HITT &R Government of India
ST WHE Ministry of Railways
v sitd (Railway Board)

Office Order No 14 of 2011

Sub: Prompiness & Courtesy

Attention is invited to Office Order No. 44 of 2006 and Board’s order dated 8.1099
(copies enclosed for ready reference) regarding observance of promptness  and
courtesy/politeness by Senior Officers while attending to Hon’ble Members of Parliament.

2. However, during the course of interaction with the Members of Parliament during the
Consultative Cominittee meeting held on 2.12.2010 it has been brought to the notice of Board
that the extant instructions are not being followed strictly.

3. Accordingly, it is reiterated that the guidelines as contained in above mentioned office
order be scrupulously followed by all concerned. The Officer should rise to recejve and see off
an Hon’ble Member of Parliament visiting them. Tt should be ensured that whenever, an MP
comes 1o meet senior officer, they should show due courtesy, regard, consider carefully and
listen patiently as to what an Hon’ble MP has to say. They should also be polite and courteous to
MPs while attending to their telephonic calls. Further, telephonic messages ol such personalities
should also not be ignored during officer’s absence. Al the carliest opportunity, Hon’ble MP
should be contacted and be given preference in appointment.

4, DGs/AMs/Advisers/Executive Directors may please ensure strict compliance of the
above instructions leaving no room for complaint by any MPs/MLAs.

Encl: 2

| \zm.l(w Lin
No.2011/0&M/3/4 _ ( P.E.Sharma)
Dated:3 /3/11 Joint Secretary/Railway Board,

DG/RHS & DG/RPY
All Additional Members/Advisers
All Executive Directors/Joint Secretaries

Copy tor information to:-

o
CRB, FC, ML, MM, MS, ME, MT & Secretary Railway Board.



M RERN GOVERNMENT OF INDIA
YT HHeEw RIS TR Y OF RAILWAYS
(Yo% B RATLWAY BOARD)

1@ e, o sl 11000, i
Rl Bhaven, New Delhi-) 10 001, dated

OFFICE, ORDER NOQ 44 OF 2006

Copy of guidelines/instsuctions issued by the Ministry of Personnel,
public Grievances and Pensions(Departracnt of Personnel and Training) vide
thoir Office Memorandum No. 11013/2/200-FEsit(A) dated 23.05.2000 & No.
1 1013/6/2005-Estr.(A) dated 16.06.2006 on the subject matter is attached.

2. Departinent ot Persopnel and Training  have eilerated  that  the
instructions separding observance of courtesy by officers in their dealing with
WIP/MLAs be followed strictly and that the officer should not ignove the
telophonic messages ol for him by the MPs/MILAs in his absence and should
try (o condact the MP/MLA concerned at the carlicst,

3. All Additonal Membere/Advisors/Eixecutive Divectons may please see
for information and compliance.

p
N0.2006/0LM/1/1 [ 7 Y U
dated 14-07.2006,

—_
- i

M. . Mehra)

Enel: As above. Joint Scoretary/Railway Board

1. DGRPY & DGARES.
2. Al Additional Members/Advisers,
3. Al Fxecutive Divectors/Joint Georetaries.

Copy for information to:

CRRB, FC, M, ML, M5, MT, MM & Secrotary/Railway Roard.



No. "11013/6/2005-Esit. (A)
o ... Govemmentof India '
Ministry of Personnel, PublicGrievandes and Pensions
' (Department of Personnet and Training)

New Delhi, Dated the 16" June, 2008

I — ‘o DR Y
PRt art

Subject . Observance of courtesy by officers in their dealings with Mgg ang MLAs.

The Members of Pariament and State Legislatures occupy in our democratic set
up @ very important place as accredited representatives, of the people. They have
imporiant functions to perform under {he Constitution and-for- this purpose they may
occasionally find it necessary fo seek information from the Ministries/Departments of
Govemment of (ndia or the State Governmients  or make  suggeslion. for - ieir
consideration or ask for interviews with the officers in connection with their parfiamentary
and allied public duties. Instuctions/guidelines have been issued by this Departmant
from time {o time In regard to the procedure to be adopted in official dealings betweaen the
administration and MPs/MI As and These guidelines have been reiterated rom fime (o

time. i SR ; ,

2. One of !hg guidelines given in this Depariment’s O No. 1 'lOTS.r’i?/?OOO—E:ai_t. ()
dated 23.05.20067s that the officer should not ignore telephonic messaages lefi for him by
the MFs/MLAS In his absence and should try to contact the MP/MLA cormgrned at =

