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ANNEXURE-1
INFORMATION TO BE PROVIDED BY DEPUTY COMMISSIONER

WITH RESPECT TO THE VISIT OF VViP

Name of the Programme

Brief details of the Programme

Names of any other VIPs attending the programme

Type of Audience

Number of members of Audience expected to attend the programme

Place of function, (Permanent/Temporary Structure) size of dais, and seating
capacity, etc.

Suitability of the function place in terms of movement of VIP Convoy,
parking and security and also convenience from the public point of view.
Distance to be travelled by the VVIPs within the district in the format given

below.

! Sr | From | To Diléténcei Type of Time 4 Road Condition
| No Movement | Required | from physical and |
| security point of

view

Other details:

(a) Whether all necessary permissions have been obtained from
competent authorities for the works to be inaugurated/foundation to

be laid.

(b) Any adverse comments if any from the media or general public,
(¢) Background of Organisers. (Criminal antecedents) and any disputes/or
internal differences among the Organisers)

Overall opinion of the District Administration about the participation of
VVIP in the programme

TR R AR A SR
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ANNEXURE-2

LA i ci——

Draft Invitation Card

Dais plan

Minute to Minute Programme
Draft Material of the Back

unveiled)

o

Line up for the reception and See off
Helipad details with co-ordinates, if required.
7. Contact details of following Officers

Sr.Ne _Najne of ti_ie Officer : - Mobile Nq:' _
-1 Deputy Commissioner

7 Additional Deputy - |

' Commissioner _
5 Superintendent of Police/ Police |
T " Cqmmigsioner _ |
4 Additional Superintendent of
Police

5 | Executive Engineer PWD

6 | District Health Officer

7 | District Surgeon

8 District Fire Officer

9 | General Manager, Airport

10 | Organiser name

drop, Stone/Plaque ( if any to be

12



ANNEXURE 3

COURTESIES TO BE SHOWN TO VIPS ON THEIR VISIT TO STATE

AND UNION TERRITORY

PRESIDENT

1.1

e

1.3

1.4

1.5

1.6

The President’s visits are classified as public, official and private.

Detailed instructions in respect of each visit are issued by the
President’s Secretariat indicating the nature of the visit, ceremonials
to be observed including guard of honour, etc. The following
instructions should be observed subject to such detailed instructions

PUBLIC VISIT:- The President should be received on arrival and
seen off at the time of departure by the Governor, Chief Minister,
Chief Secretary to the State Government and the Inspector General of
Police or, if the visit is to a Union Territory, by the corresponding
functionaries of the Union Territory. The Mayor of the town visited

“ should also be among those who receive and see off the President.

Honorary personal staff, senior officers (Central as well as State and
prominent non-officials at the place visited may be invited to be
present on such occasions. In addition, foreign consular
representatives, if any, stationed at the place visited should be

mvited.)

OFFICIAL VISIT:- If the visit is to the capital of State, the
arrangements for the reception and farewell will be the same as those

mentioned in Para 1.3 and 1.4 except that the foreign consular-

representatives need not be invited and the number of other invites
may be kept to the minimum. If for any reason, the Chief Minister is
unable to be present on arrival or departure of the President, one of the
Senior Cabinet Ministers should be deputed instead.

If the visit is to a place other than the State Capital, the President
should be received on arrival and seen off on departure by the Chief
Minister or a Minister nominated by the State Government, the
Commissioner or Deputy Commissioner and the Deputy Inspector
General or Superintendent of Police having jurisdiction at the piace.
The Mayor, if any, of the town visited should also be among those

WO YeCeive anda see Oif Ine rresigent.
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i.7

1.8

1.9

PRIVATE VISIT:- The President should be received and seen off by

the Chief Secretary and the Inspector General or Commissioner or

™ P £ e M Yoy lema o !
Lieputy COlinissioncs of Police and the Dupu’{} ingpector General or

Superintendent of Police at other places. There will be no ceremoniais
on such occasions and other officers and non-officials need not be

present..

