
GENERAL ADMINISTRATION DEPARTMENT
GOVERNMENT OF NCT OF DELHI

T. IP ESTATE. NEW DELHI

Ps/Acs/ GAD l2o2s I io tt 9v Dated 21.0,3.20125

CIRCULAR

Hon'ble Speaker, Dethi Vidhan Sabha has addressed the communication to
Chief Secretary, GNCTD bringing into notice non-acknowledgement of ietters, phone-
calls and messages of Honble Members Vidhan Sabha by the officers. The matter
has been viewed seriously by Chief Secretar5r. The Government has issued
comprehensive instructions with regard to engagement and protocols to be observed
while dealing with Members of Legislative Assembly or Members of parliament. The
instructions issued by GAD, GNCTD and DOPT, GOI is enclosed again for reference.

I am directed to convey that instructions enclosed be strictly adhered to in
letter and spirit. There should be no occasion that the Hontrle MLAs or Honble
Members of Parliament is constrained to make such complaints. Non-compliance of
these instructions will invite commensurate clisciplinary action and will be an
important input in evaluation of the concerned officer

,9'
(NAVTN KUMAR CHOUDHARY) rAS
ADDL. CHrEF SECRETARY (eAD)

To,

1. All Addi. Chief Secretaries/ Pr. Secretaries/ Secretaries/ HODs, Govt. of NCT
of Delhi for strict implementation,

2. Pr. Secretary to l-Ion"ble LG for information.
3. Secretary to t{onble Chief Secretary for information.
4. Secretar5r to Honble Speaker for information.
5. Secretary to Honble Ministers for information.
6. Secretary to Honble Deputy Speaker for information.
7. Secretar5r to Delhi Vidhan Sabha for information.



{

COVORNN{trNT OF NC'I'OF DELII I

C IiN E ITA L r\ DM I N ISTIIA'I' I ON rJ E I'Ir tr'rN.l ENl'
z*" t-E\zEL. DEt-l{t SDCRETT\IIIrr-[, t.p. ItsrA"I'E

Nli\\f Dtrt_t{r-l I000?
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Sub: Ol'tlcial dr:ntirrgs brtu'cen tlte Adrninistrirtion urr(l N'lunbrrs ol' Parliulnent und
Stafe l-cgistltrn'cs - Obser.r,zrrrcc ol' Pl.optl. proccdtrrc

l"l,c Merubels of Parliarnerrt and Statc Legislaturr:s occr.rpy a very importar,t place irr
uur tlcnruirrlic sct-trp- ln conrrccritirt witlr tltcir tlrrtir:s, tlt-r,rrlien lrncl it ncccsslr,.y to scck
rnlbrntation tiont tlre Ministries/Departr.rlents cll'the (iovc.rnnrt:nt of Indirr or Stntc
Covernrtrertts. or tnake suggeslions lbr tlrcir corrsiclurltion. or asli lbr intervie'v rvith lhe
officers Ccrtain wcll-recogrtized priuciples nud convcnlions tr'l govcrn the rclatioris bctwccn
C0ventrn*rtt scrvatrts snd M,.rnrbers of Parliailr;ndstatc Lcgisli.rlrir'cs [ravc alrcirrly bccn
esrlthlr slrcil.

I. St,rn'rc irrstanr'si ol'rron-adhcrct'lc{: to thc cxistiLrg guiilclincs have bccn br*;trglrt ttr tirc
Covelrrllcill,'s atte ntiOn. irnd a nced has becn lelt to nglitr scnsitrz.u lll the deprrrtnrents in tlris
regord. Ttre Cerrtral SecreLarial Mnnrral ol'Of1icc Proccrlrrrc provides lbltorvin,q ir,slrtrctiorrs
fol l:ronr1-,t clispo.sal of re["erences t']'onr Menrben r'rl'Purlianrc-rrt and Strte Legislatrrrrs:-

1) C(rtnt'llunicirtions t'eceived fi'onr n Mcrnbcr ol'['orlilrrncnt /Stnte Les.islaturc {,lrould fie
&lt:ndccl [o pforrpt !y.

i) \t'lt.;ru any strch comnttrnicatiou is fld(l rc:ssr.t1 tu n Ministcr or Sccrclir, ) to rh(
G;...,eilrrrrerl(. il shoulci. os thr as practicirhte. lrr rcpliccl r(t by the Minir.ir ur Urc
See;etary hirnsell. as the cose nray be. Where it is not ptilcticable lbr the lv,linisrer ro
reply. u reply should nornrally be isstred trndcr.tht: siuni.rltrre ol'un o{Ticer c.['the runli
o l' -'i cclcf irry (tr ths Coycrnnre nI.

