
F. No. 11013/4/2018-Estt.A-lll 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel & Training 

Establishment Division 
North Block, New Delhi 

Dated: March, 2021 

OFFICE MEMORANDUM 

Subject: Official dealings between the Administration and Members of Parliament 

and State Legislatures — Observance of proper procedure. 

The Members of Parliament and State Legislatures, as the accredited 

representatives of the people, occupy a very important place in our democratic set-up. 

In 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 make 

suggestions for their consideration or ask for interviews with the officers. 

2. The guidelines concerning official dealings between Administration and 

Members of Parliament and State Legislatures have been issued by the Ministry of 

Personnel, Public Grievances and Pensions and being 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 reiterated from time to time. 

However, keeping in view the instances of occasional non-observance of the above 

guidelines, a need was also 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 Department vide Office Memorandum 

No. 11013/4!2011-Estt.(A) dated 01.12.2011 (copy enclosed). A copy each of former 

Secretary (P)'s D.O. letter No. 11013/4/2011-Estt.(A) dated 09.10.2012, O.M. No. 

11013/2/2012-EstLA dated 19.11.2014, O.M. of even No. dated 07.02.2018, 11.10.2018 

and 10.02.2020 reiterating the said instructions are also enclosed for ready reference. 
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3. In fact, recognizing the crucial role of Civil Services in serving the citizens, 

one of the aims of the recently launched National Programme for Civil Service Capacity 

Building (NPCSCB) is to create a workforce of public officials that is competent, efficient 

and trained to face the challenges of ever changing citizen-Government-society 

interface and all the officials should keep in view the broad underlying principles of this 

Programme to ensure and provide a citizen-centric governance within their allocated 

areas of responsibilities. 

4. In view of the above, all the Ministries! Departments are once again 

requested to ensure that instructions issued through aforementioned communications 

are followed by all officials concerned, both in letter and spirit. Violation of these 

guidelines will be viewed seriously. 

5. Chief Secretaries of all States! UTs are also requested to circulate these 

instructions to all State Government officials at the State! Division and District levels and 

sensitize them with regard to their duties and obligations in so far as the movement of 

Members of Parliament in general and more particularly during Parliament sessions. It 

is also requested to periodically review implementation of these instructions. 

6. Hindi version will follow. 

1 
(Umesh Kumar Bhtia) 

Deputy Secretary to the Government of India 

End: As above. 

To 

1. All Ministries! Departments (as per standard list) 

2. Chief Secretaries of all States! UTs (as per standard list) 
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Copy to: 

1. President's Secretariat, New Delhi. 

2. Vice-President's Secretariat, New Delhi. 

3. The Prime Minister's Office, New Delhi. 

4. Cabinet Secretariat, New Delhi. 

5. Rajya Sabha Secretariat/Lok Sabha Secretariat, New Delhi. 

6. Office of the Hon'ble Speaker, Lok Sabha. 

7. Office of the Comptroller and Auditor General of India, New Delhi. 

8. Central Vigilance Commission, New Delhi. 

9. Union Public Service Commission, New Delhi. 

10. Staff Selection Commission, New Delhi. 

II. National Commission for Scheduled Castes, New Delhi. 

12. National Commission for Scheduled Tribes, New Delhi. 

13. National Commission for OBCs, New Delhi. 

14. Secretary, National Council (JCM), 13, Feroze Shah Road, New Delhi. 

15. CVOs of all Ministries/Departments. 

16.All attached offices under the Ministry of Personnel, Public Grievances and 
Pensions. 

17.ADG (M&C), Press Information Bureau, DoP&T 

18. NIC, Department of Personnel & Training, North Block, New Delhi [for uploading 
the same on the website of this Ministry under the under the Head Notifications -* 
OMs & Orders-~ Establishment__~CCS (Conduct)Rules & What's New] 

19.Hindi Section, DoP&T for translation in Hindi. 

(Umesh Kumar Bhatia) 
Deputy Secretary to the Government of India 



No. 1101 34/Z011-Estt, (A) 
Government of India 

dllnistry of Personnel, Public Grievances and Pensions 
(DepatmentofPorannetand Training) 

North Block, Now LJBIh1. 
O1" December, 2011 

OFFICE MEMO RANIDUM 

Subject: Official dealings betwen the .Admlnlstratlon and ?Jlerribers of 
Parliament 5r3t1 State Legislatures — Observance of proper' 
procedure. 

