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INDIAN COUNCIL OF AGRICULTURAL RESEARCH
KRISHI BHAWAN: NEW DELHI

F. No. GAC-21-75/2018-CDN Dated the | 3 November, 2018

ENDORSEMENT

Ministry of Home Affairs, Government of India, New Delhi has issued instruction No.
26012/02/2018-IPS.II dated 5.10.2018 regarding Observance of proper procedure in Official
dealings between the Administration (IPS officers) and Members of Parliament and State
Legislatures and Department of Personnel and Training, Ministry of Personnel, Public
Grievances and Pensions, Government of India, New Delhi has issued O. M. No 11013/4/2018-
Estt.A.Illdated 11.10.2018 regarding observance of proper procedure in official dealings between
the Administration and Members of Parliament and State Legislatures. The above mentioned
instruction and O.M. are being uploaded on the ICAR website www.icar.org.in and

e-office for information. o
/ﬂli‘/

2/11),8
(Ajai Verma)
Under Secretary (GAC)

Distribution :-

1. Directors/Project Directors of all ICAR Institutes/National Research Centres/ Project
Coordinators/Coordinated Research Projects/ATARIs/Bureaux for information and
compliance.

All Officers/Sections at ICAR Krishi Bhawan/KAB — I & II/NASC

Secretary(SS), CJSC, CSWCRTI, Dehradun.

Secretary(SS), HISC, ICAR.

Sr.PPS to DG, ICAR/ PPS to FA (DARE)/PPS to Secretary, ICAR

Media Unit for placing on the ICAR website.

Guard file/Spare copies
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CONFIDENTIAL

No. 26012/02/2018-IPS.||
T Government of India/Bharat Sarkar
2S5 7719+ Ministry of Home Affairs/GrinMantralaya
‘L’__ a{ " _ kR
s ( “@ North Block, New Delhi

Dated, the 5’|}\October‘ 2018
To,

All the Chief Secretaries (as per list enclosed),

Sub.: Official dealings between the Adminisiration (IPS officers) and Members of
Parliament and State Legislatures — Observands of proper procedure - Reg.

Sir,

| am directed to refer to the subject and to say that 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/ Depariments of the
Government of India or the State Governments, or make suggestions for their
consideration or ask for interviews with the officers.

2. In this connection, the DoP&T vide its OM No. 11013/4/2011-Estt. (A) date
01.12.2011 (copy enclosed) has prescribed the guideiines on “Oiicial dealing
between the Administration and Members of Parliament and State Legislatures —
Observance of proper procedure”. The said guidelines have been reiterated by ths
DoP&T vide its D.O. dated 09.10.2012 (copy enclosed) and OMs dated 19.11.2014
and 07.02.2018 (copy enclosed).

3. In view of above, it is requested to bring the DoP&T's aforementioned
guidelines dated 01.12.2011 in the knowledge of all the IPS officers working under
the respective State Governments for strict compliance.

Encl.: As above

Yours faithfully,

4
(Mukesh Sawhney)
Under Secretary to the Government of India

Tele: 011 2309 4538
Copy to (for similar action):

1. All Ministries/ Departments of the Government of India (as per the standard

list)

2. Joint Secretary, UT Division, MHA, North Block, New Delhi — in respect of
AGMUT cadre. a

3. All CPOs (as per list enclosed) W \ &

¥
\0O WY
4. All CAPFs (as per list enclosed) 8" S
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LIST OF CHIEF SECRETARIES

The Chief Secretary, Government of Andhra Pradesh, Hyderabad
The Chief Secretary, Government of Assam, Dispur, Guwahati
The Chief Secretary, Government of Bihar, Patna

The Chief Secretary, Government of Chhattisgarh, Raipur

The Chief Secretary, Government of Gujarat, Gandhinagar

The Chief Secretary, Government of Haryana, Chandigarh

The Chief Secretary, Government of Himachal Pradesh, Shimla
The Chief Secretary, Government o Jammu and Kashmir, Srinagar
S. The Chief Secretary, Government of Jharkhand, Ranchi

10. The Chief Secretary, Government of Karnataka, Bengaluru

11. The Chief Secretary, Government of Kerala, Thiruvananthapuram
12.The Chief Secretary, Government of Madhya Pradesh, Bhopal
13. The Chief Secretary, Government of Maharashtra, Mumbai
14.The Chief Secretary, Government of Manipur, Imphal

