FILE NO. AR-19/2012 /O |
GOVERNMENT OF ARUNACHAL PRADESH
DEPARTMENT OF ADMINISTRATIVE REFORMS
CIVIL SECRETARIATOLD DC”S OFFICE
“C” SECTOR ::: ITANAGAR

Dated  Itanagar, the 24"  Dec™2012

To
LAl Principal Secretaries/Commissioners/Secretaries/
Joint Secretary/Deputy secretaries/Under Secretaries
2 All Head of Departments/ Head oflices/Deputy Commissioners/
Additional deputy Commissioners.
Subject: Official dealings between the Administration and Members of

Parliament and State Legislature-Observance of proper procedure.

I am directed to refer to this Department’s Office Memorandum No.AR-12/2012
dated 3% February,2012 on the above subject and to say that the Government of India
Ministry of Personnel, Public Grievances and Pensions. Department of Personnel &
lraining had apprised that some Members of Parliament have brought to the notice of the
Department of Personnel & Training, Government of India directly or through .ok Sabha
Rajya Sabha Secretariat and other forums that District Level Officials have not been
showing them due regards and courtesy.

Therefore, 1 am once again directed to enclose herewith a copy of the OM

No.11013/472011-Estt(A) dated 17" December 201 lissued by the Government of India

Government of India for your ready reference and strict compliance on the provisions of

the aforesaid Office Memorandum for official dealings with the Members of the

r\)\/\/ggj‘f}i =
(Mari Angu)
Under Secretary to the

Government of Arunachal Pradesh.

Parliament and State Legislatures.




No. 11013/4/12011-Esit. (A)
Government of India
Ministry of Personnel, Public Grieviinces and Pensions
(Department of Personnel and Training)

North Block, New Delhi.
01* December, 2011

OFFICE MEMORANDUM

Subject Official dealings botweon the Adwniinistration and Members of
Parliament and Stato Logislatuion - Observance of propor
procedure.

Tho Members of Parliament and State | ogislatures as the accredited
ropresentutives of the people occupy a very important ptace in our
democratic set-up. In connection with their duties, they cften find it
nuoessiny to seek information from the Ministries/Departments of the
Govornmont of India or the State Governments, or make suggestions for their
consideration or ask for interviews with the olficers. Certain well-recognized
principles and conventions to govern the relutions between the Members of

Parliament/ State Legislatures and Governmant servants have already been
astablishod.

2. Rotorence is invited to the guidelines concerning the official dealings
betwean Administration and Members of Parliament and State Legislatures
which wore issued by the Cabinet Secretariat (Department of Personne! and
Administ ative Reforms, in the O.M. No 25/19/6.1-Estt. (A) dateri 08.11.1074).
The importance of adherence to these guldolines was reiterated in the
Dopartmont of Personnel and Training’s O.M. No. 1101 3/6/2.005-Estt. {A)
dated 17 08.2007. The nrovisions of the Central Secretariat Manual of Oftice
Procedure regarding prompt disposal of communications from LIP3 have also
boen raltorated by the Departimant of Administrative Reforme and P blic
Grievancos. The Minister of Stale for Personnel, Public Gricvancrs and
Ponsionn has also written to all Ministars in this regard vide D.O letter dalod
5" May, 2011, requesting that a mechanism may be set up to periocicaliy
monitor progress in disposal of references received from Memwvers of
Parliamont.

3 Some instances of non-adherence to the existing guidelines have been
biought 1o Government’s attention by Memburs of Parliament and a need has
boen felt for again sensitizing all administrative authorities concerned.

4 Tho Central Secretariat Manual of Office Procedure provides follov/icg
instructions for prompt disposal of letiers from Members of Parliament:-

Correspondence with Members of Parliament -

(1) Communications received from a Member of Parliament shout " ¢
attended to promptly. :

() Where a communication is addressed to a Minister oy a Seur t2ry
to the Government, it should, as tur as practicable, be replic ¢ w0y




ey senaSias e case may o Wi
is not practic able for the Minister to reply, a reply shoulil no
be issued under the signature of an officer oftho ik oy Secr
to the Government.

