t OFFICE OF THE DIRECTOR GENERAL OF PRISONS
[GOVT. OF NCT OF DELHI|
PRISONS HEADQUARTER, CENTRAL JAIL TIHAR, JANAKPURI:
NEW DELHI

F.18(28)/Estt-1/C)/PHQ/2026 ’ A67l-F2 Date: oY 66(2026,

Sub: Forwarding of Orders/Circulars.

The copy of under mentioned Circular is forwarded herewith for information and necessary

action:-
SI. | Received from Regarding Pertain to
No
1. Jt. Secretary Observance of proper | Assistant Director (1IT) with the
(GAD) procedure in respect of official | request to upload the same on
dealing between the | department website.
Administration and Members of
Parliament and State
Legislatures-reg.
&NM’#
Encl: As above Officer In-charge (E-I)

1 Assistant Director (IT) with the request to upload the same on department website
2. Guard File.

L SV3 o \'6'.;1_., o

(raulam (u/foqa( on the (debstG)




e Observance of proper procedure in respect of official dealings between datilisr.«
the Administration and Members of Parliament and State Legislatures-reg. 9
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To "AR DEPARTMENT"<arupdate@nic.in>."Regislrar Cooperative Society"
<rcoop@nic.in>,"ps2cfs"<ps2cfs@gmail.com>,"Santosh Vaidya"<pshome@nic.in>,"HOD
GAD"<sgad@nic.in>,"Sh Singh"<secservices@nic.in>,"Navin Kumar Choudhary"
<pspwd@nic.in>,"Secretary Power"<pspower@nic.in>,"Pr Secretary Health"
<pshealth@nic.in>,"Sh. Vijay Bidhuri"<senv@nic.in>,"Vijay Kumar Bidhuri"
<psud@nic.in>,"chairmandsssb.delhi"cchairmandsssb.delhi@nic.in>.“Secretary
Education"<secyedu@nic.in>,"Neeraj Semwal"<divcom@nic.in>,"cmddtc"
<cmd.dtc@delhi.gov.in>,"ceodelhidjb"<ceodethi.djb@djb.gov.in>."delhishelter“
<delhishelter@gmail.com>,"Ravi Jha"<cexcise@nic.in>,"PPS Commissioner. TPT"
<commtpt@nic.in>,"Nikhil Kumar, IAS"<ctt.delhi@nic.in>,"Pahdurang K. Pole"
<labcom@nic.in>,"Development Commissioner"<cdeviop@nic.in>,"diredu"”
<diredu@nic.in>,"ACS Land And Building"<secy.lb@delhi.gov.in>,"cfss.delhi"
<cfss.delhi@nic.in>,"dvigil"<dvigil@nic.in>,"Director UTCS"<dutecs@nic.in>,"Secylaw
Slaw"<slaw@nic.in>,"SANTOSH D. VAIDYA"<psfin@nic.in>,"Yash Chaudhary"
<dsw@nic.in>,"Ms. Angel Bhati Chauhan"<dirtte.delhi@nic.in>,"dtehedu"
<dtehedu@gmail.com>,"Sh. Jitender Yadav"<secyit@nic.in>,"Bipul Pathak"
<pssw@nic.in>.“scstsecretary"<scslsecretary@gmail.com>,"Secretary ACL"
<secyan@nic.in>,"cmd"<cmd@dtc.nic.in>,"directordip2014"
<directordip2014@gmail.com>."mddsiidc"<mddsiidc@gmail.com>,"MD N CEO DTTDC"
<md@delhit0urism.gov.in>,"pstechedu"<pstechedu@nic.in>,"Joint Director Planning"
<;ciplg@nic.in>,"touris’mgncld"ctourism.gnctd@gmail.com>,"Rashmi Singh"
<secretary.wcd@delhi.gov.in>,"Commissioner Of Industries" : _
<comind@sansad.nic.ih>.“comrhissioner"<commissioner@mcd.nic.in>."pccf—gnctd“<pccf-
gnctd@delhi.gov.in>."secretaryifcdgnctd"<secretaryifcdgnctd@gmail.com>,“Director
General Prisons Delhi Prisons New Delhi"<dgtihar@nic.in>,"chairperson” ]
<chairperson@ndmc.gov.in>,"secretary“<secretary@ndmc.gov.in>,"einc-pwd“<einc-
pwd@deihi.gov.in>,"Vijay Kumar Bidhuri"<chdpcc@nic.in>,"Md-dkvib. Md-dkvib"<md-
dkvib@nic.in>

Sir/Madam, ‘
Please find enclosed letter on the subject mentioned above.

