No. 5/1/93-1Pol
HARYANA GOVERNMENT
POLITICAL AND PARLIAMENTARY AFFAIRS DEPARTMENT
CHIEF SECRETARY’S OFFICE

Dated Chandigarh, the 13.1 1.2018

To
i All the Administrative Secretaries to Governmentof Haryana.
ii. All the Heads of Departments,
1il. Divisional Commissioners, Ambala, Hisar, Rohtak & Gurugram, Faridabad
and Karnal Divisions.
iv. The Registrar, Punjab and Haryana High Court, Chandigarh.
V. All the Deputy Commissioners.

vi. All the MDs of Boards/ Corporations/ Public Undertaking of the State.
vii.  All the Registrars of the Universities of the State.
viii.  All the Sub Divisional Officers (Civil) in Haryana.

Subject:- Official Dealing between the Administration and Members of Parliament and
State Legislature —observance of proper procedure _reiteration of instructions
regarding.

Sir/Madam,

1 am directed to refer to Government of India, Ministry of Personal, Public
Grievances and Pensions, Depaﬁmeﬁt of Personal & Training Establishment Division
letter No. 11013/4/2018-Estt.A I datéd 11.10.2018 and to enclose copy of instructions
dated 1°' December 2011, 9" October , 2012,19.11.2014 and 07.02.2018 (These instructions
are available at website:csharyaha.gov.in in under Political Department) and to inform you
that the Committee of %iv{leges, Lok Sabha in its Sixth Report in the Lok Sabha on
20.12.2017 and Cummitt'eg:von Violation of Protocol Norms and Contemptuous Behaviour
of Government Officers wifh Members of Lok Sabha in its Fourth and Fifth Report tabled
in the Lok Sabha on 01.08.2018 has réecommended that the consolidated instructions/
guidelines on official dealings between the Administration and Member of Parliament and

State Legislature should strictly be complied by all the Government Servants.

Yours faithfully,

Under Secretary Plolitical
b

~N

CC: Senior Special Secretaries/Senior Secretaries/
Private Secretaries to All the Ministers/ State Ministers
for information of All the Minisers/ State Ministers.



\ F. No. 11013/4/2018-Esu.mn
| Government of India

Ministry of personnel, Public Grievances and Penslons
Department of Personnel & Training

Estabhshment Division Q“\_
North Block, New Delht

Dated 7™ February, 2018

OFFICE MEMORANDUM

Subject: Official dealings between the Administration and  Members of
parliament and State Jegislatures ~ Observance of proper

procedure.

The MembETS 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 1t necessary to seek
information from the Ministries/ Departments of the Government of India or
the State Governments, OF make suggestions for their consideration of ask for

interviews with the officers.

2. The guidelines concerning official dealings between Administration and
Members 0f ‘Pparliament and State Legislatures have been issued by the
Ministry of personnel, Public Grievarnces and Pensions and reiterated from time
o time. The provisions of the Central gecretariat Manual of Office Procedure
regarding prompt disposal of commun'rcations from .MPs have also been
reiterated from time to time. FOWeEVeL keeping 1N view the instances of
occasional non-observance of the above guidelines, a4 need was felt by the
Committee of Privileges of the Lok gabha for consolidating and ceiterating the
existing instructions. Accordingly, revised comprehensive guidelines were
issued DY 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—E5tt.(A] dated 9% October, 2012 and oM. No.

11013/2/20 12-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 1ts Secon
Report tabled 1N 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 0On Violation of Protocol Norms and Contemptuous
Behaviour of Government Officers with Members of Lok Sabha in paragraph 43
of its Third Report tabled n the Lok gabha on 4.01.2018 has recommended
discouraging and desisting the State Governments to involve Private
companiesl agencies in organizing/ sponsoring functions which
essentially fall under the domain of State Governments.




All Ministries/ Departments are requested to ensure that the above basic:

rinciples and ‘nstructions are followed by all officials concerned, both in letter

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

B. 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
/J\\Q‘)

. .«\E
(Nitin upta)
Under Secretary to the Government of India
Tel: 011-23040264

Encl: As above.