GUARD OF HONOUR:- There should be no guard of honour or
ceremonial without proper clearance from the President’s Secretariat,

whether the visit is public,official or private.

OFFICIAL LINE UP AT THE LADDER FOR BOTH PUBLIC
AND OFFICIAL VISIT TO STATE CAPITAL:- The
Reception/See-Off line up during the visits of Hon’ble President to
State/UTs has been revised as under vide President’s Secretariat letter
No.IV-17017/19/2019-TS Dated 3" January, 2020 -

(a) Governor/LG/Administrator(in case of UT)

(b) Chief Minister/ Minister-in-waiting

(c) Union Ministers and State Ministers (case to case basis)

(d) Mayor :

(e) Chief Secretary

(f) Advisors to Governor(in case of President’s rule, to be placed as

per their seniority) 5

(g) Advisors to Administrator(in case of UT, to be placed as per
their seniority) |

(h) DGP/ADGP :

(i) Divisional Commissioner or Principal Secretary(Cabinet
coordination) or Head of Protocol (min JS level)(to be decided
by Chief Secretary)

(j) Reps of all three services (if there are establishments of the
Defence Services locally)only for the first visit to State Capital

Or

Senior most rep of Defence Services(if there are establishments
of the Defence Services locally ) for the official visit to State
Capital or any other pldce in the State

14



VICE PRESIDENT

2.1

2.2

2

24

2.5

2.6

OFFICIAL VISIT:- If the visit is to a State Capital, the Vice-
President should be received by the Governor, the Chief Minister, the
Mayor, the Chief Secretary and the Inspector General of Police.

If the visit is to town outside the State Capital, the Vice President

should be received and seen of by the Chief Minister or a Minister
nominated by him. The President of the local Zilla Prishad, the Mayor
or President of the local municipal body and the two senior most
executive and police officers of the district.

The above provisions will also apply in regard to the departure of the
Vice President. '
[fthe Vice President is making a transit halt either at the State Capital

or any other place in the State, one executive and one police officer
deputed by the State Government may be present to render such

assistance as may be necessary.

" PRIVATE VISIT:- One executive and one police officer only

should be present on arrival and departure to render necessary
assistance.

GUARD OF HONOUR:- There should be no guard of honour or
ceremonial without proper clearance from the Vice President’s
Secretariat, whether the visit is official or private.

PRIME MINISTER

3.1

32

3.3

OFFICIAL VISITS:- If the visit is to a State Capital, the Prime
Minister should be received by the Governor, the Chief Minister, the

Mayor, the Chief Secretary and the Inspector General of Police.
Members of the State Council of Ministers or other officers (except
those who have specific duties to perform) need not be present.

If the visit is to a town outside the State Capital, the Chief Minister or
a Minister nominated by the State Government, the President of the
local Zilla Parishad and the Mayor or President of the Jocal municipal
body and the two senior —most executive and police officers of the
district only should- be present to receive the Prime Minister. In

particular, the Governor need not be present.

The above provisions will apply also in regard to the departure of the
Prime Minister.
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2.8

3.7

TRANSIT VISIT:- If the Prime Minister is making a transit halt at a
State Capital, the Chief Minister may, if he so desires, be presem

though it should normally not be necessary for him to do so. I is not

necessary for the Governor to be present unless the Prime Minister or
the Govemnor wish to have a few minutes talks with each other. One
executive and one Police officer deputed by the State Government
may be present to render such assistance as may be necessary.

if the Prime Minister is making a transit halt in a town outside the
State Capital, there is no need for the Chief Minister or any other
Minister to be present. One executive and one Police officer of the

district only should be present.

PRIVATE VISITS: - It is not necessary for the Governor or the

- Chief Minister to be present unless the Prime Minister or the

Governor or the Chief Minister wish to have a few minutes talk with
each other. One executive and Police officer only should be present on
arrival and departure to render necessary assistance.

