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

10T/ 141

North Block, New Delhi.
01* December, 2011

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

v Reference is invited to the guidelines concerning the official dealings
between Administration and Members of Parliament and State Legislatures
which were issued by the Cabinet Secretariat (Department of Personnel and
Administrative Reforms, in the O.M. No 25/19/64-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 Ministers in this regard vide D.O letter dated
5" May, 2011, requesting that a mechanism may be set up to periodically
monitor progress in disposal of references received from Members of
Parliament.

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

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

MM hamhars of Parliament -

Communications received from a Member of Parliament should be
attended to promptly. L5 it itk d
(2) Where a communication is addressed to a Minister or a Secretary
to the Government, it should, as far asgracticable, be replied to by
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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, Financial
Institutions (including nationalized banks) Division/Branch in
charge in a Ministry/Department/Organization, it should be replied
to by the addressee himself. In such cases, care may be taken to
ensure that wherever policy issues are involved, approval of the

- competent authority is obtained 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) Information 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 Parliament, it should be
ensured that the letter 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 casas 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 that too in a polite letter form only.

Prompt response to letters received -

(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 or 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) If any 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)
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le, 1968 and Rule 3-A of Central Civil Service (Conduct) Rules, 1964 which
provide as follows:-

apeg uld

courteous manner and shall not a latory tactics in his dealings with the

Every member of the servigg miggiin the discharge of his duties actin a
cfup
public or otherwise. Ao

Hes

The existing instructions are hereby appropriately strengthened to
emphasize the basic principles to**B&"borne in mind by the Governmentuneubisso
servants while interacting with the Members of Parliament and State
Legislatures. These are as follows :- i
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(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 the State
Legislatures may have to say, the Government servant should always
act according to his own best judgment and as per the rules;

(iii) Any deviation from an appointment made with a Member of
Parliament/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
receive 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 media 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 these 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



-4~

matter of detail, however minor it may be. It should especially be
ensured that:--

(a) intimations regarding public meetingsffunctions 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
officer/official 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 Secretariat 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 so supplied should be specific and answer the points
raised. A soft copy of the information should also be sent to the
Member via e-mail;

(ix) Iif the information sought by a Member of Parliament cannot 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 Parliament 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 Enalish
translation should also be sent along with the reply for the convenience
of such Members of Parliament from non Hindi speaking areas,

(xi) References from the Committees of Parliament must be attended to
promptly;

{xii) The officers should not ignore telephonic messages left for them by
the Members of Parliament/State Legislatures in their absence and
should try to contact at the earliest the Member of Parliament/State
Legislature concerned. These instructions also include SMS and e-
mails received on official mobile telephones which also should be
replied to promptly and on priority;

(xiii) All Ministries/Departments may ensure that the powers of
Members of Parliament/State Legislatures as Chairpersons/ Members
of committees under various Centrally Sponsored/Central 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 or attempting to bring
political or non-official or other outside influence is prohibited under
the conduct Rules e.g. Rule 18 of the All India Service (Conduct) Rules,
1968 and Rule 20 of the Central 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 officials concerned,
both in letter and spirit. Violation of the guidelines laid down on this subject
will be viewed seriously.

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.

3 SRR

(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 Secretariat.

Comptroller and Auditor General of India.
UPSC/SSCILBSNAA/ISTM/CVCICIC.

Lok Sabha Secretariat/ Rajya Sabha Secretariat.

