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No. Q-1 I021/73/2026-HR(ICMR)/ E-Office: - 841 0424
Government of India

Ministry of Health and Family Welfare
Department of Health Research

IE

W,1 A 2nd Floor, IFRCS Building
1, Red Cross Road, New Delhi-1 10001

Dated: 12 .06.2026

OFFICE MEMORANDUM

Subject: Setting up of a committeeto identify and recommend candidates for
Padma Awards 2027.reg .

The undersigned is directed to refer to the D.O. letter dated 12.03.2026 (copy
enclosed) received from Shri Rakesh Kumar Pandey, Joint Secretary, MH A regarding
nomination for Padma awards to be announced on the occasion of Republic Day, 2027
and to say that this Department has decided to set up a Committee for identifying
suitable candidates and recommending the most deserving individuals for nomination for
Padma Awards 2027, keeping in view the body of their work and exceptional
achievements. The composition of the Committee is as under:

ICFairperson/Memberr nS
a irectorl ;cientist'ati :Fr }airperson

General, ICMR
aiamj2 Fr m: meair

me3 FrS
r meTDi:Tas

) mr

IS+ e:>

2. The following points may be kept in view by the Committee while recommending
the candidates for nomination to the Padma Awards:

( i) Persons recommended are pre-eminently worthy of the Awards. looking at their life-
time achievement. The criteria for selection should invariably be 'excellence plus' and
highest standards should be applied while recomrnending persons for these awards. The
existence of an element of public service in the achievements of the person
recommended for the award would be a desirable Factor

(ii) As the Padma Award is the second highest civilian award -of the country, it should
also be considered whether the recommended person has earlier been given any
National award or a State award in his/her respective field

(iii) Efforts may be made to identify talented persons from arongs! women, weaker
sections of the society, SCs & STs. di*/yang pe.'sons. etc., who deserve to be considered
for the award

(iv) The decoration is normally not corferred posthumously. However, in highly deserving
cases. Government could consider givirg an award posthumously if the demise of the
person proposed to be honourec] has been recen[, say within a period .of one year

qq~R\nPL Ray>
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preceding the Republic Day on which it is proposed to announce the award.

(v) A higher category of Padma Award can be considered in respect of a person who has
earlier been conferred an award, provided a period of at least five years has elapsed.
However, in exceptionally deserving cases, a relaxation can also be considered
(vi) Government servants including those working with PSUs, except Doctors and
Scientists, are not eligible for Padma Awards

3. Relevant references dated 23.03.2026 and 30.04.2026 received from MHA in the
matter are enclosed. A list of 2% top Indian Scientists as per Stanford ranking in the field
of Biomedical research, Chemistry and Clinical Research provided by ICMR is enclosed
which the committee can use as one of the sources for shortlisting the candidates'

+-

4 ICMR will provide the Secretariat assistance to the Committee.

5. This issues with the approval of the Secretary, DHR.

Encl: As above Digitally signed by
KARIVIARKAR -rusHAR ARUN
Date: 12-06-202 6 14 :48 : 54

(Karmarkar Tushar Arun)
Deputy Secretary to the Govt. of india

Email: tushar.arun@gov.in

To

1. All members of the committee

Copy for information to

1. PSO to Secretary (DHFR).

2. Sr. DDG (Admin.), ICMR

3. PPS to JS (MS)/JS(RK)

I
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secy-dg < secy-dg@icmr.gov.in >

hr>g+FJ
CA.III Section Cabinet Secretariat < ca3.cabsec@gov.in >
Fri, 12 Jun 2026 6:10:28 PM +0530

To "Secretary AGRICULTURE & FARMERS WELFARE"<secy-agri@gov.in>,''F:AJ ESH
KOTECHA"<secy-ayush@nic.in>,"Tejveer Singh"<sec.cpc@nic.in>,"Secretary
DoF"<fertsec@nic.in>,"Secretary Department of Pharmaceuticals"<secy-
pharma@nic.in>,'’VUMLUNMANG VUALNAM"<secy.moca@nic.in>,"Vikram Dev
Dutt"<secy.moc@nic.in>,"secy-ipp"<secy-ipp@nic.in>,"Subrat Das"<secretary- „ I /
posts@indiapost.gov.in>,''Secretary, Telecommunications DoT"<secy- J/ ) 1? 'I G
dot@nic.in>,"Nidhi Khare"<secy-ca@nic.in>,"Shri Chopra"<secy-food@nic.in>,"Dr. bW
Ara mane"<def?e?y@nic.in.>,"CDS SECTT"<cds. sect.t@gov. iF;,"Secretary A P aU
DP"<sdpns@nic.in>,"Samir Kamat"<secydrdo@gov. in>,'’Shri ' _
IAS"<secyesw@nic.in>,"Secretary DONER"<secydoner@nic.in>,''Secretary M/o

Earth Sciences"<secretary@moes.gov. in>,"Vineet Joshi"<secy.dhe@nic.in>,"Sanjay JdPF
Kumar"<secy. seI@nic.in>,"gecretaFylVeity"<secretary@meity. gov. id>,"MrTanmay z/ dH

