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Operational Guidelines for Line Departn.ents for
i Cabinet Meeting Management Module

; As part of Integrated Raj e-Office application, “‘e-Cabinct™ - Cauinct Meeting Management Module has
i - been developed with an aim to automate the cabinet meeting process at every stage/level. It facilitates the
Line Departments/Organizations to submit Cabinet Memo online.
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1. Major Stakeholders of the module:

»  Hon’ble Chief Minister — Chief Minister’s Office

» Cabinet Ministers / other Ministers and their offices (as per requirement) .
» Chief Secretary - CS office

« (Cabinet Secretary - Cabinet Secretariat
« Administrative Secretaries of Finance and Law department
»  Senior Administrative Secretaries as per the requirement (Finance, Law)

2. Key features/functionalities of the module:
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«  Online Submission of Cabinet Memo by Line departments to Cabinet Secretariat .
 Scrutiny of Cabinet Memos at the level of Cabinet Secretariat and seeking clarifications (if any)
« Scheduling and management of Cabinet Meeting

Jnclusion of Cabinet Memos for the proposed meeting

~» Online Circulation of meeting notice along with agenda to concerned

« Recording of meeting proceedings and decisions against each agenda item
»  Generation of MOM and Cabinet Orders -

+» Circulation of Cabinet Order to concermed departments
» Assign and track action status
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3. Guidelines / Process for Line Departments/Organizations: .

Step 1 | Line Departments wili prepare the Cabinet Memos as per the existing process and
obtain necessary approvals from all levels i.e Administrative Secretaries, Minister

| Concerned, Referral departments like Finance, Law etc., and from Hon’ble Chief
| Minister | , | |

| Step 2 | Create one singie PDF File consisting of following documents:
R e Cabinei Memo Document '
= ¢ Relevant Annexure (if any)
e Scan copy of relevant approvals
| j | e Press Note in PDF/word format
; 5 ' ¢ Any other document as per requirement -
1 Step 3 | Submit Cabinet Memo online using the Integrated Raj e-Office application - By
’ Administrative Secretary |

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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4. Accessing Integrated Raj c-Office:

Using the credentials (SSO Username & Password) Users (Administrative Secretarics) ni_ay login on
SSO portal https://sso.rajasthan.gov.in/signin. The “Raj e-Office’.icon will appear as under:
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On clicking Raj e-Office, user reaches the Integrated Raj e-Office page as under:
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To access the Cabinet Meeting Management, user clicks on the following: ’

Path:: Raj e-Office > Applications => Digital Workplace - Cabinet Meeting Management

ity

~ Action Tracker

! Cabinet Meeting Management

1 | Meeting Management

!

1 Appointments
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The user of the Administrative Department can perform following functions:

1.

Manage Cabinet Memo: User can create, update, delete and submit a cabinet memo

2. Manage Corrigendum: User can create and submit a Corrigendum for the submitted cabinet memo
3. All Cabinet Memos: User can check details of all cabinet memos submitted by him

4. My Meetings: User can check the details of meetings scheduled for him

For fturther infonnation, user can access the Cabinet M:2ting Management Manual available at:

Path:: Raj e-Office <> A_pplications -> Digital Workplace = Cabinet Meeting Management >
Manual

S. Support

For SSO related issué?, contact:

Ph: (0141) 5153222 (Ext. 23717)

| Email: helpdesk ssow rajasthan.vov.in

For any application related issues, contact: ]

Email: support.eoffice(@rajasthan.gov.in |

Toll-Free Number: 1800-180-6127 | 7
Ph: (0141) 5153222 (Ext. 22281)

For clarification (if any) and to finalize the implementation modalities, following officers may be

contacted:
Sl '__ljfme s Designation | Mobile No E-mail 1D |
1. Sh. Vineet Tulsyan | TCS 17621846038 vineet.tulsyan(@tcs.com
2. Sh. Manoj Sharma | Project Officer, DolT | 9828226768 manoj.sharma@semt.gov.in |
| & C .
3. Sh. Suneel Chhabra | Additional Director, | 9413387333 chhabrasuneel@rajasthan.gov.in

