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The Directors / Heads of all 
National Labs./Instts. of CSIR 
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I am directed to forward herewith the following Office Memorandum issued by 
Government of India, Ministry of Personnel, Public Grievances & Pensions, Department of 
Administrative Reforms & Public Grievances, New Delhi for information, guidance and compliance . 

SI 
No. 

Government of India, Ministry of Personnel, 
Public Grievances & Pensions, Department of 
Administrative Reforms & Public Grievances, 
New Delhi OM & date 

Subject 

1. No. 48013/1/2011-0&M 
Dated 25th  February, 2013 

Procedures to deal with letters received from the 
Members 	of 	Parliament, 	member 	of 	public, 
recognized association or a public body. 

araft-zr, 

Yours faithfully, 

Copy to 

z4tut- • 

Yogendra Kumar 

39airTr 

J-110-10 RtRiTt_Ta-  - ll 

Human Resource - II 
Head, IT Division with the request to make this circular available on the CSIR Website. 

-Try, 	 craTrar Tit.L7.31-1.31TT. 	acci,Ht$c crt 371-61T WTr - 	31Vc-1-  Tita• I 
2. Office Copy 
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Phones : EPABX-23710138, 23710144, 23710158, 23710468, 23710805, 23711251, 23714238, 23714249, 23714769, 23715303 
Fax : 91-11-23714788 	 Gram : CONSEARCH, NEW DELHI 	Website : http://www.csir.res.in  



(Kuldip Kumar) 
Under Secretary to the Govt.of India, 

End: As above. 
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A-60011/16/2006-Estt. 
Government Of India 

Ministry Of Science & Technology 
Department Of Scientific & Industrial Research 

Technology Bhawan 
	 NewAtlelrauli_Raad, 	  

New Delhi - 110 016. 

Dated:mMarch, 2013 

To 

	

7  1. 

	

	Council of Scientific & Industrial Research 
[Kind Attn: Sh. R.S.Antil, Sr.D.S (Admn)] 
2, Rafi Marg, 
Anusandhan Bhawan, 
New Delhi. 

2. The Chairman-cum-Managing Director, 
Central Electronics Limited, 
4, Sahibabad, Industrial Area, 
Sahibabad - 201 010 (U.P) 

3. The Chairman-cum-Managing Director, 
National Research Development Corporation, 
20-22, Zamroodpur Community Centre, 
Kailash Colony Extension, 
New Delhi - 110 048. 

4. Director General, 
Consultancy Development Centre, 
India Habitat Centre, 
Core-4B, 2nd  Floor, Lodhi Road, 
New Delhi- 110 003- 

Sub: Procedures to deal with letters received from the Members of Parliament, members of public, 
recognized association or a public body. 

Sir, 

I am directed to forward herewith a copy of Office Memorandum No. 48013/1/2011-O&M 
dated 25th February, 2013 received from Ministry of Personnel, Public Grievances & Pensions, 
Department of Administration Reforms & Public Grievances on the above mentioned subject for 
information and necessary action. 

Yours faithfully, 



No.48013/1/2011-O&M 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department ofAdministrative Reforms & Public Grievances 

(O&M Division) 

• 	7 '• 

.-.. 
5th  Floor, Sardar Patel Bhavan, 

New Delhi, the 2S4' February, 2013 

OFFICE MEMORANDUM 

(1, Sub: Procedures to deal with letters received from the Members of Parliament, member of 
r) 	public, recognized association or a public body. 

The paragraph Nos.63 & 66 of the Chapter No.Vlll (Forms & Procedure of 
Communication) and of the Central Secretariat Manual of Office Procedure (CSMOP) and 
paragraph Nos.127 of Chapter No.XIV prescribe the procedure for dealing with the 
correspondence received from Members of Parliament, 'VIPs, members of public, 
recognized association or a public body. The same are reiterated, as given below, for strict 
compliance:- 

Para 63: Correspondence with Members of Parliament - 
(1) Communications received from Members of Parliament should be attended 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 Undertakings, Financial Institutions (including nationalized 
banks) Division/Branch In charge. in a Ministry/Department/Organization, it should be replied 
to by the addressee himself. In routine matters, he may send an appropriate reply on his 
own. In policy matters, however, 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 a polite 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 Members of Parliament, pre-printed or 
cyclostyled replies should be avoided. 

