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 No. 110131412011-Estt. (A) _ 
Governmentof India 

Ministry ofPersonnel, Public Grievances and Pensions 
(Departmentof Personnel and Training) 

North Block, New Delhi. 
01 •1 December. 2011 

OFFICE MEMORANDUM 

Subject: 	 Offlcial 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~p. In connection with their duties, they often find it 
necessary to seek information from the Ministries/Departments of the 
Government of India 01· the State Governments, or make suggestions for their 
consideration or ask for interviews with the officers. Certain wen-recognized 
principles and co nventions to govern the relations between the Members of 
Parliament/ State Legislatures 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 (Depa.1ment of Personnel and 
Administrative Reforms. in the O.M. No 25/19/64-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 Secretariat Manual of Office 
Procedure regarding prornpt disposal of communications from MPs have also 
been reiterated by the Deparbnent of Administrative Reforms and Public 
Grievances. The Minlste.r of State for Personnel, Public Grievances and 
Pensions has also written to all Ministers in this regard vide 0.0 letter dated 
5"' May, 2011, requesting that a mechanism may be set up to periodically 
monitor progress In disposal of references received from Members of 
Parliament. 

3. Some instances of non·adherence to the existing guidelines have been 
brought to Government's attention by Members of Parliament aod a need has 
been felt for again sensitizing all administrative authorities conc<:,)rned. 

4. The Central Secretariat Manual of Office Procedure provides following 
instructions for promptdisposal of letters from Members of Parliament:­

Correspondence with Members of Parliament­

(1) Communications received from a Member of Parliament should be 
attended to promptly. 

(2) Where a communication is addressed to a Minister or a Secretary 
to the Government, it should, as far as practicable, be replied to by 
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the Minister or the Secretary himself as the case may be. Where It 
is not practicable for the Minister to reply. a reply should normally 
be issued under the signature of an officer of the t:aJll< of Se_cretary 
to the Governn1ent. 

(3) Where a communication is addressed to the head of an attached 
or subordinate office. Public Sector Undertakings, Anancfal 
lnstituUons (including nationalized ban.ks) DivisionfBranch in 
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charge in a Ministry/Department/Organization, it should be replied 
to by the addressee himself. In such cases, care may be taken to 
ensure that vvherever policy issues are involved, approval of the 
competent autho1'ity is obtained before a reply is sent. It should, 
however, be ensured that the minimum level at which such replies 
are sent to Member of Parliament iL\baLof.JJnder Se~retary and 
that also in a polite letter form only. 

(4) lnforrtlation sought by a Member of Parliament should be supplied 
unless i!_is of such a nature that it would have been denied to him, 
ifsimilar information had been sought in Parliament. 

(5) While 	corresponding with Members of Parliament, ft should be 
ensured that the letter is.J.filllble. Pre-printed or cyclostyled 
replles should be scrupulously avoided.-(6) In ca.se 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. 

In case the reference is addressed tu a lower level officer, 
reply to such reference could be sent by the officer on his own in 
non-policy cases and after ~ta_ining a~Qroval of the higher 
authorities inpolicy cases. Here also. tt 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 ­

(1) Each comm~nicatf...)n 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 v1ithin the 
next 15 days of acknowledgement sent.-

(2) 	 Where a delay is anticipated in sending a final reply, or 1here the 
information has to be obtained from another Ministry Ot another 
office, an interim reply may be sent within a month (from th0 date 
of receipt of the communication) indicatir:!Q the f!OSsibl_e d\lte by 
which a final reply can be given. 

