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As Cabi et Secretary, I have the pleasure of meeting many officers of all
ervices, wheth r posted in the Central Government or the State Government. Several

JU
anking fficers have told me that (while they are happy with the subject-matter

, online land in-person), they feel a need for more practical guidance in so-
lled "routine" inatters, tailored to the Governmental/public sector context, which can
lp them become better administrators and managers.
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*-T{oiltihC, 
though it may seem boring, is often extremely important and, thus,

during our long careers in the civil service, we may need to pause and revisit it. As
civil servants, having put in a good number of years behind us, we tend, alas, to fall
ntq habitS. ln our office rigmarole, we tend to forget some of the basic precautions

es that we could follow in order to improve the quality of our professional
T habit of self-reflection and introspection and the ability to honestly reflect
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* our *t work, to look back on our failures and deficiencies, admit them and
them, can be valuable. lt may be usdful to ask ourselves:-

Are we improving ourselves with each passing year and doing
something better each year; or

Are we simply following the beaten track of our own past habits of
working without making any efforts at self-reflebtion or self-
improvement?
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3. lf we are simply following a beaten track, then towards the end of our career,
we may be faced with the question of whether our experience was "30 years'
experience" or "one year's experience repeated 30 times'.

4. The purpose of this long preamble is not to expect you to give yourself a drastic
inflection to your personality. lt is only to say that we, as civil servants, rnust take care
of small things and see if, by changing them in our daily official routine, we can achieve
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rJ .Sbe&l outp or reduce our stress level, or both. These "small things" could range
m e..way we conduct our meetings, the way we manage our time, the way we

icate with
or the way

peers, superiors or subordinates, the way we engage with our
we motivate our team by trusting them and delegating to them

import nt responsibilities
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5. These things may seem trivial, but from my experience and observation, I

would argue that they are very important. They often distinguish an outstanding officer
from a mediocre one, even more than domain knowledge. There is perhaps a need to
rekindle, in civil servants, an interest in these small things that, cumulatively, may
substantially impact their professional conduct including their efficiency and the quality
of work disposal.

6. To that end, the Cabinet Secretariat will, in consultation with the National Centre
for Good Governance (NCGG), be issuing simple guidelines in the form of "Guides"
from time to time, regarding various practical steps that we could take during 'a day in
office' as a civil servant.

7. As a first step, kindly find enclosed a Guide on precautions and suggestions for
conducting and chairing an official meeting. You might ask why this topic of
'Conducting an Official Meeting' has been chosen as the first. This as because
meetings consume a lot of our time on a daily basis. Many officers have told me that
many of our meetings tend to start late, be overstretched and directionless, and often
lead to nb tangible 'takeaways'.

8. You are requested to circulate this Guide to all the civil servants working under
your jurisdiction asking them to imbibe the contents in the right spirit. I would
particularly request the State Administrative Training lnstitutes to not ignore the State
Civil Services and ensure that the young State Service officers may also inculcate
these small behavioural changes in themselves.

\.J, tt t"-o{_ r-'-is (c-r,

Yours sincerely,
Encl.: as above

o*lt*
V Somanathan)

rrfff-Cnief Secretaries / Advisors of States / UTs

All DGs of State ATls
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Cablnet Secretariat
Sewa Teerth, Motilal Nehru Marg, New Delhi-llo O11

*******

Guide on

Conducting Effective Meetings.

[This guide contains suggestions intended to assrsf offcers. It is not, and should
not be corstrued as, an instruction and officers are free to deuiate from it.
Needless to saA, the suggestions herein, including the hgpothetical examples
prouided in the annentres, are not to be follouted blindlg or uitlaut reference
to cotltert; there maA uell be situations in which theg cannot, or shauld not, be
follouted. In the euent of ang diuergence bettueen this guide and ang formal
instntctions of the Gouernment or other auttaities, the latter wtll preuail.

The support of the National Centre for Good Gouernance in the preparation of
this gvide is acknoutledged.l

1. Background:

It is often said that if ute take care oJ minutes, hours will take care of
themselues. Attention to small details ih preparing for a meeting, setting the
agenda, circulating the agenda notes etc. are crucial but often 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 knowingly, from
the malaise - "Routine is routinely ignored'.

Ill-planned and ill-prepared meetings where there is either no clarity on
the purpose and/or tle agenda or where tJ:e participants are not actively
engaged, tend to be unproductive. Small precautions and adequate
preparations can go a long way in increasing the effectiveness of meetings. We

can do very little on time management if we are "attending" a meeting.
However, if we are 'conducting" a meeting ourselves, we can surely improve
the efhciency of the meeting.

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

2. Preparation for the Meeting

2.1 Purpose of the Meetinq: First of all, you should be clear about what
you wish to achieve by holding the meeting. Meaning thereby, the offrcer
should know fuhy' the meeting is being called and what 'outcome'is expected
to be achieved; whetJrer you want to:
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a. arrive at a decision;
b. convey a decision;
c. resolve a problem;
d. review an ongoing project/scheme;
e. plan for a new project/ scheme;
f. brainstorm/ discuss a new idea or initiative.

2.2 Is the Mee Essential?: Once tJre purpose is clear, you should tJ-ink
whettrer a meeting is necessary or there are better ways of achieving that
purpose. You should avoid calling a meeting if -
a- You can achieve the purpose through e-mails, phone, text messages etc.
b. You need certain specific opinions from specific persons, possibly on a

sensitive issue. In that case, calling a meeting may not be helpful as people
rnay suffer from "herd mentalit5/ and they may not come out with their
inspiring ideas in an open meeting because no one wants to uPset the
status quo. In such cases a one-to one interaction may be more fruitful.

c. You do not have enough time to prepare for the meeting.

2.3 Timinq of the meeting: As far as possible, important meetings should
not be held a day before or after a holiday, as there is greater chance of
necessary participants being on leave. Meetings to consult on an emerging
situation cal be held at short notice, but meetings to discuss a document or
proposal requiring some prior study should be scheduled with adequate
notice.

2.4 Settlng the Asenda:

a. The agenda points must be clearly defrned in the notice of the meeting. Any
reading materia-l relating to the agenda points must also be enclosed so

that the attendees read it and come prepared.
b. In case you require the attendees to bring certain data, or send it in

advance, then a format should also be annexed with the meeting notice in
which you expect tlem to bring or send the data.

c. As far 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 to a particular participant(s).
e. For small meeLings, the agenda may be relatively loose / unstructured but

for larger meetings, agenda should be highly structured so that t}re
deliberations are meaningful and productive.

f. For formal meetings, it may be desirable to indicate how much time each
participant is allowed to speak. If this is done, the time slot should be
indicated in the meeting notice itself, against each agenda point.

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

i. Complex agenda should not be kept just before f after lunch.
j. Ask your subordinates to check that all equipment which is essential to

conduct tJre meeting viz. VC equipment, Wi-Fi signal, mikes, Iaptops,
power points, air conditioners etc. are working smoothly in the meeting
hall.

