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

Dated Chandigarh, the 28" May, 2018.

To
1. . All the Administrative Secretaries to Government of Haryana.
2. All the Heads of Departments.
3. Divisional Commissioners, Ambala, Hisar, Rohtak, Gurugram,
Faridabad and Karnal Divisions.
4. The Registrar, Punjab and Haryana High Court, Chandigarh.

3. All the Deputy Commissioners and All Sub Divisional Officers (Civil)
in Haryana.

6.  All the MDs of Boards/Corporations/Public Undertaking of the State.

T All the Registrars of the Universities of the State.

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

Sir/Madam,

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-ITI dated 7" February, 2018 and to enclose
copy of instructions dated 1** December, 2011, 9™ October, 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
Committee 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/
guidelines 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 viewed seriously. These
instructions may also be brought to the notice of all the officers/officials under your
control for strict complance.

Yours faithfully,

-----------

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



Gove
Minlstry of Personnel; Public Grisvances and-Pensions
inepartment of Pergonnel and Tralnlng}

No. 11 04@14130; 'hEat&. (A)
ndia

North Biock, New Delhi,
01" December, 2011

QFFICE & 0 ND ‘
Subject: Ofnclal deulinqs between the Admlnin.h'atlon and Membem of
' Parliament. and State Len‘lslaturas - Obsarvanca of proper
procedure, R
The Members of Padlamantard State Lagislatures as the accredited
representatives of the people occupy a very. important place in our
domocratic set-up. In connection with their dutigs, they often find it
ngcessary to seek. Informgtinn from the Ministries/Departments of the
Govérnment of India or the'State. vaqrhmghts, or make suggestions for their
consideratitn or ask for Interviews with the officers. Certain well-recognized
principles and conventions to goverh the relations between the Members of
Parliament/-State Legislatures and Govemment servants have already been
astablished. ; :

2. Reference is invited to the guidelinea coneerning the officvial dealings
betwean Aémltﬁstratmn -and Members of Parliament and State Legislatures
which were issugd by the Cabinet Secretariat (Department of Personnel and
Admiinistrative Reforms. in the O.M.-No 25/19/64-Estf. (A) dated 08.11. 197‘4)

The Importance of adherence o these guidelines was reiterated in the
Department of. Personnel and Training's O. M. No. 11018/6/2005-Estt. (A)
dated 47 082007 . The provisions of the Central Secretariat Manyal of Office
Procedure regardlng prompt disposal of communications from MPs have also
been reéiterated by the Department of Administrative Reforms and Public
Grigvances. The Minister of State for Personinel, Public Grievances and
Pensions 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

monltor progress in disposal of refarences recelved from Members of
Parliament. . .

3- Some lnatances of non-adherence to the axistlng guidelinea have been
brought to’ Govemmant‘s attention by Members of Parliament and a need'has
been felt for: agalh-sensitlzlng all admmlstratlvé authorities concerned.

4. . The Gentral SecratarlatManuaMf Office Prooeduro provides foliowing
cnstruczjons for prompt dfs’po&nl of lettersfrom Mernbers of. Parliamanrt.-

cJorrespondence with Members of Parllament -
m communfcatlons racawad froma Member af Parliament should be
attended to promptly.
_(2) Where a communication is addressed toa Mlnlstar ora Sacretary
to the Government it should as faras practleabie, be replied to by
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the Minister or the Secretary himself as the case may be. Where it

is not practicable 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. - :

{3) Where & communication is addressed to the head of an attached
r " or subordinate office, Public Sector Undertakings, Financial
.+ Institutions  (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 be taken to
ensure that wherever policy issues are involved, approval of the
competent authority Is obtained before.a reply is sent. 1t should,
however, be ensured that the minimum level at which such replies
are sent to Member of Parliament is that of Under_ Secretary and
that also in a polite letterformonly. ... . . e ;

(4) Information sought by a Member.of Rarliament should be supplied
unless It is of such a nature.that it would have been denied to him,
{F gimflar information had been sought in Parllament. .

{3y While corresponding with Members of Parllament, it should be
ensured that the letter is. legible,.. Pre-printed. or cyclostyled
replies should he-s::rupuleu's!y-.avoiéed. T il

(6) In case a reference from an ex-member of Parliament is a;jﬂresssd
to a Minister or Secretary, reply to such reference may be sent by
the concerned Divisional Head after obtalning approval of the
Secretary of Ministry/Depaitment. | - _—

in case the reference is addressed.fo'a lower levéi officer,
reply to such reference could be sent by the officer on ﬁ]f's_ own in
non-policy cases. and after obtaining _ng;of, the, higher
authorities in policy cases. Here also;t-may be ensured that the

minimum level at which a replyis sent is that of ‘an Under .

