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New Delhi, the &"{— June, 2011,

OFFICE MEMORANQUM

,ﬂg/)

/@//C Subject: Nor'ms and Procedure to be followed to deal with the
" .77 communications received from the Members of Parliament -

l ' regarding. ‘

e e s e

The undersigned is directed to enclose herewith a copy of
D.O letter No. 48013/1/2011-O&M dated 5™ May, 2011 received from
Shri V. Narayanaswamy, Minister of State for Parliamentary Affairs, PMO,
ps £o c#FC  Personnel, Public Grievances and Pensions inviting attention to several
o references received from Members of Parliament for not adhering fo the
provisions contained in the Central Sectt. Manual of Office Procedure (CSMOP)

| __with regard to dealing with communications received from the Members of
1 ? W Parliament, for information and necessary action.

v A2 In this D.O letter attention has also been invited to the guidelines laid
| quwD/{ dowp in the CSMOP for handling communications received from Members of
[ Parliament which specify that such communications should be attended to

promptly and acknowledged within 15 days, followed by reply within the next 15
1 days.

Internal Work Study Unit (IWSU) has earlier circulated the detailed
|delme.s to be observed to deal with the MPs and MP references contained in
P ras 63, 67 and 127 (Twelfth Edition-2003)- vide Office Memorandum
. I-34011/04/2010 - IWSU dated 27™ July, 2010. This Unit had also
cnrculu‘red detailed instructions containing the procedure to deal with the
letters received from Members of Parliament and the official dealings between
the Administration and Members of Parliament and State Legislature-

7{ ) observance of proper procedure to all the officers and the sections under the
\}a\ Ministry of Labour and Employment which are available on this Ministrys
website labour.nic.in — Internal Work S Unit — MoP Circulars, for
f R ready reference. -
“ﬁ}/\>c)- | 917 Cotd. 2/-
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6. Keeping in view the directions of the Honble Minister of State and to
facilitate their effective implementation it is once again request that the
references received from Members of Parliament may be replied to promptly in
accordance with the procedure and the time frame prescribed in Manual of
Office Procedure. Prescribed procedure and protocol for official dealing
between the Administration and Members of Parliament and State Legislatures
may also be scrupulously followed.

W
(Arvind Kumar)

Conftroller of Accounts
Tele: 23473261

1.  All Officers in the Ministry of Labour & Employment (MS).

2. DGE4&T, CLC(C), IWSU (DGE&T).

3. Heads of all attached, subordinate and autonomous offices of the Ministry of
Labour & Employment.

4. All Section/Desks/Units in the Ministry of Labour and Employment

(Including Jaisalmer House).

Copy to:

(i) . Sr.PPS to Secretary(L&E)
(i) - PS to Additional Secretary & FA(L&E)
(i) PS to Additional Secretary(L&E)
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Minister of State
. 2 Parliamentary Affairs, Prime Minister's Office,
N, ;f },l} TN FO Personnel, Public Grievances and Pensions
'}\-{@D b ) )/ Government of India
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el {ﬁ( N&a‘u'{% )W/
We have been receiving references from the Members of Parliament

regarding delay in responding ‘to their letters. This issue has been raised
repeatedly both within and outside the Parliament.

2. Guidelines laid down in the Central Secretariat Manual of Office Procedure
(CSMOP) for handling the communications received from Members of Parliament
specify that such communications shoutd 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 attention is given to
the .communications received from the Members of Parliament. The Department of
Administrative 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, | 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
monitor progress in disposal of references received from the Members of
Parliament.

With warm regards,
Yours sincerely,

0

. (V. Narayanasamy)
Shri Mallikarjun Kharge, _
Hon’ble Minister of Labour & Employment, _ _
Government of India, . o
Shram Shakti Bhawan, New Delhi. ‘

Parliament House, New Delhi - 110001 . North Block, New Delhi - 110001
Tel.: 011-23017651, 23013495 (Fax) - g T Tel. : 011-23092475, 23092716 (Fax)
South Block, New Delhi - 110011 = w1 R Tel. : 011-23794522 (Res.), 23794524 (Fax)

Tel.: 011-23010191, 23017931 (Fax) hitpyfwww pemsmin.gov.in

‘Email : samyselvi@nic.in




{Para 63, 64, 65, 66, 67 and 127 of the Central Secretariat Manual of
Office Procedure -Twelfth Edition - 2003 }

» Para - 63. Correspondence with Member of Parliament:

(1) Communications received from Members of Parliament should be aﬁendé,d 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 Undertaking financial institutions (including
nationalized banks) Division/Branch Incharge in a
ministry/department/organization, it should be replied to by the addressee
himself. In routine matters not involving question of policy, he may send an
appropriate reply on his own. In matters involving questions of policy, 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 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 Member of Parliament, pre-printed -
or cyclostyled replies should be avoided.

(6) In case reference from an ex-Member of Parliament (or MP who has not
been re-elected) 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, replay 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 Under Secretary and that too in letter form
only.



> Para - 64. Coorespondence with Ministers of State Governments :

The procedure laid down in the above paragraph may also be followed in dealing
with communications received from the Ministers of State Governments.

» Para - 65. Correspondence with Foreign Governments and International
Organisations :

Correspondence with Foreign Governments and their 'Missions in India, Heads of
Indian Diplomatic Missions and posts”dbroad and United Nations and its'
specialized agencies will normally be channelised through the Ministry of
External Affairs. The exceptions under which-direct correspondence may be
resorted to are indicated in the instructions entitled ' Channel of communication
between the Government of India and State Governments on the one hand. and
Foreign and Commonwealth Governments or their Missions in India, Heads of
Indian Diplomatic Missions and posts abroad and United Nations and its'
specialized agencies on the other’ issued by the Ministry of External Affairs.

> Para 66. Prompt response to letters received :

(1) Each communication received from Members of Parliament, a member of the

- Public, a recogmzed associaﬂon ora pubhc body will be r'eplled 10 wuthm 15 days.

(2) Wher'e (i) delay is un‘m:lpafed in sendlng a final reply, or (ii) information has
to be obtained from another ministry or another office, an interim reply will be
sent within a fortnight mdlcaﬂng the possnble date by which a fmal r'e,ply can be
given. e

- (3) If any such communication is wrongly addressed to a depar’rrnenf it will be

transferred promptly (within three days) to the appr'opr'lcne depar‘rmenf 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.

(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.

SR



> Para - 67. nggetdcrres for replies :

In all important matters in which State Governments, departments of the
Central Government, or other offices, public bodies or individuals are consulted,
fime limit for replies may ordinarily be specified. On the expiry of the specified
date, orders of the appropriate authority may be obtained on whether the
offices whose replies have not been received, may be allowed an extension of
time or whether the matter may be processed, without waiting for their replies.

> Para 127. Watch on disposal of communication received from Membehs of
Parliament :

The Personal section of each Joint Secretary/Director (if the Director submits
cases direct to Secretary/Additional Secretary) will maintain a separate
- register of communications received from Members of Parliament in the form
given in Appendix 45 of CSMOP (copy enclosed). The serial number at which a
letter is entered in this register will be prominently marked on that letter
together with its date of registration e.g.,

'125/3S/(PYMP'
20.3.2001.
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APPENDIX 46 )
Register for keeping a waltch on the disposal of communications received from Member of Pdrliament
-* (To be maintained by personal sections of Joint Secretaries/Directors)

¢
g

[Vide para 127(1)]
Sl. Diary No. No. and date of | Name of To whom Brief Section/ | Remarks
Na. & Date communication | M.P. addressed Subject Desk
' concemed
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