" earfiest. :

3. All M.ihisiries!Departmemls are requesled lo ensure that the guidelines regarding
observance of courtesy by officers in their dealings with MPs and MLAs are followesd

strictly and violation of the: laid down guidelines may be viewed seriously.
B PPN 11

ol ==
ST T N

(C.A. Subramania ) _
Depuly Secretary 1o the Govt. of india

To:
Al Ministries/Depatments of Government of India

Copy o

Comptrotler and Auditor General of India, New Delhi,
UPSCISSCILBSNAAISTMICVC/CBOT

Chief Secrelaries of all State Government and UT Administration

Lok Sabha/Rajya Sabha Secretariat :

All atltached and subordinate offices of the Ministry of Parsonne!, PG and

Pensions and MHA | ) .
All officers and Sections in the Ministry of Personnel, PG and Pensions and MHA

[0 SN VI Y



No.11013/5/2002-Estt.(A)
Govermnment of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel and Training)
i
New Delhi, the 14thh November, 2002.

OFFICE MEMO,RANDUM‘

Subject:- Ohservance of proper procedure in official dealings
between the Administration and the Members of
Parliament and State Legislature,. g

The undersigned is directed to refer to this Department’s O.M.NO.
11013/2/92-Estt. (A) (Vol.111) dated 1.2.1994 on the subject mentioned above
wherein the Ministries/ODepartments were requested to bring the instructions on
the above subject to the notice of all concerned and to easure that these
instructions are observed by all concerned in letter and spirit. The
Ministries/Departments were aisc requested to review the position every mmointi
and to send a compliance report to this Department on a quarterly basis.

v

2, The submission of the said quarterly report by the Ministries/Departinents
to this Department has been reviewed in consultation with  the Cabinet
Secretariat. It has been decided that while the Ministries/Departments should
continue to review the position every month to ensure that these fnstructions are
observed in letter and spirit by all concerned, the quarterly .report to this
Department in the matter may be discontinued.

3. Attention is also invited to this Department’s O.M. No.11013/2/2000-
Estt.(A) dated 23.5.2000 on the above subject (cbpy enclosed) with the request
that the Ministries/Departments may circulate it to ali concerned and ensure that
the basic principles and guidelines laid down in these instructions are foltowed by
alt concerned in letter and spirit. 1t may be impressed on all concerned that
violation of these quidelines will.be viewed seriously.

Eg,\a | ; P !}1 'L,rL,L'L [

(Smt. Pratibha Mohan)
Director
To
All Ministries/Departments of the Government of India.
(to the Secretaries by name)



IND. 1 LU L3747 20UU-ESTLLMA)
Government of India . .
Ministry ol Personnel, Public Grigvances & Pensious
. (Depadinent of Personnel and Training) 550

cea dnn LeE N

New Dethi, dated the 232 vd May, 2000

QFFICE MENORANDUM
Subject: - Official dealings between the Administration and M_embers“ of Parliament
and State Legislafures — Observance of proper

Yyocedure -
Reiferation of instructions regavding.

The undersipned js directed to say that the broad guidelines to govem the

official dealings between the Adwministration aad Members of Parliament and Stale
lL.egislatuses were issued vide Personne! & AR, O.nM. No. 25/19/64-Estt.(A) dated g
November, 1974(copy eaclosed). Althiough these guidelines were reiterated from time {o
time vide Department of Personnei & Training Q.is ~dated 211292 and 29.10.96  yet
there are instances where the laid down procedure and protogol has not been obscrved
property. The Parliamentary Conunittee during the course of meeling  on démands for
grants of Ministry of Home Allairs raised a point that there is a need to issue fresh
instructions in the matter as the earlier instructions are not available in most of aoperative
oftices. The Commitiee also observed that letters are not replicd in some cases by the

person, whio has been addressed by Mewmber of Parliament/Mermbers of  Legislative
Assembly. o '

