Department of Social Welfare
Govt. of NCT of Delhi
7th Floor, MSO Building, ITO
I.P.Estate, New Delhi-110002
(Administrative Branch)

F 44(45)/2023/DSW/Admn/Estt./Misc./ . -0 " 'y Dated: | 1.

To,
The All Supdts./DDO/HOO of Homes/Institutions,

DSW, New Delhi

Sub: Regarding Circular issued-by Addl. Chief Seeretary (GAD) comprehensive instructions
with regard to engagement and protocols while dealing with Members of Legislative
Assembly or Members of Parliament.

Sirf 1547

(j Please find enclosed herewith a Circular no. PS/ACS/GAD/2025/10457 dated 21.03.2025

issued by Addl. Chief Secretary (GAD) regarding comprehensive instructions with regard to
engagement and protocols while dealing with Members of Legislative Assembly or Members of

Parliament for strict compliance.

This issues with the approval of Competent Authority. \; f
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Section Officer(Admin)
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44(45)/2023/DSW/Admn/Est /Mlsc/rgci;“ - Ve Datid b s
Copy to:-

1. PS to Secretary (SW), Department of Social Welfare, 7" Floor, MSO Building, ITO, New
Delhi-110002.

2. PA to Director (SW), Department of Social Welfare, 7 Floor, MSO Building, ITO, New
Delhi-110002.

3. Deputy Director (Admn), Department of Social Welfare, GNCTD, 7" Floor, MSO
Building, ITO, New Delhi-110002.

4. All dts./DDO/HOO of Homes/Institutions, DSW, New Delhi.
~"Sr. System Analyst, DSW for uploading the circular on the departmental website.
6. Guard File.
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GENERAL ADMINISTRATION DEPARTMENT
GOVERNMENT OF NCT OF DELHI
DELHI SECRETARIAT, IP ESTATE, NEW DELHI

PS/ACS/GAD/2025/(0 1~ Dated 21.03.2025

CIRCULAR

Hon'ble Speaker, Delhi Vidhan Sabha has addressed the communication to

Chief Secretary, GNCTD bringing into notice non-acknowledgement of letters, phone-
calls and messages of Hon'ble Members Vidhan Sabha by the officers. The matter

has been viewed seriously " Chiel Secretary. The Government has issued

comprehensive instructions w 1th regar d Lo engagement and protocols Eto be observed

w 1110 (iLd]an W]th Y\qcmbu‘s of Legislative /\s':{‘mb]y or Members of Pawhdnlem The

PO— R

nstructions 1%5110&1 b\ CJAI_) (U\LTD and DOPT, GOl i nclosed agaimn 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 Hon'ble MLAs or Hon'ble
Members of Parliament is constrained to make such complaints. Non-compliance of

these instructions will invite commensurate disaplinary action and will bhe an
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1. All Addl. Chief Secretaries/ Pr. Secretaries/ Secretaries/ HODs, Govt, of NCT
‘ of Delhi for strict implementation.
e ""\ 2. Pr. Secretary to Hon’ble LG for information.
50\ 3. Sceretary to Hon'ble Chief Secretary for information.
£ 4. Sccretary to Hon’ble Speaker for information.
57 Secretary to Hon'ble Ministers for information.
6. Secretary to Hon'ble Deputy Speaker for information.
4. T Secretary to Delhi Vidhan Sabha for information.
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GOVERNMENT QF NCT OF DLELI
GENERAL ADMINISTRATION DEPARTMENT
P LEVEL, DR SECRETAIAT, LLP. ESTATE
NEW DELHI-110002

EMg 1820200 6/Misc /GADL 872 Dated:- 21.08.2020

STANDARD OPERATING PROCEDURE

§

sub: - Official dealings Letween the Adiministeation and Members of Parlisiment and
Stute fLegistatuves — Observance of Proper procedure

The Members of Parliament and State Legislatures ovrupy a very importaat place in
ol democrihe sei-up In connecton with theie duties, they often Tind it necessacy Lo seck
wiormation  from the  Ministries/Departments ol the Governmentl of - Indin or  State
Governmients, or make suggestions for their consideration. or ask for intervies with the
officers. Certain well-recognized principies and conventions o govern the relations between
' a

Government servants and Members of Parhiament/Stae Levislateres have abrcady been

eshiblished,

b Sume mstances of non-adherenee W the existing guidelines have been braught 1o the
Covernimenl's altention, and a need has been el 1o again sensitize all the departiments in this
regard. The Central Secretartat Manual of Office Procedure provides following atructions
for promjat disposal of relerences from Members al' Parliament und State Leaislatures:-

Py Communications received from a Mamber of Parliament /State Legislature shoutd be
attznded ta promptiy.