5umar"<secy-moef@pic..in>,"vinay Kwatra"<psfs@nie.i[I>,"Ms enuradha PW”- X'/ \l
Thakur''<secy-dea@nic.in>,"V Vualnam"<secyexp@nic.in>,"Shri K. Moses ' z ’,#
Chalai"<secy-dpe@nic.in>,"Revenue Secretary"<rsecy@nic.in>,"Arunish w’ '
Chawla"<secydivest@nic.in>,"Secretary DFS"<secy-fs@nic.in>,"Secretary Animal k An
Husbandry and Dairying''<secyahd@nic.in>,"Dr Abhilaksh Likhi"<secy- t Wy >

fisheries@gov.in>,"Secretary MoFPl"<Secy.mofpi@nic. in>,"PUNYA SALt LA V
SRIVASTAVA"<secyhfw@nic.in>,"Shri Kamran Rizvi"<shioff@nic,in>,"Govind
Mohan"<hshso@nic.in>,''OLSECREI-ARY"<secy-Q1@nic.in>,"RAJENDRA
KUMAR"<secybm@nic.in>,"Secretary Housing and Urban
Affairs"<secyurban@nic.in>,"Chanchal Kumar"<secy.inb@nic.in>,"Ashok Kumar K
Meena"<secydws@nic,in>,"V. L Kantha Rao"<secy-mowr@nic.in>,"Secretary Labour
Employment"<secy-labour@nic.in>,"Secretary Legal Affairs"<secylaw-
dla@nic.in>,’'Secretary LD’'<secyoffice-Id@gov.in>,"Shri Rahate"<secy-
jus@gov.in>,"Shri Das"<secretary-msme@nic.in>,"Piyush Goyal"<secy-
mines@nic.in>,''Dr. Srivatsa Krishna’'<secy-mma@nic.in>,"Secretary MNRE"<secy-
mnre@nic.in>,"Vivek Bharadwaj"<secy-mopr@nic.in>,’'Umang
Narula"<secympa@nic.in>,"C)ffice of Secretary Personnel’'<secy_mop@nic.in>,"Ms
Nivedita Shukla Verrna"<secy-arpg@nic.in>,"Secy
PNG"<sec.png@nic.in>,'’Secretary MoPSV~.p'<secyship@nic.in>,"Pankaj
Agarwal"<secy-power@nic.in>,''ChairmanRailway Board
Railway Board"<crb@rb .railnet.gov.in>,"Secretary MoRTH"<secy-road@nic.in>,"Mr
Tirkey’'<secy-dolr@nic.in>,"secretary''<secyl-d@nic.in>,"Dr Rajesh S
Gokhale"<secy@dbt. nic.in>,’'SECRETARY DST''<dstsec@nic.in>,"Director
CSI R’'<dgcsir@csir.res.in>,"Debashree Mukherjee"<secy-msde@nic.in>,"V.
VIDYAVATHI'’<secretaryda-msje@nic.in>,"Secretary Statistics and Programme
Implementation"<secretary@mospi.gov.in>,"Shri IAS"<secy-steel@nic.in>,'’Neelam
Rao"<secy-textiles@nic.in>,"Bhuvnesh Kumar"<sectour@nic.in>,"Secretary
Affairs"<secy-tribal@nic.in>.’'Secretary Women and Child
Developrnent"<secy.wcd@nic.in>,"Pallavi Jain Govil'’<secy-ya@nic.in>,"CEC) NITI
AAYOG"<ceo-niti@gov. in>,’'PSAs Office"<office-psa@nic.in>,"Sudhansh
Pant"<secywel@nic.in>,"Dr"<dg.icar@nic.in>,’'DG ICMR"<secy-dg@icrnr.gov. in>

Ashish Kumar Bhutani"<secy-coop@gov. in>,"Secretary '

MCA"<secy.mca@nic.i.n:,"VIVEK AGGARWAL"<secy-culture@nic.in>,'’Shri _ f :pye

C

bt
Cc "Kavita Singh"<kavita.singh04@ias

Joshi’'<rnrunrnai.joshi@ias,nic,in>
gov. in>,"MRUNMAI

JL
\ 6/15/2026. 9:32 AM
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Respected Madam/ Sir, q

Kindly find attached herc:with a copy of this Secretariat's DO
letter No. 502/2/3/2026-Can. Iii da Led 12th June, 2026 on the
above cited subject, along with the 'Guide on Conducting Effective
Meetings’.

2. This Guide will also be available on the websites of National
Centre for Good Governance {NCGG) and Cabinet Secretariat with
the file name, " Guide on Con d tJCtil', g Effective Meetings" under the
tab heading, " Guides for Ci vii Servants'’ .

Regards,

CA.III Section,
Cabinet Secretariat
Seva Teerth. New Delhi
Ph.011-23019017

TwIT afawaqq© q8t+ qt Ta {--asea
quid quI & ufa uIjJj++dI atmFar ::

qfq©ral

2 Attachment(s)

DO letter dated 12 June, 2026
986.1 KB

Gc;de on Conducting Effective
15 :17 D/III
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CABINET SE(:R£TARY
GOVERNMENT (JF ItV 1 ) iA

D.O. No.502/2/3/2026-Cab. III

12++' June, 2026

be„'
As Cabinet Secretary, I have the pleasure of meeting many officers of all

services. whether posted in the Central Government or the State Government. Several
middle-ranking officers have told me that (while they are happy with the subject-matter
training, online and in-person), they feel a need for more practical guidance in so-
called “routine" matters, tailored to the Governmental/ public sector context. which can
help them become better administrators and managers.

2. “Routine”, 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
into set habits. In our office rigmarole, we tend to forget some of the basic precautions
or practices that we could follow in order to improve the quality of our professional
output. The habit of self-reflection and introspection and the ability to honestly reflect
on our day’s work. to look back on our failures and deficiencies. admit them and
improve upon them, can be valuable. It may be useful 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-reflection or self-
improvement?