DolT & C




- e P ]
L ]
- - -

?TGR'UFI 'hi’q?l\{
H’%muucf m&:qmq

THE: q. 29(1*6)?':1’#/_90

o g, feie 28 g. 2007*'
CaRum

- Tagg— HMHLHSD‘ Ch wmtf’ﬂ? u*m" wa ngﬁﬂw ?Tq:ﬂl f EF? Hdeg | |

YT ﬁmwl =Ly Ff%ﬁﬂ@cd 5

| H-Fr TR tbﬂ"‘ TY asﬂcn yxﬂgmcmw & Hdyg # “ﬂ
© Al ol HHEIS S S i 24 fiqhﬁi{ 2001, 3 AT, 2004 g 20 q?r 2005 ERT g9

. ﬂﬁqlcw oz ‘HW 9RTF i, 14 32000 ?:f aﬂcm mrqaﬂ @ R T BﬂﬂlgT-t TR m«zqc{ ?—I -
:,Silf-bd ﬁ?c{aﬂ ] ol qre @ 3TUET - ﬁ Tﬂq o ﬁﬁ!ﬂfr ] WEIT : for g ﬁmm ,&‘I*{i il
smri Hl?ﬁ”\sﬁ ?ﬁﬁ:@m Eﬁr Hﬁlirus:-— & T ﬁﬂm‘ef/mwmﬁ ﬁmqfﬁ TG B, BH Soq

qﬁ“ﬁ ’}f 3“'4?? faegait qu‘i TR dmliﬂn %TEH ﬁ«: ) g T8 I mlr'T'f%" 1 ﬁ?f Rerfer 4.0
sy fsj1q~1 cn‘r Hmﬂuma—‘ﬂ% ﬁﬂfmef mgn mﬁﬁaﬂlqewﬁmsm g1 o

l

-‘ Fﬂw @ Wﬁ:&aﬂ%q‘fﬁw% ﬁﬁa’f@ﬁ"ﬁ 2 e g o
| 1qﬂ$§@qﬁ‘$meﬂ?7ﬁﬂ%ﬁmﬂﬁrmﬁ Efﬁ?ﬂ‘c‘r?ﬁm SILHH%

Fr Gigw-!ﬁcb ‘g\vmq! 'gLHGH E‘F”f

5 99 # Ffmﬁm fargail, R ioqi' Aaavew @) ﬁ“fvfu ﬁTﬂT un-u % ST ﬁ@aﬁ ‘cﬁr
| '..__ ST feT & w3 o ﬁifmﬁ?ﬁ e ﬁ TH Y § SeoiRat e oy |

L s QQd?WﬁWﬁﬂﬁTﬁﬁW‘?fﬂ‘s‘%’ THPT 5 ;m-{ﬁﬂﬁ?ﬂd“ﬂﬁmlml“




i
|
|

e -

a

e

$
v

o

.~§1.($N‘—‘*

mWﬁHWWbﬁﬂmﬁﬁaW’ﬁwﬁwmaﬁmﬁwﬁﬁﬁm

11

.Wﬂ%%ﬁﬁﬁww
'Wwﬁﬁlﬁ?ﬁﬁﬁfl

18, sim Eb Rl "ETEQE fm ?ﬁ 1

' ww anca ﬁarf ﬂEII ¥ ?an
T TR QTN vﬁ‘qmr‘

mﬁrl

7..'Wwffﬂﬁﬁrf€rﬁﬂwWWW%W@?MMW#WH@
-ma‘rwwﬁwﬁm@ﬁﬁmmﬁ Y L bt
.ﬁmt(afwﬁmvmﬁﬂfﬂ.‘
'_mn%qaﬂuf%wﬁwaﬂam

| BT sfer ﬁmﬁ?gafr ‘3['\’ m%\m:c;a W

WWWW L.§

o !

T T e /T ﬁﬁ Wﬁmm e sapil

’:mer‘ o

vl
\ ¥
5 =
!
it
ey
\ <
ol
‘.
»
»"r
3 %
o »
\ :