[A sample meeting agenda along with speakers may be seen at Annexlre 'A']

3. Conducting the Meeting3

3.1 Whom to Invite:

a. Except in forrnal committee meetings with fixed composition, it is very
important for you to decide whom to invite and how many to invite. There
are no hard arrd fast rrles for deciding the size of a meeting. However, a
small gathering is best to actually decide or accomplish something, a
medium sized meeting is ideal for brainstorming and a large sized meeting
could be for communicating about initiatives / decisions already taken and
their significalce.

b. Thus, depending upon the purpose of the meeting, you should carefully
select 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, international
organizations, etc. As a thumb rule, to take a decision on a particular
issue, you must invite the following:
i. The decision malers who might assist you in the decision;
ii. The people with information and lorowledge about the subject;
iii. The people who will be required to implement the decision;
iv. The people likely to be most alfected by the decision or such other

stakeholders.
c. It is usually a good idea to consult your subordinates on who they think

need to be invited.

3.2 Initlatine the MeetlnE

a. The word 'meeting'implies the presence of at least two persons. For formal
meetings convened according to rules or laws, you must check that the
necessary quorum (il any) frxed 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 adjourned.

b. TaLirr g attendance: In important / formal meetings, names /
designations and initials of those present should be taken on an
attendance sheet (kept ready in advance with the date, venue and subject).
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c. Context Setting and Breakins the lce: While initiating the meeting, you
may begin on a pleasant note and perhaps mention some interesting event
(not connected with the purpose of the meeting) to tighten tJre atmosphere.
Thereafter, you must introduce the participants (if they are first time
attendees) ald then introduce tl.e purpose and the expected outcome of
the meeting. If it is the frrst of a recurring meeting, in your introductory
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 tl:at -

i. You wish to finish tJle meeting in a time bound manner.
ii. You wish everybody's participation, and new ideas would be highly

welcome. [Alternatively, if the meeling is held to quickly convey
instructions without feedback, that should be made clear; however
even in such meetings you should welcome queslions seeking
clarifrcation for better understanding of the instructions.l

iii. You would not allow interruptions and everyone should listen to
each other.

iv. You walt a decision or just inputs from t1le participants.
v. You have certain constraints of your own (perhaps on account of

your own superiors).
vi. You would request (or instruct, depending on the nature of invitees)

that participants should not engage in other activities like texting,
checking e-mails or any other activity on their mobile phones. Where
an instruction might be impolite, a polite way of encouraging this is
for you to emphas2e that you tuant to finish the meeting on time and
hence gou need euerybodg's complete and undiuided atterrtion.

Generally, in a meeting you should:
i. Maintain open communication wittr participants and address them

respectfully.
ii. Encourage the participants to express their opinions freely.
iii. Acknowledge their previous work, skills and accomplishments.
iv. Empathize with their professional constraints and appreciate their

output.

d. Assigning Roles: - Being the chair, you must ensure that everybody, who
needs to, speaks and has a role to play. Though these may vary from
meeting to meeting, generally, the following roles may be assigned by you
to the participants at the beginning of the meeting (one person may take
on more thal one role, especially if the meeting is small or informal):

The Facilitator: You may yourself play the role or assign it to your
next line of leadership who are likely to rise to your level in future.
The facilitator could even ta-ke on the role of introducing tJre meeting
and laying down *re ground rules. The facilitator is a prominent role
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and the person must be neutral and ensure fair and balanced
conversation. A potential critic is sometimes an ideal person for this
role, if he is professional ald disciplined.

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

F The White Board: - It may be useful to keep a white board in
the meeting hall. You yourself, or tl.e facilitator or minute
taker, may write down important points emerging during the
discussion. It should be ensured that ttre white board is visible
to the virtual attendees. Else, take a picture of tJe white board
arrd send it to a]l.

1u The Time Keeper: One person may be assigned this role who should
ensure that no agenda is over-stretched and is capable of reminding
everybody, including yourself, in case somebody is over-shooting the
time. The Time Keeper may send slips to persons, including yourself,
in such a case.

iv. The Contributor These may be persons who keep the discussionS

on track by offering their ideas. You may consider sounding tlese
Contributors beforehand so that they speak up about their
respective ideas.

v. The Expert: He / She is the person who has knowledge or
information on a particular issue / agenda by virtue of his / her
experience and specialization. These experts may be required for
some agenda items while for ottrer items, an expert may not be
necessary.

3.3 Maintainins Trvo-trIav Flow: While maintaining the flow of the meeting
is your responsibility, you must take care of the following points:

You must encourage a two-way flow and allow feedback at the end of
every agenda item.
Except in meetings held to convey instructions or information, you
must particularly encourage participants to come up with a different
view which is 'against the norm'.
Someone may be encouraged to play the 'Devil's Advocate' so that the
participants are awa.re ttrat you €rre open to different ideas.
You should not allow louder / vocal attendees to dominate. Even the
quieter ones may be encouraged to speak up.

a

b

c.

d.
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e You should make sure tlat your virlual participants are heard and are

able to contribute. You should keep asking the virtual attendees their
feedback at crucial moments.
As the leader, you should keep an eye on a1l the participants and
encourage someone who is eager to speak. In such cases, you must
acknowledge with a nod that you have seen them and will shortly call
them out to speak.
During the entire course of tlle meeting, you should never forget tl.e
"Golden Rule" of a good leader - "Prais e in public and citicize inpiuate".
Any deviation should be rare ald only with strong reasons and pre-
meditation, and not through casual or loose remarks.

3,4 Avoiding Lonq Meetinss: As a person chairing the meeting, you should
ensure that:

The meeting begins on time and ends on time.

One agenda should not take too much time and a single person should
not be allowed to speak too much or hijack the agenda or allow the
meeting to go haywire.

A typical meeting duration should be 20/50 minutes so that in case
some agenda gets extended or a new topic suddenly comes up for
discussion, you may still finish tJ'e meeting in 30/6O minutes.
Excessively long meetings should be avoided. Typically, a meeting
should end in 60 minutes, though longer meetings may sometimes be
necessarJr.

3.5 Concludi the Meet Towards the end of the meeting, you may
conclude by summarizing the key conclusions and the decisions taken. You
should also discuss tl.e possible next steps that might evolve as a result of
the discussions in tl.e meeting.

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

4.1 The minutes of tJle meeting should 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 to implement which action point and by what time the action point
should be implemented. The level of detail in the minutes on the discussions
is a matter of judgement.

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

Decision / Problem Solvine Meeting: A typical meeting chaired by you,
which only requires a decision(s) to be taken or a problem to be

f

c

a.

b.

c

a.
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b

c

addressed, could have a standardized format for preparing the minutes.
A typical standardized format is enclosed as Annexure B'.
Selection Meetine: Where the purpose of the meeting is to make a
selection of a person, then the format of the minutes would be different.
Standardized format for such meetings is enclosed as Annexure 'C'.