(3) 	 If any such ·~omn1unication 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 Rule 3(2A) of All India Service (Conduct) 
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Rule, 1968 and RuJe 3-A of Central Civil Service (Conduct) Rules, 1964 which 
provide as follows:­

Every member of the service shall in the dischargo 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 \Nhile interacting with the Members of Parliament and State 
Legislatures. These are as follows :­

(i) Government ~.ervants should show courtesy and consideration to 
Members of Parliar:nent and State Legislatures; 

(ii) while the Governrr1ent servants should consider careful!Y or listen 
patiently to what the Members of Parliament and of the State 
Legislatures may fiave-fo-say, the_GoY.emme_pt s_entanLshould always 
actaccording to his own bestludgment and as per the rules; 

(iii) Any deviation from an appointment made with a Member of 
Parliament/State Legislature must ~e_ ..P-romptly_ explained to him to 
avoid any possible inconvenience. Fresh appointment t?hould be fixed 
in consultation with him; ­

~ 

(Iv) An officer should be meticulously correct and i:::ouc:t@..Q.us ;:rod rll>..! to 
receive .and. tS,ee off a_!1ember _of Parllame.otlState Legislature visiting 
him. Arrangemenb~ 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 §.!'jry of_vehicles of the 
Members to_!hese Offices~subject to security requirememsfrestifctions; 

(v) Members of ParHame~!_gf the area_sh_oul<tJnva.riabJy be invjted to 
pu~tlc functl911§._£rganized by ~-· 9.9\l!r~ment o!!Jce. Proper and 
comfortable seating arrangements '\t public functions and proper 
order of seating 01n the dais should be made for Members keeping in 
view the fact that they appear above officer.... l'lf the rank of Secretaries 
to Government of India In the Warrant of Precedence~ The Invitation 
cards and media events, if organized for the function hc1'd in the 
constituency, may Include the names of the Members of that 
constituency who have ct>nflrmed 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 ·function~ held io. any of the Districts which ere part of his/her 

· · constituency; ­
-... 

(vi) Where an:y mE~eting convened by the Government is to be attended 
by Members of ParlDarnent, special care should be taken to see that 
notice is glvelJ'.!.~!!~~!n good time regarding the date, time, venue etc. 
of the meeting. It should also be ensured that there Is no slip in any 
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matter of detail, hc•wever minor It may be. ~t shuuijd especially be 
ensured that:-­

(a) intimations regarding public meetingsJ1unctions are sent 
through spEtedier communication devices to the · M.Ps, so that 
they reach thern 1NeU in time, and · 

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

(vii) letters from Members of Parliament and Members of State 
Legisl~~res must be promptly acknowledged, and a reply sent at an 
appropriate leve:I expeditiously as per the rett;.;vant provisions of the 
Central Secretariat Manual of Office Procedure; 

(viii) Information or statistics relating to ma~ters of local importance 
must be furnished b> the MPs and MLAs when e.sked for. The 
information so sur>plied should be specific and ansvJ.er the points 
raised. A soft copy of the Information should also be !.9nt to the-Member via e-mail; 

(he) l'f the information sought by a Member of Parliament cannot be 
given and is to be refused, instructions from a higher S!Jthority should 
be taken and the rea~;ons__1or not furnishing_the information should be 
given in the reply; 

(x) Wherever any letter from a Member of Parliarnent is in English and · 
the reply is re.quired to be given in Hl11.di m_ terms of the Official 
Languag•~s '~ct. 19153 and the rules framed there under. an English 
translation should also be sent.Llon_g with the reply for the convenience 
of such MemberE~of Parliament from non Hindi speakipg areas; 

(xi) References fron1 the Committees of Parliament must be attended to 
pro1·nptly; 

(xii) The offh~er:J shc~~.i.d not ignore l~~':3~onic messages left for them by 
the Members of Parliament/State Le:;islatures in their absence and 
should 1try to contact at the earliest tr.... \lllamber of Parliament/State 
Legislature concerned. These instruction.:.. .:llso in··Jude SMS and e­
mails received on official mobile telephones which ,.;: J O should be 
replied 1bo promptly a11d on pr iority; · 

(xiii) All Minb:11:ries/Oepartments may ensure that the powers of 
Members of ParUamentJState Legislatures as Chairpersons/ Members 
of comi1nitt:ees und1er various Centrally Sponsored/Central Sector 
governn1ent schemes are clearly and adequately defined; and 