Secretary and that too ina politeletter formonly. TR
Prompt response to letters received> . Ny B

(1) Each comm,u_ﬁlcation reéaivé& fmm the -ﬂ‘_énib_ef. of Pqﬂ[&ment.‘ a
member of the public, a recognized association or a piiblic body

next 15 days of acknowledgementsent. ... - i

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

(2) Where a delay is gpﬁcipated in sending a fir Lyﬁ,onnghera the °

information has to be obtained from ancth i .Vnis_try‘ or another
office, an interim reply may be sent withirt:a i anth. (from the date
-of recelpt of the co‘mmur_lIcaﬂon}--lndicaﬂgg;tha"pc_:_ssiblg date by

which a final reply can be given. . e

(3) 1 any such communication is wrongly addressed to a department,
- should be, transferred  promptly (within a week) to the
appropriate department under intimation to the party concerned.

The . aforesald. guidellnes aiso “cover Official dealings between’

A.clministraﬂqn and Members of Parliament/State Legislatures. In this
context, attention is also Invited to Ruls8(2A) of All india Service (Conduct)
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Bule, 1968 am:l Rule 3-A of Central Civll Service (Gonduct) Rules, 1964 whk,h
provide as follows: ,

W TR T

_ Every member of the service shail in the discharge of his duties act in a
courteous manner and shall not adopt dilatory tactics’in his deaiings with the
public or otherwise. .

“ The existlng lnstruotibhs ';ra hmby BPPrOprratély strangthened to

smphasize the basic principles to kaerne In-mind. by the Governmant
servants while interacting with the: Mambers 01' Pari amant and State
Lagisliatures. These: areasfollows s o -

{t} Government: servants shquld shcw ctmrte&y and consldaration io
Members of Parliament and State l.egislaturea. '

{ii). while the Government servants should t:enﬁlder carefully or listen

patipntly to what the Members of -Parllament and of the State

Legislatures inay have to, say, the Governiment servant ahould always
act according to his own bestjudgmant and as per the rules,

(i} Any. deviation from an.appointment made with a Member of
Parilament/State Laglslature _must be promptly explained to him to
avoid any possible inconvenlence Fresh appdlntn!ent shculd be ﬂxed
in consultation with him; ]

{iv) An officer should be metiuuloualy correct afid cOurlemus and rise to -
recelve and see off a. Member of Parliament/State L‘sglsrature visiting” -
him. Arrqngements may be made to receive the: Members.of Parliament,
when, after taking prlor appointment, they - vlslt the orlﬂcé{ of the

Government of “India,  State Government “or "local: Government,
Arrangements may also be made to permit entry of vehicles of the
Membera to thnsa Ofﬂces sublact to security refquiitmentsh‘estrlchna,

(v; Members of Parllament of the area ahould invariably be invlted to
public functions organized by a. Government ‘office.” Proper and
comfortable seating arrangements at public - functions and proper,

orderof seating’ on the dals stiolld be mpade for Members keeping in

view the fact that they appear akove.officers.of the'raik of Secretaries.
io Government of India In the Warrant of Precedeéncs; 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 participatlon in these functions.

it Is clarified that if a constituency of any Member of Paﬂlament is.

spread over more than one District, the M.P.should invariably be Invited
to all the functions held in any of ihe Districts whlch are part of his/her
constituency; o : i

{vi) Whera any meeting convenad by the. Govemment ia to be attended ‘,
by Members of Parliament, special care should be taken to seg that

notice is’ glven to themn good. time regardlng the date, time, venue etc.
of the meetmg At shouild atsu be ensured that there is no slip In any

; P
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i ,‘.,mé't'tg‘ng-‘ur dé!.-ail;t«,howwen,mi_mr_-,lpmgxh;b\q.g.lt_;-appuld-raap_amaliy be
ensured that.— ' . ' E SR e e ¥,

/() dntimations..regarding. public. meetingsffunctions are sent
" :

. through:speedier, -e?mmﬁiﬁig;arg.i@fi
they reach them well In time, and -

3 el

s D) .t_,h‘a.tis;‘?éﬁﬂ,‘m\.\«of-.!.l’_lﬁmaﬂgg_‘_-by,tj\_a M.
- officerfofficial concerped; . .. .0, "

