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CONFIDENTIAL

No. 11/1/14/36-Cab. |
'GOVERNMENT OF INDIA (BHARAT SARKAR)
CABINET SECRETARIAT (MANTRIMANDAL SACHIVALAYA)

New Delhi, the Ist January, 1987,
11 Pausa, 1908(8).

Subject : Rules of Procedure in regard to Proceedings of the Cabinet.

The Rules of Procedure in regard to Proceedings of the Cabinet were
initially approved by the Cabinet in July 1947 and brought into force with
effect from 15th August, 1947. They were updated with the approval of
the Cabinet in November 1970; Since then a number of instructions have
been issued in regard to the preparation of notes/memoranda/summaries
for the Cabinet ete. but these Rules have not been formally amended or
brought uptodafe. Having regard to the need for having an uptodate
copy, the Rules have now been brought uptodate. These have been approved
by the Cabinet on 16th December, 1986. A copy (both in English and
Hindi) of the Rules of Procedure in regard to Proceedings of the Cabmet is
sent herewith for information.

- S84/-
(H.R. Goel)
Deputy Secretary to the Cabinet
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RULES OF PROCEDURE IN REGARD TO PROCEEDINGS OF THE
CABINET ' :

1. Cases to be submitted to the Cabinet— _

(1) All cases of the nature specified below shall be Broughtrbcfore the
Cabinet :—

(a) cases involving legislation including the issue of Ofdinanccs.

(b) Addresses and messages of the President to Houses of Parliament.

(c) Proposals to summon OT Prorogue the Houses of Parliament or
dissolve the House of the People.

(d) cases involving negotiations with foreign and Commonwealth
countries om treaties, agreements and other important matters :

Provided that—

(a) Cultural Agreements and Agresments on Science and Technology
which are duly approved by the Minister concerned and the
Foreign Minister may only be circulated to the Cabinet for.
information;

{b) such foreign aid agreements and commercial agreements as
are duly approved by the Minister concerned and as are within
the broad framework already approved by the Cabinet need
not be formally placed before the Cabinet;

(¢) cases relating to a Proclamation of emergency under articles 352
to 360 of the Constitution and other matters related thereto; '

. (f) cases relating to commencement or cessation of a state of war and

‘ related matiers;
(g) proposals to appoint public commissions or committees of inquiry
and consideration of the reports of such commissions or committees;

(h) any proposal to withdraw otherwise than in aceordance with com-
pcten_t'legal advice, any prosecution instituted by or at the instance
of the Government of India. ‘

(@) Proposals relating to— o
(i) creation of new corporations or vompanies wholly ‘owned by
the Central Government or by public sector undertakings;
(if) participation by the Central Government or a public sector
sndertaking in providing share capital to a new or any existing
corporations o1 companies; other than the proposals to acquire '

CONETDENTIAL
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ot P FAt O FTaal ®7 (GSaT g9 St ey I o shares from the public in private sector organisations in which
¥ ¥ T a1 G ST STET I WEE; Government have a share or an interest;
(iil) =T ST Sundl #1 ve FE, IO [GET FW T D (iif) winding up, amalgamation or such other major schemes of
g & THeT W SOE ¥ ‘ structural reorganisation of public sector -undertakings,
(iv) (1) &= % e & e D, Sl SEEt aK i , except in pursuance of a decision already taken by the Cabinet. -
T F ﬁﬁﬁ‘ﬁr AW AW A AfE FW owE (iv) (1) increase in the firmed up cost estimates of State owned
a3 5 dfrvew @ 9ew ¥ wrale wmsgar T public corporations, companies, ~enterprises and projects,
gz AT 98 al'ﬁg: T AR T A 20 A I ;L where such increase is more than twenty percent of the

original cost estimates based on feasibility report already

afgs # & 1 -

(2) ‘ot we (1) § defaT P - _ approved by the cabinef. . 7

g wWEr = saEEl A frerfafeg # Oa-q,- afe b ' (2) revision of the firmed up cost estimates referred to in item
fafgwr &1, sl — l (1) above, where such revisions involve increases in excess

(i) swmE: 50 F% %o TF 10 Rr ' o - in the following margins, namc}y —
FV AFT F7 ITIFATG : : (i) projects estimated to cost 1077

(i) 50 43 =0 ¥ wfes qig 5 F9S o T afE upto Rs. 50 crores.

