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DELHI DEVELOPMENT AUTHORITY <
PERSONNEL DEPARTMENT :

No. FU () 20 &) PRC(PO/T/)9E Dated: 09 /05 /2017

OFFICE MEMORANDUM

® — - = . . CIe :
-~ Official « calings between the Administration and Members of Parliament
and State Legislatures - Observance of proper procedure.

D.\;(L\“’q [’\ 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 (o seek information from the
Ministries/Departments of the Government of India or the State Governments, or make

) suggestions for their consideration or 4sk for interviews with the officers. Certain well-

A recognized principles and conventions to govern the relations between the Members of

-
A

:
Parliament/State Legislatures and Government servants have already been established.

N L Administration and Members of Parliament and State Legislatures which were issued
u - . , - - - - -
U, ¥ by the Cabinet Secretariat (Department of Personnel and Administrative Reforms, In

v

,/K)’\ . . s

/ 7. Reference is invited to the guidelines concerning the official dealings between
\/ <

T .

\ \>\“ ¢ the 0 M. No 25/19164.Estt. (A) dated 08.11.1974).

WS :
(\7 e > The importance of adherence to these guidelines was reiterated in the Department
b A\ of Personnel and Training's O.M. No. 11013/612005-Estt. (A) dated 7.08.2007. The
provisions of the Central Secretariat Manual of Office Procedure-regarding prompt
disposal of communications from MPs have also been reiterated by the Department -
of » dministrative Reforms and Public Grievances. The Minister of State for
4 Pe sonnel, Public Grievances and Pensions has also written to all Ministers in this
\ ,_; oL 1 gard vide 0.0 ztter dated 5" May, 2011, requesting that a mechanisim: may be set up
\ 4 ( periodically onitor progress in disposal of references received from Members of

A T :
a(ﬂ’:?)/\ ] li"l ament.
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%\ x u/‘?{ 3. Soa - instances of non-adherence to the existing guidelines have been brought to
C,)»)”b ~ W" Gove 1 nt's attention by Members of Parliament and a need has been felt for
agair Ler  tizing all administrative authorities concerned.
4 Th  en al Secretariat Manual of Office Procedure provides following instructions
o prum  disposal of letters from Members of Parliament:
Cori :sondence with Members of Parliament -
() ¢ - amunications received from a Member of Parliament should be
+ 2nded to promptly.
(2, "Vhere a communication is addressed to a Minister or a Secretary to the
¢, vernment, it should, as far as practicable, be replied to by the
Minis = or the Secretary himself as the case may be. Where it is not




practicab  for the Minister to reply, a reply should normally be issued
under the signature of an officer of the rank of Seccretary to ihe
Government.

(3) Where a comiaunication is addressed to the head of an attached or
subordinate office, Public Sector Undertakings, Financial Institutions
(includi g nationalized banks) Division/Branch in charge in a
Ministry/Department/ Jrganization, it should be replied to by the
addressee himself. I such cases, care may be taken to ensure that
wherever policy iss es are involved, approval of the competent
authori / is obtaine . before a reply is sent. It should, however, be
ensure  that the mmimum 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) Information sought by a Mem'er of Parliament should be supplied
unless it is of such a nature th t it would have been denied to him, if
similar information had been < sught in Parliament.

(5) While corresponding with Members of Parliament, it should be
ensured that the letter is | gible. Pre-printed or cyclostyled replies
should be scrupulously avoided.

In case a reference from an ex-Member of Parliament is addressed to a
Minister or Secretary, reply to such reference may be sent by the -

- concerned Divisional Head after obtaining approval of the Secretary of
Ministry/Department.

(6) 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 that the minimum level at which a reply is
sent is that of an Under Secretary and that too in a polite letter form
only.

Prompt response to letters received -

(2) Each communication received from 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.

(3) 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
(from the date of receipt of the communication) indicating the
1 7ssible date by which a final reply can be given.

(4) © any such communication is wrongly addressed to a
lepartment, it should be transferred promptly (within a weel.




to ne appropriate department under intimation to the paity
co cerned.

