GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
DEPARTMENT OF WOMEN AND CHILD DEVELOPMENT,
I* Floor, MAHARANA PRATAP ISBT BUILDING,
KASHMERE GATE, NEW DELHI-110006
(Administration Branch)

F.No. 17(43)/Admn/Misc.Matters/2024 S= £/ 02 Appip::
i

025.

To,

All Branch-in-Charges(HQ)/District Offices/Homes/Institutions/JIBs,
Department of Women & Child Development,
Government of NCT of Delhi.

Sub:-Regarding comprehensive instructions with regard to engagement and
protocols to be observed while dealing with Members of Legislative
Assembly or Members of Parliament.

Sir/Madam,

I am directed to forward a Circular vide no. PS/ACS/GAD/2025/0457 dated
21.03.2025 received from Addl. Chief Secretary (GAD) regarding above cited
subject, the contents of which are self explanatory (Copy Enclosed) for strictly

compliance.

Encl.: As above

<o

Section Officer (Admn.)
Department of WCD

Copy To:-

%eputy Director (IT Branch), DWCD, GNCTD, to upload the Circular
and SOP (copy enclosed) on the website of the department.
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Fwd: Circular- Comprehensive instructions with regard to engagement and

&2/ 77~

protocols to be observed while dealing with Members of Legislative Assembly or
Members of Parliament

1 message

jointdirector2-dwed <jointdirector2-dwcd@delhi.gov.in>

To: supdtadmnwed <supdtadmnwed@gmail.com>

—=—========= Forwarded message S===========

From: Ms. Mitali Namchoom <wcd@nic.in>

To: "JDWCD"<joinidirector2-dwecd@delhi.gov.in>

Date: Mon, 24 Mar 2025 10:39:24 +0530

Subject: Fwd: Circular- Comprehensive instructions with regard to engagement and protocols to be observed while
dealing with Members of Legislative Assembly or Members of Parliament

—=========== Fgrwarded message S===========

From: "Chanchal Yadav" <secretary.wcd@delhi.gov.in>

To: "Ms. Mitali Namchoom" <wcd@nic.in>

Sent: Monday, March 24, 2025 10:20:55 AM

Subject: Fwd: Circular- Comprehensive instructions with regard to engagement and protocols to be observed
while dealing with Members of Legislative Assembly or Members of Parliament

—=========== Fgrwarded message ============

From: gadegazette delhi <gadegazette.delhi@delhi.gov.in>

To: "adtrg2utcsdelhi"<adtrg2utcs.delhi@nic.in>, "arupdate"<arupdate@nic.in>, "assemblydelhi"<assemblydelhi@
gmail.com>, "astocm2"<astocrn2@gmail.com>, "ceifcd"<ceifcd@gmail.com>, "CEQO DJB"<ceodelhi.djp@nic.in>,
"cdevlop"<cdevlop@nic.in>, "cexcise"<cexcise@nic.in>, "Sh. Sanjiv Kumar Kaur"<cfood@nic.in>, "cfssdelhi”
<cfss.delhi@nic.in>, "chairmandsssbdelhi"<chairmandsssb.delhi@nic.in>, "chdpcc"<chdpce@nic.in>, "cmddic”
<cmd.dic@delni.gov.in>, "emd"<cmd@dtc.nic.in>, "CM DELHI"<cmdelhi@nic.in>, "cmdscscdelhi”
<cmdscsc.delhi@nic.in>, "commissioner"<commissioner@mcd.nic.in>, "commtpt"<commipt@nic.in>, "comind"
<comind@nic.in>, "comind"<comind@sansad.nic.in>, "cttdelhi"<ctt.delhi@nic.in>, "delhishelter"<delhishelier@
gmail.com>, "directordip2014"<directordip2014@gmail.com>, "diredu"<diredu@nic.in>, "dirttedelhi"<dirtte.deihi@
nic.in>, "Ashish Chandra Verma"<divcom@nic.in>, "dsw"<dsw@nic.in>, "dtehedu"<dtehedu@gmail.com=>, "dutcs"
<dutes@nic.in>, "dvigil"<dvigil@nic.in>, "jdplg"<jdplg@nic.in>, "Ram Niwas Sharma"<iabcom@nic.in>, "mddsiidc”
<mddsiidc@gmail.com>, "md-dkvib"<md-dkvib@nic.in>, "md"<md@delhitourism.gov.in>, "min-hep“<min-
hep@delhi.gov.in>, "minhfwtpt"<min.hfwipt@delhi.gov.in>, "minfs-delhi"<minfs-delhi@dethi.gov.in>, "K.S
Jayachandran"<msdpcc@nic.in>, "officeofminlj"<officeofminlj@gmail.com>, "pecf-gnetd"<pecf-gnoid@deth,
gov.in>, "pecfgnctd”<pccfgnctd@gmail.com>, "ps2cfs"<ps2cfs@gmail.com>, "psenv'<psenv@nic.in>, "psfin”
<psfin@nic.in>, "pshealth"<pshealth@nic.in>, "pshome"<pshome@nic.in>, "pspower’<pspower@nic.in>, "pspwa”
<pspwd@nic.in>, "pss-pwdminister"<pss-pwd.minister@deihi.gov.in>, "pssw"<pssw@nic.in>, "pstechedu”
<pstechedu@nic.in>, "psud"<psud@nic.in>, “"rcoop"<rcoop@nic.in>, "scsisecretary"<scstsecretary@gmail.com=,
"ACS Land And Building"<secy.lb@dethi.gov.in>, "secyart"<secyari@nic.in>, "secyedu"<secyedu@ric.in>, "sacyit”
<secyit@nic.in>, "secservices"<secservices@nic.in>, "secretary.wed"<secretary. wod@deihi.gov.in>,
"secretaryprdip"<secretaryprdip@gmail.com>, "sgad"<sgad@nic.in>, "slaw"<slaw@nic.in>, "socialwelfare-min”
<socialwelfare-min@delhi.gov.in>, "tourismgnatd“<tourism.gnoid@gmail.com>, "wed"<wed@nic.in>