15.The Chief Secretary, Government of Meghalaya, Shillong

16. The Chief Secretary, Government of Nagaland, Kohima

17.The Chief Secretary, Government of Odisha, Bhubaneswar

18. The Chief Secretary, Government of Punjab, Chandigarh

18. The Chief Secretary, Government of Rajasthan, Jaipur

20. The Chief Secretary, Government of Sikkim, Gangtok

21. The Chief Secretary, Government of Tamil Nadu, Chennai
22.The Chief Secretary, Government of Telangana, Hyderabad
23.The Chief Secretary, Government of Tripura, Agartala

24.The Chief Secretary, Government of Uttarakhand, Dehradun
25.The Chief Secretary, Government of Uttar Pradesh, Lucknow
26.The Chief Secretary, Government of West Bengal, Howrah — 711102
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LIST OF CPOs

Director, 1B, North Block, New Delhi

Director, CBI, North Block, New Delhj

Director General, Bureau of Police -Research & Development, NH-8,
Mahipalpur, New Delhi '
Director, NCRB, NH-8, Mahipalpur, New Delhi - 110037

Director General, NIA, CGO Complex, Lodhi Road, New Delhi — 110003
Director, Sardar Vallabhbhai Patel National Police Academy, Hyderabad
Director, North Eastern Police Academy, Shillong

Director, NICFS, Rohini, New Delhi.

Director General, National Disaster Response Force, NDCC-I] Building, Jai
Singh Road, New Delhi — 110001

LIST OF CAPFs

Director General, BSF, CGO Complex, Lodhi Road, New Delhi — 110003
Director General, CISF, CGO Complex, Lodhi Road, New Delhi — 110003
Director General, CRPF, CGO Complex, Lodhi Road, New Delhi - 110003
Director General, ITBP, CGO Coh‘]piex, Lodhi Road, New Delhij — 110003
Director General, NSG, Mehramnagar, Palam, New Delhi - 110037
Director General, SSB, East Block -V, R. K. Puram, New Delhi



F.No. 11013/4/2018-Esti.A-1l]
Government of India
Ministry of Personnel, Public Grievances and Pensions
' Department of Persannel & Training
Establisnment Division
' North Block, New Deihi
Dated 7% Februarv. 20

OFFICE MEMORANDUM

Ciwgbjcci: Official dealings between the Administration and Members of
‘ Parliament and State legislatures - Observance of proper

procedure.

The Members of Parliament and State Legislatures,
representatives of the people, cccupy a very important place
Sa-t—up. In connection with their durties,
informavion from the Ministries/ Depar
the State Governments, or make sugges
interviews with the officers.

as the accredited
In our democraric
hey often find it necessary to sesk
nts of the Government of Indi

S

m
=

G

for their consideration or ask for

1

"
s
Members of

Ministry of Persor

ciispcsal

irom fime o time,

M-008&rvancs

2 of Privileges of the Lok Sabha

Estt.{A) daied 1 J
(P)’s D.O. No. 110}

dated 9™ Qctober, 2012 and O.M. No.
20104 reitera

icony enclosed)
(A}

ting the said instructions are
also enclosed for ready reference.

3. The Committee on Viclation of Protocol Norms and Contempruous
Behaviour of Government Offic Sabha in its Second
Report tabled in rhe Lok Sabha on 2.01.2018 has recommended that ihe
consolidated instructions/ guidelines on Official dealing between the
Administration and Member of Parliament and State Legislature should stricrly

be complied by all the Government servants, both in letter and spirit.

»

The Committee on Violarion of Protocol Norms and Contempluous
Behaviour of Government Officers with Members of Lok Sabha in Paragraph 4
of its Third Reportitabled in the Lok Sabha on 4.01.2018 has recommended
discouraging and ' desisting the State Governments to . involve Private
comgpanies/ agéz?'_cies in organizing/ sponsoring functions which
essentially fall under the domain of State Governments.