GUARD OF HONOUR:- There should be no guard of honour or

ceremonial without proper clearance from the Prime Minister’s
Secretariat, whether the visit is official or private.



ANNEXURE-4

ACTION POINTS FOR THE VISIT OF VVIF

Action By

| S ~ Action Points _

EE Providing Airport Lounge and Handling of VVIP

; Aircraft: ' 1.GENERAL MANAGER. AIRPORT
2 DEPUTY COMMISSIONER.

1. Airport Authorities shall ensure that the ceremonial is kept
clean and open during the arrival and departure of the VVIP. '

2. Airport Authorities. concerned to ensure proper arrangements

for the movement and handling of VVIP Aircraft at the

Airport. : :

Adequate security to BBJ Aircraft shall be provided.

4. Arrangements for refueling of aircraft shall be done through"
10C authorities by the police.

|5 Accommodation and Transportation (If required) and Admin.

facilities for the BBJ Crew shall be provided by the concemed:

Deputy Commissioner.

L

3, COMMISSIONER OF POLICE
4. SUPERINTENDENT OF POLICE.

s

I1.. Reception and Farew ell Line ﬁg‘ X
It shall be ensured that dignitaries approved by the Vice

 President’s Office only be allowed to receive the VVIP at the
airport and at the place of function.

PR & ]

DEPUTYCOMMISSIONER
COMMISSIONER OF POLICE
SUPERINTENDENT OF POLICE.
ORGANISERS.

111 Vehicles for the Carcade:
1 Bullet Proof Vehicle for the VIP to be arranged by Police
authorities 7
2. DPAR (State protocol) shall provide required number of cars
for the carcade.
3. Deputy Commissioner, shall provide additional vehicles
required for the VVIP visit.

These vehicles are required to report to the concerned
48 hours before the scheduled visit of VVIP

DEPUTY COMMISSIONER
COMMISSIONER OF POLICE
SUPERINTENDENT OF POTICE.
DEPUTY SECRETARY.
{(STATE PROTOCOL)

£ 1) -

ositivel

[

lV.Mainta
1. All roads on which the VVIP moves shall be free from pot

holes and humps and shall be kept neat and tidy.
2 Concemed urban local bodies/Gram Panchayats and the

organizers shall keep the place of function and

surrounding area neat and clean. -
3. Organizers in consultation with the police shall erect

| movement of invitees and dignitaries to the function

its

| signage boards at all places wherever necessary for smooth |
¢ !

CORPORATION COMMISSICNER
. DEPUTY COMMISSIONER

. COMMISSIONER OF POLICE

. SUPERINTENDENT OF POLICE.

. CRGANISERS
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| visit of the VVIP.

Arrangement of Bomb Disposal Team at the places of

Ccncemed Escoms to ensure uninterrupted power supply at | . M. ESCoM.
1-1\.3 ﬂ]nﬁaa af wigit aftha VUID Hawmsvar O nwmnmnrq will run the 2, ORGANISERS
progra;nme on UPS.
V1. Food checking: ' ; '
: _ 1. COMMISSIONER OF POLICE
Food checking at the places of function and stay to be | 2. SUPERINTENDENT OF POLICE.
arranged. 3. DISTRICT HEAL TH OFFICER
Vil Medical Facilities:
1. An exclusive special ward befitting the status of the VVIP | 1.DEPUTY COMMISSIONER
shall be reserved in a Government Hospital and also in a | 2COMMISSIONER OF POLICE
Good Private Hospital near the place of function 3:[)151*1;}(:1‘ HEALTH 8%};3{5:5 *
2. A fully equipped ambulance to be provided in the carcade | 5-DISTRICT SURGEON
of the VVIP. In addition to normal medical infrastructure,
one cardiac defibrillator and one oxygen cylinder with full
accessories shall also be made available in the ambulance.
| 3. Sufficient quantities of blood shall kept ready as per the
| Blood group of the VVIP, :
It is instructed that the doctors on duty be briefed in writing to be |
' ready at all times till departure of the VVIP and details of such
doctors and specialists on duty be fumished to the Deputy
Commissioner and also to the Commissioner of Police/
‘Superintendent of Police.
functwn )
‘ BSNL authorities shall set up telephone/Hotline and | 1.GM.BSNL.

