
 
                                                                           ​ MOM 
                                                 (Minutes of Meeting) 
 
MOM को protocol or notes भी कहा जाता है। यह 
एक meeting का live written note होता है या�न 
meeting के दौरान जो भी important discussion 
हुआ होगा उसे एक �यि�त points म� �लखा जाता है 
और बाद म� इसे email क� तरह share �कया जाता 
है। MOM म�  list of attendees, issues raised, 
related responses और final decisions जसैी 
चीज़े �लखी जाती ह�। इसे �लखने का purpose है �क 
जो लोग meeting म� शा�मल नह�ं हो पाए ह� उनको 
भी जानकार� �मल सके और िजसे जो actions 
assign �कये गए ह� उ�ह� वो पता लग जाए ।  
 
Format of Minutes of Meeting 

Minutes of the meeting normally include the       
following elements − 

● Name of the company  
● Date  
● Topic  
● Attendees  
● Absentees  
● Agenda at hand  
● Issues raised  
● Suggestions  
● Decision  
● Task List 
● Future Meetings  

 
Sample of MOM 
 

                  Topic- Meeting with Hasta La Vista representatives at 6:00 PM 
 
Attendees: 
 

Name Designation 

Mohtahsim M. Managing Director 
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Kiran Kumar Panigrahi Senior Technical Writer 

Gopal K Verma Technical Manager 

Manisha Shejwal Technical Writer 

 
Absentees: 
 

Name Designation Reason 

Anaadi Sharma Senior Trainer Conducting Online .NET 
Training 

 
Agenda at hand − ​Meeting with Hasta La Vista representatives 

Issues raised − ​High Quotation, long duration, hourly mode of payment. 

Suggestions: 
 

Name Suggestions 

Mohtahsim M. Alternative company 

Kiran Kumar Panigrahi Negotiating mode of payment 

Gopal K Verma Negotiating hours of workload 

Manisha Shejwal Postponing the plan 

 
Decision − ​The representatives were told to consult with their Management and report. 

Task List: 
 

Gopal K Verma Taking updates from Hasta La Vista 

Manisha Shejwal Looking for an alternative company 

 
Future Meetings − ​30th April’ 2015 at 4:30 PM in Meeting Room-1 
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                                                        ​Circular  
 
Circular letter एक तरह का प� है िजसे �कसी particular लोग� के समहू के �लए ज़ार� �कया जाता है। इसे letter 
के format म� �कया जाता है। जब �कसी offices म�  information/instructions/guidelines भेजना हो तो head 
office से circular भेजा जाता है। हम यह भी कह सकत ेह� �क circular, notice का elaborated version है। 
There are two types of circulars 
 
(i) Official Circulars  
Office Circulars कुछ इस तरह जार� �कये जात ेह� - 
(a) From Head Office to its branches.  
(b) From Ministry to State Ministries, or offices/  departments working under the Ministry.  
(c) From Chief Election Commission to all the States  Commissions.  
 
(ii) Business Circulars  
यह business entity �वारा अपने clients, dealers,  sub-dealers or branches issue �कया जाता है। 
Business circular म� कुछ इस तरह के information �दए जात ेह� -  
(a) Information about the change of address of the registered office to its shareholders.  
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(b) Information about a special discount on festivals, to dealers and sub-dealers.  
(c) Information about removal from service of an employee to all its offices, dealers and 
sub-dealers.  
(d) Information about a policy of incentive for achieving sales targets etc to dealers and 
sub-dealers.  
(e) Any other such information relating to business.  
 
Elements of a Circular   
1. ​Address​ of the Issuing Agency  
2. ​Reference​ यह आमतौर पर बा� ओर �लखा जाता है।It is different for each circular.  
3. ​Date​ यह बा� ओर �लखा है।  
4. ​Subject  
5. After the subject, ‘​for​’ is written, यह indicate करता है �क �कसके �लए �लखा गया है। अगर Head 
Office of a bank को अपने Zonal/Regional Offices, को circular भेजना हो तो वो FOR म� �लख�गे, 
For: All Zonal/Regional Offices 
6. ​Salutation​ आम तौर पर, Dear Sir, Dear  Sirs etc जसेै �कसी भी salutation का उपयोग circular म� नह�ं 
�कया जाता है। य�द आप circular �कसी authority को �लख रह� ह� तो आपको salutation का use कर सकत ेह�।  
7. ​Body​ यहाँ आप उस म�ुदे या message क� बात कर�गे जो आप लोग� को बताना चाहत ेह�। यहाँ language 
�बलकुल straight, unambiguous, formal and simple, होना चा�हए जो   instructions /guidelines clearly 
convey करे।  
8. ​Signature​ अतं म� िजस �यि�त या authority �वारा circular �लखा गया है उनके signature होने चा�हए। 
Signature के नीचे उनका designation ज़�र mention कर�।  �यान रहे �क ‘Yours faithfully’, or ‘Yours 
sincerely’  ना हो।  
 
Sample of Circular 
 
As the Head of your office, draft a circular for the  staff, outlining the need and value of 
punctuality in  keeping office hours and quick disposal of writs and  other work  
 

                                                          ​Office of Dy Commissioner  
                                                                Commercial Taxation  
  
Hasan Khan Mewat Nagar, Alwar  
 
Circular Ref: KB /14/15/20XX  
 
Date: 27th September, 20XX  
 
For: All the Members of the Staff including the Officers  
 
All the members of the staff, including the officers, are instructed to adhere to punctuality in 
coming to the office and leaving office.  Hence, attendance in the office is desired by 10:00 
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am positive.  
 
It has been noticed that some of the employees, including officers, are habitual of coming late 
and leaving office before the time that is before 5:00 pm. 
  
This causes great inconvenience to the management. Lack of punctuality and leaving office 
before time is an act of indiscipline that leads to delay in disposing of the files and hinders 
smooth working. Intentional delay and keeping the work pending must be stopped forthwith.  
 
All the officers are instructed to dispose of all the pending work within a week and apprise the 
undersigned in the matter positively on the next Monday.  
 
Non-compliance on the part of any staff shall be viewed as an act of indiscipline and action 
against such conduct shall be taken in response by the undersigned.  
 
XYZ  
Dy Commissioner (Administration)  

 
Draft a circular from the Finance Secretary,  Government of Rajasthan, to all 
Departments,  District Officers and Commissioners requesting  them to adopt measures 
of financial austerity  
 

                                                            ​Government of Rajasthan  
                                                  Office of the Finance Secretary, Jaipur   
 
Circular No F 348/26/20XX  
 
Date: 28th May, 20XX  
 
Subject: Economy Drive  
 
For: All Head of Deptts, Commissioners, and District Collectors  
 
To review the drought and famine conditions prevailing in the state, a High Power Committee 
has been instituted under the  Chairmanship of Deputy Chief Minister. The Committee has 
decided in its last meeting, held on 23rd August, to adopt some  thrift  
measures as per the following  
 
1. An overall cut of 20% in all non-plan expenditure with immediate effect.  
2. All unnecessary and avoidable TA bills are reduced by 25%  with immediate effect.  
3. Expenses on office purchase are stopped forthwith. No expenditure will be made on office 
purchase without the permission of the Deputy Secretary of the respective  Ministry.  
4. All the medical bills are to be thoroughly checked before making the payments.  
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All the departments concerned under your jurisdiction must be informed of the instructions 
immediately.  Compliance of the order is required to be submitted to the undersigned within 
three days.  
 
KK Jha  
Finance Secretary  

Example of original circulars 
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