Date: Fri, 21 Mar 2025 17:31:36 +0530

Subject: Circular- Comprehensive instructions with regard to engagement and protecols to be observea whiie
dealing with Members of Legislative Assembiy or Members of Papiiament

============ Forwarded message ============ \
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%&s&_ﬁ Gmail 74 / 4 Administration DWCD, GNCTD <supdtadmnwed@gmail.com>

Tue, Mar 25, 2025 at 4:41 PM



Sir/ Madam, \a}(:\o

Please find the attached circular on the subject cited above for strict compliance and
necessary action.

Regards,

O/o Addl. Chief Secretary

General Administration Department
ond Level, Delhi Secretariat,

IP Estate, New Delhi - 110002

ﬂ 21.03.2025 Circ
— 4243K

ular Comprehensive Instruction.pdf



GENERAL ADMINISTRATION DEPARTMENT
GOVERNMENT OF NCT OF DELHI
DELHI SECRETARIAT, IP ESTATE, NEW DELHI

PS/ACS/GAD/2025/ (0 YSF 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 by Chief Secretary. 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, GOl is enclosed again for reference.

[ 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 disciplinary action and will be an

important input in evaluation of the concerned officer.

2\ 37

(NAVIN KUMAR CHOUDHARY) IAS
ADDL. CHIEF SECRETARY (GAD)

To,

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

Pr. Secretary to Hon’ble LG for information.

Secretary to Hon'ble Chief Secretary for information.

Secretary to Hon'ble Speaker for information.

Secretary to Hon’ble Ministers for information.

Secretary to Hon'ble Deputy Speaker for information.

Secretary to Delhi Vidhan Sabha for information.

NoO G



COVERNMENT OF NCT OF DELIH
GENERAL ADMINISTRATION DEPARTMENT
¥ | FVEL. DELHI SECRETARIAT, L.LP. ESTATE
NEW DELHI-110002

F Ny, 1§72/2016/Misc /GAD/i872 Dated:- 21.08.2020

STANDARD QPERATING PROCEDURE

Sub: Otficial dealings Letween the Administration and Menbers of Parliument and
Stute Legistatures —- Observance of Proper procedure

The Members of Parliament and State Legislatures occupy a very importast place in
our demucratic set-up. In connection with their duties, they often lind It necessacy © scck
ntbrmation from  the Ministries/Departiments ol the CGovernment of fndia or State
Governmenls, or make suggestions for their consicleration. or ask lor interview with the
officers. Certain well-recognized principles and conventions to govern the relations between
Government servanls and Members of Parbament/State Lepislateres have already been
established.

L Sume instances of non-adherence (o the existing guidelines have been brought to the
Government's altention, and a need has been felt to again sensitize all the departmients in this
regard. The Central Secretarial Manual of Office Procedure provides following inustructions
for promin disposal of references from Members al Parfioment and State Leaislatures:-

1} Communicalions received from a Member ol Parliament /State Legislature should be
altznded to promptly.

2} Where any such commiunication 18 addressed to o Minisier or Seerelary (o the
Gevernment. il should, as far as practicabie, be replicd to by the Miniswer or the
Secsetary himsell, as the case may be. Where il is not practicable tor the Munister to
reply. a reply should normally be issued under the signctare ol an officer ¢f the runk
of Secretary (0 the Government.

