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GOVERNMENTOFTEIANGANA :.J]I

€ENERAL ADM|N|STRAT|ON (pOLL.Al DEPARTMENT

rv! FMo.,No.s0/PoLr.A/201E

Sub: Official deafings between the Administration and Mermperu ot r.rii"J;, 
"

and State Legislatures - Observance of proper procedure
Communicated.

Ref: Office Memorandum No;110L3/4l2ALz-Estt.(A), dated tgth November,
2OL4 of the Department of Personnel and Training, Ministry of
Personnel, Public Grievances and Pensions, Government of India, New
Defhi along with Office Memorandum No.110L3/4/ZOLL-EsII.(A), dated
lst Decembei, 201L and 09th October, 2012

_-: o :_

- A copy of the reference cited is communicated, wherein. thr: Department of Personnel
and Training Ministry of Personnel, Public Grievances and Pensi,ons, Government of India,
have communicated the basic principles and instructions issued by the Government of tndia
from time to time on the subject, contained in the Central Ser:retariat Manual of Office
Procedure, and requested to ensure that these instructions are followed by all officials
concerned, both in letter and spirit. lt is also informed that the violation of the guidelines laid

.,.r*,- .on this subject will be viewed seriously. Any violation of relevant Conduct rules in this

..f,iii,tlfegald,;W.gcn violation is established after due enquiry will render the Government servant
i'-,:''."" concdwrbtrhable for aoorooriate ounishment as oer Rule.for appropriate punishment as per Rule.
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.?)." +fiiil"4 Departments of Secretariat, Heads of Departments, Collectors and District
f Maliitiatel,qre, therefore, requested to bring the above principles/instructions of the

!' - r Governmentcf India to the notice of the officers and staff working; under their control and to
sensi$XL'thdm for its strict compliance both in letter and spirit without giving scope for anlr

'-*-corYrptginff while dealing with the Members of Parliament and State Legislature and their
related-issues. Violation of the guidelines laid down on the subject will be viewed seriously.
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To
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Allthe Departments of Secretariat (w.e.)
Allthe Heads of Departments (w.e.)
Allthe Collectors and District Magistrates in the State (w.e.)
The Director General of Police, Hyderabad {w.e.}
Allthe Superintendents of Police in the State (w.e.)
The Director, Department of Protocol, Hyderabad {w.e.}
Copy to:
The OSDs/Private Semetaries to all Ministers.
The Secretary to State Legislature, Legislature Secretariat, Hyderabad.
All the Administrative Sections in General Administration Department.
The Director (Establishment), Government of India, Ministry of Per:;onnel,

Public Grievances and Pensions, Department of Personnel and Training,
North Block, New Delhi.

The P.S. to Chief Secretary / P.S. to Principal Secretary (Poll)
The P.A. to Deputy Secretary (Protocol)

SF/SCs.

DR, RAJIV SHARMA
CHIEF SECRETARY TO GOVERNMBNT

sEcTroN oFFtcER {sc)

//FORWARDED :: BY ORDER//



F.No. I l0l3lZlz0tz-Esu.A
Covernment of India

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

Establishment Division
North Block,Npw Delhi

Datcd November lgrh, 2014

Subject Officisl dealings betwsen the Administration and futernbers of Parliament and
Statc legislatures - Observance of proper procedure.

Thp Msmbers of Parliament and State Lcgislatures hs the accredited representctives of the
people'cccupy e very important place in our demscratio set-up. ln sonneotion with thcir duties,
they oficn find it necssssry to seek information from the Ministries/ Departments of the

Oovernrncnt of Indie or the state Govcrnmcnts, or make suggestions fbr their conslderation or ask
for Intervlews ivith the officers.

