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HARYANA GOVERNMENT _
FPOLITICAL AND PARLIAMENTARY AFFAIRS DEFPARTMENT
CHIEF SECRETARY'S OFFICE

Dated Chsndigaf'h, the 28" May, 2015,

To
-All the Administrative Secretaries to Government of Haryana.
All the Heads of Departments.
3. Divisional Commissioners, Ambala, Hisar, Rohtak, Gurugram,
Faridabad and Karnal Divisions. .
The Registrar, Punjab and Haryana High Court, Chandigarh.
5 All the Deputy Commissioners and All Sub Divisional Officers (Civil)

in Haryvana,
. All the MDs of Boards/Corporations/Public Undertaking of the State.
7. All the Registrars of the Universities of the State.
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Subject:- Official Dealing between the Administration and Members of Parliament

and State Legislature ~ observance of proper procedure —instructions
regarding.

Sir/vladam,

I am directed to refer to Government of India, Ministry of Personnel,
Public Grievances and Pensions Department of Personnel & Training Establishment
Division letter No. 11013/4/2018-Estt.A-IIT dated 7" February, 2018 and to enclose
copy of instructions dated 1% December, 2011, 9™ Octeber, 2012, 19" November,
2014 (official dealing between the Administration and Members of Parliament and
State Legislatures — observance of proper procedure) and to inform you that the
Commiftee on Violation of Protocol Norms and Contemptuous Behaviour of
Government Officers with Members of Lok Sabha in its Second Report tabled in the
Lok Sabha on 04.01.2018 has recommended that the consolidated instructions/
onidelines on Official dealing between the Administration and Member of
Parliament and State Legislature should strictly be complied by all the Government
Servants.
2. The Committee on Violation of Protocol Norms and Contemptous
Behaviour of Government Officers with Members of Lok Sabha in Paragraph 43 of
its Third Report tabled in the Lok Sabha on 04.01.2018 has further recommended
discouraging and desisting the State Governments to involve Private companies/
agencies in organizing/ sponsoring functions which essentially fall under the domain
of State Governments.
3. The report dated 04.01.2018 tabled in the Lok Sabha may " be
download from the Website of Lok Sabha for strict compliance both in letter and
spirit. Any violation of the said guidelines will be wviewed seriously. These
instructions may also be brought to the notice of all the officers/officials under your
control for strict complance,

Yours faithfully,

:&Qn er Kapi

{eg_l]nder Secretary

Senior Special Secretaries/s Senior Secretaries/
Private Secretaries o All the Ministers/State Ministers
for information of All the Ministers/State Ministers.

CC:
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- No. H04/AROM-EstE (A)
Goveriimettofindia
Minlstry of Personnel; Public Grigvances angd Pensions

{Department ofPeripnnel and Training)

North Blook, New Baihl.
01" December, 2011

OFFICE MEMORANDUM
Subject: Official dealings between the ‘Administration and Members of
Parliament. and State Legislatures ~ Observance &f proper

progedure, o e L ;

The Members of Parliament-and Siate Legislatures as the accredited
reprosentatives of the people oecupy a very imporiant place in our
damocratic set-up. In connection with thelr dutigs, they often find it
nocessary to seek information from the Ministries/Departments  of the
Government of India-or the'State Governments, or make suggestions for thelr
consideration or-ask for interviews with the officers. Certain-well-recognized
prifnciples and conventions to govern the relations between the Membars of
Parliament/-State Legislatures and Government servants have already been
astablished, ' EEE o

2. . Reference Is invited to the guidelines concerning the afficial deatings
betwean Administration and Meimbers of Parliament and State Legislatures
which wers issued by the Cabinet Secretariat (Department of Personnel and
Administrative Reforms, In the O.M:No 25/18/64-Esit. (A) dated 08.41.1974).
The Importance of adherence io these guidelines was reiterated in the
Department of- Péersonnel -and Tralning's 0. MHo. 11018/612005-Estt. (A)
dated 17.08:2007, The provisions of the Central Secretariat Manual of Office
Progedure regarding prompt disposal of communications from iFs have also
been réiterated by the Department of Administrative Reforms and Public
Grievances, The Minister of Stale for Personinel, Public Grlevances and

Pensions has also written to all Minlsters in this regard vide D.O letter dated

5% May, 2014, reguesting that a mechanism may be set up to periodically

monitar progress In disposal of references received from Mambers of
Parflament. ' : :

3. Some instances of non-adherance to the existing gui&aliriea have been
brought to Bovernment’s attention by Members of Pariiament and a need'has
been felt foragaln.gensitizing all administrative authorities concerned.

