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Official dealings 12.01 .2026.Pdt



F. No. 1rcrc1rc2025-PP'A-lll
Government of lndia

Ministry of Personne[, Public Grievalces and Pensions

Department of Personnel & Training

Consolidated guidelines on official
and Members of Parliament and

proper procedure.

KartavYa Bhawan-3, New Delhi

Dated 12th JanuarY, 2026

dealings between the Administration
State Legislatures - Observance ofSubject:

4.

The Members of Parliament an

representatives of the people' occupy a ve

ln connection with their duties' they often fi

Ministries/ Departments of the Government
,rggestions for their consideration or ask for interview with the officers'

2 rhe consolidated suideIines regardins obs:l;fi;ilJ{i5l'i1:f"'[""J[ 
:lJ:R

Public Grievances and Pensions, vide OM

ll the Ministries/Departments and to Chief

st to circulate these instructions to all State

Government officials at the state/Division and District levels, in order to sensitize them

with regard to their duties and obligations in relation to dealings with Members of

parliament and state Legislatures. Tf,ese instructions have also been reiterated' from

time to time, for .;;pli;;; oi tn" Government officials, both in letter and spirit' The

provisions of the Ce|'ir"f Secretariat Manual of Office Procedure regarding prompt

disposal of communi.riiont from MPs have also been reiterated from time to time'

3. ln continuation of these effofts, a comprehensive guideline is. being re-iterated

by consolidating all previous instructions ior strict compliance by all Ministries/

blprrtr"nts, Stite Governments and local administrations in letter and spirit'

PARLIAMENT:.

i. communications received from Members of Parliament should be attended to

PromPtlY.

ii.whereacommunicationisaddressedtoaMinister,itshouldasfaras
practicabte, be replied to by tne ft1inister himself. ln other Gases, a reply should

normally be issued under tii" ;',d;tuie of an officer of the rank of Secretary only'
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tv.

is that of under secretary and that also in a polite letter form only'

Normally information sought by a Member should be supplied unless ii is of sucl

a nature that it *oi,lo-n"r"" be'en denier to him even if asked for on the floor ol

the House of Parliament'

As far as possible, for correspondence with Member of Parliament' pre-printec

replies should be avoided'

ln case a reference from an ex-member of Parliament is addressed to a Ministet

or secretary, reply to such reference may be."!t-?.y.the concerned Divisiona

Head after obtai.i;;ip;;val of the Secietary of Ministry/Department' ln case

the reference is add"ressed to a lower level officer, reply to such reference coulc

i" 
"*ri 

by the officer on his own in non-p taining approva

of the higher autnoiities in policy cases' level at which a

reply could ne seni sf'oufa be that of an at too in a polite

letter form onlY.

Each communication received from the Member of Parliarrent, a member of the

proii., , r"cogniz"d association or a public body will be acknowledged within 15

;;y;, iottowej nV , t"ply within the next '15 days of acknowledgement sent'

where (a) delay is anticipated in sending a final repty; or (b) information has tc

be obtained from another Ministry or anither office, an interim reply will be senl

within 15 days (from the date of ieceipt) indicating the possible date by which a

final rePlY can be given.

If any such communication is wrongly addresse-d..to a deparlment, it should be

transferreo prompity i*Nr1i, s wor[ing days of its. receipt) to the appropriate

b;p;il"nt'under intimation to the party concerned'

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 courteously'

As far as possible, requests from members of public' should be looked at frotn

the user's point oi'riltju and not solely from the point of view of what may be

ad m in istrativelY convenient'

[Para 8.8 and 8.9 of the CSMOP' 2019]

VI

vl.

vii .

X.

xl.

5.
SE

PRINCIP BE

S WHILE_IN-I CTING WtI
frnre uEGlslarunEg:

BY THE ERNMENT
OF PARLI ENT AND

Every member of the
courteous manner and
public or othenruise.

service shall, in the discharge of his duties' act in a

;hrii *i;dopt ditatory tacticl in his dealings with the

l'Rule 3(2Ai of All lndia.Services (Qonduct) Rul'ep' 19681
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IV

tl No Government servant sfrail (a) in the performance.of his official duties' act in

a discourteous manner; (b) in his omciit dealings with the public. or otherwise

adopt dilatory tactics or wittiutty .rr*.'d.ltys in disposal of the work assigned to

him' 
[Rule 3A of ccs (conduct) Rules' 196.4l

Government servants should show courtesy and consideration to Members of

Parliament and State Legislatures. 
l

while the Government servants should consider carefully or listen. patiently to

what the Members of Parliament and of the state Legislatures may have to say'

the Government servant should always act according to his own best judgment

and as per the rules.
tl

v, AnY deviation from an

Legislature must be
inconvenience. Fresh a

I

vt. An officer shoutd be meticulously correct and coudeous and rise to receive and

see off a Membei "t 
Frrrirm"ni/Stut" Legislature visiting him. Arrangements

may be made to receive the Members oiParliament When' after taking prior

appointment, they visit the officer of the Government of lndia, State Government

of local Government. Arrangements may also be made to permit ultry. of vehicles

of the Members to these Oifices subjeit to security requirements/restrictions;
tr,ara 6/i,\ nf olrl No 11O13t41201 1-Estt"(A) dated 01.1?,20

vll The officers should not ignore telephonic message$ left for them by the Members

of Parliament/State f-Lg,r;frtrres in their absence and should try to contact at the

earliest the Member* of parliamenvstate Legislature concerned, These

instructions also incrude sMs and e-mails received on officiar mobile telephones

*r,i.r, also should be replied to promptly and on prio.rity'' itotgalzot t-rutt.(R) aateo o1-tz.zot tl