(xiv) A Goveirnmenit servant should not approach MPs/MLAs for 
sponsoring his individual case as bringing or attempting to bring 
political or non-01fficia! or other outside influence is prohibited under 

, 	 the conduct Rules e.g. Rule 18of the All India Service (Conduct) Rutes, 
1968 and Rule 20 c1f the Central Civil Services (Conduct) Rules. 
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, Rule. 1968 and Rule 3-A of Central Civil Service (Conduct) Rules, 1964 which 
~ provide as follows:­

Every member of the servi~e shall in the 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 
e~phasize the basic principles to be borne in mind by the Gevernment 
servants while interacting with the Members of Parliament and State 
Legislatures. These are as 1follows :­

(i) Government s~.rvants should show courtesy and consideration to 
Members of Parliament and State legislatures; 

(II) while the Governrrtent servants should C_!>~~ider caref~l!Y or listen 
patiently to what the__~~fJlbers of Parliament and of the State 
Legislatures ma~'fiave to say, th.e....G~.rnmQD.t_s~NaDLshould always 
actaccording to his own bestJudgment and as per the rules; 

(iii) Any deviation fr·om an appointment made with a Member of 
Parliamer1t/State legislature must ~~-..Qromptl_y_explained to him to 
avoid any possible inconvenience. Fresh appointment ~hould be theed 
in consultation \41,ifh hitTI; ­

~ 

(iv) An offioeu· shc•u~d be meticulously correct and ~our.1§.Q.us a.n.d riJ?.! to 
receive .and. ae.g_Qff a.J!.1embe.r_~f ParJiame.nt/State Legj~~ture visiting 
him. Arrangements may be made to receive the Mem~ersof Parliament 
When, after taking prior appointment, they visit the officer of the 
GovE~rnmEtnt of ~ndia, State Government or local Government. 
Arrangenreents niay also be made to permit ~_try of vehicles of the 
Members tojjlle~Et Offices_subject to security requirememsTrestifctlons; 

(v) Members of ParHame~tof the area_~t1oulctinvariably be io.Yjted to 
pu~c fgnQ!:JiQQS__<>r.:e.~~!!!.2!!d _J?.Y_..@•...G9..¥er".''!181'!.~-~!fice. Proper and 
comfortable seating ;~rrangements at public functions and proper 
order of seating on the dais should be made for Member.s keeping in 
view the fact that they appear above officer~. t.lf the rank of Secretaries 
to Government of India In the Warrant of Precedence; The invitation 
cardr~ and rrtediE1 1events, if organized for the function ht1~d in the 
constituency, rnay include the names of the Members of that 
constituency who have CCJnfirmed participation in- these tuiletions. 

It is crari11ed that If a1 constituency of any Member of Parliament Is 
spl'.'ead o"er r111or1e th1:.n one District, the M.P should invariably be invited 
to all the function~_held io any of the Distric~ which are part of his/her 
constituency; ~ -
(vi) Where any mE~eting convened by the Government is to be attended 
by Members of P·arliament, special care should be taken to see that 
notice ls glve•J!o 'lflem_!n good tJme regarding the d.ate, time, venue etc. 
of the meeting. It should also be ensured that there Is no slip In any 
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6. All Ministries/Departments are requested to ensure that the above 
basic principles and instructions are followed by all officials concerned,.. 
both in letter and 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 will render the Government servant 
concerned liable for appropriate punishment as per Rule. 

cJt5 &::.l'J'­·- -t-- ­

(C.A. Sub~.Jmanian) '-- ­
Joint Secretary t.1: the Government of India 

To 

All the Ministries/Departments ofGovernment of India 

Copy to:­

1. Presidents Secretariat/ Vice Presidents Secretariat. 
2. PMO/Cabtnet Secretariat. 
3. Comptroller and Auditor General of India. 
4. UPSC/SSC/LBSNAAllSTM/CVC/CIC. 
5. Lok Sabha Secretariat/ 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 Secretariefi of all States I UTs with a request to circulate these 
1Instructions to all f>tatE' Government officials at the StatelDivision and 

District levels and to pE}riodically review implementation. 
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