7,. T'he guidelines eoncerning official detlings botween Administratio,n and Members cf
Perliament and State Legislatures have been issueE-S;y-tti6"Mliristry of'Psisonnpl, Fublic

" Gribvances snd Pensions and reiterated *om timo to time. The provisions af the Central
Secretariat Manunl af Oflice Procedure regarding prompt dispostlol'communications from MPs
have also been reiterated from time to time. However, keeping; in view the instances of
occssional non-observance of the above guidelines, a need was felt by the Committee of
Privileges of the Lok Sabha for c.onsolidating and reiterating the existing instructions,
Accordinglyo revised comprehensive guidelines were issued by this Depai.tment vide OfTice
Memorandunr No. ll0l3l4l20l l -Estt.(A) dqted l " December 201 I (copy enclosed). A' copy of
tbrmer Secretary {P)'s D.0. No. 1l0l3i4/2011-llstt.(A) dated gs Crctoher,2Q12 reiterating the
said instructions is also enslosed for ready reference.

3. 'fhe Committee on Violation of Protocol Normr and Contemptuous Behaviour of
Covernrnent Officers with Members of Lok Snbha in Paragraph 63 of its First Report tabled in

n , c o o.rA1 the Lok Sabha on 06.02.2014 has rccomnrended that this Departnent msy sensitise all ci'ril

'vYlLf"Of"' servants and officials in various Ministries and Departments partioularly under them for strict
U AgAl compliance of the insfi'uctions relating to oflicial dealings issued in this regard between the

" _TAdministration and the Members of Parliament.
-/-/ 4. ThelQ-qmmi$ee-,o11. Ylo,lgliqll of Prgi-gc.d]onns and. Clontemptuou.-s- Behaviour of

Covernrnent Officers with Members of Lok Sabha at'its first sittinlg held on 28 October,20l4,
also felt that the consolidated instructions/ guidelines issued by the Depnrtment of Personnef &
Trnining (DoPT) on I December,20l I sn Official Dealing between,Administration and Memhers
ofParlianrent need to be again circulated to sll concerned Executive Functionarics.

5, Alt fvtinistries/ Departments ere requested to cnsure that the above basic principlen and
instructions are foltowed by all officials concerned, both in letter in spirit; Vlolation of the
guidelines laid down on this subject will be viewed seriously.
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I Departments (as per standard list)
2, Chief Secretaries of all Ststes / UTs (as per standard list)

Chief Secretaries of all States/ UTs are requested to circulste these instructions to all State

ffifr]il$pials st the $tate/ Division arid District levels and to periotlically revicw
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Govemnbntof lndle
lllnlrtry sf Pereonn€|, Prtbllt Orbvanaer and Fdnrlons

(Dspertment of Pertqnnel and Trrlnlng)

01't December, t011

' 9r.[!gF IllEtlP FAI{PUS
' I . :'

SubJect: Offlclal deallngs betrvsgn.the .AdmfnlrtrnUon and Msmberc of
, . Ferllament and $lets Legfrlatures - Observancs of proper

prooedure.

The Members of Farliament and $tstp Legirlntures as the accrsdfted
'repreeentatives of the paople ocoupy a vory lmportant pface In our
democretia set-up. In cqnneotlon wlth their dutleo,lhey silen flnd lt
necs$Yify to rEek Intormation trom ths MlnlstrlestDepartrnentu of the
Oovarnment qf Indla orthe $tate Governmente, or mshe suggeaUonslor thelr
asn$idsratian or ask for intsrvlewe wlth the officers.' Certa,iriwefl"recognlzed
prlnclples and filnvEnHons to govern the relatlonc bttwsen the Mernbera sf
ParllamenU $tats Legl*laturss and Sovernment sarvsnts hqve already been
establlshsd

2. , Refarence lr Invited to the guidelinas concer,nlng the offlcisl deallng*
between Admlnirtratlon and Members of Parllamtnt find $tgte Leglslature*
whluh were lssued hy the Cahlnet Secretarlet (Oepartment of Personnel and
Adrnlnlstrstlve Rsforme, ln thg O.M, No A5t1gl64"E$tt. {A} dated 08.11J9?4}.
Tha lmportanoe of adherence tc these guidellneo was relteratsd In the
Department of Personnel and Trelnlng's S.M. No, 1t019161200$-E*tt. {A}
dated 17.09.200?. Ths provlsions of the Csntral Secrstarlat Manual of Ofrlce t.*,

Procedure rggardlng prompt dlspossl of communicatlons from Mfs have also
been relterated by the Department of Admlnlstratlve Reforms and Publia
Grlevanoes. The Mlnlster of State for Personnel, F ubllc Grlevances and
Pensions has also wrltten to all Mlnlgters In this rsg.ard vids O'O lettsr datsd
6s May, 201'1, requestlng that a ntechanisrn may be eet up to perlodlcally
monltor progr€ss in dfsposal of raf€rences r€celvsd ff'om 'Members of
Parliament.

