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To,

The Chairman-cum-Managing Director
BCCL/CCL/CM P D I L/EC L/M C L/N CLlS ECL/wCL

Subiect: Obseryance of protocol issued bv DoPT OM No. 11013/4/2018-ESTT.A-|ll dt. 07-02-2018.

Sir,

Your kind attention is drawn towards the concerns expressed by a few Members of Parliarnent during

the recent meeting of the Standing Committee on Coal & Steel held on 28.06.2021at New Delhi that

their telephone calls are not attended to and non-observance of protocols issued by DoPT from time

to time by some senior Board Level officials.

A copy of the Office Memorandum issued by the Deptt. of Personnel & Training regarding observance

of proper procedure and a circular dt. OL.12.2011 in this regard is again attached for your perusal.

you are requested to kindly circulate the instructions and ensure that the guidelines are followed by

all concerned officials, both in letter and spirit. The implementation of the above guidelines may also

be periodically reviewed for adherence.

Yours faithfully,

Director R), CtL

,l

Encl: As above

Copv:
\

1. Chairman, ClL.

2. All FDs, ClL.
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The Members of Parliament and State Legislatures, as the accredited

representatives of the peopie, occupy a very important place in our democratic

.*t-r.p. in connection 
-wiirr 

their duties, they often find it necessary to seek

information from the Ministriesf Departments of the Government of India or

the state Governments, or make suggestions for their consideration or ask for

intervieirs with the officers.

2. The guidelines concerning official dealings between Administration and

Members of Parliament and St^t. Legislatures have been issued by the

${inistry of pers,onnei, public Grie'i'ances and Pensions and reiterated from time

to time. The provisions of the Centrai Secretariat Manual of Office Procedure

regard.ing prompt disposal of comrnunications fram MPs Lrave also heen

reiterated from time i" time. However, keeping in view.the instances of

occasionai non-abservance of th* above guidelines, a need u'as felt by the

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

existing instructiani-. Accordingly, r-evised cornpreheasive guidelines \tlere

issued."by this Department vide office Memorandum No. i10131412011-

Estt.(A) dated 1't Dicernber 2o1i (copy enclosed). A copyo{ former Secretary

(p),s D.O. No. lrcfil4l2oLl-Estt.(A) dated 9e october,2012 and o.M. No'

LIALS l2lZAl2-Esrt.A dated 19. 1 1 .20104 reiterating the said instmctions are

also enclosed for ready reference'.

3. The committee on violation of Protocol Norms and contemptuous

Behaviour or covernment officers with Members -of 
Lok sabha in its second

Report tabled in the Lok sabha on 4.0i.2019 has recommendeci that the

consolidated instructions/ guideiines on officiai dealing between 
. 
t!'

Administration and Member oiParliament and State Legislature should strictly

be complied by all the Government servants, both ln 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'?A}B has recommended

discouraging ana desisting the state Governments to involve Private

companils/- agencies iu organizingl sponsoring functions which

"*""iti"lly 
fall under the dornain of State Governments'

C/d\ ffi** \lnr q""]"



6' Chief Secretaries of all states/ UTs are requested to ci.rculate theseinstructions to al1 state Government officiais at the dt.t.7 Division and District
levels and to periodically revierv implementation.

--2--

5' Ali Ministries/ Departments are requested to ensure that the above basicprinciples and instructions are followed by all officials concerned, both in letterand spirit' Violation of the guidelines laid dorvn on this subject urill be ,rie*.d
seriously.

Under Secretar;r to the
(Nitin

Governrnent of India
Tel: OLL-23O4A264

Encl: As above.

To
1, A11 Ministries / Departments (as per standard list)
2. chief secretaries of ail states / urs (as per standard list)



s llo. 1'! 01 414,201 1 -Estt' (A)

Governnient of lndla

Mlnlatry of Peraonnel, Publlc Grleiancea and Penslons
'{n*pa*ment of Personnel and Tralnlng)

-"t?'PlX'*J;y':-1ll

arEsE lEtitpBAspuM

$ubJect: offjcial deallngs letwe9n.t}re .Admlnlstrauon and Mernbers of

parltamenr and s,"t. i"t;;ri;;;; : bur"*"nce of prop€r

Procedure'

TheMembersofParliamantandsr.ateLegistaturesastheaccrgdited
.represehtatives oi itt" people.^ootupy t.'*ry .lmportant 

place in our

democratic ".t-ui. 
-'in 

eonnectton 
-tiittr 

their dutles' they often flnd lt

nec€$sary to ""*f 
intoimation fronr tfre Mlnistrleelgepartmente of the

Government of lndla or the State Goveinrnents, or make suggestions for their'

consideration or 
"rro 

ioiinterviewg *rU't $t* efi**ts' Certain well'rgcognlzed

prlnciptes and csnventlons to govern-thi' .tf uUont between the 'ltembers of

parllamenu state Legialatures and g*u**ent servants have already been

establlshed.

