
From 

To 

Per(AI)B(15)-1 /2022 
Government of Himachal Pradesh 
Department of Personnel (A-I) 

The Additional Chief Secretary (Personnel) to the 
Government of Himachal Pradesh, Shimla. 

, ~he lAS Officers of HP Cadre 

Dated: Shimla-171002 the 
~. 

2-q July, 2022. 

Sub:- Official dealings between ,the Administration and Member of Parliament 
and State Legislatures-Observance of proper procedure. 

Madam/Sir, 
I am directed to refer to the above noted subject and to say that the 

, Under Secretary to the Govt of India, 'Ministry of Home Affairs, New Delhi, vide his 
, " 

letter No. 150I3/36/2022-CSR-III,dated 07.07.2022, (copy enclosed), has referred to 
" ' 

the , guidelines regarding official dealings between the Administration and Member of 

Parliament . and State Legislatures issued vide DoPT's Office Memorandum 

No.11013/4/2018-Estt.A-III, dated 15.03.2021. ' It has been , informed that the 

Comh1ittee of Privileges, Rajya Sabha has directed that the State GovernmentlUTs 

should ensure strict compliance of these guidelines issued by Govemment of India 

regarding official dealings between the Administration and Member of Parliament and 

'State Legislatures, so that MPs/MLAs do not faGe any inconvenience in their official . , 

dealing with Central and State Govemment officers. 

You are requested to strictly adhere to these guidelines. . . , . . 

Yours fa:ithfully 

'GJ', 
(Amarjeet Singh) 

Special Secretary(Personnel) to the 
Government of Himachal Pradesh 

Email: persbrl-hp@nic.in 
Ph.No.0177-2621894 

Endst. No. as above Dated: Shimla~ the " . July, 2022. 
, Copy forwarded to the Under Secretary to the Govt. of India, Ministry of 

Home Affairs (CS Division), Major Dhyan Chand, National Stadium, 211d Floor, India 
'Gate, New Delhi W.r.t. his letter referred as above for information:. ,I 

(AmaHcet Singh) 

**** 

. Special Secretary(Personnel) to the 
, Government of Himachal Pradesh 

Email : pcrsbr l-hp@nic.in · 
Ph.No.OI77-2621894 



No.ISO 13/36/2022-CSR.1lI 
Government of India 

Ministry of Home Affairs 
(CS Division) 

----.**** 

~
- cr,1af . Major Dhyan Chand, National Stadium, 
~~CCbb 2nd Floor, India Gate, New Delhi, 
*"'D~_. _ .. ... ~ .... ~ ..... ~t--- Dated, the July 7 ,2022 

To. . "'" ~~:.Jt~fPf~ . ........ ~ .. .... ---
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Sub: Official dealings between the Administration and Member of Parliament and State 
Legislatures ~ Observance of proper procedure. 

Sir/Madam, 

I am directed to enclose herewith a copy of the DOPT's OM No. 11013/4/2018-
Estt.A-III dated lS.03.2021 containing guidelines regarding official dealings between the 
administration and Member of Parliament and State Legislatures. 

2. There are certain instances of occasional non-adherence of these guidelines 
brought to the notice of Committee of Privileges, Rajya Sabha. 

3. The Committee of Privileges, Rajya Sabha has directed that the State 3 

GovernmentslUTs should ensure strict compliance of these guidelirle:i '-issued by . 
Government of India regarding official dealings between the Administrati~n:~~ Member 
of Parliament and State Legislatures, so that MPs/MLAs do not face any inconve'~ce in 
their official dealing with the Central and State Government officers. " ., f"_ 

Encl: As Above 

Copy to: 

