
No.48013f1/2011-0&M 
" 'Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Administrative Reforms & Public Grievances 

(O&M Division) 

•
5in Floor, Sardar Patei Bhavan, 

New Delhi, the 22nd March, 2013 

OFFICE MEMORANUDM 

Subject: Comments on the letter dated 05.03.2013 from Shri Jai Prakash 
Narayan Singh, Member of Parliament regarding acknowledgement of letters of the 
Members of Parliament. 

The undersigned is directed to refer to PMO 10 NO.3715254/PM0/20 12-Pol dated 
the 19th March, 2013 and to say that the comments of the Department of Administrative 
Reforms and Public Grievances on the letter dated 0503.2013 from Shri Jai Prakash 
Narayan Singh, Member of Parliament regarding acknowledgement of letters of the 
Members of Parliament is as given below:­

The paragraph Nos.63 & 66 of the Chapter No.vlll (Forms & Procedure of 
Communication) of the Central Secretariat Manual of Office Procedure (CSMOP) deal with 
the subject of 'correspondence with Members of Parliament' (Annexure-I). Para 63 states 
as under: -, . 
(1) Communications received from Members of Parliament should be attended to 
promptly. 
(2) 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 
over the signature of an officer of the rank of Secretary only. 

(3) Where, however, a communication is addressed to the head of an attached or 
subordinate office, Public Sector Undertakings, Financial Institutions (including 
nationalized banks) Division/Branch In charge in a Ministry/DepartmenUOrganization, it 
should be replied to by the addressee himself. In routine matters, he may send an 
appropriate reply on his own. In policy matters, however, the officer should have prior 

. consultation with higher authorities before sending a reply. It should, however, 	be ensured 
that minimum level at which such replies are sent to Members of Parliament is that of 
Under Secretary and that also in a polite letter form only 

(4) 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 Houses of 
Parliament. 

(5) As far as possible, in corresponding with Members of Parliament, pre-printed or 
cyclostyled replies should be avoided. 

(6) In case a reference from an ex-Member of Parliament is addressed to 2 Minister or 
Secretary, reply to such reference may be sent by the concerned Divisional Head after 
obtaining approval of the Secretary of the 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 reply could be sent should be that of an 
Under Secretary and that too in letter form only. 

The paragraph No.66 of the CSMOP states as under (Annexure-I):­

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

2. Based on the above laid down parameters in the CSMOP, the individual 
Ministries/Departments are expected to issue their own Departmental Instructions and 
follow them. 

3. In the recent past, this Department had reiterated the instructions contained in the 
paragraph NO.63 of the CSMOP regarding the treatment to be given to the letters received 
from Members of Parliament on four occasions to all the Ministries/Departments viz: (i) 
through a letter dated 31 st May, 2010 sent at the level of the then Special Secretary 
(AR&PG)(Annexure-II); through a letter dated 9.7.2010 from Joint" Secretary(AR) 
(Annexure-I II), then at the level of Secretary(AR&PG) on 1.11.2010 (Annexure-IV) and 
finally at the level of MOS(PP) on 5.5.2011 (Annexure-V). Recently, this Department has 
reiterated the instructions contained in Para 63, 66 and 127 of CSMOP to all the 
Ministries/Departments vide OM dated 25.02.2013 (Annexure-VI). The OM dated 
25.02.2013 has also been uploaded on website of this Department (darpg.gov.in). 

4. The paragraph 127 of the Chapter No.xIV (Check on Delays) of the CSMOP 
provides for monitoring of disposal of communications received from Member of 
Parliament and a Register to be maintained as suggested by the Hon'ble Member of 
Parliament in his letter dated 30.5.2011. The procedure and format of register is at 
Annexure-VII and Annexure-VIII respectively. 

5. It may be seen from above paragraphs that already sufficient procedures have been 
laid down in the CSMOP to monitor letters received from Members of Parliament and no 
additional procedure seems necessary. In fact, it is the responsibility of the Ministries/ 
Departments to send acknowledgements and replies to the Hon'ble MPs. 