The Members of Parliament and State Legislatures as the accredited 
.represntatives of the p&pis occupy a very Important place in our 
democratic set-up. In connection with their dutles they often find it 
necessry to seek information from the Mlnistrios!Departments of the 
Government of india or the State Governments, or make suggestions for their. 
consideration or ash for interviews with the officers. Certain w.ell-reoognized 
principles and conventions to govern the relations between the Members of 
Parliament! State Legieletures and Government servants have already been 
established. 

2. Reference is invited to the guidelines concerning the official dealings 
between Administration and Members of Parliament and State Legislatures 
which were issued by the Cabinet Secretariat (Department of Personnel and 
Administrative Refbrms, in the O.M. No 25118164-Estt. (A) dated 08.11.1974). 
The importance of adherence to these guidelines was reiterated in the 
Department of Personnel and Training's O.M. No. 11013/6/2005-Estt, (A) 
dated 17.08.2007. The provisions of the Central Seoretarlat Manusi of Office 
Procedure regarding prompt disposal of oommunioa1ions from MPs have aIo 
been reiterated by the Department of AdmInistrative Reforms and Public 
Grievances. The Minister of Sthte for Personnel, Public Grievances and 
Pensions has also written to all Ministers in this regard 'ide D.O letter dated 
6 May, 2011, requestIng that a mechanism may be set up to periodically 
rfionttor progress in disposal of references rooeived from Members of 
Parliament. 

S. Some instances of non-adherence to the existing guidelines have been 
broughtto Government's attention by Members ofParliamentanda need has 
been felt for again sensitizIng all administrative authorities concerned. 

4. The Central Secretariat Manual of Office Procedure provides followIng 
instructions for prompt disposal of letters from Members of Parilannent:- 

Correspondence with Members of Parliament— 

(i) Communications received from a Member of Parliament should be 
attended toproniptly. 

(2) Where a communication is addressed to a Minister or a Secretary 
to the Government, it should, as far as practloabIbe rep11ed to by 

tf 



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 a communication is addressed to the head of an attached 
or subordinate office, Public Sector Undertakings, Financial 
Institutions (including nationalized banks) Dlvlsion/Branoh in 
charge in a MinlstrylDepartment/O'rganizatlon, it should bd 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. it should, 
hqwever, 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 letter form only. 

(4) informatkn sought by a Member of Parliament should be supplied 
unless it is of suoh a nature that it would have been denied to him, 
If similar information had bean sought In Parliament. 

(5) While corresponding with Members of Parliament, It should be 
ensured that the letter is legible. Pre-printeci or cyciostyled 
replies should be scrupulously avoided. 

(6) In case a reference from an ex-member of Parliament is addressed 
to a Minister or Secretary, reJly tb such reference may be sent by 
the concerned Divisional Head alter obtaining approval of the 
Secretary of Ministry/Department. 

In case the reference is addressed to a lower level officer, 
reply to such reference could be sent by the officer on his own in 
non-policy cases and after obtaining approval of the higher 
authorities In policy cases. Here also, It may be ensured thai the. 
mInimum level at which a reply is seIt is that of an Under 
Secretary and that too in a polite letter form only. 

Prompt response to letters received - 

(I) Each communication received from the Member of Parliament, a 
member of the public, a recognized association or a public body 
will be acknowledged within 15 days, followed by a reply within the 
next 15 days of acknowledgement sent. 

(2) Where a delay is anticipated in sending a final reply, or where the 
information has to be obtained from another Ministry or another 
office, an Interim reply may be sent within a month (fram;the date 
of receipt of the communication) indicating the possible date by 
which a final reply can be given. 

if any such communication is wrongly addressed to a department, 
it should be transferred promptly (Within a week) to the 
appropriate department under intimation to the party concerned.' 