3. Some lnstanoee of non.adhsr€nce to the exlstlng guldellnes havs been
brnught to Govsrnment's al,tentton by *lemberc of Par{la.msntand a need hag
been felt for agaln ssnslUzlng all admlnlstrativa authorltiu* concer.ned ,. : '

4. Ths Central $eorEtarlat fillsnuat of Offtcs Procsdure provider followlng
' instrucUons for prgmpt dlspasal of letters from Members of Parllarnent-

Correspondence wlth Msmben of Padlament-

(t ) Cornmunlcations recslved ftom a Member of Parllamont should be
attended to promptly.

{?} Where s communicallon le addressed to a lvlinlstsr or a Secretary
tothe Governrnent,ltshould, F*taras practlcable, be replled to by



.t-
the Mirister or the secretary himsstf ar the cas€ may be. where it
ls not practlcable for the *llnlster to r,eply, a roply ntioutd nor*"tty
be issusd under the slgna&re of an otRtir: of the iank of $ecretar!
to the Govarnment.

(3) Where a communloatlon is addrsesed to the hesd of an attEchedor subordrnare ofrice, publlc $ector rJndertaklnge, ntnancrar
Institutlons {including natlonalired banks} Dlvtstdnl$ranch in
chargg tn a.Mtnfstryrpepartylauoigantea$oir, it should ne iefrrel
ts by the addressee hlnself, ln euch casG'e, oare may be takin to
€nsurB lhat whorevel nolloy ie*u'ss are involved, ap-proval or the
competent authorlty is obtalned before a rreply ls so*. lt shoufd,
however, ba ensured that the mlnimum lel'ef'ai whrch uucnlspfiE;
ara sent to Member of Fsrllarnent ls that of under $ecretary and
that also In a polite tetier form only,

{4i lnformaficn.sought by a Member of parliamant should be suppfied
unless it is of suoh a natura that it would have besn dsniad to'fitm,
lf sinirar Informauon had been sought In p*rrtament.

(s) whtls corre$pording with Membels of Farllament, lt should be
ensurEd that the letter le leglble. pre-printed or cycloetytac
replfes should be scrupulously ivotUeU,

(6i In cas€ s referEnce from an ei-rnembgrof iParliament ie addresssd
to a Mlnlster or $-scretary, reply to such rerfsrsnce may be *eni bythe concernsd 0lvlstonif niaa afi,er obtlaining approval of tha
Se cretary of MtnlstrytDepartmgnt.

ln cass the reference is addresesdlto a lower lqvslofflcer,
reply to such refersnce could be sent by the ofiiceron hls own in
non-pollcy casEi and after obtalnln€r rapproval of the hfgher
authoritiss In pollcy cas€s, Here also,lt rn'ay ua ensured thaitne,
minirnum level at whlch a reply ls sent" is that of an under
$ecrutary and that too ln a poilte lettEr form only. l

Prompt rs$ponse io lettsrs lecslved *

(l) Each communlcailon recelved from the $lember of parllam€nl, a
member of the publlc, a recognized aseor;lauon or a publlc body
wiil be acknowladgdd within !6 days, fotlolusd by a repiy wtthln thi
next 1S days of acknowledgementlent.

(l) whErs a.delay ls.anliclpated fn sending a finaf reply,, or where theInformation has to be obtalned from inottrei fvrrnritrv oq anothsiofflce, an Interf rn repry may be sent wrthrn a montb triom'*te ciiiof receipt of the comrnunicaflon! indtcatkrg tha poisrbld oite bi
which a final reply can be glvon.,:

(3) .lf any such communloatlon ls wrongly addrrosssd to a departrnent,It should be transferred'proniptly (withrn a weetey to $re
approprtato department under inilmation t<i ilre party concErnad.'

