Chapter 1

THE GOOD ADMINISTRATOR*
So many different functions have to be administered in so many different
situations in an advanced society that it is extremely difficult to speak usefully about
qualities generally characterising “good administrators”. In a particular individual one
particular quality may be so marked as to offset the lack of some other desirable attribute.
The relative importance of various qualities will vary with the institutional situation, too.
For example, a man who gets along with modest abilities in a long-established
organisation may fail dismally in a new position in a new organisation. Contrasting a
good military commander in the field with a good chief of staff in the national capital
further illustrates the varieties of administrative species.
Admitting the wide range of variables, some more or less generally requisite
qualities may be identified. Out of a dozen such attributes, an effective administrator
might usually be expected to have an assortment of seven or so. To see all twelve in one
person would be to see someone more than a good administrator – a superman, or a man
long dead. In actual practice, individual shortcomings can be overcome in large
organisations by constituting administrative teams with members whose qualities
complement each other.
Some qualifications not peculiar to administration must be assumed to begin with.
Without basic character, other attributes are insufficient. The good administrator has a
high loyalty to his institution, involving a willingness to yield a good deal of himself to
its discipline. Aside from the self-interest of income, in public administration there is a
special opportunity for a sense of dedication with altruistic and idealistic significance.
There are also loyalties to particular programmes, functions and professions. Sometimes
satisfaction of sense of craftsmanship in institutional performance is an important feature
of emotional motivation.
After character and motivation more strictly administrative capacities are to be
considered:
(1)

*

The most crucial single qualification of this sort is, I think, willingness to assume
responsibility. In the case of Presidents, Prime Ministers and Cabinet members
the administrators with party as well as public responsibilities – I am inclined to
put the requirements as something more than willingness to carry heavy
responsibilities. These persons who must campaign publicly be popularly elected
and publicly accountable need to have a special zest for public life and public
responsibilities; perhaps – “positive eagerness for public responsibility” is the
phrase I seek. To want it too much is a weakness that leads to personal
deterioration, but not to want it positively is a weakness that reflects inherent
incapacity for this peculiarly public role. For professional civil servants simple

Extract from the Book entitled “Public Administration for a Welfare State by Paul H. Appleby.
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willingness to accept responsibilities is probably best; it reflects sober selfconfidence that avoids the pitfalls of an inflated ambition. Yet this willingness
must include courage, a readiness to take risks, a dynamic attitude, not simply an
ability to play things safe or to attend to details. Mere tidying things up (“housekeeping” it has been called) is not administration. The fact that it is less easy for
me to recall really good administrators among civil servants in the United States
than to recall good ones who were political appointees probably has its chief
explanation in this distinction concerning courage and a dynamic attitude.
Willingness to take responsibility is much rarer than most people are inclined to
believe. The greater are the responsibilities of a position the fewer are those who
would actually wish to fill it. Many would like the higher income the more
responsible position often yields. Many would like the status thought to be
associated with the position. Many would like the recognition of merit that
accompanies promotion, and would dislike being passed over in favour of
someone else. These things often cause persons to seek positions they would for
every other reason prefer not to have. Such attitudes are indicative of
administrative incapacity.
Their frequency also probably reflects some
malformation in our systems of compensation and recognition, since there surely
are many important and worthy functions besides those of administrative
character.
For the purpose of our present discussion, however, the point is that those who are
most likely to carry responsibilities effectively are those who do not run from
them and yet know that responsibilities are heavy. They are the ones who know
administration to be full of troubles and yet find it challenging and rewarding in
itself.
(2)

Perhaps the second basic attribute of a good administrator springs naturally from
the first. It is demonstrated growing power – a steadily enlarging ability to deal
with more problems, more varied problems and more diverse people. President
Woodrow Wilson is often quoted as having said that “all who come to
Washington who had unbroken records of personal growth and no records of
personal swelling, the Washington performance would be a much more
completely gratifying one than it has been in the past. Growing capacity is more
subject to identification than practice has generally demonstrated, even though
there are no fool-proof guides. And growing capacity in subordinates can be
nurtured by good administrators.
An ability to capitalise largely on relatively slight experience is of the essence of
growing power. Some people become more and more preoccupied with and
confined by their particular experiences, while others are caused by particular
experience to gain insights in other directions than those actually traversed.
Those of the second sort have a certain capacity for generalising what they see
and do, without becoming dogmatic or too prone to verbalise their learning too
glibly. This characteristic may be described as a wordly-wide, actionist form of
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what in more cloistered and verbalising individuals becomes, or closely
resembles, philosophy.
(3)

As this discussion has by now suggested, a good administrator is one with a
strong bent towards action. He has discovered the importance of excellence, and
will often be highly reflective, but is one with a sense of urgency, one who keeps
his eye on deadlines and on his personal responsibilities for action; he is one who
is likely to feel that his thinking is a by-product of his involvement in action. His
mind may be of a quality and type unsurpassed by any other kind of mind, yet its
orientation toward action and its scope will sharply differentiate it from that of
“professional intellectuals”. He and high type political leaders will prove striking
examples of classical French remark about “the superior person”, “He is not a
specialist”.

(4)

A good administrator needs to be upto a point, a good listener; beyond this point
he needs to be a good initiator of that to which he listens. This is to say that he is
one who asks searching questions, the answers to which will importantly illumine
the problem before him, and illumine it in term of his peculiar responsibilities.
Even the ablest of subordinates tends to discuss a problem in terms of his own
involvement in it. The administrator next higher should not deal with it only in
terms of the subordinate’s concerns. He listens in part to get the subordinate’s
view, of course. In another part he listens in order to identify things not said
which may be crucial to his responsibility; he needs then to inquire about these
matters. His questions will reflect his exposure to larger parts of his organisation
than any particular subordinate regularly deals with. They will reflect also his
exposure to larger publics and correspondingly significant wordly wisdom.
The subordinate’s view, in contrast, will be confined to narrower, more
specialised functions. The subordinate is likely to lose some of his bearings
because of his preoccupations with techniques or other particulars. The good
administrator is one whose questions turn attention back to the organisations’
basic purposes as related to the particular matters under consideration.

(5)

A good administrator is one who has learned how to be unusually effective with
people. He is skilled in avoiding personal offence, in seeing how to placate and
when to offend, and persuade. This means that he has quick emotional
perceptions. For this very reason he avoids membership in or reliance on cliques,
and for the most part is in one sense merely impersonal and fair towards
individuals, yet in another sense he is considerate, loyal and defensive of
colleagues and subordinates. This is to say that he has no favourites, no cronies,
but is, quick to see and respond to special opportunities to be helpful.

(6)

A kindred point is that a good administrator is one who prefers to have around
him the ablest people he can find. He builds his own strength by building the
competence of his organisation – not by demonstrating how he can tower above
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incompetents. He praises good performance in preference to offering criticism of
mistakes. If criticism is really called for, it is offered privately and as
inoffensively as possible.
(7)

It is only a step to the next point. A good administrator uses his institutional
resources rather than relying too heavily on himself.
The organisation as a
whole can produce a vast amount of information that will be importantly useful to
him. It can offer many ideas, and many judgements, the fruits of many kinds of
experience. It can and will do more of these things if he exhibits great hospitality
to ideas, information and judgement.

(8)

A good administrator is one who aims at effectiveness and avoids using
power or authority for their own sake. Using them readily when his responsibility
requires, he will usually keep power in reserve, available for the exceptional case.
He will prefer to avoid issuing “orders” in favour of ratifying subordinate
proposals, stimulating the unauthored groups’ conclusion or suggesting courses of
action. He will especially avoid making decision others should make and equally
avoid making decisions before they are needed. Thus, often his decision will be
not to decide but to postpone action, to refer the problems to others, even though
when a personal decision is required he will make it promptly and without
intentional ambiguity. For decisions made individually and for those made by
subordinates alike, he will assume definite responsibility.

(9)

A good administrator has self-confidence that enables him readily to confess
ignorance and personal fault. The incompetent administrator gets himself into
frequent trouble by pretending to knowledge he does not have and by trying to
justify his own least justifiable actions.

(10)

A good administrator does not discourage, but positively welcomes, reports of
troublesome things lest they reach unmanageable dimensions before he hears of
them. He passes on reports of such matters to higher authority in terms varying
according to the nature of the difficulty but he is especially careful to report
factually on things that may seem to reflect shortcomings on his own part.
Nothing else helps so much to earn the confidence of his own superiors and his
subordinates. Weaker, less competent administrators paint a too rosy picture of
themselves and use subordinates as scape-goats. Others easily see their
weakness.
In reporting trouble, the administrator makes clear in certain instances that it is for
information only, with no action then recommended or desired. In cases where
action is due, he reports the problem and reports his own remedial action, or
presents possible alternative actions and indicates which one seems to him to be
preferable. In other words, he avoids both panic and unwarranted non-chalance,
avoids merely spreading gloom, carries his full share of responsibility, and
assumes responsibility for assisting his superiors find problems solutions.
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(11)

(12)

A good administrator is a team-worker. He deals with “subordinates” in a manner
showing them the same kind of respect he gives to his “superiors”. They are all
important to each other. He is considerate of others, but never “soft” and never
gullible; he is a hard task-master, but a fair one. He upholds subordinate
responsibilities exactly as he wishes his own to be upheld.
A good administrator tirelessly pursues means of improving administration of all
for which he is responsible. He is hospitable to suggestions for improvement. He
is an initiator in asking new questions about performance and about seeing new
ways to appraise what is going on. While one of the duties of an administrator is
to enforce conformity with established routines, in the interest of systematic and
synchronized action, he also has a special responsibility for the improvement of
work ways, and a working perspective especially fitting him for the task.
Bernard has said, “The higher the positions in the line of authority, the more
general the abilities required”. Yet the usual tendency will be for an executive to
be the prisoner of his past, more limited, preoccupations, His “thirteen years of
experience” may be only one year of experience repeated thirteen times. Getting
out of prior experience what is significantly relevant to a position higher up or to
a different functional situation is extremely difficult and uncommon, rather than
something to be assumed because of present position.
Because institutions have vitality and momentum, high-ranking executives
happily adjusted in an organisation may not be notably competent. They may be
passengers, carried on, perhaps unconsciously by associates and the organisation
as a whole. Further promotion may be unwarranted, and transfer to some entirely
different field of action may be the height of unwisdom. No one’s equipment can
automatically and commonly include experience in jobs not held, and ability to
lead persons in those jobs the executive has not held is the pre requisite to his
promotion or transfer.
A distinct step-up in achievement in one job after another, success in markedly
different types of jobs in different institutions; revitalising a deteriorating
organisation’ success in starting and heading an entirely new organisation where
there is no special advantage in patents, size of capital resources or the like; and
success in crisis – these, progressively in this order, are extraordinarily
convincing of an executive’s virtuosity. But all of these elements of proof are
only rarely available.
Many administrators in private organisations would be disposed to insist that
almost every thing said up to now in this discussion applies as much to private
administration as to public administration. Except in terms of degree of
application this is true in private organisation conducted within nations which
have well-established political democracy. In other words, as government,
increases its democratic character it exercises – for the most part indirectly – an
influence complicating and humanizing private administration.
Political
democracy changes popular attitudes towards private administrative practices,
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changes mass expectations, and gradually strengthens the bargaining position of
employees in relation to employers.
To see this we have only to recall the pictures Dickens gave us of life in England
as experienced by the masses only a century or so ago. English people at that
time had a few basic and until then most unusual – political rights, but they were
not yet living under a government that was “a well-established political
democracy”. Both feudal attitudes and royal powers were still strong. Even if
technologies had been more advanced than they were, and total income of the
society thus made sufficient to elevate mass standards significantly, it is likely
that most of the gains would have gone then to the already privileged. It was a
period when the almost unchallenged economic rationalisation was that of laissezfare. This was the ruthless and arbitrary reality that Marx saw, and the advance of
technology alone would not so soon or certainly have refuted him as did that
advance coupled with the strengthening of political democracy.
The United States was somewhat sooner committed to truly popular sovereignty,
but until the ideal of “republican” government evolved into a more thoroughly
and frankly democratic form, private administration in my country in retrospect
is seen to have been shockingly ruthless. In my-lifetime I have seen enormous
changes in the private scene.
Most injections of compassion and the manners and methods conducive to good
morale have come as indirect consequence of aspirations specifically served by
governmental and political process. Private organisations have responded to
changed expectations of employees and clients in manifold, subtle ways. But
they have also responded to particular standards written into law and imposed
upon them by a government popularly responsive because it was popularly
responsible. They have acted also in concern lest failure to act would lead to
further governmental regulation or intervention.
The callousness with which industrialists still exploited child labour at the turn of
the century has given way to universal school attendance to the age of about 16,
school lunches and a host of other welfare programmes. Employer liability for
injuries of employees, unemployment insurance, old age pensions, in-service
training and establishment of collective bargaining are only a few of the items
now achieving equities almost undreamed of century ago. These things mean that
the modern definition of a “good administrator” in private institutions has come to
have considerable human and social content.
R.A. Gordon’s study of Leadership in Large Corporations in the United States
makes vivid the fact that corporate goals have become so numerous in the most
thoroughly “capitalistic” nation, and involve so many values other than profits,
that corporation executives now a days are highly confused. Their concerns are
greatly affected by employees, community and public attitudes. Even so, private
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responsibilities and involvements are and will ever be, much more narrowly
confined than those of government.
Therefore, the qualities generally distinguishing good administrators as I have
listed them in the earlier part of this discussion seriously understate the
requirements for public administrators. Everything required of competent private
administrators is needed in public administrators in still larger terms.
No one may be confidently expected to be an able public administrator merely
because he has a reputation as a private administrator. Most of the dismal failures
I have seen in public posts were appointed to them because of their repute as
private administrators. These few who made the shift successfully had had more
than an ordinary
amount of prior association with things and people
governmental. Even so, all of these few were startled and shocked to find how
very much of their time and energies had to be expended in dealings direct or
indirect with legislatures, executive colleagues, governors and citizen groups
engaged in agitation.
This is implicit in democracy. The basic principles and structures of democracy
probably cannot, and probably should not be fully utilised in large and important
private organisations.(Sydney and Beatrice Webb, socialist thinkers, saw part of
the problem when they asserted that members of cooperatives should lose their
votes when employed by them). In any case, the public scope is wider and more
complicated than the scope of any private responsibility. A good administrator in
a democratic government post, therefore, is one who – beyond the qualifications I
have emphasised earlier – needs to have a high respect and sympathy for political
processes and political leaders. Lack in this area is widespread, and it is one of
the most serious of all possible shortcomings, for it is the scope of politics that
differentiates democracy from all other government forms.
There are no strong drives characteristic of human beings which democratic
government can fail to take into account. This is why the problems dealt with by
government exceed the capacity of sheer intellect or of skills merely technical.
The craftsmanship of democratic government is essentially a social skill.
The career, “non-political” public servant may be socially skilful with his fellow
workers, but even with them he is preoccupied with a special responsibility that is
much less than commensurate with the general society or the general public
interest. For society at large and for the general public interest there are no
brokers so skilful, so widely exposed, so accountable as the party politicians.
While internal competition and coordination will enable the bureaucracy to
overcome the worst excess of their pre-occupations, this is sufficiently
accomplished only under the discipline of control by politicians through the
medium of party responsibility. This discipline is handicapped at the national
level in India because of ministerial and parliamentary remoteness from the actual
interchange between administrative organs and citizens. This remoteness results
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from the extraordinary way in which administration of programmes crucial to
national policy is assigned to states.
The good administrator – politician or civil servant – does not try to “act like a
politician” or to “act like a good administrator”. Real political performance and
good administration are not to be seen in plays on stage or screen; they can only
be simulated there. The true politician behaves in a political way because he is a
politician. The good administrator acts with competence because he is a good
administrator. (How the two got that way and are continuing to get that way is
another story). One can only be one’s self. But no one can be a really top-quality
administrator in democratic government without having respect for political
processes and political responsibilities.
Structural changes should usually be arrived at in an orderly and evolutionary
fashion, but in the context of a general continuity sometimes some drastic changes
of an important sort become necessary.
I illustrate by speaking of India although I believe what I say has equal
significance in every nation seeking rapid advancement.
The first administrative necessity for independent and socially revolutionary India
was to utilise the best available institutional sub-structure. That was clearly and
emphatically the Indian remnant of the Indian Civil Service and its associate and
subordinate services. I should like to testify, to, that in any judgement the best of
the individuals comprising this institutional facility were and are the equals of the
best in any other nation, with the average in responsible positions generally rating
also very high.
This long after independence, however, it is important to keep in mind the
limitations of old structures and work ways as well as the enormously increased
dimensions and changed character of the programmatic work-load here.
The basic institutional pattern of administration here still has many distinctly
British features. Much of all this contributed significantly to the generally high
quality of the Indian government. But for present needs structural and procedural
changes, and many changes in attitude, are certainly in order.
I agree with the relevant point, if not entirely with the supporting argument made
here recently by an American colleague. He said that if the British had been as
able administrators as many have thought them to be neither India nor the United
States would be independent nations today. This is more persuasive in the case of
the United States than in the case of the India. Concerning India, granted that the
United States had in fact started the procession to independence. I doubt that
better administration could have done any better than in the end to make the noble
exit the British did make, and enlist India as a highly important member of the
Commonwealth as it did.
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The general point, however, is that the British pattern of administration, even at
home, needs change in a changing world and its pattern of administration in India
needs more rapid and extensive change than has yet been achieved.
A part of the past success and eminence of British administration was a product
of military competence and naval supremacy, and another part derived from a
feudal history and the consequent fact that British diplomats and administrators, at
home and in other countries with strong feudal traditions , spoke in the traditional
voice of authority. Success so achieved won further success, of course.
There was more to it, of course. The British, like the Persians and the Romans in
other long-enduring empires, in the last century confined colonial power to its
essentials and enlisted local leaders in the hierarchies. Their administration of
law was in some respect harsh, but there was in it a respect for fair process that
was impressive.
For a wide variety of reasons, only some of them “administrative”, Britain has a
deserved eminence. It is now as for a long time distinguished by persons of high
abilities, social and political spirit, cohesion and political adaptability that reflect
extraordinary maturity and argue for the nation’s long survival.
Yet British administration has changed significantly, in the quarter-century I have
known it. And changing internal social conditions foreshadow and require further
change. Anyhow, a system British-designed cannot at all be expected to serve the
growing needs of independent India as well as system designed by Indians and
imaginatively and continuingly developed by them.
A foreigner may be permitted in so friendly a country to suggest that the original
transition has been so well made that the time has come for administrators in India
to demonstrate in special measure one of the important capacities of good
administrators – the capacity to improve institutional structures and work-ways.
This requires knowledge of structural variations in various kinds of effective
institutions and considerable understanding of factors contributing to
effectiveness and popular accountability, all pointed first of all at insuring
national success, national capacity to subordinate and coordinate local egoisms
and specialist egoisms. Unification of many of the special “services” here into a
major general civil service would be, in my opinion, one convincing and
important demonstration.
Coming when they came, and in the form in which they came the constitutional
commitments made by the new Indian nation are heavier than those ever
undertaken elsewhere. Anywhere such principles and goals might have been
established even so recently as 1920, their exactions of administrator would have
been unprecedented. Today they are staggering. The improvements in
administration that are needed would be impossibly difficult if they were carried
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on in the spirit of programmatic “detachment” so often invoked on behalf of Civil
Service irresponsibility. There is no such thing as a “good administrator” who has
no deep sense of emotional involvement in the programmes adopted by the
government. In India there is no such thing as a good administrator who has no
deep sense of emotional involvement in the programmes adopted by the
government. In India there is no such thing as a good administrator who is not
thoroughly attached to the Welfare State commitments to which the national
Constitution binds all who claim to be public administrators.
The heart of administration is the management of programmes designed to serve
the general welfare. The people do not look to governments to conduct civil
service examinations, carry on budgets and other such things often erroneously
referred to as “the administrative”. These things are incidental to administration.
The people look to governments to carry on programmes of general benefit and it
is the conduct of these programmes that is the proper focus of administration. A
good administrator is programme-oriented. The higher he goes, the more
programmes he has to take into account, give himself to and at the same time
restrict and balance in terms of each other and in terms of resources available to
use in them. But for him, the results to which his every action is dedicated are
results of popular value.
“Public officials are the trustees of the People”.

- Gover Clevelant
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Chapter 2

OFFICE MANAGEMENT
1.
Hours of Attendance: - The normal hours of attendance for the offices of the
Government of India located in Delhi are as follows:
Group –A

Ministries and Departments of the Govt. of India as specified in
Schedule I of the Government of India (Allocation of Business) Rules,
1961
All working days
Lunch Interval

Group –B

1.00 PM to 1.30 PM

All other offices of the Government of India
All working days
Lunch interval

2.

9.00 AM to 5.30 PM

9.30 AM to 6.00 PM
1.30PM to 2.00 PM

Offices will remain closed on Saturdays and Sundays. Any member of the
staff may, however, be required to work outside office hours if the state of
work in the office so demands. Every member of the staff is expected to be in
his/her seat and to start work by 9.00 or 9.30 A.M., as the case may be unless
special permission for late attendance has been obtained. Half a day’s casual
leave is to be deducted from a Government servant’s casual leave account for
each day’s late attendance. Late attendance upto an hour on not more than
two occasions in a month may be permitted by the competent authority if he is
satisfied that it is due to unavoidable reasons.
Half a day’s casual leave in the forenoon or afternoon may be allowed to a
Government servant on prior application. The practice to leave office early
with permission should be discouraged.
Attendance Register(i) Arrival -The Attendance Register in form S.37 will be maintained in
each Section. Every Member of the staff should, on arrival,
enter in ink clearly his/her initials together with the time of
arrival against his/her name in the relevant dated column
against the letter ‘A’. The register should be initialed by the
Section Officer (or, in his absence, by the senior most
Assistant present) at the bottom of the dated column on the
last page for the current month, in token of scrutiny. At 9.10
or 9.40 AM, as the case may be, the register should be sent to
the Branch Officer. Any person arriving thereafter should
mark his/her attendance in the register in the Branch
Officer’s room.
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(ii) Departure-

3.

while leaving office, every number of the staff should
record his/her initials with the time of departure in the
space against the letter ‘D’ opposite his name.

Recording of non attendance- The following abbreviations will be used by the
Section officer to denote the reasons of non attendance(i) CH-Compensatory Holiday in lieu of attendance on a holiday.
(ii) CL- Casual Leave
(iii)
L-Leave of any other kind
(iv) A- Absence without leave or permission (This entry should be made in
pencil-when leave of any kind is sanctioned, the appropriate
abbreviation as indicated above should be substituted in ink.)
(v)
RH-Restricted Holiday.

4.
Late Attendance or leaving early: if a person is permitted to attend late or to
leave early as entry to the effect will be made by the supervisor in the remark column.
Any such permission for any consecutive period will require the sanction of the
Administrative Officer (or the corresponding officer) in charge of Administration of
the office.
Person reaching office within ten minutes of the opening hours are
nevertheless late. Such late coming may be condoned unless it becomes a matter of
frequent occurrence.
At the end of each month the Section Officer will bring to the notice of the
Officer-In-Charge the name of person, if any, who had been frequently or habitually
late during the month without prior permission.
5.

Maintenance of Attendance Register(i) for staff in Sections including class IV staff)-The register will be
maintained under the personal supervision of the Section Officer who will
see that the entries are made correctly.
(ii) Personal Staff (including Class IV) attached to Officers- Except where
there is a regular pool of stenographers or other personal staff working in a
room under a supervisor, the attendance will be controlled by the officers
to whom the staff is attached. In the event, however, of the absence of the
officer on leave or on tour or for any other reason, his personal staff would
report to the Under Secretary (or the corresponding officer) in charge of
the administration unless there exist any specific orders to the contrary.
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6. Punctuality:
(i) Strict measures should be taken by the administrative authorities for the
enforcement of punctuality. Section Officers/Supervisory Officers should
be very particular in scrutinizing the attendance register;
(ii) Surprise daily checks may be carried out in one or two sections of the
Ministry/Department/Office under the direct supervision of a senior
officer, like the Joint Secretary in charge of administration or of the Head
of the Department, as the case may be; and
(iii) The lunch break must be scrupulously observed not only by the
subordinate staff but also by the supervisory officers and periodical
surprise checks should be made by the supervisory officers to ensure that
the staff under them do not overstay the lunch break.
7. Leave- The grant of leave to a Government servant is governed by the
Central Civil Services (Leave) Rules, 1972. The following instructions
should be observed by members of staff in submitting applications for
leave:
(i) In the case of leave of any kind for private purposes (i.e. leave other
than that on medical certificate), an application should be submitted well
in advance before the date of commencement of the leave.
(ii) In the case of leave on medical certificate, the application should be
accompanied by a medical certificate, from Competent medical authority
or prescribed under Rule 19 of Central Civil Services (Leave), Rules 1972
stating as clearly as possible the nature, probable duration of illness and
the period of leave required for restoration of health.
(iii) The leave address should be indicated in all cases.
All applications for leave from members of staff should be submitted
thorough the Section Officer who will record his remarks thereon with due
regards to the condition or work and the number of persons already on
leave in the Section. If he recommends the leave, he will state his
proposals for carrying on the work of the applicant during his/her absence
and will pass on the application to the Administration Section concerned.
The Administration Section will verify the admissibility of the leave
applied for and submit the application to the officer competent to sanction
the leave. The orders passed on an application for leave will be issued in
the form of an office order, one copy of which will be communicated to
the applicant and one copy supplied to the Cash Section.
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On return from leave, a member of the staff should report to duty to the to
the authority which granted the leave or to the authority, if any, specified
in the office order granting the leave. He/She should also submit, in
writing, a joining report, which should be accompanied by a certificate of
fitness to resume duty from the prescribed authority and in the form
prescribed, if the leave availed of was on medical grounds.
8. Extension of Leave- Requests for extension of Leave should be
avoided as far as possible.
Applications for extension of leave should be submitted well in
advance of the date of expiry of the leave already granted so that they may
be considered and orders communicated to the applicant in time. It should
not be assumed that an extension will always be granted.
If a person is prevented from resuming duty on account of any
unforeseen occurrence immediately before the due date, he/she must send
an immediate intimation to the Head of office giving full reasons of
his/her inability to attend office on the due date.
A Government servant who remains absent after expiry of his leave is not
entitled to any leave salary for the period of such absence and that period
will be debited against his half pay leave account to the extent such leave
is due, the period in excess thereof being treated as extraordinary leave.
Willful absence from duty after the expiry of leave renders a Government
servant liable to disciplinary action.
9. Casual Leave-Casual leave is a concession granted to a Government
servant to enable him to stay away from office for a short period on
account of illness or to enable him to attend to urgent private matters. It
should be applied for in advance as far as possible except when a person is
prevented from attending office by sickness or other unforeseen
circumstances.
Casual Leave is not a recognized form of leave nor is it subject to any
rules. Technically a Government servant on casual leave is not treated as
absent from duty nor is his pay intermitted.
The maximum period of casual leave which a government servant is
allowed to avail himself of is 08 days in a calendar year. The C.L. is
intended for short periods and should not normally be granted for morel
than 05 days at a time. The limit of 05 days at a time may be relaxed in
special circumstances at the discretion of the Head of Office. Such leave
may be prefixed and/or suffixed to recognized holidays and Sundays with
the permission of the officer sanctioning the leave. The Sundays and
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holidays falling during the period of casual leave will not be treated as part
of the leave. Casual leave should not, however, be granted so as to cause
evasion of the rules regarding:
(i)
(ii)
(iii)
(iv)

Date of reckoning of pay and allowances;
Charge of office;
Commencement and end of regular leave;
Return to duty, or so as to extend the term of leave beyond the time
admissible by rule.

In the case of a person who joins service the middle of a year, the
casual leave admissible need not be reduced proportionately. He may also
be granted 08 days’ leave but the authority sanctioning such leave will
take into account all the circumstances before granting such leave.
Contingency paid staff is entitled to casual leave provided employment of
a substitute is not considered necessary. Representatives of recognized
associations may be granted casual leave, if due, to attend duly constituted
meetings of such associations subject to exigencies of service.
10. Maintenance of Casual Leave account – A register based on the
following format will be maintained for casual leave account of all the
employees in a section.
Casual Leave and restricted holidays account for the year……….
Ministry/Department………………………Section/Branch………………
…………………………
S.No.
Name
Casual Leave taken
RH
Remarks
on (dates)
12345678
1 2

11. Special Casual Leave- In addition to casual leave, special casual leave
may be granted to a Government servant by the competent authority for
certain specific purposes in accordance with the orders issued by the
Department of Personnel and Training from time to time.
Special Casual Leave may be granted for the following purposes: (i)

Where staff is not able to attend office during civil disturbances,
curfews, strikes, natural calamities, bandhs or failure of transport
etc.

(ii)

Training and duty as a member of officially sponsored auxiliary
Police organisations, such a Home Guards, National Volunteer
Corps, etc.
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(iii)

Training as a member of St. John Ambulance Brigade (to the
extent not covered by ordinary casual leave due and of seven days
for participating in the activities).

(iv)

Period spent in camp by Government servants to join the Urban
Units of Territorial Army, not exceeding 14 days, which can be
combined with regular leave, where necessary.

(v)

Interview/medical examination at the time of actual
recruitment/commissioning in the Urban Unit of the Territorial
Army (to the extent not covered by ordinary casual leave due).

(vi)

Transit time for joining training in T.A.

(vii)

Training with P&T Units of the Territorial Army.

(viii)

Interview/Medical
examination
at
the
time
of
recruitment/commissioning to the Auxiliary Air Force Indian
Naval Reserve/Indian Naval Voluntary Reserve or subsequent
medical examination, if any (to the extent not covered by ordinary
casual leave due).

(ix)

Participation in sporting events of national or international
importance in a representative capacity or engaged in coaching or
administration of teams participating in such events. Special
Casual Leave in such cases should not exceed 30 days in a
calendar year.

(x)

Attending coaching or training camps under the Rajkumari Amrit
Kaur Coaching Scheme or similar All India Coaching or Training
Scheme provided the government servants are selected or
sponsored by a national Sports Federation/Association recognized
by the All India Council of Sports and approved by the Ministry of
Human Resource Development. (Admissible upto a maximum of
30 days)

(xi)

Participation in Inter-ministerial or inter-departmental sporting
events duly recognized by Government –normally tournaments
(admissible upto a maximum of 10 days)

(xii)

Participants in Republic Day Parades and rehearsals connected
therewith as members of the St. John Ambulance Brigade.

(xiii) Government servant participating in general body Central
Committee the meeting of Kendriya Sachivalaya Hindi Parishad.
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(xiv)

Taking a Hindi Examination (Prabodh, Praveen and Pragya) under
the Scheme of teaching Hindi to Central Government employees
(for days of examination and reasonable time spent on journeys
from and to the center of examination nearest to the headquarters.
This can be availed of only twice during the official career of the
officer).

(xv)

Donating blood to recognised blood banks on a working day(for
that day only).

(xvi)

Central Government servants who having joined Lok Sahayak
Sena, have won a certificate of merit and are required to participate
in the Republic Day Parade (for the period of stay not exceeding
14 days plus minimum period required for journey from
headquarters to Delhi and back).

(xvii) Attending courts of law as jurors or accessors with the permission
of Heads of Departments.
(xviii) Special casual leave upto 10 days to outstation delegates/members
(5 days to local delegates/members) of executive committees of
recognised Associations/Unions/ Federations of Central
Government employees to attend its meetings.
(xix)

To male government employees for undergoing vasectomy
operation under the Family Welfare Programme (Special casual
leave not exceeding 6 working days). To female Government
employees undergoing tubectomy operation or salpingectomy after
MTP (Special casual leave not exceeding 14 days).

