h No. 28/32/88—-1!‘! (7)-2012/. % : Q)

Chandigarh Administration :
ated the j\\ \—

Department of Personnel

Chandigarh,
[ To

\ Q ) All the Administrative Secretaries/
3 G McH-33 Head of Departments/Boards/Corporation,

Chandigarh Administration. dielen “1“ 2 DEC 'lml

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

Aok Kk
Sir/Madam,

I am directed to address you on the subject noted above and
to enclese herewith @ copy of D.0. No, 11013/4/2011-Estt.(A) dated
09.10.2012 alongwith its enclosures from the Sh. P.K. Misr‘a-, Secretary, '

4

- } Government of India, Department of Personnel & Training, Ministry of
C&"\ (\d,)\_f”‘\f’ersonnel, Public Grievances and Pensions, New Delhi which is self-
‘QQJ/-/” k explanatory, ‘

You are requested to ensure that the instructions contained
in the letter under reference are complied with in letter and spirit,

W Yours faithfully,

Superm’gé lent Personnel,
Chandigar ,A,dmilnistra(fon.

Endst. No. 28/32/88-1H(7)-2012/ ﬂj@ o Datea: ) 12z

A copy alongwith a copy of its enclosures is forwarded to all
the Administrative Branches, Chandigarh Administration - Secretariat for

/ similar action.
éﬁfm"“‘ -
Sup endent Personnel,

Chandigar&}’Admmistration.
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Dear Chief Secretary,

You- would be aware that gmdehnes Concemmg ofﬁmal dealil}ﬁé/l_;)etween
Administration and Members of Parliament and State Legislatures have bden issued by

the Ministry of Personnel, Public Grievances and Pensions.- Howevei'“}seepmg in view
certain instances of occasional non-observance of the above guidelines,sthe Committee of
Privileges of the Lok Sabha recommended consolidation and 1elt§zuon of the existing

instructions so that all concerned are aware of the same CLOrdmeg, revised
comprehensive guidelines have been issued hy this Department vidé Office Memorandum
No.11013/4/2011-Estt. A dated 1t December, 2011. Copy of this QM. .was also forwarded
to the Chief Secretaries of all the States/UTs vide D. O. letter dated 8.12.2011 from my
predecessor with the request that these instructions may be Clrculated to aH officials of the
State Government for compliance. e

3 A copy of the above instructions dated 1st Decembe1 2011 is again enclosed. It is
vilee again requesied that these instructions may be circulated to-all officials of the State
Government for compliance. '

o Some Members of Parliament have brought to the notice of. this Department
directly or through Lok Sabha / Rajya Sabha Secretariat that District level officials have
not been showing them due regard and courtesy. This has also been raised in the recent
meeting of the Committee on violation of Protocol Norms and Contemptuous Behaviour
of Government Officers with Members of Lok Sabha constituted by the Hon'ble Speaker.
It s, therefore, advised that implementation of the above mentioned instructions are to be
periodically reiterated and reviewed in the Conference of District Maglshates / Collectors
and Superintendent of Police of your States / UTs ‘

4. You may please issue necessary directions to the dlstnct level off]cels and send a
copy to this Department for its onward {ransmission to the Iok Sa 1’a Seaehuat as
desired by them. ; '

With regards, I*

“Yours sincerely|

* (PK. Misra)
Sh. K.K. Sharma B
Adviser to the Admnstr.
Union Territories of Chandigarh
Chandigarh.
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~No.11043/4/2011-Estt. (A)
Governmentofindia

Min‘istry sdf.éPérsonnel, :.P.qblic';sﬂlptvappes.and_é ensions
(Department of Personnel and Training)-- ~ +.

NenthB!oc : Naw Delhi.