4. . The Central -Sacra_t_ariat.!.'-tanua[aza_fdﬁlén. Procedure provides following
instructions for prompt disposal of letters from Members of Parliament:-

Carrespondence with Members of Parllament -
(1} Communications received from a Member of Parllament should be

. attended to promptly. - T, .
© (2) Where a commiunication is addressed to a Minister or & Secretary
to the Government, it should; as far as practicable, be replied to by
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ihe Minister or the Sacretary himself as the case may be. Where it

ls not practioable 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. _ -

{11 Where a communication is addressed to the head of an attached
: "~ or subordinate office, Publlc Sector Wndertaklngs, Financial
2 Institutions (including _nationalized banks) Division/Branch In’

charge in a Ministry/Department/Organization, it should be replied
tc by the addressae himself. Insuch 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 Parllament is that of Under.Secretary and
that also in a polite letter-form only. . . - T ,

(4) Information sought by a Member.of Parliament should be supplied
unless it s of such a nature:thal it would have been denied to him,
if similar Information had been Eﬁughtrm_ﬂ_aﬂ__l_ament.' S

{5) While corresponding with .Members of Parllament, it should be
ensured that the lelter is.. legible,. . Pre-printed. or _Cyclostyled
replies should be scrupulously-avoided. - LN N

{63 I case a reference from an ex-member of Parliament is addressed
v a Minister or Secretary, reply to such.reference may be sent by
‘he concerned Divisional Head after obtalning approval of the
Secretary of Ministry/Depaitments | - g

in case the reference is addressed.fo'a lower levgi officer,
reply to such reference could be sent by the officer on fis own In
non-policy cases. and after obtalning gppr | of the, higher
authorities in policy cases. Here alsp;it-may be ensured that the
minimum  level at which a reply-is sent js that of ‘an Under
Secretary and that too Ina politedetter formonly.

Prumptrespunsew1ettarﬁ'_réi:alu_qd-.~f S

(13 Each communication recaived f:;ém the Mén_'ib_ef.uf Pﬂﬁ ament, a
member of the public, a recognized assoclation or a piiblic body

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

next 15 days of acknowledgementsent. ... :

{2} Wheré a dB!-a,.f is s;i,nl;i'mpa"md in aending a : rwh
information has to be oblained from ano;.{ht* nistry or another
office, an interim reply may be sent withira mom (from the date
-of recelpt of the communication).indicating the ‘possihle date by

=7

which a final reply can be given. Sk

(3) ¥ any such communication is wrongly .Hd!dmsﬂﬂd. toa riig;iartmann
IE- should- be transferred promptly (within a week) to the
appropriate department under intimation to the party concerned.

6. The aforesald: gl...il.ﬁﬂ_ﬂﬂ'ﬂé- also cover ‘ofclall dealings between’

Administration and ~ Members of Parliament/State Legislatures. In this
context, attention is aiso invited to Rule-8(24) of All indla Service (Conduct)

ﬁggl:fgﬂis;;bfﬂhere the
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fule, 1968 and Rule 3-A of Central Civil Service (Conduct) Riles, 1964 which
prowide as follows:- )

Every member of the service shall in the disoharge of his duties actin &
rourteous manner and shall not adopt dilatory tactios’in his dealings with the
pubtic or otherwisa, s

the existing instructions 'ﬁre hgr#by?'npprufarrﬁtaly strengthened 1o

wmphasize the basle principles to be<erne In-mind by the Governmant
sorvants while interacting with the. Members ‘of -Parilament and State

Lagisiatures. These argasfollows:- . - - -~

{i) Government servents should show courtesy ‘and cofisideration to
Members of Parliament and State Legislatures;

(i), while the Government s:é.ﬁ._ranin should consider carefully or listen

patigntly to what the Members of -Parllamient and of the Stats

Legislatures may have to_say, the Government servant should alwayc
actaccording to his own best judgment and as per the rules;

(i) Any deviatlon from an.appolotment made with a Member of
Parllament/State Leglsiature must be promptly ekplained to him to
avold any possible Inconvenience. Fresh appolntnient should be fixed
in consultation-with him; o W T e | ;

{iv} An officer should be metieulously correct atid courteous and rise to -
receive and see off a. Member of Parllament/State Legisfature visiting” -
nim. Arrangements may be macde to receive the:Members of Parliamant,
when, after takihg prior, appointment, they .visit ‘the officer of the

Government of India,” State Government ‘or 'logal’ Government.
Arrangements may alsg be made to permit entry of vehicles of the.
Members to these Offices subject to security requirements/restrictions;