£} Winure any such communicaiion s addressed v a Minisier or Seerclay Lo the
Guvernment. it should, as far as practicable, ‘oc :'cp!i-:{f [ by the Miniseer o e
Secretary himsell, as the case may be. Where il is not practicable tor the Minister o
reply. o reply \uoo!d normally be issued under the signature of an officer of the ru ik
Ssceretary o the Government,

3) Wihere a conunuanication is addressed 1o the ead of an attached or suboidinute ollice
Public Sector Undr_-riukings/Divwionﬂanch—iz‘:‘Cn.ziLm o Department/oreanizanon
akould be replied to by the addressee himself. 'n such cases, care may be taken 1o
ensure that wherever policy issues are involved. approval ol'the competent authorily
15 abtained, hefore a reply is sent, It should. however, be ensured that the minimun

sevel at which such replies are sent to a Member of Parfing neat and State Lewisiutures
18 that of Undler Secretary: and that too in 4 pulite letier form only.

Lo

Infocmation sought by a Member of Parliantent and State Legislature snould be
sunplied, unless itis of such a nature that i woald have been denied to hine, 7 similag
information had been sought in Parliament/State Levislature,

31 While corresponding with Members ol Parliaenent and Stare Legislartures. 1t should be
ensured that the letter s egible. Pre-printed or cyelostyled replies should be
scrupulously avoided.
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6) In case n veference from an Ex-Member of Purliament/Stote Legislature is addressed
(o o Minister or Secretary, reply to such reference may be sent by the concerned
Divisional  Head, ofter obtaining  approval  of  the  Secrctary ol the
Minstry/Departiment.

[n case the reterence is addressed to a lower level cfiicer,

ly 1o such relerence
could be senl by the officer on his own in non-policy cases, and aflter obtaining approval of
e higher authovilies i poEicy cases. Here also, it may be ensured that the minimunt fevel o
which a teply is sent is that of an Under Secretary and that too in a polite letter lorm only

Prompt response to references received

[y Each communication received from g Member ol Parlinment. ¢ member ol public, o
iweognized association or a public body will bie acknowledged within 15 days
folluwed by a reply within the next 15 days of the acknowledgement sent.

2} Where o delay is anticipated in sending o {inal reply. or where the information has 10

he oblained from another Ministry or anether office, an aterim reply may be sent
withia a month (from the date of receipt of the communication). indicating the
pussible date by which a final reply can be given.

3) If any communication is wrongly addressed to a Department, it should be transferred
promptly (within 2 week) to the appropriate department. voder intimation o the party
concerned.

7. The afuresaid guidelines also covcr oif'ual dealings belween Administration and
Members of Parliament/State Legislatures. this context, attention is also nvited o Rule

3(2A) of Al lodia Service (Conduct) Rules. 1068, and Rmc 3-A of Central Civil Service
(Conduct) Rules. 1964 which provide us follows:

“Every member of the service shall, in the discharge of his dulies, el In ¢ courleous
manper and shali oot adopl dilatory tactics in his dealings with the public or otherwise.
3 The existing mstructions are hercby appropriately strenglhencd to cniphasize the basic
principles ic be borne in mind by the Govemment servants while interacting with the
Members ol Parhiament and Siate Legislatures. These are as follows:-

l} Government Scivants should show courtesy and consideration o Members of
Parliament and State Legisiatures.

2) While the Government servants should consider carefully or listen patiently to what
the Members of Parliament and State Legislotures miay have to say, the Government
servani should always act according to his own best judument and as ger the rules.

el
o

Any deviation from an appointiment mwde with u Member of Parliament and State
Legslature must be promptly explained to him, to avoid any possible incorvenience,
Fresh appointiment should be fixed in consuitalion with him.
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An officer should be imeticulously correct and courlesus and rise o receive and sce
oft & Member of Parliament ar State Legisfature visiting him. ATTENZEMEnts: nay be
fter taking prior
appointment. they visit the officer. Arrangements may also be made 10 permit enlry of
velicles of the Members 1o these Offhces, subject (o security requirements/resliiclions,

macde to receive the Members of Parlinment/Stute Legislatures when, a

Member of Parliament and State Legislature ol the arca should be jnvited 1o public
functions organized by a Governmenl oflice. Proper and comfortapic scating
arrangements at public functions. and proper arder off scating on the dais should be
made for the Members, keeping in view the laet thal they appear above oflicers ol the
rank of Sceretaries o Govemment in the Warrant of Precedence. The invitation cards
and media events, if organized for the funclions held i the constituency, may include
the sames af the Members of that constitucney whe have conlirmed participation i
these functions.