Is-.confirmed by the

{vii) Letters from Members of Rarllament and’'Members of -State
Legislaturas must be promptly acknowledged, and a reply sent at-an
appropriate level expeditiously. as per. the relevant provisions of the
Central Secretariat Manual of Office Procedure; - -+ ... . s ¥

(viit) information :or. statistics reiating. to.matters of:local importance -

must be furnished to the MPs and MLAs when' asked .for. The
infortation .s6° supplied should be. specific ‘and -answer-the points
raisad: A soft, copy.of the information shouid also be. sent to the
Member via e-mail; R ERE e T

. e Hreedr G S P P g g tar it T LI TR R o
(i) 1 the information soughts By a-Member of Parliament cannot be
~ glven'and is to. be.refused, instructions from a.higher authority should
be taken and the reasons for not furnishing the information should be

given in the reply; : L .
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(X}, Wheraver any letter from a Member. of satiisdn:English and
- the ‘reply is_required: to be. given i Hindiifi’terms<omth

. Languages Act, 1963 and.the rules'framed there;u
' translation should alse be.sent along with tfie réply fo
of such Members ij,?ﬂ_rl_lamen‘lfrpy@h Hin ¥

nvenience

) References from the Committeesiof Pa
'promp_l;ly‘;-- G LR N RIS

' R e i i oy T b &
- (xli) The.officers should not ignare telephonic ?';3& gﬂ._fm_gthem by

- the Members of -ParliamentState Legislatuf é‘t% eif absence and
+ should iry to contact at the,earliest the Membenaf Parliament/State

 Legislature congerned. -These Instructions s f NS il o=
} : i ﬂ'aer,shou’d be

replied to promptly and on priority; = .. . o . ‘
(i) Al MinistriesiDepartments way ‘efsure “tiat ithe -pawers of
- Members of Parflament/State, Legislaturas as Chairpersons/ Members

of commitiees . under - various . Centrally Sponsored/Central Sector

' government'schemas are,clearly and adequately defined; and

{xiv) A Government servant should not appréach MPs/MLAs for
- - ispensoring hiscindividual, casge. as. bringing. or _attempttn?_;@ bring

-political or non-official or.other gutsids influence Is Prohibited under
- the condiot Ruled e.g.. Rule;1&:6f4ke Al Inglia:Service (Conduct) Rules,
1960 and Rule 20.of the Central Civil ,S_g?r\ilca's- {Conduct) Rules. .

p{qvloésmiheMPa. 0 that |
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6. All Ministries/Departments are requested to ensure that the above

basig principles and instructions are followed by all officials concerned,
bothiin fetter and spirit. Violation of the guidelines laid down on this subject
will be viewed serlously. R~ i
R R e e o
7. Any viciation of relevant Conduct Rules in this regard, which violation is
estzblished after due enquiry will render the Government servant
soncemned liable for appropriate punishment as per Rule.

(C.A. Subramanian)
Joint Secretary to the Government of India
Yo
All the Ministries/Departments of Government of india
CUopy to:-
. Presidents Secretarial Vice Presidents Secretariat.
2. PMQiCabinet Secretariat.
3. Comptroller and Auditor General of India.
4, UPSCISSCILBSNAA/ISTM/CVCICIC.
5. Lok Sabha Secretariat Rajya Sabha Secretariat. =~ :
6 All Officers/Sections in Ministry of Personnel, PG & Pension.

NIC, DOPT-please upload this OM on this Department’s website.
Copy alsa 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.
i R 3

B L T e

Jolnt Secretary to the Government of india
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GOVERNMENT OF INGIA
DEPARTMENT OF PERSONNEL & TRAINING
MINISTRY OF PERSONNEL, PUBL|C GRIEVANCES
' AND PENSIONS \

NORTH BLOCK. NEW DELHI - 110001

Website : hitp:/ipersmin qov i
G St

g
Secrelary .
Teic : 23094848
123092056
ir 23094500

Dear Chjef Secretary,

You would be aware (hat guidelines concerning  official dealings between .
Adminisiration 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 I.ok Sabha recommended consolidation and 1eileration of the existing
instructions so  that all concerned are aware. of the same, Accordingly, revised
vomprehensive guidelines have been issued by this Department vide'Office Memorandum
Ne. F1013/4 /201 1-iste. A dated 1# Decembey, 2011. Copy of this O.M. was.also forwarded
to the Chiel Secretaries of all. the States/UTy vide D.O. letter dated 8.12:2011 from,lny
predecessor with the request that these insteuctions may be circu fa'i'u;d to all officials of the
Slate Goverminent for compliance,