Exoenditu F'inance Committee Meeti In meetings where a]n0'

e

particular project is discussed whether by an EFC or Public Finance
Committee / Standing Committee on Finance, the proceedings of such
meetings must be drawn dilferently. A format for such a proceeding
may be seen at Annexure D'.

d. Stakeholder Consultation: At times you may have to inrrite various
stakeholders from outside your department / organization and
proceedings have to be minuted. In such case ca.re must be taken to
record the opinion / feedback of the stakeholders. Format for such a
proceeding may be seen at Annexure E'.
Sensitive subiects: 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, minutes
may be more brief, and record only the main points of argument (albeit
enough to convey the logic and justifrcation for a decision) and the
action points. Annexure E}l is an example; it is a modified version of
Annexure B. Alternatively, a Record of Discussion (see below) may be
kept.
Record of Discussions: Not every meeting has to be minuted with the
minutes being circulated 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
prepErre a "Record of Discussions' (RoD, also known 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 Dept. /Organisation is conveyed to them
separately. A format for such a RoD may be seen at Annexure T'.

5. Some specilic tylres of meetlngs

Certain kinds of meetings may need greater emphasis on one or more
of the guidel.ines set out above.

5.1 Meetings where particlpants are all subordinates

Subordinates are often reluctant to spea-k frankly for fear of
contradicting tJle boss. However, you and your organization will benefit from
hearing the contradictory views to help you take a better decision and
anticipate problems. In such meetings, it is easy for you to impose your will,
so tJre expression of a contrary opinion does not impede you in any way in

f.
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whatever course of action you ultimatety decide to take. Therefore, unless the
meeting is just for conveying instructions, it is particularly important to make
the participants feel confident enough to express their opinions.

You may inform them that you welcome their views even if they are
contrarJr to yours, but will take the frnal decision which should then be
sincerely followed by them. You may try to lighten the mood witJ- some
pleasantries or humour. You may also specifrcally call upon tJ:e relatively
junior or shy participants ald 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 t]:e end after all have had a chance.

The principle of starting on time equally applies to such meetings.

5.2 Meetings where participants are colleagues or seniors

In a meeting where several or all the participants are at the s€une or a
higher level in the hierarchy, it may not be possible for you to 'impose your
will', though it may be your responsibility to get to a conclusion and/or to a
desirable conclusion.

It is better to be more formal in preparing tJ:e agenda (including perhaps
allotting a suggested time per subject), in setting out the ground rules etc. (at

the beginning of the meeting), in the manner described in paragraph 3.2, and
ensuring tJlat relevant material is sent in advance etc. 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 carefuI to acknowledge all
points of view and mention them when summarizing the discussion.

If the meeting is one where formal decisions are to be taken, it is
desirable to ask one of your staff to brief you on the pu{pose, the agenda and
if possible (or if known in advance) the likely stand tJlat will be taken by the
key participants. Depending on the importance of the meeting and the
contentiousness of the agenda, t.Ilis briefing could be done a few minutes
before the meeting, or (ilof high importance) at least a day or two in advance.
This will help you to prepare mentally and / or speak to key participants to
better anticipate issues that may arise.

Depending on the importance of the meeting, it may be a good idea to
have a brief chat in advance with key participants either in person or on t1.e

phone, and tJlis can be useful in conducling the meeting itself. Alternatively,
you could ask one of your staff to go and brief one or more of the participants
and then come back and de-brief you. If you carr get one of the seniors who is
supportive to play the role of facilitator in the meeting, it might help.

During the meeting, you may need to disagree with participants who
outrank you. When doing so, take special care to be polite in your choice of
words and tone. Words like "I would submit...." or "With all due respect...." or
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"l must humbly point out....' or "I request you to kindly consider / re-

consider. . .." are useful prefaces.

If there are major disagreements which do not get resolved, you may
think of forming a sub-group or sub-committee of the disagreeing Persons
(and perhaps a more neutral person), who can be given some time to come

back after a specified time with a reconciled position if possible. Even if they
do not come back with a full solution, it will usually narrow down the extent
of disagreement.

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

If any participant is disruptive, s/he may be politely and tactfully
reminded of tJre authorit5r based on which, or the larger public purpose for
which, the meeting is being held, including instructions from your seniors
who may outralk the objector.

5.3 Meetines intended for problem-solving

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

In such meetings, it is a good practice to invite people to speak
approximately in the order ofjuniority, as staff may be reluctant to contradict
their seniors. In your 'ground rules'you may mention that the meeting is not
for taking any formal decision and hence you welcome all views, including
tlose contrar5l to your own. Explicifly requesting contrary and contrasting
views helps those junior to you to speak more freely. If junior stalf make a
good point, compliment ttrem. If they make a bad point, do not dismiss it or
criticize it, even if you are not accepting it.

If you are the senior-most person, while you may speak to elicit views
or get clarihcations, tr5r not to give your own view until the end, or do not give
it at all; in the latter case you can summarise the main ideas and think over
the discussion aJter the meeting, before arriving at the next steps.
Alternatively, you could convene another meeting in which you can give your
considered views.

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

5.4 Meetiaes wlth non- rnment oarticioaats

In such meetings, it is important to ask participants from the
government side and the others to introduce themselves mentioning tlte
orgalisations or companies they are affiliated with. In such meetings, you
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should take extra care to be courteous to the parLicipants who are under no
obligation to attend your meeting. Punctuality in starting arld conducting the
meeting is even more important.

If the purpose is to 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 frank opinion unless tJrey
are clearly put at ease and encouraged to speak frankly. A statement from
you that you are awaiting tJreir suggestions on how to improve or to solve a
problem, or even a little bit of self-criticism, may help in emboldening them to
speak frarkly.

6. A Good Meeting and a Bad Meeting:

6.1 At the end of the meeting if you are able to clearly achieve the outcome
ald/or decide the plal of action/ timelines for each agenda, then it may be

called a 'Good Meeting'.

6.2 If, however, there was no consensus on the agenda items or the
attendees end up confused, or if one person dominates the discussion, or
keeps repeating t.I' e points already made, or the required participants arrive
late or leave early, or the 'elephant in tlee room'is deliberately not discussed,
then such meetings are tsad Meetings'. In such cases, a 'course correction'
may be necessary.

6.3 However, if in spite of all your efforts, you find tJ-at a meeting is going
in a bad direction, it is better to break for the day and reschedule the meeting
after a few days, instead of hurrying'through a decision and later repenting
at leisure'. In such cases, it may be desirable to speak individually with some

of the key participants who had contradictory views, t1.ink of ways of
narrowing the differences and then reconvene ttre meeting.
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Annexure A

Sample Meeting Notlce with Agenda

Purpose of the Meeting : To discuss tJ,.e industrial policy for
MSME sector and strengthening of
infrastructure of industrial areas.