2. As the Members of Parlinment and State [Legislatures occupy,
daemocratic sel up, a very ingportant place as accre
have iniporian

in our
dited representatives of . people, they
{ functions to perdoonn under the Coanslitution and they find it necessary to
seel informuation from the Miuistries/Dopartments of the Govt, of lndia or Lhe State’
Govermments, or make sugpestions [or their consideration or ask for interviews wilh the
officers in coniection with their Padliameatary and allied dutics. In this connection,
cerlain well recognised principies and conventions to govern the refations beltween
Members of Parliament and of State Legislatures and Governtnent servants have already
been established, The existing instructions ewphasise that it shoutd be endeavour of every
oflicer to help Mecmbers of Parlimment and State Legislatures 1o the extent possible in the

discharge of their functions under the Clonstitution. The basic principtes to be bome in

mind by the Govt. scrvauts while interacting wilh the Members of Parliament and Stale
Lepisfatures are thati~

(i) The Govermmenl servants should show courtesy and consideration
to Members of Pacliament and State Legislalures, and

(ii) that while they should consides carefully oc listen patiently to what the
Members of Parliament and of the Stale lepislatures 1ay have Lo say, they
shoutd always act according to their own Lest judgement.

(it} Any deviation from an appointment made with a Member must be prompuy
explained to him to avotd any possible inconvenicnce. Fresh appointment
should be lixed in consultation with him. :

(iv) An afficer should be meticutously correct and courtecous and rise Lo receive
and sce ofl a Member visiting him.

N '
(v) Maembers of Parlianent/State Legistatures of ithe

areca to Le invariably
invited (o public function organised by a Govt oflice. Proper and

comfortable seating acangements al public functiots o be  made  {ot

— ey — B : .
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Members who- appear above ollicers of the rank of Secrelaries to
Goverament of India in Warrant ol Precedence,

(vi) Letters fromy Members of Parliament and Members of State Legisiatures
must be promptly acknowledged and;a reply sent at an appropriate level
expeditiously. Relevant provisions of the Manual of Qflice Procedure
should be ebserved in this regard.

(vii) Information or statistics relating 1o matier of local 1n1porLcu1cc must be
furnished to M. Ps and M.1..As when asked for. If request is to be. refused,
instructions from hipher authority should be taken.

(viii} A Government servant should not approach MPs/MLAs For spotisoring his
individual case; and

' (ix)  References from Commitlecs of Pafliament must be altended to promplly.
A senior  officer at the level of Joint ‘Su,relary or equivalent should be
ch'nged with the responsibility for ensuring this.

(x) The officers should not ignore telephonic pnessapes left for them by the
Members of Padliament/State Legislatures in their absence and should try to
contact at the earliest the concemed Member of Parliament/State
Lepistature.

3. All Ministries/Departments are requesled to ensure that thc abuve basic
pritciples and instructions are followed by all concemed in lelter and spicit. It may also
be itnpressed on all concerned that violation of the laid down guidelines will be viewed
seriously. j

4, Ilindi version will follow, . . -
' &*.)4“"' o
(Smt. S. Bandopallhyay)
Director

Iincl.: As above

To 5
Al Ministries/I3epartiments of Government of Indin.

Copy to:-

i) C&AG of Indin. )

(ii) UPSC/SSC/LBSNAA/ISTM/CVC/CBIYT

(iti) Cidel Secretaries of all State Governmenis and UT Admn.

(iv) .ok Sabha Secretariat/Rajya Sablhia Secretariat. 1

(v) Al attached and subiordinate ofTices of the Ministry of Personnel, Public
Grievances and Pensions and DMMY1A

(vi) All officers and Sections of Ministry of Personnel, Public Gricvances &

Peunsions and MELA.

.

\gh,z—"“h’ )
(St S. Bandopadhyay)
Director

n; " n 7 i
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4, It ds ealized thet maony olificers hive very he avy )
nuslic cuties and nessonsililitizs and L they cre to unrtmﬁn
efffGC’C’VGlY they should be peusieited Lo nlen aut thair day!tls
wornle viota Some caxe and odhexe Lo the plen, An o fficen bnould

feel foee to s et aneart soar hour when bae cazn refuss to meet
visltor withoul »seing considered guilty of discourtzsy, lack
oi cansideration =and the Yile. He shinuld, however, s
sofme tima JV“ry duy when 1an3dy cian See R and, wi thi

hours and clso dur¢nq othar of fice hiuxrs in WﬂlCﬂ he is Tto mes
visitors he. muzt qle sriority to bembirs of Paerliament tnd of