3
>



- 5 All Ministries/ De

13°
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gparimenits are reanested 10 ensure that the ab OVE Dasic

insiructions are followed by all officials cencerned, both in leiier
iaid down on rthis subject will be vie

principles and
'3
and spirit. Violation of the guidelines

SeTIONS! Y.

uested 10 circulate these

a) Chief Secretaries of 2l Srates/ UTs are requ
mstructions o 21l State Government ofﬂcaai: at the State/ Division and District
levels and to periodica Ny review implementarion.
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- FNo. 11013/2/2612-Bsti A

Government of ndia
Ministry of Persoansl, Public G

Department of Personnel & Traini

jrievances and Pensions
ing

Estzblishment Divigion

Subiect: Officia!

The Mambers of Parlizment and
peopie’ cwun’;f T
they often find i necessan
Governmen: of Indie or the fmments, or make suggestions f‘ o1 their considerstion or esk

or interviews with the officers,

State Legislatures as the sceradited represeniatives of the
i our democratic set-up. In coz*:ecfmr with their duties,
o ssek in m-mat}-“n from the Min
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4. The Commi \ v of Protoeanl
Geovernment Cificer Members of Lok Sabh
also felt that the ¢ on:mda ed insiructions/ c-wfe ine
Training (DoPT) on 1 B=cember 20ilo

i
S0 Gu Cl.ﬂ;}
of Parliament need to be 2gain circuiated to 2l con

ttee
1!

:
cerned

cutive Ft_ﬂ t'EO"cT' &s.

5. - All Ministties/ B Lepeniments are regussted
instructions are fc”ow::d by

3 all officizis conc
guidelines faid down on th subject will b

0 ensure that the above basic princin!
erned, both in letter in spirit, VlG!:Llun

Gf
¢ viewsad sericusly.

6. Chief Secretaries ofall ‘S*“Eecf UTs are requested to circulate these instn uctions {o ail Stais

Govem_mcn-. officiels at the State/ D:vwon and District levels and to pcnodzcal!y [Eview
- implementation.
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Government of Indis
Hinletry of Personnel, Public Grisvencses end Pensions
(Deg&rtmemc- Pereoanat and Training)

Barth Biock, New Daihi.
01" December, 2645
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Sublect: Officlat dea irga betwean the Administrstion and Members of

13
. Parliament and Stals Logisletures - Obssrvance of oroper

prooadure,

The Mambers of Parliament and Siate Legisiatures as the accrediied
Tepresentatives of the people ﬁcc upy 2 very imporiant plsce in our
demoorztic set-up. In connecHen with their cutlies, they ofien find it
necessiry to sesk enmrmatacn rom ths HMinistriesDepariments of the
Government of India or the Siate Covernments, or make ‘-ELQQEQL‘GE‘S for thei
consideration or ask for interviews with the officers. Cerizin well-recognized

rinclpiss and conventions o govern the relations betwaen the Bambass of
F-‘a flament/ State Legielsturss and Qovernment servan fs have sirzady Bssn
‘established,

"l.'.J
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cgated 17.08.2087. The orovisi
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Frccede-rc regarding prompt disnoss! of communt S
peen reiterated by the Eapaﬁmem of éé“‘aiwstr ‘*v

Griev&nces. The Hin

fig

ste : onnsi, Publis ='_"; gvances and

ensicns has also "‘-‘Ftt“ :n to atl Minlsters in this sgard vide D, 0 stisr datad
-Eh " L .

Way, 2091, requesting thet 2 meshanism may be sel up to pericdicelly
mamtc;r pmczr:ss M dispossl of rafersnces recelved from tembers of
?auﬁ'a-ucn’:_

3. Ecme instznces of non- adhersncs to the sxisting guldelinegs have basn
orought to Government'e stiantion 'w Mambers of Paﬁsﬁmem e g’ & nead has
been feit for again sensitizing a!l administrative sutherities co rried.

£,

The Central Ssoratarizt Hanust of Cffice Procadus

€ prov vides followin
instrustions for prompt disposat of istters from &

embsrs of Parilament:-
Correspondence with Membere of Parilament -

(1) Communications recaived fmm a ﬁf*e-n
atiended to. promptly.
(2) Where & communication [s addresses
- to the Government, it sho