3, if 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. It is only to say that we, as civil servants. must take care
of small things and see if, by changing them in our daily official routine. we can achieve
better output, or reduce our stress level, or both. These “small things” could range
from the way we conduct our meetings, the way we manage our time, the way we
communicate with peers, superiors or subordinates. the way we engage with our
visitors, or the way we motivate our team by trusting them and delegating to them
important responsibilities.

Cabinet Secretariat. Seva 'Feerth, Motilal Nehru MarK New Delhi- 1l 00 it
Tel.: OII -23016696. 23011241 Fax : 011-23018638 E-mail : cabinetsy@nic-in



i
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 is 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 no 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.

V.litt\ L LX+ wish CS /

LYOUrs sincerely

bA
End.: As above

(T. V. Somanathan)

All Secretaries to the Government of India

2



Cabinet Secretariat
Seva Teerth, Motilal Nehru Marg, New Delhi-110 Oll

+++++++

Guide on

Conducting Effective Meetings.

[This guide contains suggestions intended to assist ofPeers. It is not, and should
not be construed as, an instruction and ofjtcers are free to deuiate from it.
Needless to say, the suggestions herein, including the hypothetical examples
provided in the anrLexures, are not to be followed blindly or without reference
to context; there may well be situations in which they cannot, or should not, be
followed. In the event of any divergence between this guide and any formal
instructions of the Gouernment or other authorities, the latter will prevail.

The support of the National Centre for Good Gouernance in the preparation of
this guide is acknowledged.]

1. Background:

It is often said that F me take care of minutes, hours wi a take care of
themseltIes. Attention to small details in 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 the agenda or where the 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 efficiency 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 will realise that you often do not follow them
because they have become part of your “routine”.

2. Preparation for the Meeting

2.1 Puo : First of all, you should be clear about what
you wish to achieve by holding the meeting. Meaning thereby, the officer
should know 'why’ the meeting is being called and what 'outcome’ is expected
to be achieved; whether you want to:

Page 1 of 10



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 Meeting Essential?: Once the purpose is clear, you should think
whether a meeting is necessary or there are better ways of 'achieving that
purpdse. You should avoid calling a meeting if –

a. You can achieve the purpose thfough 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
may suffer from “herd mentality” and they may not come out with their
inspiring ideas in an open meeting because no one wants to upset the
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 Timing 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 can 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 Setting the Agenda:

a.

b.

The agenda points must be clearly defined in the notice of the meeting. Any
reading material relating to the agenda points must also be enclosed so
that the attendees read it and come prepared.
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 them to bring or send the data.
As far as possible, the agenda items should have a logical flow, for example
by scheduling related topics next to each other.
Assign each agenda item to a particular participant(s) .

For small meetings, the agenda may be relatively loose / unstructured but
for larger meetings, agenda should be highly structured so that the
deliberations are meaningful and productive.
For formal meetings, it may be desirable to indicate how much 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.
If the agenda items are likely to be complicated or challenging, then the
simpler items may be taken up first and complex items can follow.

C.

d.
e.

f.

g.

Page 2 of 10



h. Complex agenda may be broken down into manageable parts for smoother
deliberations

i. Complex agenda should not be kept just before / after lunch.
j. Ask yot+r subordinates to check that all equipment which is essential to

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

+

[A sample meeting agenda along with spcakers may be seen at Annexure 'A’1

3. Conducting the Meeting:

3. 1 Whom to Invite:

a+ Except in formal 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 and fast rules for deciding the size of a meeting. However, a
small gathering is best to actually decide or accoarplish 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 significance.
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 makers who might assist you in the decision;
ii. The people with information and knowledge about the subject;
iii. The people who will be required to implement the decision;
iv. The people likely to be most affected by the decision or such other

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

b.

C.

3,2 Initiating the Meeting

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 (if any) fixed in the rules (the minimum number of
attendees prescribed) is present; if the quorum is not present within a
reasonable (or prescribed) time, the meeting has to be adjourned.

b. Taking 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).

Page 3 of IO



C Context Setting and Breaking the Ice: While initiating the meeting, )'ou
may begin on a pleasant note and perhaps mention some interesting event
(not connected with the purpose of the meeting) to lighten the atmosphere.
Thereafter, you must introduce the participants {if they are first time
attendees) and then introduce the purpose and the expected outcome of
the meeting. If it is the first of a recurring meeting, in 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 that -

You wish to finish the meeting in a time bound manner.
You wish everybody’s participation, and new ideas would be highly
welcome. IAltematively, if the meeting is held to quickly convey
instructions without feedback, that should be made clear; however
even in such meetings you should welcome questions seeking
clarification for better understanding of the instructions.]
You would not allow interruptions and everyone should listen to
each other

You want a decision or just inputs from the participants.
You have certain constraints of your own (perhaps on account of
your own superiors) .

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 impoiite, a polite way of encouraging this is
for you to emphasize that you want to fInish the meeting on time and
hence you need everybody’s complete and undivided attention.

I

11

V

111 .

IV.

Vl .

Generally, in a meeting you should:
Maintain open communication with participants and address them
respectfully.
Encourage the participants to express their opinions freely.
Acknowledge their previous work, skills and accomplishments.

1

Empathize with their professional constraints and appreciate their
output.

U.

lb .

iv.

- 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 than one role, especially if the meeting is small or informal):

i. 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 take on the role of introducing the meeting
and laying down,the ground rules. The facilitator is a prominent role

Page 4 of 10



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 and disciplined.

