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Office Order No 02 of 2013

Attention is invited to Office Order No. 13 of 2011 'l'egardiﬁg the procedure for
preparation of ‘Note for consideration of Cabinet/Cabinet Committees’. The Office Order 1s
available on Railnet and IR official website under the link O&M of Secretary’s Branches.

2. Recently, Cabinct Sccretary vide his DO letter No. 1/3/8/2012-Cab dated 17.12.2012
addressed to CRB has drawn attention to the poor quality of Notes being submitted for
consideration of the Cabinet /Cabinet Committees. Cabinet Secretary’s aforementioned DO letter
which is self explanatory is enclosed for information and cornpliance.

3. In this coﬁnection, extract from the then Cabinet Secretary’s DO letter No. 1/3/8/2010-
Cab dated 23.12.2010 is also reproduced below for information of all concerned:-

“While the Secretaries of the concerned Ministries/Departments would be responsible for
ensuring the accuracy and the quality of the notes for the Cabinet/Cabinet Committees, it
has also been decided that défective notes received in the Cabinet Secretariat would nvite
displeasure of the Cabinet Secretary on the first occasion to the concerned Joint
Secretary/Director/Deputy Secretary/Under Secretary. On a second occasion, receipt of
defective note(s) from the same officer(s) will result in issuance of a récordable warning
and- any further lapse on this count, will result in initiation of disciplinary proceedings
against the concerned officers or their repatriation to the parent cadre and debarment from
any further appointment under the Central Staffing Scheme”

4, Detailed guidelines on preparation of note for consideration of the Cabinet/Cabinet
Commiiftee are available on Cabinet Secretariat’s website ‘cabsec.nican’

5. All concerned are requested to ensure strict compliance of extant instructions while
‘preparing notes for the consideration of Cabinet/Cabinet Committees.
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N6.2012/0&M/13/2, | ( K Krishnan)
Dated:9/1/2013 ' Joint Secretary/Railway Board
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All Officers and Branches in Board’s office and at Metro Bhawan, Pragati Maidan.
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CARBINET SEC RETA\RY

| N " NEW DELF
D.0.No.1/3/8/2012-Cab. i o December 17, 2012

Dear Shri Vinay Mittal,

| am constrained to wirite regarding the quality of Notes bemg submitted for
consideration oy the Cabinet and Cabinet Committees. Some of these Notes lack
clarity or are otherwise deficient. This is a matter of concern. :

2. in this connec,iion your attention is invited -to D.O letter No. 1/3/8/2010-Cab
dated 23.12.2010 from the then Cabinet Secretary to all the Secretaries in the
Government of India underlining the need for improvement in the quality of notes

prepared for consideration of the Cabinet/Cabinet Commiltees. -

3. You will appreciate that Cabinet proposals are the culmination of a leng drawn
out process and the guality of Cabinet Notes must reflect the rigour that has gone into
finalizing these notes. From the deficiencies noticed in the notes for the Cabinet/Cabinet

- Committees received in the recent past, it appears that more focused attention needs o

be paid to writing the Cabinet Notes at different lavels in the Ministries/Departments.
Some of the deficiencies noticed in the Cabinet notes could have been avoided, had
adequate ﬂttention been paid by officers at the middle and SUpervi isory levels.

4. The responsibifity for ensuring that the notes for Cabinet/Cabinet Committees are

as per instructions laid down by the Cabinet Secretariat lies with the Secretary of the
Wini lstry/Department. All necessary steps may please be taken for ensuring that the

Notes for the Cabinet/Cabinet Committees emanating from your Ministry/ Department
are of hgh quality and aiso free from procedural deficiencies. All officers in vour
Ministry/Department may be sensitized to see that the utmost care is taken by them
while ﬂnallzmg notes for the CabmeUCabmet Committees.

5. Fur*{her, in cases, where deﬂmenc;es are pomted out by the Cabiné‘t'Secretariat
or the PMO, urgent action should bé taken to remove such deficiencies. It would aiso be |
necessary that all officers of the level of Director/Deputy Secretary/ Under

- Secretary/Section Officer in your Mlmstry/Deparimem are deputed to the Workshops on

Writing Cabinet Notes periodically orgamzed at the 1ISTM, New Delhi.

6. [ loo.k forward to being appris'éd of the action taken in this regard.

with regards and \Wishing pow o Happy New Year,

Yours sincerely,

((e@ﬁ'ﬁ‘ﬂ'; Seth) -

Shri Vinay Mittal,
Chairman,
Railway Board,
Hew Delhi,