er of Pariia ment shouid be
to a Minisisr or 2 Seor etary
I4, as far 2s practicabls, bo repiied to by
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the Minister or the Seorstary himsslf 2¢ the case may be. Where it =
is not practicahie for the Ministar to reply, a reply
be issued undsr ths signaturs of 24 officerof the r
to the Government o
3) Whers 2 communication is addrsssed o the head of an a_’rtacﬂ,aa
ar subordifate offtce, Public Sector Undeﬁak&ngs, Financlzl
Institutions Uncluding nationaiized banks) Dévis@qmaranca_ in
charge ina Mér&ésiryiaepartmeﬂb‘f}'rganizaiion, it should be replied
o by the addressea himssif, ta 8UCIT cases, cars may be ‘ﬂk.gz? to
ensure that wharever policy issuss are Invoived, approval of ¢ )
Competent authority is obtalned before 3 reply is sent. it shouid,
howayer, ke SAsured that the minimum level at which such Fenlias
are sent fn Member of Parliamant is that of Under Secratary and
thatzlsaina polite letter form Gaiy.
{2} informatian Sought by 2 Membar of Parliament should be supsiied
unless it Is of such z nature id havs been denisd fo him,
if similar Information had baen scught i
{5) Whit= Corresponding with Mempars of Parilament, it shouid be
Snsured that the tstisr iz isgibis. Pre-printed or Sycslostyled
replies should ks Scrupulousty avoiden
(&) fncase g raferance ¢ £
to a Kinlster op &‘-ecre—tary, i
the coneesrnzg Divisional Hazd 2

S2cretary of faf.inéstrfme'-as-‘me
- k. =

should normaliy
ank of Secrsizry
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ddressed i = lowsr teyvel Gilesr,
== ¥ the officer an his own in
bzl gpprove!l of the highar
8 2is8, i may be Easured that the.
Bly is seat iz that of an Undsr
€ isiter form Sy,
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(ly Ezeh Semmunication received from ih

e Membher of Parlizment, 2
member of the pubiic, 2 Fecognized associstion Or & public body
wHE be acknowledgss within 15 days, followeg by & reply within the
Next 15 days of acknowledgemeant sent.

A B TR I AL

(2) Whers a gslayis reply, or whers the
Information has o bs obiained from Bnother Minfstry &f snother
office, 2n interim Fepiy may be sent within 2 month {fromthe gdata
of receaipt of the sommunlcation) Indicating tha passible dats by

which'a finat Feply can he given,

rticipatad in eanding = finz

g

(3 if any such com munication Is wrg ngly addressed to a department,
it should he transfarred Bromplly (within a waak} ta the
appropriate department under intimation to the party conserned

5. The aforesaijg guldelines ziso Covar Offiglzg
Administraticn and ° Membars of Parliament /Stata te
context, attention is aisc inviteg

Gealings bstwsen

Gislatures, in this
to Rule 3{2A) of All Incia Service (Conduct)
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Legislatures, Th

Rule, 1288 and Rule 3.4 of Ceniral Civii Sarvice {Conduct) Rules, 1264 whiah
provide as follows -

Every msmbar of &
COuriecus mannsar ang shaftn

The existing instrucHsons afe heraby appropriately sirengthenag to
emphasize the basic principies o be borne in ming by the Governmant
sefvants while tnieracting with ks Members of Parliament ang Siats
=B are as foliows -

{t; Govern

T £
Members of

S ? Gt
Parliament and State Usgisiatures

,_\,‘.

i) while the Covernment servants should considsr carefully or listan
Ratiently to what the Membars of Parlizment ang of ths
.egisiztures may hevs o &gy, the CGovernmont Bervant shouid shy
el aceording to hic own best fudgment and 2= per fhe ry

213

m

fze;
(8} Any devistion from a
Pariizment/Siata

==

t appointment made with
Legisleture must £

=S prompty exslzined ta hhmy o
BVeid 2ny pessibis nechvarsisncs. Frash appe ntment should be fixed
in consuitation with Bime

e &y
comfort ' ram PUBHE funcllome asd proper
ardar of seating on the dzig ghould bs made e HMembsere keeping In
view the fagt that they 2pRear above officers of the renk of Sceratzrizs
to Government of ndiz in the Warrsnt of Precedencs; The fvitation
cards and media Svents, ¥ organized for e function hsld in the
constitusney,

may inciuds th nrames of ths &

i embers of ihat
censtitisney whao haye 8

Confirmed participation in thess funciicns.
it is clarifled that if e onstituency of any Member of
Spread over mors than cne Digtrict, the M.P shoutd Enwrz‘anéy b
o =il tha functions hetd §