8

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

The White Board: - it may be useful to keep a white board in
the meeting hall. You yourself, or the facilitator or minute
taker, may write down important points emerging during the
discussion. It should be ensured that the white board is visible

to the virtual attendees. Else, take a picture of the white board
and send it to all.

iiI . 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(s): These may be persons who keep the discussion
on track by offering their ideas. You may consider sounding these
Contributors beforehand so that they speak up about their
respectjve 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 other items, an expert may not be

necessary.

3,3 Maintaining Two-Way Flow: While maintnining the flow of the meeting
is your responsibility, you must take care of the following points:

a.

b.

C.

d.

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 aware that you are open to different ideas.
You should not allow louder / vocal attendees to dominate. Even the
quieter ones may be encouraged to speak up.
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f

g.

3.4 Avoiding Long Meetings: As a person chairing the meeting, you should
ensure that:

an

b.

C+

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

4.

4. 1 The minutes of the 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 irnplement 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: -

a.

ti

B

You should maI<c sure that your virtual participants arc 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 all 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 MH shortjy call
them out to speak,
During the entire course of the meeting, you should never forget the
“Golden Rule” of a good leader – “ Praise irt pubLic and criticize in priuate” .

Any deviation shauld be rare. and only with strong reasons and pre-
meditation, and not through casual or loose remarks.

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 the meeting in 30/60 minutes_
Excessively long meetings should be avoided. Typically, a meeting
should end in 60 minutes, though longer meetings may sometimes be
necessary.

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

Decision L Problem Solving Meeting: A typical meeting chaired by you,
which only requires a decision(s) to be taken or a problem to be
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addressed, could have a standardized format for preparing the minutes,
A typical standardized format is enclosed as Annexure 'B’
SMcliw_I_®£i_r_IB: 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’.

Expenditure Finance Committee Meeting: in meetings where a
particular project is discussed whether by an EPC or Public Finance
Committee / Standing Committee on Finance, the proceedings of such
meetings must be drawn differently. A format for such a proceeding
may be seen at Annexure 'D’.

Stakeholder Consultation: At times you may have to invite various
stakeholders from outside your department /. organization and
proceedings have to be minuted. In such case care must be taken to
record the opinion / feedback of the stakeholders. Format for such a
proceeding may be seen at Annexure 'E’.
Sensitive subjects: When dealing with sensitive matters, the possibility
of misunderstanding or misinterpretation of comments (e.g. if quoted
out of context) may need to be kept in mind. In such cases, minutes
may be more brief, and record only the main points of argument (albeit
enough to convey the logic and justification for a decision) and the
action points. Annexure B1 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 minute(i 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
prepare 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 'F’.

pI

b.

C

d

e.

[

5. Some specific types of meetings

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

5.1 Meetings where participants are all subordinates

Subordinates are often reluctant to speak frankly for fear of
contradicting the 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 the expression of a contrary opinion does not impede you in any way in
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whatever course of action you ultimatejy 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 mat' inform them that you welcome their views even if they are
contrary to yours, but \viII take the anal decision which should then be

sincerely followed by them. You may try to lighten the mood with some
pleasantries or humour. You may also specifically call upon the relatively
junior or shy participants and ask if they have anything to say. If you think
many of them are too shy to contradict you, ask one of your subordinates to
be the Facilitator, who introduces and largely conducts the meeting while you
listen. You can intervene at the end after all have had a chance.

The principle of starting on 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 same 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 the 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 that 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 careful 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 purpose, the agenda and
if possible (or if known in advance) the likely stand that will be taken by the
key participants. Depending on the importance of the meeting and the
contentiousness of the agenda, this briefing could be done a few minutes
before the meeting, or (if of 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 the
phone, and this can be useful in conducting 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 can 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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“I 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 inore neutral person), who can be given some time to come
back after a specified Lime 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
contrary 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 faithfully expressed the view.

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

5.3 Meetings intended for problem-solving

For such meetings, the hierarchical structure needs to be by-passed so

that staff of all different levels feel able to speak freely.

In such meetings, it is a good practice to invite people 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
those contrary to your own. Explicitly requesting contrary and contrasting
views helps those junior to you to speak more freely. If junior staff make a
good point, compliment them. 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 clari6cations, try not to give your own view until the end, or do not gjve
it at all; in the latter case you can summarise the main ideas and think over
the discussion after the meeting, before alriving at the next steps.
Alternatively, you could convene another meeting in which you can gjve 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 Meetings with non-government participants

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

'a

/b

t

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 they
are clearly put at ease and encouraged to speak frankly. A statement from
you that you are awaiting their 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 frankly,

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
and/or decide the plan 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 the points already made, or the required participants arrive
late or leave early, or the 'elephant in the room’ is deliberately not discussed,
then such meetings are Bad Meetings’. In such cases, a 'course correction’
may be necessary.