(xx)

Government servants attending annual general meetings and
participating in activities of recognised service associations or
unions of which they are office bearers upto a maximum of 20
days in a calendar year.

(xxi)

Government servants who are members of the Indian Institute of
Public Administration and who are residing outside Delhi for
attending an authorized meeting of the Institute for a period not
exceeding 6 working days in a calendar year plus journey time.

(xxii) Participation in mountaineering/trekking expeditions not exceeding
30 days in calendar year provided expedition has the approval of
Indian Mountaineering Foundation and there is no change in the
overall limit of 30 days of special causal leave for an individual
government servant for one calendar year for participation in
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sporting events of national or international importance. The period
of absence in excess of 30 days should be treated as regular leave
admissible under the leave rules and be permitted, as a special
case, to combine special casual leave with regular leave.
(xxiii) Special Casual Leave may be granted to women employees on the
date of insertion of IUCD
(xxiv) Central Government male employees whose wives undergo a
tubectomy operation may be granted special casual leave upto
seven days. This will be subject to production of a medical
certificate. The female govt employees whose husbands undergo
vasectomy operation are allowed the SCL on the day of the
operation.
(xxv) Special Casual Leave is also granted to Government servants
appearing for departmental promotion examinations.
(xxvi) To exservicemen re-employed as civilians for appearing before
Medical Resurvey Boards for assessing their disability pension and
to those ex-servicemen who had sustained injuries during
operations and are employed as civilians to enable them to go to an
Artificial Limb Center for replacement of an artificial limb or for
treatment.
(xxvii) For recanalisation operation Central govt. employees for
undergoing recanalisation operation for a period of 21 days or
actual period of hospitalization as certified in Medical certificate
whichever is less.
(xxviii)To appear for departmental promotion examination to cover the
actual duration of examination and the minimum period required
for journey to and from examination center nearest to the
headquarter.
(xxix) Participating in cultural activities like dance, drama, music, poetic
symposium etc. of an All India or Inter State Character organised
by the Central Secretariat Sports Control Board or on its behalf
(admissible upto a maximum of 30 days).
(xxx) To Staff side members of the Departmental Councils-one day’s
special casual leave for each meeting of the Departmental Council
(No. TA/DA) and one day’s duty period, on the day preceding the
day of each meeting of the Departmental Council, for consultations
(TA/DA also admissible).
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(xxxi) To member/delegates/Managing Committee members & for office
bearers, for looking after the working of co-operative societies
formed exclusively with the Central Government employees
(maximum of 10 days.)
(xxxii) Participate in dancing and singing competition organised at
Regional National or International level organised by Govt.
sponsored bodies (admissible upto a maximum of 15 days).
12.

Combination of Special casual leave with other kinds of leave:
While combination of special casual leave with either regular leave or
casual leave is permissible, combination of all the three is not permissible.
Authority to grant special casual leave- Special casual leave may granted
by Heads of Departments or other authorities specially empowered in that
behalf.
13. Leaving the station: No member of the staff should leave his
headquarters without the permission of the Section Officer. He/She
should, when so permitted, inform the Section Officer of his/her address at
the station to which he/she is proceeding. In all applications for leave,
including casual or compensatory leave, during which the application
proposes to leave the station, the fact should be stated in the application
together with his outstation address. Any person who wishes to leave the
station during the period of leave already granted to him should notify his
intention together with his address to his Section Officer or the
Administration Section. Any change in that address which may occur
thereafter should also be communicated.
14.
Address of officers and staff – A list of the addresses of all
officers and members of the staff employed in a Department should be
maintained up-to date in the Administration Section. A similar list in
respect of the staff employed in a Section should be maintained by each
Section Officer and one copy kept by him at this residence. The members
of the staff should intimate any change in their residential address as soon
as it takes place to the Section Officer as well as to the Administration
Section. In the Ministries a copy of the list should also be maintained by
the Resident Clerk.
15. Office rooms- In the interest of security, the farash should not open
any room in his charge until the arrival of a clerk working in the Section
or of the peon attached thereto. During the lunch interval, a member of
the staff should be on duty in the room by turn. In the evening the last
man to leave office will be responsible to make over the room to the farash
and to get the room locked. The duty may be assigned to a member of the
staff working in the room by turn, if necessary. A register should be
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maintained to keep a record of the persons on duty during the lunch
interval and in the evening and they should append their signatures therein
in token of their having performed the duty.
In the case of room occupied by officers, the peons attached to them
should supervise by turn the sweeping, dusting and opening of rooms. No
outsider or a member of the office staff excepting the Personal Assistant or
Stenographer attached to the officer should ordinarily be permitted to enter
an officer’s room during his/her absence. If any file, book or paper is
required urgently during an officer’s absence from the room it should be
removed only by the Personal Assistant or the Stenographer concerned.
It is the general responsibility of the Section Officer to see that the
room or rooms occupied by the Section under his charge are maintained in
a neat and tidy condition. The assistants and Clerks should keep their
tables and surroundings neat and clean and the papers neatly arranged.
When leaving office, every member of the staff should see that all papers,
registers, etc. in his charge are kept in their proper places. Pending papers
should be kept together in a separate folder appropriately marked.
It shall be the duty of the Section Officer to see that the electric lights,
fans and heaters are used only when necessary and that they are switched
off when not required during office hours.
16. Responsibility of the staff- each member of the staff of an office is
responsible for the work assigned to him/her and is also responsible for all
official papers and articles belonging to the office which are entrusted to
him for his use.
17. Maintenance of order in the Section – While the Head of Office is
responsible for the general discipline of the office, every Section Officer is
responsible for the maintenance of order in his/her Section and should
prevent idle talking, loitering, reading of newspapers etc. by his staff.
18. Admission of outsiders to the office – The admission of outsiders or
private persons to any part of the office, for any purpose whatsoever, is
prohibited. Any person calling on business or entitled by position to make
enquiry should do so from the Branch Officer or the Section Officer. No
member of the staff should, under any circumstances, give any
information on any subject to any outsider. Any improper enquiries made
by visitors should be brought to the notice of the Branch Officer.
19. Taking of papers outside the office – Section Officers may, with the
permission of their Branch Officers be allowed to take officials papers to
their houses if absolutely necessary for dealing with any case of an urgent

20

nature. This will not apply to secret papers the movement of which is
governed by the instructions issued on the subject by the Ministry of
Home Affairs. Members of staff should in no circumstances take official
papers home.
20. Surprise visits – Surprise visits by the Head of the organisation and
other senior officers to the various sections of an office are very helpful in
ensuring that the attendance is regular and that there are no arrears of work
and that efficiency, neatness and tidiness are generally maintained.

“Enthusiasm moves the world”

A.J. Balfour
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CENTRAL GOVERNMENT HEALTH SCHEME
1.
General- This scheme was introduced in Delhi on 1-7-1954 with a view to
provide comprehensive Medical care facilities to the Central Government employees
and members of their family. The scheme was gradually widened to other areas and
at present cover 24 cities like –
Ahmedabad
Allahabad
Bangalore
Bhopal
Chandigarh
Chennai
Delhi/New Delhi
Ghaziabad

Gurgaon
Guwahati
Hyderabad
Jaipur
Jabalpur
Kanpur
Kolkata
Lucknow

Meerut
Mumbai
Nagpur
Noida
Patna
Pune
Shillong
Thiruvananthapuram

2. Eligibility criteriaFollowing persons are eligible to avail medical facilities under the Central
Government health scheme:
i)
ii)
iii)
iv)
v)
vi)
vii)
viii)
ix)
x)
xi)

xii)
xiii)

xiv)

All Central Government employees paid from civil estimates ( except
Railways and Delhi Administration) including their families.
Pensioners of Central Government(except pensioners belonging to
Railways and Armed Forces ) and their families.
Pensioners retiring with Contributory Provident Fund benefits and their
families,.
Widows of Central Government pensioners, getting family pension.
Delhi Police personnel and their families.
Civilian employees of Defence paid from Defence Service Estimates
(except at Mumbai when the scheme is in operation)
Child drawing pension on death of a Central Government employee
including minor brothers and sisters of such child
Ex-Governors and their families
Ex Vice-Presidents and their families.
Central Government employees on leave preparatory to retirement
Central government servants who are deputed to semi-government and
autonomous bodies receiving substantial grant from or financed by the
Central Government and their family members.
Military officers while on deputation to civil departments and getting their
emoluments from Civil Estimates
Families of ‘CGHS covered government servants’ who are on temporary
transfer outside Delhi/CGHS centers for a short period up to six months
provided they deposit six months contribution in advance,.
Pensioners visiting CGHS covered cities and staying at a place falling in
CGHS covered cities.
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xv)
xvi)
xvii)
xviii)
xix)
xx)
xxi)

xxii)
xxiii)
xxiv)
xxv)
xxvi)
xxvii)
xxviii)
xxix)
xxx)
xxxi)
xxxii)
xxxiii)
xxxiv)
xxxv)

Employees of CGHS not residing in the CGHS covered cities.
Ministers/Deputy Ministers of the Central Government / State
Governments and their families.
Parliamentary Secretaries of the Central Government and their families
Members of Parliament and their families
Ex-Members of Parliament including those who are not in receipt of any
pension
Retired judges of the Supreme Court and High Court residing in CGHS
covered areas besides Delhi/New Delhi
Work Charged and Industrial Staff working in establishments run by
various Ministries/Departments of Central Government, immediately from
the date of their joining the service
Employees of Kendriya Vidyalaya Sangathan stationed at Calcutta,
Madras and Bombay
Employees of Ordnance Factory Board Headquarters, Calcutta and
Ordnance Equipment Factories Headquarters, Kanpur
Ad-hoc employees of CGHS organisations outside Delhi
All India Service pensioners who retire while serving under the State at
their option.
Freedom fighters and members of their family receiving central pension
under the Swatantrata Sainik Samman Pension Scheme
Family member of the deceased Ex-members of Paliament
Pensioners of Ordnance factories
Members of staff side of the National Council of the Joint Consultative
Machinery even though not serving as Central Government employees
Persons employed in semi-government and autonomous bodies who are
permitted to join the CGHS scheme
Accredited Journalists who produce a certificate from the press Council of
India stating that he is the member of the Press Association, New Delhi
Retired employees of Indian Council of Agricultural Research.
Employees of statutory canteens in CGHS covered cities if not covered
under any other medical scheme.
Employees of Central Council of Indian Medicine
Retired Divisional Accountants of the Indian Audit and Accounts
Department.

However, the following categories of persons are not entitled to avail CGHS
facilitiesa) Family members who are no longer dependent upon the government
servant though staying with him/her
b) Major brothers or sisters even though wholly dependent on the
employee
c) Married or divorced daughter staying with her parents
d) Government servants and their family members staying in an area not
covered under CGHS
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e) Government servants transferred to a State Government or an
ineligible department or are deputed to a foreign service. However,
their families may be issued temporary permits for availing CGHS
facilities on pre-payment of prescribed charges.
3. Index Card/Identity Card/Temporary Family Permit:
(i)

The first step is to fill in details like the members of the family
and address etc. in the Index Card (in duplicate) alongwith family
photograph and submit it to the Issuing Authority which issues a
permanent Identity Card to the beneficiary, inter-alia, indicating the
dispensary within whose area the beneficiary resides. The Identity
Card is to be shown to the Medical Officer on every visit, even if the
beneficiary is in possession of an old prescription. Passing on an
Identity Card to non-entitled persons and/or false personation
thereafter are offences under the Indian Penal Code.

(ii)

In case of transfer from one Department/Ministry to another, the
Issuing Authority cancels the card and a new card is issued from the
new Department/Ministry.

(iii)

Where the family members wholly dependent on the Government
servant, are residing permanently in some other city covered under the
scheme, the issuing authority, after ensuring the above fact may issue
two separate CGHS cards (bearing the same serial number) one for the
employee and the other for his/her family members.

(iv)

A beneficiary should intimate his office as soon as any change occurs
in his residential address and have the address on his identity/index
card amended under intimation to both the dispensary concerned and
the Issuing authority. For a change of dispensary(only permissible on
change of residence), the beneficiary should apply in the form
‘Transfer of Dispensary’ in triplicate alongwith the Identity card, to
the issuing authority. After the necessary entries, the Govt. servant
should present two of these forms to the Medical Officer of his old
dispensary for further action.

(v)

Temporary Family Permits for a period not exceeding one year at a
time may be issued by the Ministries/Heads of Departments against
advance payment of contribution for the families of the Central Govt.
Servants who were beneficiaries of the Scheme prior to the following
events:(a)

Their transfer to North-East Region, Andaman and Nicobar
Islands and Lakshadweep Islands.
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(b)

Their deputation ex-India, leave (including study leave and
deputation-cum-special leave) under the training and
fellowship schemes.

N.B.
The benefit of such permits is not admissible to the families of
Central government servants either transferred to the State Governments
or loaned to foreign governments and whose pay and allowances during
their period of foreign service are met by foreign governments.
(vi)

4.

Issue of Identity Cards to Pensioners
i)

Pensioners are required to apply in the prescribed form, for
issue of CGHS identity cards, alongwith photograph of the
dependent family members and a copy of Pension Payment
Order (PPO). Identity cards to pensioners are issued by Addl.
Director/Joint Director of the concerned city.

ii)

Pensioners can avail CGHS facilities on the basis of their
identity cards with photograph, in all cities having CGHS
facilities, which they(including dependent family members)
may be visiting.

Contributions
(i)
A compulsory monthly contribution is levied on all entitled classes of
government servants/pensioners as indicated belowPay Range
Pension/family pension Rate of monthly
(BP + SP)
contribution
(Rs.)
Up to Rs.3,000
Up to Rs.1,500
15
Rs.3,001 to Rs.6,000
Rs.1,501 to Rs.3,000
40
Rs.6,001 to Rs.10,000
Rs.3,001 to Rs.5,000
70
Rs.10,001 to Rs.15,000
Rs.5,001 to Rs.7,500
100
Rs.15,001 and above
Rs.7,501 and above
150

(ii)

When both husband and wife are Central Govt. servants, the contribution
is recovered from only one of them whose pay is higher.

(iii)

The recovery of contribution is effected through monthly salary of bills. It
is recoverable during the period of duty, suspension and leave (other than
EOL) not exceeding four months. In respect of leave exceeding four
months, the employee has the option not to pay the contribution in which
case the facilities under the scheme will not be available to him and his
family members.
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5.

Facilities under CGHS
The facilities available under CGHs mainly include(i)
Consultation with the Medical Officer at CGHS dispensary, polyclinic
or hospital.
(ii)
X-Ray, Laboratory and other diagnostic facilities.
(iii) Supply of medicines, etc.
(iv)
Hospitalisation facilities
(v)
Reimbursement of cost of implants for heart ailments, hearing aids,
intra-ocular lens, etc.
Such facilities can be availed at CGHS hospitals/dispensaries, government
hospitals/referral hospitals. Besides, in order to provide availability of
medical facilities more comprehensive and for certain specialized treatments
not available in government hospitals, certain private hospitals have also been
recognized under the Scheme.
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Chapter 3

MACHINERY OF GOVERNMENT AND FUNCTIONS OF
VARIOUS GRADES OF OFFICERS
The

executive power of the Union formally vests in the President and may be

exercised by him either directly or through officers subordinate to him in accordance with
the Constitution.

2.

In the exercise of his functions, the President is aided and advised by a Council of

Ministers headed by the Prime Minister. The executive authority, therefore, resides in the
Council of Ministers.
3.

The Council of Ministers consists of three categories, namely:i)
ii)
iii)

Cabinet Ministers;
Ministers of State; and
Deputy Ministers.

The Cabinet, which consists of ‘Cabinet Ministers’ only, is responsible for shaping
the overall policies of the Government. In discharging its responsibilities, it sometimes
functions through its Committees which are called ‘Cabinet Committees’.
4.

Allocation of Government business - The Allocation of Business Rules allocate

the business of the Government among its different Departments. These rules also enable
the President to allot this business to the Ministers. This allotment is done on the advice of
the Prime Minister. In relation to the business allotted to a Minister, these rules also permit
the association of another Minister of State or Deputy Minister to perform such functions
as may be specifically assigned to them. These rules also provide that on the advice of the
Prime Minister, the President may entrust the responsibility for specified items of business
affecting any one or more than one Department to a Minister, who is in charge of any other
Department or to a Minister without portfolio who is not in charge of any Department.

27

5.

Transaction of Business -- The Transaction of Business Rules seek to define the

authority, responsibility and obligation of each Department in the matter of disposal of
business allotted to it. These rules also specify:
i)

Cases or classes of cases to be submitted to the President, the Prime
Minister, the Cabinet or its Committees for prior approval; and

ii)

The circumstances in which the Department primarily concerned with the
business under disposal will have to consult other Departments concerned
and secure their concurrence before taking final decisions.

6.

Ministry or Department – A Ministry or Department is responsible for formulation

of policies of the Government within its sphere of responsibility as well as the execution
and review of these policies. The Secretariat functions of the Ministries or Departments
with regard to their respective areas of activity may be described, in broader details, as
under:i)

Assisting the Minister in policy-making and its periodical review.

ii)

Framing legislation and rules and regulations.

iii)

Sectoral planning and programme formulation.

iv)

(a)

Budgeting and control of expenditure in respect of activities
of the Ministry/Department; and

(b)

According or securing administrative and financial approval to
operational programmes and plans and their subsequent
modifications.

v)

Supervision and control over the execution of policies and programmes by
the executive departments or semi-autonomous field agencies and
evaluation of the results.

vi)

Coordination and interpretation of policies, assisting other branches of Govt.
and maintaining contact with State Administrations.
v)

Initiating measures to develop greater personnel and organizational
competence both in the Ministry/Department and its executive agencies.
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vi)
7.

Assisting the Minister in the discharge of his parliamentary responsibilities.

Attached and Subordinate Offices – Where the execution of policies of the

Government requires decentralization of executive direction and the establishment of
field agencies, a Ministry has under it subsidiary organizations called Attached and
Subordinate Offices.

The Attached Offices are responsible for providing executive

direction required in the implementation of the policies laid down by the Ministry to
which they are attached. They also serve as repository of technical information and
advise the Ministry on technical aspects of the functions dealt with by them.

The

Subordinate Offices function as field establishments or as agencies responsible for
detailed execution of the decisions of the Government. They generally function under
the direction of an Attached Office. However, in cases where the volume of executive
direction involved is not considerable,

there will be no attached office and the

subordinate office will not only function directly under a Ministry but also perform all
the functions of an ‘Attached Office’.

8.

Besides attached and subordinate offices, there may be a number of autonomous

institutions and Public Sector Undertakings under a Ministry/Department. Autonomous
institutions which may be fully or partially funded by the Government are engaged in
research activities of various kind and perform mainly advisory functions. Public Sector
Undertakings are commercial organizations involved in production activities.

FUNCTIONS OF VARIOUS GRADES OF OFFICERS
9.

Secretary – A Secretary to the Government of India is the administrative head of a

Ministry or Department. He/She is the principal adviser of the Minister on all matters of
policy and administration within his/her Ministry/Department. The responsibility of the
Secretary is complete and undivided.
10.

Special Secretary/Additional Secretary/Joint Secretary – When the volume of the

work in a Ministry exceeds the manageable charge of a Secretary one or more wings may
be established with Special Secretary/Additional Secretary/Joint Secretary, in charge of
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each wing. Such a functionary is entrusted with the maximum measure of independent
functioning and responsibility in respect of all business falling within his/her wing. This
would, however, be subject to the general responsibility of the Secretary for the
administration of the wing as a whole.
11.

Director/Deputy Secretary – Director/Deputy Secretary is an officer who acts on

behalf of the Secretary. He/She holds charge of a Secretariat Division and is responsible
for the disposal of Govt. business dealt within the Division under his/her charge. He/She
should, ordinarily be able to dispose of the majority of cases coming upto him/her on
his/her own. He/She should use his/her discretion in taking orders of the Joint
Secretary/Secretary on more important cases, either orally or by submission of papers.
12.

Under Secretary - An Under Secretary is in charge of a Branch in a Ministry

consisting of two or more Sections and in respect thereto exercises control both in regard to
the despatch of business and maintenance of discipline. Work comes to him/her from the
sections under his/her charge. As Branch Officer he/she disposes of as many cases as
possible at his/her own level but takes orders of Deputy Secretary or higher officers on
important cases.
13.

Section Officer:

A.

General duties
i)

Distribution of work among the staff as evenly as possible – that is one
Assistant should not be over loaded while the other is idle or under-utilised;

B.

ii)

Training, helping and advising the staff;

iii)

Management and co-ordination of the work;

iv)

Maintenance of order and discipline in the section;

v)

Maintenance of a list of residential addresses of the staff.

Responsibilities relating to Dak
i)

to go through the receipts;
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ii)

to submit receipts which should be seen by the Branch Officer or higher
officers at the dak stage;

iii)

to keep a watch on any hold-up in the movement of dak; and

iv)

to scrutinize the section diary once a week to know that it is being properly
maintained.

C.

Responsibilities relating to issue of draft
i)

to see that the draft is letter perfect i.e. all corrections have been made
before it is marked for issue;

D.

ii)

to indicate whether a clean copy of the draft is necessary;

iii)

to indicate the number of spare copies required;

iv)

to check whether all enclosures are attached;

v)

to indicate priority marking; and

vi)

to indicate mode of dispatch.

Responsibility for efficient and expeditious disposal of work and checks on delays
i)

to keep a note of important receipts with a view to watching the progress of
action;

ii)

to ensure timely submission of arrear and other returns;

iii)

to undertake inspection of Assistants’ tables to ensure that no paper of file
has been overlooked;

iv)

to ensure that cases are not held up at any stage; and

v)

to go through the list of periodical returns every week and take suitable
action on items requiring attention during next week.

E.

Independent disposal of cases:
He should take independently action of the following types:
i)

issuing reminders;

ii)

obtaining or supplying factual information of a non-classified nature;
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iii)

F.

any other action which a Section Officer is authorized to take independently.

Duties in respect of recording and indexing
i)

to approve the recording of files and their classification;

ii)

to review the recorded file before destruction;

iii)

to order and supervise periodic weeding of unwanted spare copies; and

iv)

ensuring proper maintenance of registers required to be maintained in the
section.

G.

Ensuring proper maintenance of reference books, Office Orders etc. and keep
them up-to-date.

H.

Ensuring neatness and tidiness in the Section.

I.

Dealing with important and complicated cases himself/herself.

J.

Ensuring strict compliance of Departmental Security Instructions.

14.

Assistant/Upper Division Clerk – He/She works under the orders and supervision

of the Section Officer and is responsible for the work entrusted to him/her.

Where the line action on a case is clear or clear instructions have been given by the
Branch Officer or higher officers, he/she should put up a draft without much noting. In
other cases he will put up a note keeping in view the following points:i)

to see whether all facts that can be verified/checked have been correctly
stated;

ii)

to point out any mistakes or mis-statements of the facts;

iii)

to draw attention where necessary to precedents or Rules and Regulations on
the subject;

iv)

to put up the Guard file, if necessary, and supply other relevant facts and
figures;

v)

to bring out clearly the question under consideration; and
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vi)

to bring out various alternative courses of action along with their
implications and suggest a course of action wherever possible.

15.

Private Secretary/Personal Assistant/Stenographer - He/She should keep the

officer free from the worries of a routine nature by mailing correspondence, filling papers,
making appointments, arranging meeting and collecting information. He/She should be
skilled in human relations.

An officer has to depend on his/her Personal Assistant for

routine jobs so as to have more time to devote himself/herself to the work in which he/she
has specialized. The Personal Assistant should earn the trust of his/her officer for being
entrusted with confidential and secret papers. He/She is the keeper of secrets and an
‘Assistant’ to the boss. He/She should be popular with the persons who come in contact
with the boss officially or who are helpful to the boss or who have dealings with the boss in
official/professional matters. Some of the more specific functions are enumerated below:-

i)

Taking dictation in shorthand and its transcription in the best manner
possible.

ii)

Fixing up of appointments and if necessary cancelling them.

iii)

Screening the telephone calls and the visitors in a tactful manner.

iv)

Keeping an accurate list of engagements, meetings etc. and reminding the
officers sufficiently in advance for keeping them up.

v)

Maintaining in proper order the papers required to be retained by the officer.

vi)

Keeping a note of the movement of files, passed by his/her officer and other
officers, if necessary.

vii)

Destroying by burning the stenographic record of the confidential and secret
letters after they have been typed and issued.

viii)

Carrying out the corrections to the officer’s reference books.

ix)

Relieving the boss of much of his/her routine work and generally assisting
him/her in such a manner as he/she may direct. At the same time, he/she
must avoid the temptation of taking over himself/herself the authority of the
boss.
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16.

Lower Division Clerk – Lower Division Clerks are ordinarily entrusted with work

of routine nature, for example – registration of Dak, maintenance of Section Diary, File
Register, File Movement Register, Indexing and Recording, typing, comparing, despatch,
preparation of arrears and other statements, supervision of correction of reference books
and submission of routine and simple drafts etc.

17.

Desk Officer System - A section is generally the lowest organizational unit in a

department with a well-defined area of work. Initial handling of cases is generally done by
the dealing hands.

A most notable variation from this pattern is the Desk Officer

system. In this system, the work of a department at the lowest level is organized into
distinct functional desks each manned by two desk functionaries of appropriate ranks e.g.,
Under Secretary or Section Officer. Each desk functionary handles cases himself/herself
and is provided adequate stenographic and clerical assistance.

“The best executive is the one who has sense enough to pick good men to do what
he wants done, and self-restraint enough to keep from meddling with them while
they do it”. – Theodre Roosevelt
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Chapter 4

DRAFTING
Definition of Draft –
A draft is a rough sketch of a communication to be issued after approval of the
officer concerned.
And, Drafting is the process of preparing this rough sketch.
Instances where Draft is not necessary –



In simple cases like sending an acknowledgement, etc., a fair communication can
be put up for the signature of the officer concerned.
In cases of repetitive nature, where standard forms of reply are available.

Drafting – Searching QuestionsBefore initiating the process, it would be useful to ask a few searching questions,
like –













Is a draft necessary?
Who should be addressed and who will sign?
What is the relationship between the sender and the receiver?
What should be the form?
Is something to be conveyed or to be called for?
Are all details available?
What is the intention of the decision?
What should be the recipient’s response?
Does the language convey?
Has the referencing been done?
Is it logically sequenced?
Does it have proper urgency, security grading?

Contents of a Draft –
o Identifying the Sender A draft should clearly indicate the name, designation, telephone number, fax
number, email address and complete postal address of the organization to which
the sender belongs.
Apart from these, the identifying number of the
communication (the file number on which the draft is being put up) also helps in
identifying the sender. Clear identification of the sender facilitates the recipient
in sending the response or seeking further clarifications, etc.
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o Adopting the Right Form –
Different forms of written communication are used in the office correspondence
in the Central Secretariat. The use of each form and phraseology adopted in them
are given in Chapter VIII of the Central Secretariat Manual of Office Procedure.
Deciding on the right form would depend on various factors including what is the
purpose of the communication, to whom it is being sent (i.e. target group) and
what is the relationship between the sender and the receiver.
Of the 11 forms of communication for which specimens have been given in
Appendix 9 of the Central Secretariat Manual of Office Procedure, only four,
namely, Letter, D.O. letter, Office Memorandum and I.D. Note have specified
target groups, as indicated below –



Forms of Communication
Letter





Demi-Official Letter





Office Memorandum






Inter–Departmental Note



Target Group
Foreign
Governments,
State
Governments,
Constitutional
Authorities like UPSC, Election
Commission,
etc.,
Public
Enterprises, Statutory Authorities,
Public
Bodies,
Attached/Subordinate
Offices,
Members of Public
Officers of equivalent level and of
one or two levels above the sender.
Non-officials
Attached/Subordinate
Offices,
Other
Ministries/Departments,
Other Sections/Units within the
same Ministry/Departments and
Officers & Employees.
Other Ministries/Departments

Besides these 11 forms of communication, the Central Secretariat Manual of
Office Procedure also includes Circular, Advertisement and E-mail for which no
specific formats have been prescribed. Circular and Advertisement can be issued
in the formats of Letter and Office Memorandum.
E-Mail is a paperless form of communication to be used by department having
computer facilities supported by internet connectivity and can be widely used for
subjects where legal or financial implications are not involved.
In addition, Fax, Speed Post, and Registered Post/Registered AD have been
indicated as methods of delivery in important and urgent matters.
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o Visualizing the Response –
While drafting, the intention of the decision and what response is anticipated from
the receiver, if kept in mind, would help in making the communication effective.
o Clarity, Consistency and Uniformity –
The language used should be simple and clear. The content of communication
should be developed in a manner that reflects consistency in the stand taken by
the sender on a particular issue. It should also reflect uniform grammatical
construction.
o Redundancy, Verbosity, Circumlocution and Repetition –
No draft should contain any information that is not relevant. While drafting
communications, using simple words help in easy understanding of the content. In
addition, adopting a direct style of writing without superfluous expressions and
repetition of the matter makes the communication brief.
o Providing a Summary–
Where the communication to be sent is long or where the subject matter is
complex, providing a summary of the content at the end would enable a quick
appreciation of the message conveyed and reinforce the action points for the
receiver.
General Instructions regarding Drafting –
(1)

Sufficient space should be left for the margin and between successive lines in the
draft for incorporating changes, additions, interpolation of words, etc.

(2)

Depending on the form, subject of the communication (including reminders)
should be mentioned appropriately.

(3)

The enclosures, which are to accompany the fair copy, should be indicated at the
bottom left of the page. A short oblique line in the margin will indicate that
enclosures are to be sent along with the fair copy. Where copies of an enclosure
referred in the draft are available and, therefore, need not be typed, an indication
to that effect will be given in the margin of the draft, below the relevant oblique
line.

(4)

Urgency grading will be indicated on the top right corner, if required.

(5)

Where the communication to be sent is of an important or immediate nature, the
mode of transmission, e.g. ‘By Registered Post’ or ‘By Speed Post’ or ‘By Special
Messenger’, etc., will be indicated at the top right corner.
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(6)

Where copies of the communication are to be endorsed to other authorities for
information or for further action, proper endorsements will be indicated at the
bottom left of the draft.

(7)

A slip bearing the words “Draft for Approval” should be attached to the
draft. If two or more drafts are put up on a file, the draft as well as the D.F.A.
slips will be numbered as “D.F.A. I”, “D.F.A. II”, “D.F.A. III” and so on.

Authentication of Government Orders –
All orders and other instruments made and executed in the name of the President
should be expressed to be made in his name and signed by an officer having regular or
ex-officio secretariat status of and above the rank of Under Secretary, or officer
specifically authorized to authenticate such orders under the Authentication (Orders and
Other Instruments) Rules, 1958.
Where the power to make orders, notifications, etc., is conferred by a statute on
the Government of India, such orders and notifications will be expressed to be made in
the name of the Government of India.

************
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NOTING
Definition of Note –
i)

Notes are written remarks recorded on a paper under consideration to
facilitate its disposal.

ii)

It should consist of a précis of previous paper, the statement or analysis of
the question or questions requiring decision, suggestions regarding the
course of action and final orders passed thereon.

iii)

A note recorded by a Minister, the Prime Minister, the Vice-President or
the President should be referred to as a ‘Minute’.

iv)

The name, designation and, where necessary, the telephone number of the
officer signing a note should invariably be typed or stamped with a rubber
stamp below the signature which should be dated. In recording the date,
the month and the year should also be indicated.

