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Establ;shment lesmn _ 3

T Kkewauekx

c"f/ Sfi’agg)zﬁ ¥

North Block, New Delhi
Dated 11 October; 2018

ORFICE MEMORANDUM

Subject:  Official dealinigs between the Administration and Meibess of
'Pariiamentanilﬁsta"te' legislatures ~ Observancee‘bf proper procedure,

c‘osed} on the sub_]ect menuoned ahove and to rexterate these _
ok gonipliance . on the recommendations of the Commiittee of anzleges, Lok S i
~3Bixth Report tabled in the Lok Sabha on 20.12.2017 and Comumittee on leatzon of
% Protocol Nornis and Contemptuous Behdviour of Govérniment Qfficers twith Members of
- Ebk Sabha in its Fourth and Fi ﬁh Report tabled in the Lok Sabha on 01.08.2018.

,,, 2. All mestnesf Departments are requested to ensure that instructions issued
through aforementioned communications are followed by all officials concerned; both
Em letter and spmt Violation &f these: ghiidelinés will be viewed seriously.

Chief Secrétanes of alt States/ UTs are requested circulate these instructions to :

; all State Governmeént officials at the State/ Division and District levels and sensifize | &
them with rega_rd to their duties and ebligations in so far as the movement of Mefnbers

of Parliament in general and more parttcularly during Parliament -sessions. It is also
requested to per;ochcaﬂy review unple 1 q’;);tauon of these instructions.

%
fe
1

mwnrdcs dmgs mrdérﬂﬁﬁdm

4, I—hndz version will follow 3,

{(Nitin Gupta}
Ynder Secretary to the Government of India

Y
U ._

[QL ' e {\d Tel: 011-23040264
ﬂ \ncl As above. 7{ o {5_,!;5 %'_“ : |

15"9" :
. . 0"' 5)9‘ % L
To s m F’-::F

oAl Ministries / Departments (as per standaed®is . < S
2. Chief Secretaries of all States / UTs (as per stan a:élr)l)’sw %
Copy to: i VS"’ T)

Secretarv 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 [copv

enclesad).
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.‘;'S','ubj,ec,t:: Official . dealinigs between the

Date _ 7*“*l F‘Gbruary, 201&

OFFICE MEMORANDUM.

Parliamient and State Ieg-is': turés - Observance | of '_pfq_pﬁi’
procedure, '

The Mémbers of Parliamént and S
répresentatives of the peaplé, geeupy & VELY it lace it ot demacratic.
set-up. Id Conhec ion with thieir duties, they fd it necessary to seek
informiation fromm the Ministries/ Departmcnts of the Goveriiment of India or

. ‘Legis]atures as the accredited

the State Governments, or make sucgestmns for thenr consmleratlon or ask fer.

interviews with the officers:.

2. The guidelines concerning official dealings between Administration and
Members of Parliament -and State Legislatures have been issuéd by the
Ministry of Personnel Public Grievances and Pensions and reiterated from time
to time. The provisions of the Central Secretariat Mantial of Office Procedure
recrardmg prompt dlsposal 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 meed was felt by the

‘Committee. of Privileges of the Lok Sabha for corsolidating and reiterating the

existing instructions. Accordingly, revised comprehensive guidelines were
issued - by this - ‘Department vide Office Memorandum No. 11013/4/2011-

Estt.{A) dated 155 December 2011 (copy enclosed). A copy of former Secretary

(P)’s D.O. No. 1101374/2011-Estt.(A) dated 9% October, 2012 and O.M. No.
11013/2/2012-Estt.A dated 19.11.20104 reitérating the said instructions are
also enclosed for ready reference.

3. The Committee on Viclation of Protocol Norms and Contemptuous
Behaviour of 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 Qfficial dealing between the

Administration and Member of Parliament and State Legislature should strictly
be comphed by all the Government servants, both in letter and spirit.

