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ANNEXURE-1 T
INFORMATION TO BE PROVIDED BY DEPUTY COMMISSIONER WITH

RESPECT TO THE VISIT OF VVIP

Name of the Programme -

Brief details of the Programme B

Names of any other VIPs attending the programme -

Type of Audience

Number of members of Audience expected to attend the programme

|-+

Place of function, (Permanent / Temporary Structure) size of Qaa.s and
seating capacity, etc. S

N

Suitability of the function place in terms of movement of VIP Convoy,
parking and security and also convenience from the public point of view.

Distance to be travelled by the VVIPs within the district in the format given
below.

Sl
No

From To Distance Type of Time Road Condition from
Movement | Required physical and security

point of view

WIN |+

Other details: .

(a) | Whether all necessary permissions have been obtained from competent
authorities for the works to be inaugurated / foundation to be laid.

(b) | Any adverse comments if any from the media or general public.

(c) | Background of Organisers. (Criminal antecedents and any disputes /
or internal differences among the Organisers)

10

Overall opinion of the District Administration about the participation of
VVIP in the programme.

ANNEXURE-2

Draft Invitation Card

Dais plan

Minute to Minute Programme

Draft Material of the Backdrop, Stone / Plaque (if any to be unveiled)

Line up for the reception and See-off

Helipad details with co-ordinates, if required.

SNV | IW N

Contact details of following Officers

S1.No Name of the Officer Mobile No

Deputy Commissioner

Additional Deputy Commissioner

Superintendent of Police / Police
Comimissioner

W N[

Additional Superintendent of Police
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[Executive Engineer, PWD

6-"-"-1 District Health Officer

District Surgeon

8 - - 1 District Fire Officer

General Manager, Airport

-|-Organiser name

ANNEXURE 3

Il

COURTESIES TO BE SHOWN TO VIPS ON THEIR VISIT TO STATE AND

UNION TERRITORY

1.1

PRESIDENT

The President’s visits are classified as public, official and private.

1.2

Detailed instructions in respect of each visit are issued by the
President’s Secretariat indicating the nature of the visit, ceremonials to
be observed including guard of honour, etc. The following instructions
should be observed subject to such detailed instructions.

1.3

PUBLIC VISIT:- The President should be received on arrival and seen
off at the time of departure by the Governor, Chief Minister, Chief
Secretary to the State Government and the Inspector General of Police
or, if the visit is to a Union Territory, by the corresponding
functionaries of the Union Territory. The Mayor of the town visited
should also be among those who receive and see off the President.

1.4

Honorary personal staff, senior officers (Central as well as State and
prominent non-officials at the place visited may be invited to be present
on such occasions. In addition, foreign consular representatives, if any,
stationed at the place visited should be invited.)

1.5

OFFICIAL VISIT:- If the visit is to the capital of State, the
arrangements for the reception and farewell will be the same as those

| mentioned in Para 1.3 and 1.4 except that the foreign consular

representatives need not be invited and the number of other invites
may be kept to the minimum. If for any reason, the Chief Minister is
unable to be present on arrival or departure of the President, one of the
Senior Cabinet Ministers should be deputed instead.

1.6

If the visit is to a place other than the State Capital, the President
should be received on arrival and seen off on departure by the Chief
Minister or a Minister nominated by the State Government, the
Commissioner or Deputy Commissioner and the Deputy Inspector
General or Superintendent of Police having jurisdiction at the place.
The Mayor, if any, of the town visited should also be among those who
receive and see off the President.

1.7

PRIVATE VISIT:- The President should be received and seen off by the
Chief Secretary and the Inspector General or Commissioner or Deputy
Commissioner of Police and the Deputy Inspector General or
Superintendent of Police at other places. There will be no ceremonials
on such occasions and other officers and non-officials need not be
present.

1.8

GUARD OF HONOUR:- There should be no guard of honour or
ceremonial without proper clearance from the President’s Secretariat,
whether the visit is public, official or private.

1.9

OFFICIAL LINE UP AT THE LADDER FOR BOTH PUBLIC AND
OFFICIAL VISIT TO STATE CAPITAL:- The Reception / Seen Off line
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up during the visits of Hon’ble President to State / UTs has been
revised as under vide President’s Secretariat letter No.IV-17017 /19 /
2019-TS, Dated 3rd January, 2020. a0

(a) | Governor / LG / Administrator (incase of UT) AN
(b) | Chief Minister / Minister-in-waiting K
(c) | Union Ministers and State Ministers (case to case basis) e
(d) | Mayor o

(e) | Chief Secretary wA

(f) | Advisors to Governor (in case of Presidents’s rule, to be placed &$ per
their seniority) L

(g) | Advisors to Administrator (in case of UT, to be placed as per their
seniority) T

(n) | DGP / ADGP e

()

Divisional Commissioner or Principal Secretary (Cabinet coordirtation)
or Head of Protocol (min JS level) (to be decided by Chief Secretary)

0)

Reps of all three services (if there are establishments of the Defence
Services locally) only for the first visit to State Capital :

Senior most rep of Defence Services (if there are establishments of the
Defence Services locally ) for the official visit to State Capital or any
other place in the State.

Or

VICE PRESIDENT

2.1

OFFICIAL VISIT:- If the visit is to a State Capital, the Vice-President
should be received by the Governor, the Chief Minister, the Mayor, the
Chief Secretary and the Inspector General of Police.

2.2

If the visit is to town outside the State Capital, the Vice President
should be received and seen off by the Chief Minister or a Minister
nominated by him. The President of the local Zilla Prishad, the Mayor
or President of the local municipal body and the two senior most
executive and police officers of the district.

