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INTRODUCTION

> As per Rule 27 (1) of The Tripura Panchayats Act ,1993 and Rule 7(1) of The Tripura
Panchayats (Administration) Rules ,1994, every Gram Panchayat shall hold a meeting at

least once in a month.

» The Notice for the meeting is to be issued in Form -3 by the Secretary of Gram Panchayat
at least 7 days before the date fixed for meeting .

» An emergency meeting may be summoned after giving 3 days notice to the members.

» The Secretary to the Gram Panchayat shall arrange delivery of meeting notice to all the

members either by post or by messenger or otherwise . A copy of the Notice shall be
displayed on the Notice Board of the GP Office.




TYPES OF PANCHAYAT MEETINGS

JFirst Meeting of newly constituted Gram Panchayat — Shall be held on such date, hour

and place within the local limits of the GP as the prescribed authority may fix.

dOrdinary/ General Meeting of Gram Panchayat — Shall be held at least once in a month
on such date and such hour as the Gram Panchayat may fix at the immediately preceding

meeting.

(Meeting of Sub Committees — Secretary may call the meeting of Sub Committee in

consultation with the Chairman of the concerned Sub Committee.




WHAT IS THE QUORUM OF PANCHAYAT
MEETING?

= As per Rule 27 (4) of The Tripura Panchayats Act,1993 One —third of the
total number of members plus one including ex-officio members entitled
to attend the meeting shall form the quorum for a Gram Panchayat
Meeting ( for e.g. if there are 9 members in a Gram Panchayat,4 members
are required to form the quorum).

" |f quorum is not formed, meeting will be adjourned for that day .

= As per Rule, no quorum shall be necessary for an adjourned meeting.




REGISTERSTO BE MAINTAINED IN PANCHAYAT
MEETING

The Following registers are to be properly maintained while
conducting Panchayat Meeting.

" Notice Issue Register.
= Agenda Register/List of business.

= Attendance Register.

= Minute Register or Resolution Register.




REGISTERS TO BE MAINTAINED |IN
PANCHAYAT MEETINGS

Notice Issue Register:- The Secretary of the Gram

Panchayat shall issue Notice of the Meeting in Form-3 at
least 7/ days before the date of meeting for Ordinary

Meeting and at least 3 days before the date of meeting in

case of Emergent Meeting.




NOTICE OF PANCHAYAT MEETING (FORM-3)
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REGISTERS TO BE MAINTAINED IN PANCHAYAT
MEETINGS

Agenda Register/List of business:- The list of business to be

transacted at every Gram Panchayat Meeting Shall be prepared by the Secretary
under instruction of the Pradhan. The agenda of the Meeting Shall be entered in
the book of agenda to be maintained for this purpose. The agenda Shall be
countersigned by the Pradhan . The first item of the list of business shall be the
confirmation of minutes of the previous meeting and second item shall be a report
on the status on those resolutions of all previous meeting on which action is yet to
be taken .The last item of list of business shall be to fix the date and time of next

meeting.




REGISTERS TO BE MAINTAINED IN PANCHAYAT
MEETINGS

Attendance Register:-The Secretary to the Gram
Panchayat shall maintain an Attendance Register of members

and all members shall sign it before the meeting. If a Meeting

of a Gram Panchayat is not held for want of quorum ,the

Pradhan and Secretary to the GP Shall make a note to that
effect in the Attendance Register.




REGISTERS TO BE MAINTAINED IN PANCHAYAT
MEETINGS

Minutes Register:- As far as practicable, minutes of every meeting of
Gram Panchayat shall be entered in a Minutes Book to be kept for the

purpose which shall be read out before the meeting is concluded and the

person who presides over the meeting shall sign the minutes.

If there is difference of opinions in taking a resolution, it shall be put to
vote and the vote shall be by showing of hands. Every such resolutions

shall be recorded in full in the Minutes Book together with the number of

members voting for or against the resolution.




WHAT ARE MEETING MINUTES?

“*Meeting Minutes are the official written record of the meetings of an Organization.

“*They typically describe the events of the meetings and may include a list of attendees, a
statement of the issues considered by the participants and related decisions made for the
issues.

% The Minutes of a Gram Panchayat Meeting may have the following information-
* Name of Gram Panchayat.

= Date and Time of the Meeting.

= Name of participants who were present and those who could not attend.




WHAT ARE MEETING MINUTES?

JA List of the agenda items/topics.

JSummary of discussion for each agenda item.

_1The actions to be taken.

JISummary of decision made.

JAssignments and the person responsible.




IMPORTANCE OF MEETING MINUTES

»Minutes are needed for the record of the meeting.

»>Minutes are needed for the allocation of the fund approved at the

meeting.
»Minutes are important to clarify what was accomplished at the meeting.

»>Minutes are important to give guidance on actions assigned and what

needs to be done.
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MEETING MINUTES OF PASCHIM BAMUTIA
GRAM PANCHAYAT
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WHAT ARE THE MISTAKES IN THE MOM OF
PASCHIM BAMUTIA GP?

»Name of the Participants who were present in the meeting

are not mentioned in the minutes.
» Agenda points are not mentioned.

»Incomplete information.

» Decisions taken in the meeting are not properly recorded.




GROUP TASK

PREPARE A MEETING MINUTES OF MAIGANGA GP UNDER
TELIAMURA R.D.BLOCK

Topics to be covered:-

I. PMAY(G) 2. Distribution of Spray Machine from PDF 3. Conduct

of Village Walk 4. Maintenance of non-functional drinking water

sources/ damaged roads before Durga Puja through Deptt.
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