6.3 However, if in spite of all your efforts, you find that 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 llurTying’ 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, think of ways of
narrowing the differences and then reconvene the meeting.
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’ FWd: Regarding nomination at Additional Secretary level through ._ https;//mail.mgovcloud.in/zm/?aomService=wp&wpVersion=2bOd8.
\

Fwd: Regarding nomination at Additional
portal

Secretary level through SUPREMO
secy-
dhr < secyxihr@gov. in >

2 emails a

++ 926
Office of Secretary DHR < sec:

Tue, 16 Jun 2026 2:25:07 PM +0530

To

Cc

"Richa Khoda"<richa.khoda@gov.in>,"Manisha Saxena"<jsms-dhr@gov.in>,"Vivek Kumar
Daksh"<srddga.hq@icmr.gov. in>

"DG ICMR"<dg@icmr.org.in> #'f'q:r. I::: J....'i\f£7£ b3 X4*'

J/

============ Forwarded message ============
From: Section Officer ACC <accl.egOgW,in>
To: "advisor-dnh-dd’'<advisor-dnh-dd@daman.nic.in>, "ceo-niti''<ceo-niti@gov.in>,
"chiefsecretary" <chiefsecreta ry@ladakh .gov. in>, "chiefsecy"<chiefsecyJa>kerala.gov.in > ,
’'cspon" <aMr @nic.in>, ''cs"<a@aFLgov.in>, "cs"<aM.nic.in>, '’cs'’<a®np.nic.in>,
"cs"<cs_@punjab.gov.in>, "cs"<cs@telangana.gov.in>, "cs-andamannicobar"<e&
andamannicobar@gov.in>, "cs-arunachal"<cs-arunachal@nic.in>, "cs-assam"<cs-assam@nic.in>,
"cs-bihar"<cs-bihar@nic.in>, "cs-chd"<a-chd@chd.gov.in>, "adelhi"<csdelhi@nic.in>, "u-goa"<cs-
goa@nic.in>, "cs-hp"<cs-ha@nic.in>, "a-jandk"<cs-jandk@nic.in>, "o-jharkhand"<cs-
jharkhand@nic.in>, "cs-manipur"<cs-manipJ£@nic.in>, "cs-mizoram"<cs-mizoram@nic.in>,
"csngl"<csngL@nLcJn>, "oofficecg" <£soffice.cg@gwjn>, '’csoffice"<esof$£e@nicin >, "cso-
meg"<cso-meg_@nic.in>, "csori"<csori@nic.in>, "cs-skm"<cs-skm@hub.nic.in>, ''cs-tripura" <cs-
Hpura@nic.in>, "csup''<csup@nic.in>, ''o-uttaranchal''<cs-uttaranchal@nic.in>, "cs-
westbengal"<cs-westben93J@nic.in>, "defsecy"<defsecy@>nic.in>, "devmm-dd"<devcom-
dd@nic.in>, "dgicar'’<dg.icar@nic.in>, "dstsec"<dstsec@nic.in>, "fertsec"<fertsec@nic.in>,
"hshso"<hshso@nic.in>, "Ik-advisor"<Ik-advisor@gov.in>, "rsecy"<rsecyJ®nic.in>,
''sdpns"<dFW@nic.in>, "seccpc"<sec,c®g3nic.in>, "secpng" <sec.mg@nic.in>,
''secretary"<secretaryJ®meity,gov. in>, "secretary’'<secretary_@moes.gov. in>,
"secretary"<secretary_@mosF£gov. in >, "secretary"<secretaryJ®pharma-deFLgov. in >, "secretaryda-
msje" <secretaryda-msjg@nic, in>, "secretary-miorityaffairs" <secretary-miorityaffairs@gov. in > ,
"secretary-msme" <secretary-msme@nic.in>, "secretary-tourism"<secretary-tourism(®gov. in >,
"secydbt'’<secy.dbt@nic.in>, ''secydhe"<secy.dhe@nic.in>, "secyinb"<secy.inb@nic.in>,
'lsecymca"<secy. mGa@nic. in>/ 11secymoc11<secy. mac@nic.in>, 11secymoGa11<secy.moca@nic.in>/
"secymofpi’'<secy.mofpJg>nic.in>, ''secysel"<secy.seI@nic.in>, "secywcd"<secy.wcd@nic.in>,
"secy_mop"<secy_moE@nic.in>, "secy-agri"<secy3ga®gov.in>, "secyahd"<secyahd@nic.in>,
"secy-arpg"<secy-arp@nic.in>, "secy-ayush"<secy3yush@nic.in>, "secybm"<secybm@nic.in>,
"secy-ca"<secy-ca@nic.in>, "secy-coop" <secy-cooFX®gov.in>, "secy-culture"<secy-culture@nic.in> ,

’'secy-dea''<secy-dea@nic.in>, "secy-dhr’'<secy-dhr@gov. in>, "secydivest’'<secydivest@nic.in > ,
"secy-dolr"<secy-dolr@nic. in>, "secydoner"<secydoner@nic.in>, "secy-dot'’<seq'-dot@nic.in>,
"secy-dpe"<wyJF©g>nic.in>, "secy-dsir"<secy-dsir@nic.in>, "secydws"<secydws@nic.in>,
"secyesw"<wyesw@nic.in>, "secyexp" <WyHPJ®nic.in>, "secy-fisheries"<BEy-fisheries@gov. in> ,
"secy-food"<secy-food@nic.in>, "secy-fs"<secy-fs@nic.in>, "secyhfw"<'secyhfw@nic.in>, "secy-
ipp"<secyJpp_@nic.in>, "secy'jus''<secy:jus@gov.in>, "secy-labour"<secy-labour@nic.in>, ''secy-
mines"<secy-mines@nic.in>, "secy-mnre"<secy-mnre@nic.in>, "secy-moef"<seqf-moef@nic.in >,
I'secy-mopr11<Wy-moF®)nic.in>r 11secy-mawr" <My-mawr@nic.in>, 1'secympa11 <wyn@nic.in>,
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SEVA TEERTH,
MOTI LAt lIEHRU MARG,

NEW DELHI - iIQ011

Kavita Singh, IAS
Joint Secretary
Tel. No. 23018125

PB

\\

D.O. No.09/01/2026-CS(A) Dated: 15th June, 2026.

beel q4,M / h,
As you are aware, nominations for postings under Central StaffIng Scheme (CSS) and

Non- CSS at the levels of Deputy Secretary, Director and Joint Secretary are invited through
SUPREMO portal (bttps://supremo.dqpt.gov.in/).