6. It may be added that Shri Jayprakash Narayan Singh, M.P. (Rajya Sabha) had 
earlier sent a letter dated 08.03.11 (Annexure-IX) addressed to Shri P. Chidambram, 
Hon,ble Union Finance Minister (then Home Minister) on the same subject, which was 
passed 'on to this Department for consideration. Shri V. Narayansamy, Hon'ble MOS(PP) 
in his reply dated 05.05.2011 (Annexure-X) to the Hon'ble M.P. had stated that he has 
written a letter to all the Cabinet Ministers on 05.05.2011 (Annexure-V) stressing the need 
of following the provisions of CSMOP and also setting up of a mechanism in their Ministry 
to periodically monitor progress in disposal of references received from the Hon'ble 
Members of Parliament. 

7. Moreover, the Department of Personnel & Training had also issued an O.M. dated 
1.12.2012(Annexure-XI) to all Ministries/Departments for ensuring observance of proper 
procedure in official dealings between the Administration and Members of Parliament. 
This also includes 'correspondence with the Members of Parliament' and 'Prompt 

http:08.03.11


response to letters received'. A copy of the said Office Memorandum is also enclosed. 
The paragraph NO.7 of the a.M. also states that 'any violation of relevant Conduct Rules in 
this regard, which violation is established after due enquiry will render Government servant 
concerned liable for appropriate punishment, as per rule'. 

8. From the above, it may be concluded that enough guidelines exist in the CSMOP to 
be followed with regard to sending of acknowledgement and replies to letters received 
from Members of Parliament. From time to time, the DAR&PG has been reiterating the 
relevant instructions to all the Ministries/Departments of the Gov! of India on tre:or 
following the same. " 

~\ 
Joint Secretary to the Government of India 

Tel: 23360208 
To 

The Prime Minister's Office 

(Shri Dheeraj Gupta, Joint Secretary), 

South Block, 

New Delhi 

Tel. 23015944 

Fax NO.23016857 



ANNEXURE-I 

Para 63: Correspondence with Members of Parliament ­
(1) Communications received from Members of Parliament should be attended to 

promptly. 
(2) 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 over 
the signature of an officer of the rank of Secretary only. 

(3) Where, however, a communication is addressed to the head of an attached or 
subordinate office, Public Sector Undertakings, Financial Institutions (including nationalized 
banks) Division/Branch In charge in a MinistrylDepartmentiOrganization, it should be replied 
to by the addressee himself. In routine matters he may send an appropriate reply on his 
own. In policy matters, however, the officer should have prior conSUltation with higher 
authorities before sending a reply. It should, however, be ensured that minimum level at 
which such replies are sent to Members of Parliament is that of Under Secretary and that 
also in a polite letter form only. 

(4) 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 Houses of 
Parliament. 

(5) As far as possible, in corresponding with Members of Parliament, pre-printed or 
cyclostyled replies should be 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 Divisional Head after 
obtaining approval of the Secretary of the 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 reply could be sent should be that of an Under 
Secretary and that too in letter form only. 

Para 66: Prompt response to letters received­

(1) Each communication received from the Members of Parliament, a member of 
public, a recognized association or a public body will be acknowledged within 15 days, 
followed by reply within the next 15 days of acknowledgement sent. 

(2) Where (i) delay is anticipated in sending a final reply, or (ii) information has 
to be obtained from another Ministry or another office, an interim reply will be 
sent within a month (from the date of receipt) indicating the possible date by 
which a final reply can be given. 
(3) If any such communication is wrongly addressed to a department, it wi" be 
transferred promptly (within a week) to the appropriate department under 
intimation to the party concerned. 
(4) 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. 
(5) As far as possible, requests from members 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. 