Stote Logis) atures ¥ee~t viren a visitex nrs com@ DYy nDrévious
anp cintmant and a iember of Prrxliament e» of o State Legisléthxe
s come wilthout an 2o intnent, In suciy a case he should see |
the Hlember of P*rltumcqt ar 0of a obtate Lo gwuL"Lurb imawdiatalyt -
aiter he h & met Lhe visitar vho had coms oy previous aﬂn)lnt"
went, Ay deviztion Yrom on oapp aintment made with a pem»exr of

enliemient or of a dtste Legisiature-or indeed with any othex
?rfon-mu st promotly be ¢xplained to the pembexr concerned so
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aw leost mosasible wnconvenience is ceus:d te him and a
2 sh axpointment shoauld e Fixed Ln consultation with him,

5, wWhen o pombhe o

of Perlisment ox of a Stote ngldl"““rp
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i i NS vuen clemily brought aut in the wariast o1
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annrovad oy Lhe Pyedident, 11,05, eHnhaar 2t Article 30
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T e Latters receivad fr-m Mombers oFf Porliament and

of State Legislstumas ohauld be acknow! e dged vromobly.

ALl Such le ttexs should received coxiful consideration and

shauld be = Sponded to a2t on annrnoriq~e lUVul and @ xpedi -

tiously., The of jicewxrs should furn=sn to Members of Parlis

ment and of St te Lzgislstures when ssked Tor such infeo -

mation ox stotistics xslating to matters of lacal importance as

mre Dwadily svailalxle ond rie net confidontial, In doubtful

cases instructions should e taken Ffrom a higher authcecrity

buefore refusing request, T

8, | ‘ #ile the official dzalirgs of Govermment servants
leth Menburs of Parliament and of Stzte Le rgisleatures have to
e T~QUJ't“d s stat d in the prevaous paragranhs, it is

nsce “ry T anlbu tha atSention 27 Sovernaent S‘quHUS <o
Wh"t L8 sxneoted of t"1 in their ilndividual capzoity in respzct
of their own SievancsHs L1 the macter of canditions of sarvice,

Und“r the xzelevent Jonduct Rules Cuvern'ﬂg them, Goverament
sexvisals wxe prohiited From brinc wng or at‘tCﬂmp{ ng to Dring
any political nw oiher lﬂtlUunC tw hBuar uonon any sSupurian
authority to furthexr their interests in xespact of mutlioxs
partaining to their swpvice under the Governméent, Thereforea,

o8 vovernment ssrvaist is net axpectsd to ap")l. oach 2 wviembax of

~T@rrlianent oxr of o wtate Luagisleoture Fan snonsoring hisa
Individual ©zse '

(P .S, Jqﬁkatuswaran)

Under secreltcny Lo the Gov2enm2int of Indig
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ALL Mirdstuoieg/Depantments of the Goavernmenl of India
orte,, with usuzsl number of spare copiss,
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: ARHEXURE,
)
Capy ot Micistry of Home AFTairs (fICJlJ Departmadnt of
Parsonnel & administrative Reforms) OFfice Memavandum
No,25/20/65. Ects, (A) dated the 28Lh  Aucuss, 1957,

ubje ot Bbservance of courtesive by Of‘f‘icel‘s'uf the
Sovernment of Indig in their dealings wi th
Members of Parliamen t. :

’ Tt has been brounht to tha potico of the .
Gavernment by certgin Membe ps of Parxliament thal instance:
have vccurred in which Members of Legislatures have not
DOEN  sowe derd by Lovernment officsrs the consideration
and reoord which their position in the public life of
the coun try requires, Government of India hesve mo deubt
that lapses, if any, in this resp®ct cannnt be intentional
and that thore is no desiro to be djiscourtecus or rude,
Nevertlmless, Governmenf of india wougd like to remird all
officers that due countesy and regard to the representa-
tives of Lha DEople zrs dasirsbls in bhe largar interesie
of the Country, The Mombers of Parliament hayo inportant
Functions o nayform under the lonstitubian =nd it
should . b tha 2ndsavpuyr af gvary of Fficer to help thenm {o
the extent possible in the discharge of thoir funetions.
In cases, houevar, when orficees are vnoble to mcceds Lo
the requi st oor sHggestions of Members of Parliament, Ethe
Basonag faor the pfficer! s inabilisy te do so should be
Eaturtoouws) y 2yl ained bta them, inr purpoaes of in Lerv.aoul,