The af resa.d guidelines also cover official dealings between Administration and

M¢ ab :rs of Parliament/State Legislatures. In this context, attention is also invited to

R e 3(2A) of All India Service (Conduct) Rules, 1968 and Rule 3-A of Central Civil
cervice (Conduct) Rules, 1964 which provide as follows :-

n

ivery member of the service shall in the discharge of his duties act in a courtey..s
i ner and shall not adopt dilatory tactics in his dealings with the public or otherwise

The existing instructions are hereby appropriately strengthened to emphasize the
basi principles to be borne in mind by the Government servants while interacting with
the Members of arliament and State Legislatures. These are as follows :-

(1) Government servants should show courtesy and consideration to

Members of Parliament and State Legislatut=s

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

(iii)  Any deviation from an appointment made with a Member of
Parliament/State Legislature must be promptly explained to him to avoid
any possible inconvenience. Fresh appointment should be fixed in
consultation with him;

(iv) An officer should be meticulously correct and courteous and rise to
receive and see off a Member of Parli-.um{:nthlalc Legislature visiting
him. Arrangements may be made to receive the Members of Parliament
when, after taking prior appointment, they visit the officer of the
Government of India, State Government or local Government.
Arrangements may also be made to permit entry of vehicles of the
Members to these offices subject to security requirements/restrictions.

) Memb. ‘s of Parliament of the area should invariably be invited to public
functic s organized by a Government office. Proper and comfortable
seating arrangements at public functions and proper order of seating on
the da s should be made for Members keeping in view the fact that they
anpes above officers of the rank of Secretaries to Government of India
.. 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 Members of that constituency who have confirmed
participation in these functions.

(vi)  Where any meeting convened by the Government is to be attended by
Members of Parliament, special care should be taken to see that notice is
given to i1em in good time regarding the date, time, venue, elc., of the



(vii)

(viii)

(i>

(x)

(1)

(xiii)

(xiv)

meeting. It should also be ensured that there is no slip in any matter of -

detail, however minor it may be. Tt should especially be ensured that:-

(a) intimations regarding public meetings/functions are sent
through speedier communication devices 10 the MPs, so that
they reach them well in time, and )

(b) that receipt of intimation by the MP is confirmed by the
officer/official concerned;

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 Sccqctariat
Manual of Office Procedure;

Information or statistics relating to matters of local importance must be
furnished to the MPs and MLAs when asked for. The information soO
supplied should be specific and answer the points raised. A soft copy of
the information should also be sent to the Member via e-mail;

If the information sought by 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;
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;
References from the Committees of Parliament must be attended to
promptly;
The officers should not ignore telephonic messages left for them by the
Members of Parliament/State Legislatures in (heir absence and should (ry
to contact at ‘he earliest the Member of Parliament/State Legislature
concerned. Th se instructions also include SMS and emails received on
ol cial mobi' telephones which also should be replied to promptly and
on oriority;
Al Ministrics/Departments may ensure that the powers of Members of
Pz liament/State Legislatures as Chairpersons/ Members of committees
ur der various Centrally SponsorcdﬁCcnlrnl Sector government schemes
¢ e clearly and adequately defined; and £
_ Government servant should not approach MPs/MLAs for sponsoring
iis individual case as bringing or attempting to bring political or non-
fficial or other outside influence is prohibited under the conduct Rules
-.g. Rule 18 of the All India Service (Conduct) Rules, 1968 and Rule 20
»f the Central Civil Services (Conduct) Rules.



6. The «~ove guidelines are once again reiterated and all the HODs are requested 10
enstt.  that the above basic principles and instructions are followed by ali officials
co corned, both in letter and spirit. Violation of the guidelines laid down on this
s oject will be viewed seriously. :

7. . ny violation of relevant Conduct Rules in this regard, which violation is established
after due enquiry will render the Government servant concerned liable ior

appropriate punishment as per Rule.

All HODs