Venue of the Meering : Conference Room, Main Sebretariat,
Govt. of GHQ

Date & Time of the Meeting: 24.06.2024,03:30 PM

Duration of the Meeting : 60 minutes

Structure of the Meetlng:

Copy to:

1. Sh. / Smt. XY!,. Pfincipat Secretary (Industries), Govt. of GHQ
2. qh. / Sint. DEF, Director, Industries, Govt. of GHQ - with the request to

send the copy of the presentation by 23.0,6.20/24 to the Chief Secretary's
Cbll'at csehq@smail.com (Contact Person: Sh. ITQ, Phone No.: 123456)

3. Sh. / Smi: GHI, Regional Director, MSME Ministry, Govt. of India
4. Sh. /'Smt. JKL, Secretary (Institutional Finance), Govt. of GHQ with the

request to send t]le copy of the presentation by 23.O6.2O24 to the Chief
Secretar5r's Cell at csshqf)smail.com (Contact Person: Sh. ITQ, Phone No.:
t234s6l

5. Sh. / Smt. MNO, MD, Infrastructure Development Authority, Govt. of MNO

NOTE: This is a sample format. All facts, figures, issues and projects discussed are totally fictional a],Id
meant for guidance only.
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5

S. No. Agenda to be dlscussed Sileaabr Time dlowbd
1 Opening remarks by the Chair Chaii 05 minutes
2 Overview of the problems of .MSMES

by Pr. Secy., lndustries
Sh / smt.

Kyz
05 minutes

J Presentation by Director, Indlrstries Sh/.Smt
DEF

. 15 minutes

4 Govt. of India intervertions =
Overview by ..(egio.nla.l Director, '

MSME Ministrv

' Sh / Smt.
GHI.

05 minutes

5 Presentation by Sdcretagy,
Institutional .Finallce on problems
relating, to financing of MSMES by
Public Sector Bariks

Sh-/ Smt
"JKL

10 minutes

6 Inputs . from MD, lnfrastnicture
Developmeht Authority on ways to
raise funds py floating infrastructure
bonds.

Sh / Smt.
MNO

05 minutes

7 Discussion Open
House

l5 minutes



Annexure B

Subject: Integration
Departments
integration.

F. No.026 / Ol / 2026-Sw- VI
Government of XYZ

Department of Industry
Main Secretariat, ABC

Minutes of the Meeting

of various Independen! Porlals
and sharing of data including

of
the

the
API

Reference: PPI received from Department of Industries on 24.02.2025 via
email.

Venue : Chief Secretary's Conference Room, Main Secretariat

Date & Tirne of meeting: 25.02.2025 / 03:30 PM (Thursday)

A meeting was chaired by the.phief SecretarJ{.on the aforementioned
subject on 25-02.2025. The list of participants is annexed.

[Background / Purpose / Procedural Guidelines etc.]r

2. Welcoming ttre participalts and introducing the new participants, the
Chief Secretary, in his opening remarks, explained tl.e importalce of the
meeting and gave a .lrief background about the agenda. He informed the
participants'that a week ago, the Principal Secretary (Industries) met him and
expresSed hiS concern tliat the State Single Window portal is not yet
functionally .o;ierational due to the inability or unwillingness of the
Departments to share the data. This concern is what has prompted this
meeting. He tl.en requested the Principal Secretary (Industries) to make the
presentation. He urged tJ:e participants to note down their thoughts which
they mi.ght have and spare their comments tiII the presentation is over, rather
than interiupting the flow of the presentation.

[Opening Rimarks / Presentation / Introductlon]

3. The Principal Secretary (Industries) gave a brief background on the
evolution ald working of the State Single Window System which was launched
on 2O2O. However, he expressed his concern that even after 5 years, the
Single Window System is still not functional in the tme spirit. He mentioned
that the purpose and advantages of the Single Window was to irnprove

r Portions as in square brackets I lare given to indicate the staldard format and need not
necessarily be written as such in the minutes.

NOTE: This is a sample format. All facts, frgures, issues and projects discussed are tota.lly frctiona.l and
meant for grridance on-ty.



transparency, elimination of multiple logins, reduction in monopoly of existing
service providers, auto population of t1:e data leading to reduced data entry
by users / businesses etc.

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

(r) The major concern of the various departments is the safety / security
of t]le data. He assured the Departments that the data on-boarded
with the Single Window System is totally secure and is protected by
multiple layers of fire walls and various otherSafety features as
enabled by the NIC in terms of their SoP.

(iil He informed the participants that services rendpred un$'er the Single
Window System have already been notified by the Central
Government (Ministry of Electronics.. & Information Technolory)
under Section 4(4[bxii) of the Aadhar .Aet, 2076. Thus,. tle
Departments can use ttre Aadhar based authentication for rendering
various services, benefits, subsidies etc to,tJ eir beneficiaries.

(iii) He further informed that linkirig tJ:e portal with Aadhar has enabled
the State to auto populate lot of data availeiQle with tJle UIDAI and
the user is spared of entering repeaJbd data already available with
the State Governmen!: ,F_le emphaSized..that this will be a big step

(iv) The Department of IT haS already notified'the SoP for data sharing
and unless the entire SoP is followed the data sharing would not be
functional. The full cycle API integrdtion is essential for providing
smooth seririces to the users. j ..

(v) He mentioned,that while some of lhe Departments have on-boarded
with the Single ., Windoy .ald certain services have been
operatior-r4ized, mdny impoitant Departments like Department of
LAbour, Department of Education, Department of Health and
Department of U.rban Development yet to integrate their portals with' thp Single Windciw portal. He pointed out that all tlese Departments' ,are:i4portant in so far as ttrey deal with general public at large.

(vi) Closing his preseptation, the Principal Secretary (Industries) urged
'the Departdreqt! to extend due cooperation in making the Single
Window portal fully operational.

[Responses / Discusslonsl

5. After.the presentation, the Chief Secretary invited the participants for
their responses.

(i) Department of Education: The Secretary (Education) pointed out
that t]:e data available with the School Exa'nination Board is very
sensitive and cannot be shared outside tJ:e Board's ecosystem. The
Department is presenfly struegling with fal<e matriculation
certifrcates and such otJrer malpractices. Therefore, such data
cannot be on-boarded on to a portal which is exposed to multiple
departments and multiple users. However, as regards tJre

NOTE: This is a sample format. All facts, figures, issues and projects discussed are totally frctional and
meant for guidance on-[y.



integration of various DBT schemes / subsidies given to students,
these may be integrated on the Single Window System.

(ii) Deoartm ent of Hea-lttr: Secretar5r (Heaith) gave a brief background
of tlee numerous services and mentioned that the Department
provides 15 services to the citizens. He is not sure whetler the
Single Window portal can address issues of medicine disbursement,
indenting and medicine purchase including tJle various services /
subsidies provided by the Health Department through various
outlets which ralge from Health sub-centers to tJ.e Medical
Colleges. However, he will carefully go into the issire and see how
many services can be integrated with the Single Window.

(ii4 Department of Labour: Secretar5r (Labour) iriformed that the
Department of Labour provides about 20 sbrvices to citizens and
business and might ta}<e sometime for them to integrate tJ:e services
with the Single Window.