(3) Where a communication is addressed to the he | of anat. »
or subordinnte office, Public Sector Undert.ul-mgs, Finn x
Institutions (Including  nationalized banks) Di-lvioaran
charge in a M|nlstry/l)npnrlmenUOrganlzation, it hoold he re o
to by the nddi essoo himasall, In such cases, caro mive o gl
ensure thal whaor oy pollicy issues are involved. np})r‘thl or !
competent authority iy obtained before a reply is namt 1t s,
however, bo unsured that the minimum level at which suchra o
are sent to Momber of Parliament is that of Undini Sec retacy o
that also in a polite letter form only.

(4) Information sought by a Member of Parliament should he Sappilicad
unless it is of such a natur e that it would have bea deniod to hinm
if similar inforimation had been soughtin Parliament

(5) While corresponding with Membeors of Parliamaonl, it «houjor |
ensured that the letter is legible.  Pre-printed o cyclost, 1
replies should he scrupulously avoided.

(6) In case a reference from an ex-member of Parliam: nt is Addre

to a Minister o Saecretary, reply to such referenc: miry bho sent |

the concernod Divisionnl Head after obtaining npproval o

Secretary of Ministry/Department.

In case the reference is addressed to a lowa, lavel ol
reply to such reference could be sent by the offic M his ow
non-policy ¢nses and after obtaining approval tho higo
authoritios in policy cases Here also, it may be oy od that
minimum  lovel of which n roply is sont is thil f an'y .,
Secretary and that ton in o polito lotter form only

Prompt responsa ta lettars racaivod -

(1) Each communication received from the Member of Pariiamon:
member of the public, a recognized association o public boy
will be acknowlodgoed within 15 days. followed by a reply within 11,
next 15 days of ncknowledgoment sent.

(2) Where a delay is anticipated in sending a final reply, » whore ).
information has to be obtained from another Ministry or anet. o
office, an intorim reply may be sent within a month (rom the o
of receipt of thn communication) indicating the porithlo date 1,
which a final roply can bhe givon,

(3) Ifany such communication is wrongly addressed to Tapiartn o o
it should be transferred promptly (within o v (ak) ¢ il
appropriate dopartmoent undar intimation to the parl '\ cnee ¢ at!

B, The aforesaid (juidelinng also cover  Official deanngs I ylwe
Administration and ~ Monibin « CL Pacllomont /State Legislalo os. 1y e
context, attention is also Invitod (o Rulo 3(2A) of All India Ser. (Condui
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" ule, 1960 and Rule 3-A of Central Civil Service (Conduct) Rules, 4964 which
provide as follows:-

Evary member of the service shall in the discharge of his duties act ina

courteous manner and shall nct adopt dilatory tactics in his dealings widi the
public or otherwise.

The existing instructions are nareby appropriately stiengthene 4 0
emphasizo the basic principles to be borne in mind by thc Governnent
servants while interacting with the Members of Parliamert and ftaie
Legislatures. These are as follows :-

(i) Government servanis should show courtesy and consideration to
Meimbers of Parliament and State Legislatures;

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

(iii) Any deviation from an appointnient made vith 3 Member of
rarliament/State Legislatuie must he rromptly ewiained 1o Lt to
avoid any possible inconvenience. Frash appointment should be ixed
in consultation with him;

(iv) An officer shouid ue maticulcusly corcect and courte s and i te
receive and see off a Member of Parliament/State Legislaiure visaliveg
him. Arrangements may be mad= to receive the Members 2 fPar it mant
when, after taking prior appointment, they visit the «ficer «f the
Government of India, State Covernment or local ‘Jovertumant
Arrangements may also be made to permit entry cf vehicies of e
Muombers to these Offices subject to socurity requirements/res rictions;

{v) Members of Parliament of the area should invariably be invited (o
pubtic tunctions organized by @ Government office Proper and
~omfoitable seating arrangements at public functions and propur
order of seating on the dais should hHc made for Members xeeping in
view the fact that they appear akove officers of the rank of Secrctarins
{o Government of india in the Warrant of Precedenice; The inv tahion
rards and media events, if organizad for the function held ‘i the
constituency, may include the narres of the Mer hers of that
constitnency who have confirmed particpation in thése “unctions.