2. It has now been decided to extend this online facility on SUPREMO for accepting
applications of officers for posting at Additional Secretary level also.

3 . Officers, who are empaneled to hold Additional SecretaryYEquivalent level posts in the
Government of India, are requested henceforth to send their nominations through SUPREMO
portal and to get the same forwarded online by the respective Cadre Controlling Authorities
along with the dadre clearance, to this Secretariat.

4. The online application form on SUPREMO portal also has a provision to indicate
preference of Ministries/Departments and station of posting. While efforts may be made to
accommodate the preferences indicated by the officers, actual postings will remain subject to
the availability of suitable vacancies, administrative requirements, and the suitability of officers
for the posts concerned.

5. 1 shall be grateful if the above decision is brought to the notice df all empaneled and

eligible officers for posting at Additional Secretary/Equivalent level at the Centre under your
administrative control

Hi rtA aaAtaxA
nerely,

(Kavita Singh)

The Chief Secretaries of all the State Governments/UTs

Secretaries to all the Ministries/Departments of Government of India.

Copy to :

1.

2

Establishment Officer, Department of Personnel & Training, Kartavya Bha\'an-03, New
Delhi.

NIC, DoPT with the request to upload this D.O. letter on DoPT’s website.

+



Fwd: Waiver of Security Deposit for New PNG Domestic Connection...

b.
https://mail.mgovcloud.in/zm/?fromService=wp&wpVersion=2bOd8..

Fwd: Waiver of Security Deposit for New PNG Domestic Connections in Government & Defence
Residential Townships

SRiy- < seqdhr@gov.in >
2 emails

\

tH(ISI 9})
( 71 6\vo£Office of Secretary DHR < secy-dhr@gov.in >

Wed. 17 Jun 2026 12:12:13 PM +0530

To

Cc
"Richa Khoda"<richa.khoda@gov.in>,"Vivek Kumar Dpksh"<srddga.hq@icmr.gov.in> /

_/A

''""--'"'"'"’ I T;r~o/
ilIn

=======.=====. FoIwarded message.= T========== e ( PeP)
From: Section Officer GP <s®kZtmg@nic.in> M)\T
To: "chairmanaffice'’<chairmanofnce@isro.gov.in>, ''chairman"<chairman@dae.gov.in>, "Secretary (DARE) & DG, v\- –/
ICAR"<dg.icar@nic.in>, "Secretary MCA'’<secy.mca@nic.in>, "Sanjay Jaju"<wydoner@nic.in>, "Mr Naresh Pal
Gangwar’'<Wyahd@nie.in>, "V Vualnam"<£e£yH£@nic,.in>, "V.L Kantha Rao'’<Wy-mowr@nic.in>, "Dr. Rajiv
Mani"<secylaw-dla@nic.in>, "ChairmanRailwayBoard RailwayBoard'’<crb@rb.railnet.gov.in>, "R
Mohanraja”<w)EL®rb.ratlneE,gQy,in>, "Secretary MoRTH’'<secy-road@nic.in>, "Dr Rajesh S
Gokhale’'<seqL@dbt.nic.in>, "Dr Saurabh Garg IAS"<secretan@mosF£gov.in>, '’Anil Malik"<secy.wcd@nic.in>, 'Tejveer
Singh"<sec.cpa®nic.in>, "Secretary Department of Pharmaeeuticals"<secy=pharma@nic.in>, "Sarnir Kumar
Sinha''<se£y,meGa@nic,in>, "Vikram Dev Dute'<secy.moe@nic.in>, "Commerce Office"<eSQffice@nit,.in>, ’'Secretary
DPIIT"<uyJp®>nic.in>, '’Nidhi Khare'’<my@@njc.in>, "Shri Sanjeev Chopra"<Se_Qhfood@nic,.in>, "Dc Ashish Kumar
Bhutani'’<wy-coopJ®gc,)v.in>, "VIVEK AGGARWAL"<Bey-culture@nic.in>, "Mr Rajesh Kumar Singh
Singh"<defsec)@nic.in>, "Secretary DP"<dpns@nic.in>, "Secretary DESW"<secyesw@nic.in>, "Sanjay
Kumar”<£ecy.seI@nic.in>, "Mr Tanmay Kumar''<wy-moef@nic.in>, "Ms Anuradha Thakur'’<secy-dea@nic.in>, "Revenue
Secretary’'<MyJ@nic.in>, "Dr Abhilaksh Likhi''<se£y-fisheries@nic.in>, "Secretary FPI''<£@y.mQfpi@nic,.in>, "PUNYA
SALJLA SRIVASTAVA"<Myhfw@nie,in>, "Office of Secretary DHR"<seoIFdhr@gov.in>, "Govind Mohan'’<hshso@nic.in>,
’'Srinivas Katikithala"<wyurban©nic.in>, "Chanchal Kumar’'<wy.inb@nic.in>, ''Secretary Labour Employmenf'<Bcy=
labOLHgintc.in>, "ShrI Bharat Khera Secretary, MSME''<secretary-msme©Hllc.in>, ''Vivek Bharadwaj"<Hy-moWnic.b>,
"Secretary MoPA"<se£ym@nie.in>, "Office of Secretary Personnel"<sea moFX®niC.in>, "Shri Vijay
Kumar"<se£ym®lnic.in>, "Pankaj Agarwal"<seMPQwe@nic.in>, ’'Rohit Kansal''<$eeyrd@nic.in>, "Debashree
Mukherjee’'<seqhmsde@nic,in>, "Sudhansh Pant"<secywel@nic.in>, "Secretary Ministry Of Steel"<secy-steel@nic.in>,
"Neetam Rao"<5ecy:!extile_5@nic. in>, "secretary-tourism"<Bgr£tB[y-tourisa!@nic.In>, "secy-tribal"<secy-tribal@nicJin>
"Secretary OL"<secyaonic.in>, "Shri K. Moses Chalai"<£egdpa®nic.in>
Cc: "Secy PNG"<sBLFng@nic.in>, "Shri Alok Tripathi"<j£gkpng@gov.in>, "Vikas Singh"<dLgp=png@gov.in>, ’'HOD
Monitoring"<had.mon@pDgrb.gov.in>
Date: Wed, 17 Jun 2026 11:50:01 +0530
Subject: Waiver of Security Deposit for New PNG Domestic Cnnnections in Government & [hfence Residential Townships
============ Forwarded message ============