"t any of the Districts which &7e part of histher
constituency;

{vi) Where 2ny mesting conveneg by the Covernmentis to be 2
by Members of Pariéameni, Special cars should be taken to se2 that
notice is given to them i good dme Fegarding the date, time, venue ete.
of the mesting. i should alse be ensured thet thers is no slip in any

Hended
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matier of detall, howaver ming
ensured that—

. o L
r it may be. It should sspecially be

of intimation by the M.P
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STcernanialal oohRcerneg;

(vil} Lettars from Bambars of Pari

@ment and Membsrs of Stats
Legislatires must be promptly acknowledaed, and a r@%y‘sam aié an
apprepriats isvsl expaditousiy as par the relsvant provisions of the

O 14—

Central Ssoretariat Manual of Offlos Bro
(vitiy Information or st
must be furnished ia the ¥Ps ans Mi{As

ECHC ang a2nsy

mider of Pariizment cannot bs
frem z higher autherity shoulc
ning the information should be
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(i} Referan
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(xH) The officers should fiot ignore taleshonic messages left for tham by
the Members of Parliament/Stats Legisiatures in their 2bsense and
ehouid try ig tontact at the sarfisst the Member of ParlizmsniSiate
Legisizture Soacerned. Thass instructions zjso include SMS a2ad =
mealls received gon oificial mablie +

1
1]
gl
g
.

telephonss which alsc should &z
i

¢ prompeily and on pricrity;

(xHi) A ﬁinistr!esﬁﬂspartmen’se mMEY ensure thet the cowers of
Members of Parliamen¥State Legisiatures as Chalrpersons/ Members
of commitiess under various Centraily SponsoradiCentral Sep
government schemes ars cleariy

and adsguately definsd; and

{xivy A Gevernmant servani should npot 2pproach BMPs/MLAs sor
SPonsoring his individual sase as bringing or attempting to bring
palitical or non-officiat or other outside infivence is pronhibited undar
the conduct Rules 2.g. Rule 18 of the Al India Service {Cenduct) Ruies,
i288 and R

ute 20 of ths Central Ciyii Services {Condust) Rulss.
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D O.No. Li§13/4/2011 sy A B
e 73 Misra

Hig

r':?ec:;'é}!ary .
Iele 23094848

v 23092085 T
Fas 23084500

AND FE MN3ION

NORTH BLOCK, ey DELHI - 1900 i

Wabss’fa : h{ip.‘h‘pe"sm?-‘*
9% Octobe

Dear Chief Secretur

Adminisiyag on and
the Ministsy of ¢

3 I 5 and Pensiong. Flowever, Leer 2 i view
CErtain instances fvance of the zhove guidelines, the Commities of
Privileges of the Sa Behded consolidation and reije, f
nstructions s et all Concemed arp AWaETe of phe

cemprehensive
N:’a._i"Ei]'i."i,"i_l}',?{l'f'i
to the Chi

arifament hav, bro

e
Jlt‘uclj}f or thir ;
nod beep showing +
Mezeling of the
of (’31_:1#(:1’;1&‘:15-:‘5&

-

It is, t.herefure, gdvised thay;
Perivdically reilerate

i
and Superintenden; f

You Hlay please fssue
COpy Lo this Department 5

or
desired by them.

With regards,

Yours s incerely,

R

. PE Misra)
' : |
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Chief Secretariés of all States / UTs
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F. No. 11013/4/2018-Estt.A-III
Government of India
Ministry of Personnel, Public Grievances and Pensions
* .oy - Department of Personnel & Training
o ¥ Establishment Division

*hkkkkd

L 7aol,
00 Oy NS PR North Block, New Delhi
RSN Y] (1) 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 1st 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.

4, Hindi version will follow
2y

(Nitin Gupta)
Under Secretary to the Government of India

Tel: 011-23040264
Encl: As above.

&
1.~ All Ministries / Departments (as per standard list) \& ‘ y(

2. Chief Secretaries of all States / UTs (as per standard list)
o
Copy to: 8 V‘)\‘x“ \‘\_T-\ L

Secretary, Ministry of Home Affairs, North Block, New Delhi - with the request
to‘tgke 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).
o moMg i
(D) . Plecnre “ee 6-rr.fn{,=z.'