It is clariiied that (T @ constituency of any Member < ¢ ariiament
spread over moie than one District, the M.P should invaribiy be i vited
to all the functions held in any of the Districts which are_ ) .rtoil siher
constituency; o )

) L 3
(vi) Where any meeling convened by the Government is o e at g nded
by Members of parliament, special care should be takena o sex that
notice is given to them in good time regarding the date, iima, venue ele
of the meeting. |t should also be ensured that there s no sjip i 20y

(

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

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

(b) that receipt of intimation by the M.P is contirmed hy the
officerfofficial concerned,

(vii) Letters from Members of parliament and Members of Stotn
Legislatures must be promptly acknowledged, and a roply sent (.
appropriate tevel expeditiously as per the relevant provisions G. e
Central Secretarial Manual of Office Procedure;

(viii) Information or statistics relating to matters of loci impoizn o
must be furnished to the MPs and MLAs when asked for. 1he
information so supplied should be specific and answer (r2 points

raised. A soft copy of the information should also bhe scit to the
Member via e-mall;

(ix) If the information sought by a Member of Parliament cannol bhe
given and is to be refused, instructions from a higher authority shoulil
be taken and the reasons for not furnishing the information shculd b
given in the reply;

(x) Wherever any letter from a Member of Parliament s in English andd

.the reply is required to be given in dindi in terms of the Officin

Languages Act, 1963 and the rules framed there undcr.an Ep ety
transiation shouid also be sent along with the reply for te conven
of such Mambers of Parliament from non Hindt speaking ureas,

(xi) References from the Committees of Parliament must ! e atten NTIRTY
promptly:

(xii) The officers should not ignore lelephonic messaygns leftto thevo by
the Members of parliament/State Legislatures in their atsenc: !
shotild try to contact al the carliest the Member of Pariiamenli Wk
Legisiature concernad. These instructions also includa SMS vl
inails received on official mabile telephones which also should
replied to promplly and on priority;

(wdii) Al Ministries/Departments may ensure thic the pow it ol
Members of parliament/State Legistatures as Chairpersons/ Menthers
of committees under various Centraily SponsoredfCentral [ector
governinent schemes are clearly ana adaquately defined; and

(xiv) A Government servant should not approach MesRALA
sponsoring his individual nase as bringing or alteimpting to il
political or non-official or other outside influence is pre hibited + ot
the conduct Ruizs e.g. Rule 18 of the All India Service (G mduc’) .,
41958 anc Rute 20 efthe Central Sivil Services {Conduct) Bules.



. ’t
All Minisiries/Cepartments are requesied to ensue that th atov? ! )
hasic princivles and instructions are foilowed by afi officials co 6N 2d

both in letter and spirit. Violation of the guidelines laid down ¢ thas subie
will bg viewed seriously.

7. Any violation of reievant Conduct Rules in this regard, which violation iz
eatablishod after due enguiry will render the Government servant
concerned liable for appropriate punishment as per Ruiz

GTNE e

("‘7 8. Subramanian’ P
Joint Secretary to the Gove: rment of i« ciin

To
Ail the Ninistries/Departments of Government of indi-.
Sopy to:
.  Presidents Secretariat/ Vice Presidents Secretariat.
). PMOQI/Cabinei Secretariat. .
3 Vunmptroﬂer and Auditor General of India. ‘
4 UPSCISSCILBSNAANISTM/ICVCICIC.
5. Lok Sabha Secretarial/ Rajya 3abha Secretariat.
6. All OfficersiSections in Ministry of Personnel, PG & Persicn.
L oNIC PaPY p?ease upload this OM on this Departmest 5 w: shsite.

Copy also to:

Chie Secretaries of all States / UTs with a request to i culate ‘rese
instructions to all State Governmeni officials at the Sta e/Division. and
District levels and to periodically review impiementation.

{c. A S bramam’m)

Joint Secretary to the Governme at of India



