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Circular No. 3| /2026

Subject : Guidelines issued by the Cabinet Secretariat in the conduct of
official meetings. — reg.

Kindly refer to the D.O No. 502/2/3/2026-Cab.Ill dated 12.06.2026 on the
subject matter cited above.

In this regard it is informed that the Hon'ble Cabinet Secretary has
emphasized that improving routine administrative practices is essential for
enhancing the efficiency, professionalism and effectiveness of civil servants. Since
meetings consume a substantial portion of official time, the enclosed Guide
provides practical suggestions for conducting meetings in a structured, time-bound
and outcome-oriented manner.

Key Takeaways are as follows:
1. Prepare Before the Meeting

» Clearly define the objective and expected outcome.
« Assess whether a meeting is actually necessary.
« Schedule meetings with adequate notice.
« Circulate a well-structured agenda with relevant background material in
advance. v
« Allocate agenda-wise time and identify presenters.
2. Invite the Right Participants

« Keep participation limited to essential decision-makers, subject experts and
implementing officers.
« Match the size of the meeting to its purpose.
3. Conduct Meetings Effectively

» Start and conclude on time.
Clearly communicate objectives, agenda and expected outcomes.
Establish simple ground rules to ensure discipline and focused discussions.
Promote open, respectful and two-way communication.
Encourage balanced participation and prevent domination by a few
individuals.
« Keep discussions focused on agenda items.
4. Define Roles

Where appropriate, assign specific roles such as:

« Facilitator
« Minute-taker



« Time-keeper
« Subject Expert
« Contributors
5. Focus on Qutcomes

« Summarize decisions before concluding.
« Clearly identify action points, responsibility and timelines.
« Record only relevant discussions and decisions.

6. Prepare Timely Minutes

« Issue Minutes of Meeting preferably within2-3 days.
« Clearly indicate:
o decisions taken,
o action points,
o responsible officers, and
o completion timelines.
« Depending on the sensitivity of the subject, adopt suitable formats such as
Minutes, Record of Discussion or restricted circulation.

7. Special Situations

The Guide also provides practical approaches for:

» meetings with subordinates,

« meetings among peers/senior officers,

« problem-solving meetings,

« meetings involving external stakeholders,

« Selection Committees,

« Expenditure Finance Committee/Standing Finance Committee meetings.

8. Characteristics of a Good Meeting

A successful meeting:

« starts and ends on time;

remains agenda-focused,

encourages constructive participation;
reaches clear decisions;

assigns responsibilities and timelines; and
avoids unnecessary prolongation.

The Guide reiterates that effective meetings are a critical tool of good
governance. Careful preparation, disciplined conduct, meaningful participation,
concise documentation and timely follow-up significantly improve decision-making
and administrative efficiency. Civil servants are encouraged to adopt these best
practices in day-to-day official functioning.

All officers/officials posted under the jurisdiction of Zonal Development
Commissioner, SEEPZ-SEZ, Mumbai, are hereby directed to strictly adhere to the
above guidelines.

This issues with the approval of Competent Authority.



(Mayur Mankar)
Joint Development Commissioner
SEEPZ-SEZ, Mumbai

F. No. SEEPZ—SEZADMIN/Govt.Ref./2025-26//07379 Dated : #ApprovedDate# 2¢-97-26

To,
All Officers/Officials under SEEPZ Zone
Copy to:

i. SEEPZ Website