I ) W l,e rc a cortrt.nr-rtticat io n is acldresse d to thc I Ieacl ol- l n ir Iaclred o r suburclir,i, re o l'llcc,
Ptrt'rlic Sector Utrtiertitlcir-rgs/Divisiorr/Bronch-in-Chtrgr in a DcpartnrcuL/or.g.unizatrc,n.
it sl-,orrlcl bc ruplicd to by thc addrcssce liirrr:iult'. ln sirch crscs, carc n'luy bc tukcn rrt
tns(t:'c lltat rvlrerevcr policy issues are invtrlvurl. upproval ol'the con'lpetent arrthoriIy
is obtairretl. trelbre a reply is sent. It shoLrlci. houvever, he ensurecl thar thc rrrirrir:rurrr
lev;l at rvhich such replies ilre $ent lo rr Mcnrtrcr ol'Palliirmcnt nntl Stare Luuistutrrrcs
is that of urrcler Secretary; and that roo irr tr polire letrcr tbrm only.

4) lnlbrmation sor.rght by a Merlber ol' P:rr.lianrcnr. irn(l S[otc Legislattrre .loukl be
srrpplied. utrles.s it is of suctr a naturc thlt it rvo(rlcl hirvc bcen dcnied tr: hinr. il..sirrri{ar
i n lbinrel ion lrad bccn sorrght irr Pa rliamcr.rt/Stilt r., Lu:risla turc.

5) While corresPonciing with Mernbem ot'Par'lianrcnr lpd Stare Legislcrures, it should be
ctlst,red (l'lilt the lt'tter is legible. Prc-prirrtuti {,)r'uvclostylcd rcplies slrotrld bc
scr.r.rpulously avt-ridcd. 
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6) lii cnse lt rel'erence h'orrt an Ex-Mcntber ol'Pll'linn'ren/stiltc l-egislature is addressed
to a Minister or Secretrrry, reply to srrcli r'el'er-errce uriry be se,rt try tlrc uorrcenrerl
Drvisiorral I-lcad, irfter obtaining appr',:vaI ol' tlre Secrctary ol' rlrc
IrJ :rr ist ry/L)ep;lrl m ent.

lrl ettsc llic retercnCe is nClcires$ed t0 it lorvcr ler,Cl qtllccr. reply to strcli rettrcrrcc
eould bc s{:nl Lry tltc oificer on liis owrr irr non*policy cascs, and irftcr obtainin-c approval of
tlre trigher uutho'"'ilies in policy ctses. l'lere a1so, it nrly bs'cr)sutcd thiit the nrininrun: leve I ut
wlrich r rcllly is senl Is that of an Unclcr Secretary nnd that too irr a polite letter tbrrl only

Promr:t rcsDonse to t'cfcrcnces rcceivc{t

t) Eiic{r courrlrrnictrtion received t'ronr a Menrirer til'Plrliurnent. il n'retnher ot'public. a

{*u()gr-iized itssttciittion or a public L:octy rvill hu rrcltnou,ledgcd within I 5 clrrys.
full.r*,i:d by a ruply within tlic ncxt l5 days oIthu acl<lrorvlcdgcr]lent scnt.

l) Where t clelay is anticipateti in seridirrg ir t'ruirl replv. or rvhele tlte irtthrnriitiou has to
[:t o51,r;'l".1 frani anothcr Ministry or auolhcl ol'ficc, irn intc.ritn rcply rlny bc scn(
w'ithirr I tttontlt (fronr the clate oI receipt trl' the c()nrmunication), inclicarting the
pussible datc by rvlrich a tlnnl reply can be givun.

-1) If ;rny, con'lmtrnication is wronglyacltlrcssccl to a Dcpartnrcnl, il shoultl be lransferrcel
p,'{}illptly (ivithirt a wcek) to the appropria(e dennriment- urcler intirlation to rhe party
conie.-ne11.

7. l-l'rr: iiihrrsnid guidelines also cover official clcrlings bcltvccn Adnrinistration nnC

Meutt:ers ol'Parliaursnt/Slate Legisiafi:res. in this corrtcxt, attcrrtiorr is nlso inviteil to Rule
l(2A) of h!t lnclit Service (Codduct) Rules. lg6S. lnd Rtrlc i-A o'l'Ccntrul Ci'.il Service
{Corrdur,:t) itule*. 1964 which provide as fblloivs:

"fvery trretnber oIthe service shall, in the rlisclrargc ol'his duties. aut in u oourtcoss
nlnrlnerancl s!rnll rlol adopt rlilatory tactics in his dealings witl: lhe publrc or otherwise.