Yours faithfully, 

~~~b -
(Mrutyunjay npathy) 

Under Secretary to the Govt. of India 
Te1e: 23070402 

I. Shri P. C. Mody, Secretary General, Rajya Sabha, 29, Parliament House, New' 
Delhi W.r.t. D.O. letter No. RS.3SIl 0/2022-L dated 21.04.2022, for infonnation. 

Shri Umesh Kumar Bhatia, Deputy Secretary, DOPT, Establishment Division. 
North Block, New Delhi , W.r.t. OM No. 11013/4/20 18-Estt.A-III dated 
lS.04.2021. 



Subject: 

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

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

Establishment Division 

OFFICE MEMORANDUM 

North Block, New Delhi 
~ 

Dated: ls March, 2021 

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. 

11 013/2/2012-Estt.A 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. 

~·l~ 
(Umesh Kum: ~~Jtia) 

Deputy Secretary to the Government of India 

Encl: 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 SecretariatiLok 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 SeNice Commission, New Delhi. 

10. Staff Selection Commission, New Delhi. 

11. 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.AII 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. 

~)1l1~ 
(Umesh Kumar Bhatia) 

Deputy Secretary to the Government of India 
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Subjeot: 

No. 11 013~4/ZQ11-E8tt, (A) 
Government of India '. 

Ministry of Personnel, Publlo Grievances and Pensions 
(Department of Perat?nnel and Training) 

Qf£LQ13 MEMOft~N.!?UM 
. . 

North BlOCK, New Deihl. 
01 uI Deoember, 2011 

OfficIal dealings betwe~n .the .Admlnlstratlon and Members of 
Parliament Elnd State Legislatures - Observance of proper' 
procedure, 

The Members of Parliament and State Legislatures as the accredited 
.representatives of the people oooupy a very Important place in our 
demoorlittic set-up. In conneotlon with their duties. they often find It 
necess~ry to seek information from the Ministries/Departments of the 
Goverl1ment of IndIa or the State Governments, or make suggestions for theIr. 
consideration or ask for interviews with the officers. CertaIn w.ell-recognlzed 
principles and conventions to govern the relations between the Members of 
Parliament! State Legislatures and Government servants have airB~ldy been 
established. 

2. ,Reference is Invited to the guidelines ooncernlng the official dealings 
between Administration and Members of Parliament and State Legislatures 
which were issued by the Oablnet Seoretarlat {Department of Personnel and 
Administrative Reforms, In the a.M. No 25119/64-Estt. (A} dated 08.'11.1974}. 
The importanoe of adherence to these gUidelines was reiterated In the 
Department of Personnel and Training's O.M. No. 11013/6/2005-Estt. (A) 
dated 17.0B.Z007. The provisions of the Central Seoretarlat Manual of Offioe 
Procedure regarding prompt disposal of communica{lons from MPs have also 
been reiterated by the Department of Administrative Reforms and Public 
Grievances. The Minister of state for Personnel, Public Grievances and 
Pensions has also written to all Ministers In this regard vide 0.0 letter dated 
51h May, 2011, requesting that a mechanism may be set up to periodically 
monitor progress in disposal of references reoeived from Members of 
Parliament. 

3. Some Instances of non-adherence to the existing guldeUnes have been 
brought to Government's attention by Members of Parliament and a need has 
been felt for again sensitizing all administrative authorities concerned. 

4. The Central Seoretarlat Manual of Office Procedure provides following 
. instructions for prompt disposal of letters from Mem~ers of Parllament:-

Correspondence with Members of Parllament-

(I) Oommunlcatlons received from a Member of Parliament should be 
attended to·promptly. . 

(2) Where a oommunioatlon Is addressed to a Minister or a Secretary 
to the Government, It should. as far as practlcablB;'be replied to by 

/ 

I Ii 
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the Minister or the Seoretary himself 8S the case may be. Where it 
Is not practicable for the Minister to reply, a reply snould 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 Undertaltlngs, Financial 
Institutions (Including nationalized banks) DiviSion/Branch In 
charge in a MlnlstrylDepartmentJOrganlzatlon, it should be replied 
to by the addressee himself. In such cases, care may be taken to 
ensure that wherever policy Issu'es are involved. approval of the 