(6) In case a reference from an ex-Member of Parliament 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, 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. However, the minimum level at which reply could be sent should be that of Trf-Under 

Secretary and that too in letter form only. 

Para 66: Prompt response to letters received- 

(1) Each communication received from the Members of Parliament, a member of 
public, a recognized association or a public body will be acknowledged within 15 days, 
followed by reply within the next 15 days of acknowledgement sent. 

(2) Where (i) delay is anticipated in sending a final reply, or (ii) information has to be 
obtained from another Ministry or another office, an interim reply will be sent within a 
month (from the date of receipt) indicating the possible date by which a final reply can be 

given. 
(3) If any such communication is wrongly addressed to a department, it will be 
transferred promptly (within a week) to the appropriate department 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 courteously. 

(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 maybe administratively 

convenient. 

Para 127: Watch on disposal of communications received from Members of 

Parliament— 
(1) 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. 
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/JS/(P) MP'  

20.3.2009 
(2) To keep a special watch on speedy disposal of communications received from 

Members of Parliament, each section will; 
(a) maintain a register as in form at Appendix 46; and 
(b) mark out prominently those communications finally disposed of by circling the 

serial numbers in the register in red ink. 

(3) If for any reason an .M.P.'s letter is received by a section without being registered in 
the personal section of the Joint Secretary/Director, it should be got registered there 

immediately. 

(4) 	On the first working day of each month, each section will submit the register, along 
with the report in the form at Appendix 47 to the Under Secretary/Deputy Secretary. The 
report, with the remarks of Under Secretary/Deputy Secretary, will be submitted to the 

Dit-ectot-/Jcint Seccetary and register will be returned to the section. 

(5) 	The personal section of the Joint Secretary/Director will check whether all the 
communications entered in its register figure in the reports sent by the sections. If any 
discrepancy is found, it should be reconciled. Thereafter, the report will be submitted to the 



Joint Secretary/Director for scrutiny and or suc o er ac ion as e may  

appropriate. 
(6) Ministries/Departments may, through departmental instructions, include additional 
columns in the forms at Appendices 45, 46 & 47 to suit local needs. 

2. 	Copies of Appendices 45, 46 and 47 for monitoring of disposal of communications 
received from Member of Parliament as referred to in the paragraph 127 of the Chapter 
No.XIV (Check on Delays) of the CSMOP are enclosed for ready reference at Annexure-I, 
Annexure-I I and Annexure-Ill, respectively. 

(Arvind Suri) 
Director 

Tel: 23745472 

The Joint Secretary (Admn) of all the Ministries/Departments 

(As per list attached) 

Scientist, (Admn.), 
Department of Scientific Industrial Research, 
Technology Bhawan, New Mehrauli Road, 

New Delhi 



APPENDIX 45 

Register for keeping a watch on the disposal of communications received from Member of Parliament 
(To be maintained by personal sections of Joint Secretaries/Directors) 

[Vide para 127(1)] 

SI. Diary No. 
& Date 

1 
	

2 

No. and date of 
communication 

3 

Name 
of M.P. 

4 

To whom 
addressed 

5 

Brief 
Subject 

6 

Section/ 
desk 
concerned 

7 

Remarks 

8 

No. 



APPENDIX 46 

Register for keeping a watch on the disposal of communications received from Members of Parliament 

(To be maintained by Sections/Desks) 

[Vide para 127 (2)(a)] 

f Section/Desk 	 

SI. 
No 

Diary 
No.& 
Date 

Joint 
Secretary/date 
Director 
Diary 
No 

No.& . 
of 

Comm- 
unica- 
tion 

Name 
()f M.F. 

To whom 
address- 

ed 

Subject Date of 
acknow- 
ledge- 
ment 

. 

File 
No. 

Date of 
interim 
reply 

Date of 
final 
reply 

Remarks 

• 

1 2 3 4 5 6 7 8 9 10 11 12 

• 



APPENDIX 47 

Particulars of M.Ps. letters pending over a fortnight 

[Vide para 127 (4)] 

SI. No. Name of M.P. Date 

from -  
which 
pending 

Brief 
Subject 

Reason 
for delay 

Remarks of 

Branch 
Officer/ 
Divisional 

Head/Jt. 
Secy. 

Action 
taken on 
the 

remarks in 
column 6 

1 2 3 	" 4 5 6 7 

,--n 
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