5= « Dg(s&_h) . ,;"i:'f.ﬁ/;g,m,,g
T [y DR Ty




F. No. 11013/4/2018—EStt.A—HI
h Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training

Establishment Division
North Block, New Delhi
Dated 7% February, 2018

OFFICE MEMORANDUM
Subject: Offieial dealings between the Administration and Members of
parliament and State legislatures - Observance of Pproper

procedure.

The Members of Parliament and State Legislatures, as the accredited
representatives of the people, oCCUPY & 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, O make suggestions for their consideration or ask for
interviews with the officers.

5 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 guidel'mes, a 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.(ﬂ) dated 9th 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 of Government Officers with Members of Lok gabha in its Second
Report tabled in the Lok Sabha on 4.01.2018 has recommended that the
consolidated instructions/ guidelines on Official dealing petween 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 Contemptuous
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.



e .’
A
;

§ (5. All Ministries/ Departments are requested to ensure that the above basic
7 principles and instructions are followed by all officials concerned, both in letter
jf * and spirit. Violation of the guidelines laid down on this subject will be viewed
J 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. _
W\%

e
(Nitin Gupta)
Under Secretary to the Government of India
Tel: 011-23040264

Encl: As above.

o 0

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. 11013/2/2012-Estt.A
Government of India ;
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training
Establishment Division

North Block, New Delhi
Dated November 19, 2014

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 & very important place in our democratic set-up. In connection with their duties,
they often find it necessary (0 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, 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.0. No. 11013/4/201 1-Estt.(A) dated g October, 2012 reiterating the
said instructions is also enclosed for ready reference.

3. The Committee on Violation of Protocol Norms and Contemptuous Behaviour of
Government Officers with Members of Lok Sabha 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 relating to official dealings issued in this regard between the
Administration and the Members of Parliament.

4. The Committee on Violation' of Protocol 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 Members
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 yiewed 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 10 periodically review
Wl
o

implementation. ™M

{J Vaidyanathan)
Director (Establishment)
To
|. All Ministries / Departments (as per standard list)
9. Chief Secretaries of all States / UTs (as per standard list)

&




No. 11013/4/2011-Estt. (A)
Government of India .
Ministry of Personnel, Public Grisvances and Pensions
(Department of Personnel and Training)

North Block, New Delhi.
01* December, 2011

QFFICE MEMORANDUM

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

The Membars 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 dutles, 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. Certain well-recognized
principles and conventions to govern the relations between the Members of
Parliament/ State Legislatures and Government servants have already been
established.

2. Reference is Invited to the guidelines concerning the official dealings
between Administration and Members of Parllament and State Legislatures
which were issued by the Cabinet Secretariat (Department of Personnel and
Administrative Reforms, in the O.M. No 25/18/64-Estt. (A) dated 08.11.1974).
The importance of adherence to these guidelines was reiterated in the
Department of Personnel and Training’s O.M. No. 11013/6/2005-Estt. (A)
dated 17.08.2007. The provisions of the Central Secretariat Manual of Office
Procedure regarding prompt disposal of communications from MPs have also
been reiterated by the Department of Administrative Reforms and Public
Grievances. The Minister of State for Personnel, Public Grievances and
Pensions has also written to all Minlsters in this regard vide D.O letter dated
5" May, 2011, requesting that a mechanism may be set up to periodically

maonitor progress in disposal of references received from Members of
Parliament.

3. Some instances of non-adherence to the existing guldelines have been
brought to Government's attention by Members of Parliament and a need has
been felt for agaln sensitizing all administrative authorities concerned.

4 The Central Secretariat Manual of Office Procedure provides following
instructions for prompt disposal of letters from Members of Pariiament:-

Corraspondence with Members of Parllament -

(1) Communications recelved from a Member of Parliament should be
attended to promptly.

(2) Where a communication Is addressed to a Minister or a Secretary
to the Government, it should, as far as practicable, be replied to by




il

the Minister or the Secretary himself as the case may be. Where it
is not practicable for the Minister to reply, a reply should normally
be issued under the signature of an officer of the rank of Secretary
to the Government.