competent al,.lthorlty 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) Informatle.n sought by a Member of Parliament should be supplied 
unless it Is of such a nature that it would have be.en denied to him, 
If similar information had been sought In Parliament. 

(5) While corresponding wIth Members of Parliament, It Sl10uld be 
ensured that the letter Is legible. Pre-printed or cyclostyled 
replies should be sCrLlpulously aVoided. 

(6) 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 Dlvls[onal Head after obtaining approval of the 
Secretary of Ministry/Department. 

In case the reference is addressed to a lower level officer, 
reply to SllCh reference could be sent by the offioer 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 -

(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 (fl'om:;the date 
of receipt of the communloatlon) indioatlng the possIble date by 
which a tinal reply can be given. 

(3) If any slIch oommunlcatlon 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 Parllament/State Legislatures. In this 
context, attention is also Invited to Rule 3(2A) of All India Servloe (Conduct) 

.. 
I"'· 
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Rule, 1968 and Rule 3~A of Central Civil $ervlce (Conduct) Rules, 1964wl11ch 
provide as fol\owe:-

Every member ofth8 serviCe shall in·the discharge of his duties aot 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 prinolples to be borne In mind by the Government 
servants while Interacting with the Members of Parliament and State 
LegIslatures.' These are as follows :-

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

(II) While the Government servants should oonslder carefully or listen 
patiently to what the Members of Parliament and of the State 
t:eglslatures 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 flxed 
In consultation with him; . 

(Iv) An offioer should be meticulously correct and courteous and rIse to 
receive and see off a Member of Parliament/State Legislature VIsitIng 
him. Arrangements may be made to receIve the Members of Parliament 
when, after taking prior appointment, they visit the Q.ff1cer of the 
Gpvernment of India, State Government or local Government. 
Arrangements may also be made to permIt entry of vehloles of the 
Members to these Offices subject to security reqUirements/restrictions; 

(v) Members of ParlIament of the area should Invariably be Invited to 
pUblic functions organized by a Government office. Proper and 
comfortable seating arrangements at publlo funotlons 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 M~l11bers of that 
constltuency who have confirmed participation In these functions. 

It is clarified that If a constituency of any Membar of Parliament Is . 
spread ovar more than one District, the M.P should Invariably be Invited 
to a\l the functions held In any of the Districts which are part of his/her 
constltuencYi 

(vi) Where any meeting conl/ened by the Government is to be attended 
by Members of Parliament, spaolal care should be taken to see that 
notice is given tq them In good time regarding the dete, tim!? venlls etc. 
of the meetIng, It should also be ensured that U1ere Is no slip in any 

:.r-c ~ . c' ,,' 
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matter of detail, however minor It may be, It should espeolally be 
ensured that:--

(a) Intimations regarding public meetings/functions are sent 
. through speedier oommunloation devices to the: M.Ps, so that 

they reaoh them well In time, and 

(b) that receipt of Intimation by the M..P is oonflrmed. by the 
offioer/official concerned; 

(vii) LeUers from Members of Parliament and Members o·f State 
Legislatures must be promptly aoknowledged, and a reply sent ·at an 
appropriate level expeditiously as per the relevant provisions of the 
Oentral Seoretarlat Manw:(1 of Offioe Prooedure; 

(viii) Information or statistics relating to matters of local Importance 
must be furnished to the Mps and MLAs when asked for. The 
infor'l't1at{on so supplied should be speclflo and answer the points 
raised. A soft oOPY of the Information should also be sent to the 
Member via e-mall; 

(Ix) If the information sought by a Member of Parllament oannot be 
given and Is to be refused, instruotions 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 ahe Offiolal 
Languages Act, 1963 and the rUles framed there under, an English 
translation should also be sent along with the reply for the oonvenlence 