Regards,
(Pradeep Tayal) .
Jt. Secretary (GAD)

Feneral Adininisiration Depaitieat.
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GOVERNMENT OF NCT OF DELHI
GENERAL ADMINISTRATION DEPARTMENT
2nd LEVEL, "A"™ WING, DELHI SECRETARIAT,
I.P. ESTATE, NEW DELHI-110002
(Email : sgad@nic.in)

F.No0.366976/GAD-A034/23/2028-Admin-GAD/ {94y932 Dated : l&l oS Ia"“
To

All Additional Chief Secretaries/Principal Secretaries/Secretaries/
Heads of Departments/Heads of Local & Autonomous Bodies
Gowvt. of NCT of Delhi

Sub: Observance of proper procedure In respect of official dealings between
the Administration and Members of Parliament and State Leglslatures -reg.

Sir/Madam,

| am directed to forward herewith a copy of email dt. 5th May, 2026 (with
enclosures) of Under Secretary, Department of Personnel & Training, Govt. of
India, on the subject cited above, for compliance. A copy of Standard Operating
Procedure (SOP) dated 21/08/2020 issued by this departmant in this regard is aiso
enclosed.

This issues with the approval of the competent authority.
Yours faithfully,

Encl. : as above Digitally signed by
Pradeep Tayal
Date: 12-05-2026
15:10:47

(PRADEEP TAYAL)

j}ﬂ/ 9) | Jolnt'Socret‘ary (GAD)
S~ Lyg/ﬂ Cmfj o x,
%‘%r | =t

(Uly—

Director Gerier i(Prlsons)
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| | dination
N : dure in raspect of official dealings between the Coor < CoorANABON- OBV &
mmﬂ:}-{fﬁﬁ?ﬂ l’avihrnam':° and Members State Legisiatures-reg Branch GAD

HOD GAD < sgad@nic.in >
Thu, 07 May 2026 10.31:47 AM +0530

To *Coordination GAD"<coordination-gad@deihi.gov.im>

sxmzxx==mws= Forvarded message se=m=n=a=zm=x M
From: Shri Rajeev Verma <gsdehi@nicln> ‘ )
To: "Secylaw Slaw"<glawZnic.in>, "HOD GAD"<5gad@nic.in>

Date: Wed, 06 May 2026 19:15:15 +0530 | ‘ KL)
Subject: Fwd: Obseyance of proper procedure in respect of officlal dealings batween the Adminlstraation and Members of Paﬁlnmerg"e

and Members State Legislatures-reg

swxez=xws=a==x Forwarded message =====s=====a ' 5
: $d' y ;

To: “cs”<cs@ap.goy.in>, “cs-arunachal® cgs-arupachal@nic.in>, "cs-assam* <gs-assam@nic,n >, "cs-blhar*<¢s-bihar@nic.In>,

