F. No. 11013/4/2018-Estt.A-III
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training
Establishment Division

North(‘]%lock, New Delhi
Dated |) February, 2020

OFFICE MEMORANDUM

Subject: Official dealings between the Administration and Members of
Parliament and State legislatures - Observance of proper
procedure.

The Members of Parliament and State Legislatures, as the accredited
representatives of the people, occupy a very important place in our democratic
set-up. In connection with their duties, they often find it necessary to seek
information from the Ministries/ Departments of the Government of India or
the State Governments, or make suggestions for their consideration or ask for
interviews with the officers.

2. The guidelines concerning official dealings between Administration and
Members of Parliament and State Legislatures have been issued by the
Ministry of Personnel, Public Grievances and Pensions and being reiterated
from time to time. The provisions of the Central Secretariat Manual of Office
Procedure regarding prompt disposal of communications from MPs have also
been reiterated from time to time. However, keeping in view the instances of
occasional non-observance of the above guidelines, a need was also felt by the
Committee of Privileges of the Lok Sabha for consolidating and reiterating the
existing instructions. Accordingly, revised comprehensive guidelines were
issued by this Department vide Office Memorandum No. 11013/4/2011-
Estt.(A) dated 1st December 2011 (copy enclosed). A copy of former Secretary
(P)’s D.O. No. 11013/4/2011-Estt.(A) dated 9% October, 2012, O.M. No.
11013/2/2012-Estt.A dated 19.11.2014, O.M. of even No. dated 7.02.2018 and
11.10.2018 reiterating the said instructions are also enclosed for ready
reference.

3. Instances have come to the notice of this Depa'lrtment on violation of
Protocol Norms laid in the guidelines. Therefore, all the Ministries/
Departments are once again requested to ensure that instructions issued
through aforementioned communications are followed by all officials
concerned, both in letter and spirit. Violation of these guidelines will be viewed
seriously.
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3. Chief Secretaries of all States/ UTs are also requested to circulate these
instructions to all State Government officials at the State/ Division and District
levels and sensitize them with regard to their duties and obligations in so far as
the movement of Members of Parliament in general and more particularly
during Parliament sessions. It is also requested to periodically review
implementation of these instructions.

4, Hindi version will follow

(Umesh Kumar Bhatia)
Deputy Secretary to the Government of India
Tel: 011-23094471

Encl: As above.

To
1. The Secretaries of All Ministries/Departments (as per the standard list)
2. Chief Secretaries of all States/UTs (as per the standard list)

Copy to:

1. Rajya Sabha Secretariat/Lok Sabha Secretariat, New Delhi.

2. PSO to Secretary (P)/Sr. PPS to Establishment Officer/Sr. PPS to AS
(SRK), PPS to AS (LR)/PPS to AS (SC)

All Divisional Heads of DOPT

All Under Secretaries/Section Officers of DOPT

NIC, Department of Personnel & Training, North Block, New Delhi [ for
uploading the same on the website of this Ministry under the Head
Notifications >> OMs & Orders >> Establishment >> CCS (Conduct)
Rules & What's New]

6. Hindi Section, DoP&T

ahw



No. 1101314/2011-Estt, (A)
Government of India o
Ministry of Personnet, Public Grievances and Pensions
(Department of Personnel and Training)

North Block, New Delhi.
01* December, 2011

OFFICE MEMORANDUM

Subject: Officlal dealings betwe,en.,the Administration and Members of
. Parliameni and State Legislatures - Observance of proper’
procedure.