of such Members of Parliament from non Hindi speaking areas; 

(xi) Referenoes from the Oommittees of Parliament must be attended to 
promptly; 

(xII) The officers should not Ignore telephonio messages left for them by 
the Members of Parlia'mentlState Legislatures in their absence and 
should try to contact at the earliest the Member OT Parliament/State 
Legtslature concerned. These Instructions also Inolude 5MB and e- . 
mails received on official mobile telephones which also should be 
replied to promptly and on priorlty;.-

(xlii) All MlnlstrlesJDeparlments may ensure tha(r the powers of 
Members of ParliamentlStaie Legislatures as Chalrpersonsl Members 
of committees under various Centr:\lly Sponsored/Cantr~1 Seotor' 
government schemes are clearly and adequately defined; and 

(Xiv) A Government servant should not approaoh MPs/MLAs ,for 
sponsoring his individual case as bringing or attempting to bring 
political or non·offlcla~ or other outside Influence is prohibited under 
the'oonduot Rules e.g. Rule 18 of the All India Service (Conduct) Rules, 
1968 and Rule 20 of the Central Civil Services (Conduot) Rules. 

. . ... '------'---------
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6. All Minlslries/Departmenl~ are requested to ensure that the above 
basic princIples and Instructions are followed by all officials concerned, 
both In letter an-d spirit. Violation of the guidelines laid down on this subject 
wIll be viewed seriously. 

7. Any violation of relevant Conduct Rules In this regard. which violation Is 
established after due enquiry wfl( render the Government servant 
concerned !lable for appropriate punishment as per Rule. 

C=.~:b~.h--~ 
(C.A. SubramanIan) 

Joint Secretary to the Government of India 

To 

. All the Ministries/Departments of Govemmentoflnclla 

Copy to;-

/. Presidents Secretariat! Vice Presidents SecretariaL 
2. PMO/Cabinet Secretariat. 
J. Oomptroller and Auditor General of India. 
II. UPSC/SSC/LBSNAAIlSTM/CVC/CIO. 
5. Lok Sabha Seoretarlat! Rajya Sabha Secretariat. 
6. All Officers/Sections In Ministry of Personnel, PG & Pension. 
7. NIC, 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 StatelDlvislon and 
District levels and to periodically review implementation. 

~~;~a~l;n) ~ - 2-

Joint Secretary to the Government of India 
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rh'lil,r ."/." 
GOVERNMENT OF INDIA 

DEPAI'tTMENT OF PEHSONNEL & TRAINING 

MINISTRY OF PERSONNEL. PUBLIC GI,{IEVA"ICES 

[!lear Chief Secretary, 

I\ND Pl:NSIONS . 

NOFlTH BLOCK, NEW DELHI· '11000" 
Website: l111p:llpersmir.l.90v in 

91h October, 2Ul:t. 
(. 

You would be aware that guidclinell concerning official d~alil1gs belweell 
Adminitf.l"l'ation and Members of Parliament cll1d State Legisli.\lllJ'(~:i helve beerl issl.l!:!d by 
the Mint"tl'Y ()f Pel's<lImel, Public Grievalltl!s clOd Pensions. I·Jow~!vl~r. keeping in view 
c:(~rtt\il1 h~stC\nce.s of occasional non-observance of the ahove gl.l idelines, tbe Committee uf 
Privileges of the l,ol< Sabhn recolllmclldl!d consolidation and r{!it(~r"tj()n of the existtng 
il1stru~~tjons so that nIL concerned tHe f(WEll'(~ (l.r: the Si:lll'l(!, I\cc(lrdingly, revised 
comprehensive guidelines have been iSSlIl!d by this [)!:!partllll:!nl v.idl! Office Memol'andl1111 
Nr-l. ['(()'J3/4/20n-l.islt,A d'll'~!d V' Dec:el11ill!l, 20n. Copy of this O.M, "vas a[so forwarded 
I'() Ihl~ Chief Secretaries of c1[j· the Stales/lITs vi~le D.o. letter lintel! 8:J2,2()l1 from my 
predecesHo,' with the request that lhesl: insll'l,clinns may bc dn:ul"lll1:1 lo F.ll'l officials of th~ 
Slale GClvel'l1mc~nt for C"ompJiann!, 

2. A copy of L[1l'! abnve inslTU( .. tions dn(l-!ti l~Cl 1)1:!celnb(~I', 20 I [ is aguin ertl'108ed. Il is 
tlI1n1 clgaill I'cquested l'hal'thesc~ instructillll!i mny be drcuJatl1ci hl illlofflcinls of [he Stelle 
(;overnrmml for c!'I1n.pli,rnCl! . 

. 1 Snl1lt! Members of Parli1ll11enl hUVl' bl't"llight In lhe l'Ioticu of Ihis Department 
din!cLly OJ' thmugll Lok S~lbha / [{"iya Subhn S~!cl'l~h\l'jat l'ha~ Di!;ll'kl [evel officials have 
nol heel! showing them d 1.If:! regan.! nnd I.:Ollrl.csy, This has al:iCl bCl!n ,'aised in the recent 
ll1el~ling' 0[: the Cmnmittee on vio1t.lliOll of P,'otocol Norms and COlltel11pltlOllS BehElvi.{)uJ: 
(If Gt)vcmment Officers with Memhers 0(' Lllk Sabha constitlJ.ted by the Hon'bJe Speakel" 