2.3

The above provisions will also apply in regard to the departure of the
Vice President.

2.4

If the Vice President is making a transit halt either at the State Capital
or any other place in the State, one executive ‘and one police officer
deputed by the State Government may be present to render such
assistance as may be necessary.

2.5

PRIVATE VISIT:- One executive and one police officer only should be
present on arrival and departure to render necessary assistance.

36




4

2.6°
" |\céremonial without proper clearance from the Vice President’s

GUARD OF HONOUR:- There should be no guard of honour or

Secretariat, whether the visit is official or private.

PRIME MINISTER

3.1 | OFFICIAL VISITS:- If the visit is to a State Capital, the Prime Minister

“should be received by the Governor, the Chief Minister, the Mayor, the
Chief Secretary and the Inspector General of Police. Members of the
State Council of Ministers or other officers (except those who have
- specific duties to perform) need not be present.

3.2

If the visit is to a town outside the State Capital, the Chief Minister or
a Minister nominated by the State Government, the President of the
local Zilla Parishad and the Mayor or President of the local municipal
body and the two senior —most executive and police officers of the
district only should be present to receive the Prime Minister. In
particular, the Governor need not be present.

3.3

The above provisions will apply also in regard to the departure of the
Prime Minister.

3.4

TRANSIT VISIT:- If the Prime Minister is making a transit halt at a
State Capital, the Chief Minister may, if he so desires, be present,
though it should normally not be necessary for him to do so. It is not
necessary for the Governor to be present unless the Prime Minister or
the Governor wish to have a few minutes talks with each other. One
executive and one Police officer deputed by the State Government may
be present to render such assistance as may be necessary.

3.5

If the Prime Minister is making a transit halt in a town outside the
State Capital, there is no need for the Chief Minister or any other
Minister to be present. One executive and one Police officer of the
district only should be present.

3.6

PRIVATE VISITS:- It is not necessary for the Governor or the Chief
Minister to be present unless the Prime Minister or the Governor or the
Chief Minister wish to have a few minutes talk with each other. One
executive and Police officer only should be present on arrival and
departure to render necessary assistance. '

3.7

GUARD OF HONOUR:- There should be no gﬁard of honour or
ceremonial without proper clearance from the Prime Minister’s

Secretariat, whether the visit is official or private. _
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ANNEXURE-4

ACTION POINTS FOR THE VISIT OF VVIP

Action Points |

Action By

Providing Airport Lounge and Handling of VVIP _Aircraft:

1. | Airport Authorities shall ensure
that the ceremonial is kept clean
and open during the arrival and
departure of the VVIP. 1. GENERAL MANAGER,
2. | Airport Authorities concerned to AIRPORT
ensure proper arrangements for the | 2. DEPUTY COMMISSIONER
movement and handling of VVIP |3 COMMISSIONER OF POLICE
Aircraft at the Airport. 4. SUPERINTENDENT OF
3. | Adequate security to BBJ Aircraft POLICE
shall be provided.
4. | Arrangements for refueling of
aircraft shall be done through I0C
authorities by the police.
5. | Accommodation and
Transportation (If required) and
Admin facilities for the BBJ Crew
shall be provided by the concerned
Deputy Commissioner.
II | Reception and Farewell Line up:

It shall be ensured that|1. DEPUTYCOMMISSIONER
dignitaries approved by the Vice | 2. COMMISSIONER OF POLICE
President’s Office only be allowed | 3, SUPERINTENDENT OF
to receive the VVIP at the airport POLICE.
and at the place of function. 4. ORGANISERS.

III | Vehicles for the Carcade:

1. | Bullet Proof Vehicle for the VIP to
be arranged by Police authorities | 1. DEPUTY COMMISSIONER

2. | DPAR (State protocol) shall provide 2. COMMISSIONER OF POLICE
required number of cars for the | 3. SUPERINTENDENT OF
carcade. POLICE

3. | Deputy Commissioner, shall | 4. DEPUTY SECRETARY,
provide additional vehicles DPAR (STATE PROTOCOL)

required for the VVIP visit.

These vehicles are required to report to the

concerned positively 48 hours before the

scheduled visit of VVIP

v

Maintenance of Roads

1.

All roads on which the VVIP moves
shall be free from pot holes and
humps and shall be kept neat and
tidy.

1. CORPORATION
COMMISSIONER
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2. | Concerned urban local bodies/Gram | 2. DEPUTY COMMISSIONER
Panchayats and the organizers shall | 3. COMMISSIONER OF POLICE
keep the place of function and its | 4. SUPERINTENDENT OF
surrounding area neat and clean. POLICE.

3. | Organizers in consultation with the | 5. ORGANISERS
police shall erect signage boards at
all places wherever necessary for
smooth movement of invitees and
dignitaries to the function

V | Uninterrupted Power Supply:

Concerned Escoms to
ensure uninterrupted power supply | 1. MD, ESCOM,
at the places of visit of the VVIP. |2. ORGANISERS
However Organisers will run the
programme on UPS.
VI | Food checking: .
Food checking at the places | 1. COMMISSIONER OF
of function and stay to be arranged. POLICE
2. SUPERINTENDENT OF |
POLICE.
3. DISTRICT HEALTH
OFFICER

VII | Medical Facilities:

1. | An exclusive special ward befitting
the status of the VVIP shall be
reserved in a Government Hospital
and also in a Good Private Hospital |1. DEPUTY COMMISSIONER
near the place of function 2. COMMISSIONER OF

2. |A fully equipped ambulance to be POLICE
provided in the carcade of the VVIP. |3. SUPERINTENDENT OF
In addition to normal medical POLICE
infrastructure, one cardiac (4. DISTRICT HEALTH
defibrillator and one oxygen cylinder OFFICER
with full accessories shall also be |5. DISTRICT SURGEON
made available in the ambulance.