! : : ; | 2DEPUTY COMMISSIONER
in'temet connections at the place of function 2 days in advance e R B oL
without fail. 4 SUPERINTENDENT OF POLICE.

5 ORGANISERS.
1. Details of such connections made shall be typed in one
single sheet and be furnished to the Deputy Commissioner and
~ | also to the Commissioner of Police/ Superintendent of Police 48
| hours before the scheduled visit of VVIP.
2. ¥t shall be ensured that the intemst services are at highest |
speed and are in workable condition when installed with the
cempu%’er
X, Depleyment of Somb D gg}gsal&Mme Detection
Teams:
Arrangement of Mine Detection Team at the places of visit | 1. DEPUTY COMMISSIONER
£ the VVIP, 2. COMMISSIONER OF POLICE
s 3. SUPERINTENDENT OF POLICE.




4 Arrangement at the ﬁw;étion Site:

1. Invitation, Dias plan, Minute to Minute programme,
Backdrop, stone /plaque, if any unveiled shall be as approved
by the Prime Minister Office

2. The Organisers shall stric'tly adhere to the programme as
approved by the office of the VVIP and there should not be
any deviation or delay in the programme.

3. The Organisers shall make n ary amrangements a
the place of function as per the requirements of VVIP

4. Organizers will set up air-conditioned green room separately
for the Hon’ble Vice President and also for the Govemor and
Chief Minister (in case of their arrival) with sufficient
furniture and toilet facilities. It shall insure that toilet is kept
neat and clean all the time. '

5. Organizers will install CCTV at the place of function as per
the police requirements. In case if it is not done by the

Organizers, then same thing has to be done by Deputy |
Commissioner and the cost shaH be recovered from the |

Organizers.

6 Deputy Commissioner, to ensure that all the arrangements
as above including Green Room are arranged and to submit a
detail report on the same to Chief Secretary well in advance

B0

DEPUTY COMMISSIONER
COMMISSIONER OF POLICE
SUPERINTENDENT OF POLICE.
ORGANISERS

e n

R Pt e R B ok B A B R s R B A s B

X1) National Anthem at the Function:

It is to be ensured that the functions at both the places
should commence and conclude with the National Anthem. It 1s
also to be ensured that the National Anthem should either be sung
live or played live by the Police Band. In any case the recorded
track should not be played out.

Fels Wi

DEPUTY COMMISSIONER
COMMISSIONER OF POLICE
SUPERINTENDENT OF POLICE.
ORGANISERS.

XII). _Security Arrangements:
o The State Police to make all necessary security, traffic
and bandobasth arrangements at the places of visit of

the VVIP.

e The Fire Authorities to make all necessary:

arrangements at the places of function.
e The police will ensure that the Organizer has obtained
the following certificates

I Stage fitness certificate from Executive Engineer
PWD
IL Fire safety certificate from District Fire Officer

Elactrioz] Insnector

III. FElectrical fitness certificate from Deputy Chief g

R

DEPUTY COMMISSIONER
COMMISSIONER OF POLICE
SUPERINTENDENT OF POLICE.
DISTRICT FIRE OFFICER
EXECUTIVE ENGINEER PWD
DEPUTY CHIEF ELECTRICAL
INSPECTOR

r
” - : i
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I i1} publicky Coversge:

; The Director of Information and Public Relations

publicity coverage of the VVIP visit as per directions of the
Government issued from time to time.

Commissioner of Police /Superintendent of Police 3 days in

| authorized press persomnel.

department and the organizers of the function 1o orgamzc the |

advance along-with a copy of the photo identity and 2 photos, so |
that the police authorities will issue necessary passes for entry of |

j Separate enclosure for the publicity coverage shall be '
arranged at the place of function without obstructing the function.