To O} (/
1. All Ministries / Departments (as per standard list)
5 Chief Secretaries of all States / UTs (as per standard list)
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No. 11043/42014-Estt. (A)
_Governretitoflidia _
Ministry of Personual; Publio Grisvances and Peqsions
{Departimant of Per§onnel and Tralning)

North Block, New Dalhi,
01* December, 2011
CE MEMORAND '

Subject: omcgal. dgﬂl;n_g_g' betwsen the Administration and Members of
Parliament. and State Legislatures - Observance &f proper
procedure. R o R ;

The Members of Parliament-ard Stata Legislatures as the accredited
representatives of the people occupy a very Imporfant place in our
democratic set-up. In connection with their duties, they often find it
nacessary to seek information from the Ministries/Departments  of the
Government of India or the'Stats Governments, or make suggestions for their
consideration orask for Intarviews 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 besn
astablished. S

2. Reference is invited to the guidelines concerning the official dealings
betwean Administration and Members of Parliament and State Legislatures
whichwere issued by the Cabinet Secretariat (Department of Personnel and
Adriinistrative Reforms, In the O.M:-No 25/18/64-Estf. (A) dated 08.11.1974).
The Importance of adherence io these guidelines was reiterated in the
Department of Personnel and Training’s O.M. No. 11018/6/2005-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
Grigvances. The Minister of State for Personinel, Public Grievances and
Fensions 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
Parflament. ' : i © e

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-agaln:gensitizing all admlnla_;rpﬂvé autherities concerned.

4. . The Gentral -Secrqt:arla_t.h'léndalmf Office Procedure pravides following
instructions for prompt disposal of letters from Members of Parfiament:-

Cur;e#ponda_npp with Members of Parllament -
= W ¥ Wty . i ; o e :

(1) Communications received from a Member of Parfiament should be

attended to promptly. R s

©(2) Where a commiunication is addressed to a Ministor or a Secretary

to the Government, it should, as far as practicable, be replied to by




K
\
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the Minister or the Secretary himself as the case may be. Where it
i3 not practicable for the Minister to reply, a reply should normaily
be issued under the signature of an officer of the rank of Secretary
-to the Government. i |
{3) Where a communication is addressed to the head of an attached
. or subordinate office, Public Sector Undertakings, Financial
' |nstitutions (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 he taken to
ansure 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 Parfiament is that of Under_Secretary and
that also in a polite letterformonly. .. .. - : S .
(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 soughtn Parliament. = .
(5) While corresponding with Membeors «of Parliament, It should be
ensured that the letter is. legible,.. Pre-pijnted. or. Gyclostyled

replies should be scrupulouslyaveided. ... ... .
(6) In case a reference from an ex-member of Parliament is addressed

to a Minister or Secretary, reply to such reference may bé sent by
the concerned Divisional Head after .obtalning approval of the
Secretary of Ministry/Depeaitant. - . B,

In-ca_sé'{hélre_ference is ad&ressedjoa lower Ife_‘\jr" 'i'ﬂfﬂﬂi'.
reply to such reference could be sent by the officer on his own in

non-policy cases and after obtaining W\.@!&of the, higher
authorities in policy cases. Here also;#E may be-ensured that the

minimum  level at whicha reply’is sent i that of ‘an Under .

Secretary and that too ina politgletter formonly. ..
prompt response to letters _rs;éelv,ed-.-:r' e T iy u]

(1) Each cpmmuhicatlcm reéei\iéd from -theMen'i-h_.e;". of ‘Pafligment; a
member of the public, a recognized assoctation or a piiblic body

will be acknowledged within 15 days, followed by a reply within the

nexi 15 days of acknowledgementsent. ... - ¢

() Wheré a delay is gnticipated in sending a figal reply,.or where the -

information has to be obiained from anc &t Ministry or another
office, an interim reply may be sent withig:a-manth. (from 1
of receipt of the communlcatlon}-.Indicaygg:__tbg‘gq,sslblp date by

which a final reply can be given. . Lo

(3) tany such communication Is .wro,ﬁgly adﬂreéésd toa é?ﬁémnent,
it=  should: be. transferred _promptly (within a. week) to the
appropriate department under intimation to the party concerned,