Members of Parliament of the area shou

organized bY a Government
ariangements at public functions a

be mJde for Members keePing in v

constituency, 
[para 5(v).of oM No,.110:13/4/2011..:Estt.(A) dqie.d 01.,.1.?.201J]

nded bY Members
is given to them in
. lt should atso be

7

(B)

i.

i



ensured that there is no srip in any matter of detair, however minor it may be, lt

should especially be ensured that l-

(a) intimations regarding public meetingsifunctions are sent through speedier

communication devices io'ttre M"P.s, so"that they reach them well in time, and

(b) that receiPt
concerned.

ofintimationbytheM.P.isconfirmed/bytheofficer/official

(c)
Leqislatures

Letters from Members of Parliament and Members of state Legislatures must be

pi"i"ptry act<nowle;g;, ";i . 
reply sent at an appropriate level expeditiously

as per the relevant" pilti.ilrrs of the Central Secretariat Manual of office

Procedure;

8'9 of CSMoP' 20191

lnformation or statistics relating to matters of local impoftance must be fLrrnished

to the MPs and fVfiAt *f,"n i'tt.A for' The information so supplied should be

specific and answeitf," puints raised. A soft copy of the information should also

il

U

[v.

be sent to the Member via e-mail'
I

-Fstt.lA) dated 1.12.201

tf the information sought by a Member of Parliament cannot be given and is to

be refused, instruclioni fron,., a higher authority should be taken and the reasons

ior not furnishing the inforrrration ihould be given ll lf u reply,

Parliament is in English and the reply is

Official Languages Act, 1963 and the

lation should also be sent along witlr

Members of Parliament from non l-lindi

speaking areas.

v. References from tlre committees of Parliament must be attended to pronrptly'

tI
vi. Alt Ministries/Departments may ensure' Ih,1 the powers. of Members of

parriament/state i"g-fi;i;;"* ,. chairpersons/ Mombers of committees under various

cerrtraly sponsorei/centrar sector ior"rn*"nt schemes are crearry and adequately

(D) -outqide,po!,ilicalinflqence

AGovernmentservantshouldnotapproachMPs/MLAsforsponsoringhis
individuar ."*" ,. bringing or rit"rptin'g'to bring poriticar or non- officiar or other

outside influence is prohibit"Jrno*tth"e conduct Rules e'g' Rule 18 of the All
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lndia Service (Conduct) 1968 and Rute 20 of the Central Civil Services

(Conduct) Rules, 1964

1pil, s(xivt otorr/| No. ttotsl+lzott-rstt,(nt oateo t.tz,zottl

i. Dr-rring the meeting of tlre Parliamentary standing committee on Ethics, Rajya

Sabha, held on tsih October, iOzS in iarliameniHouse Annexe' New Delhi' it

was desired th; Department should reiterate the instructions and ensure that it is

implemented in letter and sPirit'

ii. The committee on Violation of Protocol Norms and contemptuous Behaviour of

cers with bha, in Paragraph 63 of its First

the Lok 14, has recommended that this

sensitize officials in various Ministries and

rticularly for strict complianc". gf .the instructions

I dealings is regard between and Administration and

the Members of Parliament.

II The Committee on Vlolation of Protocol Norms and Contemptuous Behaviour of

Government officers *itt', lvt"mbers of I ok sabha, at its first sitting held on 28

october, 2014, atso felt that the consolidated instructions/ guidelines issued by

the Depaffmetrt of Personnel & Training (DoPT) on 1 December' 2Q11 on Official

Dealing between Administration ani'Members of Parliament need to be

the Government * 
l

V

; il I ;i" i;;; il i", ii .u n'",n ed !19 9utiY9 L lry1olTi :''

Governments.

7, All Ministries/Departments are requested. to ensure that the above basic

principles and instru.tLn, are fottoweaiy riiotri.iuls c.oncerned, both in letter and spirit'

Violation of the guiJelines laid down on 1',it subject will be viewed seriously'

B, Any violation of relevant conduct Rules in this regard' which is established after

clue enquiry, will render the concet*d G;ternment 
-servant liable for appropriate

[unisnmeni at p"r Rules applicable'
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g. List of the oMs mentloned in this document is annexed' Jn case any reference

to the relevant OM iS reqUired, the same may be accessed from the Archive Section of

DOPT's website.

10. Hindi version willfollow'

To 
1. The secretaries of All the Ministries/Departments of Government of lndia (as

per the standard list)
2. Chief S*ci"irti"s'of all States/UTs (as per the standard list)

Copy to: -

1. Presidents Secretariat, New Dethi

2.Vice President Secretariat, New Delhi

3. The Prime Minister's Office, New Delhi

4. Cabinet Secretariat, New Delhi 
retariat, New Delhi
ndia, New Delhi
mission, New Delhi
n, New Delhi
ersonnel, Public Grievances and Pensions

10. National commission for scheduled caste, New Delhi

11, National Commlssion for Schedrrled Tribes, New Delhi

12, National Commission for OBC, New Delhi

f i. S"iretary, ruationat Councit (JCM), '13, Feroze Shah Road, New Delhi

14. CVOs of all Ministries/ Department
15. ADG (M&C), Press lnformation Bureau, DoPT

16. NIC, Departmenl of p*r.onnel & Training, North Block, New Delhi [for uploading the

same on the website of this DepartmentJ
'17. Hindi Section, DoPT

ph, *

Deputy $ecretary to the oru-,.(,f#t1?'6il
Tel: 01 1^24010644

(G K ffiinish)
DeputY Secretary to the G!u:'l1u1iflH''?

Te[: 01 1-24010644
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