Guidelines on Noting –
(a)

All notes should be concise and to the point. Excessive noting should be
avoided.

(b)

Notes and orders should normally be recorded on note-sheets.

(c)

Notes should not be recorded on the receipt itself except in very routine
matters.

(d)

‘Docketing’ means making of entries in the notes portion of a file about
the serial number assigned to each item of correspondence (whether
receipt or issue) for its identification. After Docketing, if the Branch
Officer or any higher officer has made any remark on the receipt, it should
be reproduced in the manner indicated below and then the note should
follow.
p.70/Corr
S.No.23 (Receipt)
“We need to keep Cabsec informed. Pl put up today.
Sd/- XXX
/
JS (Policy)
DS(/Proj) Sd/23/10”.
/

(e)

A simple and direct style of writing should always be adopted. Use of
complicated and ambiguous language should be avoided.
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(f)

Verbatim reproduction of extracts from, or paraphrasing of the P.U.C or of
notes of other Ministries recorded on the same file, should be avoided.

(g)

Even if apparent errors or misstatements have to be pointed out or if an
opinion expressed therein has to be criticized, care should be taken to
couch the observations in courteous and temperate language free from
personal remarks.

(h)

A note will be divided into paragraphs of a convenient size. Paragraphs
should be serially numbered and may also have brief titles, if necessary.

(i)

The dealing hand will append his or her full signature with date on the left
below the note. An officer will append full signature on the right hand
side of the note with name, designation and the date.

(j)

When passing orders or making suggestions, an officer should confine the
note to the actual points rather than repeating or reiterating the ground
already covered in the previous notes. If the line of action suggested in
the preceding note, is correct, the officer should merely append signature.

(k)

Modification of notes – There should be no occasion to record a note in the
first instance and then pasting it over. Such pasting is tantamount to
mutilation of the record. It also gives an inelegant look to the files. Even
where a note recorded in the first instance needs any modification on
account of additional facts/errors having come to notice, a subsequent note
may be recorded indicating the circumstances leading to recording of the
fresh note, keeping the earlier note intact. In any case, there should be no
occasion to conceal a note recorded in the first instance. It is also
undesirable for an officer to make his subordinate change his note.
(Detailed instructions on modification of notes are available in Para 33 of
the Central Secretariat Manual of Office Procedure.)

(l)

When a paper under consideration raises several major points which
require detailed examination and respective orders on each point (or group
of related points) it will be noted upon separately in ”Sectional” notes.
Such sectional notes will each begin with a list of the major point(s) dealt
with therein.

(m)

‘Routine note’ means a note of a temporary value or ephemeral
importance recorded outside the file, e.g., a record of casual discussion or
a note on a point of secondary importance intended to facilitate
consideration of the case by higher officers.
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(n)

‘Running summary of facts’ in relation to a case means a summary of the
facts of the case updated from time to time to incorporate significant
development as and when they take place. It is prepared to avoid repeated
re-capitulation of the case through self-contained notes. Wherever a
running summary of facts is available on the file, it should be referred to
without repeating any part of the facts in the note.

Types of Cases, Quantum of Noting and Functional Approach
Most of the cases dealt with in Government of India can be divided into the
following five categories: 





Ephemeral cases
Routine/Repetitive cases
Action in Correspondence cases
Problem Solving cases
Planning and Policy cases

The following approach could be adopted for noting on various categories of cases:1. Ephemeral Cases:
These cases are also known as “No-Noting” cases. The Section Officer or Desk
functionary should record the reasons, in brief, why no action is necessary and file such
cases at the dak stage itself. Such cases should be kept in the File “O” bundle and
destroyed on 31st December of every year. These may also be returned in original to the
sender recording requisite factual information.
2. Routine or Repetitive Cases:
In cases of repetitive nature, ‘a standard process sheet’ which means a standard
skeleton note, should be developed indicating pre-determined points of check. In respect
of other routine cases, a fair reply should be put up without any noting.
3. Action-in-Correspondence Cases:
These cases also do not require detailed noting. It would be sufficient if a brief
note (a paragraph or so) were recorded indicating the issue under consideration and the
suggested action.
4.Problem Solving Cases:
In these cases, a detailed note providing maximum information on each aspect
will be necessary. Even then, the note should be concise and to the point, covering the
following aspects:(i)

What is the problem?

(ii)

How has it arisen?
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(iii)

What is the ‘Rule’, ‘Policy’ or ‘Precedent’?

(iv)

What are the possible solutions?

(v)

Which is the best solution? Why?

(vi)

What will be the consequences of the proposed solution?

5. Policy and Planning Cases:
These types of cases would not be large in number and are normally dealt with at
sufficiently higher levels of the organization. They require a thorough examination with
maximum amount of noting developed systematically. A note in such cases should be
structured in the following manner: (i)

Problem – State how the problem has arisen? What are the critical
factors?

(ii)

Additional Information – Give additional information to size up the
problem. The information would be available on the files and other
papers in the Section. If sufficient information were not available to
enable thorough examination, it should be collected before attempting a
note.

(iii)

Rule, policy etc – Relevant rules, regulations, policy, standing orders,
practices are required to be referred to, wherever available. Logical
interpretation of such rules etc. bringing out their bearing on the problem
has to be put across in a cohesive manner.

(iv)

Precedents – Precedent cases having a bearing on the issue under
consideration should be put up. If there are varying precedents or any
precedent differs in certain respects from the case under examination, the
difference should be brought out so as to arrive at a correct decision.

(v)

Critical analysis – the case should then be examined on merits answering
questions such as ‘what are the possible alternative solutions/ which is
the best solution?
It should be ensured that views of other
Divisions/Ministries etc. have been obtained where necessary. Attention
should also be paid to other aspects like the financial and other
implications, repercussions, and the modality of implementing the
decision and the authority competent to take a decision.

(vi)

Concluding paragraph – the concluding paragraph should suggest a
course of action for consideration. In cases where a decision is to be
taken by a higher authority like Committee, Board etc. the point or points
on which the decision of such higher authority is sought should be
specifically mentioned.
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Referencing Referencing is the process of identifying a document, decision and facts mentioned in
a note, draft or office copy of the communication issued.
Referencing involves a series of activities indicated below:
1. Every page in each part of the file (viz. notes, correspondence, appendix to notes
and appendix to correspondence) will be consecutively numbered in separate
series, in pencil. Blank intervening pages, if any, will not be numbered.
2. Each item of correspondence in a file, whether receipt or issue, will be assigned a
serial number which will be displayed prominently in red ink on the top middle
portion of its first page.
3. The paper under consideration on a file will be flagged ‘PUC’ and the latest fresh
receipt noted upon, as ‘F.R’. In no circumstances, will a slip, other than ‘PUC
and ‘FR’ be attached to any paper in a current file. If there are more than one
fresh receipt in a case, these should be flagged as ‘F.R I’, ‘FR II’ and so on.
4. In referring to the papers flagged ‘PUC’ or ‘FR’ the relevant page numbers will
be quoted invariably in the margin. Other papers in a current file will be referred
to by their page numbers.
5. Recorded files and other papers put up with the current file will be flagged with
alphabetical slips for quick identification. Only one alphabetical slip will be
attached to a recorded file or compilation. If two or more papers contained in the
same file or compilation are to be referred to, they should be identified by the
relevant page numbers in addition to the alphabetical slip, e.g. ‘A’/23 n., ‘A’/17 C
and so on.
6. To facilitate the identification of references to papers contained in other files after
the removal of slips, the number of the file referred to will be quoted invariably in
the body of the note. The relevant page numbers, together with the alphabetical
slip attached thereto, will be indicated in the margin. Similarly, the number and
date of orders, notifications and resolutions, and, in the case of acts, rules and
regulations their brief title together with the number of the relevant section, rule,
paragraph or clause, referred to will be quoted in the body of the notes.
7. Rules or other compilations referred to in a case need not be put up if copies
thereof are expected to be available with the officer to whom the case is being
submitted. The fact of such compilations not having been put up will be indicated
in the margin of the notes in pencil.
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8. The reference slips will be pinned neatly on the inside of the papers sought to be
flagged. When a number of papers put up in a case are to be flagged, the slips
will be spread over the entire width of the file so that every slip is easily visible.
Noting on inter-departmental references –
Interdepartmental references broadly fall under two categories, namely:



Cases where reference is merely for ascertaining factual
information; and
Cases in which the reference seeks concurrence, opinion or a
ruling from the Ministry referred to.

(a)

Where the reference requires information of a factual nature or other
action based on a clear precedent or practice, the dealing hand in the
receiving Department may straightaway record a note on the file.

(b)

If the reference seeks an opinion, ruling or concurrence of the receiving
department and requires detailed examination, such examination will
normally be done separately and only the officer responsible for
commenting upon the reference will record the final views on the file.
This separate examination can be done through routine notes or on what is
commonly known as “shadow files”’ which are opened subject-wise in the
receiving department.

(c)

When an officer records a note on a file after obtaining the orders of a
higher officer, a remark that “this has the approval of------“ should be
added in that note.

(d)

A copy of the note finally recorded on the main file will be retained with
the routine notes/shadow file, before the main file is returned to the
originating Department.

The inter-departmental note recorded on the file of the originating Department
will bear the subject file number (shadow file number) to facilitate filing of papers
and their subsequent retrieval for future reference.
Single File System (SFS) 1) This will apply to matters, which have to be referred by the non-secretariat
organization (NSO) to the department for seeking a sanction/order, i.e. a
decision not within its delegated powers.
2) The file cover of an SFS case should prominently show the name of the
(originating) NSO and likewise indicate that it follows the SFS system.
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3) The SFS file need not bear an I.D. No. or other formal method of sending, but
will be sent as though it is from one officer to another in the same
organization.
4) The SFS file should be complete in all respects, so as to enable the
department to take a decision expeditiously; hence the NSO will ensure that:
a) Every point for decision/order is clearly brought out;
b) All relevant connected papers are placed on the file, properly arranged and
referred to;
c) Draft orders/sanctions are put up, where they are required to be approved
by the department for issue; and
d) The availability of funds, etc., is certified where additional expenditure is
involved in the proposal.
5) The officer last dealing with the SFS case in the NSO will mark it to the
appropriate officer in the department, by name; policy files will, however, be
referred to the department at appropriate levels to be determined by the
department and the NSO concerned, through a general order.
6) All SFS files will be invariably routed through the central registry of the
department concerned. Their receipt will be entered in a separate register,
which will also record, against the relevant receipt entry, the despatch of the
file on its return to the NSO.
7) As a rule, all notings in the department will be on the NSO file. However,
where sensitive or delicate matters in the sphere of personnel, policy issues
and finance are involved, the recording of notes in ‘duplicate’ files may be
permitted by issuing general or special orders by the department. This will be
done at a particular stage of the SFS case or at or above a particular level,
with the final decision thereafter being suitably recorded on the SFS file.
8) As a convention, the secretariat noting on an SFS file will start on a new page
and the noting done sequentially-save in matters of the nature referred to in
(7) above.
9) Action to implement the government decision in SFS case, will be initiated in
and by the NSO on the return of the file. Order so issued should specifically
state that they have received the concurrence of Government in the
department concerned. Copies of every sanction/order so issued by the NSO,
will be endorsed without fail to all the officers concerned in the department.
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Detailed instructions on Single File System are available in Para 53 of the Central
Secretariat Manual of Office Procedure.
Hints for Preparation of a Summary or Statement of Cases for the Minister
A self-contained summary of the case should always be put up with every
file submitted to a Minister. Such a summary should bring out briefly, but
clearly, all the relevant facts, including the views expressed on the subject by
other Departments, if any, consulted in the matter, and the point(s) on which the
orders of the Minister are sought. The following points may be carefully
observed:(i)

A brief subject heading should be given in all such cases.

(ii)

The summary should give the chronological facts of the case and
should not omit any important considerations that could affect the
decision.

(iii)

If the case concerns other Ministries or Divisions the summary
should contain the recommendation of that Ministry or Division
and, in case of disagreement, the points of difference and the
recommendation of the Department concerned. Opinions of
individual officers within a Department should not find mention.

(iv)

The concluding paragraph should contain the point or points on
which decision of the Minister is sought together with the
recommendation of the sponsoring officer.

(v)

The summary should be self-contained but it should not be
unnecessarily long. Where the material to be submitted is lengthy,
much of it should be relegated to annexure or appendices, keeping
the main summary as brief as possible. This will enable the higher
authorities to study the annexure or appendices if they want further
details on any particular point.

(vi)

The paragraphs of the summary should be properly numbered.

(vii)

The summary should be typed preferably in single space in small
paras to enable easy reading.

(viii) The annexure should be page numbered consecutively to facilitate
location of the particular page or portion thereof, to which
attention might be drawn during discussion or further noting.
(ix)

In case of lengthy summaries, indicating sub-headings to the
appropriate paragraphs would be useful.
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Arrangement of papers in a case While submitting a case, the papers, folders, reference book etc., are to be
arranged in the following order from top downwards:1.

Reference books;

2.

Notes portion of the current file ending with the note for consideration;

3.

Running summary of facts;

4.

Draft for approval, if any;

5.

Correspondence portion of the current file ending with the latest receipt or
issue, as the case may be;

6.

Appendix to notes and correspondence;

7.

Standing Guard File, standing note or reference folder, if any;

8.

Other papers, if any, referred to e.g. extract of notes or correspondence
from other files, copies of orders, resolutions, gazettes, arranged in
chronological order, the latest being placed on the top;

9.

Recorded files, if any, arranged in chronological order, the latest being
placed on the top;

10.

Routine notes and papers arranged in chronological order and placed in a
separate cover.

Linking and De-linking of files1. If the issues raised in two or more current files are so inter-connected that they
must be dealt with together simultaneously, the relevant files will be linked in
the manner indicated in (2) below. Such linking may also be resorted to if a
paper on one current file is required for reference in dealing with another
current file unless a copy of the paper can be conveniently placed on the first
file.
2. When files are to be linked, strings of the file board of the lower file (but not
its flaps) will be tied round the upper file. The strings of the file board of the
upper file will be tied underneath it in a bow so that each file is intact with all
its connected papers properly arranged on its file board or flap.
3. On receipt back after completion of action, the linked files will be
immediately de-linked after taking relevant extracts and placing them on the
relevant files, where necessary.
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Note for Cabinet, Cabinet Committees, Group of Ministers, COS, High-level
Commissions / Committees Details regarding preparing / submitting of notes / papers to Cabinet, Cabinet
Committees, Group of Ministers & COS are available in Appendix 7.1 & 7.2 of Central
Secretariat Manual of Office Procedure.
Similarly, instructions for constitution / re-constitution of High Level
Commissions / Committees are given in Appendix 7.3 of Central Secretariat-Manual of
Office Procedure.

*****************
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Chapter 5

FINANCIAL SANCTIONS
1.
GENERAL: Financial sanctions are the written expressions relating to the
permission or authorization or resolve for expenditure from public funds. In the Govt. of
India, the power to issue a financial sanction vests primarily with the Ministry of Finance.
The Govt. of India (Transaction of Business) Rules, 1961, provide that unless a case is
fully covered by the powers to sanction expenditure or to appropriate or reappropriate
funds, conferred by any general or special orders made by the Ministry of Finance, no
Department shall, without the previous concurrence of the Ministry of Finance, issue any
orders involving expenditure, or otherwise having a financial bearing. However, for the
expeditious discharge of public business, the Ministry of Finance has delegated powers to
other Ministries/Departments, Administrators of Union Territories, Heads of Departments
and Heads of Offices. This process of delegation is a continuous one, depending, inter
alia, upon the economic climate and the level of activity necessitating delegation of
financial powers to the various executing agencies in accordance with the responsibilities
entrusted to them. The authorities who may exercise these delegated powers, the limits of
expenditure and the conditions subject to which these powers may be executed are
specified in the various Rules such as the Delegation of Financial Powers Rules, 1978, the
Fundamental & Supplementary Rules, the General Financial Rules and also in other
general or special orders. All financial powers not specifically delegated to any authority
by the Delegation of Financial Powers Rules, are known as ‘Residuary Financial Powers’.
Such powers vest in the Finance Ministry. Ministry of Finance also includes the Integrated
Financial Adviser who may exercise all or any of the powers of the Ministry of Finance
beyond those delegated to the Ministries/Departments, subject to the supervision by the
Ministry of Finance and also subject to such general or special orders as may be issued in
this behalf by that Ministry. Thus the Finance Ministry’s powers are exercised by the
Integrated Financial Advisers of the Departments also, where the I.F.A. Scheme is in force.
2.
LIMITATIONS ON POWERS TO SANCTION EXPENDITURE: Before
sanctioning expenditure from public funds it may be ensured that:
(a)

Public revenue is spent only on legitimate objects of public expenditure.

(b)

The expenditure from public money is guided by the standards of financial
propriety indicated in rule 21 of GFR

(c)

A subordinate authority sanctions expenditure or advances of public money
in those cases only in which it is authorized to do so by
(i)

the provisions of any law for the time being in force , or

(ii)

delegation of Financial Powers Rules, or

(iii)

any other rules issued by or with the approval of the President , or
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(iv)

(d)

any special/general orders of the President or other competent
authority.

Directions or stipulations for exercise of delegated or re-delegated powers
are fulfilled.

(e)

In case of expenditure involving new principle or practice likely to lead to
increased expenditure in future, prior consent of the Ministry of Finance is
obtained.
[Rule 4 DFPRs]
Unless otherwise provided by any general or special rule or order it shall be within
the competence of an authority to exercise the financial powers delegated to another
authority subordinate to it.
[Rule 13(5) DFPRs]
3.
DRAFTING OF SANCTIONS:
Drafting financial sanctions is of paramount
importance and the following points should be borne in mind:

(a)

(b)

Form of Sanction
(i)

All financial sanctions issued by a Department of the Central
Government which relate to a matter concerning the Department
proper and on the basis of which payment is to be made or
authorized by the Accounts Officer, should be addressed to him.

(ii)

All other sanctions should be accorded in the form of an Order,
which need not be addressed to any authority, but a copy thereof
should be endorsed to the Accounts Officer concerned.

(iii)

In the case of non-recurring contingent and miscellaneous
expenditure, the sanctioning authority, may, where required, accord
sanction by signing or countersigning the bill or voucher, whether
before or after the money is drawn, instead of by a separate sanction.

Sanction in the Name of
(i)

All financial sanctions issued by Ministries and Departments of the
Central Government whether with the concurrence of the Ministry of
Finance or under their own powers, should be issued in the name of
the President, say as,
“I am directed to convey the sanction of the President …….” or “The
President is pleased to sanction………….”
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(ii)

Where, however, the power to make orders, notifications, etc. is
conferred by a Statute on the Central Government, the statutory
orders, Notifications, etc. so made are expressed only in the name of
the Central Government for obvious reasons

(iii)

Sanctions which are issued by Heads of Department under the
powers delegated to them are issued in their own name, as under;_
“I am to sanction______” and signed by them. Sanctions can also be
signed and communicated to Audit by an authorised gazetted officer
subordinate to the Head of Department, the sanction being either in
the name of the Head of Department or signed by the gazetted
officer for the Head of Department.
[Clause vii – GFR-29 ]

(iv)

When powers delegated to Head of Office are exercised, the
sanctions can be issued in the name of the Head of Office himself.

(c)
Purpose: - The purpose of the sanctioning to expenditure should be clearly
stated. The language should not be open to ambiguity or mis-interpretation. If
different articles are to be purchased, the quantity or specification of each one of
them should be stated separately and not mixed up with others. Similarly, all orders
conveying sanctions to the grant of additions to pay, such as special pay and
compensatory allowance, should contain a brief but clear summary of the reasons
for the grant of the addition so as to enable the Audit Officer to see that it is
correctly classified as special pay or compensatory allowance, as the case may be.
(d)
Amount: - All orders conveying sanction to expenditure of a definite
amount or upto a specific limit, should express the amount of expenditure
sanctioned both in words and figures.
[Clause(vi) GFR-29]
(e)
Conditions: - It should be ensured that sanctions duly incorporate any
information, certificate, conditions etc. required to be incorporated under the
relevant financial rules. The following are some examples: (i)

While creating a temporary post, its duration must be clearly stated.
The date from which it is created should also invariably be specified.
[GFR-27(2)]

(ii)

All sanctions of the grants-in-aid issued by a Ministry/Department
under Rule 20 of the D.F.P.Rs 1978, should conform to the pattern
of assistance or rules governing such grants-in-aid also have been
laid down by the Internal Finance Wing of the Ministry/Department
concerned under GFR 209 (2).
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(iii)

All orders conveying sanctions to the grant of additions to pay such
as Special Allowance, Personal Pay, etc., should contain a brief
summary of the reasons for the grant of such additions to pay so as
to enable the Accounts Officer to see that it is correctly termed as
Special Allowance, personal Pay, etc., as the case may be.
[Clause (viii) GFR 29]

(f)
Whenever any orders are issued affecting the conditions of service of
persons serving in the Indian Audit and Accounts Department, the fact that the
orders are being issued after consultation with the Comptroller and Auditor General
of India, as required under Article 148(5) of the Constitution, should be mentioned
in the orders, preferably as a separate paragraph as indicated below: “In so far as the persons serving in the Indian Audit and Accounts
Department are concerned, these orders are issued after consultation with
the Comptroller and Auditor General of India.”
(g)

Sanction issued with the consent of other Ministries/Departments
(i)

Whenever the consent or sanction of the Finance Ministry is required
under these rules, such consent or sanction shall be communicated to
the Audit/Pay and Accounts Officer concerned by a Department of
the Central Government itself after adding a Clause to the sanction
as follows:“This Order/Memorandum issues with the concurrence of the
Ministry of Finance (Department of Expenditure), vide their
O.M./U.O. No…………. dated …………..”

(ii)

Whenever the consent of the Finance Ministry is required under
these rules, such consent or sanction shall be communicated to the
Audit/Pay and Accounts Officers concerned by a Department of the
Central Government, where the Integrated Finance Advice Scheme
has been introduced, by adding a clause to the sanction letter as
follows:“This order/Memorandum issues with concurrence of Finance
Branch vide their U.O. No ……………. dated ………………”.

(iii)

Whenever a financial sanction is issued by a Department of the
Central Government in exercise of the powers conferred on it by
these rules in consultation with its Internal Financial
Adviser/integrated Financial Adviser, it shall be communicated to
Audit/Pay and Accounts Officer concerned by the Department
concerned by adding a clause to the sanction as follows:
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“This sanction issues in exercise of the powers conferred on this
Department in consultation with the Internal Finance
Branch/Finance Branch vide their U.O.No…………….. dated
……………………”.
[DFPR – 25]
(iv )

All financial sanctions and orders issued by a department with the
concurrence of the Ministry of Home Affairs or Comptroller and
Auditor-General of India or Department of Personnel should specify
that the sanction or orders are issued with the concurrence of that
Department along with the number and date of relevant
communication of that Department wherein the concurrence was
conveyed.
[Clause (v) of GFR-29]

(v)

In the case of sanctions involving foreign exchange where the
concurrence of the Ministry of Finance(Deptt. Of Economic Affairs
and/or Department of Expenditure) is obtained, the fact that the
concurrence of the Department of Economic Affairs has been
obtained is specifically indicated along with the number and date of
the authority of that Department.

(h) Sometimes items of expenditure sanctioned by the
Ministry/Department
from its Grant are actually incurred by another Ministry/Department as in the case
of works executed by Divisional Officers of CPWD etc. on behalf of other
Ministries/Departments. In the Departmentalized Accounting System, the debits for
such expenditure are passed on along with the vouchers for final accountal to the
concerned Pay & Accounts Officer of the Ministry/Department which sanctioned
expenditure. In cases of this nature, the Ministries/Departments according the
sanction should indicate in the sanction the particular P&AO in whose books the
expenditure is to be finally adjusted, besides indicating the particulars of the head of
account and the grant/appropriation to which the expenditure is debitable.
5.

COMMUNICATIONS OF SANCTIONS
(a)
Copies of all sanctions/orders other than the following types should be
endorsed to the Audit Officer:(i)

Sanctions relating to grant of advances to Central Government
employees.

(ii)

Sanctions relating to the appointment/promotion/transfer of gazetted
and non-gazetted officers.

(iii)

Sanctions relating to creation/continuance/abolition of posts.
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(iv)

Sanctions for handing/taking over charge etc.

(v)

Sanctions relating to payment/withdrawal of General Provident Fund
advances to Government servants.

(vi)

Sanction of contingent expenditure incurred under powers of Head
of Offices.

(vii)

Other sanction of routine nature issued by heads of subordinate
offices (other than those issued by Min/Department proper under
under powers of a HOD).

(b )
Copies of all general financial orders issued by the Departments of the
Central Government with the concurrence of the Comptroller & Auditor General
may be supplied to the C&AG .
[ GFR – 29]
6.

SIGNING OF SANCTIONS:
(a)
Under Article 53 of the Constitution, the executive power of the Union vests
in the President and is exercised by him either directly or through officers
subordinate to him in accordance with the Constitution. Article 77 of the
Constitution requires that all executive action of the Government of India should be
expressed to be taken in the name of the President and that orders and other
instruments made and executed in the name of President should be authenticated in
such manner as may be specified in rules made by the President. The rules made by
the President for the authentication of orders in the name of the President are
contained in the Authentication (Orders and other Instruments) Rules,1958.
(b)
All financial sanctions and orders involving payments from Government
funds should not be conveyed over cyclostyled signatures. They should be
communicated to the Audit Officer and/or the Accounts Officer, as the case may be,
duly signed by an authorized gazetted officer.
(c)
Sanctions accorded by a Head of Department may be communicated to the
Accounts Officer by an authorized Gazetted Officer of his Office duly signed by
him for the head of Department or conveyed in the name of the Head of the
Department.
[Clause (vii) GFR-29]
(d)
A Head of Office can authorise a subordinate gazetted Officer to incur
contingent and miscellaneous expenditure on his behalf. But the Head of Office
remains responsible for the correctness, regularity and propriety of expenditure
incurred by the said gazetted officer. In such cases, sanctions can be signed by the
gazetted officer for the Head of office, who has to communicate the name and
specimen signature of the former to the Treasury Officer.
[Rule 16 of the DFP Rules and Rule 142 of the Treasury Rules]
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7.
DETAILS OF BUDGET PROVISIONS: All sanctions to expenditure shall
indicate the details of the provisions in the relevant Grant/appropriation wherefrom
expenditure is to be met including the details of Budget head under which the expenditure
will be booked and also how the expenditure will be met (i.e. valid appropriation or reappropriation). In case sanction is issued before funds are communicated it should be
specified in the sanction that such expenditure is subject to funds being communicated in
the relevant budget.
[GFR - 25]
8.

EFFECT OF SANCTION
(a)
Date of effect of sanction – Subject to fulfillment of the provisions of Rule
6 of the Delegation of Financial Powers Rules, 1978, all rules, sanctions or orders
shall come into force from the date of issue unless any other date from which they
shall come into force is specified therein.
[Clause (1) GFR - 27]
(b)
However, no expenditure can be incurred against a sanction unless funds are
made available for the purpose by valid appropriation or re-appropriation or
advance from Contingency Fund of India. Sanction for recurring expenditure
becomes operative for the first year when funds are made available and remains
effective for each subsequent year subject to appropriation in such years and also
subject to the terms of sanction.
[Rule 6 DFPRs]

9.
LAPSE OF SANCTION: A sanction for any fresh charge shall, unless
specifically renewed, lapse if no payment in whole or part has been made during a period
of 12 months from the date of issue. Following are the exceptions to this general rule: (a)
When period of currency of sanction is prescribed in departmental
regulations or specified in the sanction itself, it will lapse on the expiry of such
period.
(b)
When there is specific mention in the sanction that expenditure will be met
from budget provisions of specified financial year, it will lapse at the close of that
financial year.
(c)
In the case of purchase of stores, a sanction shall not lapse, if tenders have
been accepted (in the case of local or direct purchase of stores) or the indent has
been placed (in the case of Central Purchases) on the Central Purchase Organization
within the period of one year of the date of issue of that sanction, even if the actual
payment in whole or in part has not been made during the said period.
[ GFR – 30]
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(d)
Sanctions relating to addition to a permanent establishment made from year
to year under general scheme sanctioned by competent authority or in respect of an
allowance for a particular post/class of Govt. servants, even though not drawn by
the officer(s) concerned, shall not lapse.
[GFR 31]
(f) A sanction to an advance or a non-refundable part-withdrawal from Provident
Fund, unless it is specifically renewed, lapses on the expiry of a period of three
months. This does not, however, apply to withdrawals effected in installments. In
such cases, the sanction accorded for non-refundable withdrawal from Provident
Fund remains valid upto a particular date to be specified by the sanctioning
authority in the sanction order itself.
(GFR 268)
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Chapter 6

PARLIAMENTARY PROCEDURE
Parliamentary Control over Executive: - The Constitution of India derives its
authority from the people and fully recognizes the sovereignty of the people in the
administration of the country. This sovereignty is exercised through Parliament elected
on adult franchise, with a responsible Cabinet as its executive instrument.
Parliament, representing the people, is supreme in the administration of the
country. The Council of Ministers is collectively responsible to the Lower House of
Parliament for its acts of omission and commission. Parliament can force the Executive
to resign by expressing want of confidence or by rejecting any of the policies put forward
by the Executive.
Parliament’s control over the Executive can broadly be described under the
following two heads:1. Control over general policy, and
2. Control over public finances.
(1)
Control over general policy is exercised through the endorsement or rejection of
the policies initiated by the Executive and by moving resolutions, motions including noconfidence motions, etc.
(2) Control over public finances.- It is the responsibility of the Executive to formulate
demands for money and to initiate necessary fiscal measures to finance its plans and
policy, while it is the prerogative of the legislature to exercise control over (a) taxation,
(b)expenditure, (c) borrowing, and (d) accounts.
Besides this omissions and commissions in the implementation of the policies are
also highlighted through the Questions and other items of agenda.
2.