) ; M gt =o ) ekt ol S PYCORTE B 3 o
6. The aforesaid guidelines aiso cover official dealings bstween

Administration and Members of Parliament/State Legislatures. In this
context, attention is also invited to Ruls:8(2A) of All India Service (Conduct)

ey e g

manth.(from the date-
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fue, 1968 and Rule 3-A of Gentral Civil Service (Conduct) Rules, 1964 which
provide as follows:~ ' , :

Every member of the service shallin the dischargé of his duties actina
courtaous manner and shall not adopt dilatory tactics in his dealings with the
public or oiherwise. i o " :

The existing istructions are h@#ﬁy‘a"apprupﬂ‘afai‘jr strengthened to

smphasize the basic -principles 1o ka<horme in--mind. b¥'_tha ‘Governmant
sorvanis while interacting with the: Members .of -Parilament and State
Lagisiatures. These are as follows.: . N aliay IR TELE e g
(i) Government servants should. show courtesy ‘and cotisideration &0
smembers of Parliament and State Legislatures; -

(il). while the Goverhment servants should consider carefully or listen

patiently to what the Members of -Parllamént and of the Stata’

Legislatures inay have to pay, the Government servant should always
actaccording to his own best judgment and as per the rules;

(i) Any deviation from afi.appolatment Mgl 3 vith
Parliament/State l‘.agls‘lat_ure.;}muat be promply BxpiE ined to him fo
avold any pessible inconvenience. Fresh appo e

in consulta_linh-Wim him;

{iv) An dﬁlcar should be mg@inuloqgiy correct ; 30US g‘pd rise {0 -

recelve and ee off a, Member of Parliamenusiare
him. Arrangements may be made to re ejve the

when, after takihg “prior appointme
Government of " Indla, State Gov

Arrangements may also be made tQ
Members:to these Offices subject to

{v) Members of Parilament of the aresgl
public functions organized by a Govel
‘comfortable seating arrangements at, pubi
order of seating’ on the dals shiould be rgade

view the fact that they appear ok oua.officers of the'rank of Secretaries.
to Gavernment of India In the Warrant of Precedence; The invitation
cards and media events, if organized for the function, held in the
constituengy, - may. include ‘the names of the Members of that
constituency who have confirmed participation in these functions.

for emi‘s'_ keeping in ..

It is clarified that If a constituency of any Member of pariiament is .

spread over more than one I_Jlstr_lp_t,»the'm.P. should invariably be invited

to all the functions held in any of he Distiicts which are part of hisiher
'mnstituency; e : oA O ey o

(vi) Whrh any meeting convégéd'by'me-ﬁo?ernment iﬁ-t;_i‘b;'a{tgnd_ed )
hy Members of Parliament, special care should be taken to see that

notice is glven to them in good time regarding the date, time, venue etc.

of the meeting. .1t should also be ensured that there Is no slip ink any

e a2



" thu ‘reply is required to. be. given i |
. Languagas ‘Act,. 1963 and- the mle

.{x!} References from the Commlttees
: pmmpuy. R E A ST T e

P qxii)'rha ofﬂcers:ahould nnugnqre ta!ephpniq_ nes:
tha Mambers of . Parllamentlﬁtate i;.eﬂlsl,atu' j

g Legnsfatura conqemed Thase Instrupﬂbns

E repl#ad to prompﬂy and on prlorlty.