----- ---------- ------ - - -
---- - - \)\QJ 

-~ \ -.... ' ------ - ._- ~--=-.-- -. ::j)l!~q;! C11-Q i~lq';l"-{C 'J~~i ~'--:\'-: ~L·~.!~\ 
7"T-::-;-;-:C-7:~'T=- ,\ \ ..-., ~ " 
;,j~II~" icp '1CJTc: 3,"""[,( :119 ,,1;;1"-',',1 ;::;--:-; 

,. . ­
~y.c_[·\ ·~cC1 ~,8,-·1, ~\~:~ '11;\ 

SP!::CIAL SE'~RETAFY 

GO'v'ERNlV1ENT OF iN[I/P, 

Mff\I12iRY OF PERSONNeL, PUELiC GRIE' v'JV\j'~=::: 

&Pr;:N210NS 

DE?A.ceTMENT OF ,LDMINiSTRATIVE F~r:JF:MS 
8. PUSLJC GPJEVANCES 

SAP.D;\R P,A:TEL BHAVAN, SANSI>D MARS 
NEW DELHJ-1100C~ 

D. O.No. 21 013/1J201 D-O&M Dated the ~) May,2C10 

Dear 

The Centra! Secretariat Manual of Office Procedure (CSMOP) lays down 
the procedures for handling letters received from the Members of Parliament. 
The CSMOPprovides that each communica.tion r:ecefved from the Members of 
Parliament will be acknowledgedwtthiFl 15 days, followed by reply, within the next 
15 days ofackrTOw!edgement sent. "', 

2. It has: come to _our notice that the provisions contained in CSMOP in this 
rega~_d are 'not-being properiy adheredto anda number of complaints have been 

, re£eiv-ecnn-tiiisreg.ard _", , 

3_ would be very grateful, if the officiais working under YOLiI 

Ministry/Department could be sUITably sensitized on the issue and advised to 
send prompt reply to the letters received from the Members of the Pariiament. 

Yours sincerely 

v~~·J
- I' 'J 
(O.v. 'ngh) 

ole 
') 

1'0, Secretaries of aIl~v1inistries/Departments of. Government of India, 
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Government of india 
'!/ SEC::PETA?S 

Ministry of Personnel, Public Grievances & Pensions, 


:Jeparcment of Administrative Reforms 


And Public Grievances, 


Sardar Patel Bhavan, Parfiame~t Stree:. 


New Delhi-11 0001 


DI~)No 21013/2/201 G-O&M 9th July, 2010 

De3I Sir, 

Para 63 and 66 of the Central Secretariat Manual of Office Procedure (CSMOP) 

lays dOY'lL the procedures for hanciling letters received from the Members of Parliamen:. 

The CSMOP provides that each communications received from the Members of 

ParEament will '::le acknowledged wii:bin 15 days, followed by reply witbin the ::J.ext 15 

days of acknowledgement sent. 


'2. Tne Prime M.ini.ster's Office, Cabinet Secretariat and Rajya Sabha Secretariat 

have ilJionned us that they have received several complaints from the Members of 

Parliament that me provisions contained in the CSMOP witb regard to dealing with 

references received from the Members ofParliament are not being adhered to. In this 

reg3Id Sbri D.V.Sfugh, Special Secretary (AR&PG) has already made a reference to 

your MinistrylDepS"iment on 31 st May, 2010 (copy enclosed) for attendmg promptly to 

the letters received from the Members of Parliament. 


3, I would be very grateful, ifthe officials working under your MinistrylDepartme:clt 
could. be suitably sensitized on tbe issue and advised to send prompt reply to the letters 
received frOIL the Members of Parliament. 

Yours sincerely, 

'4--­
::>(p, K. Th)l-) 
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No.A-48013/01/2010-0&M 

GOVERNMENT OF I NOLL, , 


MINISTRY OF PERSONNEL, PUELIC GRIEVANCES 


11 PENSIONS, 


DEP.l..RTMENT OF AorviiNISTRATIVE REFN:;!VlS 


& PUBLJC GRIEVANCES, ' 

SARDAR PATEL BHAVAN, SANSAO M,ARG, 

NEW DELHI-11 0001 

Dated the 1st November, 2010 

It has come to our notice that in several instances letters written by Members 
of Parliament to various Departments and Ministries are not being promptly replied, 

. Secretary General, Rajya Sabha has also expressed concerned over this matter. 