"csallicecg”<

soffice.co@gov.In>, “cs-goa” <gs-goa@nic.in>, "chiefsecretary* <ghiefsecretary R gujaraLoguln>, "cs”<cs@hrypicin>,
*cs-hp*<gs-ho@nicin>, “cs-jharkhand”<gcs-jharkhand®nicin>, "es"<gs@karnataka.gov.in>, "chicfsecy” <ghiafsecy@kerala.gov.in>,
‘es* <gs@mp.nic.in>, "cs"<gs@maharashtra.gov.in>, *cs-manipur” <gs-mnanipurnic,in>, "tso-meg” <¢so-meg:@nic.In>, ‘cs-mizoram®
<gs-mizoram@alc.in>, “esngl*<gsngl@aic.in>, "esori® <gsorl@nic.in>, “es* <gs @punjab.govin>, “csral’ <ggro)d rajastnan.gav.ia>,
“cg-skm*<gg-skm@hub.nic.in>, “cs” <c@tn.govin>, "cs" <csGlalangana,govin>, “cs-tripura® <¢s-tripura@alcin>, “csup”
<csun@nic.in>, “cs-uttaranchal” <gs-yttaranchal @nic.in>, “cs-westbengal® <gs-westbongpldnic.n>, "cs~andaman® <gs:
andaman@nic.in>, “cs-chd™<cs-chd@chd.gov.in>, “devcom-dd” <gevcom-dd@nic.in>, "dd" <gd: >, “esdelh®
<gsielhl@nic in>, “Ik-edvisor*<lk-advisor@gov.in>, "pondicherry* <pandicnony@nicin>, “cspon”<gs.pon@nicin>, "es-jandk <gge

szzmsass=za=z= Forwarded message ===z sxamx=s
From: VISHWA NATH DWIVEDI <yn.dylvedi@nle.in>

jandx@nic.in>, *chiefsecretary" <chlefsecretary @ladakh.g

ov.ln>
Cc: “G K RAINISH* <gk.rajnlsh@nic,ln>, “CHIRANJEEV KUMAR"<chirapjgev.kumar@nic.in>
Date: Tue, 05 May 2026 17:07:46 +0530

Subject: Obsevance of proper pracedure 1n respect of official dealings between the Admunistraat'on and Members of Parllaments and
Members State Leglslatures-rag
=mnxzesse==s Forwarded message =======sv==x

Sir/Madam,

Plcase find attached OM dated 04.05.2026.
With Regards, i

Vishwa Nath Dwivedi/Bmy &
Under Secretary/3([@ SR

Pers Policy A-ITI

Department of Personnel & Training

Waork Hall 31078, Kartavya Bhavan-03, New Dethi
Tel No. 011 24010435

1 Attachment(s)

OM DATED 04.05.2026 4-2.p0f
55T KB
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F. No. 11013/ 16/2025-Estt.A-ll]
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training

Wiy

Kartavya Bhawan-3, New Delhi
Dated 04% May, 2026

Subject: mofmpﬁmh.mtdcmmm
between the Administration and Members of Parliament and State

Legislatures-reg.

The Department of Personnel & Training has been emphasizing the
importance of observance of proper procedure in official dealings between
Administration and Members of Parliament and State Legislatures and has
issued instructions in this regard from time to time. Vide DoPT’s OM dated
12.01.2026 (copy enclosed) these instructions were reiterated and all the
Ministries/ Departments and Chief Secretaries of all S8ates/UTs, were requested
to circulate these mstructions to all State Government officials at the
State /Division and District levels for necessary compliance.

2. All Ministries/Departments are once again requested to sensitie the
administrative autherities with regard to their duties and obligations in relation
to dealings with Members of Parliament and State Legislatures in 1erms of
guidelines contained in aforesaid OM dated 12.01.2026 and circulate these
instructions to all artached/ subordinate offices, their field offices, ctc. Chiefl
Secretaries of all States/UTs are also requested to circulate these guidelines w
all State Government officials at the state/ Division and District level. A copy of
the instructions issued in this regard may please be endorsed this Department.

3. This is issued with the approval ol competent authority.

. (GK
Deputy Secretary to the Government of
Tel: 01 1-24010644

To :
1. The Secretaries of All the Ministries/Departments of Government of
India (as per the standard list) :

2. Chiel Secrewaries of all Statea/UTSs (as per the standard list)



: i

Copy to: -

1. Presidents Sccretariat, New Dclhi

2. Vice President Secretariat, New Deihi

3. The Prime Minister’s Office, New Dethi

4. Cabinet Secretariat, New Dethi

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

6. The Comptroller and Auditor General of India, New Delhi

7. The Secretary, Union Public Service Commission, New Delhi

8. The Secretary, Staff Selection Commission, New Delhi

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

Pensions

10. National Commission for Scheduled Caste, New Delhi

11. National Commission for Scheduled Tribes, New Delhi

12. Nationa! Commission for OBC, New Delhi

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

14, CVOs of all Ministries/ Department

15. ADG (M&C), Press Information Bureau, DoPT

16. NIC, Department of Personnel & Training, North Block, New Delhi jfor
the same on the website of this Department] : :

17. Hindi Section, DoPT

(G K Raj
Deputy Secretary to the Government of I
Tel: 011-24010644
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F. No. 11013/16/2025-PP.A-ll
Government of India
' Ministry of Personnel, Public Grievances and Pensions
- Department of Personnel & Training
wririch ik