2. . Reference is invited to the guidelines cancarning the offlcial deallngs

betwesn Aclninistration and Memserc ct psrllament and $!ate Legislatureg

whlchwereissuedbytheCabinetSe*retertatt*1p?-rtr€atofPersonnelend
*dmtnistrattve ne-fo;ir", i"1rt" O.ltt. it; iSllgrgb-Estt' tA) dated 08'11'1s74)'

The inrpartsn*e 
'o]' 

*ai-t"n"nce tq it **" guidelines was reiterated ln the

Department or per*onnel anc r.atntng's*o.M. $lo. 1101s1$,?0s$'E$tt' tA)

dated 17.08.20S7. The provisione oitni-C.ntral $ecretariat Manual of 6.ffice

procedure rqgardtng prontpt dispor*ioi JomrnunieatlcnE fro* li'!P* have also

been reiterated by the Departmenl'oi AU*f"lgtrativs Refsrms and Public

Grievances. fne'frlinister'of State ior personnel, Publie 6rievances'and

pensions nas atsi *iiit"- t all tfilnLters in this regard vide D'o letter dated

stn May, 2011 , ,equest}ng lhat a me"tranism may be $et up to perlodicatly

moilttor p.*sr*;J*i;;[p;i "t'i"i"r"n""g 
rioelved from Mernbers of

Parliament

g. some instances of non-adhsr€nce to the existing guldetlnesl:I:!""n
brought to Goveln**nit attentlon iy frfl*Utts of Partiament and a need has

been fetr to, ,grin ";;;]td"g "ii"iii"rnr*Fative 
authorltias concerned

4,TheCentral$ecreGrlatManualofofilceProcedureprovidesfollowing' instructions for ;ffi;i;;po."ioii"tters from Msmbers of Parllament:'

Correspondence with Members of Parllarnent -

(l)CommunlcationsreceivedfromaMemberofParliamentshouldbe
attended to PromPtlY'

tzr wnerl-a ;il;;riiriuon te addressed to a Minlst€r or a $oaretary

to tn" i"i*r"nr*"t, iisrtoutA, 
"s 

far as praatlcable' be replled to by

I

t

I



the Minister or the secretary himserf as the case rnay be. where itrs not practicabre for the Mrnrster to reply, a repry shourd normaily
be issued under the slgnaturo of an officer of the rank of Secretary
to the Governrnefit.

(-\l Where a ccrnrnunlcation is addressed to the head of an attachedor subordrnate offrce, pubric $ecton undertakings, rininciarlnstitutions (including nationalized banks) olvtstdnigrun*n in
charge in a.Minrstry/Departrnenuoiganizauon, it shourd be replted
to by the addressee himserf, rn such casss, care may be taken toensure that wherever policy issues are involved, approvat of theeompetent authorlty is obLalned before a reply ls seni. lt should,however, be ensured that the mlnimum levei ai wrrrcfr iuor., r"pff""
are sent to Member of Parllarnent ls that of Under Secretary anO
that also in a pollte letter form only.

(4) lnformatlen sought by a Member of parliament should be supplled
unless it ls of sueh a nafure thai it wsuld have been denied tt'ntm,
if simirar inforrnation had been sought in parilament.

(j) while correspondtng with Membels of parliament, lt should beensured that the latter rs tegible. pre-printed or cyclosiyteo
replles slrould be scrupulously ivalOed.

16) ln case a reference from an ex-msmber of Farliament is addressed
to a Mintster or $ecretery, reply to such reference may be ."ninythe concerned Divisionar Head after obtaining appiovar of tne
Se cretary of Ministry/Departrnent.

ln case the reference is addressed to a lower lovelofficer,
reply to such referencs ca$ld bs sent by tha offio*r on his o,wn innon'poilcy cases and aflar obtaintng approvar of the hrgher
authorities in policy cass$" Here algo, it m'ay be ensured tnaitne
minirnum levei at which a repry is sant is that of an under. Secretary and that too in a polite ietter form only.

Prompt raspon$s to t*ttars recelved _

(l) Each cornmunlcation receivod from the Member of parliament, amember of the pubric, a recognized association or a pubric bodyvviI be aoknowredged within 1s days, foilowed ny a repiy *rmrn trr*next 15 clays of acknowledgement sent.

(l) where a delay is anticipated ln ssnding a final reply, or whera theinformation has to be slbtarned from Jnother nnrnriirv q *o$,*,"office, an.int€rim repry may be sent wlthin a month (fiom:the daieof receipt of the comrnunlcailon) indicaung the po*"iu-i" J.t" [vwhich a final reply can be given, 
;

(3) lf any such communrcailon is wrongly addressed to a departrnent,rt shourd be transfe*ed pronipily (withrn a weak, 6 th;approprrate department under inilmation to tne pariy concernsd.'