1 Where a conumunication is addressed to the Viead of an attached or subordinuie oilice,
Public Sector Undertakings/Division/Branch-in-Charue in a Department/organizatuoen
it should be replicd to by the addressce himsell In such cases, care may be teken w

ensure that wherever policy issues are involved. approval ol the competent authorily

is abtained, belore a reply is sent. It should, however, be ensured that the minimum
jevel at which such replies are sent to a Member of Parliament and State Legistatures
is that of Under Seeretary; and that too in o polite letter form only.

Information sought by a Member of Parfiament end State Legislature should be
sunplied, unless it is of such a nature that il woald have been denied w him, iF simila
information had been sought in Parliament/State Legislature.

5y While carresponding with Mewmbers of Parliinent and: Srate Legislatures, it should be

ensured thal the letter is legible. Pre-printed or cyclostyled replics should be
sorupulously avoided.
o o




6) In case o reference from an Ex-Member of Purliament/State Legislature 13 addressed
10 @ Minister or Secretary, reply to such reference may be sent by the voncerned
Dyvisional  Fead, after  obtaining approval of  (he  Secretary of  the
Ministry/Department.

I case he 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. Here also. it may be ensurcd that the minimum fevel a1
which a reply is sent is that of an Under Secretary and that too in a polite letter form only

Prompt response to references received

1) Each communication received from a Member of Parliument, a member ol public. a
revognized association or a public body will be acknowledged within 15 days.
followed by a reply within the next 15 days of the acknowledgement sent.

1~

Where a defay is anticipated in sending o [inal reply. or where the information has to
be obtained from another Ministry or another office, an interim reply may be sent
within a month (from the date of receipl af the communication), indicaling the
pussible date by which a final reply can be given.

3) If any commaunication is wrengly addressed to a Department, il should be transferred
prcanpily (within a week) to the appropriate depariment. tncler intimation Lo the party
concerned.

7 The aforesaid guidelines also cover cfficial dealings belween Administration and
Members of Parliament/State Legislatures. [n this context. atlention is also invitedl (0 Rule
3(2A) of All India Service (Conduct) Rules, 1968, und Rule 3-A of Centrol Civil Serviee
(Conduct) Rules, 1964 which provide as follows:

“Every member of the service shall, in the discharge of fhis dulies, acl in a courleous
manner and shall not adopt dilatory tactics in his dealings with the public or otherwise.
% The existing instructions are hercby appropriatcly strengthencd to cmphasize the basic
principles ¢ be borne in mind by the Govemment servants while interacting with the
Members of Parliament and State Legislatures. These are as follows:-

1) Government Scrvanmts should show courlesy and consideration 1o Members of
Partiament and State Legisiatures,

2) While the Government servants should consider carefully or listen patientiv Lo whal
" the Mcombers of Parliament and State Legislatures may have to say, the Gavernment
servant should always act according to his own best judgment and as per the rules.

1) Any deviation from an appointment made with & Member ol Parliament and State

cusslature must be promptly explained o him, to avoid any possible incorvenience
Fresh appointment should be fixed in consultation with him.

-
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7)

9)

An oflicer should be imeticulously correct and couricous and rise to receive and sce
off « Member of Parliament or State Legistature visiting him. Arrangements may be
made 16 receive the Members of Parliament/State Legislatures when, after 1aking prior
appointment, they visit the officer. Arrangements nwy also be made to permit entry of
vehicles of the Members to these Offices. subject (o securily requirernents/restriciions.

Member of Parliament and State Legislature of the arca should be invited to public
fusctions oreanized by a Government office.  Proper und comfortabic sealing
arrangements at public functions. and proper order of scating on ithe dais should be
mude Tor the Members, keeping in view the [act thal they appear above officers ol the
rank of Sceretaries 10 Govemment in the Warrant of Precedence. The invitation cards
and media events, if organized for the functions held in the constituency. may include
the samecs of the Members of that constitueney who have conlirmed participation in
th=se functions.

It is clarilied that if a constitaency of any Member of Parliament/MLA is spiead over
more than one District, the M.P/MLA should invariably be invited to all the functions
held in any of the Districts which are part of his/her constituency.

Where any meeting convened by the Government is 1o be altended by Members ol

Pariiament or State Legislatures, special care should be taken (o ensure that notice 1
given to them in good time regarding the date, time, venue, cle. of the mecting. It
should also be ensured that there is no slip up i any matter of detatl, however minor
it may be. It should especially be concured that -

() intimations regarding public mectings/functions are sent through speedicr
sommunication devices to MPs/MLAs, so that they reach them well in e, and

(b) That receipt ol iavitation by the MP/MILA s confirmed by the officerallicial
concerned

Lettersfcommuunications from Members of Parliamcnt and State Lepislatures musl be
promptiy acknowledged, and a reply sent at an appropriate level expeditiousty, us per
the renevant provisions of the Central Scerctariat Manual of Office Procedure

Information or Statistics relaling lo matters ol local omportance must be turn:shed to
the t4iPs and MLAs when asked for. The information so supplied should be specilic,
and answer the points raised. A soft copy of the information should alse be sent w the
Memoer via email.