200 FUT To ¥ FY AMG AW WG OH n - (i) ;I}{rojggts_ costigg n;olre thI:n . Rs.'f Shcrores' or ’H-%'
5 foraTd 1 0 -t : T 8. crores but below Rs. - of the - project cost
i ' _ 2 /’ng ST 200 crores. _ ~ whichever is higher;
sfas .
(i) sFamn 200 FUT ST 15 FAE To AT , (iii) project estimated to cost Rs. i5 crores or 5% of
s WIS TR TR AT TP STE T Rs. 200 crores and above. the préject cost-which- .
ever Is higher;
5% 1 o wiEw - :
_@..O (v) establishing or expansion of any scheme (including any lines
fet £ A fret & & g . 5 of production) by any Department, State-owned public cor-
(v) T N ¥ T qv I . poration, company T enterprise where such establishing or
- B _ﬁ‘é' T A TN FLT AT A feraTe (ST ' expansion involves a capital outlay of not less than twenty
- Tt wfew) orat AE e e faere 3§ s are crore Tupees; '

@ 9% 3 ¥ FA F A &

(j) proposals relating to creation of posts carrying pay exceeding three

C (s1) @ o we. wRwTE & wEw d F 9 W GW AR

"T thousand rupees per eonth. ‘
SAILSESIE ! ' NOTE—This clause does not apply to posts in Public Sector Under-
AT T E T Ea F 9T F €l AT WA g b | takings. '
(%) & wwer e fachg fafeard? & d6 ¥ fao Helv wfewcew ko (k) cases involving financial implications on which the Finance Minister
&7 fRvt =mER g : desires a decision of the Cabinet. _ _
(3) T wwr o 9 = o Y §) g wEeR F fug & et i . (D) cases in which a Minister desires a decision or direction of * the

Cabinet int a matter of importance on a subject assigned to hischarge.
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(m) cases in which a difference of opinion arises between two or more

Ministers and a Cabinet decision is desired (See also Notes 1 and
2 in Appendix I). :

(n) proposals to vary or reverse a decision previously taken by the
Cabinet.

(o) any other cases which the President or the Prime Minister may
by general or special order require to be brought before the Cabinet.

(2) While preparing the Notes/Mermoranda/Summaries for the Cabinet,
the provisions of Rule 4 of the Government of India (Transaction  of
Business) Rules, 1961, reproduced in Appendix 11, shall be observed. '

2. Papers necessary for consideration of a case—

(I) When a case for Cabinet arises, the Secretary in the Department

- concerned, acting under the orders of his Minister, shall submit fo the

Cabinet Secretary all papers necessary for the consideration of the case,
with requisite number of spare copies, and it shall be the duty of the Cabinet
Secretary to satisfy himself that the papers so submitted are complete and
that their form is appropriate. '

(2) In all cases the papers shall include a concise memorandum stating
the facts of the case, the points for decision and the recommendations of
the Minister-in-charge.

(3) If a case concerns more than one Minister, the memorandum shall ‘
contain, in the event of agreement the joint recommendation(s) - or if no
agreement is reached, the points of difference and the recommendation(s)
of each of the Ministers concerned. .

3. Preparation of Summary, etc. for the Cabinet—

The essential procedural requirements which should be complied with
for the preparation and submission of Notes/Memoranda/Summaries to
the Cabinet/Committees of the Cabinet are given in Appendix I to these

Rules.

4 Method of disposal by the Cabinet.

Tn all cases which are required to be brought before the Cabinet in
accordance with Rule 1, a case shall be— - '

(a) circulated to Ministers for recording their opinion; or
CONFIDENTIAL
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(b) discussed at a meeting of the Cabinet; or

(c) disposed of by discussing in a Committee of the Cabinet of two of
more Ministers nominated by the Prime Minister.

5. Circulation of cases—

(1) When a case is circulated in accordance with Rule 4(a) for recording
opinion, the Cabinet Secretary shall specify the limit of time according to
the urgency of the case within which opinions are to be communicated to
him. If any Minister has not communicated his opinion within limit of
time specified, he shall be assumed to have accepted the recommendation
contained in the memorandum.

(2) If a difference of opinion among Ministers arises, in the 'cou'rée of
circulation the Cabinet Secretary shall, unless the Prime Minister directs
otherwise, obtain the further observations of the Minister concerned.

