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GoVEITNN,I I!N]' OII A I{T ]NNCTTNL PI{ADESI I
DEPARTM IiN'I' ()F ADM I N IS'IITATIVE IIEFOI(MS

CIVI L SIICRIt'l'ARlr\'l'OLD DC"S OFFICE
re6't' $lrl('l'Olt :: : I'l'ANAGAIt

I)atccl ltanagar, the 24tl' Dcc'1012
'l'o

I .AlI I'rincipal Sccrctarics/('onrntissiortcrs/Sccrclaries/
.loint Sccretar-v /Deputv scc reI ari es/{ ] r r Llc r Secretari es

2 All l l ead o f l)cpartntcnts/ l l cacl o1-l i cc-s/l )cput1, f_'ont rn i ss i oners/
Additional cleputy ('onrnrrssioncrs.

Subicct Official dcalings llctlvccn the Adrninistration and IVlcnrbtrrs ol'
I)arlianrcnt antl Statc [,cgislllu rc-Obscllancc of proper procctlu r.c.

I arn directed to rel'er to this Depaltnrcr.rt's Office Memorandurn No.AIl -l2l).01')

tlitlcd 3'd February,20l2 on the above sub.jcct and to say that the Government ol'Incliir

It4irristry ol Personnel, Public Grievanccs arrd Pensions. Depaftrnent of Personnel &

lrrrlting had apprised that sonre Members ol'l)arliantent have brought to the rrotice of thc

l)cpatlment ol'Perst'rnnel ft'1'r,,;,',irrl. (iovcrnrrrcrrt ol'lnclia clirectlv or through Lok Srrblrir;

l(liva Sabha Secrctarial attci othcr' {irrunrs that I)istrict Lcvel Of'lrciais have rrot bccrr

slrorving titcrn due regards ancl courtr:s1,.

'l'ltercfot'e, I anr oncc agiiin dilectcrl to enclose herewith a copy ol tlre OIvl

Ntr.ll0l3l4l20ll-Estt(A) datcd l'r I)cccnrtrcr.20l tissr.recl by the (iovenlnent ol' Inrlirr

( iovcrntnent of India for your rcacly rclcrcncc and strict comlrliance on the 1'lrovisions ol'

lhc afbresaid Office Metttorandurn lbr ol'tlcial dealings with the lvlenrbcr.s ol'thc
I'url iantent and State L,euislatures
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(Mari Angu)
(lnder Secretary to {.he
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No. 1 101 314l2rj1'1 -Esl t. (!r)
Government of lnrlln

Ministry of Personnol, [)ubllr: Grlevrtrtt:ers and Pensions
(Departmsnt o[ Porsonnol nrttl I ralning)

North Ellock, New Delhi.
01"t December, 201't

9FJICI. MEMORANI)IJM

SutrJoct: Offlclnl doallngs botwoorr l.ho Arlnrrlnlstration and Members of
Parllarnent nrrd lilrrlo I rrglrrlnlrrrnn * Obsorvance of propttr
procoduro,

'llrr, ffis6bers of Parllarnorrt anrl Stato lrrl;lslatures as the accreclitecl
rolrresolrl,rtives of the people occllpy a ,/(|ry important place i:r our
dourocrnllr; set-r.rp. ln connor:llolr with tlrrtlr duties, they cften fitld it
nur,oes11l y 1o seek information frorn tlro Mhristries/Departments of tlre
Govorrrnrrlnt of lndia or ttre Stato (]overtrmontn, or make suggestions for thelr
corrrrldr,rtrrllon or ask for intervlows with tho olfl<:ors. Certain well-recognizerl
prrrrt;i;tlor, and conventions to govern tlte relrrtkltrs between the lvlembels ol
Piullirrnorrt/ State Logislatures arrd Governmrrtrt servants have already beert
eslalrllf;hlrl.

