GOVERNMENT OF TELANGANA
MUNIC!QAL ADMINISTRATION & URBAN DEVELOPMENT (D2) DEPARTMENT
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A copy of the reference cited alongwith the Office Memorandum dated 19
@vember 2014 of the Department of the personnel and Training, Ministry o
ersonnel, Public Grievances and Pensions, Govt. of India New Delhi and with Office
Memorandum dated 1% Dec.2011 and 9" October 2012 is herewith communicated to = i
all the Officers noted in the address entry to take necessary action on the observance
of proper procedure with official dealing’ between the Administrator and Members of
Parliament in State Legislature.

L. SHARMAN
JOINT SECRETARY TO GOVERNMENT

To
y The Commissioner & Director of Municipal Administration,
Telangana, Hyderabad (w.e.}
The Commissioner,
Greater Hyderabad Municipal Corporation, Hyderabad (w.e.)
The Managing Director,
Hyderabad Metropolitan Water Supply and Sewerage Board, Hyderabad (w.e.)
The Metropolitan Commissioner,
Hyderabad Metropolitan Development Authority, Hyderabad (w.e.)
The Managing Director,
Telangana Urban Finance & Infrastructure Development Corporation (w.e.)
LY The Managing Director,
N Hyderabad Metro Rail Limited (w.e.)
The Mission Director,
Mission for Elimination of Poverty in Municipal Areas, Telangana (w.e.)
_Tite Managing Director,
Telangana Municipal Development Project (w.e.)
The Director of Town & Country Planner, Telangana, Hyderabad (w.e.)
The Engineer-in-Chief, Public Health, Telangana, Hyderabad (w.e.)

The Administrator,
Quli Qutub Shah Urban Development Authority, Hyderabad (w.e.)

//FORWARDED BY ORDER// ¢ :? { W\;
SECIIQN OFFICER
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GOVERNMENT OF TELANGANA
GENERAL ADMINISTRATION (POLL.A} DEPARTMENT

.~

MEMO.NO.50/POLL.A/2015 DATED: 16-01-2015
Sub: Official dealings hetween the Administration and Members of Parliament
and State Legislatures - Observance of proper procedure -

Communicated.

Ref:  Office Memorandum No.11013/4/2012-Estt.(A), dated 19™ November,

2014 of the Department of Personnel and Training, Ministry of

Personnel, Public Grievances and Pensions, Government of India, New

OCLD "D‘/c’ Delhi along with Office Memorandum No.11013/4/2011-Estt.(A), dated
v %,.FFB ?Q}fquecembe'r, 2011 and 09" October, 2012

p o 10

&1, copy of the reference cited is communicated, wherein the Department of Personnel

o ad Training, Ministry of Personnel, Public Grievances and Pensions, Government of India,

= &qﬁ_’:‘;‘éﬁe communicated the basic principles and instructions issued by the Government of India

: from time to time on the subject, contained in the Central Secretariat Manual of Office
Procedure, and requested to ensure that these instructions are followed by all officials
concerned, both in letter and spirit. 1t is also informed that the violation of the guldelines laid
down on this subject will be viewed seriously. 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.

2} All the Departments of Secretariat, Heads of Departments, Collectors and District
Magistrates are, therefore, requested to bring the above principles/instructions of the
Government of India to the notice of the officers and staff working under their control and to
sensitize them for its strict compliance both in letter and spirit without giving scope for any
complaints while dealing with the Members of Parliament and State Legislature and their
related issues. Violation of the guidelines laid down on the subject will be viewed seriously.

DR. RAJIV SHARMA

NS ‘c‘j,fb/'; CHIEF SECRETARY TO GOVERNMENT

h Al the Departments of Secretariat (w.e.)
All the Heads of Departments {w.e.)
All the Collectors and District Magistrates in the State (w.e.)
The Director General of Police, Hyderabad {w.e.)
All the Superintendents of Police in the State (w.e.)
The Director, Department of Protocol, Hyderabad (w.e.}
Dﬂor)/ Copyto:

The OSDs/Private Secretaries to all Ministers.