5. The aforssaid $rld€lrnes afso cover officrlal dealings betweenAdmlnfstrauon and ' Members of parila**nUsGi.,'legistatures. In thiscontext, attention is also Invlted to RulE 3{aA} of Air lnoia* $ervlce-16"nau"lj
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Rule, 1988 end Rule g-A irf Csntral Sfvil gervlce {Colduct} Rutes, 1094 whlch
provlde aslollowa;-

Every rnsmber of the ssrvlcs ahalt.in.the diechargle of his duties act In a
courteour mann€r and shall not adopt Oltetory tactlcr In hls da*tinga wlth $re
publlc or qtherwise. 

:

. T!" axletlng fnatructlons ar€ heraby approprfrtely strengthaned to
ernphasize ths baslc princlpler to be bcrna In mlntj uy *re doyernmenlgervants whlle lnteracting wlth the fylembere of Frarllament snd $tate
Legl*latures."Thsse afe as followa :-

. {i} Govsrnment ssrvants ahould show courte*y and cqn*ldera$qn to
Msmbera of Parllament and $tata Leglalaturor;

(lll whils the Govarnment eervants ghould consldsr carefitly or listen
patlently to whet tlra Manrbers cf parllement end or lha state
tuglslature$ qa{ have to rey, the Govsrnmsnt $ervant should a}wayr
actaccordlng to hie own bestJudgment and a$ p€rr the rules;

{lll} Any devlation from. an appolntment mids wlth a lflembsr of
Parllarnenustate Legfelature must be promptty exprained to hlm to
avold any pouslble lnconvenlence. Fresh appolntment shoufd be flxad
ln coneultatton wlth hlm;

(lv) An cfiicer ghouid bo meticulously correct ancl oourteou$ a$d rlse to
recelve and sss off a Member of PartlamenU$tarte Leglslaturo vlaltfng
hlm. Arrangernenta may be made tro recelve the tutembdrs cf Farlfamerit' when, iifter taklng prlor appointment, they *islt the o.fflcer of the
Governmsnt of India, State Governrnent or lqcnl Gcvernmenl
Arrangements may also hs made tc psrmlt enitry of vehlcles of the
Membtrs to thege Ofricee rubtect to $ecurity roqulrementslrsstrlctlons;

{v} M€mbers of Parliamtnl of the area shou}d lrrvarlably be Invltad to
publlc functions organlzed by a Govdrnm$nt ofilce-. Froper and
csmfortabla senting arranggment* *t publlc funcilons and proper
order of eeating on the dalr should be made fuir ftlembers keoping In
view the fact that they appear abova offtcsrs of the rank of $ecrita;lea
to Government of India In the lilarrant of precerd€nce; Ths Inyltafion
cards and mEdla avents, tf organlzed for the funcilpn held ln the
constltu€ncy, may include tha name* of . ths Mpr.nbers of lhst
congtltuency who havs conffrmed particlpation lrr thesa funcilons.

It le clarlfled that lf a constltuency af any frle,mber of parliamant fs
spraad ovsr mor€ than one Oletrict, the M,P shourld invarfably bs Invitsd
to all the functione hetd In any of the Dlstricts wlnlch are pail of hl$har
constltusncy;

(vl) Where any mooting convoned by the Government is to be attended' by Membsre of Parliamant, gpeclel cars shoulil be taken to see that
notlca is glven to thern In good tlme regardlng the date, time, venue etc.' uf the meeting. lt ehould also be snsursd Ihet ttrera ls no silp in any
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9f .datail, howsver mlnor lt may be. tt shq'uld ospoclally be
snsurod thah*

{a} intimatlons regardlng publlc maetlngslfuncUons are gent
through rpeodler communlcntlon davicos to the fr/l.Ps, so that
they reach them well ln Uine, and