l) Govclnmcnt Scrryants should shr:w
Farl ianlent arrd Slatc l-egis!atures.

courtcsy nnd cr,rnsiclcratirlu lo M erlbers ol

!=)"*

/
I

l. -l'iru cxistins instr"uc{ir:ns arc llcrub-y appropriatcly strcngtlrr;ncc1 to e nrphasizc the basiu
ptinciples tc be borne in mind by the Covenrnrent servants u,hile interacting rvith rhe
Mernbers ol" Parliaurenl and st&te Legislatures.'fhese ilre irs l'ollows:-

:) While lhc Govertrnerlt scr-viints sl]tould consith:r ctrelirlly or listen plrlienLly to what
tlrc Mcrtrbers ol P:rrlilrrenl and State Lcgislrrltircs rrtry htrvc to say. thc Crrvcrnnrcnt
servflnt slrortld always act-according to his owl'l bcst.ir.rr{eurerrt and as perthe r.1tles,

ii Arry cievirrtiort ft'orn irn appointrnenl rrrirtle rvi{}r u Menrber ol I,arliarlent rrrrc! Sliirc
Lcgrslarure ruust bc promptly explained to hinr, to irvoid arry possible incori,,snierrcc,
Fresh nppointtrenr should be {jxed in consultnlion u,ith hirn"
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{l An ollrcer shotrld be rneticulously corrccl ar]rl courtcotrs-.rnd rise to receivc trnd scc
ol]'.r Merrtbel ol Parlian'rerlt or State Legislatur'c visitinu lrinr. Arrangeurents nlay bc
rnadc to rcr,:uivr, thc Mcnrbu'rs ol'Parliarncnt/Sllrtc l-csisllttrrcs rvhu'n, alicr tirking prir:r
appointntcn(. they visit the olllcer. Arrangcrrrcrrts nlly'.rlso be nrade 1o perniit entry ol'
ve l'iicles ol'the Meurbers to these Oflices- sut:-iect {o sccrrr.i(-r, reqtrirernents/restrictions-

5) I\,i,--n-,bcl of Parliarncnt arrd Statc Lcgislatrrrc rll (hc arca should bc invitt:ci tt: pirblic
trtnctiorrs org'.lnized by a Covetnment ollir-'e. Ploper arrcl comforrirbic .seittjng
nirarngerl'rsnts a( prrblic ftrnctions. nnd 1:ropcr rrldcr ol'scating on llre dais shr:uld be
rtiittle lbr ths Mcrnburs, kccping in view the tact thilt thcy lppcat trbove ol'llc,:rs o['thc
ianK of Sccrctat'ics lo Govcnrnrcnl in tlre V/arrilnt ul Prcccdcnco. 'l'l:c invitil(ion ca'ds
anti nrudiar cvertts. if organized tbr'tlre titnctions hcld in lhr: corrstilrrency. n:ny irrclude
tlle lantcs trl'Ihe Mentbers of tl'rrt cor'rslitrtclrcv rvlrtl ltlrvc conlirrliec[ particil'ri.rtiorr ilr
th:sc functitrus.

It i: clarilied that if a coqstituency of ony Mcr:rbcr oll'arlirrnrunt/MLA is spread over
nrc,rc thun one District. thg M.P/MLA shoulcl itrr,;lrill:ly be invitecl to all the lirncriorrs
hcld in rlny of lhc Districts which arc part of hisihcr cnrrslitucncy.

6l Whcrc'.tnY lneeting convenc(l by lhe Covcrrrnrcnt is to bc ntrcndrstl by Mvnrbcrs ol'
Pariianrent r.:r State Leeislanrres, speginl care slrr:rrld bc laken to ensure thtt notice is
givcn to tlrcll in good tir:rc rcgarding thc drtc. tirlc, r'cnuc. ctc. ol thc ntrclirtu. lt
slrotilcl also be cnsut'ed that there is rro slil> trl) i11 rrlv rr)ntter ol'detail. 116qrevir rninor
it n'rtry be. lt shoulcl especially be ctlncured that :-

(;r i inrirrtrrtions rcgarcling public mcctingt;/lirne tions irru scnt tlrrutrgl-, spcctlicr
{,onlmunication devices to MPs/MLAs, so thirt tlrcy rcltclr thcm rvell in lirrre'. and

(b) -i'hitt ttceiFt ol'invitation t-ry lhe MP/Ml.,A is ct':rrl'irmucl bv thc ofllccr,'olllcial
e ortccrrrccl

l) Letl.;rs/t:orlrtttttniuittions tionr iVlenrbers ol'Purlianrcnt rnd Srate Legislatrrres rlrust be