- (3) After all opinjons have been received and the further observations
of the Minister concerned obtained, if necessary, oT after the expiry of the
limit of time referred to in sub-rule (1) of this Rule, the Cabinet Secretary
shall—

(a) in the event of final and complete agreement to the recommenda-
tion in the memorandum, send to all Ministers and to Secretary/
Secretaries of the Department(s) concerned a copy of the record
of decision in the case; and :

(b) in the event of an irreconcilable difference of opinion of in' that
of a major change in the rccommendation in the memorandum by -
agreement between one Or more Ministers and the Minister con-
cerned, obtain the direction of the Prime Minister whether the case
be discussed at a meeting or the recommendation be accepted with
the change effected therein. The Cabinst Secretary shall there-
after, in accordance with the Prime Minister’s direction; send inti-
mation to that effect to all Ministers and to the Secretary/Secrétaries
in Department(s) concerned. ‘

(4) If the Prime Minister directs that the case be discussed at a meeting,
the Cabinet Secretary shall issue to-all Ministers copies of the opinions
recorded and shall place the case on the agenda of a meeting.

6. Procedure in regard to Meetings— .
(1) The meeting of the Cabinet shall ordinarily be convened on Tuesday
of each week by the Cabinet Secretary under orders of the Prime Minister :
CONFIDENTIAL
8734 CS[87—4
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Provided that the Prime Minister may at any time direct that a meeting
of the Cabinet be convened to discuss urgent business of Siate.

(2) The agenda showing the case to be discussed at the weekly meeting
shall be issued by the Cabinet Secretary to the Ministers normally 72 hours
before the time of the meeting. ' :

(3) Ordinarily the papers relating to the cases on agenda shall be sent
with the agenda, provided that the Prime Minister may in cases of urgency
dispense with this requirement. :

(4) ¥ any Minister is on tour, the agenda shall, if the Cabinet Secretary
considers it necessary in view of any matier on the agenda concerning to
the business of a depattment in the charge of the Minister, be sent to the
Secretary in the Department concerned who will attend or, if he considers
that the discussion of any case should await the retarn of the Minister,
request the Cabinet Secretary for a postponement of the discussion of the
case till the return of the Minister. The Cabinet Secretary shall thersupon
obtain the direction of the Prime Minister in regard to subsequent action.

(3) The Secretary in a Department and/or any other senior officer con-
cerned with the case will attend the meeting if so directed by the Prime
Minister or the Minister-in-charge of a Department. ’

(6) When a case is brought befors a meeting of the Cabinet, the
Prime Minister may request the Minister concerned or the Secretary and/
or any other officer of Department concerned with the case to explain the
point or points on which a decision is required. ' '

(7) . The Cabinet Secretary shall attend all meetings and shall prepare
a record of the decisions without any statement of reasons therefor.

. (8) The Cabinet Secretary shall circulate after obtaining the approval
of the Prime Minister, a copy of the record referred to in sub-rule (7) to each
Minister. L '

(9) If any amendments are suggested and accepted by the Prime Ministef,

‘the Cabinet Secretary shall issue to the Ministers a corrigendum to, or if

necessary, a revised copy of, the records.

| (10) The Cabinet Secretary shall send to the Secretary/Secretaries in
the Department/Departments concerned a copy of the record referred to in
sub-rule {7) above of the decision taken by the Cabinet. = -

~ CONFIDENTIAL
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7. Record of cases—

(1) When a case has been decided by Cabinet either after circulation or
discussion, the Minister concerned shall take action to give effect to the
decisions and the Secretary in the Department shall supply to the Cabinet
Secretary such documents information as the latter may require to enable
him to maintain his record of the case and watch implementation of the
decisions taken by the Cabinet. '

{2) The record of the case to be maintained by the Cabinet Secretary
shall consist of : '

{D) A copy of all papers received from the Department concerned for
" the comnsideration of the case;

{ii) All papers leading to the decision of the Cabinet;
(i} A record of the decision; '

(iv) amendments, if any, issued by the Cabmet Secretary with regard
to (i) above; and

473 documents supplied by the Secretary of the Department concerned
under sub-rule (1) above.

8. Retention and return of papers by Ministers—

(1) All papers relating to items on the agenda will be left on the table
of the mesting by the Ministers/Ministers of State/Deputy Chairman and
other Members of the Planning Commission/Deputy Ministers when the
meeting of the Cabinet/Cabinet Committes is over.