4. The ' Committee on Violation of Protocol Norms and Contempmous
Behaviour of Government Officers with Membeérs 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.

-



5. All Mimistries /"Depa“tments are requested-td-ensure- that the above basic. . .. -
wprmmples and instructions are followed by all officials goncerned, both in letter
and Spll’.‘lt Violatien of the guidelines laid down on this subjéct Wlii be viewed
6. Chief Seeretaries of all States/ UTs are requested to cifeuldte these

instrugtions to all State Governmient officials at the State/ D1vxs10n and . District
levels and to periodically review implementation. :

{Nitin C upta) _
~ Under Secretary to the Governinent of ndia
' Tel: 011- 23040.’264

Encl: As above.

1. All Ministries / Departiments (as per standard listy
2. Ch1ef Secretarxes of all States / UTs {as per staridard list)
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S _ F.No. 1101372£2012-Bstt A '
® - e G emment of indie R T
e ~ - Ministry'of Personnel, Public Grigvances snd Pensions
Department of Persorinel & Trainifig
Establishment Division. e
R I e BT o Dl
Dated November 19", 2014
Subject: Official dealings between the Administration and Members of Parliament and

State fegislatures —Obseivance of proper procedure, .

The Mefnbers of Paliament and State Legislatures ds the atoredited representatives of the
people’oceupy & very important place in our demoeratic set-up. In connection with' their-duties;
they often find it necessary to seck ‘information fom the Ministries/ Departments of the

iovesnment of India of the state Goverhiments, of make ggestions for their consideration orask
for interviews with the officers. ' -

2. The guidelines concetning officisl dealirigs Getwesn Administration and. Membets of
Parliament and State Legislatures have been issued by the Ministry of Personnel, Public
Grigvanves and Pensions and reiterated fom timié 1o time. The provisions of the ‘Central
Secretariat Manuat of Office Procedire regdrding protript disposal of communications from MPs

- have also been reiterated from time to 'ﬁ.m?-;: However, keeping in view the instances of
‘otcasional non-observance: of the -above guidelines, a need was felt by the Committes of

Privileges of the Lok Sabha for consolidating and reiterating the existing instructions.
Accordingly, revised comprehensive -guidelines were issied by this Depastment vide Office

Memorandam No. 11013/4/201 1-Estt.(A) dated 1% Decernber 2011 {copy enclosed). A copy of

former Secretary (P)'s D.0. No. T1013/4/2011-Esit.{A} dated 9" October, 2012 reiterating the:
said instryctions is alsé enclosed for ready refercnce.

3. The Committec on Violation of Protoco! Norms, and Contemptuous Behaviour of

. Government Officers with Members of Lok Sabha in Paragraph 63 of its First Report tabled in

the- Lok Sabhe 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 relating to official dealings issued in this regard between the

Administration and the Members of Pacliament.

4, The Committee on Violation of Protocol Nomms and Conteraptuous Behaviour of
Government Officers with Members of Lok Sabha at its first sitting held on 28 Qctober, 2014,
also felt that the consolidated instructions/ guidelines issued by the Department of Personnel &
Training (DoPT) on 1 December, 20] t von Official Dealing between Administration and Members
of Parliament need to be again circulated to all concerned Executive Functionaries,

3. . All Ministries/ Departments are requested to ensure that the above basic principles and

instructions are followed by ail officials concerned, both in letter in spirit. Violation of the
guidelines laid down on this subject will be viewed seriously,

" 6. Chief Secretaries of ail States/ UTs are requested to circulate these instructions to all State

Government officials at the State/ Division and District levels and to periodicelly review
implementation. -

wofn
i

. Vaidyanathan)
Director {Establishment)
To
I All Ministries / Departments (as per standard list)

2. Chief Secretaries of all States / UTs (as per standard listy
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No. 1101314{2011 “Esft; (A)