5. The aforesaid guidelines also cover Official dealings between 
Administration and Members of Parliament/State Legislatures. in this 
context, attention is also Invited to FuIe 3(2A) of All India Service (Conduct) 

0,• 

(3)  

I' 
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Rule, -1968 arid Rule 3-A f Central Civil $ervice (Conduct) Rules, 1964wh1ch 
provide as follows:- 

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

The existing Instructions are hereby appropriately strengthened to 
emphasize the basic principles to be borne in mind by the Government 
servants while Interacting with the Members of Parliament arid State 
Legislatures. These are as follows 

(i) Government servants should show courtesy and consideration to 
Members of Parliament and State Legislatures; 

(ii) while the Government servants should consider carefully or listen 
patiently to what the Members of Parliament and of the Stats 
tsgIsiatures may have to say, the Government servant should always 
act according to his own best judgment and as per the rules; 

(Ill) Any deviation from an appointment made with a Member of 
PariiamentlState Legislature must be promptly explained to him to 
avoid any possible Inconvenience. Fresh appointment should be fixed 
in consultation with him; 

(lv) An officer should be meticulously correct and courteous and rise to 
receive and see off s Member of Parliament/State Legislature visiting 
him. Arrangements may be made to receive the Members of Parliament 
when, after taking prior appointment, they is(t the cfficer of the 
Gpverriment of lndla, State Government or local Government. 
Arrangements may also be made to permit entry of vehicles of the 
Members to these Offices subject to security requlrements/restriotlofls; 

(v) Members of Parliament of the area should invariably be invited to 
public functions organized by a Government office. Proper and 
comfortable Beating arrangements at public functions and proper 
order of seating on the dais should be made for Members keeping In 
view the fact that they appear above officers of the rank of Secretaries 
to Government of India In the Warrant of Precedence; The invitation 
cards and media events, If. organized for the function held in the 
constituency, may include the names of.the Mn1bers 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 Districts which are part of his/her 
constituency; 

(vi) Where any meeting convened by the Government is to be attended 
by Membere 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 



matter of detail, however minor It may be. It should especially be 
ensured that:-- 

(a) intimations regarding public meetlngslfunctlons are sent 
through speedier communication devices to the M.Ps, so that 
they raoh them well in lime, and 

(b) that receipt of intimation by the M..P is confirmed. by the 
officer(official concerned; 

(vii) Letters from Members of Parliament and Members of State 
Legislatures 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; 

(viii) Information or statistics relating to matters a! local importance 
must be furnished to the MPs and MLAs when asked for. The 
information so supplied should be specific and answer the o(nts 
raised. A soft copy of the information should also be sent to the 
Member via e-mail; 

(ix) if the information sought b a Member of Parliament cannot be 
given 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; 

(x) Wherever any letter from a Member of Parliament is in English and 
the reply is required to be given in Hindi In terms of the Official 
Languages Act, 1963 and the rules framed there under, an English 
translation should also be sent along with the reply for the convenience 
of such Members of Parliament from non Hindi speaking areas; 

(xi) References from the Committees of Parliament must be attended to 
promptly; 

(xli) The officers should not ignore telephonic messages left for them by 
the Members of PariiAentJState Legislatures in their absence and 
should try to contact at the earliest the Member of ParliamentlState 
Legtsiature concerned. These Instructions also Include 5MB and a-
mails received on official mobile telephones which also should he 
replied to promptly and on pi-iorlty_ 

(xlii) All Minlstries!Depart.ments may ensure that the powers of 
Members of ParliamentiState Legisiatures as Chairpersonsl Members 
of committees under various Centrally SponsoredICentr1 Sector 
government schemes are clearly and adequately defined; and 

(xiv) A Government servant, should not approach MPs!MLAs for 
sponsoring his individual case as bringing or attempting to bring 
political or non-officlaF or other outsIde influence is prohibited under 
the conduct Rules e.g. Rule IS of the All India Service (Conduct) Rules, 
1968 and Rule 20 of the Central Civil Services (Conduct) Rules. 
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6. All MinlstrieslDapartments arc requested to ensure that the above 
basic principles and Instructions are followed by all officials concerned, 
both in letter ani1 spirit. Violation of the uldel1nes laid down on this subject 
will be viewed seriously. 

7. Any violation of relevant Oonduot Rules in this regard, which violation is 
established after due enquiry will render the Government servant 
concerned liable for appropriate punishment as per Rule. 

c1d 
(C.A. Sub ramanfan) 

Joint Secretary to the Government of India 

To 

All the Mlnistrtes!Depertme nts of Government of India 

Copy to;- 

i. Presidents Secretariat! Vice president.s Secretariat. 
2.. PMOlCabinet Secretariat, 
3. Comptroller and Auditor General of India. 
4. UPSC/SS C/LBSNAAIISTM/CVO!CiC. 
5. Lok Sabha Secretariat! ajya Sabha Secretariat. 
(1. All Officers/S actions In Ministry of Personnel1  PG & Pension. 
7. NlC, DOPT-please upload this OM on this Department's website. 