Z. [lgloronce is invitod to llro guirlelinos r.rottcernlng the official dealings
bolwoorr Administratlon and Merrrberr; of Parliatnent and $tate Legislar.ures
wlrlt;lr wol e issued by tho Cablnot Ser:retariat (Dcpartment of Personnel ancl

Arlrnlnlstrntive Reforms,'ln the O.M. No 25/19/0,1 l:stt. (A) daterJ 08.11.19'14).
T'lrr: inrportance of adhorenco to therse gtrltlolilres was reiterated in tlto
Drrpittl.ttrlrrt of Personnr:l and l'rainlrtE;'s C).M. No. 110131612"00S-Estt. {/\)
dirttcl 1/ (,8.2007. The orovislonr; of tltc Conlr:rl liccretariat Man.tai cf Ofticr,r

Pr<rcelrlrrr o regar"dirrg; prolnpt tllsporral of r:ottuttrlrrications frorn ["lP:; have ;llt;o

brrr)rr ;r,llgratecl by the D6gtarlrrrrrrtt ol Atlltrllrlr,lrative [lr:forlnt' atrd ) rlrlit:
Cirlgvurrr,us. Ttre Minlrilor ol Slnl.o fot l''eu;ottllel, Public Gt^i.,Vancrts atttl
Pnrrslotrl has also writtorr to all Mlnislnrs ln lltlrr rogard vide D.O lettel'r-iairltl
li'" Mtry, .,011, l'equestirrg ttrat a lnor;tralrlsrlr lttay be set up to peri':giicaliy
nrorritor l)rogress in dliposal of rerferenc(!si received from Mernbers of
['ttrliattttrr rt.

3 !.j6rne instances of non-adlrerence tr: llro existing guidolines ltave betllt
hroug;trl lo Gnverntnent's attentkrn by Menrblrs of Parliarnerlt and 3 1ssfl has

bocri{rrlt lor zrgaltr sensitizing all aclminislratlv:r authorities concerned.

4 'llrl Central Secretariat Manual of Offir:o Procedure provides folloviitrg
irrr;tnrr:llurrs for prompt clisposal of letters frottt Members of Parliatrrent:-

Corrospondence wlth Mombors of Parllament"*

r t) Conrtnunications rocoivetJ from a Monrber of Parlian^,ettt shortl l'',
atterrdod to PromPtlY.

. (,,) Whore a cotnmunicatiorr is addrorisocl to a Ministerct a Ser-;r f.:'r.'r

to flre Ooverrrmonl, il slrorrltl, as lrrr uti practicable, be replir t' '.1r 1'V

A
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is n.t prar:rir rrbro f()r r" rr,rl,,ri.i"r,t", 
z. ,re cas(' ,rrry r)r, wr, I

rre issuetl ,,,,,i"..in.,1,,^i1..'l]::,|]:, ro ret)ty, a ret)tr r,troutitn()r ,,,
to tt," Oor,,,,,,1er 

tho r;lgrrirtur.. ,rf ,,n offi,,erof thr,,,,,,k,,, Sec, ,

(l]) Where a oon
or subortlirr 

rlnunlcatioll ls ;lclciresseo to the her,l of ,rr .t. r ,l
tnstilutio.e :i!€ , 

olflce, Public liector uno..r,,r,irrg." ;;i,,
char ;e n,, 

^li;;li:iil;1,,;lil*lr,i,E,,l;::lii, r;, 
jjli;i;, 

*;;l, Ito by lho rrrlrlrrrs.;lr, lrirrr.r,rll t,, 
",,"ir-",r'rsurer llrrrr 

1r,I,rr,r.v,ry ,,,,,.', ,",,,,,11'ol;:lli;i1J, ,li;;;;1,,;,1i,1,,
comftetenl r rrrlltor lly.lri. ohf,,,,,",t ir,r-f*u a reply is rlrrl ll slhowover, bo r,4ey196 Urnt thrr ,,11rnrrn level at wlrlcf l .;111111 y,, ,are sent lrr Mnply6;,,t frn,ftr,meni'is-tf.,

... that also liiri-pottte lotter f.rnr onlv 
nt of Untl"r [ie< t r'16, y , ,

(.{) tntorrnation $.)ught by a Mornber Li par ament slrllrrlrl lrr, !i. )r,tr,,,lunles,s it is of rruch o i,rr,,, o'iriJ liwoi,t.t t are bo.rr rt{rrrirrrl ro rrr,r,if simitar irrf.rrrration t,",t ;;;;;;;r;r.,ITn p".ri"ru,,r(s) White corroopo.ndtns ;iti,'i,ii"iii,.". lir parriam,,,,t, it stroui,r rensured thnt tho leltor is f 

"gf 
bk. -pre-printert 

or (:) r)lost,,, .replies shout(, be scrupulorrsrv ir.ij"o.(6) ln case a rofor,;nss from nrr ";;".;l; of parlianr nt i:; rrrttiro , , , rto a Ministor .r Socrolary, .i;rrv'i" 
""r"Jh 

