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CIRCULAR

It has come to the notice of Competent Authority that while notes are sent to senior
officers, little space is left for the senior officers to express their views. This is done by putting/
typing the designations of the officers in the hierarchy, one after another, without feaving any
space in between, and also after such elaborate hierarchy, little space is left for the senior
officers at the bottom of the page of the noting. As a result, Senior Officers like DDGs,
Additional Secretary (DARE) & Secretary, ICAR, Secretary (DARE) & Director General {ICAR)
and Hon'ble Ministers have no space left for putting the signatures or even expressing their
views or stating their approval or disapproval. This creates clumsiness on the noting page.

It has been decided by the Competent Authority that in order to prevent the above
situation, the following course of action should he adopted while putting notes by each
Division to the Senior Officers and Hon’ble Ministers:-

1} At least, a quarter of page should be left for senior officers like DDGs, Additional
Secretary (DARE) & Secretary, ICAR, Secretary (DARE) & Director General (ICAR) and
Hon'ble Ministers to express their views and/ or assigning approval/ disapproval.

2) There is no need of typing or writing of the designations of officers and Hon’ble
Ministers through whom file will navigate till the final disposal. The hierarchy is known
to all the officers, and hence, there is no need of mentioning it time and again.
Secondly, the standardized note should mention who is the Competent Authority to
take the decision in a particular case. This should be scrupulously followed in all the
cases/ files sent to the senior officers like DDGs, Additional Secretary(DARE) &
Secretary, ICAR, Secretary (DARE} & Director General{ICAR) and Hon’ble Ministers to
express their views and/ or assigning approval/ disapproval.

All Officers/ Sections are requested to follow the above instructions in letter and spirit
while submitting files to higher officers.

.1
{ P. Sakthivel )
Deputy Secretary (W5S)

Distribution:-

1. All Officers/ Sections of ICAR Headquarters and DARE at Krishi Bhavan, Krishi
Anusandhan Bhavan-1/11, NASC Complex, New Delhi.

2. ISO, DKMA for uploading the circular on ICAR website,

3. Guard file.
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