5' The aforesaid guidoilnes arso cover officrar dearings betweenAdministrailon and Members of parriament/$tate Legisratures. rn thiscontext, attantion is arso rnvited to Rure 3(?A) of Ail rndia seryree (conduct)

&
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Rule, 1968 and Rule 3-A of Csntral Clvll $ervlce (Coqduct) Rules, 1964 whlch
provlde as follows:-

Every nrembar of the service ahall in the discharge of hle dutiee act in a
courteous rnanner and shall not adopt Cllatory tactlcs In hls dealings with the
publlc or otherwise.

The existing instructlons are hereby approprlately strengthened to
emphaslze the baslc princlplas to be borne ln mlnd by the Governrnent
servants while interacting wlth the Members of Parllament and $tate
Leglslaturas. These aro as followe :-

(i) Governrnent sewants ehould show courtesy and consideratlon to
Members of Psrllament and $tate Leglulaturea;

{li} while the Government servants shc*ld conslder carefulty or listen
pstiently to what tha Msmberg of Farllement and of the Stst€
Leglslatures may have to oay, the Govsrnment sarvant should always
act according to hie own b*st Judg ment and as per the rules:

(lit) Any deviatian from an appolntment mirde with a Member of
ParllarnenU$tate Legialatura nrust be promptly explained to hlm to
avold any poaslble lnconvenience, Fresh appolntment should be flxed
in consultation wlth him;

{iv) ,An offlcer should be meticulsuely correct and courteous and rlse ta
recelve and see oS a Marnber af ParliamenU$tate Leglslature vlsitlng
him. Arang*ments may bo made to recalvs the Memb*rs of Partlaroent
when, after taklns prlsr app*intrnent, they *isit the cf{icer o{ the
Governrnent of lndia, $tate Governrnant or locnl Governrnsnt.
Arrangenrents may alsa bo tr:ade to psrntlt entry af vehlcles of the
Members tc these Offices eubJeci tc *ecurity requlrsm€ntslrestrlctlons;

(v) Mernbers of Perlianrenl cf the area should tnvarlably be lnvited to
publtc functians organlzed by a Gov0rnment offlce. Proper snd
comfortabte eeatlng arangem€nts st publlc functlons and praper
order of seating on the dals ehould be made for fvlembers keeping ln
view tho fact thatthey appoar above offlcers of the rank of $ecretarlss
to Government of lndia ln the Warrant of Precsdence; The lnvitation
cards and medla events, tf. organlzed for the functlon held ln the
constltuency, rnay include the namee of . the Mpmbers of that
constituency who have conflrmed partlclpation ln these funcUons.

It is clarifled that lf a congtltuency of any Mernber of Parllamsnt ig
spread ov6r more than one Olstrict, the M.P should lnvarlably be lnvited
to all the functions held ln any of the Olstricts which are part of hlslher
constltuency;

(vl) Where any maetlng canvenod by the Government is to be'attendsd
by Membere ot Parliarnent, spaclal cars should be teken to see that
notice is glven to them tn good tlme regarding the date, time, venue etc.
of the meeting. lt ahould also be engured thal there ls no slip in any
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matter of detail, however rninor lt may ba. lt should especially b6
ensured that:-

(a) intirnatlons regarding public meetings/functlons are sent
through speedlar communication devlces to the M,Ps, so that
they reach them well ln tirne, and

(b) that recelpt of lntirnation by tha M.P is conflrmed. by the
offi cer/otfi cial conoernod ;

(vii) Letters from Members of Parliament and Members of State
Legislatures must bo promptly acknowledged, and a reply sent at an
approprlate level expedltiously as per the ralevanl provlsions of the
Central Secretarlat Manual of Office Frocedure;

(viii) lnforn'ralion or statistics r*lating to mattars of local impcrtanc*
muat be furnished to the MPs and MLAg when asl<ed for- The
inforrhation $o suppllad should be spaciflc and answer the polnts
raleed. A soft copy of the information should also be sent to the
Member via e-rnail;

(ix) lf tha inforrnation sought by a Member of. Parliament cannot be
given and ls to be refusad, instructions from a higher authority shoutd
be.taken and the reasons for not furnlshing the information should be
given in tha reply;

(x) Wherever any letter frorn a Msrnber of Pafllament is in English ano
the reply is raquired to be given in Htndi ln terma of the Official
Languages Act. 1963 and the rules fra*ed there under, a* Eagllsh
trarislation sftculd also be s€nt along with tha reply f*r lhe convenlence
of such Mernbers of Farliament from oon Hindi speaking area$;

(xi) Refarences frorn the Cornmittses of Parliament must be attended to
promptly;