."f"."n.,. nri,y i)r, sc,., ,tho c.ncorrrnrt f)lvisl.nril Hi"i '"fi"r","ntaining 
,r,l,r.vrrt orSecre :ary,), Mtnistry/l )efrr,, tirr"nt 

..',.,'

ln r:nsn.[ft6 relerenoo is ad(rressod to a lou,or l)vnt orrl,reply to sut:lr r.efcrenc" 
"".,rJrrn snii"uv,n" offir r,r r11 111,, o*non_pollcy rlrrs6.s 111,,1 nrtn, orrti,inin! 

"pr.oun, ,,l r^ hir .authori og ln Dolk:y,,as.,,, tteie-airo,'i, ,n"y be r,,r,,rr.r.ri llr rtminlntpnr krvql rrl_ v,rlrlr f , ,, .,,frlV iJ'",,,rt ia r,rt , ,i nn J r, ,Secrr:tary rrrrrl llrrrt 1,,,r i,r ,r p6lilI ll,ti-..i,,.,, onf, ' ',,, !,. ,, '

Prompt rssl)onso lo leltorn rocnlvoc! _ l

(l) Each comnrrrrrr.ation recorvocr fronr the Member .r rrariirrrrrr_.rrrrnember of llro pulllk:, , ,n,,o,1ni*,i as*s.,ciation or rr ;rtrlrllt: br,,rywilt bo acknowtodgo6 *11,,,,, 1i;;;;. t"tio*"o by a ropty wilrin r,,,next 1S dayn of nckrrowlerft;olrront 
,",,i_rf "'

(2) Where a d€lny t,r.anticlpaterI in sencling a final reply, ..,- wlrlrr.r L,informartion rrnr to bo 
"utor^uo r.o,r,'i'no,n". Minr,,rlr, or nnor ,,,,office, ;rn intortrrr roply may bo 

";; ;riili,, a mon,r (t rrrrr ,ro 11,,,,of receipt of lltrr se11111lsrricrl on) in(lica ng the p , ,ll.rkr rlnlo r,,which a final loply ca1 |o g;lvon.

(3) 
.lf anv 

"X.*l;ill,'llrlir:irrion ts wrons,ty adcr1el.1qd t. rr 1s,1r1rn ;, ,r

a ppropr.ia te,,,,,, iii, lili; :l:L:Jl,iHlf",lr,.ly;Tff ;' : ;;:1.,i,'
5. The aforesaicJ rrrrtrlqlll;n11 nl,rl rovor Offir:lal cleatr,rrrr. I rlrryr,Aclmlnlstration anrj Mrrrrhrrr g , I I,rrrff,,,n,,i,f /Siat,, Loglslnt, ,,t. ln 11,,,context, atten,on rs arrr, rrrvrrrrd t,, rr,ii,, .iin)',riali rroru sn,. i.r (c,rrdrrr
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, ulo,,lg0lt and Rule S-A of Cerrtral Civil tiervit:e (Concluct) Rules, 196'lwhich

prorride as follows:-

Ev.rr y member of the service shall irr the clischarge of his tJuties ar;t in a

corrrteorrlr rnanner and shall nct aciopt dilatory tactics in his de'alings wich the

public or <,tlherwise.

T}tr:lexistingirrstructionsarehenrlbyilpl)ropriatelystrengthen€J;..,;)
errrphasi,r, the ulsic principles to be boing irr mind by thrr Governr'rellt

servarrts while interacting with the Members of Parliamet't ancl {itate

Logislaturos. These are as follows :-

(i)Governmentservarttsshottldshowcourtesy6ndL:onSiderationto
Merrrbers of parliament and state Legislntltres;

(iii)Arrydeviatiotrfrornallappoinhrlotrtntader.,lithaMenr|.,erof
purliamenustate Legislattire :nust be r;romptly e:lu!ail''€d to. i'ii I tc

avriid any possiblo iirconvortir;ttce. Ft osl-r appoin1menL slt6tlld be lixec1

irr r;onsultation with hirrt;