All Officers/Sections in Ministry of Personnel, PG & Pension.
NIC, DOPT-please upload this OM on this Department’'s website.
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Copy also to:
Chief Secretaries of all States / UTs with a request to circulate these

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

Joint Secretary to the Government of India
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. Rwg: uuEe au §6e d@erdl td Uew & Ruget § fv el ed-cager - /4Rd
uftrar & aree |

THe TeEdl awr Uy Rumsl & 30Fq o9 vl & ¥ F N @A e A
Heded FAecaqul T AT & | HUeh §Hd aur Sefls gdefee Feat & @69 & 39w
AT BIER O1 U0 TR & #AFadl/famt & gaer oog w1 #0eiat & fEar &
for gog & o1 399 EEceR o) @ HEWE ¥U ¥ S O3al § | HEE Hewdl adr
T RAuret 3R el dawt & fo d@adt @ e &= § e oo goienfe Reea
T4 RFENIT UEer W & wfue & 9 ¥

2. UNEA AUl §EE Fewrdl vd Usd ¥ Rummet & dro ol F-cder & @6l
Rar-Ret @ 3R w g R o @ S @Rwvsw wREEe (fFE @ mrafas
FUR emT) T RBAE 08.11.1974 & FEied FGA A 25/19/64-FU1. (&) S fpw s1w
A | = -t & gew w9 § Fecd W @fFw 3R ufteor R & Ree
17.08.2007 & I AGT H. 11013/6/2005-F1.(F) g Gof: I o o1ar a1 | &¥He
weEdt & Wit & aome Auee @ @&l S e & e ggfa A &
uraarEt # # weEtRE guR vd ols Riead BT g §9e-we uW Awdr i o
i, s R aur R 7o &9 F o 3w dav # Raw 5 7§ 201 @ @l Aot
o o o ¢ O dug veedt @ um deHt & Puem & gl & amafe wu d Reweh
o= & e us &9 vufe v @ ey Rear mar #

3. IO WOC HeHll g gaAE Rer-BdRi & oee 7 &a & 6 A gae a7 §
FUT FEgER Hafa wnafas el @ gadr we &t T Aege & 7S |

4. FHG HoHdl & gA & ded Aues & v Fba wfRaee et wgfa A 7
AeatefEa uaue § -

HHE W F @Y UAEN —
(1) 8 FeEdt ¥ urey H@Uwvif & Sehid @1 ST 9feT |

(2) -t ¥ Reeh 3 @ @R & BT B TR @ A S aF cqaEr W S e
w@d #A  wfem, S o Feen @, grr Rar s @iRe | S #9ER fear
mmaﬁmmmmﬁm&ﬁmw fear
ST AR | LA |

y . fl, o P
& N Lat r ) AR



(3)

(4)

(5)
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(1)

(2)

(3)

5.
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S8 W 0T Hag W ey wrters, adetaE dy & suma, Redw seuet el
o AfeT) TR s/ Rsmo/dea & usrd wm/ae F vRE @ dale @ o
SHHI 3eo) U g wd R sen wiftr | 0 mmet #, Hfaew aeet #
HUHEd F SR A F Ued WEH WOHE ¥ e o WfRe | qul, aw
glafa frar s oifee 5 ~geas W BW W dWT 9w ® 3o Rar s aw
R BT &R & & 9y 9% o B g3 & " F Resar 8= ok |

AT w0 ¥ R v werg g ARl 1 guer #9 & St mifte s a9 B Oe
SH e @ F @ B 3 2 o & guar gwe # #Eh o 2 &t 58 oo s
¥ FaT o few I g |

m-mﬁmm#ﬂmmmmﬁwwﬁlﬁ-
Hfea AT ARFENCEe U AT 3AT @ oig & aifkw |

Ife el 9 o weww o oy PRl #@9 srar wRE o dem e & o 0 oy @
5, /e & aRE F s | §OOa v veE grr SeT S |

afg w% o7 Be w1 & 3wl @ for e € oar 0 @ @ 3ew, M-
A U FFEAT F 305 g T IR AT gl AEt # sTEaw ot &
FFAEA & ar A g SIS o 'mEwT | R o AR 'R e s Sen
ST FO; W Afgd T @ gl Oifer HR a§ 3 dad REw o & wo & g
=g | :

wita o3t o oy S

TG WeH, di WoFd, #egdl e i@y Jrar el o Bew @ g uld
wrER & Bw 15 R F i sfeedga fear s iR dfaeela S & e
15 B & 9w 3car B s aifiew |