The Members of Parliament and State Lagislatures as the accredited

representatives of the people cccupy a very Important place in our

democratic set-up. In connection with their dutles, they often find It
necessiry to seek information from the Ministries/Departments of the
Government of India or the State Governments, or make suggestions for their.
consideration or ask for interviews with the officers. Certain weli-recognized
principles and conventions to govern the relations between the Members of
Parltament/ State Legislatures and Government servants have already been
established. ‘

2. , Reference is invited to the guidelines concerning the official deallngs
between Administration and Members of Parllament and State Legislatures
which were issued by the Cabinet Secretarlat {Depariment of Personnel and
Administrative Reforms, in the O.M. No 25/19/64-Estt. (A} dated 08.11.1874).
The importance of adherence to these guidelines was relterated In the
Department of Personnel and Training’s Q.M. No. 11013/6/2005-Estt. (A)
dated 17.08.2007. The provisions of the Central Secretariat Manual of Dffice
Procedure regarding prompt disposal of communications from MPs have also
been reiterated by the Depariment of Administrative Reforms and Public
Griavances. The Minister of State for Personnel, Public Grievances and
Pensions has aiso written to ail Ministers in this regard vide D.O letter dated
6™ May, 2011, requesting that a mechanism may be set up to perlodically
moriltor progress in disposal of references recelved from Members of
Partiament.

3. Some instancas of non-adherence to the existing guldelines have peen
brought to Government’s attention by Members of Pariiament and a need has
been felt for again sensitizing all administrative authorities concerned.

4, The Central Secretariat Manual of Offlce Procedure provides following

" instructions for prompt disposal of letters from Mempers of Parliament:-

Correspondance with Members of Parllament ~

(1) Cammunications received from a Member of Parlilamaent should be
attended to-promptly. '

(2) Where a communication is addreased {0 a Minister or a Secretary
to the Government, It should, as far as practicable, be replied to by
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. the Minister or the Secretary himself as the case may be. Where it
is not practicabie for the Minister to reply, a reply should normailly
be issued under the signature of an officer of the rank of Secretary
to the Government.

(3) Where a communicatlon is addrassed to the head of an attached
or subordinate office, Public Sector Undertakings, Finaacial
Institutions (including nationalized banks) Division/Branch in
charge in a Ministry/Department/Organization, it should bé replied
to by the addraessee himself. In such cases, care may be taken o
ensure that wherever policy Issues are involved, approval of the
competant authority is obtained before a reply is sent. [t shouid,
howaever, be ensured that the minimum level at which such replies
are sent to Member of Parllament Is that of Under Secretary and
that also In a polite letier form only.

(4) informatian sought by a Member of Parliament should be supplied
unlass it is of such a nature that it would have bean denied to him,
If similar information had been sought in Parllament.

(5) While corresponding with Members of Parllament, It shouid be
ensured that the letter is leglble. Pre-printed or cyclostyled
replies should be scrupulously avolded.

(6) In case a referencs from an ex-member of Parliament is addressed
to a Minister or Secretary, reply to such referance may be sent by
the concerned Divisional Head after obtaining approval of the
Secretary of Ministry/Department.

In case the referance is addressed to a lower tevel officer,
reply to such reference could be sent by the officer on his own in
non-pelicy cases and after obtalning approval of the higher
authorities in policy cases. Here also, It may be ensured that the.
minimum leval at which a reply is sent Is that of an Under
Secretary and that too In a polite letter form only.

Prompt response to letters recalved -

(1} Each communication recelved from the Member of Parliament, a
member of the public, a recognized association or a public body
will be acknowledged within 15 days, followad by a reply within the
next 15 days of acknowledgement sent.

(2) Whaere a delay is anticipated In sending a final reply, or where the
information has to be obtained from another Ministry or another
affice, an interim reply may be sent within a month {from:the date
of receipl of the communication) indicating thes possiblie date by
which a final reply can be given.

(3) if any such communication Is wrongly addressed to a department,
It should be transferred promptly (within a week) to the
appropriate department undsr intimation to the parly concerned.