.y
B{aLf'

Sir,

I am directed to forward herewith a D.O. letter dated 15.06.2026 on the above mentioned subject.

Regards,

Section Officer,
GP Division,
Ministry of Petroleum & Natural Gas,
Government of India,
Kartavya Bhawan-3, New Delhi
Tele No. 2401 1160/ 2401 1130

1 of 2 17-06-2026, 12: 12
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Government of IncIta

MInistry of Petroleum & Natural Gas
Kartavya Bhavan - 3. Janpath

New Delhi-110001
Tel.: 011-24011201. 011-240i12U2

E-mail sec.png@nic in

$TTIH ITTqH

Dr Neeraj Mittal
Secretary [f :' : f.if

q

b

D.O. No L-r6ol6/r9/2026-GP-I (E:56202)
June 15th, 2026U £}/ ““”“,

As you are aware, the Government is committed to increasing the use of
natural gas as a clean, economical and convenient fuel across the country.
Expanding Piped Natural Gas (PNG) connectivity in Government
establishments and residential townships can significantly contribute towards
this objective while providing employees with a safe, reliable and environment-
friendly cooking fuel.

In this regard, I am pleased to inform you that the authorized City Gas

Distribution (CGD) entities, namely Mahanagar Gas Limited (MGL),
Indraprastha Gas Limited (IGL), Maharashtra Natural Gas Ltd. (MNGL), GAIL
Gas Ltd. and GAIL (India) Limited have decided to waive the security deposit
for new PNG domestic connections--'}at-iiment and Defence residential

1 F:::p1 ][1E:t:T g a =: Jo\n e 0 ? 0 i?IIi 1[111•Jl[hA hi
Government residential colonies.

I would request you to kindly advise the organizations and residential
_colonies under your Ministry/ Department to take advantage of this limited-
period initiative and coordinate with the concerneng
Mconnecti6ns wherever the network is available.

I look forward to your support in promoting cleaner energy and advancing
our shared commitment towards a sustainable future.

latE q a-d'?

[ Dr. NfMMittal ]
All Secretaries tQ GQvernment of India



Scc itc>iI I)c>lie\ and procedure for appointment to posts filled ulldc... https://mail.mgovcloud.in/zm

[Secy-goi] Policy and procedure for appointment to posts filled under
the Non-Central Staffing Scheme in various Ministries/Departments secy- _ , M

Falling within the purview of the ACC - cance11ation of appointments dg < secY-dg@icmr-gov-in >
and debarment of candidates

-. -\%e}.n#' \hb

J 3\ kg-y D
Id.iC/cre'

JsC Rk)

Nitika Meena < nitika.1712@gov,in >

\

h. DH9b
U.L---'-

i ri, 19 Jun 2026 2:00:11 PM +0530
i-? /

To "secy-goi"<secy-goi@lsmgr.nic.in>

Cc ’'KUNDAN NATH"<knath.edu@nic.in> h
Respected Sir/Ma'am,

Please find attached herewith OM dated 18,06.2026 on the subject mentioned above

Thanks and Regards
EO(SM-II), DoPT,

HP At
Secy-goi mailing list – secy:goi@lsrrtgJ-.pjg in
To unsubscribe send an email to secy:9,'b+e]]19_@l§LD9UtiQ.in

1 Attachment(s)

appointment to posts filled und
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Immediate/Confidential
No.27/ 1 /2026-EO(SM-II)

Government of India

Secretariat of the Appointments Committee of the Cabinet
Ministry of personnel, Public Grievances and Pensions

Department of Personnel & Training
+

New Delhi, dated the F8June, 2026

jett

OFFICE IVIEIVIORANDUM

Subject: Policy & procedure for appointment to posts filled under the non-Central
Staffing Scheme in various Ministries/Departments falling within the purview
of the ACC - cancellation of appointments and debarment of candidates – reg

The undersIgned is directed to refer to this Secretariat’s OM No.27/2/2009-
EO(SM-II) dated 16,07.2009 (copy enclosed) on the subject mentioned above,
prescribing the following

(a) In case of appointments to Autonomous Bodies/Statutory Organizations/
Regulatory Bodies, the administrative Ministry/Department would take consent
from selected candidates before sending the ACC proposal to this secretariat

(b)

(C)

(d)

(e)

On receipt of the ACC appfoval to the proposal. the administrative
Department/Ministry would issue offer of appointment giving the candidate 30
days- time to join

If the candidate does not join within 30 days, the administrative
Department/Ministry would issue a 15 days’ notice to either join or to face
debarrnent, clearly spelling out the consequences of debarrnent.