{2) Cabinet papers relating to items on the agenda of a meeting of the
Cabinet/Cabinet Committees sent to Ministers not attending the meetings
will be returned to the Cabinet Secretariat by the Private Secretaries
Immediately after they have been seen by the Ministers. ‘

(3) The Cabinet Secretai'y will maintain a lst of all other papers
circulated to the Ministers for information and will issue monthly lists of
such papers to them to-facilitate their return to the Cabinet Secretariat,

9. Press briefing on Government decisions—

A draft press brief, prepared on the assumption that the proposal will
be approved by the Cabinet, shall be sent to the Cabinet Secretariat along
with the Note/Summary for the Cabinet in all cases except those relating
to: L : .

(a) controversial economic issues in respect of which the concerned
CONFIDENTIAL
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Ministries are required to brief the Press, in terms of the Cabinet
decision taken on 6th January, 1670;

(b) purely administrative matters with which the public at large is not
directly concemed; ) : T

(c) proposed Agreements/Protocols with foreign Governments which
will enter into force only affer acceptance by the foreign Govern-
ments;

(d) issue of ordinances; and

(e) enactment of President’s Acts in respect of States under President’s
Rule which are required to be placed before the Consultative Com-
- mittee of the Members of Parliament, before approval.

Provided that when Parliament is in session, no draft press briefs shall
be sent in respect of proposals relating to major questions of policy in
regard to.which a privilege motion can be raised.

Provided further that the Cabinet Secretary may modify the press brief,
where necessary, in the light of the decision-taken by the Cabinet and
release it for publicity through the Press Information Bureauw.

10. Monthly Summaty—

(1) There shall be prepared in a compact and succinct form for the '
information of the Members of the Council of Ministers, a monthly
summary normally not exceeding four pages, in regard to the principal
activities of and the important decisions taken in each Department in
charge of a Minister during the month under Teview, and shall specifically
include a report on progress of action on any matters which have been
placed before the Cabinet for direction or decision. The Monthly Summary
from Ministries/Departments should reach the Cabinet Secretariat latest
by 10th of the following month. :

(2) Information of classified and unclassified nature to be included

these summaries shall be. given separately in two parts; the first part com-
taining material of unclassified nature and the second part comtaining

- material to be treated as top secret, secret OF confidential (in each  case

security grading to be indicated). 1f the entire material is unclassified, the
summary will not bear any security grading. If the monthly summaries
contain any reference to Cabinet/Cabinet Committees’ paper or decisions
or report progress of action thereomn, the relevant portions shall be included
in the classified part and marked ‘Confidential’, ‘Secret’ or “Top Secret’
as the case may be.
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APPENDIX-I

[See Rule 1(1)(m)]

NOTE 1 : Deputatiéns and Delegations Abroad—Proposals to send per-

sons on deputation abroad need not come before the Cabinet
for approval if they have been concurred in by the Ministries
of Finance and External Affairs and the Secretaries’ Screen-
ing Committee, and approved by the Minister-in-charge of the
administrative Ministry and the Minister of Finance: The
proposals should be scrutinised very strictly. In case of dis-
agreement between the Minister-in-charge and the Minister
of Finance, the proposal should be placed before the Cabinet.

NOTE 2 ¢ Proposals to reject recommendations of Public Accounts Com-

mittee and certain other Committees :

* All cases where it is proposed specifically to reject any recommendation
of the following Committees of Parliament, namely :—

(1) Committee on Public Accounts;

'(2) Committee on Estimates;

(3) Committee on Public Sector Undertakings;
(4) Committes on Tribal Welfare;

(5) Committee on Petitions;

(6) Committee on Government Assurances;

(7) Cowmittee on Subordinate Legislation.

should be submitted to the Minister-in-charge for orders. The Minister-
in-charge may direct that a particular case should be submitted to the Cabinet
before communicating the decision of the Government to the Committee.

CONFIDENTIAL



AT
13
gfefiree-11
{frw 1(2) =€)

L e faewia aged—(1) 5 fet weew ¥ faNE HOEEE
Q$%ﬁﬁﬁwﬁ%@ﬁwwﬁémaﬁaﬁmm,w
aﬁﬁ@aﬁﬁwﬁaﬁmﬁaﬁaﬁﬁ@mﬁﬁwﬁf%m
ﬁ,wnmmmmﬁm%#ﬁﬁﬁﬁﬁaﬁ%ﬁm
T>T §L =

wm——ﬁmm,mwwﬁwﬁﬁqua%g%

ﬁmﬂaﬁzrﬁfﬁmﬁ—ma*ﬁ%wﬁagﬁﬁémw@

aﬁﬁ%w%ﬁuﬁjﬁ@'%aﬁ%fﬁmﬁ%aﬁmqm’