DEPUTY COMMISSIONER
COMMISSIONER OF POLICE
SUPERINTENDENT OF POLICE.
DEPUTY DIRECTOR INFORMATION
& PUBLIC RELATION DEPT.

oo

It is to be ensured that only authorized media personnel be 5.- ORGANISERS.

|invited. List of Details of such persons be handed over to the

XIV} Arrangement of lunch_on board:

Air India/ Deputy Commissioner shall arrange for

H

outward journey and snacks in the Helicopter movement if any:

Junch/Dinner on Board for the VIP and entourage during the.

i. DEPUTY COMMISSIONER
2. MAWNAGER, CUTOMER SERVICE.
AIR INDIA.

"XV Accommodation Plan:(If requ jred) -

Police/Superintendent of Police shall chart out the Accommodation
plan for VVIP and his entourage at ‘Governement Guest houses/
| Hotels as per the requirement of VVIP’office. :

i
Setting up of camp office at Place of stay )

desired by the VVIP office

a) BSNL authorities should install telephone and hotline |

| connections 2 days in
advance. Internet facility with maximum speed should be

provided.

E
% a) The necessary logistics such as computers with internet
i facility, . printer, fax, shrudder machine, stationery items |

should be provided and installed atleast two days in

? advance at Place of Night halt and stay. The necessary |
! staffs required for maintenance of the above should be |

H

{

| deployed.

| b} 2 Stenographers and Data Entry Operators each well-versed

in English and Hindi language shall be placed for service at

i place of stay round the clock by the Deputy Commissioner.
! ¢} All the detailed personnel shall be issued with the security
passes from Police Authorities.

Deputy Commissioner, in consultation with Commissioner of

Set up a camp office at place of stay with all necessary logistics ;:

'1.DEPUTY COMMISSIONER
1 2.COMMISSIONER OF POLICE

3.SUPERINTENDENT OF POLICE.
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(a) General Guidelines

(i)  State Government should forward the bills to this Directorate for
reimbursenient immediately after the visit of VVIP/VIP, preferably
within one month so that the bills can be paid within the financial
year.

(ii)  Aircrew bills pertaining to the visit of the President, the Vice-
President, the Prime Minister, and the Defence Minister/Minister of
State for Defence/Deputy Defence Minister -and senior service /
Civilian Officers connected with the defence Organisation only are to
be forwarded to this office.

(ili) A copy of the Tour programme of VIP/VVIP must be enclosed along
with the bills.

(iv) The Reasonability Certificate duly signed by the protocol officer must
be annexed with the bills.

(b) Hotel Bills -
(i) The names of the aircrew and total number of aircrew for whom

special arrangements have been made should agree with the names
and numbers as per the M T Proforma.

(i) Hotel bills in respect of the Liaison officers of the VIF/VVIP are not |

to be forwarded to this office.

(iii) A certificate is to be endorsed by the state protoco! /State Department
on boarding, loading and transport bills that amount charged/claimed
are reasonable and are in connection with the official purposes of the
VIP fight.

(iv) The total number of breakfast, lunch and dinner billed should agree
with the number of aifcrew involved and their total number of days

spent at the halting statio
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(v) lters of non essential nature are not 0 be included in the hotel bills
ie iteme like Cisarettes, soda, soft drinke, fruit jnices, lgundry
charges, liquor, beer, telephone charges {other than official) eic. The
charges for the same are to be recovered from the concerned aircrew
before checking out/ leaving the Hotels. The hotel management should
be clearly briefed that the Government of India does not accept any
Hability to clear such bills.

(vi) Sub vouchers showing the details of items served are to be attached
with the hotel bills or details of items served should be clearly given.

(vii) The bills should be clearly signed by the aircrew concerned with their
full particulars (e.g. Service no, rank, name and Unif) in the guest
signature column. g

(viii) The hotel bills should be counter signed by the captain of the aircraft

(ix) Hotel / Transport bills should be only for the day/days of the visit and
at the most for one additional day immediately preceding the visit of
the VIP _

(x) The summary of bills indicating the total expenditure incurred duly
signed by the protocol officers must be enclosed along with the bills.