5. The aforesaid guidelines also cover Officlal dealings betwsen
Administration and ©= Members of Parllament /State Legistatures. In this
context, attention is also inviied to Rule 3(2A) of All India Service (Conduct)
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Rule, 1968 and Rule 3-A of Central Clvil Service {Conduct) Rules, 1964 which
provide as follows:-

Every member of the service shall in-the discharge of his duties actin a
courteous manner and shall not adopt dltatory tactics in his dealings with the
public or otherwise. ’

The existing instructlons are hereby appropriately strengthened to
emphasize the basic principles to be borpe In mind by ths Government
servants whlle interacting with the Members of Parllament and State

Leglsiatures. These are as follows :-

(i) Government sarvants should show courtesy and consideration to
Members of Parliament and State Legislatures;

{I1} while the Government servants should consider carefully or listen
patlently to what the Members of Parllament and of the State
Legislatures may have to say, the Government servant should always
act according to his own best judgment and as per the rules;

(i) Any devlation from an appointment made with a Member of
Parliament/Siate Legislature must be promptly explained to him to
avold any possible inconvenience. Fresh appolntment should be fixed
in consultation with him;

(iv) An offlcer should be meticuiously correct and courteous and rise to
recelve and sae oft & Membaer of Parllament/State Legisiature visiting
him. Arrangemenis may be made to recelve the Members of Parllament
when, after taking prior appointment, they visit the officer of the
Government of India, State Government or local Government,
Arrangements may also be made to permit entry of venicles of the
Members to thase Offices subject {o security requirements/restrictions;

{v) Members of Parliament of the area shouid invariably be invited to
publle functions organized by a Government offlce. Proper and
comfortable seating arrangements at public functlons and proper
order of seating on the dais should be made for Members keeping in
view the fact that they appear above officers of the rank of Secretaries
to Governmant of India In the Warrant of Pracadence; The invitation
cards and media events, . organized for the function held in the
constituency, way include the names of  the Members of that
constituency who have confirmed participation in thase functions.

It is clarified that If a constituency of any Member of Pariiament Is
spread over more than one District, the M.P should invariably be invited
to ail the functions held In any of the Districts which are part of his/tier
constiiuency;

{vl) Where any masting convenead by the Government is to be attended
by Members of Parliament, special care should be taken to see that
notice is given to them In good time regarding the dats, time, venue etc.
of the meeting. it should also be ensured that thera I3 no slip in any
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matter of detail, however minor it may be. It should espacially be
ensured that:--

(a) intimatlons regarding public msetings/functions are seni
~ through speedier communication devices to the M.Ps, so that
they reach them well in time, and

{b) that recsipt of Intimation by the M.P is confirmad. by the |
officer/official concerned;

(vli) Letters from Members of Parliament and Members of State
Legislatures must be promptly acknowledged, and a reply sent at an
approprlate level axpeditiously as per the relevant provisions of the
Central Secretarlat Manual of Offlce Procedure;

(viii) Information or statistics relating to matiers of local importance
must be furnished to the MPs and MLAs when asked for. The
Inforfhation so supplied should be spacific and answer the points
ralsed. A soft copy of the information should also be sent to the
Membsr via e-mall;

(ix) If the information sought by a Member of Parilament cannot be
glven and is to be refusad, instructions from a higher authority should
be taken and the reasons for not furnishing the information shouid be
given in the reply;

(x) Wherever any lstter from a Member of Parliament is in English and
the reply is required to be glven in Hindi in terms of the Official
Languages Act, 1963 and the rules framed there under, an English
translation should also be sent alang with the reply for the convenlence
of such Members of Parliamant from non Hindl speaking areas;

(xi) Referenceas from the Committees of Parfiameni must be attended to
promptly;

(xli) The offlcers should notignore telaphonic messages left for them by
the Members of Parliament/State Legislatures in their absence and
should try to contact at the earllest the Member of Parllament/State
Legisiature concerned. These Instructions also include SMS and e-
mails recelved on officlal mobile telephones which alsa should be
replied to promptly and on priority;

{xiii) Al Ministrles/Departments may ensure that the powers of
Members of Parliament/State Legislatures as Chalrpersons/ Members
of committess under various Centrally Sponsored/Central Ssctor
government schemas are clearly and adsquately defined; and

(xiv) A Government servant should not approach MPs/MLAs for
sponsaring his individual case as bringing or atitemptling to bring
political or non-officiat or other outside influence is prohibited under
the conduct Rules e.g. Rule 18 of the All India Service (Conduct) Rules,
1868 and Rule 20 of the Ceniral Civil Services {Conduct) Rules.
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6. All Ministries/Departments are requested to ensure that the above
basic principles and Instructions are followed by all officlals concerned,
both In letter and spirit. Violation of the guldelines laid down on this subject
will be viewed seriously.