Kartavya Bhawan-3, New Delhi
Dated 12" January, 2026

OFFICE MEMORANDUM

Subject: Consolidated guidelines on official dealings betwsen the Administration
and Members of Parlilament and State Legislatures — Observance of

proper procedure.

ik

The Members of Parliament and State Legislatures, as the accredited
representafives of the people, occupy a very impoertant place in our democratic set-up.
In connecfion 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 interview with the officers.

2. The consolidated guidelines regarding observance of proper procedure in official
dealings between Administration and Members of Parliament and State Legislatures
were issued by the Ministry of Personnel, Public Grievances and Pensions, vide OM
No.1667559842019 dated 13.09.2022, to all the Ministries/Departments and to Chief
Secretaries of all Sates/UTs, with the request to circulate these instructions o all State
Government officials at the State/Division and District levels, in order to sensitize them
with regard to their duties and obligations i relation to dealings with Members of
Parliament and State Legisiatures. These instructions have also been reiteraled, from
fime to time, for compliance of the Government officials, both in letter and spirit. The
provisions of the Central Secretarfat Manual of Office Procedure regarding prompt
9/‘ disposal of communications from MPs have also been reiterated from time to time.

3. In confinuation of these efforts, a comprehensive guideline is being re-iterated
by consolidating all previous instructions for strict compliance by all Ministries/
Departments, State Governments and local administrations in letter and spirit.

A Communications received from Members ef Parliament should be attended to
promptly.

fi. Where a communication Is addressed to a Minister, it should as far as
practicable, be replied to by the Minister himself. In other cases, a reply should
normally be issued under the signature of an officer of the rank of Secretary only.

iii. VWhere a communication is addressed to the head of an attached or subordinate
office, Public Sector Undertakings, Financial institutions (including nationafized
banks) Division/Branch-in-charge in a Ministry/Department/Organization, it
should be replied to by the addressee himself, In routine matters, he may send
an appropriate reply on his own. In policy matter, however, it should be ensured
that the minimum level at which such replles are sent to Member of Parliament

Pagh 1 of 7
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Vi,

vil,

viii.

Xi.

is that of Under Secretary and that also in a polite letter form only.

Normally information sought by a Member should be supplied unless it is of such
a nature that it would have been denied to him even if asked for on the floor of
the House of Parliament.

As far as possible, for correspondence with Member of Parliament, pre-printed
replies should be 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. 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. However, the minimum level at which a
reply could be sent should be that of an Under Secretary and that toc in a polite
letter form only.

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

Where (a) delay is anticipated in sending a final reply, or {b) information has to
be obtained from another Ministry or another office, an interim reply will be sent
within 15 days (from the date of receipt) indicating the possible date by which a
ﬁnai reply can be given.

If any such communication is wrongly addressed to a department, it should be |
transferred promptly (within 5 working days of its receipt) to the appropriate
Department under intimation to the party concerned.

Where the request of a Member of the Public cannot be acceded to for any
reason, reasons for not acceding to such a request should be given courteously.

As far as possible, requests from membaets of public, should be looked at from
the user's point of view and not solely from the point of view of what may be
administratively convenient.

SERVANTS WHILE INTERACTING WITH THE MEMBERS OF PARLIAMENT AND

STATE LEGISLATURES;

L

ousg behavior with Members o rilament and islatures

Every member of the‘aervlne shall, in the dlscharge of his duties, act in a
courteous manner and shall not adopt dilatory tactics in his dealings with the
public or otherwise.

