GOVT. OF NCT OF DELHI
DEPARTMENT OF SOCIAL WELFARE
GLNS COMPLEX, DELHI GATE
NEW DELHI-110002
[ADMINISTRATION BRANCH]

F:No. 1(39)/2020/DSW/Estt [ 0yS-70 85 | Dated: 9 4 SEP 2020
CIRCULAR

Sub: _Vielation of Protocel by the officials of Government of NCT of Delhi.

Please find enclosed herewith a copy of letter Nol8/72/2016/Misc/GAD/1872 dated
21/08/2020 received from Deputy Secretary (GAD), General Administration Department, Delhi
Secretariat, Government of NCT of Delhi, I.P. Estate, New Delhi - 110002 on the above cited
subject regarding the official dealing between the Administration and Members of Parliament
and State Legislatures — observance of proper procedure.

Section Office

Encl: As above.
To
* Ar. System Analyst, DSW for uploading the circular on the Department website.

F.No. 1(59)/2020/DSW/Estt/ ‘7645708 Dateq% . SER
| M T L U By

Copy for information to:
s PA to Secretary (SW), GLNS Complex, Delhi Gate, Delhi.
* PA to Director (SW), GLNS Coﬁplex, Delhi Gate, Delhi.
+ Al Dbs / DSWOs/DDO/HOO/Supdt./In-charge of Homes/ Institutions/Schools.
¢ Guard File.

o
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Office ot the Pr. Secretary (SW)
Deptt. of Social Watisre
Govt, of NCT of Delti

Aign ar

Fwd: Violation of P-.iocol by the"&';fﬁss;;? of Govergr_ggmﬁ( NCT of Dethi 2 Ll FEAQ £y

Dy. No,3'3

pssw@nic.in

From : Secy(SW2 . 7D) <pssw@nic.in>
Subject : Fwd: Violer. 01 of Protocol by the officials of Government of NCT of Delhi

To : dsw <dsv+ 2nic.in>, Director WCD <wed@nic.in>, Madhup Vyas <secretary.wed@deihi.gov.in>

From: "Manoj Kui.ie. " <sgad@nic.in> 76

MOTTETTZT 2020 10:09 AM
Porint

<1 attachment

\g PN

To: "RCS" <rcoopi, ic.in>, psZcfs@gmail.com, "Pr Secretary Home GNCTD" <pshome@nic.in>, "Manoj Kumar” <ggad@nic.in>,

"SATYA GOPAL"
<pshzalth@nic.in
<chairmandsssb.d

eservices@nic.in>, "pspwd” <pspwd@nic.in>, "SECRETARY POWER" <pspower@nic.in>, "v.kram Dev Dutt”
Sanjeev Khinwvar" <senv@nic.in>, *Pr. Secretary UD" <psud@nic.in>, “Chairperson, DSSSB”
i@nic.in>, "Secretary Education GNCTD” <secyedu@nic.in>, “Divisional Commissionar” sdiveem@nic.in>, "Vijay

Kumar Bidhuri" <c:'n.l,dlc@delhi.gov.in>,"‘ceode\hi.djb” <ceodelhi.dib@nic.in>, "COMMISSIONER (VAT/ST)" <ctt.duir @nic.in>,
delhisheiter@gmei :.om, "Sanjeev” <cexcise@nic.In>, "commipt” <commipt@nic.in>, "labcomm delhi” <labcomm.de:hi@gmail.com>,
"Development Commissioner” <cdeviop@nic.in>, "DAM” <dagri@sansad.nic.in>, “Director -Deini Fire Service” <di-wior.difire@nic.ins,

"Binay Bhushan” <q.
<gdvigil@nic.in>, "
<dirtte.dethi@nic,
Commissioner of
"secyart” <secyar
Dharmendra” <ch
mddsiide@gmail.co -, “DAMB" <ambdi@nic.in>, "MDnCEQ" <md@delihitourism.gov.in>, "Amit Sin

<ceo_dethi@ecl.on >, "secyminsw delhi” <secyminsw.delhi@gmail.com>
Sent: Saturday, £ .. 5122, 2020 10:01:44 PM
Subject: Violation «.f Protocol by the officials of Government of NCT of Delhi

I 'am directer: 10 forward herewith a copy of SOPs (on official deslings between the s.;

Members of Pa..ament and State Legislatures — Observance of Proper procedure) fO]‘

necessary ac: »n at your end.