If the candidate does not join even after that or submits unwillingness, the case
would be put up to the ACC for approval, before issuing debarment orders.

The period of aebarment would be 3 years. The candidate would be debarred
for consideration for appointment in all Autonomous Bodies/Statutory
Bodies/Regulatory Bodies for this period, except in the organization to which
(s)he belongs

(f) The concerned Ministry/Department and ACC Secretariat would maintain a list
of such debarl'ed candidates.

2. Vide OM No.9/23/2014-EO(SM-II) dated 22.08.2017 (copy enclosed) of this
Secretariat, the aforesaid instructions were extended to cover all non-CSS posts
Including those in attached and subordinate offices as well as ex-cadre posts within a

Ministry/Department. in order to have uniformity in the provisions for debarrnent with
respect to all non-CSS posts falling within the purview of the ACC.

3. The aforesaId instructIons have been reiterated from time to time while
examining proposals received from the Ministries/Departments. It has, however, come
to notice that in many cases. the Ministries/Departments either do not seek approval of
the ACC before cancellation of such appointments. or submit proposals only for
cancellation of appointments without invoking the debarrnent clause, or submit
proposals for cancellation and debarment without following the procedure prescribed
n the aforesaid OM dated 16.07.2009

Contd . . . 2/-
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4. It is, therefore, once again requested that all cases of cancellatIon of
appointments made with the approval of the ACC in Autonomous Bodies/Statutolv
Organizations/ Regulatory Bodies and all non-CSS posts including those in attached
and subordinate offices as weli as ex-cadre posts within a Ministry/Department and
their consequent debarment may be submitted for approval of the ACC. after
scrupulously following the procedure outlined in para 2(a) to 2(f) of the OM dated
16.07. 2009 referred above

Encl: As above

\,=\-,”
(Pallavi Singh)
Director (ACC)
Te}, 24010533

To:

All Secretaries
Ministry/Department
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No. 27/2/2009-EO(SM.II)
Government of India

Secretariat of the Appointments Committee of the CabInet
Ministry of Personnel, Public Grievances & Pensions

Department of Personnel & Training
++++++

New Delhi, dated the /63 iti, 2009

OFFICE MEMORANDUM

Instances of candidates who are selected and then approved by the ACC
for appointment in Autonomous Bodies/Statutary Organisation/Regulatory Bodies
after submission of their oonsent to join the said post but, not joining eventually,
has increased.

2. It has, therefore. been decided that following procedure should be
followed in such appointment(s) by the Ministry/DepaRrnent :.

(a) In case of appointments to Autonomous Bodies/Statutory
Organisations/ Regulatory Bodies, the administrative
Ministry/Department would take consent from selected candidates
before sending the ACC proposal to this secretariat.

(b)

(C)

On receipt of the ACC approval to the proposal, the administrative
Departrnent/Ministry would issue offer of appointment giving the
candidate 30 days time to join.

If the candidate does not join within 30 days. the administrative
Department/Ministry would issue a 15 days notice to either join or to
face debarrrnent, clearly spelling out the consequences of
debarrment

(d)

(e)

If the candidate does not join even after that or submits unwillingness
the case would be put up to the ACC for approval, before issuing
debarrment orders.

The period of debarrment would be 3 years. The candidate would be
debarred for consideration for appointment in an Autonomous
Bodies/Statutory Bodies/Regulatory Bodies For this period, except in

the organization to which (s}he belongs.

The concerned Ministry/Department and ACC Secretariat would
maintain a list of such debarred candidates.

(D

( P.K. Misra )

Secretary
Appointments Committee of the Cabinet

To

All Secretaries
Ministry/Department



No. 9/23/2014- EO(SM-iI)
GoVernment of India

Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

Secretariat of the Appointments Committee of the Cabinet
++++

North Block. New Delhi

22nd August, 2017

OFFICE MEMORANDUM

Subject Policy & procedure for appointment to posts filled under the non-
Central Staffing Scheme in various Ministries/Departments falling
within the purview of the ACC-Cancellation of appointment and
debarment of candidates - regarding.

The undersigned is directed to refer to this Secretariat's OM No.27/2/2009-
EC)(SM-II) dated 16.07.2009 vide which procedure and guidelines for cancellation of
appointment to the posts in Autonomous/Statutory/RegulatoFy bodies falling within
the purview of the ACC, consequent to non-joining of the candidates, and for their
debarment from further consideration for appointment in all

Autonomous/Statutory/Regulatory bodies, have been laid down.

2. The Appointments Committee of the Cabinet (ACC) has now directed that the
provisions contained in the above..referred OM dated 16.07.2009 be extended to
cover all non-CSS post including those in attached and subordinate ofRces as well as

ex-cadre posts within a Ministry/Department, in order to have uniformity in the
provisions for debarment with respect to all non-CSS posts falling within the purview
of ACC

a
XD\ t\ v\ Y

(Anand Madhukar)
Director (ACC)
B : 2309 2272

To

All Ministries/Departments (Secretaries to the Govt. Of India)

Copy to

NIC (for uploading on the website of DoPT}