{v) Members of _Pﬁﬂiamemt of the ares should Invariably be invited to
public functions organized by a. Government :office,” Proper and
comfortable seating arrangements at public functions and proper,

arder of seating’ on the dals shoulg be made for Members keeplng in
view the fact that they appear akous.officers.of the'rank of Secretaries.

to Government of India In the Warrant of Precedencs; The invitation
cards and medlia events, if organized for the function  held in the
constitvency, may include the names of the Members of that
constituency who have confirmed participation in these functions.

it is clarified that If & constituency of any Membaer 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 hisihar
constituency; s .- iy

(vi) Whera any meeting convenad by the Government is to be attended

by Members of Parliament, special care should be taken tg see that
notice is glven to them In good.time regarding the date, time, venué ate.
of the meeting. 1t should also be ensured that there Is no slip i". BNy

.
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. ‘matteriof demt,muwwm- minor., it,majg Bt appuld Bspﬁx.;ially b2

> ensured that—

they react them well in {ime,

i

by that rmaip;wnf\tnhmqtfun by tha I'Hl Bs Is canﬂrmad by !ha
g ufﬂceﬂaﬂ'c}al cqnuamad,, 7 ;

.

{wid} Latters fram Membam -uf Famamant antl Mambar& of - Etatﬂ
Logislaturas must be promptly acﬁnuwradgad and a reply sent at-an
appropriate level expaditiously. as_per, the. relevant, pm\risions of !.hsa
Coniral Senmtariatﬂ'lanual of Ufﬁce Pmceﬂum Wil

L

- {viity informationor. statistics relating. to.matlers of:local-importance -

must be furnished to the Pﬁl?a and MLAs. when' asked :for. The

information .so° supplied should be. specific ‘and :answer the peints.

ralsad:. A soft, copy-.of ﬂ\;a Informatlo{t armuid alau bﬂ‘ aunt tu the
l‘a‘ipmber via e-mall; ; _ =

{xir tha Infurmauun sﬂughﬁr M:;u- Mamher ﬂf Paﬂiarﬁhnl ﬂannu-t ha

- givenrand s to. be.refused, tnatmcﬂnns from & higher authority should

he taken and the reasons fur not furnishing the. infdfmatlun shuuld be
gh-' an in the repiy,

-2 p:} Wharwer an}tJaﬂJar frum aﬂiemhar ﬁf oif ' ri:_Eng_Iiah ang
" the reply s requlred: to.be. given i }ligﬂlgilﬁlﬂr}np the . Official
Languages Act, 1963 and- the ryles’framad there; under, - Bt English
" translation should ‘also.be sent a!unq;wiqxﬁg réply for ihe ﬂnﬂuamanaa
‘of t.'Llﬂh I'i!emhars of Parliament frmngmn ti!mi @gakﬁng ag.r}ah

{xl) ﬂafemnces fmm 1ha Bummittem;‘ﬁf Farﬂamﬂn.t mus[ H&‘ﬁﬂandad o
ﬁ:urnpt}y o *.--- Ry

oy ‘Iha t}fﬂcers shuul& uut Ignqm 1a$aphmiq | Jeft far them by
‘the Members of ‘Parliament/State [egisiatires in: :

. should iry o contact at-the earllest the. ;,'Igm eraf Parliament/State
; Lm;tsiatura congerned. -Thesa. inatrunﬁbnﬁ it Jl h!u'ﬂﬂ BMS -and -
malls recelved o officlal. mobile taleghang&" %alaa shnu!ci he

i *eﬂlfed to prumptl;.r and o priurﬂy.

ixlii} Al Mlniatrlasmapartrnenla ma;-,‘ anhure 'Ihat El:h*a puwers of
" Members of Parllament/Stale Legislatures as. Chalrpersonsi Members

of. committess . under- various . Ceplrally Sponsored/Central Sechor ;

" governmerit'schemas are clearly, §nﬁ adar.;;u até]:.r deﬁned“ ﬂmi

{xiv) ﬁ Gmrarnmant servant should not Eppﬂ}anﬁ MstMLAs for
«'sspnnsuﬂng ‘higindividua), case. as- bringing. or attempling;fo bring

B -political ar fon-official or.other- mﬂs“idw influsnce Is firohibited under

' the concliotRuled a.g. RuleiBoithe Al Ingla.Sarvite: (Gnnduat] Rules,
1961 and Rule 20. of the Certral EHwI 3ervicah {Gumﬁmt} R.ulﬂs

S thlmlﬂﬂﬂﬂmq!ﬁgard;m p;.r;glic mgeﬁngslfuncilm are amlt h
i hrough:spesdler, Hmmuﬁigyﬂg d“g"ﬂ“,‘j’fﬂ to ;ha M.E'a, w t.hat .

et
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5. Al Ministrles/Depariments are requested to ensure that the above
basie princlples and instructions are followed by ali officials concerned,

bothiin fetter and spirlt. Viclation of the guidelines iaid down on this subject
will be viewed serlously. . e :‘_ £ e -

o L
7. Any viciation of relevant Conduct Rules in this regard, which violation is
estahlished after due enguiry will render the Government gervant
soncemed liable for appropriate punishment as per Rule.