Dy. Sec:retaiy {GAD)

A YEARS O
% o CELEBRATING.
THE MAHATMA

== 50Ps Violatic .. of Protocols.pdf
488 KB

,\”HV -

From : Mangj Kurrs  <sgad@nic.in>

. ' S
Subject : Viglation of  rotocal by the officials of Government of NCT of DeIHi,':L"

To s RCS <rCocnianic.ins, ps2cfs@gmail.com, Pr Secretary Home GNCTD <p
Kumar <sijsi@nic.in>, SATYA GOPAL <secservices@nic.in>, ps
POWER <pe-Ower@nic.in>, Vikram Dev Dutt <psheaith@nic.in>, San
Pr. Secretary UD <psud@nic.in>, Chairperson, DSSSB <chairmandsssh.dejhi
Education 4aCTD <secyedu@nic.in>, Divisional Commissioner <divcom@ni
Bidhuri <cr 4L_dtc@delhi.gov,in>, ceodeihi.djb <ceodeithdjb@nic.m>, COM
<ctt.delhi@
<Commtprd. s.in>, labcomm delhi <Iabcomm‘delhi@gmaii.com>, Development Commissioner
<¢deviop@riz.in>, DAM <dagri@sansad.nic.in>, Director -Dethi Fire Service
<director.difire@nic.in>, Binay Bhushan <diredu@nic.in>, bui!dinglandzzz@gmaii,com,
COMMISSISNER (Food Safety, Delhi) <cfss.delhi@nic.in>, dvigil <dvigii@nic.in>, dutes
<AULCS@nic.-n>, siaw <slaw@nic.in>, Rajeev Verma <psfin@nic.in>, dsw <dswinic.in>,
dirtte.delh: < Sirtte.defhi@nic.in >, dtehedu@gmaii.com, SANDEEP KUMAR <secyit@nic.in>,
Secy(SWax. ) <pssw@nic.in>, Office of the Commissioner of Industries Gowvt of Dalhi

C.in>, Vijay Kumar

~in>, delhishelter@gmallkcom, Sanjeev <cexcise@nic.in >, commtpt

hitps:email.gov.infhiprintmes:. 79e?id=C:1050908&(z= Asia/Kolkatafuxim=1

/edu@nic.in>, buildingland222 @gmail.com, "COMMISSION ER (Food Safety, Delhi)"
28" <dutcs@nic.in>, "siaw” <slaw@nic.in>, "Rajeev Verma” <psfin@nic.in>, “dsw" <dsw@nic.ir
- 'dtehedu@gmail.com, "SANDEEP KUMAR" <secyit@nic.in>, "Secy(SWaWCD)" <pssSW@nic it
wustries Govt of Delhi* <comind@sansad.nic.in>, scstsecretary@gmail.com, "Director WCD" <% C@nicline,

ic.in=, commissioner-sdme@mcd.gov.in, commissioner-edme@med .gov.in, commissioner-ndrici@med.gov.in, *Sh
serson@ndmc.gov.in>, "Shri Vijay Kumar Dev" <csdelhi@nic.in>, direclordipZO14@gmail.corn
gia" <secretary@: umc.gov.ins,
"SECRETARY TT: INCTD” <pstechedu@nic.in>, "Pianning Department, GNCTD" <jdplg@nic.in>, pwdhadelhi@g.
gnetd” <tourism.gne . @gmail.com>, “lop dvs" <iop.dvs@gmail.com>, "GurpalSingh SecytoMinister” <secyim.delhig;
dysecyaci@gmail.con, “CM DELH® <cmdethi@nic.in>, "Kapil Mishra" <mintours.delhi@gov.in>, "Dr, RANBIR SiNC -}

<cf55‘deAH

psliome@nic.in>. Manoj
pwd <pspwd@nic.in>, SECRETARY
jeev Khirwar <senv@nic.ins,
@nicin>, Secretary