]

2, A-copy of the above instructions dated 1% December, 2017 js 4 gain enclosed. Teis

Onee again requested. that these instructions may be circulated to all"officials of the State ‘

Government for compliance, ;

=3 Some. Members of Parliament haye brought to ‘the. natice of this Department
irectly or through Lok Sabha / Rajya Salha Secretariat that District level-officials have
0ot been showing them due regard and courtesy. This lias also been raised in the recent
-meeling of the Commitiee on violation of Protocol Norms and Contemptuous Behaviouy
of Government Officers with Members of Lok Sabha constituted by the Fon'ble Speaker,

; [t is, therefore, advised that implementation of the above mentioned instructions are'lo be

! periodically reiterated and reviewed in. the Conference of District Mapistrates / Collectors :

and Superintendent of Police of your States / UTs ' : ’ '

4. You may please issue necessary directions lo the district tevel officers and send a
F -, - Copy Lo this Department for its onward transmission (o the Lok Sabha Secretariat, as’
; ~ desired by them, :

With re gards,

Yours sincerely,

G (I&(\\?M; isra) -

( gy I\fciq-rxq__'
Chief Secretaries of all States / UTs

{ AS hox Jlr‘&/‘)
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Cupy alongwith enclosures to;

I.-8h. Sanjay Kothari, Secretary, D/o Admmmralwe feforms and Public Grievances, Sardar
Patel Bhawan, New Delhi with the request to make it as one uf the Agenda items for
discussing in the Annual Chief Secretaries Confererice.

! sh. VIR, Ramesh, Joint Secretary, Lok Sabha Secretariat (Privileges & hlhlrs Branch,
Pertiament House, New Delhi w. r.t their 0.M. No. 12/1/2012-CaPV dated 13.9.2012,

3. Sh. Alok Rawat, Se:-relary ((‘oord}natmn} Cabinet Secretarial, New Delhi.: /&

(Myl%;izundfa}

loing88cretary (Estt.)

I
8\
}
i
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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. i

The Members of Parliament and State Legislatures as the accredited representatives of the
people’occupy a very important place in our democratic set-up. [n 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 meke suggestions for their consideration or ask
for interviews with the officers. :

2% The guidelinés coricerning official dealings between Administration and Members of
Parliament and State Legislatures have been issued by the Ministry of Pegsonnel, Public
Grievances and Pensions and reiterated from time to time. The provisions of the Central
Secretariat Manual of Office Procedure regarding prompt disposal of cemmunications from MPs
have also been reiterated from time to time. However, keeping in view the instances of
oocasional non-observance of the above guidelines, a need was felt by the Committee of
Privileges of the Lok Sabha for consolidating and reiterating the existing instructions,

Accordingly, revised comprehensive guidelines were issued by this Depattment vide Office .

Memorandum No. 11013/4/2011-Estt.(A) dated 1* December 2011 (copy enclosed). A'copy of
former Secretary (P)'s D.Q. No, 11013/4/2011-Estt.(A) dated 9% Qctober, 2012 reiterating' the
szid instructions is also enclosed for ready reference. '

3 The Committee on Violation of Protocol Norms and Contemptuous Behaviour of
Government Officars with Members of Lok Sabha in Paragraph 63 of its First Report tabled in
the Lok Sebha on 06.02.2014 hes recommended that this Department may sensitise all civil
servants and officials in various Ministries and Depertments particularly under them for strict
compliance of the instructions relating to official dealings issued in this regard between the
Administration and the Members of Parliament. :

4, The Committee on Violation of Protocol Norms and Contemptuous Behaviour of
Government Officers with Members of Lok Sabha at its first sitting held on 28 October, 2014,
slso felt that the consolidated instructions/ guidelines issued by the Department of Personnel &
Training (DoPT) on 3 December, 2011 on Official Dealing between Administration and Members

_of Parliament need to be again circulated to alj eoncerned 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 thg:
guidelines faid down on this subject will be viewed seriously.

6. 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. ™

P
~ (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)




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

(SIXTEENTH LOK SABHA)

3 | THIRD REPORT

] ON .-

Complaint dated 02 June, 2015 given by Shri M. Rajamohan Reddy,
MP 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
Thildkana Mandiram in his constituency Nellore, Andhra Pradesh.

[Presented to the'Spsqker, Lok Sabhfx on 26.12.2017]

[ Laid on the Table on 04.01.2018]

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