- Sk

.o Amatteriof detaumhoweuar minor., it may be. It should. aspag:ially be

ensured that:~ _ T

by ey SR inumatiﬂnsmmgand;nq aub!ic maaﬂngalfunctlons are svan!: '
" through:spesedier, m@muﬂigg}idh dqvlm 1o. the M.Pa. so b'nat ;

they reach them well in ﬂms, and

e

(b} that: mnetpmf intimation_ by the M.P: l&_-mnﬂnnnd _by the
ofﬂcer(oﬁ‘wial concerned; . .. . BB e

: it BB e, Y o L o, T
{vil) Letters it b of*fnaniamant an Members - of - State
Legislatures must be promptly acknowledged, and a reply sent at-an
appropriate level expeditiousiy. as per, the ralevant provlsions of i;he
Central Secretariat Manua! of Ofﬂpa Procadure‘ - - ;

b oE e

, {viit) mfcrmation -or. statistics reiating. to.matters of:local importance -
must be furnished to the MPs and MLAs when' asked .for, The

information .s0’ supplied should be. specific ‘and -answer the peints.
raised; A ‘soft; copy-of the. in?ormatlon should also be sent to the
Membar via e-mail; i ; T

(i) i tha informauon soughb by—.g Merﬁber of Parliam’eht cmnut ba
' g'ven and. Is to. be refuned Instructlons from @ higher authority should

& taken and the reasons for not furnishlng the Infdn‘nation should be
qivan in the repiy. ,

(%) Whm’e\ie\r auy létter from a !ﬂembag;mf AF
indi:

malis ‘recelved ‘on official. mobile talaphongﬁ‘

(xl!l) All Mlnlstrlaleepartments may enkura that !the powers of

 Members 6f Parllament/State, Legislaturas as Chalrpersons/. Members
_of commitiess . under varlous. Centrally Sponsored/Central Secior
-government'schames arg. claariy‘ and adaquataly deﬂned and

{xiv) A Govarnment servant should not appraaclf MPs-‘MLAs for

'spangoring -his: Individual, case.as-bringing or attempting; o bring
‘politicat ar non-official or aothamtﬂd ‘inflpence s | bmhltﬂ

ted under
_the conduol-Rules e.g. Rule:1&:6itke All ngia. Servite: (Gnnduct) Rules,
1960 and Rule 20 of the Central Qlwi Servlces (Cdnduut) Rules

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

basic principles and instructions are followed by all officials concerned,

bothin fetter and spirit. Violation of the guidelines laid down on this subject

will be viewed seriously. s N BT .
MGl e AP g R e

7. Any viciation of relevant Conduct Rules in this regard, which violation is

ostablished after due enquiry will render the Government servant

soncermed liable for appropriate punl shment as per Rule.

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

To

Al the Ministries/Departments of Government of india
Copy to:-

Presidents Secretarial/ Vice Presidents Secretariat.
RPMO/Cabinet Secretariat.

Comptroller and Auditor General of india. :

4. UPSCISSGILBSNAAIISTM/CVCICIC.

Lok Sabha Secretarial/ Rajya Sabha Secretariat. =

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

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

L b

on e

Copy also to:

Chief Secretaries of all States /| UTs with a request to circuiate‘thesa
instructions to all State Government officials at the State/Division and
District levels and to periodically review imglementation. :

o H e :

" q‘,;;..‘-.,‘-.r X

(G%% yramanian) sopu s O

Joint Secretary to the Government of Indi



¥ Misra

Secrelary
Tele 1 23094848

5123094500

. wiBRs Al YRy Regay e
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: ' e S, g R — 110001
bl COVERNMENT OF INDIA
1 23092056 B, DEPARTMENT OF PERSONNEL & TRAINING
MINISTRY OF PERSONNEL, PUBLIC. GRIEVANGES
: AND PENSIONS =
NORTH BLOCK, NEW DELHI - 110001

g e

Dear Chief Secretary,

You would be aware that guidelines 'cont:eming official dealings between .