(i.,,)Iittofficorstlcul.lbptrtrlticu|l:uslYt:ot..ccl-end.cotirte|^":-,rn.{rirj!r.
receive and se.e off a Merlrber of Parliarrrent/state Legiulatrrre vir'ii'ir:it

hlrrr. Arrangemerlts may be rnade to receive the Membel's : I Par ir rrrr:rrlf

when, after taking prior oppointiluiii' iltv visit.the. i ltl""l-...1..:f"'
G<rvernment of lrrdia, State Governlnrrnt or local ,,iove;1 191'.llfit

Ar.r.angeine^Ls may also be made- ic, pe,nit entry cf vdtricie'; if tir':

M.rnbers to tnese brtices subJect to socurity requirements/rer -rictions;

(v) fifiernbers of Parliament. of the arett should invariabl"' be itrvitt:rJ t'r:

prrirlic functions organized UV o Government office Proper allcl

,t,,;rnfiritable seating arrangetnetrts at puhlic functir'rns and prop'')t'

orrp:r of soating on the clais sh.uiJ lru made for Members keeplt'lg itr

vir:* l:he fact that they appea, at,ove officers of thc ranli' ol secrtttrri''rs

itr Government "t i^iiu'in the g,farrant of Precedeirce; l'l:e inv tert'rott

r:,itrcls and rneclia €vont5, it c,rrlanizil'r.j fnr the fttilctioir helc ti the

c'ottstituency, may include tfre llan rs of tlre Men l;ers af that

r;'rrstltrJerrcy who hivo conflrJrr€cl partit:ipation itr these'uilctionr '

It is clai.iireli th;.t rf a ioilstituer,cy ol aLry .lviember 
(' ! -lriiatnt nt '

sllread ouu, *o,o-tnarr one Oistricl,irto Nl'P shou.ld invarl::lriy be ir 
"rite"r'!

I, all the function"t't*ru itr any otir"," Districts which arer I 'rt oi I 1/tlr:t'

<;onstittrencY;

(ii) while the Gcvernment servants strould consider carefully or listett

patinrrt.lytowhattlreMembelsofParliantentandoftheState
t-rrllislattrl.osnlayhavetosay,theGovernrnentservantslrouldalvlays
,i,,i'r""ordlng tohis own bes[1u<lgnrent irrrd as per the rules;

(vi) Whcre afly rrlee[i,g coltvener].llY thtr Governm.etlt' is I'r:'i'e ai '1 ttd"'<i

try Members of rjo"li"irlent, specia.i ,rur,, shoulcl be. takij;r ,'].-*::i l:::t'
tlotlce is giverr t., tt.e,,, in goorl tirne rr:4larrling the.date' i.il.:e, Vriflue [l:'1

of the rneetirrg. ti stroutialso be orls'rrecl that there ii n' $lip il' t)lv

(r'l

I

I
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rnatter of detail, however mitlor it may be lt should r:';1:tl 'ially I rr

ensured thal':--

tarding public meetillg s/function s irt': st

[fl],'JJ'flsJ::.J,"i"1,,;;;",;"tion devices to lhe M Ps' "o tt'

if'"V tiru"tt thern well in time' ?rtrd

(b) that receipt of intimation by the M'P is corrtirnred hy tltt

offi cer/offir: ia I t : oncerned i

(vii) Letters' from Members of Parliarnent and Meml)t)rs of S t:tl"

Leoislaturesi must bn p"L'ot'v'""x""*inas"tr'^a.n1 a r I ly serrt ' 'i '"'

e[1',:I*.:",::l] il'"""'i: ili g,t" ti: int e v a n t p'l' v i s I o n r' r' I "

(viii) lnformation or statistics relating to matters of lor:rrl intl or 
"a" 

t'

must be f'Jrnlshod tt' ttl""'uti" 
'"n-d 

MLAt when arr'rod l'rr' lrtt'

information so srrpplied ti*ft'" f " toecific and-'ans'rver ih ) l)orlls

ralsecl. A soft copy <lt ti"""i"trnation should also l"' sc irt tl rlr"

Menlber via e-matl;

(ix) lf ttre illformntlon souqht l'y a Member of Partiarrrent citnno{ lr"

oiven and is to be '*u""JYin"itl"Jtion'" 
r-t ' higher outhoritv slt.r rlr t

f,e taken a.nd the 'n'"on"'iot'noi'ir.rt"itrtirrs 
the iif crntatir'rn shcul(l l)"

givetr in the rePly;