. prolrrnli;'acknowledged, and a rcply sent at iln appropriate level e.rpeditiorrsly. as p6r
thc r"u:,:vsrll provisi{lns ol'thc Ccntral Sucrutariat Marrtral <rl'Ot'l'icc Proccdtrrc

S) lnlbirttaliorr or Statistics relaling to nratters ol'lrrcul irrrportance rnrs( be l'rrrlrshed lo
lhc rviPs urttl I\'lLAs rvhen asketl lbr'. The iulbrrrrirriulr so suppticrl .shoLrltJ be spcuilic.
and artswcrthc 1>oints rirised. A so{'t copy olllrc irrlbrnrrrtion slrotrlcl also bc sur:r rtr thu
Memoer vin crrrail.

9) ll'tl:r inttrnrrrrliou souglrt by a Mernber Ol'P:lrliirrtrerrUstirtc Legisluttrre cnrtlr.rot t)e
givcn und is to bc rct'used. instructions lronr r highcr irtrllrurity shoulcl bc lni:cn ancf
tlte tc:tsons fbr not filrnishing the inlbrmation slroLrlcl be given in the reply. ,

l0) Wherever any leilcr frorl a Memt:er.of parlianr*rrt/Statc Lcgislaturc i.s irr Erigl:.,h. nrrtl
thc rcply is rcqrrired to bc givcn in Hindi in (crnrs trf thc Ofllcial Lrnguagcs ict. l96J
and tIe rttles l'ronrecl there under, rrn English tritrrslirliou shoulclalso bc srirt al,.,nts wirh
the reply lor tlre conve nie.nce olsuch Menrhers ol'llirrliurnerrUstate Lrgislatrrres.

!..,-\.--
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I I ) iicrcrcnre :. irrurl rtrc Comrrrirr,scs o[ []iu'tionrcrrr.rSr.rtc [.tgishrures .tl]tl$ 
bq *ttt${tfd . ' I'

prr,irrrl)1l\ ' 'i t .' ,,: ' '

ll)'r1,,: e.,iiiijcrs sloirlil rrqt igntrrr rclrphuoic rlrcsii!(L's l*ii lirr tlrcnr [r1'tlrt jricnrtlbTlof't '

[)Brli.\tucnr.rSr-otc Lcgislururcs in thcir shscrlcii, lrnli slrouitl t!-] lL1 co,ll&ct 't ill: :::[:::
tlr,c Mcnrl)cr- ol'["arlianrcntlShtc Lcgi-slutrrrc r,rrnfirr)t.rl . '1'[tc-*c (ticss(lllcs 

'i-lsL) 
lllcluLlc

iltlS. Ii-nrail.s, \\,hatspp rcccived <rrr officiu[ :rrrrhilc t.:ltplrtl,,cs. \\'ritirn ri:pl-v sltottlJ

bu s,-*nt proruptly rLs pcrrP!fii . ,& l'ora.l abor c,

l3)AlJ l)cpalrrrtc:rrrs shoulcl c#ur,l U*i Urr l)o\tur:i trf Nlcrrrhcss ottParlian:cal rtntl Sutc
l-cgiril:rrures as €h:riqpcrsoirl?vlcn'lbcrs ol C0rllrlittcc.s ttt:dcr t'oriou-s Ccntralll'
Spr:n-trrrr:rii(.cntralistatc gorcrmr:cnL.tchcrt,lr:t ru'c r-lc.::r'ir- urrd lclcqrrltr:l1r 1*1i,'t*tl. lrrtcl

l't).'\ (iovcrrnrt: r).t .qcnrsn( shdulti not approxclr r\ [l]s,'\f I-.,\::'^ lirr sporrsoring lris irrtjilidtlrl
ca-!t. 3-( L''ringing or stterltpling to.bring politicll or rtrrn-official or odrtt outsidc
ittiltrcncc is pro'hibitcd turdcr ths condusr ltutcs. c,u. lttr,lc t8 of r{ll Indi;r Scr*icc

!llnrlqcl) Rulcs, t96s-gsil-f,ulg'20.01'rlrc Ccntru!tir,l! S".u4.cps (Coq.rcJ.u.r) \3j,.]s:..
I fir;1

J' 'iriI tltJr:rrtrttctrts. fru' rcqurstcc[ Io cnsui.- th:rr [lrc abr:vc ba.sic prirrcilrit"s ;lilrl
itstruclicurs llrc lol!;lrr'cd by cJl of0ccrsrotTicirrts corrccrn*rl. in JL:rtcr.snt] spirii- \Ji6lati,rn t:l'
rirc guidr-:lincs )rid dorvr: ou this subjccr *,il|bc vicrur:<J scri.rrstv.

s' A*y vir'rlntiol: of rclcvant con<lucl lirrlcs in tlris rr:garcl. irr'rrhich r.iolatjon is.csrablishcrl aftc'r duc 
-c$crui+i. 

t$ll rcndcr tirc Govcrrr,,.,.u, ,,r*,rn[ cunccn.recJ liable. forrppropriur* nunjsh:lcrrt rs pcr. itules-

r)u; issur-s rrirh thc npprortl of.ll:e eornl>ctcrrl :rr.rrhtrrir\,.