2. The Department of Administrative Reforms & Public Grievances has on 
various occasions impressed upon all the Ministries/Departments that guidelines 
mentioned in para 63 and 66 of the Central Secretarial Manual of Office Procedure 
for handling letters received from Members of Parliament should be scrupulously 
followed. It stipulates that each communication received from Members of 
Parliament will be acknowledged within 15 days, followed by a reply within the next 
15 days of acknowledgement sent. 

3, I shall be grateful if the officials working under your Ministry/Department are 
suitably sensitized on the. issue and advised to send prompt reply to letters written 
by Hon'ble Members of Parliament to your Ministry/Department. 

,To ­
The Secretaries of all Ministries/Departments 

.~ 

~,~~)! ~w. 
~~-:(,:.._;~.\_._>t-.}-~~:;,~~r· ~ ~-~;:~_C3 / / L ,/ - 1 

y"""'" .;:;;,. 
- - - r -_ ­

p"".:'-" "'D"",~'b,iI",, ~'"!'.",~0"";: h~r"'c~~t~jt;!':'C":''c~·';i~"""""",,,",,,",_ .,, ­
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Minister-Of State 
Parliamentary p_Hairs, Prime Minis-te::-!s O-iiiCt, 

Pe:rsoTiTIel/ Public Grie"l~T2IlCeS 211.] Per..S~OT~S 

GOVer.nlTi·~nt of Ir1aia 

~l?f)~_ J (".
f~~~~ 

J 
We have been receiving references frorrl the Members of Parliament 

regarding delay in responding to their letters. This issue has bee;> r3~sed 

repeatedly both within and outside the Parliament. 

2. Guidelines laid down Tn the Central Secretariat Manual of Office Procedure 
(CSMOP) for handling the communications received from Members of Parl~alTrent 
specify that such communications should be attended to promptly and_ 
acknowledged within 15 days, followed by a reply within the next 15 days. In cases 
where delay is anticipated, an interim reply should be given indicating the 
possible date for a final reply. This is to ensure that prompt attentlOn is given to 
the communications received from the Members of Parliament. The Department of 
Admirlistrative Reforms & Public Grievances has been repeatedly advising various 
Ministries/Departments to scrupulously follow these guidelines. 

3. As the' complaints of delayed responses' to the letters of Members of 
Parliament are regularly being received) I would be grateful if you could issue 
suitable instructions to ensure prompt reply to the letters of the Members of 
Parliament and also like to consider setting up of a mechanism to periodically 
.rT:onitor progress in disposal of references· received . from the Merllbers of 
Parliament. 

Yours sinCerely, 

n) 
AI NarVy· =>--m"'! ­\ ' • C c_ u:::'OI ,y_ 

Shri Pranab fAukherjee,T 
Hon'ble Minister ofFinance) 

Government of India, 

North Block, New Delhi. 




NO.48013/1/2011-0&M 
Government of India 


Ministry of Personnel, Public Grievances & Pensions 

Department of Administrative Refoims & Public Grievances 


(O&M Division) 


5th Floor, Sardar Patel Bhavan, 
New Delhi, the 2.')'~ February, 2013 

OFFICE MEMORANDUM 

Sub: Procedures to deal with letters received from the Members of Parliament, member of 
public, recognized association or a public body. 

The paragraph Nos.63 & 66 of the Chapter NoVll1 (Forms & Procedure of 
Communication) and of the Central Secretariat Manual of Office Procedure (CSMOP) and 
paragraph Nos.127 of Chapter NO.XIV prescribe the procedure for dealing with the 
correspondence received from Members of Parliament, VIPs, members of public, 
recognized association or a public body. The same are reiterated, as given below, for strict 
compliance:­

Para 63: Correspondence with Members of Parliament ­
(1) Communications received from Members of Parliament should be attended to 

promptly. 
(2) 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 over 
the signature of an officer of the rank of Secretary only. 