Copy also to: 

Chief Secretaries of all States I 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. 

(CA. StbramanIan) 
Joint Secretary to the Government of India 



Misra 
i:i.i;:lti 

Secretary 
11•)le 23O9U348 

230920b6 
2:3O)1 bOO 

D,O.No.liOl 3/'1/20li-[stt.A 

ifJ'. *I\LN —. 
otlThr ai1' itIii"i I'atPr 

ritlr, '?1'o liritii ri 'ri r ir rpi 
vñ21 IrrI. t'fl — 110001 

GOVERNMENT OF INdIA 
DEPARTMENT OF PERSONNEL & TPINING 

MINI$TRY OF PERSONNEL., PUBLIC GRIEVANCES 

AND PI:NSlONS 

NORTH BI_OCK, NEW DELHI , 110001 
Websile; rsnv in 

[rsir Chief Secretary, 

You would be aware that guidelines concerning official dealings between 
ministration and Members of Parliament and State Legislatures have been issued by 

the MinLtry of Personnel, Public Gvatues and Pensions. t-lowever, keeping in view 
certain irstancCs of occasional non-observance of the above guidelines, (he Committee of 
lrivileges of the 1 ok Sabha recommended consolidation and miüfl tion of the existing 
instrUctiOnS so tlml' all concerned are aware o.f the same. Accordingly, revised 
cumprehensiv guidelines have been issued ly this t)epartinent ide Office Memorandum 
Nr.i. 11013/4/2(TYI-lisit.A dated 1' Dec:embtu, 20ti. Copy of this O.M. was also forwarded 
Lu the Chief Secretaries of all, the States/in's vide D.O. letter tInted 13.'12.20'U from my 
i1lecessc.ir with the rCcjuo5i that these inslnct'Unris may be circulated to ai'l officials of the 
ta W Co vernmen t for rum pJ i aiure. 

2. A copy of the above instruct ions doted •i' Deceinbet, 201 1 is again enclosed. It is 
once again icquested thai these instiiictioiui may be circulated to all officials of the Slate 
(;c)vem maul for cia n.plhmnce. 

3. Some Members of Parlinmeni hvi' brought to the notice of this l)epartment 
directly or through Lok Sabha / Rajyn Sahhn Seci'etsiiaL' that lJiiiict level officials have 
not been showing them clue regard and courtesy. This has also been raised in the recent 
meeting of the Committee on violation tif Pmtocol Norms and Coiutemptuous 13ehuvi.our 
of Coverumeut Officers with Members of I_ok Sabha constituted by the hlon'ble Speaker. 
It' is, therefore, advised that' implementation of iha above mentioned instructions are to be 
pi'iodically reiterated and reviewed in the Conference of District Magistrates / Collectors 
pml Superintendent of Police of your Slates / UTs 

4. You may please. issue necessary directions to the district level officers and send a 
copy to this 1)epartmeut for its onward transmission to the Lol Sabha Secretariat, as 
dsirecl by them. 

Wi Lb regards. 
Yo m's sincerely, 

   

(Ry 1'r\ 22 
Chief Secretaries of all States I UTs 

(4s j1-) 

(V.I(. Misra) 

III ailfwrt 
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• . siiciy Koihari, Secieta:y, D/o Acinu:iblrative oirns and Iu1d1c ( evanc, Sardar 

iuei Lhawan, Nw Dcliii with the i&quet to make ii as one uf the Agenda items foi 
d1sc:iisstn in the Annual Chief Secrelciiies Cnnlei erice.. 

. Sb. V.R. Ramesh, Joint Secretary, loi Sabha Secrelailal (Privileges Ethics liaiich 

I'artidment house, New Delhi w.r.t. their C) M. No. :t211/20:i.2. CaPV da1e1 U.9.2012. 
•. Sb. Aini nawat, Secretary (Coorcl1iatioul, Cabinet Secretarial, New Delhi

) 
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F.No. 110 13/2/2012-Bstt.A 
Government of India 

Ministry of Personnel, Public Grievances arid Pensions 
Department of Personnel & Training 

Establishment Division 
North Block, New Delhi 

Dated November l9', 2014 

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

The Members of Parliament and State Legislatures s the accredited representatives of the 
peopleoccupy a very important place in our democratic set-up. tn connection with their duties, 
they often find it necessary to seek information from the Ministries! Departments of the 
Government of' India or the state Governments3  or make suggestions for their consideration or ask 

for interviews with the officers. 