It iii, therefore, adviseu thal' implen:ltmtl1Lion of: lhe ClboVl~ menl'illl1ud illslTuclinlls are to be 
pt~I'kldbll[)' r~iteral'ed ~\nd l'~vicwed in l'l\l! C:onff:!rence of District M<I!~i~trrlh:!1l / cOnectol's', 
pnd Superintendent of Police ()f y()tlJ' SLal"l:'s / UTH '. 

't You may please iSSLH~ I1ccess~ll'y dil'!!cl'iol1s lo the tl-istrid It!Vt!1 offic:ers and. send a 
,copy to ['his Departm.clIt for its onward trcmsmission to the Lt)j, Silbh,l Secretariat, as 

a(:!sin1d by tburn, 

WH.h I'egal'([s, 
Yours sinc~rely, 

~ 
(P.T<. Misra) 

( f3 y ,..r ~.", ~~ _ 
Chief Secretanes of all States / Ul s 

( As b.ek. i.r'~/- ) 

_.---
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I: . 011. ~dlljdy I(OUlprl, S"=CrelClry, D/(1 Aclnllnbtrative \tCltClrrnS (1Ilt'1 Pliblic: (jrievdnCI:!!:, Sardar 
P,\\el nlli;lwon, Nt:!w Delhi with the leqtle~t to (\'luke Il as nne uf the Agendu Ilems fOJ 
dI5J:II~slng inille Annllal Chief Secreldlh::s COnfeI!Hlce .. 

1.. ~h. V.I1. Harnesh, Joint Secretary, I ()l~ S'.Ihha Secrelarla I (PrlvlleHe~ H\ Ethlr:s BI imch. 
I'dl'lidll1l:!l'It tlouse, New Deihl w.r.t. their 0 M. No. :t2j:1./'lOn· CClPV daLecll:!.!:l.20n . 

. 1. Sh. AI!)\c nawilt, St:!t:relary (Coordll\ation\, Cabinet Secretarial, New l~.r:dhi. ) 

B~f ,~,:;\ (M9~(ai(;;~~;'lrC! 
(,., ~ ~~~.!!JI.S'ec:rC::lary (bl t • 

.. ..... . _-----------

.---------.-.--~. - ... _-_ ... -._-_ ...... _._ .. _-_ .. _------------
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b. • F.No.ll013/2/2012-Estt.A 
Government oflIidia 

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

Establishment Division 
North Block, New Delhi 

Dated November,19th, 2014 

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

The Members of Parliament und State !,..egislatures 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 Ministriesl Departments of the 
Government oflndia 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 pmvisions 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, !l. need was felt by the Committee of 
Privileges of the Lok Sabha for consoliduting and reiterating the existing instructions. 
Accordingly, revised comprehensive guidelines were issued by this Department vide Office 
Memol"andum No. I JOJ3/4/2()1 I-Estt.(A) dated 1st December 2011 (copy enclosed). A'copyof 
former Secretary (P)'s D.O. No. 110 13/4!20l1-Elltt.(A) dllted 9th October, 2012 reiterating'lhe 
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 l'ecom01ended that this Department may sensitise nil civil 
servants and officials in vadous Ministries and Departments 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 Vi,olatiorr of Protocol Noons 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 1 December. 2011 on Official Dealing between Administration and Members 
of Parliament need to be again circulated to all concerned Exeoutive Functionaries. ----------- ----------------
5. . All Ministries/ Departments are requested to ensure that the above basic principles and 
instructions are followed by all officiuls concerned, both in letter in spirit. Violation of the 
guidelines laid down on this subject will be viewed seriously. 

6. Chief Secretaries of all Stalesl UTs Bre requested to circulate these instructions to all State 
Government officials at the State/ Division and District levels and to periodically review 
implementation. ~ {\\ 

~--
(J . Vaidyaoathao) 

Director (Establishment) 
To 

I. All Ministries I Depattments (as per standard list) 
2. ChiefSeeretaries of all States I UTs (as per standard list) 

.. _-."._---------------
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F. No. 1 10 13/4/20 18-Estt..A-l11 
Government of India 

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

Establishment Division 

OFFICE MEMORANDUM 

North Block, New Delhi 
Dated 7tl~ Feb~ary, 2018 

Official clealings bet\.veen 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 Goven1.ments, or make suggestions for their consideration or ask for 
interviews with the oflicers. 

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 Pension:;; 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 vievl the instances of 
occasional non-observance of the above guidelines, ::L need was felt by the 
Committee of Privileges of the Lok Sabha [or consolidating Clnd reiterating the 
existing insti·uctions. Accordingly, revised comprehensive guidelines were 
issued by this Department viele Office Memorandum No. 11013/4/2011-