3. | Sufficient quantities of blood shall
kept ready as per the Blood group of
the VVIP.

It is instructed that the doctors on duty be

briefed in writing to be ready at all times

till departure of the VVIP and details of

such doctors and specialists on duty be

furnished to the Deputy Commissioner and

also to the Commissioner of Police/

Superintendent of Police.

VIII | Telephone and Internet Connections at the place of function:
BSNL authorities shall set up

telephone / Hotline and Internet

'| connections at the place of function 2 [1. GM, BSNL

days in advance without fail. 2. DEPUTY COMMISSIONER

1. | Details of such connections made |3. COMMISSIONER OF
shall be typed in one single sheet and POLICE
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be furnished to the Deputy
Commissioner and also to the
Commissioner of Police/
Superintendent of Police 48 hours

before the scheduled visit of VVIP

It shall be ensured that the internet
services are at highest speed and are
in workable condition when installed
with the computer

4. SUPERINTENDENT .
POLICE e

OF

5. ORGANISERS

Detection Team at the places of visit
of the VVIP.

Arrangement of Bomb Disposal
Team at the places of visit of the VVIP.

Deployment of Bomb Disposal & Mine
Arrangement of Mine

Detection Teams:
1 .
2.

3‘

DEPUTY COMMISSIONER
COMMISSIONER OF
POLICE :
SUPERINTENDENT
POLICE

OF

Arrangement at the Function Site:

b’

Invitation, Dias plan, Minute to Minute
programme, Backdrop, stone /plaque,
if any unveiled shall be as approved by
the Prime Minister Office

The Organisers shall strictly adhere
to the programme as approved by the
office of the VVIP and there should
not be any deviation or delay in the

programme.

The Organisers shall also make
necessary arrangements at the place of
function as per the requirements of
VVIP

Organizers will set up air-conditioned
green room separately for the
Hon’ble Vice President and also for
the Governor and Chief Minister (in
case of their arrival) with sufficient
furniture and toilet facilities. It shall
insure that toilet is kept neat and
clean all the time.

Organizers will install CCTV at the
place of function as per the police
requirements. In case if it is not done
by the Organizers, then same thing
has to be done by Deputy
Commissioner and the cost shall be
recovered from the Organizers.

Deputy Commissioner, to ensure that
all the arrangements as above
including Green Room are arranged and
to submit a detail report on the same to
Chief Secretary well in advance

w b

B

DEPUTY COMMISSIONER
COMMISSIONER OF
POLICE
SUPERINTENDENT
POLICE.
ORGANISERS

OF

National Anthem at the Function:

It is to be ensured that the
functions at both the places should

1. DEPUTY COMMISSIONER
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commé¢nce and conclude with the | 2. COMMISSIONER OF
National Anthem. It is also to be POLICE
ensured that the National Anthem | 3. SUPERINTENDENT OF
should either be sung live or played live POLICE.
by the Police Band. In any case the | 4. ORGANISERS.
recorded track should not be played
out.
XII | Security Arrangements:
* | The State Police to make all
necessary security, traffic and| 1. DEPUTY COMMISSIONER
| bandobasth arrangements at the | 2. COMMISSIONER OF
places of visit of the VVIP. POLICE
* | The Fire Authorities to make all| 3. SUPERINTENDENT OF
necessary arrangements at the POLICE.
places of function. 4. DISTRICT FIRE OFFICER
* |The police will ensure that the | 5. EXECUTIVE ENGINEER
Organizer has obtained the following ,PWD
certificates 6. DEPUTY CHIEF
I | Stage fitness certificate from ELECTRICAL INSPECTOR
Executive Engineer PWD
Il | Fire safety certificate from District
Fire Officer
IIl | Electrical fitness certificate from
Deputy Chief Electrical Inspector.
XIII | Publicity Coverage:

The Director of Information
and Public Relations department and
the organizers of the function to| 1. DEPUTY COMMISSIONER
organize the publicity coverage of | 2. COMMISSIONER OF
the VVIP visit as per directions of the POLICE
Government issued from time to| 3. SUPERINTENDENT  OF
time. . POLICE. :

It is to be ensured that only | 4. DEPUTY DIRECTOR
authorized media personnel be INFORMATION & PUBLIC
invited. List of Details of such RELATION .
persons be handed over to the DEPT.ORGANISERS. .
Commissioner of Police o
/Superintendent of Police 3 days in
advance along-with a copy of the
photo identity and 2 photos, so that
the police authorities will issue
necessary passes for entry of
authorized press personnel.

Separate enclosure for the
publicity coverage shall be arranged
at the place of function without
obstructing the function.

XIv

Arrangement of lunch on board:

Air India/ Deputy Commissioner
shall arrange for lunch/Dinner
Board for the VIP and entourage during
the outward journey and snacks in the

‘Helicopter movement if any.

on-

1. DEPUTY COMMISSIONER
2. MANAGER,

CUTOMER
SERVICE, AIR INDIA.
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XV | Accommodation Plan:(If required)
Deputy Commissioner, in
consultation with Commissioner of
Police/Superintendent of Police shall | 1. DEPUTY COMMISSIONER
chart out the Accommodation plan | 2. COMMISSIONER OF
for VVIP and his entourage at POLICE .
‘Governement Guest houses/ Hotels | 3. SUPERINTENDENT OF
as per the requirement of VVIP office. POLICE.
Setting up of camp office at Place of
stay

Set up a camp office at place of stay
with all necessary logistics desired by the
VVIP’office.

a) | BSNL authorities should install
telephone and hotline connections 2
days in advance. Internet facility
with maximum speed should be
provided.

b) | The necessary logistics such as
computers with internet facility,
printer, fax, shrudder machine,
stationery items should be provided
and installed atleast two days in
advance at Place of Night halt and
stay. The necessary staffs required
for maintenance of the above should
be deployed.

c) |2 Stenographers and Data Entry
Operators each well-versed in English
and Hindi language shall be placed
for service at place of stay round the
clock by the Deputy Commissioner.
d) | All the detailed personnel shall be
issued with the security passes from
Police Authorities.

