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20 g I an directed/to say that as per instructions o
h 1ssuedfin1para€2(E)aothha“Politipal‘and—Servioe5¢Dopartment ' it A
‘ Circular letter No,537l-Gen., datsd 27.,3,1965 addressed to fHIE
(- all Secretaries onithe subject noted above, the memoranda for R T
' ‘the Cabinet meeting should keach the Politlcal and Services Lol AR
_ Department ‘atleast 4 clear days before the date of the LR
meeting in order to enahle tho issue of the agonda at loast . Sy
. 2 clear days before the date of.the meeting., In the cases. = = ~° T
of emergent items, the memoranda should be circulated to all o ‘f?7 |
-concernedgby;the"be artments and eopies required for the URAR.
Secretary to Cabinet should only be sent' in a sdaled covan il 1%,
to the Under Socretary to the Cablnet with/a small note AT :X\fé
explaining the circumstances under which ‘the emergency ' i - ﬁ??
“arose. As these instructions were not strictly followed all Y e
Sgerataries to Government were requested in this Department e
Tetter No. 22878(25) dated 17.11,1967 to rigldly follow the §
Sa1d Tns PYlevions TR et ket R ok L
diy . 2.'In spite of issue X of such instructlcns it is - i\
noticed that the members of the Council of Ministers are T -“
not getting a1l the memoranda circulated hy the Departments Al
concerned, /As: the existing procedure of circulating the Rl
“Cabingtwmégorandaghas not heen working satisfactorily it has | ]
« besn'decidedithat ‘the practice of i circulating the memoranda - ]p
‘to the members cfithe Council of Ministers dircctly by the : B/

" The administrative)

,adminigtghtiﬁéidépﬁr;mentatoncarned“should[stopmforthwith;. 5
{

epartoe nts should send sufficient =

numﬁaﬂﬁo@ﬁpopihgﬁo:ﬁ;fg;qabinet memoranda atloast 4 clear

days ﬁéfarq‘xhbﬂQ“%ﬂpﬁt¢meetingjsd'as ta enabloithe Political
and- Services Department to lissue agenda atleast 2 clear days
hefrre the Cabinet meeting., The nunbder: of coples of the
memoranda to-be sent to the Political and Services Department
may ba determined on the hasis of the following requirements.
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(i) For the Goveriaor - 2 cuples
é (i1) " Por the nmembers of the Council
% of Ministers .- 2 copies ench
¢ (111) For the officlal use of the P & S
Department - 10 copies

In no case the Departments should eirculate the memoranda
to the members of the Council of Ministers direet. In
eriergent cases the Departrents are, hewever, allowed to send
any neriorandum with the required number of spare ceples tn
the Under Secretary, Pnlitical and Services Department, in
charge of Cahinet n%lenst 24 hours refore the Cabinct
necting so that these papers will be circulated by the
Political and Services Depnartmant to the Ministers in the
Cabinet meeting and with the approval of Chief Minister

any such item can he taken up for discussinn in the Cabinet
necting as non-agcenda iten.

«~ 3. The existing practice of clreulating the
Cabinet memorandum by the administrative Department indiscri-
ninately to all Secretaries to Government should alsc be
stopped and the coples of the memorandum should only be sent
by the administrative department to the Secrotariecs of the
Uerirtrients actunT Iy concernod with Tho subpet ol tho
rnerio randun, e
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: 4. The memoranda for the Cabinet should be neatly
typed and cyeclostyled with the clear suhject heading, It

should be signed by an officer not helow the rank of Joint
Secretary to Governnent, It should be treated as rost
confidential and utrost secrecyshould be maintained in praparing
typing, eyclostyling and despatching the same. The
adninistrative department should, ensure that un-necessary '
coples riore thah the actual requirement should not be: cyclost-
yled and the nunber of copies cyelostyled should he serially
nunbered so as to account for its preper use. The administra-
tive department sheould alsc ensure from the Under Secretary,
Folitical and Scrvices Departrment that the merorandun
circulated by then is received in the P # 8 Deprartrent in time
and included in the agenda, : : :
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9. It is, therefore, requested that thesc
Instructions may kindly be scrupulously followed hercafter.
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Yours faithfully‘

i
1 p——
\ 4
/ / abd n ) 73

Additional Secretary tc Governrment,

Rehera/-