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

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

presidents Secretarlali Viee Presidents Secretariat.

3.

1, PMOICabinel Secretariat.

3. Ceomptroller and Auditor General of Indla.

4. UPSCISSCILBSNAAIISTMICYCICIC.

5. Lok Sabha Secretarial/ Rejya Sabha Secretariat. .

6. Al Officers/Sections In Ministry of ‘Personnel, PG & Pension,

7. RIC, DOPT-please upload this OM 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 officlalé at the State/Division and

District levels and to perlodically review imglementation. -
A L amea .

B S e T

Joint Secretary to the Government of India
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GOVERNMENT OF iNDiA
DEPARTMENT OF PERSOMNEL & TRAINING
MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES
~ ANDPENSIONS
NORTH BLOCK, NEW DELH! - 110001

Websita : bils:ioersmin apvin
9t Otdher, 2068

sEry
Tele 23094848 g
L 23002058 ST
For 23004500

Bear Chief Secrelary,

You would be aware thal guidelines coricerning  official dealings belween -
Administration and Members of Parlianient and State Legislalures have been issusd by
the Ministrey. of Pérsonned, Public Grievances and Pensions. Fowever, keeping in view
sertain inslances Of occasional non-ohservance of the above guidelines, the Commitiee of
Privileges of the .ok Sabha recommended consolidation and eileation of the existing
inshructions so  that all concerned are aware of the same.  Accordingly, revised
cumprehensive guicdelines have been issued | ytlyly Depay ent Vide'Office Memoranduom
NMe TR/ 42001 s A dared 79 Decers Yo
W the Chiel Secretaries of all the Stat f
proedecessor with the revuest Hiat thesd i
Stale Governinent for compliznce, 4

AR S e 4 .
2 A copy of the abave instructidhi, G Decernbec®261¥Wis again enciosed. It is

; 1% [ i For i i o R . 0
HnE apain requested Dat these t_nsi-rh%: _ {:n::mrgg] : ,._ﬁ atl officials of the State
Cowernment for compliance. s

& %Ehrh 'ugj W the ndotice of this Department
direally or througl Lok Sabha / Rajys Salha SUgretsddt that Distric level-officials have
il been showing them due TEgard and ;‘.mr]'Leay."‘ Eiet has also bewn raised in the recent
meeting-al the Commitiee on viclaton of Protooiah Nemhs and Conlempluous Behaviour
af Governwent Officers with Members uf Lol S Solgtiluted by the Ion'ble Speaker, -
iz, therafure, advised that implementation of the Aberke menlioned instrurtions are'to be
periodically veiterated and reviewed in the Conference of Diskrict Magistrales / Collectors
and Superintendent of Police of your Slates / LTy ' B ’

Sove Members of Paciament have
L

i, You may pleass issye necessary directions lo the district fevel officers and send &

. orapy e this Department for its onward lramsmission to the Lok Sabha Secretariat, ag’
“odesired by e,
With regards,

Yours sincerely,

. ﬁ/ﬂ ¢ (PJC Misraj -
( By Mogne_ it o
Chief Secretaries of all States / UTs '

(A8 hex .’Erls-r":}

@ ;
Lt e
e st - _ :




iy glingwith enclosyres to:

Loo3h Sanjay Kotharl, Secretery, Dfo Adnunistrative Reforms and Pubilic Grievances, Sardar
Patel Bhawan, New Delhl with the request to make it as ong uf the Agenda items for
disen nmg:n the Annual Chief Secretaries Conference.