Page 2 of 7
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vi,

Vil

(B)

ii.

| SHe

No Govemment servant shail (a} in the performance of his official duties, actin
a discourteous manner; (b) in his official dealings with fhe public or otherwise
adopt dilatory tactics or willfully cause defays in disposal of the work assigned to

him.
[Rule 3A of CCS (Conduct) Rules, 1884]
Government servants should show courtesy and consideration to Members of

Parfiament and State Legislatures.
ara A No., 1 11~

While the Government servants shoutd consider carefully or listen pafiently to
what the Members of Parliament and of the State Legislatures may have to say,
the Government servant should atways act according to his own best judgment
and as per the rules,

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

[Para 5(iii) of OM No. 1 /4/2011-Estt ed 01.1 1

An officer should be meticulously correct and courteous and rise to receive and

see off a Member of Parliement/State Legislature visiing 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
of local Government. Arrangements may also be made to permit entry of vehicles
of the Members to these Offices subject to security requirements/restrictions:

Para 5(iv) of OM N 13/4/2011-E: . 61.1.20.1_

The officers should not ignore telephonic messages left for them by the Members
of Parliament/State Legislatures in their absence and should try to contact at the
earllest the Member of Parflament/State Legislature concerned. These
instructions also include SMS and e-mails received on official mobile telephones
which also should be replied to promptly and on priority.

Para 5(xi o. 11013/4/2011-Estt,(A) dated 01,12.2011]
Public function or Meeting

Members of Parliament of the area should invariably be invited o publfic functions
organized by a Government office. Proper and comfortable seating
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 Secretarles to Govermnment 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 Members of that constituency who have
confirmed participation in these functions. If & constifuency 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 histher

Where any mesting convened by the Government is to be attended by Members
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 aiso be

Pagé 3 of 7
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o “ ensured that there is no slip in any matter of detail, however minor it may be. It .J
should especially be ensured that -

i ings/functi t through speedier
a) intimations regarding public meetings/functions are sen ugh
(c.o)mmunication devices to the M.P.s, so that they reach them well in time, and

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

concerned.
[Para 5(vi) of OM No. 11013/4/201 1-Esft {A) dated 01.12.2011]
(C) Response to the communication of Member_of Parliament and State
Legislatures

i. Letters from Members of Pariiament 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,

vii) of ON 11013/4/2011-Estt.(A) dated 01.12.2011 and Para
8.9 of CSMOP, 2019]

ii. Information or statistics relating to matters of local importance must be furnished
to the MPs and MLAs when asked for. The information so 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.

Para 5{viii) of O

dated 01.12,2011)

iii.  If the information sought by a Member of Pardiament 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. '

[Para 5(ix) of OM No. 11013/4/2011-Estt.(A) dated 1.12.2011}

iv.  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 suich Members of Partiament from non Hindi
speaking areas.

(Para 5(x) of OM No. 11013/4/2011-Estt.(A) dated 1.12.2011]

v. References from the Commitiees of Parliament must be attended to promptly. .
Para 5(xi} of OM No. 11013/4/2011-Estt.(A) dated 1.12.2011]

vi. Al Ministries/Departments may ensure that the powers of Members of
Parllament/State Legislatures as Chairpersons/ Members of Committees under various

Centrally Spansored/Centtal Sector government schemes are clearly and adequately
defined.

(D) Qutside political influence

A Government servant should not approach MPs/MLAs for sponsaring his

individual case as bringing or attempting to bring political or non- official or other

outside influence is prohibited under the conduct Rules e.g. Ruls 18 of the All
Page 4 of 7
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India Service (Conduct) Rules, 1988 and Rule 20 of the Central Civil Services
(Conduct) Rules, 1964

[Para 5(xiv) of OM No. 11013/4/2011-Estt.(A) dated 1.12.2011]

i.  During the meefing of the Pazﬂamentary Standing Committee on Ethics, Rajya
Sabha, hefd on 13th October, 2025 in ‘Parliament House Annexe, New Delhi, it
was desired the Department should reiterate the instructions and ensure that it is

implemented in letter and spirit

ii. 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 table in the Lok Sabha on 086.02.2014, has recommended that this
Department may sensitize al} civil servants and officials in various Ministries and
Departments particularly under them for strict compliance of the instructions

_ relafing to official dealings issued in this regard batween and Administration and
the Members of Parliament.