§N-Q The Secretary to State Legislature, Legisiature Secretariat, Hyderabad.
~V " Allthe Administrative Sections in General Administration Department,

87/\)/ The Director {Establishment), Government of India, Ministry of Personnel,
\bb Public Grievances and Pensions, Department of Personnel and Training,

North Block, New Delhi.
The P.S. to Chief Secretary / P.S. to Principal Secretary {Poll}

The P.A. to Deputy Secretary {Protocol}
$F/SCs.

//FORWARDED :: BY ORDER//

SECTION OFFICER {SC)






F.No. 11013/2/2012-Estt.A
Government of India
Ministry of Personnet, Public Glevances and Pensions
Department of Petgonnel & Training

Establishment Division
TNorth Block, New Delhi
Dated November 19", 2014
Subect: Official dealings between the Admifistration and Members of Parliament and

-

State legislatures — Observance of proper procadurs.

The Members of Parfiament and State Legislatures as the aceredited representatives of the
people’occupy a very imporiant place in our demotratic set-up. in connection with their duties,
they often find it necessary to geek information from the Ministries/ Departments of the
Government of India or the state Governments, ot make suggoestions for their consideration or ask
for interviews with the officers.

2 The guidelines concerning official dealings botween Administration and Members of
Parlisment and State Legislatures have peen issued by the Ministry ‘of Personnel, Public

- Grievences and Pensions and reiterated from time to time. The provisions of the Cential
Secretariat Manuat of Office Procedure regarding prompt disposal of communications from MPs
have also been roiterated from time to time, However, keeping in view the instances of
occasional non-observance of the above guidelines, 8 need was 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 Depaitment vide Office
Meimorandum No. 11013/4/2011-Estt.(A) dated 1* December 2011 (copy enclosed). A copy of ;
former Secretary (P)'s D.O. No. 11013/4/201 1-Estt.(A) dated 9 October, 2012 reiterating the
said instructions is also enclosed for ready reference.

3. The Commitlee 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

Q w Y the Lok Sabha on 06.02.2014 has recommended that this Department may Sensitise all civil
3\)V servants and officials in various Ministries and Departments particulacly under them for striet
Q@U) complisnce of the instructions relating to official dealings issued in this regard between the

/ ‘Administration and the Merbers of Parliament.
4, The Commitiee on_ Violation of Protogol Momns and Contemptuous Behaviour af

Government Officers with Members of Lok Sabh at its first sitting held oA 2§ October, 2014,
also felt that the consolidated instructions/ guidelines issued by the Department of Personnel &
Training (DoPT) on 1 December, 2011 oo Official Dealing between Administration and Members
.of Parliament need to be agein circulated to atl concerned Executive Functionaries. 4

5. - All Ministries/ Departments are requested to ensure that the above basic principles and § o
e - instructions are followed by zll officials concerned, both in lfetter in spirit; Violation of the f
. guidelines laid down on this subject will be viewed seriously. ) : .

6. Chief Secretaries of all States/ UTs ure tequested to circulate these instructions to all State
Govials at the State/ Division and- District levels and to ‘periodically review
. i“} i {\,\
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‘& Director (Establishment)

\'\] h/ To

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




@ MNo. 1101374/12011-Estt, {A)
Government of Indla
Minlatry of Parsonnel, Public Grigvances and Penzlons
(Department of Peréonne! gnd Tralning)

torth Black, New Delht,
01 Dacoember, 2014

Subjsect: Qffielal deﬂllngs betweeri tﬁa Admlnisfrat!on and Members of
: Parliament. and Siate Leglslatures — Obaarvance of proper”
procedure.

The Members of Parliament and Btate Legisiatures as the acoradited
reprosentatives of the paop!e upy & very Important place I our
democratic set-up. In connsotion with thélr dutles, they often find it
necessary to seek Information froim the Ministries/Departments of the
Government of Indid or the State Govarnmants, or make suggestions for their

. " conslderation or ask for Intarviews with the officers. Certain’ well-recognizad
principles and canventions to govarn:the rélatlons between the Members of
Parllament! State Legialatures and Government saervants have already been
astablished,