Parliament

(i) The two Houses.- The supreme legislature of the Union is the Parliament
consisting of the President and the two Houses –the Rajya Sabha or the Council of States
and the Lok Sabha or the House of the People. Each House is assisted by the respective
Secretariat.
The President shall from time to time summon each House of Parliament to meet
at such times and place as he thinks fit.
At the commencement of the first session after each general election to the House
of the People and at the commencement of the first session of each year, the President
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shall address both Houses of Parliament assembled together and inform Parliament of the
causes of its summons.
The President is constitutionally bound to summon Parliament without allowing
an intervention of a period of six months between two consecutive sessions, i.e. between
its last sitting in one session and the date appointed for its first sitting in the next session.
Normally there are three sessions in a year the first one commences in the mid-February
which is the budget session, the second, the autumn session starts in the mid-August,
and the third in the mid-November and is known as the winter session.
( ii ) Time and duration of sittings.- The Houses normally sit everyday, except on
Saturdays and Sundays. The Rajya Sabha sits from 11 A.M. to 5 P.M. The Lok Sabha
sits from 11 A.M. to 6.00 P.M. The Rajya Sabha observes a recess of an hour and a half
from 1 P.M. to 2.30 P.M. but in the Lok Sabha the recess is of an hour from 1.00 P.M. to
2.00P.M. The Houses can also sit exceptionally on other days and at other times.
( iii ) Quorum- It means the minimum number of members required to be present
at a sitting of the House for valid transaction of its business. The quorum to constitute a
meeting of either House of Parliament is one-tenth of the total number of members of the
House. This includes the Speaker/Chairman or the Presiding Officer for the time being.
( iv ) Some other important Parliamentary terms.
(a) Adjournment, Prorogation and Dissolution – Adjournment of the House means
postponement of a sitting of the House to an hour or part of the same day or to a
particular day or sine-die, i.e. without any definite date being fixed for the next sitting.
After the House is adjourned sine-die, a sitting of the House can be called by the Speaker.
On adjournment of the House sine-die, the business pending before the House does not
lapse.
Prorogation means the termination of a session of the House – On prorogation of
the House, all business pending before the House, except what is saved by Article 107(3)
of the Constitution and Rules 284, 335 and 336 of the Rules of Procedure and Conduct of
Business in Lok Sabha, lapses. After the House is prorogued, no sitting of the House can
be called unless he President summons the House afresh under Art. 85(1) of the
Constitution which really means a new session.
The House is adjourned by the Speaker whereas it is prorogued by the President.
Adjournment also may be a motion in the Lok Sabha where the on-going business is
adjourned or kept in abeyance in order to take up a definite matter of urgent importance
like a disaster or havoc like tragic losses of life or property etc.
The President has power to promulgate Ordinances when the House is prorogued
but not when the House is adjourned. During adjournments also the House is in session.
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Dissolution of the House means the end of the life of the Lok Sabha either by an
order made by the President under Article 85(2) (b) of the Constitution or on the
expiration of the period of five years from the date appointed for its first meeting. It is
followed by the election of a new House.
The Upper House is not dissolved but as nearly as possible one-third of its
Members retire every Second year.
(b) Appropriation Act – When all the grants necessary for service of the year have
been voted, the expenditure of each grant upon the service for which the grant is made is
secured by the Appropriation Act.
(c ) Bills – A Bill is a draft of legislative proposals, and can be introduced either
by a Minister or by a private member. In the former case, it is known as a Government
Bill and the latter, is known as a Private Member’s Bill.
(d ) Bulletin – It is the Bulletin of the House concerned containing a brief record
of the proceedings of the House at each of its sitting, information relating to the business
of the House and that relating to Parliamentary Committees.
(e) Closure – The right to move a closure motion is a valuable device in the hands
of a member to cut short the debate on any question. In order to bring a debate to a close,
a member rises and moves “That the question be now put”. The acceptance of closure
rests with the discretion of the Chair. Before he accepts it, he considers whether the
question before the House has received adequate debate or not, whether or not the views
of the Opposition have been adequately expressed before the House. The practice of
resorting to Closure Motion went practically out of use with the introduction of the
Business Advisory Committee in 1953 and is resorted to rarely. A Closure Motion
cannot be moved when another Member is speaking. It should not be applied as an abuse
of the Rules or an infringement of the right of reasonable debate.
(f) Guillotine – Guillotine is a different form of closure. It is provided under Rule
208(2) of the Lok Sabha Rules of Procedure. It means the putting by the Speaker of
`every question necessary to dispose of all the outstanding matters in connection with the
demands for grants` on the expiry of the time allotted for its discussion or otherwise. The
chair puts the question, no further discussion thereon being allowed. Unlike closure, the
guillotine to be applied is not preceded by any motion. Under the rules of the House,
guillotine, technically speaking, applies only to the budget demands, Appropriation Bill
and Finance Bill. In the year 1998-99 the demands for grants of all the Ministries/
Departments except those of the Ministry of Agriculture were guillotined. In 1999-2000
even those of the Ministry of Agriculture were not discussed and voted but were
guillotined.
(g) Point of order: It is a question raised relating to the rules by a Private Member
before an item of business is over or yet to be taken up. The Speaker may hear different
sections of the House before giving a ruling on it.
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(h) Session – The term Session means the period during which Parliament sits
without any intermission or recess. Unless Parliament be prorogued, the session is not
closed. The effect the termination of a session there must be a prorogation of the
House(s) of Parliament.
(i) Sitting of the House – A sitting of the House is duly constituted when it is
presided over by the Speaker/Chairman or any other member competent to preside over a
sitting of the House under the Constitution or the Rules of Procedure and Conduct of
Business of Lok Sabha/ Rajya Sabha and has quorum.
(j) Special Mentions – After an item of business is over and before another is
entered upon Members may with the permission of the chair raise matters not listed in the
agenda paper. Written replies are sent to the Member within a month since when the
matter was raised.
(k) Table of the House – The oval Table is just below and in front of the desk of
the Secretary General below the Speaker’s Podium. Papers which are required to be laid
on the Table of the House are already placed on this Table. At the appropriate time, when
called by the Speaker, the Minister-in-charge goes on record by mentioning that he lays
such documents on the Table of the House. During sitting of the House, the Roll of
Members is always kept on this Table for signature before taking their seats. Senior
Officers of various Branches of the Secretariat of respective House are seated around the
Table.
(l) Zero Hour -Members are allowed to raise matters of urgent public importance
after the Question Hour i.e. during ‘Zero Hour’ in the two Houses by the Presiding
Officers. Whenever Presiding Officers give directions to the Government or the
Minister/Minister of State of Parliamentary Affairs gives assurances on certain issues
raised during ‘Zero Hour’ in the two Houses, the relevant extracts from the proceedings
of the Houses relating to such matters are sent by the Minister of Parliamentary Affairs to
the Minister concerned on the same day for such action as may be deemed necessary by
the department. Ministry of the Parliamentary Affairs also sends relevant extracts from
the proceedings relating to the matters raised during Zero Hour in the two Houses on
which no directions or assurances are given, to the department concerned for information
and such actions as may be deemed necessary. The department may examine such
matters and, if deemed necessary, send replies to the members under intimation to the
Ministry of Parliamentary Affairs.
3. “Questions in Parliament”- The primary object of Questions is to elicit
information on facts and figures in matters of public importance within the special
cognizance of the Minister.
Questions are of three kinds:-
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i.

Starred Questions- These are answered orally on the floor of the House and with
reference to the answer given, members are entitled to ask supplementary
questions. These will be intelligently anticipated while preparing – ‘Note for
Supplementaries’ for the use of the Minister.

ii.

Unstarred Questions- These call for written answers which are placed on the
Table of the House and no supplementaries are asked in respect of such answers.
Answers to them are deemed laid on the Table of the House.

iii.

Short Notice Questions- These may be only admitted with written consent by the
Minister urgent in regard to matters of public importance notice shorter than ten
clear days for the Speaker and five for the Minister and answered orally as
starred questions. It is within the discretion of the Minister either to accept or
not to accept a short notice question. If the Minister declines to accept short
notice of a Question, and the Question is of sufficient public importance, that
question may be admitted by the Speaker as Starred Question and placed as the
first Question in the list of Starred Questions for the day on which it would
otherwise become due for answer. If a short notice question is answered a
calling attention may be pre-empted on the matter.

Not less than 10 clear days’ notice of a question is ordinarily required to be given by
a member to the Secretary General, Lok Sabha/Rajya Sabha who gives at least five clear
day’s notice to the Minister to whom the question is addressed. In practice, however, in
order to give the concerned Department as much time as possible for preparation of an
answer, an advance copy of the Question in the provisionally admitted form is forwarded
to that Department by the Lok Sabha/ Rajya Sabha Secretariat.
On receipt of the provisionally admitted version of the question from the Parliament
Unit of the Ministry/Department, the concerned Section will examine it immediately and
take the following action:i.

ii.

iii.

If a question is wrongly addressed to a Minister, the Ministry/Department to
whom an advance copy has been sent should immediately contact the Department
concerned and obtain its concurrence to the transfer of the question. If the
Department concerned declines to accept the transfer, the question may be
answered under compulsion but thereafter the matter may be pursued with the
concerned Department requesting it to accept future questions on the subject.
(The matter of transfer of the question may be taken up at such a level as the case
may warrant so as to resolve the issue without any delay or noting).
If it pertains to some other section, it will not be returned to the Parliament Unit
but its transfer to the appropriate section will be settled either at the level of the
Section Officer or Branch Officer. If this should fail, the assistance of the O&M
Officer or other higher officer will be sought to resolve the issue without delay or
noting.
It should be examined whether the question is admissible for answer in terms of
provisions regarding “Conditions of admissibility” and the position intimated to
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the Question Branch of Secretariat of the House concerned stating that the parts
so-and- so of the questions falls within the mischief of rule so-and-so which facts
may be taken into consideration while deciding admissibility of the question.

QUESTIONS – CONDITIONS FOR ADMISSIBILITY
A Question to be admissible must satisfy the following conditions:i.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.
x.
xi.
xii.
xiii.
xiv.
xv.
xvi.
xvii.
xviii.
xix.
xx.

It shall not bring in any name or statement not strictly necessary to make
the question intelligible;
If it contains a statement the member shall make himself responsible for
the accuracy of the statement;
It shall not contain arguments, inferences, ironical expressions,
imputations, epithets or defamatory statements;
It shall not ask for an expression of opinion or the solution of an abstract
legal question or of a hypothetical proposition;
It shall not ask as to the character or conduct of any person except in his
official, or public capacity;
It shall not ordinarily exceed 150 words;
It shall not relate to a matter which is not primarily the concern of the
Government of India;
It shall not ask about proceedings in a Committee which have not been
placed before the House by a report from the Committee;
It shall not reflect on the character or conduct of any person whose
conduct can only be challenged on a substantive motion;
It shall not make or imply a charge of a personal character;
It shall not raise questions of policy too large to be dealt with within the
limits of an answer to a question;
It shall not repeat in substance questions already answered or to which an
answer has been refused;
It shall not ask for information on trivial matters;
It shall not ordinarily ask for information on matters of past history;
It shall not ask for information set forth in accessible documents or in
ordinary works of reference.
It shall not raise matters under the control of bodies or persons not
primarily responsible to the Government of India;
It shall not ask for information on a matter which is under adjudication by
a court of law having jurisdiction in any part of India;
It shall not relate to a matter with which a Minister is not officially
connected;
It shall not refer discourteously to a friendly foreign country;
It shall not ask for information regarding Cabinet discussions, or advice
given to the President in relation to any matter in respect of which there is
a Constitutional, statutory or conventional obligation not to disclose
information;
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xxi.
xxii.

It shall not ordinarily ask for information on matters which are under
consideration of a Parliamentary Committee; and
It shall not ordinarily ask about matters pending before any statutory
tribunal or statutory authority performing any judicial or quasi-judicial
functions or any Commission or Court of Enquiry appointed to enquire
into, or investigate, any matter but may refer to matters concerned with
procedure or subject or stage of enquiry, if it is not likely to prejudice the
consideration of the matter by the tribunal or Commission or Court of
Enquiry.
GENERAL PROCEDURE REGARDING QUESTIONS

The procedure regarding Parliament Questions is summarized below:a) Notice of a question must be given in writing to the Secretary General of
the House and must specify (a) the official designation of the Minister to
whom it is addressed, or , if the question is addressed to a private member,
the name of such member; and (b) the date on which the question is
proposed to be placed on the list of questions for answer.
b) In order to enable the members of Parliament to address the questions
correctly, a pamphlet entitled “Subjects for which various Ministries and
Departments of the Government of India are responsible” for answering
questions in the Lok Sabha/ Rajya Sabha is supplied to them. Whenever
any changes take place in the allocation of work amongst the various
Ministries, whether they occur during the session or otherwise, such
changes should be communicated by the Ministries concerned to the Lok
Sabha and Rajya Sabha Secretariats immediately so that they may have
the up-to-date information regarding the subjects dealt with in each
Ministry.
c) Not less than ten and not more than twenty-one clear days’ notice of a
question is required to be given. In the case of Rajya Sabha there is no
upper limit of notice period and notices can be given from the day the
House is summoned for the forthcoming Session.
d) The time available for answering questions is allotted by the
Speaker/Chairman on different days in rotation for answering of questions
relating to the various Ministries of the Government of India. For this
purpose, Ministries have been divided into groups, each group having its
questions on a particular day allotted to it.
e) An asterisk (*) should be placed at the beginning of a question to which a
member wishes to have an oral answer on the floor of the House. When a
question has been answered orally by a Minister, it is open to any member
of the House to ask supplementary questions.
A dagger mark ($)
indicated that the original question is in Hindi.
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f)

g)

h)

i)

j)

k)
l)

m)

n)

o)
p)

q)

r)

Not more than five including one starred question distinguished by
asterisk by the same member can be placed on the list of questions for oral
answer on any one day.
In the list of questions for oral answers for any day, not more than twenty
questions can be included. Questions in excess of twenty are transferred
to the list of questions for written answers.
Where two or more questions on the same or allied subject addressed to a
Minister for oral answer appear on the list of questions for any particular
day and when the first of them comes up for answer, the
Speaker/Chairman may himself or on the request of any member, direct
that any or all such questions be taken up together for answer, irrespective
of the order in which they stand in the list.
Members have to indicate in their notices of starred questions for each day
the order in which they desire to ask their questions for answer. If no
preference is indicated, the questions shall be placed on the list of
questions for oral answer in the order in which notices are received in
point of time.
Notices of starred and unstarred questions must be given separately and
separate notices are required for separate dates, and when notice of more
than one question is given at the same time, such questions and their parts
should be clearly numbered.
Notices of questions should be clear, self-contained and complete.
Questions containing references to previous questions and answers must
be made self-contained by quoting very briefly the purport of the previous
questions and answers, their numbers and the dates when the questions
were answered.
Questions asking for information as regards the truth or otherwise of
statements in newspapers must contain the specific points in the
statements in respect of which information is desired.
Notices of questions referring to newspaper articles must be accompanied
by the relevant newspaper cuttings or the name of the paper and the date
when the article appeared in the paper.
In the case of a question containing a statement by the member, he must
make himself responsible for the accuracy of such statements.
A question not asked by a member although he is present in the House is
treated as withdrawn and therefore not printed in the proceedings of the
House.
Answers to Starred questions not reached during the Question flour are
deemed laid on the Table of the House at the end of it. A question not
reached for oral answer may be answered after the end of the Question
Hour with the permission of the Speaker/Chairman, if the Minister
represents to the Speaker/Chairman that the question is one of special
public interest to which he desires to give an answer.
An absent member’s starred questions for a particular sitting may be asked
by another member provided the latter has been authorised in that behalf
in writing and the letter of authority is given before the sitting to the
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Secretary General. Such authority should be for a definite date or dates.
An absent member is not permitted to authorize more than one member for
this purpose for any one sitting. If on a question being called, it is not
asked or the member in whose name it stands is absent without giving any
letter of authority to any other member on his behalf, the Speaker may, at
his discretion, direct the answer to be given in the second round, if in his
opinion or that of the Minister concerned, the subject matter of the
question is of such importance as to warrant an answer being given in the
House.
s) The questions of absent members which are answered in the House are
printed in the official report of the Parliamentary Debates with a bracketed
remark indicating that they were asked by so-and-so on behalf of so-andso.
t) In cases where no intimation is received by the Speaker/Chairman from
the absent member, the question is passed over in the House but it is
included together with its answer in the official report of the proceedings.
4. “DRAFTING OF ANSWER TO PARLIAMENTS QUESTIONS” Every
single question has to be answered duly. While drafting the answer, the
following points will be borne in mind:a) The preparation of a tentative draft answer and a draft note for
supplementaries, where necessary, will be undertaken immediately on
receipt of the provisionally admitted question. Simultaneously further
information will also be collected from all concerned. The draft answer so
prepared will be reviewed on receipt of the printed list of admitted
questions, and, if necessary revised so that it conforms to the admitted
form of the question. To facilitate this, the Parliament Unit will keep in
contact with the Lok Sabha/ Rajya Sabha Secretariat and ascertain the text
of the question as finally admitted for the information of the section
concerned, even before the printed list is received. This will be done a
couple of days before the printed list is received i.e. as soon as the final
list is ready in the Lok Sabha/ Rajya Sabha Secretariat for going to the
press.
b) In preparing a draft answer, parts of the question will be reproduced and
replies thereto set out in parallel columns against each part. In cases of
starred questions, the position of the question in the printed list will be
indicated on the top right hand corner of the draft answer. If the original
notice is in Hindi, an indication will be given to that effect on the draft.
c) The answer will be as precise, unambiguous and complete as possible,
taking particular care to avoid expressions which are liable to be construed
as evasive or as implying an assurance unless it is clearly intended to give
one. It must be restricted to the text only.
d) As far as possible, an interim answer, even to an unstarred question, that
“information is being collected and will be placed on the Table of the
House” will be avoided. Such a reply will be given only if it is expected,
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e)

f)

g)

h)
i)

j)

k)

with a reasonable degree of certainty, that the information would be
available and that there will be no objection to disclosing it.
If on the basis of whatever information is already available within the
Department or has been obtained from the out-side agencies, a satisfactory
answer could be framed, the feasibility of giving such an answer, although
not strictly complete, may be considered without calling for further
information or holding out an assurance.
Where a question calls for elaborate answer or detailed figures, the reading
of which is likely to take more than 15 seconds, a statement giving the
required information will be prepared and attached to the answer. In the
case of a starred question, the answer will merely state that a statement is
being laid on the Table of the House. In the case of an unstarred question,
however, there is no need to say so specifically.
When an answer to a question refers to information available in a
document, whether published under the authority of the Government or
otherwise copies of such a document will invariably be placed in the
Parliament Library before the answer is given or laid on the Table of the
House.
An answer to a question will not refer to the answer to a question or
proceedings in the other House during a current session.
If a question is on the printed list, it has to be answered even though the
reply may be that it would not be in the public interest to give the
information asked for.
When the original question is in Hindi, the answer will be in Hindi and
will be treated as the official version and the English version will be
treated as its translation.
A note for supplementaries marked ‘Secret’ for the use of the Minister
will be added to all draft answers to starred and short notice questions. It
will be comprehensive and precise but as brief as possible and will take
into account the likely supplementaries with reference to the nature of the
question and the context in which the member has raised it.

5.
ALTERATIONS IN THE ANSWERS GIVEN - Whenever a minister while
replying to a Question deviates from the printed version, the Department concerned will
immediately communicate the fact to the LS/RS Sectt. As well as to the Information
Officer concerned and ensure that necessary corrections are made in the copies already
supplied.
Where the printed answer to a Question is found to contain any inaccuracy the
following procedure will be followed:
a) Within a week of the reply, the minister will ordinarily give a notice to the
Secretary General, Lok Sabha/Rajya Sabha of his intention to make a statement.
A copy of the statement proposed to be made will also be sent.
b) The prescribed number of copies (both in Hindi & English) of the statement,
alongwith an authenticated copy, will be sent to the Lok Sabha/Rajya Sabha,
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latest by 5.00p.m. on the working day preceding the day on which the statement
is to be made.
c) If the House is in session –
i.

Starred Questions (Lok Sabha/Rajya Sabha).

The item would be included in the list of business on an appropriate day and
the minister would be called upon to make the statement in the House or lay it
on the Table of the House.
ii.

Unstarred Questions in the Lok Sabha:

Item would be included in the list of questions for written answer on the
appropriate day as -

“The minister of ……………. to lay a statement correcting the reply
given on ………….. to Unstd Qn.No……………… by Shri ………………..
regarding………………
As at (i) above.
d) If the House is not in session –
(i)

Starred Questions:

(aa)

The minister may be called upon to make the statement during the next
session, or

(bb)

The statement may be included in official report of the debates with a
suitable explanatory foot note.
Unstarred Questions:

( ii )

As at (bb) above.
In case copies of the answer to a Question supplied to the Lok Sabha/Rajya Sabha
Secretariat are desired to be replaced or some corrections are to be carried out in these
copies, necessary intimation to the effect and revised copies of answers should be sent so
as to reach the Lok Sabha/ Rajya Sabha Secretariat not later than 9.00 hrs. on the day on
which the Question is due for answer.
6.
Laying of papers on the Table of either House of Parliament- When it is proposed
to lay a paper on the Table of the Lok Sabha/Rajya Sabha, otherwise than as a part of a
reply to a question, a copy of the paper, authenticated in Hindi and English by the
Minister preferably on the front page in the manner described below, together with the
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prescribed number of copies should be sent to the Secretariat of the House concerned, at
least two clear days before the date on which it is proposed to be laid on the Table:“Paper to be laid on the Table of Lok/ Rajya Sabha”.
AUTHENTICATED
Dated
New Delhi

(Signature)
Minister of ----------------

Simultaneously, the Secretariat of the House concerned should also be informed
whether additional copies of the papers proposed to be laid on the Table of the House
would be available for supply to such members of Parliament as may ask for them and if
so, how many. The name, designation, telephone number of the officer from whom the
spare copies can be had should also be communicated to the Secretariat of the House
concerned. All reports required to be laid on the Table of a House of Parliament will be
released to the press only after they have been so laid.
7.
“HALF AN-HOUR DISCUSSION”- The last Half-an-hour on three alternate
days in each House is allotted for raising discussion on a matter of sufficient public
importance which has been the subject of a recent question, oral or written, and the
answer to which needs elucidation on a matter of fact. A member wishing to raise a
matter has to give notice in writing to the Secretary General of the House concerned three
days in advance of the day on which the matter is desired to be raised specifying the point
or points that he wishes to raise accompanied by an explanatory note stating the reasons
for raising discussion on the matter in question. Hence, for three days after answering a
question there may be such a notice. It is therefore necessary to continue to collect
information even after a question is answered.
The Speaker/Chairman may waive the requirements concerning the period of
notice with the consent of the Minister concerned. The Speaker/Chairman shall decide
whether the matter is of sufficient public importance to be put down for discussion and
may not admit a notice which in his opinion , seeks to revise the policy of Government.
There is no formal motion or voting on the matter in question. The Member who
has given notice makes a short statement and the Minister concerned gives a short reply.
Any member who has previously intimated to the Speaker/Chairman is permitted (after
the member in whose name the discussion is admitted has spoken and before the Minister
commences his reply) to put a question for the purpose of further elucidating any matter
of fact.
When half-an-hour discussion is interrupted for want of quorum or when there is
no time for the Minister to give a full reply to the debate, he may with the permission of
the Speaker/ Chairman lay a statement on the Table of the House.
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8.
Discussions on matters of urgent public importance for short duration- A member
of Parliament desirous of raising discussion on a matter of urgent public importance may
give notice in writing to the Secretary General of the House concerned specifying clearly
and precisely the matter to be raised, together with an explanatory note stating the
reasons for raising discussion. The notice shall be supported by the signatures of at least
two other members.
If the Speaker is satisfied, after calling for such information from the member
who has given notice and from the Minister as he may consider necessary, that the matter
is urgent and is of sufficient importance to be raised in the House at an early date, he may
admit the notice and fix the date for discussion. Not more than one hour in the Lok
Sabha and two and a half hours in the Rajya Sabha are allowed for such discussion at or
before the end of sitting.
There is no formal motion or voting on the matter in question. The member who
has given notice makes a short statement and the Minister concerned gives a short reply.
Any other member who has previously intimated to the Speaker/ Chairman may be
permitted to take part in the discussion.
A precise, brief marked ‘Secret’ is required to be submitted before hand for use of
the Minister while replying to the discussion.
9.
“CALLING ATTENTION TO MATTERS OF URGENT PUBLIC
IMPORTANCE’- With previous permission of the Speaker/Chairman, a
member/members may call attention of a Minister to any matter of urgent public
importance. The Minister may make a brief statement immediately or ask for time to
make a statement at a later hour or date. No debate is permitted on such a statement at
the time it is made. However, the Speaker/Chairman may, in his discretion, allow
signatories to a calling attention notice to ask a clarificatory question each.
Not more than two such matter can be raised at the same sitting. Priority between
two such matters shall be given to that matter which is, in the opinion of the Spea
ker/Chairman, more urgent and important.
A member giving a call attention notice to the Secretary General of the House
endorses inter alia copies thereof concurrently to the Minister concerned and the speaker.
It will be open to the Minister, immediately on receipt of such a notice, to bring any facts
to the notice of the Speaker/Chairman which he may take into account in deciding the
admissibility of such a notice.
If an when the notice has been referred to the Ministry for facts/comments
thereon, it should be treated as immediate and the relevant facts should be forwarded to
the Secretariat of the House by 10.00 hours of the following day and a copy thereof
endorsed to the Department of Parliamentary Affairs. While forwarding the facts, the
Ministry should indicate whether they have been issued with the approval of the Minister
and whether the facts may or may not be disclosed to the Members.
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The statement made in the House in response to a calling attention notice should
also cover the points raised by members through notices of Questions, Adjournment
Motions and other notices on the same or allied subject. The statement includes the
precise factual position of the urgent matter, stops initiated to provide relief and curb it
and a promise of non-recurrence. Such a general promise is not treated as an assurance.
Along with the draft statement in reply to an admitted calling attention notice, a
note for supplementaries marked ‘Secret’ has also to be prepared and submitted to the
Minister. If a calling attention notice is in Hindi or if the first signatory tables the notice
in Hindi, the statement should, as far as possible, be made in Hindi.
In the case of a NO-DAY-YET-NAMED Motion, given notice of and admitted,
Department of Parliamentary Affairs will advise the Ministry and the Secretariat of the
House concerned whether time can be made available for discussion on it. It is taken up
during the time saved out of the government time allotted by the Business Advisory
Committee of the House concered. In the case of motions for which time can be made
available, Ministries should normally agree to a discussion unless there are serious
objections to a discussion being held. A file has to be opened and a brief draft for
approval of the Minister about the government’s stand in the matter. It is taken up when
included in the list of Business.
10.
Motion for Adjournment on a Matter of Public Importance- A motion for
adjournment of the business of the House for the purpose of discussing a definite matter
of urgent public importance can be made with the consent of the Speaker.
Notice of an adjournment motion shall be given before the commencement of the
sitting on the day on which the motion is proposed to be made to (a) the Speaker, (b) the
Minister concerned, and (c) the Secretary General of the House.
The right to move the adjournment of the House for the purpose of discussing a
definite matter of urgent public importance shall be subject to the following restrictions:a)
b)
c)
d)
e)

Not more than one such motion shall be made at the same sitting.
Not more than one matter shall be discussed on the same motion.
The motion shall be restricted to a specific matter of recent occurrence.
The motion shall not raise a question of privilege.
The motion shall not revive discussion on a matter which has been
discussed in the same session.
f) The motion shall not anticipate a matter, which has been previously
appointed for consideration. In determining whether a discussion is out of
order on the ground of anticipation, regard shall be had by the Speaker to
the probability of the matter anticipated being brought before the House
within a reasonable time.
g) The motion shall not deal with any matter which is under adjudication by
a Court of Law having jurisdiction in any part of India.
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h) The motion shall not raise any question which under the Constitution or
the Rules of Procedure and Conduct of Business in Lok Sabha can only be
raised on a distinct motion by a notice given in writing to the Secretary
General.
No motion which seeks to raise discussion on a matter pending before any
statutory tribunal or statutory authority performing any judicial or quasi- judicial
functions or any commission or Court of Enquiry appointed to enquire into or investigate
any matter shall ordinarily be moved.
The Speaker may allow such a matter being raised in the House as is concerned
with the procedure or subject or stage of enquiry if he is satisfied that it not likely to
prejudice the consideration of such matters by the statutory tribunal, statutory authority,
commission or court of enquiry.
If the Speaker gives consent, he shall, after the questions and before the list of
business is entered upon, call upon the member concerned to rise in his place and ask for
leave to move the adjournment of the House.
If objection to leave being granted is taken, the Speaker shall request those
members who are in favour of leave being granted to rise in their place, and if not less
than fifty members rise accordingly, the Speaker shall intimate that leave is granted. If
less than fifty members rise, the Speaker shall inform the member that he has not the
leave of the House.
The motion shall be taken up at 4.00 P.M. or if the Speaker so directs, at any
earlier hour at which the business of the House may conclude.
The Speaker may if he is satisfied that there has been adequate debate put the
question at 18.30 hours or at such other hour not being less than 2 hours and 30 minutes
from the commencement of the debate. The speaker shall prescribe the time limit for
speeches.
It will be open to the Minister to bring immediately, on receipt of a notice on an
adjournment motion, any facts to the notice of the Speaker which he may take into
account in deciding the admissibility of the notice.
The Speaker may also require a notice to be referred to the Minister for facts. In
that case, it should be ensured by the Ministry that the facts are forwarded to the Lok
Sabha Secretariat by 10.00 hours of the following day. While forwarding facts, the
Ministry should also indicate whether they have the approval of the Minister and whether
they may be disclosed to the Members.
Intimations about adjournment motions should be treated as ‘Immediate’ and the
notes prepared thereon for use of the Minister should give the following information:-
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i.
ii.
iii.

iv.

The notice of motion with date for discussion.
A concise statement of all the facts known. (in respect of the
Ministries/Deptts. Concerned also)
A descriptive list of the documents, extracts of files put up, each of which
should be clearly flagged. These should cover all material likely to be
useful in debate or required for reference, and the relevant, portions should
always be specifically indicated and, if possible, sidelined in the papers
themselves.
Notes so far as they may be required to amplify or explain the material put
up.

11.
Procedure regarding making of Suo-moto statements by Ministers under Rule 372
of the Rules of Procedure and Conduct of Business in Lok Sabha –(1) Whenever any
major accident occurs in Railways, Air, Sea, River, Mines, Collieries, Defence Services,
etc. or there are occurrences of a serious nature, the Ministers concerned may make suomoto statements on the floor of Lok Sabha at the earliest opportunity. This procedure
would obviate the necessity of Members tabling notices of Adjournment Motions, Calling
Attention, Questions etc. If any Calling Attention Notices, Short Notice Questions and
other questions have already been received on the same subject, the points raised in those
notices may also be covered by the Minister while making a suo-moto statement.
(2)The requisite number of copies of the statement in English and Hindi should be
supplied to the Lok Sabha Secretariat one day in advance. Where it is not possible to
supply the copies in advance, two typed copies of the statement in the language in which
it is to be made by the Minister should be furnished by 10 A.M. on that day and the
remaining copies supplied by 10.30 hours at the latest.
(3)The item regarding the statements to be made by a Minister would ordinarily
be included in the agenda on the date intimated by the Minister. The advance intimation
should also be given by the Ministries on the previous evening so that the item is
included in the List of Business and the statement is made immediately after the Question
House unless the statement relates to an incident which occurred later.
(4) The procedure in respect of making similar statements in the Rajya Sabha is
the same. Suo- moto statements prove the alertness of govt. agencies. The pre-empt
many notices.
No questions are allowed to be asked at the time of such statements for which
separate notices are called for.
12.
Resolutions- Usually a resolution is in the form of a declaration of the OPINION
of the House of the Legislature by which it is passed, relating to a matter of general
public interest. The following is a specimen of a resolution moved by a private member:“This House is of opinion that the scheme of rationalization proposed to be
implemented in the textile and jute industries in the various centers in the country
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will lead to large-scale retrenchment and mass unemployment and that
Government should abandon all such schemes”.
The following are two instances of resolutions moved by a Minister ?:“In pursuance of sub-section (2) of Section 4A of the Indian Tariff Act, the
……….. sabha hereby approves of the notification of the Government of India in
the Ministry of Commerce……………………….. by which the export duty on
tea was enhanced from sixty paise to seventy five paise per kg. With effect from
the date of said notification”.