Estt.(A) dated I:;!' December 2011 (copy enclosed). A copy of former Secretary 
(pI's D.O. No. 11013/.!~/2011-Estt.(A) dated 9 th October, 2012 and O.M. No. 
1l013/2/2012-Estt.A elated 19.11.20104 reiterating the said instructions are 
also enclosed ler ready reference. 

3. The Committee on Violation of Protocol Nonn::> and Contemptu01.lS 
Behaviour of Government Ofiicers with Members of Luk Sabha in its Second 
Report tabled in the Lok Sabha on 4.01.2018 has recommended that the 
consolidated instructions/ guidelines on O'fficial dealing between the 
Administration and Member of Parliament and State Legislature should strictly 
be complied by all the Government servants, both in letter and spirit. 

4. The' COl11.mittee on Violation of Protocol Norm.s and Contemptu01 .. 1S 

Behaviour of Government Officers with Members of Lok SabhEI 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 faU under the domain of State Governments. 

Contd ..... 
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5. All Ministries/ Departments are requested to ensure that the above basic 
, ,principles and instructions are followed by all officials concerned, both in letter 
·wI and spirit. Violation of the guidelines laid down on this subject will be viewed 

seriously. 

6. Chief Secretaries of all SLates/ UTs are requested to circulate these 
instructions to all State Goven'lment officials at the State/ Division and District 
levels and to pel-iodically revie'w implementation. 

~\~ 
(Nith~~uPta) 

Under Secretary to th<:: Government of India 
Tel: 011-23040264 

End: As above. 

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

------_._---------------



F. No. 11013/4/2018-Estt.A-III 
Govemment of India 

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

Establishm.ent Divisioll 
·k*·.h~**·k 

OFFICE MEMORANDUM 

North Block, New Delhi 
Dated 11 October, 2018 

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

The undersigned is directed to refer to this Department's Office Memorandum 
No. 1l013/4(2011-Estt.(AJ dated 1st December 2011 subsequently reiterated vide 
D.O. letter dated the October 9. 2012 from Secretary (Persollnel), O.M. No. 
11013/2J2012-Estt.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, Lolc Sabha in its 
Sixth Report tabled in the Lolc Sabha on 20.12.2017 and Committee on Violation of 
Protocol Norms and Contemptuo1.ls Behaviow' of Government OjJice]'s with Members of 
Loll. Sabha in its Fourth and Fifth Report tabled in the Loll. 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 gtlide1ines will be viewed seriously. 

3. Chief Secretaries of all States! UTs are requested circulate these insrructions to 
all State Govemment 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 pcuticl.lla.rly during Parliament sessions. It is also 
requested to periodically review implementation of these instructions. 

4. Hindi version will follow 

Encl: As above. 

To 

\~ h .. 

~~~~ ~\\o· 
(Nitin Gupta) 

Under Secretcuy to the Government ofIndia 
Tel: 011-23040264 

L All Ministries I Departments (as per standard list) 
2, Chief Secretaries of all States / UTs (as per standard list) 

Copy to: 

Secretary, Ministry of Home Affairs, North Block, New Delhi - with the request 
to tal(e appropriate action with regard to recommendation at p"lra 44 of Committee of 
Privileges, Lok Sabha in its Sixth r~eport tabled in the Lok Sabha 011 20.12.2017 (copy 
enclosed). 



fl-
• J o> • 

... 

Subject: 

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

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

Establishment Division 

OFFICE MEMORANDUM 

North Block, New Delhi 
Dated lD'1'1February, 2020 

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, pr 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, all the Ministries/ 
DepartInents 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. 

l. 'I; 
( I· 
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I 

Contd .. 
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3. 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. 

4. Hindi version will follow 

Encl: As above. 

To 

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

Tel: 011-23094471 

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. PSG 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. NIC, 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) 
Ru1es & What's New] 

6. Hindi Section, DoP&T 
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