2, Reference is Invited to the guidelines concerning the official dealings
hetween Administiation and Mambers of Parllameant and State Legislaiures
which were lesusdd hy the Cabinet Sscretariat (Depariment of Personnel and
Administrative Réforms, In‘the 0.M. No 25/19/64-Estt. (A) dated 08.14.1874).
The importance of adhérence to these gbidelines was relterated In the
Depariment of Parsonnal and Tralnlng's O.M. No. 11013/6/2005-Esit, (A)
s dated 17.08.2007. The provisions of tha Central Secretariat Manual of Offloe
Proceédure regarding prompt disposal of communicafions from MPs have also
been relterated by thé Department of Adminlstrative Reforme and Publio
Griavances. The Minister of State for Personnel, Publlc Grievances-and
; . Pensiona has also written to all Minlstersn this ragard vide D,0 leitor datad
! : 5" May, 2011, requesting that a miechanism may be set up to periodically
' monltor progress in disposal of refefences: recelved from Members of
Parliament.

| 3. Somue Instaricas of non-adherence to the daxisting guidelines have been
brought to Governinent’s attention by Members of Parliament and a need has
baan falt for again seneitizing all administrativa authorlties concerned,

4. The Central Secretariat Manu'.ai of Office Procedure provides following
" instructions for prpmp‘t‘ disposat of letters from Membaors of Parllament:-

Corraspondence with Membérs of Parllament -

{1) Communitations redelved from a Member of Parliament ghould he
attendad to- promptly

(2} Where & communication Is addressed to & Minlster or & Sétrétary

© tothe Governmment, it ¢hould, as far as practioable, be replied to by




2.

_ the Minister or the Secretary himself as the case may ba. Where it

- Is'not practicable for the Minster fo reply, a reply should normaily
be Issued under the signature of an officar of the rank of Sacretary
o the Governmant,

(3) Where a communication is addraassed to the head of an attached
or subordinate office, Public Sector Undartakings, Financial
Institutions (including nationalized banks) Division/Branch In
charge In a Ministry/Department/Organization, it should be replied
to by the addressee himaslf, In such cases, care may be taken to
ensure that wheraver policy issues are involved, epproval of the
competent authority Is obtalned before a reply Is sent. It shouid,
however, be snsured that the minimum level at which such replies
are sent to Member of Parliamant Is that of Under Secretary and
that also In a polite letter form anly.

(4) Informatlan sought by a Member of Parllament should be supplied
unless it is of suoh a nature that it would have basn denlad to him,
if similar information had bean sought in Parliament.

{5} While corresponding with Membars of Parllament, it should be
ensured that the lstter is legible. Pre-printed or cyclostyled
replies should be serupulously avolded.

(6) In case a referance from an sx-member of Parliament is addressed
to a Minlster or Secrelary, raply to such reference may be sent by
the concerned Divisional Head afler obtalning approval of the
Secratary of Minlstry/Department,

In case the referancs is addressed to a lower level cfficer,
reply to such refarence could be sent by the offlcer on his own in
non-policy cases and after obtaining approval of the higher
authoritles n polloy cases. Hare also, it may be ensurad that the.
minimum level at which a reply is sent Is that of an Undsr
Secreiary and that too in a polite letter form only.

Promptrasponse to latiers recelved ~

(1} Each communication received from the Member of Parllament, a
member of the public, a recognized assoclation or a public body
whl be acknowiedged within 16 days, foliowed by a reply within the
next 15 days of acknowladgemant sent,

(2) Whaers a delay is anticlpated in sending a flnal reply, or whera the
Information has to be obtained from another Minlstry or another
office, an interim reply may be sent within a month (from;:the date
of recaipt of the communication) indlcating the possible date by
which a final reply can be given, .

(3) If any such communication is wrongly addressed to a dapartmaent,
it should be transferred promptly (within a weak) to the
appropriate department under intimation to the party concernad.’

5. The aforesald guldellnes also cover Officlal dealings batween
Administration and - Members of Parliament/State Legislatures. In this
context, attentlon is aiso Invited to Rule 3({2A) of All India Service (Conduct)
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Rula, 1968 and Rule 3-A of Central Civil Service {Conduct) Rules, 1964 which, .
provida as follows;- '

o

Every member of the sarvice shall inthe discharge of his duties actin &
courteous manner and shall not adept dliatory tactics in his dealings with the
public or otharwlias, v

The existing imstructlons are hereby appropriately strengthened to
emphasize the basi¢ principles to be borne .In mind by the Government
servants while Inferacting with the Wembers of Parllament and State
Leglalaturas, Thdase are as follows ;- .