(rv) Department of Urban Development: Secretary (Urban
Development) informed that their poftal 4eals with not or y
collection of property taxes but also addrebses the qitizen grievances
which come in huge numbers. They also opprate a call cei-rtre which
is linked to tJ:e portal and heriCb he expressed reservation whether
the Single Window portal can attend to tJre requirements of the call
centre where thousalds of calls are reieived on any particular day.
He however agreed {to depirte the vendgi with the Department of
Industries to explore the possibility of linking as many services as
possible.

[Conclusions 7 Acfier] to be takenl

6. After detailed discussionS, the follosring recommendations / decisions
were made: -

(i) The Chief Secietary observed that the sharing of data has to be made
' mandatory ald to that end, the State Government must take out a

, gazette making ,all the Departments to share t-I e data and API

-.integration mandatorily. He requested the Secretary, Department of
.IT to take out the gazette notification in consultation with the Law
Department.

(Action: Secretary, D/o IT by 31.O3.2O25f

(ii) Sharing the concern about data security, the Chief Secretar5r
dfected that NIC to conduct a multi-level security audit of the Single
Window Portal so that the data sensitivity issue raised by tJ:e
Department of Education is addressed.

(Action: Secretary, D/o IT and NIC by 31.O3.2O25)

(iir) It was also decided to draw the responsibility matrix for each
Department as to who should be performing what roles for
integration of the data. The Chief Secretary mentioned that ttre
Single Window has to be operational and functional within three

NOTE: This is a sa-mple format. All facts, figures, issues ard projects discussed are totally fictional and
meant for guidarrce ooly.



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

(Action: All secretaries by Bo.o6.2o2s]

(iv) Each Department shall nominate a Nodal Officer who along wit1: its
own vendor shall coordinate with tJ:e Department of Industries and
tJ:e Vendor of the Single Window portal. It was requested that these
details must be shared witJl the DeparLment of Industries by the end
of this month.

(Action: All Secretaries by 2A.O2.2O251

(") Lasfly, the Chief Secretary reiterated the importance of this agenda
and mentioned that for the sake of EoDB / EoL;'the Single Window
of the State must be fully operation"L+q .JI the services, eit]rer to
citizens or businesses, must flow from that portal. To ensure.the
'imely operationalization of t],e Single T{indow, portal, he shall be
reviewing the progress of data ,sharing oh a forh{jhtly _basis. He
requested the Principal Secreiaiy (lndustries) to call this meeting
again, to be chaired by tlre Chiif Secreta{/ himself, at regular
fortnightly intervals, till the Singl'e Window is fully operational.

. (Action: Secretary, D/o Industriesf

The meeting ended with Vote <if Thairks to the Chair.

NOTE: This is a sample format- All facts, figures, issues and projects discussed are totally frctional and
meant for guidalce only.
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F. No.026l01/2026-Sw- VI
Government of XYZ

Departrnent of Industry
Main Secretaiiat, ABC

Annexure 81

Copy No.- of 12

Subject: Integration
Departments
lntegration.

Minutes of the Meetine

of various Independent . Portals
and sharing of data including

of
the

the
API

Reference: PPT received from Department. of Industries on 24.02.2025 ia
email.

Venue : Chief Secretary's Conference Room, Main Sbcretariat

Date & Time of meetlng:
,..)
25;.02.2025 / o3:3o PM (Thursday)

The meeting wa's chaired by the Chief Secretary on the aJorementioned
subject on 25.02.2025.. The list of participants is alnexed.

2. The Principal Secretary (Industr.ies) argued tJ:at the subject matter at
hand is sehsitive as it inv,o.l.y-es data sharing by the departments. He

mentioned that many .dbpartments feel that the data is either very sensitive
or too-large to be integrated with tl.e single portal

3. Th; departments were requested to express their concerns and
anxieties regarding bring-ing / sharing their data by way of an API integration.
The depagqents then argued about the safet5r of their data and the sensitive
nahriC of tl.e sa:ae. It was even mentioned by one department that the data
if goes outbide its ecosystem, it can be misused by fraudsters.

4. In thb'subsequent discussion, while agreeing with the concerns of the
various departments, it was also emphasized the need for data integration is
vital for the sake of t.I.e stated objectives of EoDB I EoL. It was felt that if
adequate precautions and multi-level security infrastructure is in place, the
issues raised by the departments can be adequately addressed.

NOTE: This is a sample format. A.ll facts, frgures, issues and projects discussed are totally llctional and
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5 Based on the deliberations, the following action points emerged:-

(t) The sharing of data has to be made mandatory and to that end, the
State Govemment must take out a gazette notification making all
the Departrnents to sha.re the data and API integration mandatorily.

(Action: Secretaty, D/o IT by 31.03.2O251

(ii) To address ttre concern about data security, it was decided that NIC
should conduct a multi-level security audit of the Single Window
Portal so that the data sensitivity issue raised is addre.gsed.

(Action: Secretary, D/o IT aad NIC by 31.o.3.20.251

(iiil It was a.lso decided to draw the responsibility matrix for each
Department as to who should be performirig what roles for
integration of the data.

(Action: All "secietaries by 30.O6.2025)

(rq Each Department shall nominate a Nodal,,Officer who along with its
own vendor shall coordinate wi'th the Department of .Industries and
tJ:e Vendor of the Single Window.portal

(Actlon: AlI Secretdries by 2a.O2.2O251

(v) Given the importanfe of this agenda'dnd to ensure the timely
operationalization of the.Qingle Window pgrtal, the progress of data
sharing shall be reviewed on a fortnightly basis by the Chief
Secretary.

(e.9Eon: Secretary, D/o Industriesf

the meetiqii ended with Vote of Thanks to the Chair.

NOTE: This is a sample format. All facts, figures, issues arld projects dkcussed are totally frctional arld
meant for guidalce only.



Annexure C

DEPARTMENT/TL SELECTION COMMITTEE FOR SELECTION TO THE
POST OF E:KECUTTVE DIRDCTOR IN XYZ

KSSC F No.2/6/2O24-AAS

Minutes of the Meeting of the Selectlon Committee constituted under
Regulation 12 ofthe ABC Senrice Regulations 1972 fot selection to the
post of E .ecutive Director in X\IZ.

The Committee met at New Delhi on 15.11..2ob4 at 03:00 PM. The
following were present:-

S.No. Name & Designation Committee
1 Sh. / Smt. Secretar5r,

Dlo _, Govt. of 

-.

Chairperson

2 Sh. / Smt. Joint Secretar5r,
D/o 

-,

Govt. bf r''
Member

3 Sh. / Smt. 'Direptor,
D/o 

-,.Govt. 

of '
Member

4
Secretary, o/o ._=Fo"t. 

of 

-.

Member

5 Sh. / Smt. Under
Sbcretary, D lo 

-, 

Govt. of 

-.

Member

6 Sh. / Smt. External Expert

2. The post of Executive Director in XYZ is falling vacant on 31.72.2024.
Upon the retirement / relinqtishment of Sh. / Smt.