MISSIONER (VAT/ST)

Anic.in>, "dvigil”
dirtte delhi"
"Office of the

+il.corn, "tourism
ovinz,

ninistration and

o mation and

o
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GCOVERNMENT QF NCT QF DELI
GENERAL ADMINISTRATION DEPARTMENT
2N LEVEL. DELHI SECRETARIAT, L.LP. ESTATE
NEW DELHI-110002

F.No.18/72/2016/Misc./GAD/ 1872 Dated:- 21.08.2020

STANDARD OPERATING PROCEDURE

Sub:  Official dealings between the Administration and Members of Parliument and
Stute Legislatures — Observance of Proper procedure

The Members of Parliament and State Legislatares occupy a very important place in
our demouratic sct-up. ITn connection with their dutics, they often find it necessary o scek
information from  the Ministries/Departments ol the Government of India or State
Governmenls, or make suggestions for their consideration, or ask for interview with the
officers. Certain well-recognized principles and conventions to govern the relations between
Government servants and Members of Parhament/State Legislatures have already been
established.

1. Sume instances of non-adherence to the existing guidelines have been brought to the
Governmenl's attention, and a need has been felt to again sensitize all the departments in this
regard. The Central Secretariat Manual ol Office Procedure provides following tustructions
for promjit disposal of references from Members af Parfiument and State Legislatures:-

1) Communications received from a Member ol Parliameni /State Legisiature should be
attended to promptly.

2) Where any such communicaiion is addressed v a Minister or Seerelary o the
Guvernment. it should, as far as practicable, be replied (a by the Minis.er or the
Seccetary himsell, as the case may be. Where it is not practicable for the Minister to
reply. a reply should normally be issued under the signature of an officer ¢l the runk
ol Sceretary to the Government.

3} Where a communication is addressed to the Head ol an attached or subordirule oflice,
Public Sector Undertakings/Division/Branch-in-Charge in a Department/organization,
it skould be replicd to by the addressee himself. 1 such cases, care may be tuken (o
ensure thal wherever policy issues are involved, approval of the competent authorily-
is obtained, before a reply is sent. It should, however, be ensured that the minimum
level at which such replies are sent to a Member of Parliament and State Legislatures
is that of Under Secretary: and that too in & polite letter form only.

Injormation sought by a Member of Parliament and State Legislature »hould be
sunplied, unless it is of such a nature that it would have been denied to him, if similar
infermation had been sought in Parhament/State Legislature.

While corresponding with Members of Parliament and:State Legislatures, it should be

ensured that the letter is legible. Pre-printed or cyclostyled replies should be
scrupulously avoided.
NN
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6) In case a reference from an Ex-Member of Parliament/State Legislature is addressed
10 a Minister or Secretary, reply to such reference may be sent by the concerned
Divisional Head, afler obtaining approval of the Secrctary of  the
Ministry/ Department.

In case the 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 ensured that the minimum level al
which a reply is sent is that of an Under Secretary and that too 1 a polite letter form only

Prompt response to references received

1) Each communication received from a Member of Parliament, a member of public. a
recognized association or a public body will be acknowledged within [5 days,
followed by a reply within the next |5 days of the acknowledgement sent.

2) Where a delay is anticipated in sending a {inal reply. or where the information has to
be oblained from another Ministry or another office, an interim reply may be sent
within a month (from the date of receipt of the communication), indicating the
possible date by which a final reply can be given.

3) 1f any communication is wrongly addressed to a Department, it should be transferred
promptly (within a week) to the appropriate department. under intimation to the party
concerned.

2. The aforesaid guidelines also cover official dealings between Administration and
Members of Parliament/State Legislatures. In this conlex(, attention is alse mvited to Rule
3(2A) of All India Service (Conduct) Rulfes, 1968, and Rule 3-A of Central Civil Service
(Conduct) Rules, 1964 which provide as follows:

“Every member of the service shall, in the discharge of his duties, act in a courteous

manner and shatl not adopt difatory tactics in his dealings with the public or otherwise.