The Rules of the Lok Sabha provide that besides declaring the opinion of the
House on a matter, a resolution may also be passed in the following forms:1) Recommendation
2) Recording approval or disapproval by the House of an act or policy of;
Government
3) Conveying a message
4) Commending, urging or requesting an action
5) Calling attention of Government to a matter or situation for consideration
6) Or in such other form as the Speaker may consider appropriate.
A member other than a Minister, who wishes to move a resolution on a day
allotted for private members’ resolution has to give a notice to that effect at least two
days before the date of ballot. The names of all members from whom such notices are
received are ballotted and those who secure the first three places in the ballot are eligible
to give notice of one resolution each within two days after the date of the ballot. The
resolutions, if admitted, are put down in the List of Business.
A resolution, which can be moved by a member or Minister, should satify the
following conditions:a) It shall be clearly and precisely expressed
b) It shall raise substantively one definite issue.
c) It shall not contain arguments, inferences, ironical expressions, imputations or
defamatory statements.
d) It shall not refer to the conduct or character of persons except in their official or
public capacity.
e) It shall not relate to any matter which is under adjudication by a Court of Law,
having jurisdiction in any part of India.
No resolution which seeks to raise discussion on a matter pending before any
statutory tribunal or statutory authority performing any judicial or quasi-judicial functions
or any commission or court of enquiry appointed to enquire into or investigate any matter
shall ordinarily be permitted to be moved.
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The Speaker/Chairman may allow such a matter being raised in the House as is
concerned with the procedure or subject or stage of enquiry if he is satisfied that it is not
likely to prejudice the consideration of such matter by the statutory tribunal, statutory
authority, commission or court of enquiry.
A member in whose name a resolution stands on the List of Business shall, except
when he wishes to withdraw it, when called upon, move the resolution. He may, with the
permission of the Speaker/Chairman, authorise any other member in whose name the
same resolution stands lower in the List of Business, to move it on his behalf and the
member so authorized may move it on his behalf. If a member, other than a Minister,
when called upon, is absent any other member authorized by him in writing in this
behalf, with the permission of the Speaker/Chairman, may move the resolution.
Amendments to Resolutions- After a resolution has been moved any member may
move an amendment to the resolution. If notice of such an amendment is not given one
day previous to the day on which the resolution is moved, any member may object to the
moving of the amendment and such objection shall prevail unless the Speaker/Chairman
allows the amendment to be moved. The Secretary General shall, if time permits, make
available to the members, from time to time, lists of amendments of which notices have
been received. No speech on a resolution shall, except with the permission of the
Speaker/Chairman, exceed 15 minutes in duration. The mover of the resolution, when
moving the same, and the Minister concerned when speaking for the first time, may speak
for 30 minutes or such longer period as the speaker/Chairman may permit. The
discussion on a resolution shall be strictly relevant to and within the scope of the
resolution.
A member who has moved a resolution or amendment to a resolution shall not
withdraw the same except by leave of the House. A member may, when called upon,
withdraw the resolution and shall confine himself to a mere statement to that effect.
Lok/Rajya Sabha Secretariat forwards to the Ministries concerned copies of the
resolutions admitted by the Speaker/Chairman. The resolution should be examined as
soon as received and any facts or other observations which the Ministry may wish to
place before the Speaker/Chairman should be communicated to the Secretariat concerned
as early as possible and in any case before the resolution is taken up in the House.
Occasionally, the Lok/Rajya Sabha Secretariat itself calls for factual information in
respect of a resolution to enable the Speaker/Chairman to decide its admissibility. In
giving the factual position or in making other observations, it would normally be enough
to touch upon one or more of the following points:1) whether the subject matter of the Resolution falls outside the jurisdiction
of the Central Government;
2) whether the issue involved in the Resolution has been considered before
in Parliament or by Government, and if so, with what results;
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3) whether there is any objection to discussing the Resolution on grounds of
policy or public interest; and
4) whether any reference or statement made in the Resolution is factually
incorrect.
It is not necessary to state at this stage whether the Resolution will be accepted or
opposed by Government and/or the reasons for it.
On receipt of the list of non-official Resolution selected in ballot, a draft brief
should be prepared on each Resolution in the Ministry concerned. The Department of
Parliamentary Affairs will advise Ministries as regards such of those Resolutions as are
not likely to come up for discussion for want of time and on which brief need not be
prepared.
The draft brief should be submitted to the Minister-in-charge with the file and
should contain all relevant facts (or reference to them when they cannot be conveniently
stated in full) with extracts from or abstracts of the relevant documents, if any,
summarized in a clear and self-contained form. Required number of copies of the
approved brief should be sent to the Department of Parliamentary Affairs for the approval
of the Parliamentary and Legal Affairs Committee of the Cabinet. The brief should state
the conclusion at the end- whether it is proposed to oppose the Resolution or accept it,
with or without amendment. It follows that in considering Government’s stand on a
Resolution, the possibility of its acceptance in a modified form should be taken into
account.
When any resolution involving several points has been discussed, the
Speaker/Chairman may divide the resolution and put each or any point separately to vote
as he may think fit.
When a resolution has been moved, no resolution or amendment raising
substantially the same question shall be moved within one year from the date of moving
the earlier resolution.
When a resolution has been withdrawn with the leave of the House, no resolution
raising substantially the same question shall be moved during the same session.
A copy of every resolution which has been passed by the House shall be
forwarded to the Minister concerned.
After discussion has taken place on a resolution, the relevant proceedings on it
should be examined as soon as they are available and further specific action, as may be
called for, initiated without delay. A copy of the proceedings should invariably be
placed on the file.
To facilitate inclusion in the list of Business of resolutions to be moved by
Government for the approval of notifications, statutory rules etc., notices of such
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resolutions should not normally be given when a session is due to end within 7 days of
the receipt of the notice. Similarly, notices of motions for the election of members to
Committees, etc. should be sent at least 7 days before the end of a session.
13.
Motions, etc- All motions moved in the House are classified into three broad
categories, namely, ‘Substantive’, ‘Substitute’, and ‘Subsidiary’ Motions, which are
defined in the succeeding paragraphs.
1) Substantive motions- A Substantive Motion is a self-contained
independent proposal submitted for the approval of the House and drafted
in such a way as to be capable of expressing a decision of the House, e.g.,
all Resolutions are substantive motions.
2) Substitute Motions- Motions moved in substitution of the original motion
for taking into consideration a policy or situation or statement or any other
matter are called Substitute Motions. Such Motions, though drafted in
such a way as to be capable of expressing an opinion by themselves are
not strictly speaking substantive motions inasmuch as they depend upon
the original motion.
3) Subsidiary Motions- They depend upon or relate to other motions or
follow upon some proceedings in the House. They by themselves have no
meaning and are not capable of stating the decision of the House without
reference to the original motion or proceedings of the House.
Subsidiary Motions are further divided into: (a) Ancillary Motions, (b)
Superseding Motions and (c) Amendments.
a) Ancillary Motions – They are motions which are recognized by the
practice of the House as the regular way of proceeding with various kinds
of business. The following are examples of ancillary motions –
i.
That the Bill be taken into consideration.
ii.
That the Bill be passed.
b)

Superseding Motion- They are motions which though independent in
form, are moved in the course of debate on another question and seek to
supersede that question. In that class fall all the dilatory Motions. The
following motions are Superseding Motions in relation to the motion for
taking into consideration a Bill:i.
ii.
iii.
iv.

That the Bill be recommitted to a Select Committee.
That the Bill be recommitted to a Joint Committee of the
Houses.
That the Bill be recirculated for eliciting further opinion
thereon.
That the consideration of the Bill or the debate on the Bill
be adjourned sine die or to some future date.
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c) Amendments- They are subsidiary motions which interpose a new process
of question and decision between the main question and its decision.
Amendments may be to the clause of a Bill, to a Resolution or to a
Motion, or to an Amendment to a clause in a Bill, Resolution or Motion.
14.
Cut Motions- A Motion may be moved to reduce the amount of a demand in any
of the following ways:a) ‘That the amount of the demand by reduced to Rs.1/-‘ as
representing disapproval of the policy underlying the demand.
Such a motion shall be known as “Disapproval of Policy Cut”. A
Member giving notice of such a motion shall indicate in precise
terms the particulars of the policy which he proposes to discuss.
The discussion shall be confined to the specific point or points
mentioned in the notice and it shall be open to Members to
advocate an alternative policy.
b) ‘That the amount of the demand be reduced by a specified
amount’ representing the economy that can be effected. Such
specified amount may be either a lump sum reduction in the
demand or omission or reduction of an item in the demand. Such
a motion is known as “Economy Cut”. The notice shall indicate
briefly and precisely the particular matter on which discussion is
sought to be raised and speeches shall be confined to the
discussion as to how economy can be effected.
c) ‘That the amount of the demand be reduced by Rs.100/-‘ in order
to ventilate a specific grievance, which is with in the sphere of
responsibility of the Government of India. Such a motion is
known as “Token Cut” and the discussion thereon shall be
confined to the particular grievance specified in the motion.
The period of notice of a cut motion is one day before the day on which the
demand to which it relates is due for consideration, but the Speaker of Lok Sabha is
empowered to waive an objection on the score of insufficient notice.
Immediately on receipt of a notice of cut Motion a comprehensive brief is
required to be prepared and sent to the Parliament Assistant for placing it on the pad of
the Minister.
15.
Legislation – (1) Ministries should keep the Department of Parliamentary Affairs
informed about their proposals for legislation.
To enable the Department of
Parliamentary Affairs to draw up a consolidated legislative programme of a session,
detailed particulars about bills proposed to be introduced during any session should be
sent to the Department at least one month before the commencement of the session.
(2)Government Legislative Programme- At the Commencement of each session,
or as soon as possible thereafter, a statement of Government Legislative business (not to
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be taken as exhaustive) likely to be undertaken during the session is published in the
Bulletin- Part II for the information of Members.
(3)Private Members Business- In the Lok Sabha, the last two and half hours of the
sitting on every Friday are allotted for transaction of Private Members’ business. In the
Rajya Sabha, the entire sitting (except the Question hour) is allotted for transaction of
such business.
Different Fridays are allotted for the disposal of Private Members’ Bills and
Private Members’ Resolutions and on Fridays allotted for any particular class of business,
business of that class has precedence.
The Speaker/Chairman may, in consultation with the Leader of the House, allot
any day other than a Friday for the transaction of Private Members’ business.
If there is no sitting on a Friday, the Speaker may direct that two and a half hours
on any other day in the week may be allotted for Private Members’ business.
In the Rajya Sabha, the Chairman, after considering the state of business of the
Sabha, may allot so many days as may be possible for private members’ business, and
may allot different days for the disposal of different classes of such business, and, on
days so allotted for any particular class of business, business of that class shall have
precedence.
(4) Formation of Legislative Policy- The first stage in the preparation of Bill is the
formulation of the legislative policy. A statute is the formal and legal expression of a
legislative policy, and therefore the Bill can be drafted the policy sought to be
implemented by it must be determined. At this stage administrative, financial or political
considerations are more likely to be involved than legal considerations and these have to
be dealt with and settled by officials in the administrative Ministries concerned. Once
these matters are settled, the Rules of Business of Government framed under Article
77(3) of the Constitution require that proposals for legislation should be referred to the
Ministry of Law and Justice for advice as to their feasibility from the legal and
constitutional points of view. Such proposals are considered by the Ministry of Law and
Justice and advice is tendered generally on the necessity or desirability of such legislation
in the light of existing laws.
The competency of Parliament to legislate on the subject under the Constitution
is also considered at this stage, and the broad lines on which legislation may be
undertaken are likewise often indicated. From the very nature of things, however, the
advice tendered at this stage is of a general character and it is reserved for the legal
draftsman to examine the various provisions in greater detail at the drafting stage. On
receipt of this general advice, the Minister-in-charge of the administrative Ministry
comes to a decision as to whether the proposed legislation should be proceeded with.
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Certain matters relating mainly to civil law and procedure, as for example, laws
relating to marriage, divorce, succession, transfer of property, civil procedure, evidence
and the like and matters relating to elections to Parliament and State Legislatures fall
within the administrative jurisdiction of Ministry of Law and Justice and that Ministry
functions as the originating and initiating Ministry in respect of these types of legislation.
In addition, consolidation of existing laws and the periodical cleaning up of the Statute
Book by means of repealing and amending Bills are also to be dealt with by the Ministry
of Law and Justice. Apart from the repealing and amending Bills which are of a formal
or routine character and in respect of which Cabinet approval is generally dispensed with,
the procedure outlined in this chapter is followed as far as possible with respect to all
Bills which are, initiated by the Ministry of Law and Justice.
(5) Approval of Cabinet- Under the Rules of Business of Government, cases
involving legislation have to be brought before the Cabinet for decision, and
consequently if the Minister-in-charge of an administrative Ministry decides, after
consulting the Ministry of Law and Justice as indicated above, that legislation on any
particular topic should be sponsored in Parliament, he causes to be prepared a selfcontained summary setting out the facts of the case and the legislative measures proposed
and the summary is first shown to the Ministry of Law and Justice for its comments, if
any, before submission to the Cabinet for approval. The summary is then submitted to
the Cabinet for consideration either by the full Cabinet or by a Standing Committee
thereof, as the case may be, depending upon whichever body is concerned with the
subject-matter.
(6) Preparation of the Bill- If approval of the Cabinet for any legislative proposal
has been obtained, the Ministry initiating action in this behalf prepares an Office
Memorandum indicating with sufficient precision the lines on which it has been decided
to legislate and requesting the Ministry of Law and Justice (Legislative Department) to
take steps for drafting Bill with a view to its introduction in Parliament. A great deal
depends upon the care and skill with which instructions to draftsman are drawn. He
should be given the whole of the legislative proposals in full details and acquainted with
so much of the background of what is proposed as is relevant. The summary of the
legislative proposals as submitted to the Cabinet is no substitute for the precise
instructions which the draftsman always requires before undertaking any drafting work,
because the summary in most cases would be very general in character and would not
have dealt with each of the legislative proposals in detail. It is generally found that the
drafting of a Bill proceeds at the maximum speed and with minimum friction if complete
instructions are given to the draftsman. The practice of furnishing such Officer
Memorandum for the drafting of Bills should be strictly adhered to.
(7) In the case of short Bills, one or two drafts may suffice, but in the case of
longer Bills several drafts may have to be made and subjected to criticism both on files
and at conferences. In the case of important and complex Bills, the process of drafting
may be long, one extending over several months. The process of revising the draft must
continue until the sponsors of the Bill and the draftsman are both satisfied with the form
and contents of the Bill. Bill-drafting is a laborious process and is essentially a task that
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ought to be carried out under conditions which allow sufficient time for deliberate though
and research upon the many points that arise. The drafting of a Bill is a co-operative
process to which many persons contribute.
(8) Formalities respecting Bills before introduction in Parliament- When a Bill is
finalized and approved by the Ministry sponsoring it, that Ministry attaches to the Bill a
Statement of Objects and Reasons relating thereto which is signed by the Minister who is
to be in charge of the Bill in Parliament. The Statement has to be drawn up carefully so
that it does no more than indicate the intention behind the Bill and the reasons which had
led up to it in a calm and judicial tone. Very often such Statements are drawn in
consultation with the draftsman or are shown to him for approval.
(9)In respect of certain types of Bills, the Constitution requires a few formalities
to be complied with before their introduction in, or consideration by, Parliament.
i.

ii.

Under Article 3 of the Constitution, no Bill for the formation of new
States or for the alteration of area, boundaries or names of existing
States can be introduced in either House of Parliament except on the
recommendation of the President.
Under Article 117(1), no Bill which makes provision for any of the
matters specified in sub-clauses (a) to (f) of clause (1) of Article 110
shall be introduced in the Lok Sabha except on the recommendation of
the President. These matters are :a) The imposition, abolition, remission, alteration or regulation of
any tax;
b) The regulation of the borrowing of money or the giving of any
guarantee by the Government of India, or the amendement of the
law with respect to any financial obligations undertaken or to be
undertaken by the Government of India;
c) The custody of the Consolidated Fund or the Contingency Fund
of India, the payment of moneys into or the withdrawal of
moneys from any such Fund;
d) The appropriation of moneys out of the Consolidated Fund of
India;
e) The declaring of any expenditure to be expenditure charged on
the Consolidated Fund of India or the increasing of the amount of
any such expenditure;
f) The receipt of money on account of the Consolidated Fund of
India or the Public account of India or the custody or issue of
such money or the audit of the accounts of the Union or of a
State.

It is however, provided in Article 117(2) that a Bill shall not be deemed to make
provision for any of such matters by reason only that it provides for the imposition of
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fines or other pecuniary penalties, or for the demand or payment of fees for licences or
fees for services rendered, or by reason that it provides for the imposition, abolition,
remission, alteration or regulation of any tax by any local authority or body for local
purposes.
If a Bill contains any of the matters enumerated in sub-clauses (a) to (f) above or
in sub-clause (g) of Article 110(1) that is to say, any matter incidental to
any of the matters specified in sub-clauses (a) to (f) aforesaid and nothing else besides, it
would be a Money Bill. In other words, if a Bill contained matters referred to in clause
(1) of Article 110 and other matters as well, it will not be a money Bill unless it can be
argued that the other matters are really incidental to the matters specified in sub-clause
(a) to (f) of Article 110(1), and therefore fall within Article 110(1) (g). For example, the
insertion of a necessary definition or a commencement clause in a Bill which is otherwise
a Money Bill will not thereby remove it from the category of Money Bills. Apart from
the fact that a Money Bill can only be introduced in the Lok Sabha with the
recommendation of the President, certain other considerations apply in relation to the
passing of such Bills, which are discussed later.
(iii) Under Article 117(3), a Bill which, if enacted and brought into
operation, would involve expenditure from the Consolidated Fund of India
shall not be passed by either House of Parliament unless the President has
recommended to that House the consideration of the Bill.
(iv) Under Article 274, no Bill which imposes or varies any tax or duty in
which States are interested shall be introduced in either House of Parliament
except on the recommendations of the President.
(v) Under Article 349, for a period of 15 years from the commencement of
the Constitution, no Bill making provisions for the language to be used for
any of the purposes mentioned in clause (1) of Article 348 shall be
introduced in either House of Parliament without the previous sanction of
the President.
(10) Whenever a Bill falls within one or the other of the categories aforesaid, it is for
the Ministry in charge of the Bill to obtain such recommendation or previous sanction.
No reference is made herein to the withholding of sanction or recommendation because
such a contingency is not possible in relation to Government Bills. The order of the
President granting sanction or recommendation to the introduction or consideration of the
Bills has to be communicated to the Secretary General of the Lok Sabha or the Rajya
Sabha, as the case may be, by the Minister in-charge in writing. (See Rule 68 of the
Rules of Procedure and Conduct of Business in the Rajya Sabha), Rules 384 of the Rules
of Procedure and Conduct of Business in the Lok Sabha requires that the communication
by the Minister to the Secretary General of the Lok Sabha should be in the following
form:
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“The President having been informed of the subject-matter of the proposed Bill,
Motion, demand for grant or amendment accords his previous sanction to the
introduction of the Bill or the moving of the amendment or recommends the
introduction of the Bill or the moving of the motion, demand for grant or
amendment in the House or recommends to the House the consideration of the
Bill.”
A copy of the communication is also endorsed to the Ministry of Law and Justice.
(11) In the case of an amendment to a Bill, which under the Constitution cannot be
moved without the previous sanction or recommendation of the President, the orders of
the President granting or withholding such sanction or recommendation will be similarly
obtained by the Administrative Ministry concerned and communicated under the
signature of the Minister to the Secretary General of the Lok Sabha or the Rajya Sabha,
as the case may be. A copy of the communication will also be endorsed to the Ministry
of Law and Justice.
(12) The procedure ordinarily adopted for obtaining such recommendation or previous
sanction is for the Ministry concerned to submit to the President a self-contained note on
the subject together with a copy of the summary to the Cabinet and the decision of the
Cabinet, and it may not be unusual for a copy of the Bill as drafted also to be submitted.
The President, if satisfied endorses his recommendation or sanction on the file.
(13)

The Rules or Procedure of either House of Parliament require that –
a) A Bill involving expenditure shall be accompanied by a Financial
Memorandum inviting particular attention to the clauses involving
expenditure and giving an estimate of the recurring and non-recurring
expenditure involved in case the Bill is passed into law;
b) Clauses or provisions in Bills involving expenditure from the
Consolidated Fund of India shall be printed in thick type or in italics.
c) A Bill involving proposals for delegation of legislative power shall be
accompanied by a Memorandum explaining the proposals and drawing
attention to their scope and stating also whether they are of a normal or
exceptional character.
d) A Bill seeking to replace on Ordinance shall be accompanied by a
Statement explaining the circumstances which necessitated immediate
legislation by ordinance.
[ See Rule 69,70 and 71 of the Rules of the Lok Sabha and Rules, 64,65 and
66 of the Rules of the Rajya Sabha].

(14) Financial Memoranda are prepared by the Ministries sponsoring the Bills and the
Ministry of Finance, Department of Expenditure (if it is not the sponsoring Ministry) is
always consulted at the appropriate stage. These Memoranda outline the objects on
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which expenditure is likely to be involved, and furnish an estimate wherever possible of
the annual expenditure.
(15) The Memoranda regarding delegated legislation have to be drawn with due care.
While the practice of delegating law-making power is justifiable, Parliament would like
to be satisfied that the delegated legislative power does not extend beyond these
justifiable limits. In fact there is a Committee on Subordinate Legislation constituted by
Parliament which scrutinizes and reports to the House whether the powers to make rules,
regulations, bye-laws and such like subordinate legislation which are delegated by
Parliament to other authorities are being properly exercised within the limits of such
delegation. The normal type of delegated legislation could be characterized by the fact
that the Units of the delegated power are clearly defined in the enabling Act itself and do
not include such exceptional powers as the power to legislate on matters of principle or to
impose taxation or to amend an Act of Parliament. The exceptional type embraces cases
where the power just cited or where the powers given are very wide and their limits are
almost impossible of definition or while limits are imposed, the control of the courts is
ousted. Parliament would ordinarily require that unless the subject-matter of a Bill is of a
special nature, exceptional types of delegated legislative power should be confined within
the narrowest possible limit.
(16) Rule 320 of the Rules of the Lok Sabha requires the Committee on Subordinate
Legislation to examine every rule made by a delegated authority with a view to consideri.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.

Whether it is in accordance with the general objects of the Constitution or
the Act pursuant to which is made;
Whether it contains matter which in the opinion of the Committee should
more properly be dealt with in an Act of Parliament;
Whether it contains imposition of any tax;
Whether it directly or indirectly bars the jurisdiction of the courts;
Whether it gives retrospective efforts to any of the provisions in respect of
which the Constitution of the Act does not expressly give any such power;
Whether it involves expenditure from the Consolidated Fund of India or
the public revenues;
Whether it appears to make some unusual or unexpected use of the powers
conferred by the Constitution or the Act pursuant to which it is made;
Whether there appears to have been unjustifiable delay in its publication
or in laying it before Parliament; and
Whether for any reason its form or purport calls for any elucidation.

A draftsman, no doubt, would keep all the general principles involved in
delegated legislation and Rule 320 in mind when drafting a Bill and therefore in most
cases the legislative power is not likely to be of an exceptional character. In the very few
cases where the delegated power is of an exceptional character, the Memoranda should
take care to explain why it has to be so.
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(17) Observance of other constitutional requirements – If legislation is being
undertaken in pursuance of Article 249 or 312 or Article 252 of the Constitution, the
administrative Ministry will have to ensure that there is the necessary resolution of the
Council of States or as the case may be, that the concerned State Legislatures have passed
the necessary resolutions.
(18) Title showing arrangement of clauses- In the case of Govt. Bills containing more
than 25 clauses, a title showing the arrangement of clauses is included at the beginning in
order to facilitate references to the clauses in the Bill. A practice has also grown of late
of annexing to amending Bills a copy of the provisions sought to be amended. Both the
arrangement of clauses and the annex are prepared in the Ministry of Law and Justice.
(19) When all the foregoing formalities are completed, the Bill, together with its
Memoranda and annexures, is sent by the Ministry of Law and Justice to the Government
Press for printing and the proofs obtained are scrutinized by the draftsman/- provisions
for any of the matters specified in sub-clause (a) to……..? partment and the Bill is then
sent to Secretariat of the House concerned. Clauses or provisions in the Bill which
involve expenditure from public funds will be printed in thick type or italics.
(20) Introduction and consideration of Bills in Parliament- The choice of the House in
which a Bill (other than a Bill to which clause (1) of Article 117 applies) is to be
introduced is often a matter of convenience depending upon the state of Parliamentary
business. But more often than not, a Minister may feel that the subject-matter of the Bill
of which he is in charge is of such a nature that the directly elected representatives of the
people should first consider the measure and therefore the Bill should be introduced in
the Lok Sabha. Article 109 and 117(1) of the Constitution prohibit the introduction in the
Rajya Sabha of Money Bills, that is to say, Bills which contain provisions dealing with
all or any of the matters specified in clause (1) of Article 110, and nothing else besides,
and other Bills making provisions for any of the matters specified in sub-clause (a) to (f)
of that clause along with other matters. Such Bills are generally referred to as Financial
Bills. 2 Types:- Subject to the above restrictions, Bills may originate in either House of
Parliament as stated above.
Apart from the fact that Money Bills cannot be introduced in the Rajya Sabha, the
question whether a Bill is a Money Bill or not assumes importance with respect to
matters of procedure. The Rajya Sabha does not “pass” such Bills. It only returns them
to the Lok Sabha. The Rajya Sabha cannot make amendments in a Money Bill, its power
being limited to making recommendations to the Lok Sabha in respect thereof. The time
within which a Money Bill has to be returned by the Rajya Sabha is limited to 14 days
(Since the data it is received in the Rajya Sabha Secretariat) and if the Bill is not returned
to the Lok Sabha with or without recommendations, within the time so limited, the Bill is
deemed to have been passed by both the Houses. The Lok Sabha may or may not accept
the recommendations made by the Rajya Sabha.
The question whether a Bill is a Money Bill or not is one of some complexity.
The Speaker’s decision on the subject, however is final. Where a Bill is held by the
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Speaker to be a Money Bill, he endorses a certificate to that effect both when the Bill
goes to the Rajya Sabha and also when it is presented to the President for his assent.
[See Article 109 and 110(3) and (4)]
(21) When the question as to the House in which a Bill is to be introduced is settled,
the Ministry of Law and Justice sends the proof copy of the Bill to the Secretariat of that
House under an Office Memorandum signed by the Chief Draftsman, copies being
endorsed to the Department of Parliamentary Affairs and to the Ministry concerned with
the Bill. The former will fix the time and date for the introduction of the Bill in the
House. The Bill from that moment passes to the control of that House and it is then the
responsibility of the Secretariat of that House to take all further steps in connection
therewith. A week/s time is generally required before a Bill can be ready for introduction
after receipt of proof copies in the Parliament Secretariat.
(22) Procedure for obtaining copies of Bills- Ministries requiring additional printed
copies of Bills as introduced should send their demand along with the requisition for
work in the prescribed form, duly completed, to the Secretariat of the House concerned.
This should be done well in time and, in any case, not later than the date on which the
corrected proof of the relevant Bill is forwarded by the Ministry of Law & Justice to the
Secretariat concerned, to enable the latter to consolidate the print order for issue to the
printers. For this purpose, the originating Ministry may keep in touch with the Ministry
of Law & Justice as regards the probable date of the transmission of the Bill to the
Secretariat of the House concerned.
A similar procedure will be followed for obtaining copies of the reports of Select
Committees or Joint Committees on Bills except that the order should be sent to the
Secretariat of the House concerned not later than the date by which the report is
scheduled to be presented.
The demand for copies of Bills as passed by both Houses of Parliament should be
sent to the Secretariat of the House concerned in which the Bill is finally passed not later
than the date of its passage.
The cost of printing the additional copies will be debited against the monetary
allotment of the Ministry/Department concerned.
(23) Whenever a secret Bill is introduced in Lok Sabha/Rajya Sabha, an authenticated
copy thereof bearing the signature of the Minister below the Statement of Objects and
Reasons should be handed in at the Table of the House concerned at the time of
introduction.
A Bill which is dependent wholly or partly upon another Bill pending before the
Lok Sabha may be introduced in that House in anticipation of the passing of the Bill on
which it is dependent. But the second Bill cannot be taken up for consideration and
passing until the first Bill has been passed by Parliament and assented to by the President.
[See Rule 66 of the Rules of the Lok Sabha]
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(24) The business of each of the two Houses is arranged by the Minister for
Parliamentary Affairs and Bills are put down on the agenda for introduction on suitable
days. The Minister in-charge of the Bill will also send to the Secretary General of the
House concerned an intimation of his intention to move for leave to introduce the Bill, to
move that the Bill be taken into consideration and also that the Bill be passed. Similar
intimation is to be sent to the Secretary General of the other House after the Bill has been
passed in one House and transmitted to the other.
Whenever a Bill is proposed to be referred to Select or Joint Committee on
Government motion, notice will be sent to the Secretary General of the House concerned
accordingly. The Minister in the administrative Ministry will consult the Minister for
Parliamentary Affairs for names of Members to be associated with the Select/Joint
Committee. These names are usually mentioned at the time of making the motion in the
House concerned.
On the specified day, the Minister-in-charge of the Bill moves a motion for leave
to introduce the Bill. If the leave is granted by the House, the Bill is introduced. This
stage is known as the First Reading of the Bill. If a motion for leave to introduce a Bill
opposed, the Speaker may, in his discretion, allow a brief explanatory statement to be
made by the member-in-charge and the member who opposes the motion. Thereafter
without further debate, he may put the question to the vote of the House. A member can
also raise a point at this stage that the Bill initiates legislation outside the legislative
competence of the House. If a motion is opposed on the ground that the Bill initiates
legislation outside the legislative competence of the House, the Speaker may permit a full
discussion on it. As soon as may be after the Bill has been introduced, it is published in
the Gazette of India; but it is possible for a Bill to be published earlier in the Gazette of
India if the Speaker of the Lok Sabha or the Chairman of the Rajya Sabha, as the case
may be, on a request being made to him, order the publication of the Bill in the Gazette
before any motion is made in either House in respect thereof. In such a case it is not
necessary to move a motion for leavge to introduce the Bill or to publish it again in the
Gazette. When a Bill is introduced in one House, copies of the Bills are circulated to the
members of the other House also more or less simultaneously.
[See Rules 64,72 and 73 of the Rules of the Lok Sabha and Rule 61 of the Rules of the
Rajya Sabha ].
(25) There is a Committee of the Cabinet called the Parliamentary and Legal Affairs
Committee which decides questions of priority relating to Bills, and once it is known that
certain Bills are likely to come up for any kind of consideration, the Business Advisory
Committee composed of members of the House concerned allot time for each of the Bills
and every attempt is made by the House to adhere to the time schedule.
(26) After copies of the Bill have been made available for the use of members for two
days before the day on which the Bill is to be taken into consideration, the Minister-incharge/- to make one of the following motions in respect of the Bill, namely:-

86

i.
ii.
iii.
iv.

That it be taken into consideration; or
That it be referred to a Select Committee of the House; or
That it be referred to a Joint Committee of both the House with the concurrence of
the other House; or
That it be circulated for the purpose of eliciting public opinion thereon.