3. The Ccimmittee were infcirmed about the vacancy of the Executive
Dii,ector arisilg shortly and there are 18 numbers of applications have been
igceived,against the vacancy.

4. i'; . Ttie Coinmittee were also informed that the basic eligibility requirement
for the irost of Executive Director as per the Guideline / Rule notified vide
notification No.105l / GAD dated 13.O2.2O2O is as under:-

a) Minimum length of service should be 30 years;
b) Clear from the vigilance angle;
c) A minimum of 2 years residua.l service before superannuation

5. The Committee were further informed that as t}le overall assessment of
an officer calnot be withheld because of non-availability of ACRs, a minimum
of at least 5 years of ACRs immediately preceding the last financial year
should be available. Where aly ACR of an oflicer is missing or tl:e ofhcer has

NOTE: This is a sample forEat. AII facts, figures, issues and projects discussed are tota.lly fictional and
meant for guidance ooly.
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been on training, then the preceding ACRs may be taken uP so as to ensure
that at least 5 years of ACRs is available for assessment.

6. The Committee were further informed t]lat ttre Selection Committee has
to go through the records of eligible officers and make their assessment after
deliberating on the quality of the officer as indicated in the ACR. For making
an overall assessment, the Committee is not to depend solely on the gradings
but are to make independent assessment.

7. The Committee were informed that, of the tota-l 18 appliCations, the
following 9 offrcers / applicants have deparlmental proceedings / criminal
proceedings pending against them. These are as under: -

S.No. Name ,'
I Sh / Smt.
2 Sh / Smt.
c Sh / Smt.
4 Sh / Srit.
5 sh/ Smt,.'
6 sh/ Smt..
7 'Sh / Smt.
8 Sh'/JSmt.
9 Sh / Smt.

9. After -carefuI deliberation and considerable scrutiny of the service
record, woik experience, ACRs / APAR gradings, vigilance status and their
suitability ,for the post, the Committee recommend the following panel, in
order:df merit:-'.i
.i,i'

1.,.Sh. / SFt= --, Date of Birth, Desig-nation
' 2. Sh. / Smt. : , Date of Birth, Designation

3. Sh.' / Smt. _, Date of Birth, Designation

(Signature of Mem6er) (Signature of Member) (Signature of Member)

8. The Committe_e'noted that out of the,18 applications received, 9 names
mentioned in para 'T lcannot bi considered drie to lack of vigilance clearalce
and as such they do ncit-i.n eet.tlri6-'bligibilily. criteria.

(Signature ot Member) (Signature of Extemal Member) (Signature of Chairman)

NOTE: This is a sample format. All facts, figures, issues and projects discussed are totally fictional and
meant for guidance only.



Annexure D

Governmeat of Iadia
Ministry of

Kartavya Bhawan, New Delhi

Minutes of tJre Expenditure Finalce Cornrn ittee (EFC) /Standing Finance
Committee (SFC)/ Public Investment Board (PIB) / Delegated Investment
Board (DIB) meeting held on 22.01.2025 in the Conference Rbom" of Ministry
of to appraise the project "Upgradation of existing slngle lane
stretch of NH 14O1P from Govindpur - Dhatampuri kiloneters 127 to
kilometer 267 ltotal length - 14O kmsl to two lane paved shoulders in
the State of XltZ on EPC mode".

List of participants is enclosed as AnnexurG I.

2. The project proposal mentioned above is to be.executed by the PWD
Department of the State of XYZ ard t}re,project propqsal was placed before
the DIB / SFC / EFC / PIB meeting held under the chairinanship of Sh. /
Smt.-, Secretary, Goverhme{t of KYZ'.

3. The Chairman welcomed the . partitipants and requested the
Department to make the pre"eftation. Eefore the presentation, the Secretary
of PWD Department madp an opening statement about the brief contours of
the project and stressing.the 'imporJairce -of the project urged the Committee
to appraise tt"re se+e. Thereafler, the Ghief Engineer was asked to make the
presentatioin.

4. The Chief Engineer, Government of XYZ made a presentation on t.I.e
.project details and mentioned that NH l4OlP as a total length of 366 kms.
and the bame is propbsgd to be developed in 3 packages. The details of the 3
packhgeS ard, as under:-

Package, Section Length (in kms.)
1 . Govindpur to Haripur 123
2 Haripur to Santalpur 120
3 Santalpur to Dharampur r23

4.1 Background: The Chief Engineer further briefed the Committee that the
proposal was earlier taken for appraisal or 23.11.2024 ald was considered
previously by the EFC ald was deferred rvith tJ:e direction that the entire

NOTE: This is a sample format. All facts, figures, issues and projects discussed ale totally fictional altd
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corridor should be re-assessed in the light of the missing links at Gaduli
byepass Zara section and Kandhwa section.

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

4.3 Sallent Features: Thereafter the Chief Engineer presented tJ.e salient
features of tl.e project. These are as under:-

,r,:.., ,4.4 Theribfter, the Chief Engineer mentioned that the land acquisition, wild
life clearancb arrd environment clearance is not required ald as such there is
no formalities to be completed in this regard. Regarding t]:e forest clearance,
he mentioned that the same will be required ald for the Stage-l clearance,
tJ:e procedure has already begun.

4.5 Tolllng details:- The Chief Engineer presented the tolling plan on the
project stretch. He mentioned that in the earlier EFC meeting, it was decided
that the toll plaza proposed in ttre scope of work may be reviewed aJter
conducting a traffrc study on the project stretch. The study has been

NOTE: TNs is a sample format. AII facts, figures, issues and projects discussed are totally fictiona-l and
meant for guidance only.

Particulars Details
Terrain P1ain Terrain
ROW Existing ROW - 12-30 ml'Prdposed ROW - 20-30

m
Length 165.585 km.
Bypass / Realignment 1 No. [2.1 km.(!p 24.500 - km 26.600l I I 13.95

km.
Tralfrc 1183 PCUs at km'0+450; 3144 PCUs at km 112 +

690.(J-uiie, 2023 Census) 
"

Bridges Major BriJigrir-l:O2 (frew consliuction-02)
Mlrlo. Brilge .- . 37 ,.(new construction- 16,
rd6onstructiori-2 1) !

Culverts 54'(riew constr.tiction : 34, reconstruction: 120)
Junctions Majoi liunction - 8;. rhinor junction - 52
Retaining / Toe Wall 31.73hl31.040km
Toll Plaza 2.io..at kri 17:it5o and km 9z7io
Bus sheltdis 36'BiiS Bay with shelters at 18 locations
Truck lanr$ye 6 truak.,ldi bye at 2locations
Wayside ah-enities 300 m x 200 m at L<n, 92.600
w 'Methl Bb1in Crash
Barrier / Three' Metal
.Bbam Crash Bariiei.,-. .

[3.65 km / l.l2knl

Contract. Pdriod 2 year constnrction period followed by 5 years
maintenance period



completed and accordingly, the tolling plan has been prepared and the same
is now included in the project.