(b) that recslpt of Inilmatlon by the M,f le conflrmsd by the
officerloffi cial concarned ;

(vli) Lettere from Membors of Parliarnont and Membsrs cf $tata
Legislaturos must ba promplly actr*owfedged, and-a rsply sent at an
approprlate level expedltiously aB Fsr the ralevant prwliione of the
Oentral $ ecreta rl at ltJlanua I of ' Offl oa Froced uru ;

(vill) lnformatlon or slatlstics refating to rnatters of locgl lmpartance
rnuFt be furnishsd to tho fiilPs and Mtia whan asl€d for. Ths
Inforfiatlon oo ouppllad should be epociflo and ansh,€r ths pofnts
ralsed. A sott copy of the inforrnatfon should aleo bs csnt to tho
Membsr via e-rnall;

(lx) lf tha informatlon sought by a Member of Parllament oannot be
glven and ls to be rofugad, instructions frorn a higher authorlly should
be taken and th6 reasons for not furnlshlng the, informqtlon sftould ,be
givan in the reply;

(x) Wherev€r any lEtter from a illernber of Parllament ls In Engtlsh and
tha reply is requlred to ba glvon ln Hlndi In tsrms of the Official
Languages Act, '1963 and ths rules framed there under, an Gngllsh
translation should also be eent along with the repfy for the convenlence
of such $lambers of Parliamentfrom non Hlndi opeaklng arsa$;

(xi) Refarencss frorn the CommittEss of ParliamenL must be attsnded to
promptly;

{xlli Tha offlcers should not lgnore telophonic rnosstrgos left for them by
the Membere of ParllamenU8tata Lagislaturas in thelr absenca and
ehouid tqy to contact,at the earllsst the filember of Parllamenu$tata
Lagislature concurned. Thsse Instructions also tnsludE $l,llS and a-
mails recalved on sfiiclal mobils telephonee whitch also shoutd be
roplied to promptly a*d on priorlty;

(xili) All MlnlstrlestDepartments may 6ntur& that ths powers of
Members of ParliamenUStata Lagldetures ae Chairpersonsl Membars
of commlttoes under varlous CentrAtly $ponsoredl0entrill $ector
Sovernmsnt schemes aro clearly and adequataly dafined; and

(xiv) A Govornm€nt ssrvant should not approach trIPs/MLAs for
eponsoring his indivldual iasa as bringing or atttmptlng to brlng
political or ton-offlclah or othor outsldo influence is prahlbitad under
tha cqnduct Rulas e.g. Rule 18 of the All India $ervics tGonduct) Rulee,
1968 and Rula 20 of the Central Clvil Services {Conduct} Rutes.

t
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ttrfil l.ltcr,ru i t*y).,;.;'.''
irrf{dr sflr uf ilHnr f?t,.ilri i. . . '

ir'rf{$.-a}w ftrwrrn rtqr r}tq rnnnrql*f ennm, 'r{ fr*{l-'*'irunor'"'
GOVERNM[:N.f 0F {NDIA

DEPAR'TMENT OF F

M, N,sr*y o'., * o u o *ff l:,l[?lJ JX*'ilHr_
ANI] PENSIONS

NOHI'FI BLocK, NEW DFLt{t _ 110001
Websiie; hHi-- -' 

riri'd'3i'.{t'H!i}ff '''[]ea r Chief Secretrrry,

Y1,,, worrkl be aware thut gtritlclines concerning. offir:ial dealings betweenArl*ri*isiration and Mernt'ers or't riu*o't a*cr s*"i. i-gr;rarureti rrr,r*tur. issued bythu Mi*Lcrry of pers'nner, pubri. crt*uo..es ane{ pensioris. I"r_;;;;;;;;"rg in v:icwr;ertaitt instnrces *f *ccasionut 
'inr.-ll.**rvil*ce 'f tJre above guitreri'es, ttr. ic,**ittue ofI'rivilegei of rhe I.ok $abrra;;;;;;r,r[c.-r consoli.t"i.i.; anrr rcirer.ri*n ofi.srrucrio's s(l rrr'r arr .o","*.r*.i.-il';:,:::":T:";:: :::1.1"r,-:'_rr"".:r rhe existins