Administration and Members of Parliament and State Legislalures have been issued by
the Ministry of Personnel, Public Grievances and Peasions. Flowever, keeping in view
certain instances of occasional non-observance of the above guidelines, the Committee of
Privileges of the .ok Sabha recommended consolidation and reileration of the existing
instructions so that all concerned are aware of the same, Accordingly, revised
comprehensive guidelines have been issued by this:Department vid ¢'Office Memorandum
No. 11013 /4 /201 1-listt. A dated 1# Decembir, 2011, Copy of this Q.M. was.also forwarded
to the Chiel Secretaries of all the States/UTs vide D.O. letter dated 8.12.2011 from_m_
predecessor with the request that thege instentclions may be citculated to all officia s of the
Slate Governinent for compliance, % '

2; A-copy of the above tnstructions dated 1 December, 2017 is again enclosed. It is

onee @gain requested that these instructions may be circulated to all officials of (he State _

Government for compliance,

i Some Members of Parliament haye brought to the. notice of this. Department

directly or througl Lok Sebha / Rajya Sabha Secretatiat that District level-officials have
not been showing them due regard and courtesy. This has also been raised in the recent
meeling-of the Committee on violation of Protocol Norims and Contempluous Behaviour
of Government Officers with Memibers of Lok Sabha constituted by the Hon'ble Speaker.
It is, therefore, advised that implementation of the.above mentioned instructions are to be

periodically reiterated and reviewed in the Conference of District Magistrates / Collectors .

and Superintendent of Police of your States / UTs
4, You may please issue necessary directions Lo the district level officers and send a
. Copy to this Department for its onwared fransmission to the Lok Sabha Secretariat, ag’
. desired by them. :

With regards, ;

Yours sincerely,
( R“f N 01—:’\(__

| f}/;/ (PR Misra)
Chief Secretariés ufal!States/UTs B '

( 45 bo bt ) ey A
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Lony slongwith enclosures to;

}

b

Sh. Sanjay Kotharl, Secretary, D/o Adninistrative Reforms and Public Grievances, Sardar
Patel Blvawan, New Delhi with the request to make it as one uf the Agenda ltems for
discussing In the Annual Chief Secretaries Conference.

sh. VIR, Ramesh, Joint Secretary, Lok Sabha Secretariat (Privileges & thrs Branch,

Parliament House, New Delhi w. r.b their O.M. No. 12/1/2012-CaPV dated 13.9.2012.

sh. Alok Rawat, Secretary (Caordination), Cabinet Secretarfat, New Delhi.- &J

<. ' : T
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Ioink8ecretary (Esit.)
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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. £ TR :

The Members of Parliament and State Legislatures as the accredited representatives of the
people’ocoupy & 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. :

% The guidelinés coricerning 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 promg sahof communications from MPs
have also been reiterated from time to time. How J keeping in view the instances of
occasional non-observance of the above guideliries, aNngad as felt by the Committee of
Privileges of the Lok Sabha for consolidating #nd e tinﬁthe existing instructions,
Accordingly, revised comprehensive guidelines were if % this. Depaitment vide Office .
Memorandum No. 11013/4/2011-Estt.(A) dated 1" Decest L &py enclosed). A copy of
former Secretary (P)’s D.O. No. 11013/4/201 I’g% dated-97 Qct %r, 2012 reiterating the

P s =4

: of" i

r &d% W

seid instructions is also enclosed for ready rcfelg i

3. The Caommittee on Violation of P ;ﬁg;jl{: Jtmg-Aa Qoqt ous Behaviour of
Government Officers with Members of Lok Balshe 1!\\?&1‘@@[’&?&’63’;@ it st Report tabled in

the Lok Sebha on 06.02.2014 has recomme. thi; n e
servants and officials in various Ministries Deparpmen particufapigdlinder them for strict
cornpliance of the instructions relating to offictah.deakings issuedt indiis regard between the
Administration and the Members of Parliament. s

4 The Committee on Violation' of Protocol Norms and Contemptuous Behaviour of
Goverament 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) cn 1 December, 2011 on Official Dealing between Administration and Members

_of Parliament need to be again circulated to al} 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 ail States/ UTs are requested to circulate these instrugtions to all State
Government officials at the State/ Division and District levels and to periodically review

implementation.
impiem uau‘t‘n ‘:&:

 (J\A. Vaidyanathan)
Director {Establishment}
To ; ) .
1. All Ministries / Departments (as per standard list)
2. Chief Secretaries of all States / UTs (as per standard list)