Copv lbrs.trtlcrl iirr rl[cc!;san rrctioll lo :_

Addt. Ch,cl' Scr:r.qr;rr\y'tr1.
A iltorrttrrrr.r!:s I J r:rl ics-B Oafdi

f)cpu t(r]f, ((i-\D)

l:.Nr.liirl1,,11, | (rjirl rsc..r(iA D/t g72 
Datctl,

Coltv ftrnr-rtjcd iur inlbnrradon. lo :.

Ii i:"f i?;,?*1I. gol::r":. ttoj Ni*as. Dcrrri.-i{

ii $iiT r i: $i, i:' Jfi il,'1,'J:tit.t.tx;,l u' L I: l; li ; j,,,il 1.., ",,;;;.;' ; ;' ll,',"XrT,.illl: ;:.t; U: ^il,i', ; ;. l;iJ';6) Sr:rfT t.)tI,:,J, 1i,
i ) cur,.r'i, ; ; ;.' "', 

1,. i:i, i;.i:;r:';il5:,ff iltm li:lliil;'

Commission GNiCT ,tJ,!?;: 
,,1' all d:c <tep;rrltncnrs ontt

:- 21 -t)$.3.01rr

l)r..thi-5*

[)cp111 tH:1,ifi.\fi)



F., No. llo13 I 4 l20iB-Estt.A-Ill
Government of India

partment of Personnel & Training
Establishment Division

' -l:r- 
I

"'Ministry of Personnel, Public Grievances and Pensions
t,,.'Q"
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North Block, New Delhi
Dated 7e February, 2018

Contd
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FFICE MEMORANDUM

gs between the Administration and Members of
State legislatures Observance of properParliament and

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/ Departrnents of the Government of India or
the State Governments, or make suggestions for their consideration or ask for
interviews with the officers.

2. . The guideiines concerning official dealings between Administration and
Members of Parliament and State Legislatures have been issued by the

Ministry of Personnel, Public Grievances and Pensions and reiterated from time
to time. The provisions of the Central Secretariat Manual of Office Procedure

regarding prompt d.isposal of communications from MPs have also been

reiterated from Lime to time. However, keeping in view the instances of

occasional non-observance of the above guidelines, a need was felt by the

Committee of Privileges of the Lok Sabha for consolidating and reiterating the

existing instmctions. Accordingly, revised comprehensive guidelines were

issued by this Department vide Office Memorandum No, 1101314l2)ll'
Estt.(A) dated 1"t December 2011 (copy enclosed). A copy of former Secretary
(P)'s D.O. No. 11013l4l2OlL-Estt.(A) dated 9ft October,2Ol2 and O.M. No.

iiOfS l2l2O12-Estt.A dated 19.11.2O1.O4 reiterating the said instn-rctions are

also enclosed for ready reference..

3. The Committee on Violation of Protocoi Norms and Contemptuous

Behaviour of Government Officers with Members of Lok Sabha in its Second

Report tabied in the Lok Sabha on 4.01.2018 has recommended that the

consolidated. instructions/ guidelines on Officiai dealing between the

Administration and Member of Parliament and State Legislature should strictiy
be complied by all the Government servants, both in letter and spirit'

4. The Committee on Violation 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.Ol.2OlB has recommended

discouraging and desisting the State Governments to involve Private

companiEs/ agencies in organizing/ sponsoring functions which

""="rrti"lly 
fall under the domain of state Governments.

d d\d-+ ,\o,
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5' A11 Ministries/ Departments are requested to ensure that the above basic
principles and instructions are followed by a1l officials concerned, both in letter
and spirit. Violation of the guidelines laid down on this subject will be viewed
seriously.

6. Chief Secretaries of all States/ UTs are requested to circulate these
instructions to all State Government officials at the Stat.7 Division and District
levels and to periodically review implementation.

(Nitin pta)
Under Secretary to the Government of India

Tel: 0 71-23040264

Encl: As above.

1. All Ministries / Departments (as per standard list)
2. chief secretaries of ali States / urs (as per standard list)

To