ANNEXURE - 5
Beon) FeoFo Ugme gengad serrre3odbs oD HU TR Ve AT,
30 BB IFFOT, FNSHRIRI WNR.. ‘

23903 RTOF O CFEDo YL00D Zr3efe3 Air HQ / 25654 / 21 / Accts / Aircrew,
BT00T: 12.07.2018 a3y, ID No: 9(12) / 2018 / AF(P&W) 01 May 201938¢), LTI 3035
TOR,, BN, BVTOOR,, B SNYY, TP sHoIneh, Ogme Aede30d / D Doy 233300 /
g U A2¥eIT / TFe QeRBR ROWODIT HD0H PTONY oAt eI,
3TN RIT DT BRYy5 TONH DeIOSE BT F0YT 22,0DNPR WBNBTOMES LW, 8333
H3), TOR 353,00 233, WY 3323,533), BCOW RTFrOW TP 3e3A0TI
2 OTBODHO) B FYTOR 30N ARV NF VAT TR, B AN RPWATIZVT.
1 | 3¢or, Bgse BeIoslodd) BRTRATIE SeneRPBNY S FYNT03THIT3.

a) | General Guidelines

42



State Government should forward the bills to this Directorate for
reimbursement immediately after the visit of VVIP/VIP, preferably
within one month so that the bills can be paid within the financial year.

Air Crew bills pertaining to the visit of the President, the Vice-
President, the Prime Minister, and the Defence Minister/Minister of
State for Defence/Deputy Defence Minister and senior service /
Civilian Officers connected with the defence Organisation only are to
be forwarded to this office.

iii)

A copy of the Tour programme of VIP/VVIP must be enclosed along
with the bills.

iv)

The Reasonability Certificate duly signed by the protocol officer must
be annexed with the bills.

b)

Hotel Bills

i)

The names of the aircrew and total numbar of aircrew for whom special
arrangements have been made should agree with the names and
numbers as per the M T Proforma.

ii)

Hotel bills in respect of the Liaison officers of the VIP / VVIP are not to
be forwarded to this office.

iii)

A certificate is to be endorsed by the state protocol /State Department

1 on boarding, loading and transport bills that amount charged /claimed

are reasonable and are in connection with the official purposes of the
VIP fight.

iv)

The total number of breakfast, lunch and dinner billed should agree
with the number of aircrew involved and their total number of days
spent at the halting station.

Items of non essential nature are not to be included in the hotel bills
i.e items like, Cigarettes, soda, soft drinks, fruit juices, laundry
charges, liquor, beer, telephone charges (other than official) etc. The
charges for the same are to be recovered from the concerned aircrew
before checking out/ leaving the Hotels. The hotel management should
be clearly briefed that the Government of India does not accept any
liability to clear such bills.

Sub vouchers showing the details of items served are tb be attached
with the hotel bills or details of items served should be clearly given.

The bills should be clearly signed by the aircrew concerned with their
full particulars (e.g. Service no, rank, name and Unit) in the guest
signature column.

The hotel bills should be counter signed by the captain of the aircraft

Hotel / Transport bills should be only for the day/days of the visit
and at the most for one additional day immediately preceding the
visit of the VIP

The summary of bills indicating the total expenditure incurred duly
signed by the protocol officers must be enclosed along with the bills.

b)

Transport Bills

I)

The total mileage charged in transport bills should tally with the total
mileage as given on the M T Proforma.
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II) | Distance between airport and the place of stay of the aircrew should
be given in the M T Proforma.

[

III) | There should be no variation between the mileage for different
vehicles in respect of the same journey. o

IV) | The rates charges should not exceed the rates prescribed by the Road
transport authority (RTO). A certificate to this effect may be éndorsed
in the bills.

V) | The transport bills should be duly signed by the captain of the
aircraft and also certified by the protocol Officer. N

2. B 0,0 NEF0s3Mees0 FeOART eI, MDA DUBRY; TN ORI B33
F908T AW 0DNPR WBWARRMET eeél, 388 DI, DT HBse3R,0D 323, W AP, 8
BRI NERLBONTOD B3R 9W0G-68C). B e23ATVE SeRIONE), TN
B0, SehedAthE Iedere =8, Accommodation Certificate, Reasonability
Certificate s03), 200507 29303 3TN et Hwe> MT Proforma, Hotel Bills
and Vouchersneleodn &jmes383030m0, Ae3R0%9 (002 de30,2300) To3rt B RIHT0.

MT Proforma Sehec30ha, e9:332053-70¢). |EeoNss.