(3) Where, however, a communication is addressed to the head of an attached or 
subordinate office, Public Sector Undertakings, Financial Institutions (including nationalized 
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 matters, however, the officer should have prior consultation with higher 
authorities before sending a reply. It should, however, be ensured that minimum level at 
which such replies are sent to Members of Parliament is that of Under Secretary and that 
also'in a polite letter form only. 

(4) 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 Houses of 
Parliament. 

(5) As far as possible, in corresponding with Members of Parliament, pre-printed or 
cyclbstyled replies should be 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 Divisional Head after 
obtaining approval of the Secretary of the Ministry/ department. In case the reference is 
addressed to a lower Jevel 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 p~licy 



.' 


aD;JrJpr:ate, 
ivirnis:lles/Departments may, Ihr'Jugh DeparUTler,tai jns~luctICilS, 

coi'-..::!ns !~I tr-,e ~JP;-~,:: 3t Appendl:;as 4-5! 48 & 47 ~J su~t \OC2 1 ~le2d~'. 

2, Copies of Acoendlc2s L5, 46 and 47 TO- mon~'xing of d,;o,:)sc' sf C=)iTII'"'~'ilC27;='IS 
recerved from Member of Parliament as refer-red tc, in the paragraph 12""7 of che CraDi:er 
~~O,XIV (Check on Delaysl of the CSMOP a~e enclosed for ready reference at ,l:.,llneXUi"e-l, 
,t,nnexure-II and Annexure-III, respectively, 

(J\rv/nd Suri) 
Director 

Tel: 23745472To 

The Joint Secretary (Admn) of all the Ministries/Departments 

(As per list attached) 



APPENDIX 46 


Regisrer for keeping a watch on the dlS;Josal of cOiTImuncations received f,-xn 1,/te'0oers Y ~3ni3Tle-,t 

Na:Tl8 of Se:::tiordDesk.. 

! S1.\ D;a:-y 
[NO'I No.& 

DaIs 

Joint JNO& 
Secreta date of 
Director 0omrr,­
Diary unica-
No. tion 

Name 
of l1li. P 

To whorri 
address­

ed 

SJbJ9C: I Dale Jf !File 
[acknow- No. 

,Iedoe- I 

Ime;" 

Da's of 
interim 
reply 

:::ale 0: 

TIClal 
-eply 

I ReT,arks I 

2 3 5 6 7 i. 8 10 11 

I 
I 

I 

I 

I 



APPENDIX 45 

Register for keeping a watch on the disposal ofcommunications received from Member of Parliament 
(To be maintained by personal sections of Joint Secretaries/Directors) 

[Vide para 127(1)] 

SI. Diary No ! No. and date of t Name I Towhom Brief T Section/ Remarks I 


No & Date I communication ofM.P addressed Subject 
i 

desk I
I 


I
concerned I 


1 2 3 4 5 6 7 8 


I 

I 


172 




APPENDIX 46 

Register for keeping a watch on the disposal of communications received from Members of Parliament 


(To be maintained by Sections/Desks) 


[Vide para 127 (2)(a)] 


Name of Section/Desk.......... . 


SI. Diary Joint No.& Name To whom Subject Date of File Date of Date of Remarks 

No No.& Secretary date of ofMP address­ acknow- No. interim final 
Date Director Comm­ ed ledge- reply reply 

Diary unica­ ment 
No. tion 

i 
I 

1 2 3 4 5 6 7 8 9 10 11 12 

I 


173 
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116, Nortn Avenu, 

New Deihl - 1100(1 

rit~T!!i 'iHI'40, ~ 
~.~ J<.ASH NARAYAN SINGH 

Pnone: 01"-2309.3".i 
~mber of Parliament (Rajya Sabl"la) 

Mob: 09868 1 8138;mber - Standing Committee on Coal & Steel 

~mber - Consultative Committee 
 Dec1ghar. Ph.- 06432-22500; 

for Miny. of Tribal Affairs 
Mob.: 0943118318 ~rmanent Special Invitee: 


ny. of Communication 

<.. Dated <2- ~ - ~o II

d·-....:J··~··"·\

My Dear Chidambaram Ji, 

At the instance of Hon/ble Prime Minister, your the then Addl. Secretary, /. 

