
Group-1 / LAQ-1 Group-5 / LAQ-5

Office Assistant (LAQ Register)
assigns LAQ No. to each and

every received Notices of LAQ
from MLA and distribute it to 

 concern Group / Branch

MLA submits the notices of the
Starred/ Unstarred/ Short Notice

Question to Question branch.

Group-2 / LAQ-2

Group-3 / LAQ-3

Group-4 / LAQ-4

STAGE 1



Primary Function of Branch :-
Is assigned LAQ in the scope of

the subjects allocated to branch?  

Group-1 / LAQ-1 Group-5 / LAQ-5

Office Assistant (LAQ Register)
assigns LAQ No. to each and

every received Notices of LAQ
from MLA and distribute it to 

 concern Group / Branch

Group-2 / LAQ-2

Group-3 / LAQ-3

Group-4 / LAQ-4

YES

NO

LAQ transferred to concern branch/
group via OA (LAQ Register)

Dy. SO (all groups) submits LAQ without/
with correction (if required) to admit the

LAQ (Gives Opinion)
 

IS LAQ WITHIN SCOPE OF BRANCH?

NO

STAGE 2



Dy. SO (all groups) submits LAQ without/
with correction (if required) to admit the

LAQ (Gives Opinion)
 

IS LAQ WITHIN SCOPE OF BRANCH?

 Section Officer checks submitted LAQ
without/ with correction (if required) for

admissibility (Gives Opinion)
 

IS LAQ WITHIN SCOPE OF BRANCH?

Under Secretary checks submitted LAQ
without/ with correction (if required)for

admissibility (Gives Opinion)
 

IS LAQ WITHIN SCOPE OF BRANCH?

Deputy Secretary checks submitted LAQ
without/ with correction (if required) for

admissibility (Gives Opinion)
 

IS LAQ WITHIN SCOPE OF BRANCH?

YES

YES

YES

YES

NO

LAQ Rejected  at Deputy
Secretary level

LAQ Admitted at Deputy
Secretary level

STAGE 3

STAGE 2



Letter to MLA -
Deliberating Reasons

that LAQ Rejected/
cancelled

LAQ Rejected  at Deputy
Secretary level

Secretary checks submitted LAQ for
admissibility (Gives Opinion)
 IS LAQ WITHIN SCOPE OF

BRANCH?

YES

LAQ Rejected at Secretary
level

LAQ Admitted at Secretary
level

LAQ submitted for Final
Approval of the Hon'ble

Speaker

LAQ Rejected

LAQ Admitted 

STAGE 3

STAGE 4

STAGE 5



Maximum 3 LAQ
can be admitted of

MLA for day.
Is no. of LAQ per

MLA > 3 ?

Letter to MLA -
Deliberating Reasons

that LAQ Rejected/
cancelled

LAQ Admitted at Deputy
Secretary level

Admitted LAQs up to 3
are registered in Section

Officer's Register  
(MLA-LAQ)

NO

YES
More than 3 Admitted
LAQs are cancelled as

4th LAQ for Day

Section Officer
assigns Registered
LAQs for Typing to

Office Assistant

Office Assistant types LAQ
and submit it for Proof

Reading to Dy.SO.

IS LAQ TYPED
CORRECTLY?

NO

YES

Office Assistant Re-types
LAQ and submit it for Proof

Reading to Dy.SO.

IS LAQ TYPED
CORRECTLY?

Section Officer
countersigns Final LAQ

and Dispatch to
Department

STAGE 5

STAGE 5