No such motion can be made until after the copies of the Bill have been made
available for the use of members for 2 days before the day on which the motion is made.
[See Rule 74 of the Rules of the Lok Sabha and Rule 69 of the Rules of the Rajya
Sabha the former Rule incidentally further provides that no motion for a Joint
Committee can be made in respect of a Money Bill or a Financial Bill].
When any of the above motions is moved, the principles of the Bill and its
provisions are discussed generally but the details of the Bill cannot be discussed further
than is necessary to discuss the general principles underlying the Bill. No amendments
are moved at that stage. But if the Minister-in-charge moves that the Bill be taken into
consideration, any member may move an amendment that it be referred to a Select
Committee or a Joint Committee or that it be circulated for eliciting public opinion.
When a Bill is circulated for public opinion. When a Bill is circulated for public opinion
the next motion to be made after obtaining public opinion is generally for reference to a
Select Committee or a Joint Committee. It is not permissible in such a case to move a
motion for consideration of the Bill unless the Speaker allows such motion to be made.
(27) If a Bill is referred to a Select Committee or a Joint Committee, the draftsman
who prepared the Bill attends all meetings thereof and is responsible for revising the Bill
in the light of the decisions taken at the meetings of the Committee. Although not a
member of the Committee, the draftsman is often permitted to take part in the
proceedings thereof when legal issues are involved. The procedure followed in the Select
Committee is as far as practicable, the same as that followed in the House during the
consideration stage of a Bill. For instance, amendments of the nature referred to in
Article 117(1) require the recommendation of the President before they can be moved in
a Select Committee, and such recommendation should be communicated to the Secretary
General of the House concerned.
A record of decisions taken by the Committee is maintained in the Lok
Sabha/Rajya Sabha Secretariat and is circulated to members of the Committee soon after
each meeting. The Committee has power to take evidence of associations, public or
experts who are interested in the measure, to examine witnesses or to call for documents,
and is required under the rules to present its report with the Bill as amended by it to the
House appointing it within the time fixed in that behalf and if no time is fixed by the
House, within 3 months from the on which the motion for reference to the Select
Committee was adopted. In the case of a Joint Committee, the report is presented to both
the Houses. Although till recently the reports of Committees were also prepared by the
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draftsman, the present practice is for the Secretariat of the House concerned to take
charge of the preparation of the reports but from the very nature of things, that Secretariat
works 1 in close collaboration with the draftsman in drawing up the reports. Thereafter,
the report and the Bill are published in the Gazette of India. The minutes of the various
meetings are also appended to the copies of the report and the Bill as circulated to the
members of the House.
(28) After the presentation of the report to Parliament, the member-in-charge may
move that the Bill as reported by the Select or Joint Committee be taken into
consideration or that the Bill be recommitted, or that it be re-circulated for the purpose of
obtaining public opinion or further public opinion as he may decide.
[See Rule 77/93 of the Rules of the Lok Sabha/Rajya Sabha].
(29) When a Bill (whether it has been examined by a Select Committee or a Joint
Committee or otherwise) comes up before either House for consideration, it is in its
Second Reading stage, and it is now open to the members of the House to move
amendments. Every clause is subject to amendment at this stage but in order to save time
and repetition of arguments, a single discussion may be allowed to cover a series of interdependent amendments. Rule 80 of the Rules of the Lok Sabha and Rule 96 of the Rules
of the Rajya Sabha govern the admissibility of the amendments. Broadly speaking, they
should be within the scope of the Bill and relevant to the subject-matter of the clause to
which they relate. For example, where a Bill seeks to amend certain Sections of existing
Act, it is not correct to move an amendment to a Section which is not covered by the
amending Bill. Amendments which fall within Article 117(1), 274(1), and 349 are
subject to the same restrictions with regard to the recommendations or previous sanction
of the President as Bills falling within these Articles are, except that, where the
amendment is for the purpose of reducing or abolishing any tax, no recommendation of
the President is necessary.
It has been ruled that an amendment to a Finance Bill as returned by a Select or
Joint Committee which has the effect of restoring the rates originally proposed in the Bill
before their reduction by the Committee, will not require the recommendation of the
President under Article 117(1). Again, the expression “tax or duty in which States are
interested” occurring in Article 274 (1) in relation to an amendment to a Bill providing
for the variation of any such tax or duty has been construed to mean any existing tax or
duty and therefore where an amendment sought to reduce a tax or duty which was being
imposed for the first time by the Bill, no recommendation of the President would be
necessary. But if the effect of such an amendment is to increase the tax or duty albeit that
such tax or duty is being imposed for the first time, to the extent to which the amendment
seeks to increase the tax or duty, it would be an imposition and hence Article 274(1)
would apply and the recommendation of the President would be necessary.
There are rules relating to notice of amendments which are designed with a view
to giving the Minister concerned an opportunity of considering the amendments
administratively or politically, and also to consult the draftsman. The draftsman is also
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generally available in the Official Gallery or Lobby during the progress of any Bill that
he has drafted.
The consideration of the schedule or schedules, if any, shall follow the
consideration of the clauses. Clause one, the Enacting Formula, the preamble, if any, and
the Title of a Bill shall stand postponed until the other clauses and schedules have been
disposed of.
(30) The last motion in respect of the Bill is that it be passed with or without
amendment, as the case may be. This motion is not usually moved on the same day on
which the consideration of the Bill is concluded if the Bill has undergone amendments.
This is the Third Reading stage. Discussion at this stage is confined to arguments either
in support of the Bill or for its rejection without referring to the details thereof, further
than is absolutely necessary. Only verbal amendments are allowed at this stage. (Rule
94 of the Rules of the Lok Sabha). As soon as a Bill is passed by one House, it is
transmitted to the other House for concurrence with a message to that effect. Under
Article 107 of the Constitution, a Bill is deemed to have been passed by both Houses if it
has been agreed to by them, either without amendment or with such amendments only as
are agreed to by both Houses and Article 108 provides for a joint sitting of both Houses
in certain cases for resolving differences while Article 109 prescribes a special procedure
for Money Bills.
(31) Withdrawal of Bill- The member-in-charge of a Bill may at any stage, with the
leave of the House, withdraw the Bill. In such cases a statement giving the reasons for
the withdrawal is circulated to the members sufficiently in advance and for that purpose
the requisite number of copies of the relevant note are forwarded to the Secretary General
of the House concerned at least 5 days in advance of the date on which the motion is
sought to be moved. A Bill may also be removed from the Register of Bills pending in
the House in the circumstances specified in Rule 112/120 of the Lok Sabha/Rajya Sabha.
[Rule 110/118 of the Rules of the Lok Sabha/Rajya Sabhe].

(32) Procedure in case of disagreement between two Houses- If a Bill passed by one
House is not agreed to by the other and there is a deadlock, the President may call for a
joint sitting of the two Houses to resolve the deadlock. If at the joint sitting of the
Houses, the Bill is passed by a majority of the total number of members of both the
Houses present and voting, with the amendments, if any, accepted by them the Bill is
considered to have been passed by both the Houses.
This provision does not apply to Money Bills. In regard to these Bills, the Lok
Sabha has got the exclusive power to legislate and the Rajya Sabha can only delay them
by a fortnight. It is open to the Lok Sabha to accept or not any of the recommendations
of the Rajya Sabha with regard to a Money Bill. A Money Bill shall not be introduced in
the Rajya Sabha and prior consent of the President is required to introduce it in the Lok
Sabha.
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(33) Correction of patent errors in Bills- When a Bill (other than a Money Bill) has
been passed by both Houses, the Secretariat of the House last in possession of the Bill
sends a copy thereof as passed to the Ministry of Law and Justice, which will scrutinize
and point out mistakes in the Bill, if any, relating to printing, spelling, punctuation,
numbering of sections or clauses, or cross-references and marginal headings. Under a
rule made in this behalf, both the Speaker of the Lok Sabha and the Chairman of the
Rajya Sabha have power to correact patent errors and make such other changes in the Bill
as are consequential on the amendments accepted by the House.
[See Rule 95 of the Rules of the Lok Sabha and Rule 108 of the Rules of the Rajya
Sabha].
(34) President’s assent- The Bill will then be reprinted by the Secretariat of the House
concerned with the subscription “As passed by the Houses of Parliament”. That
Secretariat will thereafter send to the Secretary to the President, through the Ministry of
Law and Justice, two assent copies of the Bill, together with a spare copy with the
endorsement of the Speaker of the Lok Sabha or the Chairman of the Rajya Sabha, as the
case may be, certifying that the Bill has been passed by the Houses of Parliament, for the
assent of the President.

Whenever a Bill passed by a Parliament is required to receive President’s assent
before a particular date the Secretariat of the Lok Sabha or theRajya Sabha (as the case
may be), the Ministry of Law and Justice and the Department of Parliamentary Affairs
should be advised to that effect in good time to ensure timely action in the matter. There
shall be endorsed on every Money Bill when it is presented to the President for assent the
certificate of the Speaker signed by him that it is a Money Bill.
Acts are normally published in a Gazette of India Extraordinary on the day on
which they are assented to. The date on which the President’s assent is given is intimated
to the Administrative Ministry by the Ministry of Law and Justice. One copy of the Bill
bearing the President’s signature is retained in the Ministry of Law and Justice and the
other copy is returned to the Secretariat of the House concerned. The President’s
Secretariat retains the spare copy. Copies of Acts will also be forwarded by the Ministry
of Law and Justice to all the State Governments for publication in Gazettes of State
Governments.
(35) Printing of copies of Acts for sale- The Ministry of Law and Justice will take
steps to have copies of the Act reprinted in suitable form for sale to the public.
(36) Translation of Acts in Hindi and regional languages- The Ministry of Law and
Justice will take steps to have the Act translated into Hindi (Devnagari script) and to have
the translation placed on sale. State Governments will be informed when an Act is being
translated. Translation into regional languages will be arranged for by the State
Governments if so desired by them
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16.
Procedure for Financial Bills- The Constitution divides Bills containing financial
provisions into several categories with different incidents. The main division is into
‘Money Bills’ and ‘Other Financial Bills’.
(1) Special Procedure in respect of a Money Bill- The following special procedure
shall be adopted in respect of a Money Bill:i.
ii.
iii.
iv.

v.

vi.

vii.

viii.

ix.

It must deal exclusively with any of the matters specified in sub-clauses
(a) to (f) of clause(1) of Article 110 of the Constitution.
It shall be introduced in the Lok Sabha
It cannot be introduced except on the recommendation of the President.
When a Money Bill has been passed by the Lok Sabha and it is transmitted
to the Rajya Sabha for its recommendations, the Speaker of the Lok Sabha
shall sign the certificate that the Bill is a Money Bill.
The Rajya Sabha, shall within a period of fourteen days from the date of
its receipt, return the Bill to the Lok Sabha with its recommendations. The
Lok Sabha may either accept or reject all or any of the recommendations
of the Rajya Sabha.
If the Lok Sabha accepts any of the recommendations of the Rajya Sabha,
the Money Bill shall be deemed to have been passed by both Houses with
the amendments recommended by the Rajya Sabha and accepted by the
Lok Sabha.
If the Lok Sabha does not accept any of the recommendations of the Rajya
Sabha, the Bill shall be deemed to have been passed by both the Houses in
the form in which it was originally passed by the Lok Sabha.
If the Rajya Sabha does not return a Money Bill within the specified
period of fourteen days of the receipt of the Bill. The Bill shall be deemed
to have been passed by both the Houses at the expiry of the aforesaid
period in the form in which it was passed by the Lok Sabha.
When the Bill is presented to the President for assent, the Speaker of the
Lok Sabha shall sign the certificate that it is a Money Bill.

(2)
Powers of the Rajya Sabha over a Money Bill- When a Money Bill is received by
the Rajya Sabha Secretariat, the only courses open to it are:i.
ii.
iii.

To return the Bill without amendments; or
To return it with suggestions for amendments; or
To withhold it for a period of fourteen days.

(3)
Other Financial Bills- (a) If a Bill contains provisions relating to different matters
of which some fall within any of the sub-clauses(a) to (f) of clause (1) of Article 110
Constitution it is deemed to be an ‘Other Financial Bill’.
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(b) These Bills fall under several categories:I.
Bills which provide for any of the matters enumerated in sub-clauses (a) to (f) of
clause (1) of Article 110 of the Constitution but which do not consist solely of those
matters, e.g. a Bill which contains a taxation clause but which does not deal solely with
taxation.
Procedure in respect of such Billsi.
ii.
iii.
iv.
v.

They shall not be introduced in the Rajya Sabha.
They shall not be introduced except on the recommendation of the
President.
The Rajya Sabha has full power to reject or amend such Bills as in the
case of non-financial Bills.
Such Bills have to be passed in the Rajya Sabha through three readings
like ordinary Bills.
In case of a final disagreement between the two Houses over such a Bill,
the President may summon them to meet in a joint sitting.

Amendments to such Bills(a) Amendments requiring recommendation of the President- The following
amendments shall require sanction of the President before they are introduced in
the Lok Sabha.

i.
ii.

iii.

When a Bill proposes to levy a tax for a particular period, an
amendment to extend the operation of the tax indefinitely.
An Amendment that the proceeds from the duty proposed in the
Bill shall not be carried to the Consolidated Fund of India but shall
be appropriated for other purposes.
An amendment for transferring one item from one part of the
Schedule to a Finance Bill to another which has the effect of
increasing the duty.

(b) Amendments not requiring recommendations of the PresidentThe following amendments shall not require sanction of the President before their
introduction in the Lok Sabha:i.
ii.

An amendment which seeks to reduce or to abolish a tax.
An amendment which seeks to increase the tax proposed in the Bill not
beyond the limits of an existing tax.

Examples:-
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a) Where a Financial Bill proposed to remove an existing duty, an
amendment for the deletion of that clause which seeks to abolish the duty
can be moved without the President’s recommendation, though the
apparent effect of the amendment would be to increase taxation.
b) An amendment which seeks to increase the rate of an existing tax requires
recommendation of the President. But an amendment seeking to increase
the rate of duty in one particular case but reducing it in another so that the
total effect of the amendment would be to reduce the tax, may be moved
without the sanction of the President.
II.

Bills providing fori.
ii.
iii.

The imposition of fines or other pecuniary penalties;
The demand or payment of fees for licences or fees for services rendered;
The imposition, abolition, remission, alteration or regulation of any tax by
any local authority or body for local purposes.

Though such Bills contain financial provisions, they are treated as ordinary Bills.
Explanation:a) Pecuniary penalty means any sum of money recoverable in a summary
manner, e.g. a provision in a Bill that if anybody does an act declared to be
illegal, he must pay a certain penalty per day.
b) Forfeiture of property is not a pecuniary penalty.
Procedures in respect of such Billsi.
They may be introduced in either House.
ii.
They do not require any recommendation from the President.
iii. They may be rejected or amended by the Rajya Sabha in the
ordinary manner.
iv.
Amendments to such Bills are not subject to special provisions
relating to Money or Financial Bills.
III. Bills involving expenditure- These are ordinary Bills which may contain
provisions which, if passed would involve expenditure from the Consolidated Fund of
India. These Bills are confined only to monetary charges and not to any other burden on
the national revenue or finance. If the expenditure is already authorized by an existing
law, and a Bill simply enables such expenditure being made for the purpose and within
the amount authorized by the existing law, such a Bill would not come within the
purview of this clause. For example, where there is already an Act which authorizes the
making of advances for certain purposes up to a certain amount and subsequently a Bill is
brought for sanctioning the advance for a particular purpose within the scope of the
existing enactment, the Bill cannot be said as involving expenditure, for the expenditure
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is already authorized by Parliament. If, however, the money is sought to be diverted to a
new purpose, the Bill will be said as involving expenditure.
Procedure in respect of such Bills –
i.
ii.
iii.

They may be initiated in either House.,
The Rajya Sabha has full power to reject or amend them.
Such Bills shall not be passed in either House unless the President has
recommended the consideration of such Bills.

Explanation- It should be noted that such recommendation is not a
Condition precedent to the introduction of such a Bill. It may be introduced
without the recommendation of the President, and it would be in order if the
recommendation is obtained before moving the motion for consideration of the
Bill.
iv.

iv.

No recommendation of the President is required for moving an
amendment involving or increasing expenditure.
If, however, an
amendment involving expenditure is carried, in a Bill which did not
previously receive the President’s recommendation, such recommendation
will be required before the Bill as amended, is passed by the House.
If a Bill does not seek to effect ‘appropriation’ in the technical sense, but
merely imposes liability on the Government, it may be introduced without
the President’s recommendation and it may be passed provided the
recommendation is obtained before consideration.

17.
Difference in procedure between an ordinary Bill and a Bill to amend the
Constitution- The distinction between an ordinary Bill and a Bill to amend the
Constitution is as follows:1) Subject to the provision of Article 368 of the Constitution, a Bill amending the
Constitution is to be passed by the Parliament in the same way as an ordinary Bill.
A Bill amending the Constitution may be initiated in either House of Parliament
but a special majority is prescribed for its passage. After it is passed by each
House by majority of the total membership of that House and by a majority of not
less than two-thirds of the members of the House present and voting, it is
presented to the President for his assent.
2) A private member cannot introduce a Bill seeking to amend the Constitution in
the same way as any other Bill. While in the case of ordinary Bill he can move
for leave to introduce a Bill of which he has given notice of one month in advance
(unless the Speaker has waived the period by which the notice has fallen short), at
the commencement of the private members’ business on a bills day, he has to wait
for the report of the Committee on Private Members’ Bills and Resolution on a
Bill seeking to amend the Constitution of which he may have given notice before
he can be permitted to move such a motion.
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3) If such a Bill seeks to amend any of the provisions of the Constitution relating to
the federal structure e.g.
i.
ii.
iii.
iv.
v.
vi.
vii.

The manner of election of the President,
Extent of the executive power of the Union and the state,
The Supreme Court and the High Courts,
Distribution of legislative powers between the Union and the States,
Any of the Lists in the VII Schedule,
Representation of States in Parliament,
Procedure for amendment of the Constitution,

It must after passage by each House of Parliament by a majority of the total membership
of the House and by a majority of two-third members present and voting by ratified by
the legislatures of not less than one-half of the States before it is presented to the
President for his assent.
18.
Procedure regarding non-official Bills- (i) Whenever a Private Member of
Parliament gives notice, in accordance with the provisions of the Rules of Procedure and
conduct of Business in the Houses of Parliament, of his desire to move for leave to
introduce a Bill, the Secretariat of the House concerned sends a copy of the notice
together with a copy of the Bill and Statement of Objects and Reasons to the Ministry to
which the subject belongs.
(ii)
The Ministry concerned will consult the Ministry of Law and Justice as to
the competence of Parliament to enact the measure.
(iii) The policy of Government in relation to the Bill shall be officially settled
in the Ministry to which the subject belongs with the approval of Parliamentary and Legal
Affairs Committee of the Cabinet.
(iv)
Bills in respect of which notices of motion for leave to introduce have
been given by Private Members shall be entered in the List of Business for the day
allotted for Private Members’ Bills as first item for the purposes of introduction in the
order in which the notices of motions have been received in point of time.
(v)
Private Members’ Bills which have already been introduced and are
pending before the House and in respect of which members wish to proceed on the days
allotted for the disposal of Private Member’ Bills will be classified by the Committee on
Private Members’ Bills and Resolutions as Category ‘A’ and Category ’B’. Bills
classified as Category ‘A’ shall have precedence over Bills classified as Category ’B’ and
the relative precedence of Bills under each of these categories will be determined by
ballot held separately. Where Bills have not been so classified by the Committee the
relative precedence of such Bills will be determined by ballot in accordance with such
directions as the Speaker/Chairman may give therefore.

95

(vi)
Notices of next motions in respect of Bills mentioned in sub-paragraph(v)
above should be given sufficiently in advance to allow of their relative precedence being
determined by ballots.
Full particulars in connection with these ballots are intimated to members in
sufficient time before hand.
19. Ordinances and Regulations- The procedure described above (except in so far as it
relates to anything to be done in Parliament) applies also, generally speaking, to the
drafting of Ordinances which may be promulgated by the President under Article 123 of
the Constitution. Once the draft of the Ordinance
is settled, a printed copy thereof is obtained. The Ministry of Law and Justice then
submits it to the President for his signature through the Minister in charge of the
administrative Ministry. The President’s Secretariat returns the signed copy of the
Ordinance to the Ministry of Law and Justice for promulgation and the Ordinance is then
promulgated and published in the Gazette of India. The Ministry of Law and Justice will
inform the Ministry concerned as to promulgation or making of the Ordinance so as to
enable the Ministry to take further action in the matter. Copies of Ordinances are also
forwarded to all the State Governments for publication in State Gazettes.
The same procedure is followed in the case of Regulations made by the President
under Article 240 except that in such cases Regulations are submitted for the signature of
the President through the Minister of Home Affairs.
Rules 71 of the Rules of the Lok Sabha requires that whenever a Bill seeking to
replace an Ordinance is introduced in the House, a statement shall be placed before the
House along with the Bill explaining the circumstances which necessitated immediate
legislation by Ordinance. Similarly, whenever an Ordinance which embodies wholly or
partly the provisions of any Bill pending before the House is promulgated, a statement
explaining the circumstances which necessitated immediate legislation by Ordinance
shall be laid on the Table of the House at the commencement of the session following
the promulgation of the Ordinance.
20.
Legislation in respect of Union Territories. Under the provisions of certain
Sections of the enactments relating to Union Territories, the Central Government is
competent to extend, by a notification in the official gazette, any State enactment with or
without modification, to the Union Territories concerned. All proposals for such
extension will be dealt with in the Ministry of Home Affairs who will examine them in
consultation with the Ministry of Law & Justice and other Ministries concerned and then
place them before the appropriate Advisory Committee.
The Administrative Ministries, will, however consult the Ministry of Home
Affairs at the earliest possible stage to enable the latter to express their views as regards
the desirability of undertaking the proposed legislation, the principle or principles
involved therein and the substance of the more important provisions proposed.
Thereafter, the administrative Ministry concerned will prepare the draft Bill in
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consultation with the Ministry of Law and Justice and the other Ministries, etc. concerned
and send the final draft to the Ministry of Home Affairs for being placed before the
appropriate Advisory committee. As soon as the matter has been considered by the
Advisory Committee, the administrative Ministry will take suitable steps to obtain the
approval of the Cabinet and introduce and process the proposed legislation in Parliament
in accordance with the procedure described above.
21. Subordinate Legislation - Each regulation, rule, sub-rule, by-law, etc., framed in
pursuance of the provisions of the Constitution or of the legislative functions delegated
by Parliament to a subordinate authority, which is required to be laid before Parliament
should be numbered centrally and published in the Gazette of India immediately after its
promulgation. Whenever it is proposed to lay such papers on the Table of the Houses of
Parliament, the following information should invariably be supplied to the Secretariat of
the House concerned:(i)
(ii)

Brief purport of the notification or paper to be laid on the Table.
Statutory or other requirement under which the paper is to be laid on the
Table.
(a)
In case of Central Government notification, details of the Act and
section which provides for laying should be clearly stated.
(b)
In the case of State Government notification the provisions in the
State Act for laying it on the Table should be reproduced.

(iii)

Whether published in the Gazette and if so,
(a)
(b)

(iv)
(v)
(vi)
(vii)

G.S.R./S.O./S.R.O. number of notification published in the Gazette
; and
Date and part and section of the Gazette.

Whether subject to modification by the House.
Period specified in the principle Act for which it is required to be
laid.
Whether Hindi or English version of the document has been previously
laid on the Table of House and if so, on what date.
Date on which proposed to be laid on the Table (Normally two clear days’
notice should be given).

22.
Notice of Government Amendments to Bills, Resolutions or other Motions.Under the rules of Procedure, notices of amendments to Bills, resolutions or other
motions are required to be given at least one day before the day on which the Bill,
resolution or motion, as the case may be, is due to be considered. This requirement
should be strictly adhered to by Ministries in respect of notices of Government
amendments. In a special case, however, when it is not possible to give timely notice of
an amendment, the reasons for waiving the period of notice may be stated when sending
the notice of amendment for the consideration of the Speaker.
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23.
Scrutiny of Record of Proceedings in Parliament. – (1) On receipt in the Ministry
of the record of the proceedings in Parliament, it will be examined to see
(a)
(b)

whether any promises, assurances or undertakings have been given on the
floor of the House; and
whether there are any points in the replies to supplementary questions or
in other parts of the proceedings which require elucidation or amendment.

24.
Assurances in Parliament - If during the course of a reply given to Question or a
discussion, a Minister gives an undertaking which involves further action on the part of
the Government in reporting back to the House, it is called an Assurance.
(1)

A standard list of such expressions which normally constitute
assurance is given below:(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)
(ix)
(x)
(xi)
(xii)
(xiii)
(xiv)
(xv)
(xvi)
(xvii)
(xviii)
(xix)
(xx)
(xxi)
(xxii)
(xxiii)
(xxiv)
(xxv)

an

The matter is under consideration.
I shall look into it.
Enquiries are being made.
I shall inform the Honourable Member.
This is primarily the concern of the State Govt., but I shall look
into it.
I shall write to the State Government concerned.
I assure the house that all suggestions made by Honourable
Member will be carefully considered.
I shall study the conditions on the spot during my tour.
I shall consider the matter.
I will consider it.
I will suggest to the State Governments.
We shall put up the matter in the shape of a resolution.
I shall see what can be done about it.
I shall look into the matter before I can say anything.
The suggestion will be taken into consideration.
The matter will be considered at a conference to be held onThe matter is still under examination and if anything is required to
be done, it will certainly be done.
The matter will be taken up with govt. of --I have no information but I am prepared to look into the matter.
Efforts are being made to collect the necessary data.
The suggestion made will be borne in mind while framing the
rules.
If the Hon’ble Member so desires, I can issue further instructions.
Copy of the report, when finalised, will be placed in the library of
the House.
I shall supply it to Hon’ble Member.
I think it can be done.
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(xxvi) If the Hon’ble Member’s allegation is true, I shall certainly have
the matter gone into.
(xxvii) We shall have to find that out.
(xxviii)I will draw the attention of the Government who I hope will take
adequate steps in this direction.
(xxix) It is a suggestion for action which will be considered.
(xxx) All the points raised by various Members will be considered and
the result will be communicated to each Member.
(xxxi) Information is being collected and will be laid on the Table of the
House.
(xxxii) I am reviewing the position.
Note: All directions by the Speaker, Deputy Speaker or the Chairman involving
action on the part of Ministers, will be complied with as assurances.
(2)
When an assurance is given by the Minister, it is extracted by the
Department of Parliamentary Affairs from the relevant proceeding and communicated to
the Department concerned. If the administrative Department has any objection to treat
such an item as an assurance or finds that it would not be in public interest to fulfil it, it
will write to the Department of Parliamentary Affairs within a week of the receipt of such
communication for getting it deleted from the list of assurances. Alternatively, if it finds
that it is not possible to fulfil the assurance within the stipulated period of 3 months, it
will seek an extension of time from the Committee on Government Assurances through
the Department of Parliamentary Affairs as soon as the need for such an extension
becomes apparent indicating the reasons for delay and the probable additional time
required. In either case, prior approval of the Minister will be obtained.
(3)
The particulars of every assurance will be entered by the Parliament Unit
in a Register. Thereafter, the assurance will be passed on to the concerned section.
Each section will take prompt action even before the receipt of the
communication from the Department of Parliamentary Affairs to fulfil such an assurance
and keep a watch thereon in a register.
The Section Officer incharge of the Section will scrutinise the register once a
week with a view to ensure that necessary follow up action is taken without any delay
and submit the register to the Branch Officer every fortnight if the House concerned is in
session and once a month otherwise drawing his special attention to the assurances which
are not likely to be implemented within a period of three months.
Separate registers will be maintained for assurances in Lok Sabha and Rajya
Sabha, entries therein being made sessionwise.
The Branch Officer will like-wise keep his higher officers and Minister informed
of the progress made in the implementation of assurances drawing their special attention
to cases of delay.
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(4)
Every effort will be made to fulfil the assurance within the prescribed
time. In case only part of the information is available and the collection of remaining
information would involve considerable time, the available information will be supplied
to the Department of Parliamentary Affairs within the prescribed time. Efforts will
continue for the expeditious collection of the prescribed proforma will be sent to the
Department of Parliamentary Affairs.
(5)
Information to be supplied in partial or complete fulfilment of as
assurance will be approved by the Minister concerned and 12 copies each thereof in
Hindi as well as in English in the prescribed proforma will be sent to the Department of
Parliamentary Affairs.
(6)
The Department of Parliamentary Affairs after scrutinising the
information will arrange to lay it on the table of the House, a copy will be forwarded by
the Department to the Member as well as the Department concerned. Parliament unit and
the section concerned will, on the basis of this statement make suitable entries in their
registers of the assurances having been fulfilled.
(7)
Each House of Parliament has a Committee on government Assurances
nominated by the Presiding Officer which scrutinise the nature of and the time taken in
the fulfilment of assurances and focusses attention on the delays and other significant
aspects, if any, pertaining to them.
The reports of the above two committees are scrutinised by the Department of
Parliamentary Affairs which takes up the matter with the concerned Department for
remedial action wherever called for.
25.
Limitations on the power of Parliament in financial matters. - The Constitution
has imposed some limitations upon the powers of the Parliament in financial matters.
These limitations may be summarised as below:(i)

No demand for a grant shall be made except on the recommendation of the
President.

(ii)

No Bill or amendment relating to a financial matter shall be introduced
except on the recommendation of the President.

(iii)

Any Bill which would involve expenditure shall not be passed unless the
President has recommended it.

(iv)

No amendment shall be proposed to an Appropriation Bill which would
have the effect of (a) varying the amount or altering the destination of any
grant or (b) varying the amount charged on the Consolidated Fund.

(v)

No Bill or amendment which imposes or varies any tax or duty in which
the States are interested or which imposes, any such surcharge as is
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mentioned in Art.271* shall be introduced or moved in either House of
Parliament except on the recommendation of the President.
26.
Parliamentary Committees. – A Parliamentary committee is a Committee which
is appointed or elected by the House or nominated by the Speaker. It works under the
direction of the Speaker, presents its report to the House or to the Speaker and the
Secretariat for it is provided by the Lok Sabha Secretariat. The names, methods of
constitution and the functions of some of the Standing Committees of the Parliament are
given below:(1)
The Public Accounts Committee. - It is a recognised provision in the
financial systems of countries enjoying responsible Government that there should be a
review of transactions after the budget proposals have been executed. It is clearly useless
to give to the Legislature the power of voting money for a particular purpose unless the
Legislature is assured that the money is spent by the Executive for the purpose for which
it was voted. This control is ensured by the provision of audit of public accounts by an
independent statutory authority – the Comptroller and Auditor General and the
subsequent examination of his report by the Public Accounts Committee.
The Comptroller and Auditor General examines the annual accounts and submits
a report to the Parliament on the examination made. The examination of this report is
entrusted to a special Committee of the House, designated as the Public Accounts
Committee. The examination is important to ensure that a vote of Parliament has not
been avoided by the Executive by adjusting expenditure in excess of grant to another vote
where a saving has accrued. This review completes the cycle of control to make the
authority of the House over expenditure effective. The provision for the examination of
the report by a Committee of the House has been made because Parliament can hardly
spare the time necessary for the detailed scrutiny. It is also a technical examination
which best be undertaken by a Committee.
The Public Accounts Committee consists of not more than 22 members (15 from
the Lok Sabha and 7 from the Rajya Sabha) who are elected by both the Houses of
Parliament every year from amongst their Members. The term of office of members is
one year. A Minister cannot, however, be appointed to be a member of the Committee.
*
Art.271 lays down that Parliament may at any time increase any of the following duties or taxes
by a surcharge for purposes of the Union and the whole proceeds of any such surcharge shall form part of
the Consolidated fund of India:(1)
(2)
(3)
(4)
(5)
(6)
(7)

Duties in respect of succession to property other than agricultural land.
Estate duty in respect of property other than agricultural land.
Terminal taxes on goods or passengers carried by Railway, Sea or air.
Taxes on railway fares and freights.
Taxes other than stamp duties on transactions in stock exchanges and future markets.
Taxes on the sale or purchase of newspapers and on advertisements published therein.
Taxes on the sale or purchase of goods other than newspapers, where such sale or purchase takes place
in the course of inter-state trade or commerce.
(8) Taxes on income other than agricultural income.
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The Chairman of the Committee is appointed by the Speaker, from amongst the members
of the Committee; if, however, the Deputy Speaker is a member of the Committee, he is
appointed Chairman of the Committee.
The present charter of the Committee as embodied in the Rules of Procedure and
Conduct of Business, is to satisfy itself:
(i)

that the money shown in the accounts as having been disbursed were
legally available for and applicable to the service or purpose to which they
have been applied or charged;

(ii)

that the expenditure conforms to the authority which governs it; and

(iii)

that every reappropriation has been made in accordance with the
provisions made in this behalf under rules framed by the competent
authority.