(%) ft <orea w7 AT fofem & o G e fafem & R
ﬁqﬁﬁ&mﬁ@wﬁﬁwmaww@;
(@)aﬁi-wmmmwmmﬁ,mwgmaﬁ%&
maﬁﬁmmaﬁﬁﬁma&fa@mﬁmﬁw,
mﬁ?ﬁgﬁmm'%@w%mﬁﬁ%ﬁfmﬁmﬁﬁa

U -
(w)qﬁﬁé@m%mﬁﬁﬁﬁﬁaﬁmmm

mﬁmf@*%%aﬁma%mﬁimﬁmﬁaﬁmﬁ-ﬁaﬁ

iy wTw ¥ dEw g A _ : :
(a)mm%ﬁﬁmﬁaaa@wﬁwﬁﬁaémﬁf:
. mﬁ%ﬁﬁw%ﬁaﬁw(w)ﬁﬁﬁﬁﬁmm,ﬁ
:mm,ﬁﬁfwwam&mw&aﬁ%ﬁaﬁzmwﬁm
£ 9§ EAN 3 fpr e ST FE (AT STEUC .
' (3).ﬁwﬁr@a%a&ﬁﬁﬁmammm_

() -ferermare el T 5
A

CONFIDENTIAL
9

APPENDIX-II

[See Rule 120

4. Tnter Departmental Consultations—(1) When the subject of a case
concerns more than one department, 10 order shall be issued until all such
departments have concurred, or, failing such concurrence, a decision thereon
has been taken by or under the authority of the Cabinet.

Fxplanation :—Every case in which a decision, if taken in one department,
is likely to affect the transaction of business allotted to
‘another department, shall be deemed to be a case the subject

of which concerns more than one department.

(2) Unless the case is fully covered by powers 0 sanction expenditure or
to appropriate of re-appropriate funds, conferred by any general or special
orders made by the Ministry of Finance, no department shall, without the
previous CONCUrrence of the Ministry of Finance, issue any orders which

may—-

(a) involve any abandonment of revenus OF involve any expenditure
for which no provision has been made in the Appropriation Act;

" - (b) involve any grant of land or assignment or revenue concession,
grant, lease or licence oI mnineral or forest rights or a right to water,
power or any easement Of privilege in respect of such concession;

(c) relate to the number of grade or posts, or to the strength of a service,
ot to the pay or allowance of Goverament servants or to any other
conditions of their service having financial implications; or

(d) otherwise have a financial bearing whether involving expenditure
or not:

provided that mo orders of the nature specified in clause (c) shall be
issued in respect of the Ministry of Finance without the previous concurrence
of the Department of Personnel and Training in the Ministry of Personnel,
Public Grievances and Pensions. ' '

(3) The Ministry of Law shall be consulted on—

(a) proposals for legislation;
CONFIDENTIAL
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(@) AR & wEw qifata® W F OO FW Y W SFR | i (b) the making of rules and orders of general character in the exercise
5 £ o FEE ST T ) ; of a statutory power conferred on the Government;
(7) T Err FT e asr TEeET HEEET AR FET | (c) the preparation of important contracts to be entered into by the
' -Government. .
(4)@%@?@?@«&?%@@#%#@@ ; . Ulsss the case is ful 4 by a decision. or advi oud
: ess the case is fully covered by a decision or advice previously
ﬁm%q‘@’ﬁmwﬁvmmma?mmwwwa‘r

S - _ given by the Department of Personnel and Training in the Ministry of Per-
Frefafen @t amar T ¥% AT 3 sonnel, Public Grievances and Pensions, that Department shall be consulted

(%) W& qar fafrw ¥ ¥ weATH wESEd 9O anmE on A . on all matters nvolving—

ot BT ﬁfa‘fﬁ?’ HLy - Fr fafg, gur (a) the determination of the methods of recruitment and conditions
(=) & it a7 e 3 ﬁﬁ'faﬁ AT T % W SRy amr lﬂFﬁT P -of service of general application to Government servants in civil
_ : employment; and
WIRET  HT qfeTET L ' : |
o (5) wT ¥ ’r%l%‘-?ﬁ F 9rq gedl &7 WAHIHa o arr%—r o amEr J (t) the interpretation of the existing orders of gemeral application
¥ faw dawm ¥ O<wE fEAT STOUT AfE WWeT QU Sw Rewd w0 relating to such recruitment or conditions of service.
gag & W ofEE & e Ao Ul _ (5) Unless the case is fully covered by the instructions issued on advice

given by that Ministry, the Ministry of External Affairs shall be consulted
on all matters affecting India’s external relations.
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- APPENDIX-III

(See Rﬁle 3)

The following instructions should be strictly adhered to in the prepara-
tion of the Summary, etc., for the Cabinet/Committees of the Cabinet :—

- (D) The Summary/Note/Memorandum should be security graded,
‘Secret” or “Top Secret’ as the case may be and the copies of the
paper should be numbered.