el Hiead 3ecr Aoe & Ress ucaiRig & 3 30T #9ed 3¥UaT 3 e
} go=r vt & SRt § O vF Hae so v A (Tl e @) & sien den
st faEd g gafaa afta sPa & el B a 3eas seox R s d@@an
el

afe g tEr uAER dedt F frdr e o oo san & O 30 oy (vE wuae &
HieT) Fafd et @l gEar 2 gU Suged AN w Feana R s |

i er-Fdy A uarws AR Fue/frue war mewat F Avy wA-cggER o anfae

¥ | 39 " A, 3w s dar (3R Raareh, 1968 @1 Baw 3 (2%), A FR
fafaer dar (mavon) Bywad, 1964 & PuwF 37 & 3R o cam e ey ST ¥ S
Feafafag uaue ¥ .-

—?
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T & TP HEET HUS deded] & Aded A T alid & & e AR

ST HYAT AT & Y gaeR A Aeeaeny gk SE uamen |

e "ewl IR Aue Avse & wWeEdl & "I HEASaThar Rd §@AY

T FTD gRT A F W@ T e { @Al . AR A F e adAe ey
TAEERT ST Al ¥ Forge fpr I € | 3 Regar € -

(i)

(ii)

(iii)

(iv)

(v)

LAY IR B UG AR o9 Ay #vsdl & aeEdt @ RAvear ik
mmﬁﬂm:

W FAIRET # g8 3R Tow VU= Avsdl & 8T =T Fear gea
¢ wauEgds AR wen oftv wyar a1 @ gEar e, oA
AT WEN FHURT ' AW WS HUS 3cad faviw IR FaAt &
HAAR F FAT RT

HHE TEE / USA RUE Avsa & wewd & @y PuiRa frr v B
F gag # el oRada & e fMuar & wue fear ser ofer Swd
foret wewRe gl @ o= o7 §F | 399 WA &S, Fea @ oaa
AT a9 forar e |

FER, 397 Fea 3 w® o g6 sera/Rue #vsad & S8 &
Y quie: RAserar & gy 3T A#R 39e I W Rer @ & 6T wE
ST | §UE HeEdl & o & v aeglawd fpr s @ad € S9 & AR
WHR, [T THR, Y TUEAT WaR & 5l 30 F gd & aa7g
g B o & URYI ERT &R & | 5 POl A S FEEAT b ATEe TAw
& gAfa Hr cgaeyr, gren et /vyt & e Fr Fe

T FRATET §RT HATSd gede TARE d 30 89 & Tug §ey
o oRuae s ¥ 3EEREE fFar Sv | geefRe @ERE # 39 R
TG UF IRHAGES do Y cHaEdr f AT TG TH TLT F ALK &
WG GAR & ggar &7 F a9 ' & 3R0eEfEt 4 9 3w RwE &
vd #9 W 3a& fov doa & sgfa o & | Pawe &3 F gare
& for ouw v AFEEEY UF g JEaRi & Al # 385 [aa 849 &
39 WeEdl o A aifde gl wiRe Geel gaAre #d s de i gie
ORI

gz ToF T S & 5 afE ey due wery o1 RaEws 83 e @

3l el d Sem g @ o) d@@e weEr @ 34 @l e, S 3Es



(vi)

(vil)

(viii)

(ix)

(x)

(xi)
(xii)

(xiii)_

5

fAdea &7 & REd T & v vl # Awuag v @ AR fear S
i | R
I EPR gNT gATS S arell 35w A HHE WSEAT Y HET AT & ar 3§
o Ay wae @ S 5 REiE, 96y, 356 & T seafe & dag #
3¢ §Ag a Afew em aw | I off g™ fRar sie F =R o
I & Fig W A Gre g8 fhaer M vlor T F @, F e uw | T@
ot frdwe: gafa fear sme @6 -