II; the information sought by & Member of Parliament/State Legislature connot be
given und is to be rcfused, instructions from a higher authority should be takes and
the r=asons for not furnishing the information shoutd be given in the reply.

10) Wherever any lelier froma Member of Pariament/State Legislature is 10 English. and

the repty is required to be given in Hindi in terms of the Official Languages Act, 1963
and the rules framed there under, an English translation should also be sent aloog with
the reply for the convenience of such Members ol Porlinment/State Legislatures.

Y.
L
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13} All Deparunents should ensure that the powers vl ;\-_h.mhu
Legistanmes as Chairperson/Members of Commitlees

S ponsored/Central/State govermment schemes are cleariyv un
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14) A Government servant should not spproach MPSAMLAS far sponsoring his el "j.:;
cose. @8 bringing or atiempting (o brng polilical or non-official or odz-_:: L}ULS{ N
infuence is prokibited under the conduct Rules, e.p. Rule 18 of All fodia Serviee

(Conducr) Rules, 19687l Rulg 20 of the Centrat Civil Services (Condued) Rules.

164 ;

4. Afl departments are requested 1o ensore that the above basic prineipies and
instructions are fxdlawed by ali ‘officervofficints concerned. in letter and spiric. Violaton o
ihe puidelines Yaid down on this subjeet will be viewed setiously,

g Any vialation of refevant Conduet Rules in this rogard, in which violaton is
esublished afier due enquiry, -will render the Government servant concemed liable for

approprigic punishintent gs perRules.

This issues with the approval of the compelent wthonty.

Dg:pnl_\._l"gfcércl:wj-' (GAD)

Copy torsarded for necessary achion 1o -

Addl. Chie! Scevessry'Pr. Scerctanics/Secretarios/| ¢ ’ )
i . 5 3 < wesALODs off al) g
Autonvmuis Bodies Board/ Commission. GNCT of Delhu. ‘ the  depactmenis and

NG ABT22016:Mise JGADIN 8?2
_ Dated:- 21 08,200

Copy forn wrded for information 1o -

i ) Sr:c:'::tn‘r'}' o Lt. Governor, Raj Niwas, Delhi-54

:; ;;\udl. Seeretary o Chicf Minister, De )

3) Seersry .. Chi inister. Delhi <o

1) S;{'ru;‘g :z Ey.(;;hw{)hj‘nf‘“ﬂ' Belhi Sceretaria, New Deln;

' S R0 speaker, Dedhi Lepistaive A ' )

S Mmernres T SCEIRIUNE Asserubiy, Old Seeparn

3 Secictaries 1o alt Ministers, Dbll%i—Stcrclari‘; 1\:1\1\ (j}:d”t':tucmrm[. Dethi-sa
iy AN Uit

) ST HTicer to *hi
il L the Chief Sec dry, Dellii 8
7} Guard ¥ile Sgcr‘ct. ¥ Delli Secrew tat, New Delhi
B ke \

lht Secrern, 1t New Della

[J::putgf TTC Uy {GALY
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F..No. 11013/4/2018-Estt.A-III

v e Government of India
o Ly '-‘-:‘-"‘Mi_r_xis_‘t‘ry\of Personnel, Public Grievances and Pensions
SET s & . “.Department of Personnel & Training
AT % Establishment Division
e ; North Block, New Delhi
9:@; R F N DA Dated 7 February, 2018
| B ok 6 @9) g)\OFFICE MEMORANDUM
Subject;h"' “Official dealings between the Administration and Members of
: Parliament and State legislatures - Observance of proper

procedure.

The Members of Parhament 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
‘nformation 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.

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 to time. However, keeping in view the instances of
occasional non-observance of the above guidelines, a need was felt by the
Commiittee of Privileges of the Lok 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%t December 2011 (copy enclosed]. A copy of former Secretary
(P)’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 Norms and Conternptuous
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, 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 4.01.2018 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.

7»5\’0 AV tow - BN
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5. All Ministries/ Departments are requested to ensure that the above basic
principles and instructions are followed by all 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 State/ Division and District

levels and to periodically review implementation.
Q /}} \"b

N1t1n upta)
Under Secretary to the Govern‘nent of India
Tel: 011-23040264

Encl: As above.

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

N
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