'es,nnd Pensions

Noﬂh Biock. New Delhi
91* Dacembar, 2011

Subject:  Offiuial desfings tiig, Adibinlstration and Meribers of
’ Pariiamant : : - Legistatures - Observance of propef
procediirs. g _

Tha Members of Parliament and Stextiar Legistatures: as the accredited
representatives of the pebple oocupy: a very Important place in our
demogratic set-up. In con with dutles; they often fi; .
necessiry to seek inform ‘Ministries/Departments. of the
‘Governmant of Iirdia or the ' gestions for g

cotisideration or ask for inteFvi 3, Captaln well-fecogriza
principles and conventions:t the Fetations betwsaen the Meinbers of

Parliament/ State Legislatures and Govemment servants have already bean
establishecf :

2. Reference is Invited to. tha guadehnes concerning the official deallngs
between Administration and ‘M  of Hament and State Legislatures
which were, issued by.the Cab at (Departrient of Personnei and
Administrative Reforms, fri the O.M: No B/64-Estt. (A) dated 08.11. 1974).

* ‘The' Importance. of adhersncs to guidehnes was reiterated In the
Department of Parsonnel and Tralning’s O.M. No. 11013/6/2005-Estt. (A)
dated 17.08.2007. The provisions of the Central Sacretariat Manual of Office

_ Procedure ragarding prompt disposal of conmiinicafions from MPs have also
been reiterated by the Department of Administrative Reforms and Public
Grievances. The Minister of Stafe for Personnsl, Public Grievances and
Pensions has also written o all Minlsters in this regard vide 0.0 letter dated
6™ May. 2011, requesling that & mechanism may be set up to perlodically

monitor progress in dispusal of references recelved from Members of
Paritament.

3. Soma instances of non- adherence to the éxisting guldelines hava bean
brought to Government’s atterition by Members of Parliament and a need has
béen falt for again senstu;lng all administrative authoritias concerned.

. 4. The Central Secretariat Manual of Gffica Procedure providas following
“instructions for prompt disposal of letters from Membars of Parflament:-

Correspondances with Members of 'Parllahent -

(1) Communlcations received from a Member of Parl:ament should be
attended ta promptly,

(2) Where a communication Is addressed to a Ministsr or a Secretary
to the Government, 1t should, as far as practicable, be replled to by




e

" “the Minister or the Secret

LS not. practacable fnr the Minlstar to rep!y. a3 reply shou!d normaliy
3 |ssu ! :

185068 dre nnyolv,ed. appraval 6f the
] re-areplyls sent. I sheuld,
i Jevel at wWhich suchirepliés
<o Parliamant 15 that of Under ‘Sacrsetary and
that also na polite lettér f6rm only.

{4y !nforrnatlan sought by a memhar of Parltamsnt should be: suppued :

s of Parliamant it should be

the concernad 'ﬁlvlsional' Head after obtainlng approval Gf the
Se cretary of Ministry!Department

In case the reference is addressed to a lower lavel ofﬁcer
reply to such reference could be sent by the officer.on his own in
non-policy cases and after obtainlng approval of the higher

authorities in policy cases. Hera algo, it may be ensured that tha.

minimurm, level at which. a reply is sent is that of an Under
Secretary and that too I a polite fetter form onty

‘ Prompt responsa tolatters recalvad -

(}} ~ Each communication received from the Member of Parliament, a
member of the publlc, a recmgmzed association or a public body
will be acknowledged within 15 days, fellowed by a reply within tha
next 15 days of acknowledgemant sent.

(2) Where a delay is anticipatad In-sending a final feply, or whera the
Information has to be oblalned from another Minlstry or another
office, an interim reply may be sent within a month (from:the date

of receipt of the communlecation) indicating the posstbte date by

which a finai reply can be given.

{3) tfany such communication 18 wrongly addressed to a depariment
it should be transferred promptly (within.a waek) to the
appropriate department under intimation to the party concerned.’