{xil) Tne officers should not lgnore telephonic messages leftfor them by
Ule Memtiers of FarliamenU$tats Legislatures in their abaencq and
should try to contaot at the aarllest the Member of Farllamenu$tate
Legislature concerned. These lnstructions al$s include SIS$ and e-
rnails recelved sn official mobile telaphones which also should be
replied to promptly and on priorlty;

(xiii) Al, Ministrles/Departrnents may ansure that the powers of
Mernbers of PartiamenUState Legislatures as Chairpersons/ Members
of committeea under various Centralty Sponsored/Centrbl Sector
government schernes are clearly and adsquately d*finsd; and

(xiv) A Government servant should not approach MPe/MLAs .for
sponsoring his individual case as bringing or attemptlng to bring
political or non-offlcial or other outsido influance is prohibitad under
the conduct Rules e.g. Rule 18 of the All lndia $ervice {Conduct) Rules,
1$68 and Rute 20 of the Centrat Civil $ervices (Ccnduct) Rutes.

e
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6. All Ministries/Departmenls are requested to ensure that the above
baslc prlnclples and instructions are followed by all officlals concerned,
both ln letter and spirlt. VlolaUon of tha guldellnes lald down on thls sub.fect
will be vlewed serlously.

7. Any vlolatlon of relevant Conduct Rules in thls regard, which v{olation is
establlshed after due enqulry wlll render the Government servant
concerned liable for approprlate punlshment as per Rule.

(C.A. Subrarnanlan)
Joint Secretary to the Government of lndla

To

All the Mlnislrles/Departments of Governmant of lndia

Copy to:-

I. Prasldents SecretarlaU Vlce Presldents Secretariat.
2. FMO/CabinetEecretsrlat.
.'1. Complroller and Audltor General of lndia.
,I. UPSCIS$C/LBSNAAJI$TMICVC/CIIC.
5. Lok $abhs SecretarlaU BaJya Sabha $ecretarlat.
6, AllOfflcers/Sectlons ln Minlstry of Personnel, PG & Pension.
i. NlC, DOPT-please uplclad this OM on this Oepartment's website

Copy also to

Chief $ecretsnes cf all Stetes / UTs with s requ*st to c{rculat* tlrese
instructions to all State Government offiolals at the $tate/SiVislon and
Oistrict levels and to periodically revtew implementailon.

Joint Seeret*ry to'the Governrnent of lndta
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F.No. I I 0l 312/2012-Estt.A

Government of India
Ministry of Personnel, Public Grievances and Pensions

Departrnent of Personnel & Training
Establishment Division

retarie.s of a(l States/ UTs are requesled to circulate these instructions to all State
cials at the state/ Division and District levels and to periodically reyiew

North Block, New Delhi
Dated November I gth, 2014

Subject Official dealings between the Administration and Members of Parliament and
State legislatures - Observance of proper procedure.

The Members of Parliament and State Legislatures irs the accredited representatives of the
peopli'occupy I very important ptace 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 interviervs with the olficers.

2. The guidelines coflcerning official dealings between Administration and Members of
Parliament and State Legistatures have been issued by the M.inistry of Personnel, Public
Crievances 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 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 tlre Lok Sabha for consolidating and reiterating the existing instructions,
Accordinglv. revised comprehensive guidelirrcs were issued by this Depaltment vide Office
Memorandun: No. 1l0l3l4!2il l-Estt.(A) dated I't December 20i i (cooy enclosed). A'copy of
t'onne' Seretary (P)'s D.O. No. 11011314!2011-listt.(A) dated 9th October,20l2 reiterating the
said instructions is alsc, enclosed for ready reference.

3. 'fhe Comrnittee on Violation of Protocol Norms and Contemptuous Behaviour of
Coverntnent O{ficers with Members of Lok Sabha in Paragraph 63 of its First Report tabled in
the Lok Sabha on 06.02.2014 has recommended that this Departmenr may sensidse alt ci'zil
serYants and officials in various Ministries and Deparrnents particularly under them for strict
compliance of the instructions relating to oflicial dealings issued in this regard between the
Administration and the lr4embers of Parliament.

4. The Committee on Violation of Protocol Norms and Contemptuous Behaviour of
Covernment Offrcers with Members of Lok Sabha at its first sitting held on 28 October,ZOl4,
aisc felt that the consolidated instructions/ guidelines issued by the Department of Personnel &
Training (DoPT) on I l)ecember,20l I on Official Deating between Administration and Members
of Parliament need to be again circulated to all concerned Executive Functionaries.

5. All tvlinistries/ Departments are requested to ensurc that the abovs basie principles and
instructions are followed by all o{Iicials concerned, both in letter in spirit: Vlolation of the
guidelines laid down on this subject will be viewed seriously.

6. Chief Sec

Government offi,
irnplemeqtation. P

(J Vaidyanathan)

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

D irector (Establishment)