3 The existing instructions are hereby appropriately strengthened to emiphasize the basic
principles tc be borne in mind by the Government servants while interacting with the
Members of Parfiament and State Legislatures. These are as lollows:-

1) Government Scrvants should show courtesy and consideration to Members of
Parliament and State Legisiatures.

While the Government servants should consider carclully or fisten patiently to what
the Members of Parliament and State Legislatures may have to say, the Government
servant should always act according to his own best judgment and as per the rules.

3) Any deviation from an appointment made with o Member of Parliament und State

Legslature must be promptly explained to him, to avold any possible incorivenience.
Fresh appointment should be hixed in consultation with him.

e



4) An oilicer should be meliculously correct and courtcous and rise (o recerve and see
off a Member of Parliament or State Legistature visiting him. Arrangemenis may be
made to receive the Mombers of Parliament/State Legislatures when, after taking prior
appointment, they visit the officer. Arrangements may also be made to permit entry of
vehicles of the Members 10 these Offices, subject (o security requirements/restrictions.

5) Member of Parliament and State Legislature of the arca should be invited to public
functions organized by a Government office.  Proper and comfortapic seating
arfangements at public functions. and proper order of seating on the dais should be
mude for the Members, Keeping in view the lacl that they appear above ofTicers of the
fank of Sceretaries (0 Govemment in the Warrant of Precedence. The invitaiion cards
ana media events, if organized for the flinetions held in (he constitiency, may include
the names af the Members of that constituency who have conlirmed participation in
these functions.

Itis clarified that if a constituency of any Member of Parliament/MLA is spread over
moie than one District, the M.P/MLA should mvariably be invited to all the functions
held in any of the Districts which are part of his/her constituency,

6) Where any meeting convened by the Government is (0 be altended by Members of
Partiamnent or State Legislatures, special care should be taken (o ensure that notice ig
given to them in good time regarding the date, time, venue, cle. of the meeting. i
should alse be ensured that there is no slip up in any matter ol detail, however minor
itmay be. It should especially be concured that -~

(@} intimations regarding  public meetings/functions are sent through  speedier
vommunication devices to MPs/MLAS, so tha they reach them well in time, and

(b) That receipt of invitation by the MP/MLA is confirmed by the officer/o(Ticial
concernecl

7) Letters/communications from Members of Parliament and Siate Legislatures mus( be
promiptiy acknowledged, and a reply sent at an appropriale jevel expeditiously. as per
the ve:evant provisions of the Central Seeretariat Manual of Office Procedure

8). Information or Statistics relating to matters of locyl importance must be furrushed to
the &IPs and MLAs when asked for. The information so s
and answer the points raised A soft copy of the informatior
Memoer via email.

mplied should be specifie,
1 should also be sent 1o (he

9) 1 the information sought by a Member of Parliament/State Legislature cannot pe
given and is to be refused, instructions trom

a higher authority should be laken and
the r=asons for not furnishing the information should be given in the reply.
10) Wherever any letter froma Member of Parliament/State Legislat
the reply is required o be given in Hindi in terms of the Offici
and the rules framed there under, an English translag
the regly for the convenience of such Memb

ure 1s in Engiizh, and
al Languages Acl, 1963
ton should also be sent aleng with
ers of Parlioment/State Legistatures.
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4, Al depaitments are reguested 1o ensure thal e wbove basic principles mn‘t‘

. s Crv e AN P %
instructions are foiliwed by all officersioflicials concerned. in lelter and spirit. ¥ iolaton o
the guidelines lajd down on this subject will be viewed sediously.

LR sArny violaion of relevant  Conduel Bules I Lhis repard, in which violatdon s

esablished after due enguiry, will render the Government servanl concerned Hable for
approprigic punishinent as per Rules. :

This issues with the approval of the competent wuthority.
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Addl. Chic? Seeretany/lr, Sceretaries/Secretaries/ THONs  of all the dﬁilﬂrEll‘ﬁﬂntt and

Antonomdins Bodies, Board’ Commission, GNCT of Delhi.

FNu A BTZR2010Misc JGADAET?
¢ Y 8 Dated:- 21.08. 207

Copy forwusded for information 1o -
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