5. The aforesaid guidellnes also cover Officlat dealings between
Adminiatration and ©~ Members of Parllament /State Legislatures. In this
context, attention is also invited to Rule 3(2A) of All India Service (Conduct)

chimself as the. case may be Whare it

Pra- prmted or cyctosty!ed'_




Legistatures, These are: ns follows =

Rule, 1968 and Rule: 3-A of Genitral van Service {Cenduet} Rules 1964 whlch
provlde aafollows:

 Everymambar ol e servica shall i tha discharge-of Ris duties ack i:'fE '
t adopt. ditalory tactics Inhis daalmga w!th iha .

courteous manner and sHAY N
public or 6therwise.

The exieting Instrucliciis aFé hefeby approprlately strengthened to
emphasize the bas

be bBorne: o mind by e Governmarit
servants while ln;erac ng “with- the ‘Members of Partlamen’e and

=

(i chernment servanls should show courtesy and ‘consideration to
Members of Parliament. and State Leglisiatures;

(i) Any devlation from an appolntment made with a Member of’

Pariiamenvstate Leg!slatura must be promptly exptamed to him- to
bl '

(v} An
racelvé
him. Art‘a'

: y ban

when, after !aklng prlor appOmtment they viait. the ofﬂcar of the
Government -of India, Stale Government or local Government.
Arrangements may alse be mads to parmit entry of vehicles of the
Members to these Officas aubject to security requirementsirestrictions;

{v) Mambere of Parllament. of the area should invariably bg inyited to
publle funictions organized by & Govarment office. Propar and
comfortable seatlng arrangements at publio functions and propet:
order of sedting on the dals should be made for Members kseping In
view the fact that they appear above officers of the rank of Secretarias

to Government of India In the Warrant of Precedence; Tha invitation |

cards and medla events, if. organized for the function _held In the

constituency, way include the names of the Members of that

constituency who have confirmed participation In thesa functions.

it is clariied that if a constituency of -any Member of Pariiament is

spread over mora than one Dlstrict, the M,P should invariably be invited - - o

to all the functlons held in any of the Districts which are part of hisiter
constituency;

{vl) Where any maeting convened by the Government is to be attended
by -Members of Parliament, spacial care should be taken to ses that
notica is given to them in good tme regarding the date, time, venue etc.
of the meating. H should also ba ensured that there Is no slip in any




. given and Is to be refusad, instructions feom 4 highi

A

‘matter of detail, howaver mlnor lt may gl £ ltwshould especialiy be. -
ensured that“ T e e

80 sUpp pecihic BY ol
Sec _soft cnpy of the Informalion shoild als :'_;be senf ta tha
Membar via a-mail; -

(Ix) H the information seught by & Member of Parl!am‘gnt cannot be

be taken and the redsens for not furnisting the nformatin shotd: be
givan m the feply; -

(x} Wherever any letter-from a Member of’ ParIiament isin: English and
the reply is required to be given in Hindi in tefms of the Official
Languages Act, 1963 and the rulss framed there under, an English
translation should also be sant along with the reply far the convenience
of such Members of Parliamant from non Hindi speaking arsa‘s;

{xi} References from the Committees of F‘arhament must be attended to
promptly‘ . .

(xli) The offlcers should not lgnore taiephanlc massagas laft for themby

the Members of ParliamenusState Lagisiatures in {Helr absence and
should try 1o contacl al the earliest the Member of Parllament/State
Cegisiaturé concerned. Thess instructions aiso include SMS and e-
mails received on offigial mobile telephcnes which also should be

- replied to promptly and on priority;

{xiii} Al Mintstrles!i)epartmants may ensure that . ihe powers of
Members of Parllament/State Laqrstammenﬂms ,
of commilitess under various Centraﬂy SponsorediCentral Sector
m are clearly aﬁﬁﬁemwmmj———