ANNEXURE - 6

FORMATE IN WHICH REIMBURSEMENT OF HOTEL BILLS OF AIRCREWS
DEPLOYED ON THE VIP FLIGHTS SHALL BE PREPARED

Sl.No No of Ran | Name of the | Hotel | Durati | Bill | Amou | Flagge
Aircrew / k Aircrew / in on of No nt d at
Groundcrew Groundcre | whic Stay
in MT w h
proforma staye
d

Signature of the Deputy Commissioner / Protocol Officer with office seal

CERTIFICATE
“The details have been thoroughly checked with their respective
records/documents and found correct. All other documents have been checked
properly”
Signature of the Deputy Commissioner / Protocol Officer with office seal

ACCOMMODATION CERTIFICATE
“This is to certify that due to non-availability of suitable and adequate

accommodation in Government Guest House, the arrangements for stay of crew
members were made at-------- (Hotel Name and Place) as per their entitlement”.

Signature of the Deputy Commissioner / Protocol Officer with office seal
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; REASONABILITY CERTIFICATE
“This is to certify that the expenditure charged in these bills amounting

to Rupees ............cu......... (in words) are reasonable and are in connection with
the official -purpose of the visit of Hon’ble President/Vice President/Prime
Minister of Indla to ..ooeeeel (place of visit) on................... (date of visit) ”

Signature of the Dep
uty Commissioner / Protocol Officer with office seal

BANK ACCOUNT PARTICULARS

a | Name of the Bank

b [ Branch Address

¢ | Name / Designation of
the Account Holder

d | Account Number

‘e | IFSC Code

Signature of the Deputy Commissioner / Protocol Officer with office seal

ANNEXURE - 7
MT PROFORMA

1. | Aircraft type and No. of Aircraft
VVIP / VIP carried

Designation in full)

Authority (with reference and
date)

2. Place visited by VVIP / VIP

Departure Arrival Place of Stay
Date / Time / Date / Time / e,
Place.............. Place.............

3. | Transport arrangements made for the Aircrew

a) | Whether provided by State Govt. /
Service

b) | Whether provided by State owned
transport
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Details of journey performed in the transport provided by the State Govt:

Date | Type of | No. of Details of Distance No. of | Purpose
Vehicle | Vehicle journey (one way crew
From To in Km) | travelled
4. | Accommodation:-
a) | Certified that accommodation was provided at
b) | The Accommodation was satisfactory/ Unsatisfactory (If unsatisfactory
give reasons):-
o T P P PP PP PPPPPRPPPRITTRLIISLLL,
ii. | Alternative accommodation was asked for and was provided / not
provided by State
A e ettt e e et eaaeeeeaeetaaaeeeaase e aabeaaeeatateiotatttatteatttocetatotaatteannettet
i | The alternate accommodation was satisfactory / unsatisfactory (if
unsatisfactory give
=YY 0 1) FETT T O TR O PP PP P PP PP PP PP PPPP PP T RS LI P OITLLLLLLLLLLL
5. Crew Details:
Sl Ser. No Rank Name Trade Unit
No
6. Certified that the above details are correct.
Sign of Liaison / Protocol | Signature of
Officer.......cccooo..... Captain......cooceeereeccniiannnes
NAIE: e etineereneneeerneeiinensanaeenesetinseansasas NAITIE: enrieeeeerneeniiinrraeanseciotiirnees
(In Block Letter)
(In Block Letter)
Designation.........oevvveeeiiiiiniiieneieen RanK....ocovvvrireiiieiiiiiiiieneeeeeanisiinenns
| 5541 AT PRR
| D LY 1 - LU S USPPPPRT PP PPN DAt iuriiiiiiieeiiiieiraiiaeeeeieens
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No. 15/10/2005-Public
Government of India / Bharat Sarkar
Ministry of Home Affairs / Grih Mantralaya

North Block, New Delhi
Dated the 27t Septemhes, 2005,

To,
Shri Mohamed Allam K.
Under Secretary (D.P.A.R. (Political))
Government of Karnataka
Karnataka Government Secretariat
Vidhana Soudha, Bangalore

Subject: Presiding over the Flag hoisting functions by MLAs on
Independence Day & Republic Day - reg.

Sir,

I am directed to refer to your letter number DPAR 60 HCR 2005, dated the
11t August, 2005 on the subject mentioned above and to say that the instructions
issued by Ministry of Home Affairs on the eve of Republic Day / Independence Day
relate to flag hoisting ceremony only (including presentation of guard of honour
and speech by the dignitary unfurling the national flag). The instructions envisage
ceremonial hoisting of the national flag by Minister / Commissioner / District
Magistrate / Sub Divisional Magistrate Sarpanch at District / Sub-Division /
Block / Panchayat level at the 'official' function. As regards other functions at local
levels, it is for the concerned State Governments to decide the manner in which
such functions are to be organized (including the dignitaries who should preside
over such functions).

Yours faithfully,

S.K. Bhatnagar
Deputy Secretary to the Govt. of India
Tel. No. 23092035

102



Foordds XForv
Xo83s: AesxdQ 71 Tavwes 2005 FOOFEIT ATIEFTT R23aT0O0D),

DO AT,
Wonees), DT00F:26.10.2005
OIDT,B 8,03
dRd: 20g3-oﬁc TR BB, 23053539 Fedd30D 3673 FCDAD)S Bepes,
1.

* k k k &k

2003-043¢ AOT IIFET IPS [OBRIS B, LTI RS
BR90%:09.02.2004 BOLDH NBTIE T[ODOHE), Bt FH¥FOROI dgeTay, FeRTIE3.