2. The guidelines concerning official dealings between Administration and Members of 
Parliament and State Legislatures have been issued by the Ministry of Personnel, Public 
Grievances 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 reiterated from time to time. However, keeping in view the instances of 
occasional non-observance of the above guidelines, a need was felt by the Committee of 
Privileges of the Lok Sabha for consolidating arid reiterating the existing instructions. 
Accordingly, revised comprehensive guidelines were issued by this Department vide Office 
Memorandum No. 11013/4/201 1-Estt.(A) dated 1L December 2011 (copy enclosed). Acopy of 

former Secretary (P)'s DO. No. 110 13/4/2011-13stt.(A) dated 
91h October, 2012 reiterating the 

said instructions is also enclosed for ready reference. 

3. The Committee on Violation of Protocol Norms and Contemptuous Behaviour of 
Government Officers with Members of Lok Sabha in Paragraph 63 of its First Report tabled in 
the Lok Sabha on 06.02.2014 has recommended that this Department may sensitise all civil 
servants and officials in various Ministries and Deprtments 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, 
also- felt that the consolidated instructions! guidelines issued by the Department of Personnel & 
Training DoPT) on I December 2011 cmi Official Dealing between Administration and Members 
of Parliament need to be again circulated to all concerned 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 the 
guidelines laid 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. A 

(il/fL. Vaidyanathan) 
Director (EtabIishment) 

To 
1. All Ministries! Departments (as per standard list) 
2. Chief Secretaries of all States I UTs (as per standard list) 



F. No. 11013/4/2018-EStt.A-111 
Goverrxmeht of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel & Training 

Establishment Division 
North Block, New Delhi 

Dated 7th  February, 2018 

OFFICE MEMORANDUM 

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

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

2. The guidelines concerning official dealings between Administration and 
Members of Parliament and State Legislatures have been issued by the 
Ministry of Personnel, Public Grievances 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 
reiterated from time to time. However, keeping in view the instances of 
occasional 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 Department vicle Office Memorandum No. 11013/4/2011-
Estt.(A dated 1St December 2011 (copy enclosed). A copy of former Secretary 
(F) 'S D.O. No. 1 1013 / 4 / 2011 -Estt. (A) dated 9th October, 2012 and 0. M. No. 
11013/2/20 12-Estt.A dated 19.11.20104 reiterating the said instructions are 
also enclosed br ready reference. 

3. 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 4.01.2018 has recommended that the 
consolidated instructions! guidelines on Official dealing between the 
Administration and Member of Parliament and State Legislature should s tricl:ly 
be complied by all the Government servants, both in letter and spirit. 

4. The Committee on Violation of Protocol Norms and Contemptuous 
Behaviour of Government OlTicers with Members of Lok Sabha in Paragraph 43 
of its Third Report tabled in the Lok Sabha on 4.01.2018 has 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. 

Contd 
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5. All Ministries/ Departments are requested to ensure that the above basic 

• principles arid instructions are followed by all officials concerned, both in letter 
'and spirit. Violation of the guidelincs laid down on this sub ect will be viewed 

seriously. 

6. Chief Secretaries of all States/ lJTs are requested to circulate these 
instructions to all State Government officials at the State / Division and District 
levels and to periodically review implementation, 

(Nitin (upta 
Under Secretary to the Government of India 

Tel: 011-23040264 

End: As above. 

To 
1. All Ministries / Departments (as per standard list) 
2. Chier Secretaries of all States / UTs (as per standard list) 

iT 
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F. No. I1013I4/2018-Estt,A-lfl 
Government of India 

Ministxy of Personnel, Public Grievances and Pensions 
Department of Personnel & Training 

Esta.bljshinent Division 

North Elock, New Delhi 
Dated 11 October, 2018 

OFFICE MEMORANDUM 

Subject: Official dealings between the Administration and Members of 
:paruament and State legislatures — Observance of proper procedure. 