o Members of  Fooliament should BE& iven preferenca ovar
othar visitors, and jip the VETY Iar8 CRsSEs whfie an
cfficer jin Unable to sen 4 Momber of Parliament at a Lime
sboult uvhieh he nhed no pr;:gvim\jg notice, tho posi tion should
bz polital y 2xplained tn the Fiember znd ahothep appoint
appoin tmenk Fixad i oconsul tation wvith him, The sgneg
Codrtesy qnd ragavd should be sitown %o Mambors gf
L&Qlf"latUl“?I‘S abbtending publie funetions wh2re, in
Particul ar, seasks Lofivting Lheir positbion sheuld pe
rTesaerverd For them, )

- o Minfetow of Finanos Ste. are requesied to bring thess
instructions .o bhe Notice of all concernad,

5 . ne -t §

“opy of UM Noo 2576/68w- Eate, {4) G bod 275 e

et Miniasbyy of Finsneo ste, aro aware, instrucénd
WUr2 L ssued on 2B.8,57 (vide copy ¥nclosed) gmphact sing the
naad Paor observarce pf Propdyr cuauwrtesies by officers of Lhe
Guut: in th=irp daolings with fMawmbors af eaty S iioer of
Continuation of thase instrirctions,it is Furtherp emphasiand "
.'r,h:!,!? where any nes bing convened by Govi. is th Lo mphasiond
Oy l@mbers of P_s;rli.amen'c, rstGcia[ Cure sheuld b p Dk e
s5e8 that notice 4= 9iven to th2m in good tine regesding  the
ChiT time, vonue etktc, of the meeting, .nd it should o ensyoad
Ghat thave is po glip in any moltier of FYLEE shoutd e ensured
flay ba, |
2, Ministry of Finance PLo, ars requlsted Lo bring the
abuys instruchiong be the hotice of gii Sued b

Sl /. o
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GOVERNMENT OF INDIA,
MINISTRY OF RAILWAYS

(RAILWAY BOARD) |
. ' # kK i H
1 | ! . . ! . 1.
Find encidsed a copy of Cabinet Secretary’s 2.0, INO 50?//1/1/98 CALY
dated 21.9. 99, addressed to Chairman, Railway Board regardmg maintenance aof

promptness and couriesy wfnte attendmg to telephone calls, for 111f‘ormat:on and
necessary r\ctzon ‘

i

'

me ]

DAL . ) \

No. 99/O&M/1/1/Rly : o /(s Re unaman)
New Deill, Dﬂted_ 10,99 :

|
I .

]

Ta, ' . ' : g
. 1) All Board Members - ;
7 2) DGRPEF) & DG(RES) R
l 3) All Additional Members/OSDs
4) Al Executive Directors

No.99/O&N/1/1/R1y New Delthi, Dated 8.10.99:
R 1

Copy f‘orwalde:d {or 111Form'1t10n to General Managers/OSDs, All Indian
Zonal Railways eclc, with the request that contents of Cabinet Secretary’s D, O,

No. 502/1/1/98-CA.V dated 21.9.99 may be brought to the notice of Senior
Oﬁlcers on your Rallway

DA /(S/Reg,u athan)

Joint Secretary/ R4 iway Board.

— 2.



T ' :/':..;
! Hixass U

CABINGT SEC

0.0.No.502/1/1/98-CANV

éSeplember 21,1999

Gear Seoretairy,
As you are aware, one.of the imporant obligalions of public

service s promp{ness and courtesy"”, and h@nce this has been
specilically hsted in the Conduct Rules, . -

Il

2. it has, however been brought to my notlce lhat senior of icials
- have, on some occasions,

relumMJ telephomc calls and messages ; .

! : :
3, wobld ihe{&fore request you lo kmdly ensure  that lhe
Obllgatlons of putlic service, including prompmpss and Lourlesy, are
carried out m 'lheir lrue spirit: . ! :

ol
With refgards, : ‘ VT

Yourﬁjsincerefy,

NEY DEL

\iill i
i
LETARY
I -

not been prompt jin responding to or

OGS
{ Prabhat Kumar )

Shri V.K. Aggarwal,
Chairman, '

Railway Boavrd.

!
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