7. Any violation of relevant Conduct Rules in this regard, which viclation Is
established after due enqulry will render the Government servant
concerned liable for appropriate punishment as per Ruie.

(C.A. Subramanian)
Joint Secretary to the Government of indla

To
- All the Ministries/Departments of Govarnmeant of India
Copy to:-

. Presidents Secretariat/ Vice Prasidents Secretariat.

2. PMO/Cablnet Secretariat.

1. Comptrolier and Auditor Genaral of indla.

4.  UPSC/SSCILBSNAA/ISTMICVCICIC.

3. Lok Sabha Secretariat/ Rajya Sabha Secretariat.

6.  All Offlcers/Sections In Ministry of Personnel, PG & Pension.

7. NIC, DOPT-please upload this OM on this Depariment’s weabsite,

Copy aiso to:
Chief Secretaries of all States / UTs with a request to clrculate these

instructions to all State Government officlals at the State/Division and
District levels and to periodically review implementation.

(C.A. Stbramanian) —

Joint Secretary to the Government of India
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Beur Chief Secretnry,

You would bu aware that guidelines concerning official dealings between
Administration and Members of Parliament and State Legislatures have been issued by
the Ministry of Personnel, Public Grievances and Pensions. Mowever, keeping in view
certain instances of occasional non-observance of the above guidelines, (he Committee of
rivileges of the 1.0k Sabha recommended consofidation and reileration of the existing
instructions so that all concerned are aware of the same.  Accor chngiy, revised
comprehensive guidelines have been issuwd by this Departiment vide Office Memorandam
Ne. 11013/4/2071-Uste A dated 1 December, 2011, Copy of this O.M. was also forwarded
to the Chiefl Secrelaries of all the States/ UTs vide D.O. letter dated 8.12.2011 from my
predecessor with the request that these instructions may be cireatated Lo all officials of the
State Govermnent tor compliance.

2 A copy of the abave instructions dated 18 December, 2011 is again enclosed. I is
once again requested that ‘these instructions may be circulated to all officials of the State
Governmend for comnpliance.

3. Some Members of Parliament have brought to the notice of this Department
divectly or through Lok Sabha / Rajya Sabha Secretariat that District level officials have
not beeu showing them due regard and courlesy. This has also been raised in the recent
meeling of Lhe Committee on violation of Protocol Norms and Contemptuous Behaviour
of Government Officers with Members of Lok Sabha constituted by the FHon'ble Speaker,
[tis, therefore, advised thal implementation of the above mentioned justructions are to be
periodically reiterated and reviewed in the Conference of District Mdyhlmlt.., / Collectors |
and Superintendent of Police of your Slates / UTs

4. You may please issue nccessary directions Lo the district level officers and gend a

.copy to this Department for its onward lransmission to lhe Lok Sabha Secretariat, as

desired by them.

With regards,
Yours sincerely,

. (0. K. Misra)

( By Nogne
Chief Secretarias of al] States / UTs

( AS b ﬂf‘ﬁ—/‘)
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Topy alongwith enclosures to;

I.. 5N, sanjay Kothari, Secretary, D/o Adnunistrative Refarms and Public Grievances, Sardar
Patel Bhawan, New Delli with the request to make iU as one of the Agenda items for
discussing in the Annual Chief Secretades Conferernce. .