4.6 Cost Break up of various components:-

S
No.

Description Cost as per
circulated EFC
Memo (Rs. in Cr.)

Amended cost as
per above
discussions in
EFC (Rs. in Cr.)

1 Length 165.585 km 165.585 km
A1 Civil Construction Cost

excluding missing links (A1)
475.99 47,3.54

A2 Total cost of utility shiftine (A2) 13.s0 t2.86
2 Total civil cost of the project

(A1+A2)
489.49 +86.4O

3 GST @ 18% of (A) 88.-'11 87.55
4 Total civil cost including GST s77:6,0 573.95
5 Contingencies @ lo/. of (All

above
4.76 4.74'

6 Agency Charges @ 3o/o of (ALl
above

74.28 L4.2L

7 Supervision charges @ 3?/o of
(A1) above .."1,,'., .

'74.28 t4.21

8 Price escalati ol @ 5o/o dt (2,
above + 18% GST) ..

28.88 28.70

9 Post . 'Construction
maintenalce. ,'bharges .&r 5
years @ 2.5%:5i!.(A1) ,+1 18%
GSTI

L4.O4 13.97

10 Supervisi6r,r.. 
-c- 

hargris l'on utitity
shiftiirg '"',, 'i.';

o.64

11 Totil]Centases {5 jlO) 76.24 75,83
t2 ,.Total Capitat Cost (2+ 11,1 653.84 650.42

+..7 Justificatlo!: Completing the presentation, the Chief Engineer
nlehtioned,that tl1g:,plojebt is a vita-l link between the two national corridors
lini<ingthb'North East. Subsequently, this project shall evolve into a major
trade'ibgte with the neighbouring countries for which a separate project
linking the; region with the Bay of Bengal is separately under consideration.
Therefore, ttri,, s project has a potential of varying tJle economy of the entire
region as well as providing sea route access to the states in the North East.

4.4 Drone Footage: Finally, the Chief Engineer showed the drone footage
of the proposed stretch to the Members of tJ'e Committee in order to sensitise
the Members about the nature of the terrain and the challenges of tl.e project.

NOTE: This is a saEple format. All facts, figures, issues arld projects discussed are totally fictional and
mealt for guidance only.



5. Comments and Obsenrations of other Departments: After the
presentation, the Chairman invited the comments of observations of other
Ministries / Departments.

5.1 Plannins Board: The Advisor, Planning Board mentioned ttrat the drone
footage suggests that the terrain is very challenging and the project is of
immense strategic importance and therefore involves the Ministry of Defence
whose comments would be very important.

To this, the Secretary, PWD informed that the local Armed Forces
Commarrder has been consulted right at ttre planning stage itSelf ahd the DPR
also was prepared in consultation with the freld formatioqs. The concerns
raised by tJ e local Army / Paramilitary Units has already been incorporated
in the project.

5.2 Finance: Joint Secretary mentioned that the trafhc study supports the
viabitity of the project but it is not certain whether tlie maintenaace worllfl be
recovered entirely from the tolls so generated. He'requbsted that the.tolling
rates must be in keeping with the maintenance cost as well as the ability of
the people / users to pay. The local 'Government' and ttre i'ocirl people's
representative must be taken in confidence:before the,project is,made tollable.

The Secretary, PWD noted the concdrns eipressed dnd agreed that once
tJ e project is approved from th'e Committ6e, the construction on toll plazas
will begin only when every stakehblder is.on-board. '

5.3 Forest & Environment The Joint Secretary, Ministries / Departments

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

NOTE: This is a sample format. All facts, figures, issues and projects discussed are totally fictional and
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of Forest & Environmeirt raiseil the con'cern ttiat the forest clearance would
require compensatory . alloristation ard for that purpose, whether tJ.e
Department has idEntified tJ:e land or not.

The Secretary, PWD Tintioned.th-at ihe land has already been identifred
in consultation wifh the locat adminisLation and as soon as the project is
approved, ilue amoun!:.sha1l be.degosited with the forest department.]'.,.
6- 'Remaiks of the Chairman: The Chairman observed that this project
hgs.been suf-ficiently remqdeled in the Iight of t]re previous observation of tl:e
EFC. Hq expre.sSed satisfaction at the traffic study, but suggested that the
dgta indigated i*,.trf g"m" study may be further subjected to third party
ari{i!. 

-s.q 
that' the tralfrc figures are as robust as carr be. He hoped that t}re

project will indeed fulfil the justification as forwarded by the sponsoring
aepartiiiEirt.

7. Recd mendatlons of the EFC: AJter detailed deliberations, the EFC
recommended the project "Upgradation of existing sirrgle lane stretch of
NH 14O1P from Govindpur - Dharampur, kilometers 127 to kilometer
267 ltotal length - 14O kms) to two lane paved shoulders in the State of
X\IZ on EPC mode" subject to the following conditions:-



7.2 The traffic study, in tJ:e meantime may be again subject to the third
party 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 involved.

8. The meeting ended with the Vote of Thanks to t1:e Chair

NOTE: This is a sample format. All facts, figures, issues and projects discussed are totally fictional arld
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Annexure E
Government of XYZ

Department of Innovation & AI

Stakeholders Consultatlon

Mlnutes of the Consultation Meetlng of Stakeholders ln person and in
virtual mode to dlscuss the Start-up Applications on O6.O8.2O24 at O3:OO
pm at Conference Room, IRPA, New Delhi.

Meetlng Agenda - To discuss the awareness in the Start-up ecosystem zrnd
encourage more applications from the Start-ups in th6'AI.& ML Sector under
the Start-up incentive scheme.

Chalrperson - Sh. / Smt. _ of tJ:e _ (Osganization) chaired. the
meeting.

Participants:-
Stakeholders present in person (signed attendErnce copy enclosed)

1. Sh. / Smt. XYZ, Organization ----
2. St,. I Smt. AEIC, Organization ----
3. Sh. / Smt. DEF, Organfa(rin ----
4. Sh. / Smt. GHI, Organ2ation ----
5. Sh. / Smt. JKL, Organization -.--
6. Sh. / Smt. MNO, Organi2ation ----

Stakeholders present iri,irirtual mode (Webgx)
1. Sh. / Smt. QRT, Organization ---.
2. Sh. /,Smt.$TU, Orgalgizg,tion ---
3. Sh. / Smt. DEF, Organization ----
4. 

.Sh. ;/_Smt. RST,'.Q- rganizatign ----

Intr. oduction- by IRPA:-

1.. Tlie'.Member'Secrbtary of IRPA welcomed the participants and asked
theStak€holbers to introduce themselves. After the introduction, the Member
Secrelaiy outlined the agenda of the meeting and urged a-11 the stakeholders
to spedk ,tlrpir view so that no one is left out.

'.1..t;:l''
2. Theretrfter, the Member Secretary made a presentation outlining the
challenges regarding the Start-ups. He mentioned that the lack of adequate
applications in the sector has resulted in poor utilization of the funds lying
under the incentive scheme for the Start-ups in the AI sector.

