existing single lane streteh af
NH 1401F from Govindpur - Dharampur, bilamsters 197 g hilomstor
267 (total length - 140 kms) to two lane paved shoulders in the State of
X¥Z on EPC mode” subject to the following conditions:-

7.1 The project shall begin only when the forest clearance stage- 1 has been
obtained,

PAOTE: This ds & sample formot. Al focts, fgures, isswen and progecta discussed e inlly firtinns] and
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7.2 The traffic study, in the meantime may be again subject to the third
perty audit to make it more robust.

7.3 The work on tolling plaza shall begin only after consultation with all the
stakeholders of the villages / habitations invelved.

8.  The meeting ended with the Vote of Thanks to the Chair,

S

&
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Government of XYZ
Department of Innovation & Al

Stakeholders Consultation

Minutes of the Consultation Meeting of Stakeholders in person and in
virtual mode to discoss the Start-up Applications on 06.08.202
pm at Conference Room, IRPA, New Delhi. .

Meeting Agenda - To discuss the awareness in the § AT 4
encourage more applications from the Start-ups in the'A WL 5
the Start-up incentive scheme.

Chairperson - Sh. / Smt, af the
mgeting,

Participants:-
Stakeholders present in person (si

. Sh. / Smt, XYZ, Organization — B ¥
5 Eh- |III BmLAB'E, :J'l '.::::r.

3] ===

Fidecretary af IRPA welcomed the participants and asked

stakeholders to introduce themselves, After the introduction, the Member
tary outlined the agenda of the meeting and urped all the stakeholders
K their view so that no one is left out.

: #iter, the Member Secretary made a presentatinn outlining the
challenges regarding the Start-ups. He mentioned that the lack of adequate
applications in the scctor has resulted in poor utilization of the funds ving
under the incentive scheme for the Start-ups in the Al sectaor,

Sallent points discussed: Every stabcholder was encouraged to speak. The
Chairman requested that the stakeholders should confine to an upper time
limit of 5 minuies so that evervbody geis & chance 1o speak. Based on the

NOTE: This is o samiple format. A fecis, fgares, fnmes aeid ot ibiscussed are iotally Bebonal and
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discussions and the inputs of the stakeholders, the discussion puints are
summarised as under:-

1. It was pointed out by Sh. / Smt. OHI that the stakeholders in the
ecosystem are unaware of the schemes presently offered by the Department
of Innovation and hence there is lack of respunse. Sho / Smt GHI requested
that this scheme needs more visibility and adequate IEC (Infurmation,
Education & Communication) initiative.

2. Sh . / Sml. DEF raised the issuc of the clarity on the afipr
nature and quantum of the mcentives. Sh, / Smi. DEE
approval mechanism needs to be simplified so that the St
the effort required to enroll for the fncentive scheme,

d.  Sh. / 8mt RST, on VC, raiscd the issuc tha
incentive schemes and other important eves L5,
stakeholders in edvance, Wherever a notice is sch

making it impossible for stakeholders pin at such

&, in the
Closing Remarks by Chairm “Hairman welcomed the suggestions of
the stakcholders amni Ber Secretary to take note of the

He also urged the Member

ations and Lstening to all the stakeholders
aidl, following were the action points:-

was felt thatthis scheme procedures need to be simplifisd requiring
geumnentation and certification.

2, Was also decided to go for intensive awareness about the scheme
particulariyin: the social media so that there is enough awareness in the
viouth,

= The Indwswy Associatdons must be un-Boarded ard the incentive
scheme must be shared with them 20 a3 10 ensure more response,

4, An FAQ of possible questions may be drawn about the whole scheme
and be shared with all the stakeholders and the industry associations.
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5. The Start-ups whose applications have been spproved must be
constantly engaged and one-an-one sessions must be considered so that the
Department comes 1o know of the challenges being faced by them.

B All the stakeholders consultation meeting must be video recorded and
the same may be uploaded at the website for future reference and widcr
coverage.

The meeting ended with the Vote of Thanks to the Chair,

LIt R el

N
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Annexure F

Btrictly Confidential
Record of Discussions [RoD)
Subject 1 Changes in the proposed SOP in the State
Agricultural Roadmap
Date & Time } 26.06.2025 at 12:30 PM
Venue i Conference REoom, Main Secretari
MOT.

Agenda

Secretary,
2 welcomed the participants and
introduced phasized that this meeting is purcly

Somany more rounds of discussion before
gl ral Boadmap, Thus, the proceedings of
ed as RoD and shall be kept for the internal use
-- , the Chiel Secrefary requested the Do

Secretary, Do Agriculture made the presentation and flagged the
cerning the new Agriculture Roadmap. He delineated the following
: hﬂ::i:: El:tld-ﬂnﬂ-e of the group and the Expert is required before

3.1 Duration of the Roadmig: The Agriculture Secretary mentioned that
the duration of the agriculture roadmap should ideally be of 20 years.

However, adjoining States have drawn the roadmap for 5 & 10 vears as well.

4.2  Agriculture Incentive Scheme: The Agriculture Secrelary emphasized
that the present incentive structure needs to be revisited and has to be alipned
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with the farm productivity index of the State. He mentioned that the State is
surplus producer of not only wheat and rice, but many of the vegetables like
caulilower, potatoes, mushrooms etc.  Therefore, the incentive policy must
take note of the fact that the State continues to remain surplas in these
agricultural items and exports it cutside,

3.3  Mechonisation incentives: The Agriculture Secretary highlighted the
need for reducing size of agriculture holdings rendering large tractors quite
un-useful for small and medium farmer who hold very less amount af 1£|r|d
In that light of the matter, the Government has to come up wWithy
scheme for small tillers and such other equipment which arg he
and harvesting. For that purposs, the Govt. also ne -.';" engage with the
banks, particularly the Gramin Banks so that the gy T

properly implemented.

Follow-up:-
Based on the facis mentoned in the prés i ns, the

{ollowing action points emerged wherein the luire in ecordination
with other departments ghall proceed further,

L The Chief Secrerary desit this &, apricu
ﬂtatmma}rhemdmdand cingal thepeculiarity of the State of MOQT. The

2, 11 was e i Dy feupder the chairmanship of Sh. /
11 § i Agriculture who shall pe into the

2 Agnc i items identified by the Djo

S i ¥ report within two months.

the new subgidy scheme, the Djo
with the Be::retar}r DJo I.n.tt..lur.mnnJ

. ::- : tgation of agriculture.
16 Chicf t.ur:r requested the Secretary, Agriculmure to hold the

pund of discussion within a month so that the issues at hand may hr
iscussed more rignrously,

The mesting ended with Viote of Thanks to the Chair.

EE T
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