Department of Personnel Shri Rahul Sarin, had issued letter i 
No.48011/14/2006-0&M Dated 5.12.2006 regarding Guidelines to be 

observed by the Ministers, Secretaries of the Union Government and 

others, while dealing with the correspondence of Members of Parliament. Ii 

~ coPY of the said letter dated 5.12.2006 is enclosed as Anx'A' foy: your 

!eady reference. It has been repeatedly felt that several Ministers and 

Secretaries are dis-regarding the instructions of the Hon'ble Prime Minister,... 
'fhereas the Hon/ble Prime Minister is complYing with his 

instructions. If desired, I may quote several instances in this regard.-
2. Since the matter lies in your domain, and the Hon/ble Prime Minister is 

"':ir i 

over-burdened with the work, I do not wish to bot..~er him for the said cause. 

But at the same time the M.Ps' can not remain silent spectators for the dis­

regard of the orders issued by the Hon 'bie Prime Minister; and to allow 

ourselves to suffer. You are requested to take some concrete steps bv wav of 

raising the issue in the Cabinet Meeting; and to get another letter issued 

afresh in strong words under your signatures·to the Secretaries and Heads of ' 

the Departments for strict compbance of the orders of the Hon/ble Prime 

Minister. 

3. I am pretty sure that you shall kindly co-operate with the Hon/ble 

1 J ( Prime Minister in particular, and M.Ps in general; and would do the needful,
y, ~ 

promptly, under intimation to me. 


With k:;ind regards, 


(JAIPRAKASH N~~ 
aA>JJ11

Shri P. Chidambaram, (/V"LJ/ 

Hon'ble Home Mi:rJster, 

N_e'?l D@lhi~ 110 OOL 
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V. NARAYANASAMY 

M1TI1ster of State 
Parliamentary Affairs, Pnme Minister s Of~ce. 

Personnel. Publ1c GnevaTIces ans Pensions 
Government of India 

j 

Dear S~.j'""~ ~~«~J 

Please refer to your letter dated 8th March, 2011 addressed to Shri p, 
Chidambaram, ~on'ble Home Minister regarding timely acknowledgement/ 
reply of the letters of Membersof Parliament by government functionaries, 
as per the guidelines issued on the subject. 

2. As you are aware, Government have issued detailed guidelines/ 
instructions regarding the procedure to be adopted for correspondence 
received from Members of Parliament. These are prescribed in the Central 
Secretariat Manual of Office Procedure (CSMOP) and, from time to time, 
these guidelines/instructions have been emphasized and reiterated, to the 
'y:arious Ministries/Departments by the Department of Administrative 
Reforms & Public Grievances. 

-{ I have requested all the Union Ministers to issue suitable instructions in 
order- to ensure that the prescribed guidelines are followed and prorr:pt 
rep~~s to the letters of the Members of Parliament are given. 

With warm regards, 
Yours sincerely, 

wt~/ 
(V. Narayanasamy) 

Shri Jaiprakash Narayan Singh, 

Member of Parliament (Rajya Sabha), 

116) North Avenue, 

New Delhi. 