{l) Government sarvants should show courtesy and conslderation to

Marmtbors of Parliament and State Laglstatures;

{11} while the Governsient servants should consider carefully or listan
patiemtly to what the Members of Parllament and of the State
Leglelatures may have to 98y, the Government servant should always
act according to'his owh best judgmebtand as per the rules;

(i) Any deviation from an appointment made with a Member of
Parllament/State Lugisiature. must be promptly explained to him to
avold any; pessible inconvenience. Frash appolntment should be fixed
In consultation with him;

(v} An officer should be meticulcusly correct and courteous and rise to
récelve and ses ofi & Member of Parliament/State Legislature visiting
him. Arrangementa may bgmade to récelve tha Members of Parllament
when, after taking. prior -appolntment, they visit the officer of the
Govarnment of India, Btale Government or local Governmant.
Arrangeménts ay also ba made to permit entry of vehicles of the
Members to these Offices subject to sacurity requirementsirestrictions;

.
{v} Members of:Parliament of the grea should Invariably ba invitad to
publie fuhctions organizéd by a Govaernment office. Proper and
g comfortable aeating arrangements at publlo funictions and proper
‘ order of seating on the dals should be made for Members keeping in

view the fact that they appesr abave officers of the rank of Sscretaries

to Government'of India I the Warrant of Precedence; The invitation
i cards and medla events, if grganized for the function held in the
| constituency, may Intlude tha names of . the Members of that

L conslitiency who have confirmed participation in thase functions.

it is clarified that If a conalituency of any Member of Pariiament Ia
spread over mora than ong District, the M,P should Invariably be invited
to ail tha functions hald In any.of the Districts which &re part of hisfher
constituency;

{vi) Whers any meeting convenad by the Government is to be attended
by Members of Parilament, speclal care should be taken io sea that
notfce is glven to them in good Yime regarding the date, time, vanue etc.
uf the mealing. it should also be ansured that there is no siip In any '




.

matter of datail, however minor it may be. it should espaclally be
ansured that:- _

(a) Intimations ragarding public meetingsi/functions are sent
through speedier communication devices to the M.Ps, so that
they reach tham well in time, and

{b) that recelpt of intimation by the M.P is confirmed. by the
officerfofficial concernad;

(vi) Letters from Membaers of Parflament and Members of State
Legislatures must be promptly acknowladged, and.a reply sent at an
appropriate lavel expeditiously as per the relavant provisions of the
Cantral Secratarlat Manual of Offloe Procedurs,

{vill) Information or statistics relating to malters of local impoertance
must be furnished to the MPs and MLAs when asked for. The
Information so suppliad should be specific and answer the points
ralsad. A soft copy of the information should also be sant to the

Mamber via e-mali;

(ix) If tha information sought by & Member of Parllament cannot be
glven and Is to be refusad, instructions 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 Parllament 1s in English and
the reply Is required to be glven in Hindi in terms of the Officlal
Languages Act, 1963 and tha rules framed there undar, an English
transiation should also be sent along with the reply for the conveniance
of such Members of Parliamant from non Hindl speaking areas;

{xi) Referencas from the Commiltees of Parilament must be attendad to
promptiy;

(xli} The officers should notignore talephonic messages left for them by
the Members of Parliament/State Legislatures in thelr absence and
should try to contact at the earllest the Member of Parllament/State
Leglslature concarned. Thase instructions also include SMS and e-
mails recelved on officlal mobile telephones which also shauld be
replied to promptly and on priority;

(i) All Ministrles/Depariments may ensure that the powers of
Membars of Parllament/State Legislatures as Chairpersons/ Members
of committess under various Centrally SponsorediCentral Sector
government schemaes are ciearly and adaquately defined; and

(xiv) A Government servant should not approach MPa/MLAs for
sponsoring his individual case as bringing or attempting to bring
political or non-official or ather outside influence Is prohibited under
the conduct Rules a.g. Rule 18 of the All india Service (Gonducl) Rules,
1968 and Rule 20 of the Central Clvil Bervices {Conduct) Rules.
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6. Al Minlstries/Departments are requested to ensure that the shove
basle principles and Instructions are followed by all officlals concernad,
both in Jelter and spirit. Violation of the guidelines lald down on this subject

will ba viewed aerlously.