The undersigned is directed to refer to this Department's Oflce Menlorandnm1 
No. 11013/4/20 1 1-Estt.(A) dated 1st December 2011 subsequenfly reiterated vide 
D.O. letter dated the October 9. 2012 from Secretary (Personnel), O.M. No. 
l1013/2/2012-Es.A dated 19.11.2014 and O.M. of even No. dated 7.02.2018 (copies 
enclosed) on the subject mentioned above and to reiterate these instructions for strict 
compliance on the recommendations of the Committee of Privileges, Loic Sabha in its 
Sixth Report tabled in the Lok Sahha on 20.12.2017 and Committee on Violation of 
Protocol Norms and ontempiiotis Behaviour of Government Officers with Members of 
Lolc Sabha in its Fourth and Fifth Report tabled in the Lok Sabha on 01.08.2018. 

2. All 
Ministries/ Departments are requested to ensure that instructions issued 

through aforementioned communications are followed by all officials concerned, both 
in letter and spirit. Violation of these guidelines will be viewed seriously. 

3. 
Chief Secretaries of all States/ UTs are requested circulate these instructions to 

all State Government officials at the State! Division and District levels and sensitize 
them with regard to their duties and obligations in so far as the movement of Members 
of Parliament in general and more particularly during Parliament sessions. It is also 
requested to periodically review implementation of these instructions. 

4. Hind version will follow 

End: As above. 

(Nitin Gupta) 
Under Secretary to the Government of India 

Tel; 011-23040254 

To 
1. All Ministries / Departments (as per standard list) 
2. Chief Secretaries of all States / UTs (as per standard list) 

Copy to: 

Secretary, Ministry of Home Affairs, North clock, New Delhi - with the request 
to take appropriate action with regard to reconlrnendaffoii at para 44 of Committee of 
Privileges, Lok Sabha in its Sixth Report tabled in the Lok Sabha on 20.12.2017 (copy enclosed). 



-2 F. No. 11013/4/2018-Estt.A411 
Government of India 

Ministry of Personnel', Public Grievances and Pensions 
Department of Personnel & Training 

Establishment Division 

North Block, New Delhi 
Dated 16February, 2020 

OFFICE MEMORANDiThI 

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

The Members of Parliament and State Legislatures, as the accredited 
representatives of the people, occupy a very important place in our democratic 
set-up. In 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, r make suggestions for their consideration or ask for 
interviews with the officers. 

2. The guidelines concerning official dealings between Administration and 
Members of Parliament and State Legislatures have been issued by the 
Ministry of Personnel, Public Grievances and Pensions and being 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 reiterated from time to time. However, keeping in view the instances of 
occasional non-observance of the above guidelines, a need was also 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 Department vide Office Memorandum No. 11013/4/2011-
Estt.(A) dated 1st December 2011 (copy enclosed). A copy of former Secretary 
(P)'s D.O. No. 11013/4/2011-Estt.(A) dated 9th  October, 2012, O.M. No. 
11013/2/2012-Estt.A dated 19.11.2014, O.M. of even No. dated 7.02.2018 and 
11.10.2018 reiterating the said instructions are also enclosed for ready 
reference. - 

3. Instances have come to the notice of this Department on violation of 
Protocol Norms laid in the guidelines. Therefore, Ru  the Ministries/ 
Departments are once again requested to ensure that instructions issued 
through aforementioned communications are followed by all officials 
concerned, both in letter and spirit. Violation of these guidelines will be viewed 

seriously. 

Contd.. 

I 



3. Chief Secretaries of all States! UTs are also requested to circulate these 
instructions to p11 State Government officials at the State! Division and District 
levels and sensitize them with regard to their duties and obligations in so far as 
the movement of Members of Parliament in general and more particularly 
during Parliament sessions. It is also requested to periodically review 
implementation of these instructions. 

4. Hindi version will follow 

(Ume Kumar Bhatia) 
Deputy Secretary to the Government of India 

Tel: 011-23094471 
End: As above.  

To 
1. The Secretaries of All Ministries/Departments (as per the standard list) 
2. Chief Secretaries of all States/UTs (as per the standard list) 

Copy to: 

1. Rajya Sabha Secretariat/Lok Sabha Secretariat, New Delhi. 
2. PSO to Secretary (P)/Sr. PPS to Establishment Officer/Sr. PPS to AS 

(SRK), PPS to AS (LR)/PPS to AS (SC) 
3. All Divisional Heads of DOPT 
4. All Under Secretaries/Section Officers of DOPT 
5. N1C, Department of Personnel & Training, North Block, New Delhi [for 

uploading the same on the website of this Ministry under the Head 
Notifications >> OMs & Orders >> Establishment >> CCS (Conduct) 
Rules & What's New] 

6. Hindi Section, DoP&T 
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