(¢) Transport bills - ; .

(1)’ The total mileage charged in transport bills should tally with the total
mileage as given on the M T Proforma.

(II) Distance between airport and the place of stay of the aircrew should
be given in the M T Proforma.

(IT1) There should be no variation between the mileage for different
yehicles in respect of the same journey.

(IV) The rates charges should not exceed the rates prescribed by the Road
transport authority (RTO). A certificate to this effect may be endorsed
i the bills. '

(V)  The transport bills should be duly signed by the captain of the aircraft
and also certified by the protocol Officer.
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ANNEXURE -6

FORMAT IN WHICH REIMBURSEMENT OF HOTEL BILLS OF AIRCREW/S
DEPLOYED ON THE VIP FLIGHTS SHALL BE PREPARED

{SINo | No of "Rank | Nameofthe | Hotel | Duration | Bill | Amount' Flagged |
| Aircrew/Ground Aircrew/Ground in | ofStay No | { at
: crew in MT crew which ! |
proforma stayed | ] ! ]
i ' ' _ Signature of the Deputy Commissioner/Protocol Officer with office seal |
" CERTIFICATE '

i

“The details have been thoroughly checked with their respective records/documents and

found correct. All other documents have been checked properly”

Signature of the Deputy Commissioner/Protoco! Officer with office seal

ACCOMMODATION CERTIFICATE |
“This is to certify that due to non-availability of suitable and adequate accommodation m

Governiment Guest House, the arrangemenis for stay of crew members were made at-------- 5

(Hotel Name and Place) as per their entitlement™.

- Signature of the Deputy Commissioner/Protocol Officer with office seal

REASONABILITY CERTIFICATE
“This is to certify that the expenditure charged in these bills amounting to Rupees ..........

1 (in words) are reasonable and are in connection with the official purpose of the visit of

| Hon’ble President/Vice President/Prime Minister of India to ... (place of visit) on |

............ (date of visit) ” 1
Signature of the Deputy Commissioner/Protocol Officer with office seal

T ~ BANK ACCOUNT PARTICULARS 1]

X Name of the Bank - v .

a
I'b | Branch Address ) _ , ,
¢ | Name/Designation of the o I
, Account Holder )

d | Account Number _ e _ .
‘e [IFSC Code | s ——

Signature of the Deputy Commissioner/Protocol Officer with office seal j
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ANNEXURE -7

MT PROFORMA

1. Aircraft type and No. of Aircraft

VVIP/ VIP carried
(Designation in full)

Authority (with reference and date)

2. Place visited by VVIP/ VIP

- Departﬁré o Arrival o Place of Stay

Date/Time/Place......... Date/Time/Place........... sredecafaeorisin

3. Transport arrangements made for the Aircrew
(a) Whether provided by State Govt./ Service  :

(b) Whether provided by State owned transport :

Details of journey performed in the transport provided by the State Govt:

[Date | Type of | No.  of | Details of journey | Distance | No.of crew | Purpose
Vehicle fVehicie | (one way | travelled
j {From |[To )
e : R
|
E
:
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4. Accommodation :-

........................................................................................................................

....................................................................................................................

(b) The _Acc_:ommodation was satisfactory/ Unsatisfactory (1f unsatisfactory give

reasons):-

ii. Alternative acc_ommodation was asked for and was provided/not provided by

GBI B . o tirss b s <ismaston smpni 4 JEAmoaisimunyis s SRR o Su iy e ot

The alternate accommodation was satisfactory/unsatisfactory (if unsatisfactory

1ii.
R L) DR

5. Crew Details:

[SINo |Ser.No |Rank | Name ) Trade  Unit |

]
! s |
Rzl
i e

6.Certified that the above details are correct.

Sign of Liaison/Protocol Officer s Signature of Captain............cocoonvee
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(In block leiter) (In block letter)
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