(3) Where a communication is addressed to the head of an attached
or subordinate office, Public Sector Undertakings, Financlal
Institutions (including nationalized banks) Division/Branch in
charge in a Ministry/Department/Organization, it should be replled
to by the addressee himself. In such cases, care may be taken to
ensure that wherever policy lssues are involved, approval of the
competent authority is obtalned before a reply is sent. It should,
however, be ensured that the minimum level at which such replies
are sent to Member of Parliament Is that of Under Secretary and
that also in a polite letter form only.

(4) Informatian sought by a Member of Parliament should be supplied
unless it is of such a nature that it would have been denied to him,
if similar information had been sought in Parliament.

(5) While corresponding with Members of Parllament, it shouid be
ensured that the lstter is legible. Pre-printed or cyclostyled
replies should be scrupulously avoided.

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

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

Prompt response to letters recelved -

(1) Each communication received from the Member of Parliament, a

member of the public, a recognized association or a public body

will be acknowledged within 15 days, followed by a reply within the
next 15 days of acknowledgement sent.

(2) Where a delay is anticipated In sending a final reply, or where the

Information has to be obtained from another Ministry of another

office, an interim reply may be sent within a month (from:the date

of receipt of the communication) indicating the possible date by
which a final reply can be given. :

(3) Ifany such communication is wrongly addressed to a department,
It should be transferred promptly (within a week) to the
appropriate department under intimation to the party concerned.

5. The aforesaid guidelines also cover Official dealings between
Administration and Members of Parliament /State Legislatures. In this
context, attention is also invited to Rule 3(2A) of All India Service (Conduct)

e
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Rule, 1868 and Rule 3-A of Central Civil Service (Conduct) Rules, 1964 which
provide as follows:-

Every member of the service shall in the discharge of his duties actina
courteous manner and shall not adopt dllatory tactics in his dealings with the
public or otherwise. '

The existing instructions are hereby appropriately strengthened to
emphasize the basic principles to be borne in mind by the Government
servants while Interacting with the Members of Parllament and State
Legislatures, These are as follows ;-

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

(i) while the Government servants should consider carefully or listen
patiently to what the Members of Parliament and of tha State
Legislatures may have to say, the Government servant should always
act according to his own best judgment and as per the rules;

() Any deviation from an appointment made with a Member of
Parllament/State Legislature must be promptly explained to him to

avoid any possible inconvenience. Fresh appointment should be fixed
in consultation with him;

(iv) An officer should be meticulously correct and courteous and rise to
recelve and see off a Member of Parliament/State Legislature visiting
him. Arrangements may be made to receive the Members of Parliament
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 vehicles of the
Members to these Offices subject to security requirements/restrictions;

(v} Members of Parliament of the area should invariably be Invited to
public functions organized by a Government office. Proper and
comfortable seating arrangements at public functions 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 Government of India in the Warrant of Precedence; The invitation
cards and medla events, if organized for the function held in the
constituency, may 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 Parliament is
spread over more than one District, the M.P should invariably be invited

to all the functions held In any of the Districts which are part of his/her
constituency;

(vi) Where any meeting convened 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 date, time, venue etc.
of the meeting. It should also be ensured that there Is no slip in any
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matter of detail, however minor it may be.

It should especially be -
ensured thati-- * ¢

(a) intimations regarding public meetings/functions are sent
through speedier communication devices to the M.Ps, so that
they reach them well in time, and

(b) that receipt of intimation by the M.P is confirmed by the |
officerlofficial concerned;

(vii) Letters from Members of parliament and members of State
Legislatures must be promptly acknowledged, and a reply sent at an
appropriate level expeditiously as per the relevant provisions of the
Central Secretarial Manual of Office Procedure;

(viii) Information or statistics relating to matters of local importance
must be furnished to the MPs and MLAS when asked for. The
information 8O supplied should be specific and answer the points

ralsed. A soft copy of the information should also be sent to the
Member via e-mall;

{ix) If the information sought by a Member of Parliament cannat be
given and Is to be refused, instructions from a higher authority should
be taken and the reasons for not furnishing the information should be
given in the reply;

(x) Wherever any letter from a Member of parilament is in English and
the reply is required to be given in Hindi in terms of the Official
Languages Act, 1963 and the rules framed there under, an English
translation should also be sent along with the reply for the convenience
of such Members of Partiament from non Hindi speaking areas,

{xi) References from the Committees of parliament must be attended to
promptly;