It is also the duty of the Public Accounts Committee:
(i)

to examine in the light of the report of the Comptroller and Auditor
General the statement of accounts showing the income and expenditure of
state corporations’ trading and manufacturing schemes concerns and
projects;

(ii)

to examine the statement of accounts showing the income and expenditure
of autonomous and semi-autonomous bodies, the audit of which may be
conducted by the Comptroller and Auditor General either under the
directions of the President or by a statute of Parliament; and

(iii)

to consider the report of the Comptroller and Auditor General in cases
where the President may have required him to conduct an audit of any
receipts or to examine the accounts of stores and stocks.

The aim of the Committee is:(i)

to ensure that money is spent as Parliament intended;

(ii)

to ensure the exercise of due economy and to draw attention to cases of
waste, extravagance, losses and nugatory expenditure;

(iii)

to ensure that a high standard of public mortality in all financial matters is
maintained.

If any money has been spent on any service during financial year in excess of the
amount granted by Parliament for that purpose, the committee examines, with reference
to the facts of each case the circumstances leading to such an excess and makes such
recommendations as it may deem fit.
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Although the committee has no power to compel any administrative action to be
taken on its observations, this has not affected the effectiveness of the Committee’s
recommendations. The Committee’s power is indirect and lies in the potential results of
its reports and publicity which it is able to give to the questions it investigates and in the
moral effect of its criticism. The Committee has entirely fulfilled the expectation that it
should develop into a powerful force for controlling public expenditure.
(2)
Estimates Committee. Parliamentary control over national expenditure can be
fully effective only when it is comprehensive in its scope and character. It is not
sufficient to ensure that the appropriations have been utilised economically and prudently
and within the grants and for the purposes approved; it is equally necessary to provide for
a detailed examination of the estimates presented to the House to secure possible
economies in the execution of plans and programmes.
For achieving the latter objective, a Committee on Estimates is appointed to
examine such of the estimates as may deem fit to the Committee or are specifically
referred to it by the House or the Speaker, and to suggest economies consistent with the
policy underlying the estimates.
The Estimates Committee consists of not more than 30 members, who are elected
by the Lok Sabha every year from amongst its members. The term of office of members
is one year. A Minister cannot, however, be appointed to be a member of the committee.
The Chairman of the Committee is appointed by the Speaker from amongst the members
of the Committee; if, however, the Deputy Speaker is a member of the Committee, he is
appointed Chairman of the Committee.
Defining the functions of the committee, Dr. John Mathai, the then Finance
Minister, stated that the Estimates Committee would work as a continuous Economy
Committee. As Shri Ashok Chanda has put it, “the real business of the Estimates
Committee would be, excepting the policy and the objectives of Government with which
it was not concerned, to suggest how this policy and its objectives could be carried out
with the least expenditure of public funds”.
The aim of the Committee is:
(i)

to exert a healthy influence on and regulate the course of public
expenditure; and

(ii)

to act as a deterrent to extravagance in public expenditure by instilling the
fear that the expenditure of the Government and of various departments
would be examined in detail by an independent authority.
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The functions of the Committee as specified in the Rules of Procedure and
conduct of Business are:
(i)

to report what economies, improvements in organisation, efficiency or
administrative reforms, consistent with the policy underlying the
estimates, may be effected;

(ii)

to suggest alternative policies in order to bring about efficiency and
economy in administration;

(iii)

to examine whether the money is well laid out within the limits of the
policy implied in the estimates; and

(iv)

to suggest the form in which the estimates shall be presented to
Parliament.

As it is a Committee of Parliament deriving its authority from it, the Estimates
Committee’s recommendations are naturally given very high consideration by the
Government. Many organizational changes have resulted from such recommendations
for improving efficiency of even Constitutional Authorities.
(3) Committee on Public Undertakings. - The Committee on Public Undertakings
consists of 22 members (15 from the Lok Sabha and 7 from the Rajya Sabha). The term
of office of members is one year. The Committee examines (a) the reports and accounts
of the Public Undertakings, (b) the reports, if any, of the Comptroller and Auditor
General on the Public Undertakings whether their affairs are being managed in
accordance with sound business principles and prudent commercial practices. It will
perform such functions at present vested in the Public Accounts Committee and the
Estimates committee as may be allotted to that committee by the Speaker from time to
time. Matters of major Government policy as distinct from business or commercial
functions, matters of day-to-day administration and matters for the consideration of
which machinery is established by any special statute, do not fall within the purview of
this Committee.
Accountability before this Committee has also led to high efficiency in Public
Undertakings and prevented them from being bureaucratic or complacent.
5.Committee on the Welfare of Scheduled Castes and Scheduled TribesThis Committee consists of twenty members(other than Ministers) elected every
year from the Lok Sabha and ten nominated from the Rajya Sabha. They are elected by
the House. The functions of the Committee are:(i)

to consider the reports submitted by the National Commission
for
Scheduled Castes and Scheduled Tribes under Article 338(5) of the
Constitution and to report as to the measures that should be taken by the
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Union Government in respect of matters within the purview of the Union
Government including the Administrations of the Union Territories.
(ii)

To report on the action taken by the Union Government and the
Administrations of the Union Territories on the measures proposed by the
Committee;

(iii)

To examine the measures taken by the Union Government to secure due
representation of the Scheduled Castes and Scheduled Tribes/ services and
posts under its control (including appointments in the Public sector
undertakings, statutory and semi-government bodies and in the Union
Territories) having regard to the provisions of Art.335;

(iv)

To report on the working of the welfare programmes for the Scheduled
Castes and Scheduled Tribes in the Union Territories; and

(v)

To examine such other matters as may seem fit to the Committee or are
specifically referred to it by the House or the Speaker.

6.
There are 24 Departmentally related Standing Committees of the Houses. The
jurisdiction of each of the Standing Committees are given in Annexure-III to this note.
The term of office of the members of the committees shall not exceed one year. The
venue of sittings of the Standing Committees shall be the precincts of Parliament House.
However, with the specific permission of the Chairman, Rajya Sabha, or the Speaker,
Lok Sabha, the committee may work in any other place. After deliberations, the
Committees shall submit a report. The reports of the Committees shall be based on broad
consensus. A member of the Committee may give note of dissent on the report of the
Committee. The note of dissent shall be presented to the Houses along with the report.
The general rules applicable to other Parliamentary Committees in Rajya Sabha/ Lok
Sabha shall apply to Standing Committees. The Committee may avail of the expert
opinion or the public opinion to make the report. The Standing Committees shall not
generally consider the matters which are considered by the other Parliamentary
Committees. The reports of the Standing Committees shall have persuasive value and
shall be treated as considered advice given by the Committees.
CONSTITUTION:
Each of the Standing Committees shall consist of not more than 45 members. 30
members to be nominated by the Speaker from among members of Lok Sabha and 15
members to be nominated by the Chairman. Rajya Sabha, from among members of
Rajya Sabha. A Minister shall not be nominated as a member of the committee. If a
member after his nomination to the committee is appointed a Minister, he shall cease to
be the member of the committee from the date of such appointment. The Chairman of
committees in Part I of the Annexure shall be appointed by the Chairman, Rajya Sabha.
The Chairman of the Committees specified in Part II of the Annexure shall be appointed
by the Speaker. The Chairman shall be from among the members of the Committees.
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FUNCTIONS:
The functions of each of the Standing Committees shall be:
To consider the Demands for Grants of the concerned
Ministries/Departments and make a report on the same to the House. The
report shall not suggest anything of the nature of cut motions;
To examine such Bills pertaining to the concerned Ministries/Departments
as are referred to the Committee ;by the Chairman, Rajya Sabha or the
Speaker, as the case may be, and make report thereon;
To consider annual reports of Ministries/Departments and make reports
thereon; and
To consider national basic long term policy documents presented to the
Houses, if referred to the Committee by the Chairman, Rajya Sabha or the
Speaker, as the case may be, and make report thereon.

The Standing Committees shall not consider the matters of day to day
administration of the Ministries/Departments concerned.

PROCEDURE RELATING TO DEMANDS FOR GRANTS
The Standing Committees shall follow the following procedures in their
consideration of the Demands for Grants and making a report B on them to the
House:

After the general discussion on the Budget in the Houses is over, the
Houses shall be adjourned for a fixed period;
The Committees shall consider the Demands for Grants of the concerned
Ministries during the aforesaid period;
The Committees shall make their report within the period and shall not ask
for more time;
The Demands for Grants shall be considered by the House in the light of
the reports of the Committees; and
There shall be a separate report on the Demands for Grants of each Ministry.
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PROCEDURES RELATING TO BILLS
The Standing Committees shall follow the following procedures in examining the
Bills and making report thereon:
The Committee shall consider the general principles and clauses of the
Bills referred to them and make report thereon:
The Committee shall consider only such bills introdkuced in either of the
Houses as are referred to them by the Chairman, Rajya Sabha or the
Speaker, as the case may be and
The Committee shall make report on the Bills in the given time.

7.
Committee for Empowerment of Women - Consists of not more than 30
Members other than a Minister ( 20 nominated by the Speaker and 10 by the Chairman)
and its Chairman is appointed by the Speaker from amongst the Members of the
Committee.
Functions: i) The functions of the Committee shall be
(2) to consider the reports submitted by the National Commission for
Women and to report on the measures that should be taken by the
Union Government for improving the status/conditions of women
in respect of matters within the purview of the Union Government
including the Administrations of the Union Territories;
(3) to examine the measures taken by the Union Government to secure
for women equality, status and dignity in all matters;
(4) to examine the measures taken by the Union Government for
comprehensive education and adequate representation of women in
Legislative bodies/ services and other fields;
(5) to report on the working of the welfare programmes for the
women;
(6) to report on the action taken by the Union Government and
Administrations of the Union Territories on the measures proposed
by the Committee; and
(7) to examine such other matters as may seem fit to the Committee or
are specifically referred to it by the House or the Speaker and the
Rajya Sabha or the Chairman, Rajya Sabha.
Matters exclusively assigned to this Committee shall not be considered as far as
possible by any other Parliamentary Committee including the Departmentally related
Standing Committees to the extent possible.
(8)
Committee on Subordinate Legislation. - The variety and number of laws on the
agenda of a legislature every session now assume formidable proportions. It becomes
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physically impossible for a Legislature to pass all these laws, and the arrears of work
continue to mount. So the legislatures can give consideration only to the general
principles of bills before them. The details have perforce to be delegated to Government
departments, which are empowered to fill in these details. Almost all the laws passed by
the Indian Parliament empower the Executive to make Rules and Regulations under the
Acts. In order to check that the Executive does not abuse this power, it was provided that
such Rules and Regulations would be placed on the Table of the House. It was, however,
realised that Parliament did not have the necessary time to exercise adequate control over
these Rules and Regulations. Therefore, the Speaker to the Lok Sabha appointed on the
1st December, 1953, a committee consisting of 10 members of Parliament. This
Committee was called the Committee on Subordinate Legislation. Its independence from
executive influence has been ensured by the provision that no Minister can be a member
of this Committee.
The Committee now consists of not more than 15 members, who are nominated
by the Speaker of the Lok Sabha. The term of office of the members of the Committee is
one year. The procedure for the appointment of Chairman is similar to that of the Public
Accounts Committee.
After each Rule, Regulation, sub-rule, Bye-law etc. is laid before the House, the
Committee considers, in particular, whether:
(i)

It is in accord with the general objects of the Constitution or the Act
pursuant to which it is made;

(ii)

it contains matter which in the opinion of the Committee should more
properly be dealt with in an Act of Parliament;

(iii)

it contains imposition of any tax;

(iv)

it directly or indirectly bars the jurisdiction of the courts;

(v)

it gives retrospective effect to any of the provisions in respect of which the
Constitution or the Act does not expressly give any such power;

(vi)

it involves expenditure from the Consolidated Fund of India or from the
public revenues;

(vii)

it appears to make some unusual or unexpected use of the power conferred
by the Constitution or the Act pursuant to which it is made;

(viii) there appears to have been unjustifiable delay in its publication or in
laying it before Parliament; or
(ix)

for any reason its form or purport calls for any elucidation.

The recommendations made by this Committee of the Lok Sabha maintain
Parliamentary control over delegated legislation effectively and prevent.
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The abuse of power by the Executive.
(9)
Committee on Government Assurances.- In the course of answering
questions or replying to debates, a Minister may agree to consider the matter or give
assurances, undertakings or promises in respect thereof. In the past, such assurances
given on the floor of the House lay embedded in the Debates without any watch as to
whether they are fulfilled, unless interested Members of their own accord took care to
pursue them by means of further questions. Once an assurance has been given in the
House, it ceases to be a matter between the Member who put the question and the
Minister who answered it; it becomes an assurance given to the whole House.
In order that implementation of such assurances might be watched, the Speaker
has constituted a Committee called the Committee on Government Assurances. The
Committee consists of not more than 15 members, who are nominated by the Speaker of
the Lok Sabha. The term of office of the members of the Committee is one year. The
procedure for the appointment of Chairman is similar to that of the Public Accounts
Committee.
The functions of the Committee are:(i)

to see the extent to which assurances, promises, undertakings, etc. given
by the Ministers on the Floor of the House have been implemented; and

(ii)

where implemented, whether such implementation has taken place within
the minimum time necessary for the purpose.

This Committee meets periodically to examine the assurances given and also the
action taken thereon by Government and presents its report to the House from time to
time.
(10) Business Advisory Committee. – It is a committee nominated by the
Speaker. It consists of not more than 15 members including the Speaker who shall be the
chairman of the Committee. Its function is to recommend the time that should be
allocated for the discussion of the stage or stages of Government Bills and other business
as the Speaker in consultation with the Leader of the House may direct for being referred
to the Committee. The Committee has the power to indicate in the proposed time-table
the different hours at which the various stages of the Bill and other business shall be
completed. The Committee also performs such other functions as may be assigned to it
by the Speaker from time to time.
(11) Committee on Private Members’ Bills.- The Committee on Private
Members’ Bills and Resolutions consists of 15 members nominated by the Speaker and
holds office for one year. Its functions are:
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(i)

to examine every Bill seeking to amend the Constitution, notice of which
has been given by a private member before a motion for leave to introduce
the Bill is included in the list of business;

(ii)

to examine all private members’ Bills after they are introduced but before
they are taken up for consideration in the House and to classify them
according to their nature, urgency and importance into two categories, viz.
Category A and category B;

(iii)

to recommend the time that should be allowed for the discussion of the
stage or stages of each private member’s Bill and also to indicate in the
time-table so drawn up the different hours at which the various stages of
the Bill in a day shall be completed.

(iv)

To examine every private member’s Bill which is opposed in the House on
the ground that the Bill initiates legislation outside the legislative
competence of the House and the Speaker considers such objection prima
facie tenable; and

(v)

To recommend time limit for the discussion of private members’
resolutions and other ancillary matters.

The Committee also performs such other functions in respect of private members’
Bills and Resolutions as may be assigned to it by the Speaker from time to time.
(12) Committee on Petitions. - The Committee on Petitions consists of not less
than 15 members nominated by the Speaker. A Minister cannot be nominated a member
of the Committee and if a member after his nomination to the Committee is appointed a
Minister he shall cease to be member of the committee from the date of such
appointment. The Committee examines every petition referred to it. After examination,
the committee may direct that it may circulated either in extenso or in summary form. It
is the duty of the Committee to report to the House on the specific complaints made in
the petitions referred to it after taking such evidence as it deems fit and to suggest
remedial measures either in a concrete form applicable to the case under review to
prevent such cases in future.
In accordance with the latest instructions of the Speaker, petitions which are not
otherwise admissible are also informally placed before the Committee, for their
consideration.
(13) Committee on Privileges. The committee on Privileges consists of not
more than 15 members nominated by the Speaker.
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The Speaker may refer any question of privilege to the Committee on Privileges
for examination, investigation and report.
The Committee examines every question referred to it and determines with
reference to the facts of each case whether a breach of privilege is involved, if so, the
nature of the breach, the circumstances leading to it and makes such recommendations as
it may deem fit. The report may also state the procedure to be followed by the House in
giving effect to the recommendations made by the Committee.
(14) Committee on Absence of Members from sittings of the House- The
Committee consists of 15 members. They are nominated by the Speaker and hold office
for one year. The functions of the Committee are:
(i)

to consider all applications from members for leave of absence from the
sittings of the House;

(ii)

to examine every case where a member has been absent for a period of 60
days or more without permission from the sittings of the House and to
report to the House whether the absence should be condoned or the
circumstances of the case justify that the House should declare the seat of
the member vacant; and

(iii)

the Committee also performs such other functions in respect of attendance
of members in the House as may be assigned to it by the Speaker from
time to time.

(15) Rules Committee- The Committee consists of 15 members nominated by
the Speaker, who shall be the ex-officio Chairman of the Committee. The functions of
the Committee are:
(i)

to consider matters relating to Rules of Procedure and Conduct of
Business in the House; and

(ii)

to recommend any amendments or additions to the rules that may be
considered necessary.

27.
Rules of Procedure of Parliamentary Committees. (1) No member shall
be appointed to a Parliamentary committee if he is unwilling to serve on the Committee.
The Chairman of the Committee shall be appointed by the Speaker from amongst its
members. Unless the Speaker is a member and consequently an ex-officio Chairman of
the Committee, the Deputy Speaker, if he is a member of the Committee.
(2)
The quorum to constitute a sitting of the Committee shall be as nearly as
rd
may be 1/3 of the total number of members of the Committee. When the Committee
has been adjourned for lack of quorum on two successive occasions, the Chairman shall
report the fact to the House or the Speaker, as the case may be.
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(3)
If a member is absent from two or more consecutive meetings of the
Committee without the permission of the Chairman, he may be discharged by the House
or the Speaker as the case may be.
(4)
The Committee may appoint one or more sub-committees each having the
powers of the undivided committee to examine any matters that may be referred to them
and the reports of such sub-committee shall be deemed to be the reports of the whole
committee if they are approved at a sitting of the whole committee.
(5)
The Committee may sit while the House is sitting provided that on a
division being called in the House the Chairman of the Committee shall suspend the
proceedings in the Committee for such time as will in his opinion enable the members to
vote in a division.
(6)
The sittings of the Committee shall be held in private and generally within
the precincts of the Parliament House.
(7)
A witness may be summoned by an order signed by the Secretary General
and shall produce such documents as are required for the use of the Committee. The
Committee may under the direction of the Speaker permit a witness to be heard by a
Counsel appointed by him and approved by the Committee. The Committee may
administer oath of affirmation to a witness examined before it. The Committee may treat
any evidence tendered before it as secret or confidential. No document submitted to
Committee shall be withdrawn or altered without the knowledge and approval of the
Committee. A Parliamentary Committee shall have power to send for persons, papers
and records. If any question arises whether the evidence of person or production of a
documents is relevant for the purpose of the Committee, the question shall be referred to
the Speaker whose decision shall be final. Government may decline to produce a
document on the ground that its disclosure would be prejudicial to the safety or interest of
the State.
(8)
A Parliamentary Committee may make a special report on any matter that
arises or comes to light in the course of its work to the Speaker or the House even if such
matter is beyond its terms of reference.
(9)
The Committee may direct that the whole or a part of the evidence or
summary thereof may be laid on the Table of the House. The Speaker may direct that
such evidence be confidentially made available to the members before it is formally laid
on the Table of the House.
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(10) When the House has not fixed any time for the presentation of the report,
the report shall be presented within one month of the date on which reference to the
Committee was made. The House may extend the time for presentation of report by the
Committee on a motion being made. The Committee may make available to government
any completed part of its report before presentation to the House. Such reports shall be
treated as confidential until presented to the House. The Speaker may on a request being
made to him and when the House is not in session order the printing, publication or
circulation of a report of a Committee although it has not been presented to the House. In
that case the report shall be presented to the House during the next session at the first
convenient opportunity.
(11) A Parliamentary Committee has power to pass resolutions on matters of
procedure relating to the Committee for the consideration of the Speaker who may make
variations in the procedure as he may consider necessary. The Speaker may from time to
time issue directions to the Chairman of the Committee for regulating its procedure and
the organisation of its work.
(12) Any business pending before a Committee shall not lapse on account of
prorogation of the House and the Committee shall continue to function notwithstanding
such prorogation. A committee which is unable to complete its work before the
expiration of its term or before the dissolution of the House may report to the House that
the Committee has not been able to complete its work. Any preliminary report,
memorandum or note that the Committee may have prepared or any evidence that the
Committee may have taken shall be made available to the new Committee.
28.
Motion of No-Confidence in Ministers. Article 75(3) of the Constitution
states that the Council of Ministers shall be collectively responsible to the House of the
People. This means that the Council, in a body, shall be under the constitutional
obligation to resign as soon as it loses the confidence of the Lower House of the
Legislature. The normal mode of expressing lack of confidence in the Ministers is by
passing a vote of no-confidence in the Council of Ministers by the Lok Sabha. A motion
of no-confidence is the surest means to cause the down-fall of a Ministry. As the
responsibility of the Council of Ministers is to the Lower House a motion of noconfidence can be brought only in that House. Rules 198 of the rules of Procedure and
Conduct of Business in the Lok Sabha states as follows:“(1)

A Motion expressing want of confidence in the Council of Ministers may
be made subject to the following restrictions, namely –
(a)

leave to make the motion shall be asked for by the Member when
called by the Speaker.

(b)

The member asking for leave shall, before the commencement of
the sitting for that day, give to the Secretary General a written
notice of the motion which he proposes to move.
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(2)

If the Speaker is of opinion that the motion is in order he shall read the
motion to the House and shall request those members who are in favour
of leave being granted to rise in their places, and if not less than fifty
members rise accordingly, the Speaker shall declare that leave is grated
and that the motion will be taken up on such day, not being more than ten
days from the date on which the leave is asked for, as he may appoint. If
less than fifty members rise, the Speaker shall inform the member that he
has not the leave of the House.

(3)

If leave is granted under the above sub-rule (2) the Speaker may, after
considering the state of business in the House, allot a day or days or part
of a day for the discussion of the motion.

(4)

The Speaker shall, at the appointed hour on the allotted day or the last of
the allotted days, as the case may be, forthwith put every question
necessary to determine the decision of the House on the motion.

(5)

The Speaker may, if he thinks fit, prescribe a time limit for speeches.”

Under the above rule the motion cannot be moved unless it has the initial support
of not less than 50 members.
29.
Procedure for presentation of petitions to Parliament.- Petitions may be
presented or submitted to the Lok Sabha with the consent of the Speaker on:
(i)

a Bill which has been published or which has been introduced in the
House;

(ii)

any matter connected with the business pending before the House; and

(iii)

any matter of general public interest provided it is not one –
(a)

which falls within the cognizance of a court of law having
jurisdiction in any part of India or a court of enquiry or a statutory
tribunal or authority or a quasi-judicial or a commission.

(b)

Which should ordinarily be raised in a State Legislature,

(c)

Which can be raised on a substantive motion or resolution, or

(d)

For which remedy is available under the law including rules,
regulations, by-laws made by the Govt.of India or any authority to
whom power to make such rules, regulations, etc., is delegated.

Every petition shall be couched in respectful, decorous and temperate language.
It shall be either in Hindi or in English. If any petition in any other Indian language is
made, it shall be accompanied by a translation either in Hindi or in English, and signed
by the petitioner. The full name and address of every signatory to a petition shall be set
out therein and shall be authenticated by his signature, and if, illiterate by his thumb
impression. Letters, affidavits or other documents shall not be attached to any petition.
A Member of Parliament shall not present a petition from himself.
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Every petition shall be addressed to the House and shall conclude with a prayer
reciting the definite object of the petitioner in regard to the matter to which it relates.
A member shall give advance intimation to the Secretary-General of the House of
his intention to present a petition.
A member presenting a petition shall confine himself to a statement in the
following form.
“Sir, I beg to present a petition signed by …………. Petitioner(s) regarding
………….” And no debate shall be permitted on this statement.
Every petition shall, after presentation by a member of Lok Sabha or report by the
Secretary of the House, as the case may be, stand referred to the Committee on Petitions.
30.
Points of Conduct and Etiquette for the Guidance of witnesses appearing
before Parliamentary Committees or their Sub-Committees.- The witnesses should note
the following points while appearing before a Parliamentary Committee:
1.

Due respect to the Chairman and the Committee/Sub-Committee should
be shown by the witness by bowing while taking his seat.

2.

The witness should take the seat earmarked for him opposite to the seat of
the Chairman.

3.

The witness should take the oath, or make affirmation, if so asked by the
Chairman. The witness will take the oath or make affirmation standing in
his seat and bow to the Chair just before taking the oath or make
affirmation and immediately afterwards.

4.

The witness should answer specific question put to him either by the
Chairman, or by a member of the Committee or by any person authorised
by the Chairman. The witness may be asked to place before the
Committee any other points that have not been covered and which a
witness thinks are essential to be placed before the Committee.

5.

All submissions to the Chair and the Committee should be couched in
courteous and polite language.

6.

When the evidence is completed and the witness is asked to withdraw, he
should, while leaving, bow to the Chair.

7.

The witness should not smoke or chew when he is seated before the
Committee.

8.

Subject to the provisions of rules 270 of the Rules of Procedure and
conduct of Business in the Lok Sabha, the witness should note that the
following acts shall constitute breaches of privilege and contempt of
Committee:(a)

Refusal to answer questions.
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(b)

Prevarication or wilfully giving false evidence or suppressing the
truth or misleading the Committee.

(c)

Trifling with the Committee; returning insulting answers.

(d)

Destroying or damaging a material document relating the enquiry.

31.
Code of Conduct to be observed by Officials sitting in official galleries in
Lok/Rajya Sabha.
1.

(a)
The Official Gallery is intended only for officials of the
Government of India, and in certain cases for other Government
officials, whose presence is required in connection with the
business under discussion in the House.
(b)
Persons other than Government officials may, at the
discretion of the Speaker/Chairman, be admitted into the Gallery
for a particular meeting or meetings on a written request received
from the Ministry of the Government of India concerned.

2.
Admission to the Gallery will be through Official Gallery Cards
and General Passes endorsed for “Official Gallery only” issued by the
Secretary General under the order of the Speaker/Chairman. A separate
Card or Pass must be obtained for each Session.
3.
The Official Gallery Cards will be issued only to Officers of the
rank of Under Secretary and above, while General Passes with the
endorsement “Official Gallery only” will be issued to Officers below the
rank of Under Secretary.
4.
Applications for Official Gallery Cards and General Passes should
be made in writing to the Secretary at least 24 hours in advance of the date
of meeting or meetings for which they are required. Such applications
must give in all cases, the names and designations of persons for whom
Cards or Passes are required. All such applications must be signed by an
Officer not below the rank of an Under Secretary. No application will
ordinarily be considered unless it conforms with the foregoing rules.
5.
Not more than four “Sessional” Official Gallery Cards, and four
General Passes with the endorsement “Official Gallery only” will
ordinarily be issued to each Ministry. If extra Cards or Passes are required
for any particular meeting or meetings these may be issued, if
accommodation permits, on a written request received from the Ministry
concerned and shall be strictly limited.
6.
The restriction mentioned in rule 5 will not apply in respect of
General Passes to be issued to Class IV officers of a Ministry who are
required to be in attendance at the Official Gallery on Officers or on duty,
but such staff will not be permitted to enter the Official Gallery except at
the discretion of the Watch and Ward staff in-charge of the Gallery.
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7.
Official Gallery Cards and General Passes are not transferable and
will be issued by name in each case. If such a Card or Pass is transferred
it will be reported to the Ministry concerned for disciplinary action to be
taken against the offender.
8.
Holders of Official Gallery Cards and General Passes must show
their cards and passes to the Security or the Watch and Ward staff
whenever required to do so.
9.
Holders of General Passes must not occupy seats in the Official
Gallery to the exclusion of holders of the Official Gallery Cards and
should leave the gallery as soon as the business with which they are
officially concerned is concluded.
10.
Entrance to the Official Gallery will be strictly regulated by Watch
and Ward staff of the Parliament Secretariat on duty in that Gallery.
11.
During the Question Hour preference will be given to the
representatives of those Ministries which are responsible for answering
questions on that day and front row seats may be reserved for such
officials only. The Watch and Ward Assistant on duty in the Official
Gallery will regulate such entry in accordance with the indications on the
Question List of the day.
12.
After the Question Hour is over the chairs in the front row shall be
vacated in favour of officials concerned with the actual business before the
House as shown on the Order Paper. One of the three chairs in the centre
of the front tow shall ordinarily be reserved for the Official Draftsman or
other representative from the Ministry of Law and Justice.
13.
On occasions, chairs in the front row may be reserved for high
ranking officials who are constitutionally concerned with the business of
the House such for example as the Comptroller and Auditor General.
14.
After full provision for the business before the House has been
made, other Officials who are particularly required by Ministers to wait on
them in the Official Gallery will be allowed to occupy any of the
remaining eats.
15.
On special occasions when the number of officials seeking entry
into the Official Gallery is more than the seating capacity of this Gallery,
entry into the Gallery will be regulated by a special order of the Secretary
General.
16.
No Officer shall, ordinarily, remain in the Official Gallery longer
than his business requires.
17.
The Official Gallery may be closed to holders of Official Gallery
Cards and General Passes on special occasions at the discretion of the
Speaker/Chairman. Timely notice will, as far as possible, be given to
Ministries if and when the Official Gallery is to be closed.
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18.
In case the presence of an Officer is not actually required in the
official Gallery in connection with the particular business under discussion
in the House, or in the event of persistent over-crowding to the
inconvenience of Officers whose presence is required in the Gallery, the
Speaker may, at his discretion, restrict admission into the Gallery of
holders of Official Gallery Cards and General Passes or require any
Officer to vacate his seat or leave the Gallery.
19.
Holders of Official Gallery Cards are not permitted to use opera
glasses. Extra chairs may not be placed in the Gallery or passage-ways
except under the specific orders of the Speaker/Chairman.
20.
Holders of Official Gallery Cards shall not be permitted to take
sticks, umbrellas, attache cases and handbags, with them into the Gallery.
21.
The Speaker/Chairman, whenever he thinks fit may order the
withdrawal of holders of Official Gallery Cards from any part of the
House.
22.
When the order is given to clear the Galleries, the Watch and Ward
Staff responsible will see that holders of Official Gallery Cards
immediately obey the orders. As soon as the Gallery is clear, the door will
be locked by the Watch and Ward Officer.
23.
In the event of any demonstration or disturbances on the part of
any holder of Official Gallery Card in the Gallery the Watch and Ward
Assistant on duty will take the name of the official thus misconducting
himself, or herself, and if necessary, arrange for his or her removal from
the Gallery; in either case, the Speaker/Chairman, through the Secretary
General, will at once be apprised of the action taken.
24.
The Watch and Ward Officer shall remove or cause to be removed,
any holder of Official Gallery Card from any part of the House or of the
Galleries appropriated to the members only and also any holder of Official
Gallery Card who, having been admitted into any other part of the House
or of the galleries, shall misconduct or herself or shall not withdraw when
strangers are directed to withdraw.
25.
No holder of Official Gallery Card shall be admitted to the gallery
when the House meets in secret session.
26.
No Official whose name is included in the list of those who are
excluded from the precincts will be admitted to the Gallery.
27.
The Speaker/Chairman, may in his discretion, at any time, suspend
any of these rules in the case of any particular meeting or meetings and
substitute therefor any special rules which he may deem fit.
28.
The Speaker/Chairman may, in his discretion cancel any admission
card to this Gallery at any time.
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29.
Admission Cards are not transferable and they shall in no
circumstances be passed on to unauthorised persons. They are issued
subject to the holders observing the conditions endorsed thereon.
30.
Any matter not provided for in these rules shall be regulated by the
Speaker/Chairman, in his discretion.
-----“Equal and exact justice to all men_____________ freedom of
religion, freedom of the press, freedom of person under the protection of
the habeas corpus …… these principles form the bright constellation
which has gone before us.”
Thomas Jafferson

119

ANNEXURE – II
PROFORMA FOR FULFILLING ASSURANCES
………………….Session, 20 of the Lok Sabha
………………….Session, 20 of the Rajya Sabha
Date of fulfillment…………………………
Ministry of……………………………Department of …………………..
Question No.&
date
1

Subject

Promise Made

How fulfilled

Remarks

2

3

4

5
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Ministries/Departments under jurisdiction of the Standing Committees
PART – I
Name of the Committee
Committees on Commerce

Ministries/Departments
Commerce and Industry

2.