2. sh. VLR, Ramesh, Joint Secretary, Tok Suhha Secretlarlat {Privileges Be Ethics Biranch
Parhament House, New Dethi w.r.b. their O M. No. 12/1/20312 CaPV dated 13.9.2012.
5. Sho Alok ftawat, Secratary (Coardination), Cabinet Secretarial, New Defhi &
<
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F.No. 11013/2/2012-Estt.A

& Government of India

Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training
Establishment Division
Morth Block, New Delhi
Dated November 19", 2014

Subject: Official dealings between the Administration and Members of Parllamem and
State legislatures — Observance of proper procedure.

The Members of Parliament and State Legislatures as the accredited representatives of the
people'occupy 8 very important place in our democratic set-up. [n connection with their duties,
they often find it necessary to seek information from the Ministries/ Depariments of the
Government of India or the state Governments, or make suggestions for their consideration or ask
for interviews with the officers.

2. The puidelines corcerning official dealings between Administration and Members of
Parliament and State Legislatures have been issued by the Ministry of Personnel, Public
Grievances and Pensions and reiterated from time to time. The provisions of the Central
Secretariat Manual of Office Procedure regarding prompt disposal of communications from MPs
have also been reiterated from time to time. However, keeping in view the instances of
occasional non-observance of the above guidelines, 2 need was felt by the Committee of
Privileges of the Lok Sabha for consolidating and reiterating the existing instructions,
Accordingly, revised comprehensive guidelines were issued by this Department vide Office
Memorandum No. 11013/4/2011-Estt.(A) dated 1* December 2011 (copy enclosed). A'copy of
former Secretary (P)’s D.O. No. 11013/4/2011-Estt.(A) dated 9" October, 2012 reiterating the
said instructions is algo enclosed for ready reference.

3. The Committee on Violation of Protocol Norms and Contemptuous Behaviour of
Government Officers with Members of Lok Sebha in Paragraph 63 of its First Report tabled in
the Lok Sabha on 06.02.2014 has recommended that this Department may sensitise all civil
servants and officials in various Ministries and Departments particularly under them for strict
compliance of the instructions velating to official dealings issued in this regard between the
Administration and the Merobers of Parliament.

4, The Committee on Violation of Protoco! Norms and Contemptuous Behaviour of
Government Officers with Members of Lok Sabha at its first sitting held on 28 October, 2014,
also felt that the consolidated instructions/ guidelines issued by the Department of Personnel &
Training (DoPT) on 1 December, 2011 on Official Dealing between Administration and Menibers
of Parliament need to be again circulated to all concerned Executive Functionaries.

5. - All Ministries/ Departments are requested to ensure that the above basic principles and
instructions are followed by all officials concerned, both in letter in spirit. Violation of the
guidelines laid down on this subject will be viewed seriously.

6. Chief Secretaries of all States/ UT's are requested to circulate these instructions to all State
Government officials at the State/ Division and District levels and to pcrxodlcally review
implementation.

(J\A. Vaidyanathan)
Director (Esmbllshmcnt}
To
1. All Ministries / Departments (as per standard list)
2. Chief Secretaries of all States / UTs (as per standard list)
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F. No. 11013/4/2018-EstlL.A-11l
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training
Establishment Division
North Block, New Delhi
Dated 7t February, 2018

OFFICE MEMORANDUM

Subject: Official dealings between the Administration and Members of
Parliament and State legislatures - Observance of proper
procedure.

The Members of Parliament and State Legislatures, as the accredited
representatives of the people, occupy a very important place in our democratic
set-up. In connection with their duties, they often find it necessary to seek
information from the Ministries/ Departments of the Government of India or
the State Governments, or make suggestions for their consideration or ask for
interviews with the officers.

2. The guidelines concerning official dealings between Administration and
Members of Parliament and State Legislatures have been issued by the
Ministry of Personnel, Public Grievances and Pensions and reiterated from time
to time. The provisions of the Central Secretariat Manual of Office Procedure
regarding prompt disposal of communications from MPs have also been
reiterated from time to time. However, keeping in view the instances of
occasional non-observance of the above guidelines, a nced was felt by the
Committee of Privileges of the Lok Sabha for consolidating and reiterating the
existing instructions. Accordingly, revised comprehensive guidelines were
issued by this Department vide Office Memorandum No. 11013/4/2011-
Estt.(A) dated 1%t December 2011 (copy enclosed). A copy ol lormer Secretary
(P)’s D.O. No. 11013/4/2011-Estt.(A) dated 9% October, 2012 and O.M. No.
11013/2/2012-Estt.A dated 19.11.20104 reiterating the said instructions are
also enclosed for ready reference.