c'ttt'reltettsivc grrit{elirre, Luoe i."" ,rll,1,.it-ii:,,.'[-**:n,1lilllr,n*ir}l?iliit*?;ffi
Nr'';' l r{}r3l4/2ui:r-'isr.A dared il;r:-,'"*1i1;ir;;. [;il':, rrris o,M. u,as arso rorward,err
;X":'il-?Ji;:,:,ililT::ili,111,:l-,,,t-::::1-:i''.",.r.lrij rcue, rrarccr sii]uir rr'm nry
s(ate cove.r.,*o',iro,, compliancc 

tttslttrcliotl$ nray be cit'r:ulalt:t{ r,t atl .tfficial;;;:
2' A r:r:;':y tlf the-above insfr'cti*ns.ilirrt:rl'lst l)eceirrb t:r,z(]llis agai, en.losed. lf isrrrt''r'" ny,nin rcquestetl t]rat'trrese ir$trtrcti*rrn^ r'ity i-.ir.ri^,,rtr t att ,iff,iciars of trre State
tr{)vt-'t'l'ltllcrtl fr:r Cot.rrplianCe. 'rr.J u' t'lrLtll;ltt)tl ttl att O{fiCialS

3' 'Scnte Menrbers of Parliaurent lt'vu brought r, tr:e *c:ricr: r:f gris Departurentr'lircctly ttr througlt,t'ot sattra-/'ii"jy" s,,r,rro s*r"ioiurio* ir.r, rJisrricr l*uui-orri.iuls havett.t lreetr slte:wiug t.e*r due tugur,i-ilt*t uiurtesf. il];; arso trrec* raisetr fur itrc rccentrrrectirrg'f tlre ct'trmittee 
"n Jiotati,rrr,:f F'oroc't N;;;.,;;.*uri courer.l:tu.us Beluvi*ur.r Govcrtrnre.t officr:rs wjrh-Meffi; ,f r,'f< s-br,;-;;,;;;ihrrer{ by tire'{-rJiru sp.nkur.It is, tjrere fore, arlvi.serl Urert implero*riog,r,, of tlre ufr,*., orunlionecl irrstr.uc{ions are to I}effl'ff:lffi1lT:i:ll,:i#:,';ffiH;[':t[-ffi"irili,,',",Ma1;isrrares r c,rrrectors

n-^ .l^^-- -4' ],u 'rny prease issne necessary dirccti'ns tu r.tre cristr.ict revcr .fficers ant{ send a:ttJ':f-i'#is 
{)ePartmertt fot its oir-r'riarcl tru',snrissior..-,o''*,u Lrk &rbrra gecrerariat, 

as

l{itlr regar.r{s,

Yours sincerely.

( 8y ,./46q1
Chief Secretarids of all States I UTs

( r1s tor.I'* )
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i. ...'$h" Saniay t(otltarl, Secretary, Dfo ArJnrrnistrative fiefbrrns anri flutrlic (irievances, .,iarrJar' {).liel l}ltawan, New Delhl wilh the re(lileit to tnake it as nne of the Agencla itents for
rlisr:rrssir,lg in tlre Annual Chief Secretirr ies Ccnferetrce,

t. Slt. V.R. flatnesh, Joint Secretaly, l.ok Sabha Secretadat'{Prlviletses & Ethics $rar}ch,
l'arliament f louse, New Delhi rrv.t'.t. t]ieir O M. No. I2|L/2A12 CctPV (lated l].9.2f]'f2.
slr. Atrk flawat. secretary {cccr.tllnatior}, {'ablnet secretariat, Ngw $slhl.

Kunrlrai

{tslt.}

t. 1

12'

-.

The Chief Enginer, Roads &. Bui
Errumanzll, Hyderabad, -r J .

F!{r'**"{r.$t.i}ttl' {
t$l' >l'i:.I{,, i' 1- l. '1-'r 1 '.
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