(Uis clarified that it a constituency of any Member of Parliament/M LA is sopread over
moce than one District, the M.P/MLA should invariably be invited to all the functions
held inany of the Districts which are pact of hisfher constitueney,

Where uny meeting convened by the Government is (o be aliended by Members ol
Parliament vr State Legislatures, special care should.be taken (o ensure that nolice is
given to them in good time regarding the date. time, venae, cle, of the mueeting. I
should also be ensured thet there is o slip up in any malter of detail, however minor
tivay be. 1L should especially be concured that -

(a} imbmations  regarding  public mectings/funclions are sent through  specdier
semmunication devices to MPs/MLAs, so that they reach them well in tme, and

(b)Y That receipt ol iavitation by the MP/MLA is coanlirmud by the officer/allicial
concernedd

Lelters/communications from Memibers of° Parlisient and Siate Legisfatuces mus( be
promptiy acknowledged, und a reply sent at an appropriate level expeditiously, as per
e coevant provisions of the Central Sceretarial Manual o OfMee Procedure

Informaiion or Statistics relating to matters of local mportance must be furmshed to
the +/IPs and MLAx when asked for. The information so supplicd should be specific,
and answer the points raised. A sofi copy ol the information should also be surl o the
Memoer via email.

W the inlarmation sought by & Member of Parliament/Stule Legislature cennot be
givern and is 1o be refused, instructions from a higher authority should be laken and
the rzasons. for not furnishing the information shoutd be given in the reply.

10) Wherever any lelter froma Member of Parhament/Siate Legislature is in English, and

the reply is required to be given in Hindi in terms of the Offic)al Languages Act, 1963
and the rules framed there under, an English translution should also be sent alony with
the reply for the convenience of such Members of Parbament/State Legistatures.
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APPEOPTINE punishnient us per Rules.

This fssues svith the appréval.of ihe compelent anthority,
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F. No. 11013/4/2018-Estt.A-1lI
s Government of India
“‘I\fm'_'llisstry_ of Personnel, Public Grievances and Pen sions

Folmh T - ‘Department of Personnel & Training
A A ' Establishment Division
)\/ :' ; ey T s North Block, New Delh
.4 ETI B . Dated 7t February, 2018
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Gt o N ~OFFICE MEMORANDUM
A~
Subjeet: Okﬁcm] 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. N
2. . The guidelines 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 disposal of communications from MPs have also been
reiterated from time 1o tirne. However, keeping 1in view the instances of
occasional non-observance of the above guidelines, a need was felt by the
Committee of Privileges of the ok Sabha for consolidating and reiterating the
existing instructions. Accordingly, revised comprehensive guidelines were
issued by this Department vide Office Memorandum No. 11013/4/2011-
Estt.(A) dated 1% December 2011 (copy enclosed). A copy of former Secretary
(Py’s D.O. No. 11013/4,’2011—Estt.(A} dated 9t October, 2012 and O.M. No.
11013/2/2012-Estt.A dated 19.11.20104 reiterating the said instructions are
also enclosed for ready reference..

3. The Committee on Violation of Protocol Nerms and Contemptuous
Behaviour of Government Officers with Members of Lok Sabha in its Second
Report tabled In the Lok Sabha on 4.01.2018 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, hoth in letter and spirit.

4. The Cormmittee 0On Violation of Protocol Norms and Contemptuous
Rehaviour 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 Governments to involve Private
companies/ agencies in organizing/ sponsoring functions which
essentially fall under the domain of State Governments.

R\\Q\:J? Contd.....
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D
5. A1l I\/'m}atue%/ Depariments are requested to ensure that r_h-' above basic
}) les and instructions are [ollowed by all officials concerned, both in letter

.f-‘.vnd Sp it. \flolamun of the guidelines laid down on L}'ns subject will be viewed

taries of all States/ UTs are requested to circulate these

r
State Government officials at the State/ Division and District
od

1cally review implementation.
\‘ '“ =

“Mm uptd‘
Under Secretary to the Goven-meut of India
Tel: 011-23040264

6. Chief Secre
mstructions to a 1
levels and to peri

Encl: As above,

To
All Ministries / Departments (as per standard list)
Chief Secretaries of all States / UTs (as per standard list)

SRS