[Para 3 of OM No. 11013/2/2012-Esit.A dated 18.11.2014]

if, The Committee on Violation of Protocol Norms and Contemptuous Behaviour of
Government Officers with Members of Lok Sabha, et its first sitting held on 28
October, 2014, also felt that the consolidated instructions/ guideljnes issued by
the Department of Personnel & Training (DoPT) on 1 December, 2011 on Official
Dealing between Administration and Members of Parllament need to be
circulated again to all concerned Executive Functionaries.

[Para 4 of OM No, 11013/2/2012-Estt.A dated 19.11.2014]

iv. The Committee on Violation of Protocol Norms and Contemptuaus Behaviour of
Government Officers with Members of Lok Sabha, in its Second Report tabled in
the Lok Sabha on 04.01.2018, has recommended that the consolidated
instructions/ guidelines on Official dealing between the Administration and
Member of Parliament and State Legislature should strictly be complied by all
the Government servants, both in letter and spirlt

v. = The Committee on Violatien of Protocol Norms and Contemptuous Behaviour of
Government Officers 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 Govemments to involve Private companies/ agencies in
organizing/ spensoring funcfions which-essentially fall underthe domain of State

Governments.
[Para 4 of OM No. 11013/4/2018-Estt. A-{ll dated 07.02.2018]

7. A MirﬁstriesiDepamnents are requested to ensure that the above basic
principles and instructions are followed by alt officials concernad, both in letter and spirit.
Violation of the guidelines laid down on this subject will be viewed seriously.

8. Any violation of relevant Conduct Rules :n this regard, which is established after
due enquiry, will render the concerned Government servant liable for appropriate
punishment as per Rules applicable.
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i in thi d. In case any reference -
: List of the OMs mentioned in this document Is annexe se & f
tgo the rell:\t:ant OM is required, the same may be accessed from the Archive Section of

DOPT's website.

10.  Hindi version wili follow. 1k
N
(G K Rajnish)
Deputy Secretary to the Government of India
Bl Tel: 011-24010644

To

1. The Secretaries of All the Ministries/Departments of Government of India (as
- per the standard list)

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

i Presidents Secretariat, New Delhi

—2. Vice President 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
8. The Comptroller and Auditor General of India, New Delhi
7. The Secretary, Union Public Service Commission, New Delhi
8" The Secratary, Staff Selection Commission, New Dalhi

9. All attached offices underthe Ministry of Personnel, Public Grievances and Pensions
A0. National Commission for Scheduled Caste, New Delhi

~4'1. National Commission for Scheduled Tribes, New Dethi
12, National Commission for OBC, New Dethi
- Secretary, National Council (JCM), 13, Feroze Shah Road, New Delhi
14. CVOs of all Ministries/ Department
15. ADG (M&C), Press Information Bureau, DoPT '
16. NIC, Department of Personnel & Training, North Block, New Delhi {for uploading the
same on the website of this Department]
17. Hindi Section, DoPT

1 by

(G K Rajnish)
Deputy Secretary to the Government of India
Tel: 011-24010644
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GOVERNMENT OF NCT OF DELHI
GENERAL ADMINISTRATION DEPARTMENT
2"? LEVEL, PELHI SECRETARIAT, 1.P. ESTATE

NEW DELHI-110002

F.No.18/64/2020/SOP/GAD/Admn./1872 Dated: 21.08.2020

STANDARD OPERATING PROCEDURE

Sub: Official dealings between the Administration and Members of Parliament and
State Legislatures — Observance of Proper procedure

18 The Members of Parliament and State Legistatures eceupy 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 Suate
Governments. or make suggestions for their consideration, or ask for interview with the
officers. Certain well-tecognized principles and cenventions to govern the relations between
the Government servants with Members of Parliament and State Legislatures have already
been established.