Parliament House, New Delhi - 110001 North Block, New Delhi - 110001 
Tel.: 011-23017651, 23013495 (Fax) TeL: 011-23092475,23092716 (Fax) 

TeL: 011-23794522 (Res.), 231'3>4S2d, ~a¥.) 
r:;'-rn:'lil: samysel\li@nic.in 

mailto:samysel\li@nic.in
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No. 11013/4/2011-Estt. (A) 	 \?t:: 
'\ 	" 

Government of India 
Ministry of Personnel, Public Grievances and Pensions 

(Department of Personnel and Training) 

North Block, New Delhi. 
01 st December, 2011 

OFFICE MEMORANDUM 

Subject: 	 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, Certain well-recognized 
principles and conventions to govern the relations between the Members of 
Parliamentl 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 (Department 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 ofthe Central Secretariat Manual of Office 
Procedure regarding prompt disposal of communications 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 
5th 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 tbe existing guidelines 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 Secretariat Manual of Office Procedure provides following 
instructions for prompt disposal of letters from Members of Parliament:­

Correspondence with Members of Parliament­

(I) 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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: t Rule, 1968 and Rule 3-A of Central Civil Service (Conduct) Rules, 1964 which
?~ .. : 

~J 	 provide as follows:­
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ff~ Every member of the service shall in the discharge of his duties act in a 

~ 
'~.1 	 courteous manner and shall not adopt dilatory tactics in his dealings with the 
:1 
; .... 	 public or otherwise. 
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The existing instructions are hereby appropriately strengthened to ~~ emphasize the basic 	principles to be borne in mind by the Government~ 
~? 	 servants while interacting with the Members of Parliament and State 

Legislatures. These are as follows :­~ 
"a;~
')11 	 (i) Government servants should show courtesy and consideration to 
~"-~ 
,,~ Members of Parliament and State Legislatures; 

I 
~~ 

(ii) while the Government servants should consider carefully or listen 
patiently to what the Members of Parliament and of the State~ 
Legislatures may have to say, the Government servant should alwaysi~ 

;,.,l'! 	 act according to his own best judgment and as per the rules; 
~ 
i'* (iii) Any deviation from an appointment made with a Member ofi Parliament/State Legislature must be promptly explained to him to 
.~ avoid any possible inconvenience. Fresh appointment should be fixed 
~ 
?~ 	 in consultation with him;
ti 
;;~ 	

(iv) An officer should be meticulously correct and courteous and rise to~i 
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 officer of the~ 

\';1 Government of India, State Government or local Government. 

"' 
 Arrangements may also be made to permit entry of vehicles of the,~~ Members to these Offices subject to security requirements/restrictions; 
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(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 public functions and proper , 	
order of seating on the dais should be made for Members keeping init. 

,~. view the fact that they appear above officers of the rank of Secretaries 
to Government of India in the Warrant of Precedence; The invitation~i 

j cards and media events, if organized for the function held in the 
;-1 constituency, may include the names of the Members of that 
~ constituency who have confirmed partiCipation in these functions. 
U'
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i" 	 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 functions held in any of the Districts which are part of his/her 
~t constituency;
~ 
~ 
"; 	 (vi) Where any meeting convened by the Government is to be attended 

by Members of Parliament, special care should be taken to see that 
t notice is given to them in good time regarding the date, time, venue etc. 
i of the meeting. It should also be ensured that there is no slip in any 
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6. All MinistrieslDepartments are requested to ensure that the aboverj basic principles and instructions are followed by all officials concerned, 
both in letter and spirit. Violation of the guidelines laid down on this subject

I will be viewed seriously. 
i 

7. Any violation of relevant Conduct Rules in this regard, which violation isI 	 established after due enquiry wi II render the Government servant 
concerned liable for appropriate punishment as per Rule. 

I 
I (C.A. Subramanian) 


Joint Secretary to the Government of India


I 
To 

I 	 All the MinistrieslDepartments of Government of Indial 

Copy to:­

1. Presidents Secretariat' Vice Presidents Secretariat. 
2. PMO/Cabinet Secretariat. 
J. Comptroller and Auditor General of India. 
4. UPSC/SSC/LBSNAAlISTM/CVC/CIC. 	 I 
5. Lok Sabha Secretariat' Rajya Sabha Secretariat. 
6. All Officers/Sections in Ministry of Personnel, PG & Pension. I
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 I 
instructions to all State Government officials at the StateID;vision and 
District levels and to periodically review implementation. I 

(C.A. Subramanian) 
Joint Secretary to the Government of India I 
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