‘BOY,, IIOAB aDI), MY TOFADS eHE T3 IFoFD FTOORNE FRINF I,
JBRERN Rerm, BBBHNY SITIEO3 B0y FOBIENYE), 24 Ro&NY
ReDHOBOTTOTTN, TRBTS DRCTIN Bern) Re3a3Tone? TR T, BRODFELOT
PODFFRING, [SBRIFTO3  Te@en  eDTONLR oW =SSO
BRTDVR HROT ROJIER, eIODTONONO <D TONEFEDNF,
OTFFPIF N SBREN DIy, 9PTONSR &.Lead FORFOINF I, FOTIER
TR, BTN D3I, 3TN BWYBNTR, TV TORTOR ZeNDRITO3
TOBEN TTTI YQBOITHES IDASNY R, BT pTONS)
Red3ODH NedF, 0w, VBT BOMREHN FLOD ToRTTHNSR 3359,
BIBrieh [aHoDT, ROOPEN INJE DIy, B|OWT)  ROWIEATE).
TIODF FaDred ST aee3 550, BYFNeh FoRTT B, ATCIHTBOOT 5,20
ZRITONE) B 2,00 DwF0E WK, BTLF0R VO OFRAINEOHO)
H,PL0D PTONTI, oMes307, 3oen IR, 3 T2eIE3 2R odhwe BT,
Re30OD MeDIT, 30T B 2,08 2FTT, AOWOLITEY, Tont eI, s3I,
FOR DT FTFD FODEFEINF, SWBReR, HDTONRSR FOR,
2O WOV RO TOBeIT,ETL BARIE TNt ReDI0I sNEEIES
ABHFOWD  BOITWO)  PTONY  ReDIOHE),  FPDTaTON  aSed)
RRPOBIDT.

1 2,00 20T Wi, Feddd BROOTRON 2328, BeX, :OJNYH 3D,
3D, RGNS, DIy, FLINYe) XvoeD FTOODEFRINTI), 3D, oo,
OTROTIMNH0Z FOW A,SDOTW BeTaed BOWP0IT 9DTIONRYR "
333 BOTT) FOBPFNFE), Bah, B3/t 3eNAT T[OH DEZ YOI
RNTFD BTOODFFINTS), ISBIWTOD es3dRIYBET OB RLCOD
FoRTOINLT BOZB ToODEFEHNYE), LMo RT,NBOIT TO,S ST3,0I3,
LDTON) BFERFA), Ae0BET BORS 2011, FeNIOH Mah BOIR. 2e3 0%
035033 FDOUR.BT O359e3 Meyed FWOFIAN IO O3VITH FTTO FOODEFEDaI™,
SBDRBT, DI, ©0IB IO TADFFFINYS), L0 e,
uIROL;0DD),  grerialdRen DI ©@o3®W  FOIETEHNRH B,
FOOHTOOOIDN 0B), PRI 30N SBRISOTorten D3I, 03 INSON
TOODF TN, B LoD ToRTINF LT 2Ione3%0 R0 Foren DD, B LAD
VRTONPT O3BV TODE BN, OFrRPETON SBRED RO

103



ITo8 en3deien WSTINAPTO0T DI, RO, DEE opTONRENR
DT F0E STONE RAWNFRD, BEERN TR ©NB5a300 ETAV WA
93503 23tTNTIHBO0E, C30HTK Ve, FIORI H3), Moed JVOWCHS
&G RTFD  TPODEFHEINT, ohBR 03PN SBRLD VYR, DET
oDTONRPR  Febedoyd  Irdade DPRS,03 WOV, 7, IR
Badhodsmsedad), BEe,00weN BRWIT0I DI, OBtoeN 24 no&dcdeyn
RFoED  ReoOoPnTR), SBRYDE NI HOTTVRLT ROTYREIE
DR, TOTWTE 93333 YOIHTWOOT eI, B03% DRLT® ATFD
R500PNY, SBRITO0R BT3P eI, B LoD ZoRBNSR
Re3000231ee). ene3tREN 953503 ANT BT, QO3B TTOITIE) BTN
FyBOcenieen WIFFn WARTEI, 3, RN TBRLR,0 KToFT ‘8035 RO
X300 0LNTR, SBRED FIR, 7 DBANY FoRTHOD, AN Sy, AFFT
D Dowe Fene BB, R, R, DT oDTONPR TeBeK
T HRIFTOTD DFTRY, 3003 X"

RN 30D BHROS DT, F0R; Xe3eSTINY BB 302303 BEC0IING.

38:
05 eI, RWBTNY €35, FoOFBIENOR

&éo/-
(BPTBT® 9390 F)
RTFOT DS ToODEBIE
23824 (092:3¢0)

104



#mr%’ %‘as‘d

B083s: AesKIQ 62 Toves 2005 FOOFEST ATOFTVTI 23T,
(AQ\'\;W (’Dma ﬁaﬁ,
. Bon«ed), HT0F05-09-2005
o deee
Qawkbfﬁcial Dealings between the Administration and Members of Parliament

-and State Legislatures-Observance of Proper Procedure-Invitation to Public
- _ functions.

emdfab 1. FCOTY RBETT Nz.zg OB, FITIEBT BWOTNBRTINE (320,00 DI,
302363) BeIRBOD ATKEBBT BeFO 0, B BF) R035:11013/2/2000-
ESTT(A) DT00F : 25.8.2000.

2. FEOTY ATETTI nggo& RO BT BDOTDFERTVINY (12,0 DI,
sdzicé) YRBOD AWEJTT FeFHD o, BS B3 F0LBs: 11013/6/2005-
ESTT(A) DT90%:27.6.2005.

* k k k k

RFFOE B30T HDTJEDRAIZTVE Ree00Pynen, F0RFT* IWR;0d Tone
TORTOINY ), FT,00e00N €350, DR FToNe 9530 BATINTRD, €350, J3BNYe),
TN TNR RORT AWR;T) TN LIPS DOBOTW AWROCINDT 3560,
BYBNY, RPWELRI0TON INARE WK, DWITDRATRNDTOE, SARST
BBRAT, OBERRE W, BT I3RS / OB 259, B/esTXINTE).
srenell TRWRTING.