A Some instances of non-adherence to the existing guidelines have been brought to
Government's attention, and a need has been felt to again sensitize all the departments in this
regard. The Central Secreturiat Manual of Office Procedure provides folloewing instructions
for prompt disposal of references from Members of Parliament and State Legislarures:-

1) Communications received from a Member of Parliamem ‘State Legislatureshould be
attended to promptly. This includes communication received through email, twitter,
whatsapp etc. , ' ' _

2) Where any such communication (in any of the above form) is addressed to a
Principal Secretary/Secretary to the Government.it should, as far as practicable, be
replied to by the Principal Sccretary/Secretary himself. as the case may be. Where it is
not practicable for the Pr. Secretary/Secretary to reply. a reply should nermally be
issued under the sigmature of an efficer of the rank of the Special Secretary/Depnty
Secretaryto the Gevernment, or an officer of equivalent status.

3) Where a communication is addressed to the Head of an attached or subordinate office,
Publie Sector Undertakings/Division/Braneh-in-Charge in a Department/organization,
it should be replied to by the addressee himself, In such cascs, care may be taken to
ensure that wherever policy issues are involved, approval of the competent autherity
is obtained, before a reply is sent. It should, however, be ensured that the minimum
level at which such replies are sent to a Member of Parliament and State Legistatures
is that of Deputy Secretary,and that alse in a polite letter formy only.

4) ln‘l"un_‘nal-iou sought by a Member of Parfioment und State Legislature should be
§upplxed: unless it is of such a nature that it would have been denied 1o him, if similar
information had been sought in ParliamenuState Legislature.

S) While corresponding with Members of Parliament and State Legislatores, care should
be taken to ensure that the letier is legible. Pro-printed or cyclostyled replies should

be scrupulously avoided
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NO. GAD-ADIA /393N 38Arirmin MEMED ) amstimis——— s —
'



Pe

6) In case a reference from an Ex-Member of Parliament/State Legislature is addressgd
to a Principal Secretary/Secretary, reply to such reference may be sent l'ay _the
concerned Divisional Head. afler obtaining approval of the Principal
Secretary/Secretary of the Department.

In case the reference is addressed to a lower level officer. reply t.o_such reference
could be sent by the officer on his own in non-policy cases, and after obmg approval of
the higher authorities in policy cases. Here also. It may be ensusf:d. that .the minimum level at
which a reply is sent is that of an Deputy Secretary, and that teo in a polite letter form only.

Prompt response to references received

1) Each communication received from a Member of Parliament and State Legislature,

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 te
be obtained from another Departmentioffice, an interim reply may be sent within a
month (from the date of receipt of the communication). indicating the possible date by
which a final reply can be piven.

3) If any communication is wrongly addresscd to a Department/office, it should be
transferred prompily (within a week) to the appropriate departrment, under intimation
to the party concerned. ‘

3. 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) Rules, 1968, and Rule 3-A of Central Civil Service
(Conduct) Rules. 1964 which provide as follows: '

“Every member of the service 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”.

4. The existing instructiens are hercby apprepriately strenpthened to emphasize the basic
principles to be borne in niind by the Gevernmemt servants while interacting with the
Members of Parliament and State Legislature. These are as follows:«

1) Government Servants should show courtesy and consideration to Members of
Parliament and State Legislatures. ;

2) While the Government servants should consider carefully or listen patiently to what
the Members of Parliament and State Legislatures may have 10 say, the Government
servant should always act according to his own best judgment and as per the rules.

3) Any deviation from an appointment made with a Member of Parliament and State
Legisiature must be promptly explained to him, 10 aveid any possible inconvenienee.
Fresh appointment should be fixed in consultation with him.

\\
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4) An officer should be meticulously correet and courteous and rise 1o receive and see of
a Member of Parlizment or State Legislature visiting him. Arrangements may be
made. to receive the Members of Parliament/State Legislatures when, after taking prior
appomimen, they visit the officer. Arrangements may also be made to permit entry of
vehicles of the Members to these Offices. subject to secarity requirements/restrictions.

5) Mempers of Parliament and State Legistatures of the area should be invited to public
functions organized by a Government office. Proper and comfortable seating
arrangements at public functions, and proper erder of seating on the dais should be
made for Members, keeping in view the fact that they uppear above officers of the
rank of Secretaries to Government in the Wartant of Precedence. The Invitation cards
and media events, it organized for the functions held in the constituency. may include
the names of the Members of that constituency who have confirmed participation in
these functions.