(mEdaRe do@, FaRE & Gy § guar fuaw oEr avE grR
weEdl # sl Sl afer aifh @ e W ugw @k, g

(EHSET ERT FIAT &I urael Hr qE, Faied e/ aerfemns axr &
S AR |

dUE TSET g Uy faue it & gewat & odt fr aad aewar @
Haeg & SN wiftT au sy ukrar Rgwae & Hod suesdl &
HFER Farg TS R W Awar & &9 F iR |

TATAT Agcd & FaU F FIAT AT Hhg 9 dHel ST HAYT & O & T
I UH T U W fGu o wfkw | & o g@enm A, o0 aw Ryt @
faftree ¥ @ o @ sar ot | guar & ve wive ufa @ee & §-
A R Y A ST TifRu | ;

afg GWe HeFa gRT AP IS AT A€ A S Fehcll AT FUAT BN Her
Her RRaT S @), A 3T wfleEr ) & ey AU e Wi AR sa #
AT AT U Bl & SR B AT Fen wfew

el M weEm & uF ek & ¥ AR Saw gowmwr wffEm#, 1963 &
ol AR 3F® Jeeia gee v BT & wgER e A R Srer s
%, IR R o & & wewat fr gRow F e w 3D Agae a9 &
1Y AT FAT AMBC |

iy afafael & d@enl w g wae ar Fren @i

it @ due geal/usa Ut #vedl & weEdl i egareaia A,
ek A o aw gEay wAAT A oEdeen @ weEn wfer AR FaEfa
HHE HEEI/UsT Ui #use WeE @ Heq § Foq WU el difev |
FRffe Aada eNEal ) IS e tgraey 3R AW # W gl
AR ad=ar & YR R Fare Bz Fen aike

vl Farer/MRne g gRAWa B & deg TR gRT URIea At
Y At & aea a@fafadl & ewmsi/weEdi F w A

e
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arEel/Araraest & aftear, ¥afa Feal/ et grr wuse 3R At §u
¥ gfRenfa &r ae ; 3R

(xiv) T I FHEENY F JuA A ATFHS & uaifad R & v gae
wera/ furms & e S8 aen ok 9% 3 o g a1 R e
T TSATaF UHE A & YA AT UHIG ST, HERYT [gsmae S
Ffae ARAT Far (reRvn) Baemad, 1968 & PATH 18, deaw AW
Far (3TeRoT) Faae & w20 F ata AR ¥ ;)

6. Wl FFeAl/ A & I ARG A & IRy B s ¥ B sude W
Rrgredt AR gt @ W WA ERT qUt ®U @ aree R s | RiRe
fean-REet & oo @ Fishar & B s |

7. 39 HAY F WG IRV RAIAGH # Ieoua, S FART FA9-usara we Bg
BT ¥, RS drel Hafid W) AUl @ #HRG §o & v SFRar
ST FATTA | '

r
2 S A
(H. . aHUTA)
HRE WK & Tgad afag
ar #
HRA TR & g FFerg /faumr
ufa ofta -

1. Tegufa wRaeg/su asgufa aRaes

2. UuE FNr sEtea/Awvse wRaew

3. WRA & AT iR FAeeEades

4. TG SR Qa1 AT/ HAAR TAA AT/ TEIGL AT T AT
Hepreaft/ afaray afderor R uay TTUE/ FeS WdhdT AT/
P e AT

5. |l AT TG /s AT FRae

6. @I, dles R aan dere se & @ A/ g

7. wANEH, wffe R ufeor R{Eer - guar @ e Jug @ e
& daETET W HUAS B |



e ot ufy ofRg .
i g/ Ee T e & gy wREl 39 iy wRa o st @
TST/999T HR oo &R F g0 59 weR ¥ FHaiat #& oRmrea e s
IR Fafe §0 7 Faeaaa f geier i o | -2%
P2RSFTG)
(€1, T. HeHvaE) -
AR AR & FIaa afag