(x) Wherever any letter lrom a Member of Parliamrjnt l! ill Elrglisl' 'r'!' l

ihe .eplv is requlred tt;;;il;;'ji 'iina.i .i-n--t:''n" 
)r tha orrr'r'!r

f,t*i*ih{','# il:"I-id- "t* 
r 

"f: 

I rfu i . I ; ; 1Ii 
Lr ] : : '

(xi) Refer':rrcos from ttte Committees of Parliament mtrst I r' att€'n '''rr l'1

promPtlY:

(xii) The ,fflcers srrorrrcl rr.t ig.ore [4repho.ic messa11"'; lefl l(r t]r"r'' I

ihe Membcrs of parttnntcntJti''f 
-i-"giurutures in tlroir arr sertt I

shottlcl trry to corrtact "t 
iil; ';;;;";iinn 

t'to*tnt "l 
parlranr':-'nt' 'r'rr

t-r:,oislatttre cotro(,rned' iil;"i ';;i;"tions 
also. in''lrtrla SMS 'r'r't

rrrrr-ils reDei'lg(l on ofllclal i-"'f if " tottpftorres \Nhi(:ll irlso shc'rl" ''

;;;ii; io Pr.mPttY and,n PriorltYr

$l'I.tl"slHi:"JHfl 3iltrl&$i,!:,",::i"i'::I;":l:'"?'#"i;:':i:'
of trommittees under 'il'J"""C""tta 

lly sponsored/Central iir'( lr''

governrnent schenres "Ji'J'''tv 
u'no ttu"q'oi"ry' detirre<l l arrd

(xiv) A Cioi'ei-r r'rrellt servant strotrld 'not approrlch f\lPs/Ul[ /'

soonsoring hls irrJi*i<lr:at L.""'"'. rrti"girtg or 
-rrttctr'J:llrrg 

tt'

nrlitical cr norr-otliciul "' t;i;;; 
tiir"iau influerrce'i''i prr l"hiterl 

" 
'r

ihe corduct Rrrl'ts e g n'rt"ie "ith" 
All lndia 

'servlcrl 
(C rrrtluc')

1968 alrc Rule 2tl "f 
t" t""'t'if li"'il Setvic'es (Conr{rrr:t) i lLIlos'



I -.)'
/ t\ Ir i )l'All M n s It' (i a, 11 epartm ents i-l re rr)q ueS l.orl l.o e l'i :) u !"h a i t i: t:, ilr'

a SIC p Ii l'lcip I:) \) Llnd nstructi ()ns rc fsll lowed t: v o ,tlfirll a S v(}

Lroth in lotter arid spirit.
urill be vlcwecl seriouslY.

V ola tion of l"he fi uirl €) ll e S la d cl o n cal r5 ct rb l'j rll"

V " Any violat.ion of reievant Conctuct Rlrles !n this regard, whicir v.iole,tion ls

€,stablislrod after due enquiry will renclcr ttre Government ser, anl.

concernecl liable for appropriate prrnishment as per Rula.

\t\l\
lv\ 

'-.--\(---_*. ' \' ) .\..r-[---* .*---.\
(C"[. $ubramanian]

Joint Secre'tary to the Gove: r rnent trf I rrlip

'i'o

/fll the MinistrieslDepartlrtettts o[ G0vernrnent r:f inrii

,)i.rpy to:

l, Proriiclerrts $iecretariau vico Frt+siclents $e<;retariat. 
,

.1. PM0/Cabirletsecretariat.

.\. 0,r',nrptt'oller and Auditor General of lrrdia'
4 ti$'[ir]/.$sc/LBSt{AA/lS',r$l/cvc/qlc.
5, I ok $abha SecretariaU Rajya Gabha "lieurotariilt'
(r. All ()fficersi$ectlons in Ministry of Personnel, PG & Ptrnsierr'
'i. NiC, UOP1 -p?ease upload this bnn on thir+ Departmesit''s lvrrt'rsite

Colry nlt;o to:

Chiei' Secretaries of all States / UTs with a request [e r:ri 'culat* rps!:ie

instrticilc;ns to all $tate Goverrrment officials at the tita etDivis;r:l' erl{i

District luyeis allrl tq pei"iodicaily review implenlentation' , t

d.--.+..*>_-_

(C.A bramanian)
')

Joi;rt Secreta ry to the Gove rnm r rt 6f !qrr:ii;r

a

lC:ljii'l :);-.1,