It is clarified that if a constituency of any Member of Parliament/MLA is spread over
more than one District, the M,P should invariably be nvited to all the fumetions held
in any of the Districts which are part of his/her gonstituency.

6) Where any meeting convencd by the Government is to be attended by Members of
Parliament or State Legislatures, special care should be taken te ensure that notice is
given to them in good time regarding the date, time, vente, ete. of the meeting. It
should also be ensured that there is no slip in any matter of detail, however mimor it
may be. It should cspecially be concur that =~

(a) Intimations regarding public meadﬂgsffuncﬁens' are sent through speedier
communication devices to MPs/MLAs. so that they reach them well in time, and

(b) Thar receipt of intimation by the MP/MLA is confinmed by the officersofficial
concerned

7) Letters/commumications from Members of Parliament and Stie Legislatures must be
promptly acknowledged, and a reply semt at an appropriate level expeditiously as per
the relevant provisions of the Central Secretariat Manual of Office Procedure

8) Information or Statistics relating to matters of Jocal importance must be furnished to
the MPs and MLAs when asked for. The information so supplied should be specific,
and answer the points raised. A sofi copy of the information should also be sent to the
Member via email.

9 lf the info.rmatian sought by a Member of Parliament/State Legislature cannot be
given and is 10 be refused, instructions from a higher authority should be taken and
the reasons for not (urnishing the information should be given in the reply:

10) Wherever any letter from a Member of Parliument/State Legislature is in English, and
the reply is required to be given in Hindi in terms of the Otficial Languages Act, 1963
and the rules framed there under, an English translation should alse be sent along with
the reply for the convenience of such Members of Parliament/State Legistatures,

\
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A 11) References from the Committees of Parliament/State Legislatures mast be attended t0
promptly:

12) The officers should not ignore telephonic messages left for them by the Members of
Parliament/State Legislatures in their absence. and should 1ry to contact at the earliest
the Member of Parliament/State Legislature concerned. These messages also include
SMS. E-mails. Whatsapp received on official mobile telephones. Written teply should
be sent promptly as per Para | & Para 2 above.

13) All Departments should ensure that the powers of Members of Parliament and State
Legislatures as Chairperson/Members of Commitices under various Centrally
Sponsored/Central/ State government schemes are clearly and adeguately defined. and

14) A Government servant should not approach MPs/MLAS for sponsoring his individual
case. as bringing or attempting to bring political or non-official or other outside
influence is prohibited under the conduct Rules. e.g. Rule 13 of All India Service
(Conduct) Rules, 1968 and Rule 20 of the Central Civil Services (Conduct) Rules,
1964. '

5. All departments are requested lo ensure that the above basic principles and

instructions are followed by all officers/officials concemed. in letter and spirit. Vielation of
the guidelines laid down on this subject will be viewed seriously. _

6. Any violation of refevant Conduct Rules in this regard. in which violation is
established after due enquity, will render the Goverpment servant concemned liable for
appropriate punishment as per Rules. '

This issues with the approval of the competent authority. f‘

' DeputyBespetary (GAD)
Copy forwarded for necessary action to:-

Addl. Chief Secretary/Pr. Secretaries/Secretaries/HODs of all Departments and Autonomous
Bodies, Boards/ Commissions. Govi. of NCT of Delhi.

F.No.18/64/2020/SOP/GAD/Admn./1872 Dated: 21.08.2020
Copy forwarded for information ta:-

1) Secretary to Li. Goversor, Raj Niwas, Delhi-54

2) Addl. Secretary to Chiel Minister, Delhi Secretariat, New Dethi

3) Secretary to Dy. Chief Minister, Delhi Sccretariat, New Delhi

4) Secretaries to all Ministers, Delhi Secretariat, New Dethi

5) Secretary 1o Speaker. Legislative Assembly. Old Secretariat, Delhi-54
6) Staff Officer to the Chief Secretary, Delhi Secretariat, New Delhi

7y Guard File

Deputyi§ecretary (GAD)
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