33060,0@ VeI LN (1) a3y, ()0 FEOT) RTOETE BLID o, B BIT 3T,
QBBodN ORGAT. FLOW) FWeTeOONT A2),00 FOTEHT VOTNZPTINT) eH3I),
0dTY0d T3 BLRABOD (A2),00 DI, 3T238) FeFD 229, BIT03 ol SetTALe
xcm,sdm@ﬁ NP GO THOBOTW BWRTINLT BT D RadooB0PnYe), €350, )R
dTF0ET), WORIWOZ  ROWOFREI, DY, PTONLRE  TéER,N
RPWBAING.

(RRATJRHT® 9390 F)
RBF O DL FoODEFWAE
Ae3RY (T2 3COD)

105 -



No. 11013/6/2005-Estt.(A)
Government of India
Ministry of Personnel. P.G & Pensions
(Department of, Personnel & Training).

New Delhi,
Dated the 27th June, 2005,

OFFICE MEMORANDUM

Subject: Official dealings between the Administration and Members of
Parliament and State Legislatures-Observance of proper
procedure-Invitation to public functions.

The undersigned is directed to refer to this Department's O.M. No:
11013/2/2000-Estt. (A) dated 25t August, 2000(copy enclosed) on the subject
mentioned above wherein Ministries/ Departments were requested to ensure that
Members of Parliament/State Legislatures of the area are invariably invited to
public functions organised by a Government office and that proper and
comfortable seating arrangements at public functions should be made for the
Members. These Instructions also provide that intimations/invitations regarding
public meetings/functions should be sent through speedier modes or
communication and devices to the MPs so that these are received by them well in
time. The receipt of the intimation by the Member was required to be confirmed by
the officer/official concerned.

2. The Secretary General, Lok Sabha has pointed out that despite these
instructions, complaints have been received from the Members of Parliament that
they are not invited to the functions held by Government agencies in the MPs
Parliamentary constituencies. Hon’ble Speaker has desired the Ministry of
Personnel, Public Grievances and Pensions to take up the matter with all the
Ministries /Departments/Government functionaries. It needs to be reiterated that
Members of Parliament/State Legislatures of the area should be invariably invited
to public functions organized by Government Departments, their Subordinate
Offices and Public Undertakings under those Departments and intimation
regarding such public meetings/functions should be sent to the Members
concerned well in advance. It may also be ensured that receipt of such intimation
by the Members is confirmed by the officer/official concerned. Such functions
should be held, as far as possible, when Parliament is not in session.

3. All Ministries/Departments are again requested to ensure that the
instructions referred to above are scrupulously followed in letter and spirit by all
concerned which should leave no room for complaints by the Members of
Parliament in the future.

Sd/-
(HARI KUMAR)
Director (E-II)
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No. 11013/2/2000-Estt.(A)
Government of India
Ministry of Personnel. P.G & Pensions
(Department of, Personnel & Training).

New Delhi,
Dated the 25t August, 2000,

OFFICE MEMORANDUM

Subject: Official dealings between the Administration and Members of
Parliament and State Legislatures-Observance of proper
procedure.

The undersigned is directed to refer to this Department's O.M. of even No.
dated 23 May, 2000 on the subject mentioned above wherein a gist of the
previous instructions on the subject matter has been reiterated. In Para 2(v) it has
been specified that Members of Parliament/State Legislature of the area are to be
invariably invited to public functions organised by a Government office and that
proper and comfortable seating arrangements at public functions should be made
for the Members who appear above the officers of the rank of Secretaries to the
Government of India in the Warrant of Precedence. In the context of a notice of
question of privilege given by an Hon. Member of Parliament that he was not sent
the invitation to a public function in advance, the Hon. Speaker, Lok Sabha desired
that the requisite instructions/guidelines be reiterated with suitable amendments.
In order to ensure that the same are strictly adhered to in the right spirit, by the
concerned executive functionaries.

2. Attention of the Ministries/Departments is invited in this connection to
Ministry of Home Affair's OM No. 25/6/68-Ests. (A) dated 27.3.1968
wherein it has been emphasised that where any meeting convened by the
Government is to be attended by members of Parliament, special care
should be taken to see that notice is given to them in good time regarding
the date, time, venue etc., of the meeting, and it should be ensured that
there is no slip in any matter of detail, however, minor it may be.
Ministries/Departments are, therefore, requested to ensure that-

(i) intimations regarding public meetings/functions be sent through
speedier communication devices to the Hon’ble Members, so that
they are received by them well in time.

(i) It may also be ensured that receipt of intimation by the Member is
confirmed by the officer/ official concerned.

3. It is requested that the above instructions may be brought to the notice of
all concerned for strict compliance.

Sd/-
(SMT. S BANDOPADHYAY)
Director
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MINISTER OF STATE FOR PERSONNEL
PUBLIC GRIEVANCES & PENSIONS
AND PARLIAMENTARY AFFAIRS
GOVERNMENT OF INDIA

20.09.2005
Dear Shri Dharam Singhji.
We have been receiving references from the Members of Parliament

regarding delay in responding to their letters. This issue has been repeatedly raised
within and outside the Parliament. o

Guidelines laid down in the Central Secretariat Manual of Office Procedure
for handling the communications received from the Members of Parliameérit specify
that such ‘communications should be attended to promptly and acknowledged
within 15 days, followed by a reply within the next 15 days. In cases where delay
is anticipated, an interim reply should be given indicating the possible ‘date for a
final reply. This is to ensure that prompt attention is given to the communications
received from the Members of Parliament.