(xii) The officers should not lgnore telephonic 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 parliament/State
Legislature concerned. These instructions also include SMS and e- ,
mails recelved on official mobile telephoneas which also should be |
replied to promptly and on priority;

(xiii) Al Minlstrlastaparments may ensure that the powers of 1|
Members of parliament/State Legislatures as Chairpersons/ Members
of committees under various Centrally Sponsored!Centr'a'l Sector
government schemes are clearly and adequately defined; and

(xiv) A Government servant should not approach MPs/MLAs for
sponsoring his individual case as bringing oF attempting to bring
political or non-officiat or other outside influence 16 prohibited under
the conduct Rules @.g. Rule 18 of the All India Service (Conduct) Rules,
1968 and Rule 20 of the Central Civil Services [Conducl‘; Rules.
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6. All Ministries/Departments are requested to ensure that the above
basic princlples and [nstructions are followed by all officials concerned,
both In letter and spirit. Violation of the guidelines lald down on this subject
will be viewed serlously.

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

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

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

Presidents Secretariat/ Vice Presidents Secretariat.
PMO/Cabinet Secretarlat.

Comptroller and Auditor General of India.
UPSC/SSC/ILBSNAA/ISTM/CVC/CIC.

Lok Sabha Secretarial/ Rajya Sabha Secretariat.

6. All Officers/Sections in Ministry of Personnel, PG & Pension.

7. NIC, DOPT-please upload this OM on this Department’s website.

e s d —

Copy also to:
Chief Secretaries of all States / UTs with a request to circulate these

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

(C.A. Subramanian)

Joint Secretary to the Government of India
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NORTH BLOCK, NEW DELMI - 110001
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1

Dear Chief Secretary,

You would be aware that guidclines concerning official dealings between
Adminisiration and Members of Parliamenl and State Legislalures have been issued by
the Ministry of Personnel, Public Grievances and Pensions. [owever, keeping in view
certain instances of occasional non-observance of the above guidelines, the Committee of
Privileges of the 1ok Sabha recommended consofidation and reiteration of the existing
instructions so that all concerned are aware of the same.  Accordingly, revised
comprehensive guidelines have been issucd by this Department vide Office Memorandum
No. 11013/4/2011-listt A dated 1%t December, 2011, Copy of this O M. was also forwarded
to (he Chief Secrelaries of all the States/UTs vide D.O. letter dated 8.12.2011 from my
predecessor with the request that these insteuctions may be circulaled o all officials of the
State Government for compliance.

2. A copy of the above instructions dated 18 December, 2011 is again enclosed. [t is
once again requested that these instructions may be circulated to all officials of the State
Government for compliance.

3 Some Members of Parliament have brought to the nolice of (his Department
directly or through Lok Sabha / Rajya Salha Secretariat that District level officials have
not been showing them due regard and courtesy. This has also been raised in the recent
meeling of the Commiltee on violation of Protocol Norms and Contempluous Behavious
of Government Officers with Members of Lok Sabha counstituted by the Fon'ble Speaker.

Itis, therefore, advised thal implementation of the above mentioned instructions are to be

periodically reiterated and reviewed in the C onference of District Mapistrates / Collectors | '
and Superintendent of Policeé of your States / UTs .

4. You may please issue necessary dircctions lo the district level officers and send a
copy to this Department for its onward Lransmission lo the Lok Sabha Secrelariaf, as
desired by them.

With regards,

Yours sincerely,

9/(/ (P.JK. Misra)
1

( By Nogne_
Chief Secretaries of all States / UTs

( AS b ﬂt's,}“)
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Copy alongwith enclosures Lo

5h. Sanjay Kotharl, Secreldry, D/o Adnunistrative Reforms and Public Grievances, Sardar

Patel Bhawan, New Delhi with the iequest to make it as one of the Agenda items for

discussing in the Annual Chief Secretaries Conference, ;

Sy, V.R. Ramesh, Joint Secretary, lok cabha Secretariat (Privileges 8 Ethics Branch,

Partiament Llouse, New Dethiw.r.t their O M. No. 12/1/2012-CaPV dated 13.9.2012.

Sy Alok Rawal, Secretary (Coardination), Cabinet Secretarial, New Delhi &_
ndra)

¢ ' _
8{4._, (Myfiifa I
JoiiyBecretary (Eslt.)
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