01" December, 2011

OFFICE MEMORANDUM

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

The Members of Parliament and State Legislatures. as ithe -accredited
representatives .of the people occupy a very important -in our
democratic set-up.: In .connection with their duties,th
necessary to seek .information from the- Ministries/Departme
Government of indiaor the State Governments,.or.make suggesti
consideration or ask for interviews with the officers. Certa i
principles -and conventions to govern the relations betwe ers of
Parliament/ State Legislatures and Governrment servants -hav:
established. e o Sl T £ 4 F g

2. Reference is invited to the guidelines concerning the official dealings
between Administration and:Members .of Parliament:and.State Legislatures
which were:issued b -?f;,l_he;-;(;qbinet:;_Secrzetaniatg('ﬁqpar.tn1.e
Administrative Reforms, in the O:M. No 25/18/84-Ssth. ()
The importance of--adherence to these guidelines
Department :of Personnel and Training’s ©O:M. No. 11013/
dated 17.08.2007. The provisions of the Central Secretariat-Manu
Procedure regarding prompt disposal of communications from M
been reiterated by the Department .of Administrative Reforn
Grievances. The Minister of State for Personnel, ‘Public G
Pensions has alsowritten to.all Ministers in this regard vide D.
5% ‘May, 2011, requesting that a :mechanism may be set u
monitor progress in - disposal: of references: -received -from
Parliament. ' Y i

3. ‘Some in.s_ta_r.}_c;_es"-'cf;non-a__tihenence"tnej;_h'eaekisting@ggig_j' lines
brou_ghti;tq:«Governm'a'nt!Sa;attenﬂon:iby:M_embens of Parliament:al
been felt for again:sensitizing all-administrative-authorities concern

4. The Central Secretariat Manual of Office Procedure___pfoﬂida;s.fb_'liowlng
instructions for prompt disposal of letters from Members of Parliament:-

Corresponde.’nde with-Members of Parliament— - 3

(1) Communications received from a Member of Parliament should be
_ '-attended;to.ppbmpﬁy_ Gl G0 R R
(2) Where a communication is addressed to a Minister or a Secretary
- tothe GQVBrnmen't;-‘lt-should,‘-as far as practicable, be replied to by



y. a rePly should normally
h ”“signature ofa oft“cer ofthe ranki of‘Secretary

O
NS LS

be issued'tind
to the Goverr n E

(3) Where a commumcatnon is addressed to the head of an attached
or’ subordma‘te office, Public Sector Undertakings, Financial
Institutions (including nationalized banks) Division/Branch in
chargeina Mmtstryinepartment!Orggnizatlon it should be replied

to by the addresseethimself! inisiichicases, care may be taken to
ensure that wherever policy issues are involved, approva! of the
“‘competent ait bmy’ns obtained’before aweplyisisen
ihoweVerybeensured thatdharhinimui lével at istich rephes
are sent to Member of Pariiament is that of UndeﬁmSecretary and

that also in a polite letter for'm“_o.niy

the concerned Dm.;mn&f Hé.uu a
Secretary of Mlmstrleepartment

(3) !f any such communlcatlon is wrongly addressed to a department
it should be transferred®promptly-{within®a-week)j-touthe
approprlate department under mtlmatton to the party concerned

context, attention fis: ais’e’imvited to Rule 3(2 .‘) *afmll‘llnﬂlé“\“:ervme (Conduct)
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Rule, 1968 and Rule 3-A of Central Civil Service (Conduct) Ru!es 1964 which
provnde as follows:-

Every member of the serviceshallin the discharge of hls duttes actina

courteous manner and shall not adopt dilatory tactics.in: hls dealmgs WIth the
public or otherwnse .

The exustmg mstructlons are ‘hereby :appropriately . strengtbened to
emphasize the basic principles to be borne in mind by the ‘Government
servants while interacting with the Members of Parliament and State
Legislatures. These are as follows :- -

(i) Government servants should show courtesy and conSIderatlon 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
actaccording to his own best judgment and as per the rules;

(m) ‘Any deviation from an “appointment made W|th a Member of
Parliament/State Legislature must be promptly explained to. him to
avoid any possibie inconveiience. Fresh appu ntment should be fixed
in: consultatlon ‘with him; LR