!osh VR Ramesh, Joint Secretary, Lak Sabha Secretariat (Frivileges B Ethics Granch,
Partiarment House, Mew Deihj wer. b their M, Moo 12/8/2002-CoPV dated 13.8,201%.
boosh Adal Raveal, Secrelary (Coardination), Cablnet Secretariat, Mew Dalhl, )

@1) 2&@

fnm BEretzry ;HIL !
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F.No: 11013/2/2012-Estt. A
& Covernment of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training
Establishment Division
' Norh Block, New Delhi
Dated November 197, 2014

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

The Members of Parliament and State Legislatures as the accredited representatives of the
reopie ooeupy a very important place in our demotratic set-up. [n connection with their duties,
they often find it necessary to seek information from the Ministries/ Departments of the
Ciovernment of India or the state Governments, or meke suggestions for their consideration or ask
for interviews with the ofTicers. :

tiament and State Legislatures have been issued by the Ministry of Pegsonnel, Public
Giriavances and Pensions and reiterated from time to time. The provisions of the Central
Secretariat Manual of Office Procedure regarding prompt disposal of communications from MPs
have also been reitersted from time to time. However, keeping in view the instances of
ccensional non-observance of the above guidclines, a need was felt by the Committes af
Privileges of the Lok Sabha for consolidating and reiterating the existing ingtructions.
Accordingly, revised comprehensive guidelines were issued by this Depaitment vide Office.
sdemorandum Mo, 11013/4/2011-Este.{A) dated 1" Pecember 2011 (copy enclosed). A’copy of
former Secretary (PY's 0.0, No, 11013/4/2011-Esti.(A) dated g% Qctober, 2012 reiterating the
said instructions is also enclosed for ready reference.

T The guidelings concerning official dealings between Administration and Members of
Farii

u

3. The Cammitiee on Violation of Protocel Norms and Contemptuous Behaviour of
Covernment Officers with Members of Lok Sabha in Paragraph 63 of its First Report tabled in
the Lok Sebha on 06.02.2014 has recommended 'thﬁai'this Department may sensitise all civit
cervants and officials in various Ministries and Depértments particulary under them for strict
compliznce of the instructions relating to official dealings issued in this regard between the
Administration and the Members of Parliament.

g, The Committee on Violation of Protccol Norms and Contemptuous Behaviour of
Civernment Officers with Members of Lok Sabha at'its first sitting held on 28 October, 2014,
alser Falt that the consolidated instructions! guidelines issued by the Department of Personnel &
Training (DoPT) en 1 December, 2011 on Official Dealing between Administration and Members
_of Parfiament need to be again circulated to al} concernad Exceutive Funetionaries.

5. - Al Ministries/ Departments are requested to ensure that the ahove basie principles and
sastructions are followed by all officials concerned, both in Jetter in gpirit: Violation of the
wuidelines laid down on this subject will be viewad sericusly,

&, Chief Secretaries ol all States/ UTs are requested to circulate these instructions to all State
Covernment officials at the State/ Division and District levels and to periodically review

implementation. I
et

(Iih. Vaidyanathan)
Director {Establishment}
Ta _
I Al Ministries / Departments {as per gtandard list)
7. Chief Secretaries of all States / UTs {as per standard list)




COMMITTEE ON VIOLATION OF PROTOCOL NORMS AND
CONTEMPTUOUS BEHAVIOUR OF GOVERNMENT OFFICERS WITH
MEMBERS OF LOK SABHA

(SIXTEENTH LOK SABHA)

2 ~° SECOND REPORT

i ON

Complaint(s) dated 29 December, 2014 and 28 April, 2015 given by Shri Y. V.
Subha Reddy, MP against the District Collector and the Chiel Planning
Officer, Prakasam Distriet, Andhra Pradesh for their alleged d isregard to him
in connection with a review meeting under the rSaansad Adarsh Gram Yojna'
(SAGY).

[Presented to the Speaker, Lok Sabha on 26.12. 20 7]
Lk ; :

[ Laid on the Table on 04.01.2018]

i
LOK SABHA SECRETARIAT

___NEW DELHI
Tenuary, 2018/Pausha (Saka)
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COMMITTEE ON VIOLATION OF PROTOCOL NORMS AND
CONTEMPTUOUS BEHAVIOUR OF GOVERNMENT OFFICERS WITH
MEMBERS OF LOX SABHA

(SIXTEENTH LOK SABHA)

3 | THIRD REPORT

N e ON

Complaint dated 02 June, 2015 given by Shri M. Rajamohan Reddy,
VP against the officials of District Administration, Nellore
regarding omission of his name on the invitation eards and the
plaque unveiled during the public function held for inauguration of
renovated Roads & Buildings (R&B) Guest House, Dargamitta,
Nellore and for laying of foundation stone for renovation of
Thilliana Mandiram in his constituency Nellore, Andhra Pradesh.

[Presented to the Speaker, Lok Sabha on 26.12. 2017]

[ Laid on the Table on 04.01.2018]

LOK SABHA SECRETARIAT
NEW DELHI
January, 2018/Pausha (Saka)