(i) The name of the Ministry shoﬁld appear at the top. Below that,
" the name of the Department, if any, may also appear.

(ﬁi) The words “Summary/Notc/Memorandum for the Cabinet/Com—
mittee of the. Cabinet” should appear below the mame of the
Ministry/Department. : T

(iv) Tt should bear a date.

(v) A brief subject heading should be given. The heading should be
- properly indicative of the proposals contained in the paper...

(vi) Tt should be indicated in the body of the paper that the proposals-
made have the approval of the Minister-in-charge of the sponsoring
Ministry.

(vi) The paper should be self-contained but it should not be unnecessarily

“long. Even where the material required to be submitted to the
Cabinet has to be lengthy, much of it should be relegated to
annexures or appendices, keeping the main note as brief as possible.

 The anmexures should not also be unduly lengthy.

(vii)) The sponsoring Ministry should consuit all other Ministries which
may be concerned with the matter and- should also show them,
wherever necessary, the draft paper, in order to ensure that the

" views of the other Ministries are properly brought out in the paper.
The names of the Ministries which have been consulted and/or
which have seen the paper should be mentioned; and it should be
indicated whether they agree with ‘the proposals made. In the
event of disagreement, the views of the disagreeing Mipistry should
be stated and in particular, it has to be ensured that—

_ - () if the proposals made in any case suggest or imply cither
" amendment of the existing law or fresh legislation, the paper
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is shown to the Ministry of Law and Justice, and their views
incorporated in it;

(b) if the proposals made in any case have a financial bearing;
whether involving expenditure or mot, the paper is shown to
the Ministry of Finance and their views incorporated in it;

(c) if the proposals made in any case are of controversial nature,
no commitments should be entered into without close consul-
tation with all other Ministries concerned—should there be
any doubt the matter should be brought to the Prime Minister’s
notice.

#(ix)} The concluding para should contain the point or points on which
the decision of the Cabinet/Cabinet Commnittee is sought, together
with the recommendations of the Minister-in-charge. References
to proposals in earlier paras should be avoided.

(x) It should be signed by an officer not below the rank of a Joint
Secretary.

*NOTE :—The question as to whether the final Note/Summary for the

Cabinet need to be shown to the differing Ministry if its remarks
are reproduced in-extenso has been considered. It has been ’
decided that in such cases second reference to the Ministries
concerned is not necessary. However, this is subject to the
proviso that if any addition is made to the Note by the spon-
soring Ministry to rebut the arguments advanced against ils
proposal, it should be shown to the differing Ministry. The
obligation would, however, be limited only to showing the paper
and not to securing consent to the views expressed by the spon-
soring Ministry, in rebuttal.

(xi) The papers should be sent to the Cabinet Secretariat well in advance
of the meeting at which they are sought to be considered by the
Cabinet or its Commuttees.

(xii) The following points have also to be kept in view while typing out
the papers for the consideration of the Cabinet and its Commitiees :

(2) The paper should be typed in double space, and both sides of
the paper should be used. However, the papers which are
intended for the Cabimet and its Coromittees for information
only should be typed in single space provided the paper used
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can take in the impression clearly on both the sides. Care
should be taken to ensure that the impression is not smudged
with the duplicating ink and that it is legible and clear;

(b) A wide margin should be left towards that edge of the paper
(the left edge on the obverse and the right edge on the reverse)
which is put in the pads for the meetings; and

{c) Paragraphs of the Summaries/Notes for the Cabinet should
be properly numbered.

(xiii} Copies of the papers, intended for the Cabinet and its Committees
-and for the Council of Ministers should be sent to the Cabinet
Secretariat in- accordance with the following schedule with a
forwarding memorandum indicating clearly the number of copies
sent — ‘

Sl No. Description No. of copies

required
(i} Cabinet and its Committees . . ; . - 40
(ii) Council of Ministers . . . . .. . 63

MGIPRRND--3/34 C8/87.—27-2-87--2,500
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