7. Any violation of relevant Conduct Rules In this ragard, which violation Is
astablished after due enquiry will render the Government servant

concerned Hable for appropriate punishment as per Rule.

e

(C.A. Subramenlan)
Joint Secretary to the Government of india

To ;
- All the Ministrles/Departments of Governmant of India

Copy to:

Presidents Secretarlat/ Vice Presidents Secrelariat.
PMO/Cabinat Secrotariat,

Comptroller and Auditor General of india.
UPSCISSCILBSNAANSTMICVOICIC.

Lok Sabha Secretarial/ Rajya Sabha Secretariat,

6. Al Officers/Sectlons In Ministry of Personnal, PG & Pension,

7. NIC, DOPT-please upload this OM on this Depariment’'s websita.

A Bt b e

Copy also to:

Chief Secretarias of gl States / UTs with a request to circulate these
Instructions to all State Government officlals at the State/Division and
District tavels and to periodically review implamentation.

{C.A. BlUbramanlan)

Joint Secrotary to the Government of India
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GOVERNMENT OF INDIA

Trle © 23094848

bt aiA

B 23032056 DEPARTMENT OF PERBONNEL & TRAINING
Fax - 230945800 MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES

AND PENSIONS
NORTH BLOGK, NEw DELHI - 110001

Website - hitp:persm ,
G ST pg i
Dear Chief Secretary,

You would be aware that guldelines concerning official dealings between
Adminisization and Members of Parliament and State Legislalures have been issued by
the Minisiry of Personnel, Public Grievances and Pensions. However, keeping in view
certain instances of occasional non-observance of the abave guidelines, the Commitiee of
Privileges of the Lok Sabha recommended consolidation and reiteration of the exigting

’ ~instructions so  that all concerned are sware of the same, Accordingly, tevised
comprehensive guidelines have been issyed by this Department vide Office Memorandum
Ne. 11013/4/201 1-Hsit. A dated st December, 2011. Copy of this Q.M. was also forwarded
to the Chief Secretarios of all the States/UTy vide DO, letter daled 8.12.2011 from my
predecessor with the request that these instenctions may be circutaled to all officials of e
Slate Gaverniment for compliance.

"2 A copy of the above instructions duted 1=t December, 2011 js again enclosed. [t is C
! ouce again requested that these instructions tmay be circulated to all officials of Lhe State
Government for compliance,

3 Some Members of Parliament have brought to the wolice of this Department
directly or through Lok Sabha / Rajya Sabha Secretaviat that District level officials have
not been showing then due regard and courtesy. This has also been raiged in the recent
meeling of the Commitiee on violation of Protocol Norms and Contemptuous Behavious

. of Government Officers with Mentbers of Lok Sabha canstituted by the fHon'ble Speaker.
it iy, therefore, advised that implementation of the above mentioned instructions are lo be
periodically reiterated and reviewed in the Conference of District Magistrates / Collectors
and Superintendent of Police of your States / UTs |

4. You may please issue necessary directions lo the district level officers and send a
-copy {o this Department for its onward transmission to the Lok Sabha Secretariat, ag
desired by thum,

With regards,
Yours sincerely,

g ‘ | % (I’?\Immrai

( By Nopne
Chief Secretariés of all States / UTs

( As }wgﬂt'&f')
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&h. sanjay Kotharl, Secretary, p/o Adnunistrative Reforms and Public Grievances, &

Patel Bhawan, New Delhi wilh the request to make |t as one of the Agenda lter
(hisctissing in the Annual Chief Secretartes Conference, '

sh. V.R. Ramesh, loint Secretary, Lok Sabha Secretarlat (Privileges & FEthics By
parliament House, New Delhiw.r.d. their O M. Na, 12/1/2012-CoPV dated 13.9.2012.
sh. Alok Rawat, Secretary {Conrdination), Cabinet Secretariat, New Delhi.-

{Migia K
Injpy8ecretary |
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