(xiv} A Government servant should- not approach MPs!MLAs for
sponsaoring WIS Individual case as bringing or altempling t@ bring
ﬁatt:cal or non-officiat or gther outside influence is prohibited under
th& conduct Rules e.g. Rule 1B of the Allindla Servica (Conduct) Rufes,
1568 and Rule 20 of the Central Civil Services (Conduct) Ruies
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7. _An‘y' violation of relevant Conduct Rules-In this regard;\

er due enquiry w!li render the G .:e_rnrnent serVant-

{c A 'Subra' anlan)
Joint Secretary tothe Government of lndla-

Td

. All the MinistriesiDepariments of Government of lndia:

‘Capy tl@;'

Presldents Secretarial Vice Pres!dents Secretarrat

PMOICabinet Secistarlat,

Comptrollér and Auditor Generalof indla.

UFSCISSCILESNAANSTMICVCICIC.

Lok Sabha Secretariat! Rajya Sabha Secretariat.

All.Officers!Sections In Minlstry-of Personnel, PG & Pensson

NIC; DOPT-please upload this OM on this Departmsnt s website,
Oopy also to:

Chief Secretanes of all States /| UTs with a request to circulate these
instructions to all ‘State Government officlals at the StalelDMsion and
District leveis and to perrodlcarty review implementation,. '

(GA. Stbramanian)
Joint Secratary to the Govertiment of India
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[Jear Chief Secretary, _ s

You would be aiware fhat guile

i ning official dealings. between:
arliame

ion and Meisbets of Parliamoent siid Seate tuies liave been issued by
e Ministey of Personnel, Public Grievarce and Pensions. However, keeping in view
certain instances of occasional nom-observanve of theabove _gt,;__iafe-lfnes, the Committee of
Privifeges of the 1ok Sabha recoiimerided corsofidation aad witemtion of thié ‘existing
ingtractions 6 : that all concermed are aware of the same Accordingly, revised
comprehonsive guidelines have béei isgudid liy-thiyg ﬁapértiﬁéﬁt vide Office Mamorand um
Ne, (O13/4/2011-EsteA dated 19 Decembir, 2011 Copy of this O.M. was-also forwarded
to the Chief Seeretaries of all the States/UTs vide G Tetler daled 8122011 from my
predecessor with the reguest that these instrnctions may: be citealated to all officials of the
State Gaverament tor compliante.

73 A copy of the above instructions dited 1 December; 3011 is a gaii enclosed. 1t is
ouce dgain requested that these instructions imay be civeulated t alt officials of the State
Governiment for conipliance. : ‘

3, Some Members of Parlizmenl have brought to the notice of this Department
directly or through Lok Sabha / Rejya Salha Secretariab that District tevel officials have
mt beeo showing them due regard aid courtesy. This has also Geen raised in the recent
meeling of the Committee an violation of Protocal Normig and C'rmtempltujms Behavigus
of Guvernment Officers with Members of Lok Subba coustituted by the Eon'ble Speaker,
it is, therefore, advised that implementation of thie above méntioned instruclions dre to be
periodically reilerated and reviewed in the Conference of District Mapistrates / Collectors
anu Superinlendént of Police of yuur States / UTs - B

4. You may please issue necessary divections (o the district level afficers and send a
copy o this Department for its onward Lansmission lo the Lok Sabha Secretariat, as
desired by them.

With regaids,

Yours sincerely,

. C. (f’fmﬂgfaﬁ
( ng I‘\[D'—}-r\{_‘\) ' ' v ‘
Chief Secretaries of all States / UTs
{: AS Jerc ﬁ!‘gj‘ )
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5l bi!l'l]'d;yv Kothari; Sevretary, e Admnistrative Heforms: and Fubilic Grievances; Sacdar

Pavel Blrawan, Hew: {)elht wnh ihe ;r.quesL to ke it as one of Lhe Agenda lkems for
:hsus&.smb i e Al ‘ Hi
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