. (iv) Anofficer shou!d be met:culous!y correct and. courteous and rise to

T Urecéive and see off d Membér of: ‘Parliament/State Legisiature visiting
him. Arrangbmmw may be made to receive the' Members.of: Parliament
when, after taking prior appointment, they visit the‘_aofﬁcer of the
Government .of ‘India, State Government or local. sovernment.
Arrangements may also be made to permit entry -of wehicles iof the
Members to these Offices subject to r;':a'c:unty requnrementsirestnctaons

(v) Members of Parliament of the area should mvanabiy ibe mv:ted to
public functions organized by a Government  office. _Proper and
comfortable ‘seating -arrangements ‘at ‘public _functions and proper
order of seating on thedais shouild:be :made forMen
view the fact that they appear above officers ofthe rank:o
to Government of India in‘the ‘Warrant of Precedenc e mwtatlon
cards and media events, if organized for the function theld 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 DlStrICtS which are. part of his/her
constituency;

(vi) Where any meeting convened by the Govern_ment.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



.glven in the reply,

maiter of detail, however minor it may be. It should espec:aily be
. ensured that:- 7

(a) intimations regarding public meetmgsifunct:ons 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 conf rmed by the
officer/official fconcerned' :

(vii) Letters from Members of Parllament and Members *of State

Legislatures must be promptly acknowledged, and a reply sent at an
appropriate level expeditiously -as ‘per:the relevant pmvssaons of the
Central Secretariat Manual of:Office Procedure' -

(viii) Information .or statistics-relating to matters - of Iocal “'mportance '

must be furnished to the MPs and ‘MLAs when asked: for. The
information so supplied sholild ‘be 'specific: sand.answer:the :points

raised. “A soft ‘copy ‘of the ‘information’ should- alsg be sent to the

Member wa e mai!

{ix) - If the i formatlcm ‘sought by *a Member sof: szhament scannut be

“given andiistohe refused,instructions from-a higher-authority.should.

be taken and the reasons for not furnishing the: informatian: shouid be

“dhesOfficial

s i ki Lliguuﬂ
tr ansiatmn*shouidahwbe sent*aiong wnth the*reply afor*thescom/emem..e
of such: Members of Rariuament from«non Hmd: spfaak;ng*aneas

ine '*tern’as m

(xi) Referencras from the Committees of Parhament must be attendad to
promptiy, : i

(xu) The officers. shou!d?notagnom ¢ejephomc maswgesﬁlﬁﬂfmﬁt}wm by
the:Members:of Parliament/State-il.egislatures: instheir: absence and
should ty to contact-at:the earliest:the: JMember -of:Pdrliament/State
Legislature:conterned. : Thesednstructions-alsa include :SMS and e-

‘mails ‘recsived ‘on- official ‘hobile:: “lelephones whlah also should be.

replied to prornptly and on: priorlty,

{xiii) All Mmlstrieleepartments may ensure that the powers of
Members of Parliament/State Legislatures as Chairpersons/ Members
of committees under varicus .Centrally Sponscred/Central m,c’"‘"
government:schemes are. clearly and sadequately‘deﬁned am;i

(xiv) A Government servant should not approach MPsIMLAs for

sponsoring his individual case -as bringing-or:: attemptmg to. bring
political or non-official -or other outside influence is pprohibited 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

tiament issinEnglishy and




6. All Ministries/Departments are reqliested to ensure that the above
basic principies and instructions are followed by all officiais 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.

(C.A. Subramanian)
Joint Secretary to the G’overnmen_t of India

To
All the Ministries/Departments of Government of India
Copy to:-
I.  Presidents Secretariat/ Vice Presidents Secretariat,
2. PMO/Cabinet Secretariat.
3. Comptroller and Auditor General of india.
4. UPSCISSC/ILBSMNAA/ISTMI/CVCI/CIC,
5. Lok Sabha Secretariat/ Rajya Sabha Secretariat. _ '
6. -All Officers/Sections.in Ministry of Personnel, PG & Pension. -
7. NIC, DOPT-please upload this DM on this Department’s website."
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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