Committee on Home Affairs

3.

Committee on Human
Development
Committee on Industry

1. Home Affairs
2. Development of North Eastern
Region
1. Human Resource Development
2. Youth Affairs and Sports
1. Heavy Industries and Public
Enterprises
2. Small Scale Industries
3. Agro and Rural Industries
1. Science and Technology
2. Space
3. Ocean Development
4. Atomic Energy
5. Environment & Forests
1. Civil Aviation
2. Road Transport & Highways
3. Shipping
4. Tourism
5. Culture
Health and Family Welfare

S.No.
1.

4.

Resource

5.

Committee on Science and Technology,
Environment & Forests

6.

Committee on Transport, Tourism and
Culture

7.

Committee on Health and Family
Welfare
Committee on Personnel, Public 1. Law and Justice
Grievances, Law and Justice
2. Personnel, Public Grievances
& Pensions
PART - II

8.

9.

Committee on Agriculture

10.

Committee on Information Technology

11.

Committee on Defence

12.

Committee on Energy

13.

Committee on External Affairs
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1. Agriculture
2. Food Processing Industries
1. Communications and
Information Technology
2. Information & Broadcasting
Defence
1. Non-Conventional Energy
Sources
2. Power
1. External Affairs
2. Non-Resident Indian Affairs

14.

15.
16.
17.
18.
19.

20.
21.
22.
23.
24.

Committee on Finance

1.
2.
3.
4.

Finance
Company Affairs
Planning
Statistics and Programme
Implementation
Committee on Food, Consumer Affairs Public Distribution
and Public Distribution
Committee on Labour
1. Labour and Employment
2. Textiles
Committee on Petroleum and Natural Petroleum and Natural Gas
Gas
Committee on Railways
Railways
Committee on Urban Development
1. Urban Development
2. Urban Employment and
Poverty Alleviation
Committee on Water Resources
Water Resources
Committee on Chemicals and Fertilizers Chemicals and Fertilizers
Committee on Coal and Steel
1. Rural Development
2. Panchayati Raj
Committee on Coal and Steel
1. Coal and Mines
2. Steel
Committee on Social Justice and 1. Social Justice and Empowerment
Empowerment
2. Tribal Affairs
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Chapter 7
HANDLING OF CAT CASES
Introduction
To address the need to have a separate machinery to provide speedy and inexpensive
relief to the aggrieved persons, for redressal of their grievances arising out of service matters
connected with the Civil Posts / Services under the Union., the Central Administrative
Tribunal was established consequent to enactment by the Parliament, the ‘Administrative
Tribunals Act of 1985’. The Central Administrative Tribunal came into effect from 1st of
November 1985. The jurisdiction (of CAT) extends to whole of India so far it relates to
service matters( civil pots/Services) of the personnel of the Union.
2.

Applicability

Under the provisions of Administrative Tribunal Act, 1985, the Central Administrative
Tribunal exercises jurisdiction and powers in relation to :
i)

recruitment and matters concerning recruitment in respect of All India Service, any
Civil Service of the Union, any civil post under the Union as well as posts connected
with the Defence or in the Defence Service filled by a Civilian.

ii)

all Service matters in respect of any member of All India Service, persons appointed
to any Civil Service or any civil post under the Union, civilian appointed to any
defence service post connected with the defence, person under the control of any
corporation or society owned or controlled by the Government and the Administrative
Tribunal Act being made applicable to them by specific notification.

2.1

Non-Applicability
The provisions of the Administrative Tribunal Act do not apply to –

a)

members of the Naval, Military and Air Force or any other Armed forces of the Union,

b)

any officer or servant of the Supreme court or any High court,

c)

any person appointed to the secretarial staff of either house of Parliament or to the
secretarial staff of any State legislature or a House thereof of any State or UT.

3.

Composition

The Central Administrative Tribunal (CAT) consists of one Chairman, Vice
Chairmen, Judicial and Administrative Members to the extent necessary. The Chairman of the
CAT has his office in the Principal Bench, New Delhi. The CAT benches, located in different
States, normally, are headed by Vice Chairman.
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In order to achieve the objectives on establishment of the Central Administrative Tribunal, a
Single Bench or a Division Bench is constituted to deal / adjudicate cases filed in the CAT.
A Single (Member) Bench consisting of one member, ( normally an Administrative member
) is constituted by the Chairman to dispose of specified cases (ie., where administrative facts
have been disputed). An illustrative list of the cases handled in a single bench (wef 1/5/88)
are:
Cases relating to:
1. change of date of birth.
2. postings / transfer.
3. entry in character rolls/confidential record/service record, made otherwise than as a
measure of penalty under Central Civil Services (Classification, Control and Appeal)
Rules, 1965.
4. allotment or eviction from Government accommodation.
5. fixation of pay.
6. claim of medical reimbursement, leave, joining time, LTC and overtime.
7. crossing of efficiency bar.
8. grant of pension, family pension, other retirement benefits, and cases relating to
interest on retirement benefits.
9. grant or refusal to grant advances/loans.
10. stagnation increment.
11. grant of passes to Railway employees.
12. grant, refusal or recovery of allowances.
13. compassionate appointment/appointment of

dependants of Government dying in

harness.
A Two Member (/Division) Bench : means - a bench constituted with judicial as well as
Administrative Member. It deals with all those cases referred to it including those dealt by
Single Bench when question of application of law (of the land) is called for. Inclusion of an
Administrative Member in CAT benches is to ensure that the Administrative Member possess
necessary expertise and familiarity with the administrative Procedure and rule so as to deal
with the service problems in a just and satisfactory way, while adjudicating the matter. An
illustrative list of cases handled in Division Bench is given below:
DIVISION BENCH CASES
1.

Absorption in Public Sector/Autonomous Bodies/Other Departments.

2.

Ad hoc Appointments/Regularization
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3.

All India Services.

4.

Allotment/Vacation/Eviction of Quarters.

5.

Civil Services Examination

6.

Creation and Abolition of Post

7.

Daily Wages/Casual/Regularization

8.

Deputation/Repatriation

9.

Disciplinary – Cases
a) Major Punishment – Dismissal/Removal/Compulsory Retirement/Reduction in

Rank.
b) Minor Punishment – Other Punishments.
c) Suspension.
10.

Extra-Departmental Staff

11.

Leave Rules – Break in Service/Dies non.

12.

Lien

13.

Medical Facilities

14.

Probation

15.

Recruitment and Appointment

16.

Reservation for SCs/STs/Ex-Servicemen/Physically Handicapped.

17.

Reversion

18.

Retirement under FR 56 (j)

19.

Scale of Pay

20.

Selection / Promotion

21.

Seniority / Confirmation

22.

Surplus Staff – Redeployment of

23.

Travelling Allowance .

24.

Temporary Service Rules/Termination of Service

25.

Training

26.

Uniform and Washing Allowance

27.

Voluntary Resignation/Retirement

Larger Bench : is constituted on the specific directive of the Chairman of CAT, whenever a
situation arises ie., when differing views/ judgements /orders have been passed [by different
benches of CAT] on a similar cause of action filed by applicants belonging to same
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department, in different benches of CAT, to adjudicate the case once again to have a uniform
view / unanimity in judgement on the specific ‘cause of action’referred to it.. The number of
members in such a Larger Bench normally consists of five or more, preferably in odd
numbers where the decision on the case is arrived by the majority.
Service matter

4.

Service matter has been defined, under the Act, to mean all matters relating to the
conditions of service – viz.,
i)

Remuneration (including allowances) Pension & other retirement Benefits

ii)

Tenure(including confirmation, seniority, promotion, reversion, premature
retirement, superannuation )

5.

iii)

Leave of any kind

iv)

Disciplinary Matters

v)

Transfer

vi)

Allotment of quarters

vii)

Eviction proceedings under Public Premises act

viii)

Determination of marital status for purpose of family pension

ix)

Any other matter
Application

In CAT parlance an application means, the application filed by an aggrieved person
against an executive order on service matters, within the jurisdiction of the bench, seeking
remedy / relief on the grievance caused. According to Section 19 of CAT Procedures Rules,
the application should be filed in the prescribed form* ( *given under OA ) mentioning details
like (reference) number and the authority which has passed the order, against which the
subject application is submitted. The application is normally filed with the Registrar of the
bench of the Tribunal within whose jurisdiction the applicant is for the time being posted or
the cause of action has arise. The applicant is also required to furnish a declaration the effect
that the subject matter against which the applicant wants redressal is within the jurisdiction of
the tribunal where the application is filed. Normally, only an aggrieved individual/person can
file an application seeking remedy on the grievance caused. However, with the explicit
permission of the Tribunal a group of persons can also file a single application if the tribunal
is satisfied that a common interest in the matter is involved, having regard to the cause of
action and nature of relief prayed for by the applicants. In the application, the applicant has to
set out the facts of the case in a chronological order setting out in each paragraph a separate
issue or fact. The grounds for relief with legal provisions if any relied upon, are also to be
furnished concisely under the different heads and numbered serially. The application should
also contain the prayer of the applicant specifying the relief sought for, explaining the grounds
for such relief and legal provisions, if any, relied upon. The application(s) should be based
upon a single cause of action and the applicant may seek one or more relief(s) provided
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they are consequential to one another. Interim relief, if any, prayed for, should also be
incorporated in the application itself.
Application to the Tribunal shall be made, in the prescribed format, duly typed / printed, in
double space on one side, on a durable good quality paper accompanied by
i)

an attested copy of the order against which the application is filed

ii)

attested copies of the documents relied upon by the applicant and referred to in the
application.

iii)

an index of the documents.

iv)

Vakalat Nama duly executed in favour of the legal practitioner filing the
application.

v)

Particulars of bank draft or postal order towards remittance of the filing fee (
which at present is Rs.50/- per application ).

The application should be presented (to the Registrar) in triplicate in two
compilations viz. Compilation No.1, being the application alongwith the impugned
order, and, Compilation No.2 in a paper book form in respect of all other documents
and annexures referred to in the application.
While filing the application, in the event of number of respondents being more than one,
as many extra copies of the application in paper book form along with unused file size
envelope with clear marking of the address of each of the respondent, should also be
furnished by the applicant.
6.

Limitation

An application before the Tribunal has to be filed within one year from the date on
which the final order, by the concerned authority, has been made. A declaration to the effect
that the application is within the limitation period prescribed should be furnished by the
applicant in the application itself. The period of limitation is reckoned with reference to date
of initial final order, by the authority competent to pass such final order.
The Act specifically lays down that the tribunal shall not ordinarily admit an
application unless it is satisfied that the applicant had availed all the remedies available
to him / her under the relevant service rules as to redressal of grievance.
7.

Scrutiny & registering of application

The registry ( or registrar’s court ) of the bench after scrutiny of the application will
register and number the application and place it before the bench for admission. Defects if
any in the application will be got rectified by the registry, before registration.
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8.

Notices

On registration of the application and placing before the bench , the Tribunal Orders
issue of notices to the respondents. The different types of notices that are issued by the
tribunal are :

9.

i)

Notice before admission: - This notice is issued before taking up the application
(filed by the aggrieved person) for adjudication. In this notice the respondent
department is given opportunity to place their (dept.’s) views/ comments on the
application, before admitting/ deciding on the application filed. Normally two to
four weeks time is provided to the respondents to submit their views, to the
tribunal, on the application filed.

ii)

Notice after admission :- depending upon the urgency in deciding on the
grievance/matter brought out by the applicant, the tribunal may, at times admit the
application and then issue notice to the respondent giving direction to file their
(dept’s) reply .

iii)

Notice for serving to private respondents ie., notice to other employees working
under the control of respondent department who have been made a party to the
case. This notice is sent to the main respondent with a view to avoid any delay in
serving the notice to the persons (ie., private respondent) concerned.
Action of respondent(s)

Respondent (who are govt. department represented by the Secretary to the
Governmment) should ensure that, reply to the notice received from CAT, is made to the
tribunal within the time limit indicated in the notice. Normally 2-3 weeks time is provided for
filing the reply. The reply of respondent is required to be filed with the Registrar of the CAT
Bench concerned along with a copy of acknowledgement obtained from the applicant after
serving of reply of the respondent to the applicant or his counsel.
9.1
In the event of insufficient time to furnish a reply to the notice / application received
alongwith the notice, the respondents are required to seek extension of time for filing a
reply by filing a Miscellaneous application ( MA) as per the prescribed procedure.
9.3
In addition to the above, immediately on receipt of notice from CAT, the respondents
should initiate further action for engaging standing govt. counsel for briefing & defending the
case on behalf of Union of India. When a reply is being filed in response to the notice
received, the respondents should also explore the possibility of raising preliminary objections,
as may be required or relevant, in seeking dismissal of the application in the admission stage
itself.
9.4
In the reply the respondent has to specifically admit, deny or explain the facts stated
by the applicant in the application and also state such additional facts as may be found
necessary for a just decision of the case. The reply to the application should be filed in
triplicate along with copy of the documents relied upon, in paper book form. One copy of the
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reply along with the paper book should be furnished to the applicant or his legal practitioner
and proof of such delivery to be furnished to the registry of the bench, while filing the
(respondents’) reply.
9.5
Pleadings / Reply of respondents : Pleadings /reply of the respondents should contain,
specify reply to each of the paragraphs (especially on the facts / points brought out by the
applicant) in the original application. Following can be the contents / essentials of the
(parawise) reply to be filed on an OA, by the respondents.

I

CONTENTS
1.
2.
3.
4.
5.
6.

INTRODUCTORY PART
PRELIMINARY OBJECTIONS
BRIEF FACTS OF THE CASE
PARAWISE REPLY
PRAYER
VERIFICATION

I. 1
INTRODUCTORY PART : In the introductory part/paragraph, the respondent
should indicate,
a)
b)
c)
d)

identity of the official filing reply
(his/her) authority and competence
(his/her) confirmation about the knowledge of the case, and
overall denial ( on the contention of the applicant )

I.2
PRELIMINARY OBJECTIONS – are used as a tool and raised by the respondent
seeking dismissal of an OA on technical grounds – ie., without going into the merits of the
case. Kinds of Preliminary objections that are normally used /available to a respondent are :
1.
2.
3.

4.
5.
6.
7.
8.

Jurisdiction : ( both subject matter and geographical )
Limitation : ( time availability )
Resjudicata : ( a subject matter which has been adjudicated and decided/settled
between same parties cannot be brought again for adjudication ,on the same
grounds, before a similar forum )
Estoppel : ( going back on ones own legal promise/statement )
Non exhausting of Official remedies
Mis-Joinder – Non-Joinder
Plural remedies
Suggestio falsi – Suppressio veri (making misleading statements or suppression of
facts under an OATH )
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I.3. BRIEF FACTS OF THE CASE & PARAWISE REPLY – In this the respondents
should i)

either admit or deny or explain the facts- made in the OA,

ii)

state additional facts where necessary

iii)

ensure, accuracy of spelling in names of persons, places

iv)

avoid using abbrevations

v)

refer the parties (involved) by their legal position– applicant no.2, or applicant no.7,
etc.

vi)

quote exactly statutory provisions and not a gist of the Rule position

vii)

enclose copies of documents relied upon

I.5.
PRAYER : The respondents’ prayer seeking dismissal of the application shall be
made.
I.6. VERIFICATION: The officer authorized to sign the reply of the respondents
shall verify the contents of the reply so made and append his/her signature at the
end of the reply.
10. Types of applications filed in CAT
(i)

Original application (OA)

Original applications (OA) are filed by persons aggrieved by any order issued by an
authority under the Government pertaining to any matter within the (subject and
geographical) jurisdiction of the Administrative Tribunal bench, with a prayer for grant of
relief . Original application is filed under Section 19 of the Administrative Tribunal Act, 1985
and conform to the form prescribed in the CAT rules. The Original applications are
numbered serially throughout the year. Eg. OA 33 /2003. This numbering will enable easy
identification of the application.
[ Prescribed form of Application ]
APPLICATION UNDER SECTION 19 OF THE ADMINISTRATIVE TRIBUNALS ACT,
1985.
Title of the case:----------------------------------------------------------
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INDEX
S.No.
1.
2.
3.
4.
5.
6.

Description of documents
Application

Page No.

Signature of the applicant
For use in Tribunal’s Office
Date of filling
or
Date if Receipt by Post
Registration No.

……………………………………………
……………………………………………
………………………………………………

Signature
For Registrar
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IN THE CENTRAL ADMINISTRATIVE TRIBUNAL
………………………… BENCH
Shri A.B.
S/o Shri
resident of ……….
place
of
employment
APPLICANT

or

last

employed

…………………………………..

Vs.
1.

Secretary to Govt. of India
Department of
Ministry of

Respondent(s)

2.
(add description and the residential or official address on which the service of notices is to be
effected on the respondent or respondents. The details of each respondent are to be given in a
chronological order).
DETAILS OF APPLICATION
1. Particulars of the order against which the application is made
2. Jurisdiction of the Tribunal
3. Limitation
4. Facts of the case
5. Grounds for relief with legal provisions
6. Details of the remedies exhausted
7. Matters not previously filed or pending with any other Court
8. Relief(s) sought
9. Interim order, if any, prayed for
10. In the event of application being sent by Registered Post
11. Particulars of Bank Draft/Postal Order filed in respect of the application fee
12. List of enclosures
1.
2.
3.
4
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VERIFICATION
I, ……………….(Name of the applicant), S/o, D/o, W/o……………………age
working as …………………………in the Office of ……………….resident of
…………………… do hereby verify that the contents of paras ……….. to……………are
true to my personal knowledge and para ……………….. to …………… believed to be true
on legal advice and that I have not suppressed any material facts.
Date:
Place:
applicant

Signature of the

To
The Registrar,
……………………(Bench)
……………………(place )
( ii ) Transferred application(TA) : Section 29 of Administrative Tribunal Act, 1985
mentions that every suit or other provision pending in any court before establishment of
Administrative Tribunal should stand transferred to the CAT after the establishment of such
tribunal.
(iii ) Review application (RA) : Either the respondent or an applicant, being the parties
before the tribunal may file applications for review of the orders of the tribunals by preferring
review applications.
( iv) Civil Contempt petition (CCP) : Contempt petitions are filed by the applicant
against the respondent, alleging that the orders of the tribunal in the original application have
not been complied with by the respondent leading to guilty or contempt of court.
(v)
Petition for transfer (PT) : In terms of provision contained under sec.25 of the
Administrative Tribunal Act, 1985, any of the parties to an application may request the
permission of the tribunal for transferring a case from one bench to another.
(vi ) Miscellaneous applications (MA) : The parties before the Tribunal may make
written submission in addition to the applications /petitions on related matters such as
vacating interim orders of the Tribunal if any, making amendment to the pleading (OA) / TA,
inclusion of more respondent to the case, extension of time for implementation of orders, or to
bring to the notice of the tribunal further development that might have taken place on the case
filed , which may have a bearing on its outcome.
11.

Decision by Tribunal

On a perusal of the documents filed by the applicant and respondents, written
submissions made and hearing the oral arguments advanced at the time of hearing, the
tribunal would take a decision. The decision of the tribunal on such application is
communicated by an order. The order of the tribunal on an application is final and binding on
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both the parties i.e. applicant and respondent. The time limit prescribed for complying with
the order of the tribunal is either the specified time limit prescribed in the order or within six
months on receipt of the order. In this context the date of receipt of the order means the date
by which certified copy of the order of the tribunal is ready for issue by the judicial branch of
the tribunal.
12.

Review of decision.

In the event of the applicant or respondent not satisfied with the order of the tribunal
may seek review of the judgement by filing a petition within 30 days of the communication of
the order. Once a review petition is disposed off no further review is admissible.
13.

Action after disposal of OA

What do we understand by the term ‘ Disposal of OA ’ ?
Disposal of an OA means – where a final action has been taken by the CAT. The final action
may be , either i)

dismissal of an OA in the admission stage itself ; ( on technical grounds etc., ) or

ii)

an order passed on an OA resulting in grant of the relief prayed by the applicant, or

iii)
a final order passed on the OA without granting the specific relief sought by the
applicant but with a direction to the respondents to reconsider the representation /request of
the applicant on the issue agitated, in line with the laid down norms / policy, or
iv)
dismissal of an OA without granting the specific relief but passing an advice
/direction to the respondent to frame and notify certain guidelines/policy for ‘just decision’ of
the cases / issues, as of the type / kind brought by the applicant before the tribunal, etc.,
The action to be taken, on disposal of OA by CAT, may be summarized as under :
1.
As soon as the judgement /order has been pronounced on an OA and in the event such
an order is against the respondents, immediately apply for a certified copy of the order , with
the judicial section of the CAT Bench.
2.
On getting the order, persue the order in its totality for any observations, suggestions,
advise or directives which are to be identified / complied with by the respondents for taking
further action.
3.
In case it is decided to contest the order by way of review or appeal, initiate further
action for filing review application in the CAT . The time limit laid down for filing RA is
thirty days from the date of final order.
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4.
If it is decided to file an appeal against the CAT order , the appeal is required to be
filed before the Division bench of High Court concerned , which has jurisdiction
superintendence over the particular bench of the tribunal, with due diligence so as to avoid
any last minute hassles.
5.
Wherever approval of higher authorities /nodal departments in the matter is required ,
obtain the same well in time, justifying the reasons for appeal. As per existing instructions ,
Ministry of law is required to be consulted and their advice obtained for filing appeal on CAT
order.
6.
In case the time is insufficient to implement the order of the CAT, move an
application by filing an M.A., before the concerned bench of the CAT which has passed the
orders, seeking grant of extension of time stating the reasons , lest it may lead to filing of
contempt petition by the applicant.
7.
Where it has been decided to implement the orders of the CAT obtain approval /
concurrence of concerned nodal authorities / Estts. so as to avoid any complication in future.
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Chapter 8

ORGANISATION AND METHODS
1. Introduction
The success of any national programme for improving the image of the public service
as an instrument of social good largely depends upon the efficient functioning of the
Administration. An efficient administration is also crucial for creating an environment
that will help increase productivity of the economy as a whole by setting an example of
optimum utilization of resources. Organisation and Methods techniques are specifically
designed for the analysis and improvement of administrative and clerical systems, office
procedures and office mechanization. They aim at improving the capability of an
enterprise to make the optimum use of its resources in men, material money and time and
thus enable it to do things faster, better, more easily and more profitably.
2. Organisation & Methods (O&M)
Organisation & Methods originally came from the pioneers of scientific management
( Taylor and Gilbreth). Their work influenced the early approaches and establishment of
the function. Organisation & Methods, commonly known as O&M, is defined as:
" the systematic examination of activities in order to improve the effective use of human
and other material resources "
Essentially it is a specialist function that has a primary objective of improving an
organisation’s efficiency and control.
3. O&M Techniques
The three basic O&M techniques are Organisation Analysis, Method Study and Work
Measurement. These are supplemented by a number of specialised techniques like forms
design & control, PERT/CPM, ergonomics and so on. O&M and its associated techniques
can also be seen to form the basis of Business Process Reengineering and Business
Process Improvement. All these techniques attempt to use the scientfic method of
problem-solving i.e. analysis, evolution and evaluation for improving the effectiveness
and economy of the operations and the activities of the individuals comprising it.
a) Organisation Analysis
Organisation analysis is a technique of breaking up an organisation into its
consistituent parts with a view to examining the structure of duties and
responsibilities and the inter-relationships of individuals/functions involved in
achieving specified common goals. This involves a study ofi)The objectives of an organisation;
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ii) The functions of the components of an organisation or the duties and
responsibilities of the individuals working therein; and
iii) Inter-relationships between the functions and individuals.
An organisation is usually thought of as a formal arrangement of individuals and
units in an officially established pattern or structure. In every organisation, there are,
however, many unofficial relationships which are often as significant to the functioning
of the organisation as the official ones. These unofficial relationships, often described as
the ‘informal organisation’ supplement the ‘formal organisation’.
Some of the basic tools of Organisation Analysis are as follows:i)
ii)
iii)
iv)
v)
vi)

Organisation Chart
Organisation Manual
Work Distribution Chart.
Activity List
Duty List
Job Description

After an organisation has been analysed, it can be reconstructed keeping in view
certain principles. Some of the more important principles of an organisation can be
stated as follows:i)
ii)
iii)
iv)
v)
vi)
vii)
viii)

Clear definition of objectives
Grouping of related activities
Equation of responsibility to authority
Minimum layering
Proper span of control
Unity of command
Delegation of authority
Clear demarcation of staff and line functions.

An organisation can be productively efficient if indiividuals/units are properly
assigned duties and responsibilities and the inter-relationships between them are placed
on a sound footing. Organisation Analysis helps to evolve the framework suitable for
this purpose.
b) Method Study
Method study has been defined as “ “a systematic and analytical approach to
problems which enables all the relevant factors to be evaluated so that decisions
may be made”. The aim of method study is to analyse a situation, examine the
objectives of a situation and then to synthesize an improved, more efficient and
effective method or system.
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Method study factorises the problem i.e. breaks the problem into its constituent
parts for a detailed and comprehensive examination.
A method study investigation generally follows the thought process of the
scientific method viz. analysis, evolution and evaluation. To meet the requirements of
this basic procedure, method study is usually divided into the following six distinct
stages:(i)

SELECT

the problem(s) to be studied.

(ii)

RECORD

the
technological,
economic,
sociological and other factors which
have a governing influence on the
problem.

(iii)

EXAMINE

each fact critically to evolve possible
alternative
objectives,
plans,
resources, methods, means of
coordination etc.

(iv)

DEVELOP

the most practical, eonomic and
effective objectives, plans,
procedures and methods keeping in
view all the contingent
circumstances.

(v)

INSTAL

the new method as standard practice.

(vi)

MAINTAIN

the installed method by periodical
reviews and valuation of the
achievement.

c) Work Measurement
Work Measurement has been defined as the application of technqiues designed to
establish the time for a qualified worker to carry out a specified job at a defined
level of performance.
Several Work Measurement techniques have been developed to assess work load
keeping in view the varied nature of work in different organisations, degree of
precision desired, constraints like time required for the study, experience required
and the cost of the study. The principal techniques of Work Measurement are
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Time Study, Activity Sampling, Pre-determined Motion Time Systems (PMTS),
Synthesis and Analytical Estimating.
d) Work Measurement in Government
While measurement of work in factory situations is quite common, the nature of
work in the functionally diverse organisations of the Government is a mix of
clerical, technical and professional activities. This influences the choice of
appropriate techniques,which are also suitably modified.
The important techniques for measuring work in Government offices are briefly
mentioned as follows:i)

Time study or direct time observation is an appropriate and effective
technique to determine the per unit time for short cycle repetitive jobs,
though it can also be used for sudying long-cycle repetitive jobs.

ii)

Activity sampling /work sampling is used mainly to determine time
factor or per unit time for case work (receipt work) and day to day items
of miscellaneous work or activities. This technique has been suitably
modified by SIU and is referred to as “Self logging’’. In this technique, a
work sample for a given period of time (usually 5 to 7 days) of the work
done by functionaries of the entire organisation, or a specified part of the
organisation is collected in specially designed formats and analysed. Each
employee records his/her activities in the formats, indicating the unit and
nature of work completed and the actual time spent on it.

iii)

The technique of analytical estimation is used to determine time required
for completion of a job cycle or operation by analysing all relevant details
of the job, in consultation with actual performers and their supervisors.
This technique is particularly useful for assessing time for long-cycle jobs
where direct time observation is difficult and the job frequency is not
regular.

iv)

Case Studies of Historical Data/Past Performance also serve as a
suitable technique, in those areas of work, where other commonly used
techniques are not found effective.

4. O&M in the Government of India- A historical perspective
The early history of Work Measurement can be traced back to the preindependence era, when attempts were first made in 1895 by Gurnath Bewoor, the then
Director General of Post & Telegraph, to evolve norms for as many as 150 jobs in the
P&T Department.
The need for improvement in the various spheres of administrative activity was
realised by the Government of India even in the early years of independence. There was
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a growing concern over the growth of machinery of administration and deterioration of
efficiency of the civil servants.
Accordingly, the Government appointed several committees with a view to
indentifying the deficiencies and shortcomings and to suggest remedial measures for their
removal and bringing about administrative innovations. In 1948, an Economy
Committee was set up to review the increase in the civil expenditure of the Central
Government and make recommendations for eliminating unnecessary, wasteful or
extravagant expenditure. A comprehensive review of the working of the machinery of
the Central Government was undertaken towards the end of 1949 by M. Gopalaswami
Ayyangar, (Report on the Reorganisation of the Machinery of Government, 1950). In
July, 1951, the Planning Commission asked A.D.Gorewala to assess how far the existing
administrative machinery and methods were adequate to meet the requirements of
planned development. (Report on Public Administration, 1951). In 1952, R.R.
Gopalaswami made a deep analysis of the machinery of Government. (Report on the
Machinery of Government: Improvement of Efficiency). A little later, an American
Expert, Dean Appleby, undertook a critical review of the Indian Administrative System
and submitted two reports. His first report “Public Administration in India: Report of a
Survey, 1953” mainly dealt with changes in basic principles and concepts about Indian
Administrative Organisation and Practices. In his second report, “Re-examination of
India’s administrative system with special reference to administration of Government’s
Industrial and Commercial Enterprises, 1956”, Appleby made several suggestions for
streamlining organisation, work procedures, recruitment, training and relations between
the Administration and the Comptroller and Auditor General. The Government readily
accepted one of the remommendations made by Appleby in his first report, and set up a
Central Organisation and Methods (O&M) Division in the Cabinet Secretariat.
5. Organisation and Methods (O&M) Division
The O&M Division was set up in March, 1954 as a standing machinery for
administrative improvement. It was created to undertake critical reviews of the methods
and procedures of work and suggest ways and means to imporve them so as to reduce
delays and unnecessary expenditure. The main function entrusted to the Division was to
provide leadership and drive and by a cooperative effort to build up a common fund of
information, experience and competence in O&M work.
By its location in the Cabinet Secretariat, the O&M Division could secure better
cooperation from other Ministries/Departments in the Central Government.
However, it was realised that main effort for administrative efficiency must
necessarily come from within each Ministry/Department. Therefore, O&M units were set
up in each Ministry/Department to provide supporting services from within. These units
functioned under a part-time O&M Officer (usually a Deputy Secretary).
The O&M Division concentrated on improving the working of the Central
Secretariat and its Attached and Subordinate Offices through improvement of the
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