Salient points discussed: Every stakeholder was encouraged to speak. The
Chairman requested that the stakeholders should confrne to a.n upper time
limit of 5 minutes so tleat everybody gets a chance to speak. Based on the
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discussions and ttre inputs of the stakeholders, the discussion points are
summarised as under:-

1. It was pointed out by Sh. / Smt. GHI that the stakeholders in the
ecosystem are unaware of the schemes presently offered by the Department
of Innovation arld hence there is lack of response. Sh. / Smt GHI requested
that t]1is scheme needs more visibifig and adequate IEC (Information,
Education & Communication) initiative.

2. Sh . / Smt. DEF raised the issue of the clarity on the approyal and the
nature and quantum of the incentives. Sh. / Smt. DEF requested that
approval mechanism needs to be simplifred so that the Start-ups are aware of
the effort required to enroll for the incentive scheme.

3. Sh. / Smt. RST, on VC, raised the issue..that the meetings under the
incentive schemes and other important events aie not told to all- ihe
stakeholders in advance. Wherever a notice is sent, tl.e period is very short
making it impossible for stakeholders to join at such. a shqrt notice.

4. Sh . / Smt. QRT emphasised the;negd for mcirp transparency in the
approved applications ald t.I:e incentiv.es disbursed. There is need to
constantly engage with the appt'oypd Starlrrps db-out their progress so that
the Govemment / Departmdnt cdii" intervene whereyer tJ.e Start-ups are

Closing Remarks by Chairman: The Chairmair welcomed the suggestions of
the stakeholders aria requested the Member. Secretary to take note of tJ:e
consensus points and . proceed accordingty. He also urged the Member
Secretary to hold the stakeholderq bonsultation meeting more regularly.
Lastly, the Chairman asked.if any other stakeholders want to make any point
or raise an-.iSsue in ad.di-tion to the qforementioned.

Outcome:- After careful deliberations artd listening to all the stakeholders
on,the major jssues at hand, following were tJre action points:-

l.r It whs felt tlqt this scheme procedures need to be simplffied requiring
less of d<iiumentation and certiflcation.

,,'.,;.51-.:

2. It lfas also decided to go for intensive awareness about the scheme
particularly .in..tJ:e social media so that there is enough awareness in the
youth.

3. The Industry Associations must be on-boarded and tJ:e incentive
scheme must be shared with them so as to ensure more response.

4. An FAQ of possible questions may be drawn about the whole scheme
and be shared with all the stakeholders and ttre industry associations.

NOTE: This is a sa.Eple format. All facts, figures, issues and projects discussed are totally hctional ard
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5. The Start-ups whose applications have been approved must be
constantly engaged and one-on-one sessions must be considered so that ttre
Department comes to know of the challenges being faced by them.

6. All the stakeholders consultation meeting must be video recorded and
tJ.e same may be uploaded at the website for future reference and wider
coverage.

The meeting ended witJ. the Vote of Thanks to tJle Chair.

NOTE: This is a sa.mple format. All facts, figures, issues and projects discussed are totally fictional arld
Eeant for guidance only,
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SubJect

Date & Time
Venue

Annexure F

Strictly Conlidential

Record of Discussions (RoDl

Changes in the proposed SOP in the State
Agricultural Roadmap
26.06.2025 at 12:3O PM
Conference Room, Main Secretaridt, Govt. of
MQT.

Agenda PPT received from ttre Ddpt. of Agriculture, .Gbvt. of
MQT

Partlclpants 1. Chief Secretar5r, Gov.t of MQT .

2. Secretary, D/o Agriculturei .Govt. of MQT
3. Secretary, D/.o.Rural Development,.Govt. of MQT
4. Secretary, D/o Irrig'ation, Gow. of MQT
5. Secre'tary, D/o'Minor Water Res, Govt. of MQT
6. Sh,/Smt GHQ, External Expert

The meeting on the aforbmentiongd sutiject was chaired by the Chief
Secretary.

2. At the outset, tlit: Chief Secrbtary welcomed the participants and
introduced the Ex,ternal Expbrt. He emphasized that this meeting is purely
internal to'the Departrirent aid therefore there will no formal minutes drawn
as the issrie at hand: iequires many more rounds of discussion before
formalizing,the policy on.the Agricultural Roadmap. Thus, the proceedings of
the.'meeting would be minuted as RoD and shall be kept for the internal use
of the D/o Agrfculture. Thereafter, the Chief Secretar5r requested the D/o
a.gnguttqe 

fo 
make the iriesentation.

3. t+The Secretary, D/o Agriculture made the presentation and flagged the
issues cotcerning the new Agriculture Roadmap. He delineated the following
challenges on which guidaace of tl:e group and the Expert is required before
any substantial policy is presented to the Chief Minister. These issues are as
under; -

3.1 Drrration of the Roadmap: 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 years as well.

3.2 Aqriculture Incentive Scheme: The Agriculture Secretar5r emphasized
that the present incentive structure needs to be revisited and has to be aligned

NOTE: This is a sarlple format. All facts, figures, issues and projects discussed are totally lictional and
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with the farrn 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
cauliflower, potatoes, mushrooms etc. Therefore, the incentive policy must
take note of the fact that the State continues to remain surplus in these
agricultural items and exports it outside.

3.3 Mechanisation S: The Agriculture Secretar5r 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 of lald.
In that light of the matter, the Govemment has to come up with the subsidy
scheme for small tillers and such other equipment which arb helpful in sowing
and harvesLing. For that purpose, the Govt. also needs to.engage with the
banks, particularly the Gramin Banks so that the incentive Schemes are
properly implemented.

Follow-up:-

The meeting ended with Vote of Thanks to the Chair.

NO[E: This is a saEple format. A.ll facts, ligures, issues and projects discussed are totally fictional and
mealt for guidance only.

Based on the facts mentioned in the p?esentation arrd,rtl-re discussions, the
following action points emerged wherein the D/o Agriculture in coordination
with other departments shall proceed furtheir.,

1. The Chief Secretary desired that tJle. agriculture roadmap of other
States may be studied and looking {t t}re-pec-uliarity. of the State of MQT. The
duration of tJre roadmap,,sfO1rrld be delided: r. '

2. It was decide-{'ilrgt ,., Expert Grotp.under the chairmanship of Sh. /
Smt. GHQ be constituted by the D/o Agriculture who shall go into the
incentive scheme relatir.rg to agriculture items identified by the D/o
Agriculture. f'he ibmmitiee submit the report within two months.

3. As regards, intro-ductioi: of the new subsidy scheme, the D/o
Agriculture tirill take uir the matter with the Secretary, D/o Institutional
Fin5nce and the D/o Cooieratives who shall come up with the action plan on
p'roviding subsidy for mechanisation of agriculture.

4. . .The Chief Secr6tary requested ttre Secretary, Agriculture to hold t1:e
next r,our. rd of discussion within a month so that the issues at hand may be
further diScussed more rigorously.
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