3. The Committee on Violation of Protocol Norms and Contemptuous
Behaviour ol Government Officers with Members of Lok Sabha in its Second
Report tabled in the Lok Sabha on 4.01.2018 has recommended that the
consolidated instructions/ guidelines on Official dealing between the
Administration and Member of Parliament and State Legislature should strictly
be complied by all the Government servants, both in letter and spirit.

4. The - Committee on Violation of Protocol Norms and Contempluous
Behaviour of Government Officers with Members of Lok Sabha in Paragraph 43
of its Third Report tabled in the Lok Sabha on 4.01.2018 has recommended
discouraging and desisting the State Governments to involve Private
companies/ agencies in organizing/ sponsoring functions which
essentially fall under the domain of State Governments.

Contd.....
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5. All Ministries/ Departments are requested to ensure that the above basic

w/pnnmples and instructions are followed by all officials concerned, both in letter

and spirit. Violation of the guidelines laid down on this subject will be viewed
seriously.

6. Chief Secretaries of all States/ UTs are requested to circulate these
instructions to all State Government officials at the State/ Division and District

levels and to periodically review implementation.
%\%

(N1L1n Yupta)
Under Secretary to the Government of India
Tel: 011-23040264

Encl: As above.

To O}(/

1. All Ministries / Departments (as per standard list)
2. Chiel Secretaries of all States / UTs (as per standard list)
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F. No. 11013/4/2018-Estt.A-I1I
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training
Establishment Division
Reeedededek
North Block, New Delhi
Dated 11 October, 2018

OFFICE MEMORANDUM

Subject: Official dealings between the Administration and Members of
Parliament and State legislatures — Observance of proper procedure.

The undersigned is directed to refer to this Department’s Office Memorandum
No. 11013/4/2011-Estt.(A) dated Ist December 2011 subsequently reiterated vide
D.O. letter dated the October 9, 2012 from Secretary (Personnel), O.M. No.
11013/2/2012-Estt.A dated 19.11.2014 and O.M. of even No. dated 7.02.2018 (copies
enclosed) on the subject mentioned above and to reiterate these instructions for strict
compliance on the recommendations of the Committee of Privileges, Lok Sabha in its
Sixth Report tabled in the Lok Sabha on 20.12.2017 and Committee on Violation of
Protocol Norms and Contemptuous Behaviour of Government Officers with Members of
Lok Sabha in its Fourth and Fifth Report tabled in the Lok Sabha on 01.08.2018.

2. All Ministries/ Departments are requested to ensure that instructions issued
through aforementioned communications are followed by all officials concerned, both
in letter and spirit. Violation of these guidelines will be viewed seriously.

3. Chief Secretaries of all States/ UTs are requested circulate these instructions to
all State Government officials at the State/ Division and District levels and sensitize
them with regard to their duties and obligations in so far as the movement of Members
of Parliament in general and more particularly during Parliament sessions. It is also
requested to periodically review implementation of these instructions.

4. Hindi version will follow
/ \,\%

(Nitin Gupta)
Under Secretary to the Government of India
Tel: 011-23040264
Encl: As above.

To
1. All Ministries / Departments (as per standard list)
2. Chief Secretaries of all States / UTs (as per standard list)

Copy to:

Secretary, Ministry of Home Affairs, North Block, New Delhi - with the request
to take appropriate action with regard to recommendation at para 44 of Committee of
Privileges, Lok Sabha in its Sixth Report tabled in the Lok Sabha on 20.12.2017 (copy
enclosed).
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