As the complaint of delayed responses to the letters of Members of the
" Parliament are regularly being received. I would be grateful if you could issue
suitable instructions to ensure prompt reply to the letters of the Members of
Parliament. In this regard, you may also like to consider setting up of mechanism
to constantly monitor progress in disposal of references received from the Members
of the Parliament.

With regards,

Yours Sincerely,

- sd/-
(SURESH PACHOURI)
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No. 2/9/2001 - Public
Government of India / Bharat Sarkar
Ministry of Home Affairs / Grih Mantralaya

0 New Delhi,
Dated the 9t January, 2002
TO, Mty

All State Govérnments
All Governments /Administrations of Union Territories
Subject. Celebrations on the Republic Day, 26t January, 2002.

Sir, c

I am directed to enclose a copy of this Ministry's Office Memorandum No.
2/9/2001-Public dated: 9.1.2002 on the subject noted above for information of
the State Governments/Administrations of Union Territories. The Government of
India hope that the State Governments etc., will issue appropriate instructions to
ensure that the Republic Day (26th January 2002) is suitably celebrated
throughout the country keeping in view the need for effecting economy in the
expenditure. The Ministry of Defence have issued standing instructions to the local
Defence authorities to extend all facilities and Co-operation to the Civil Authorities.

Yours faithfully,

G.B. Singh
Under Secretary to the Govt. of India
Tel: 3012421

No. 2/9/2001-Public Dated, the 9th January, 2002

Copy with 30 spare copies, forwarded to the Ministry of Defence
(D-Ceremonials), South Block, New Delhi.

G.B. Singh
Under Secretary to the Govt. of India

Tel: 3012421

No. 2/9/2001-Public Dated, the 9th January, 2002
Copy, for information and necessary action, to the Secretary to the Governor
/ Lt. Governor of all States/UT Administrations.

G.B. Singh

Under Secretary to the Govt. of India
Tel: 3012421
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No. 2/9/2001 - Public i
Government of India / Bharat Sarkar AHER
Ministry of Home Affairs / Grih Mantralaya w5
i
New Delhi, - -,
Dated the 9t January;.2002

OFFICE MEMORANDUM T

Subject: Republic Day Ceremony, 2002.
’ :':

The undersigned is directed to say that the following will be the pattern of
Celebrations in Delhi on the forthcomlng Republic Day i.e. 26th January, 2002.-

RN

1. On the morning of 26t January 2002, the Prime Minister will lay a wreath
at the Amar Jawan Jyoti at India Gate as in the past. An Inter—Semces
Guard will give national salute and, thereafter, two minutes sﬂence will be
observed. War widows and the children of war casua1t1es will be seated in
a special enclosure near India Gate. '

2. The President will drive in State to Rajpath and take the salute at a
ceremonial march past which will consist of units drawn from Para
Military forces and other Auxiliary Civil Forces, National Cadet Corps,
National Service Scheme and also a contingent of Ex-servicemen. As in the
past, BSF Camel contingent will be included in the Parade.

3. 4 Helicopters would'pr‘eCede the Parade Commander, two of which would
shower rose petals over the spectators at Ra_]path the third will fly the
National Flag and fm:rrth an Inter-Service Ensign."

4. 28 tableaux from vanous States and Central Government Departments on
developmental cultural and historical themes w111 be participating in this
year's Repubhc Day Parade Some of the tableaux on cultural themes will

have 1ntegrated folk dances "

5. As usual, Natlonal Bravery Award winning chlldrpn (21 (4 posthumous)
this year) seated on elephants will also form part, of the cultural pageant.
As regards chlldrens items, apart from 7 items of children from Delhi
schools, one group of chlldren from each of the ﬁ Zonal Cultural Centers
viz., West Zone Cultural Centre and East Zone Cultural Centre will also
form the part of the chﬂdren s component of the Parade Each group of
children will give a performance of about 2. 5 rmnutes in front of the
Presidential dais.

6. After the National Anthem and before the departure of the President,
balloons of three colours of the ‘National Flag would be released from three
booths at different locations at Rajpath set up for the purpose. Some
balloons will be released on QSrd January, 2(502 also. A brief flypast

i
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subject to weather conditions at the end will provide grand final to the
Republic Day Parade.

7. On behalf of the Government of India, 52 Tribal guests from various parts
of the country have been invited to witness the Republic Day Celebrations,
2002 in Delhi. These representatives and Tableaux Artists will call on the
President, the Vice President, the Prime Minister and the Minister for
Tribal Affairs and will be taken on sightseeing tours in and around Delhi.

8. A reception on a restricted scale will be held at RashtraPati Bhavan on
26th January, 2002 to which prominent members of the Public, the
Dlplo‘matlc Corps and the Senior Government Officials will be invited.

9. Runmng trophy will be awarded for the best marching contingent from
amongst the marching contingents of the Para Military Forces / Police.

10.The tableaux and the school children's items will continue to be adjudged
on merit for first, second and third prizes.

11.The school children participating in the Republic Day Parade will be
presented with souvenirs and certificates in token of their participation.

12.A Full Dress Rehearsal of the Republic Day Parade will be held on 23rd
January, 2002. Entry to the seating enclosures on either side of the
Rajpath on this occasion will be regulated by admit cards to be issued by
the Ministry of Defence.

13.As in the past, admission to the seating enclosures for the Republic Day
Parade, 2002 will be regulated partly by priced tickets and partly by
invitations / admit cards. Invitation cards will be issued to such category
as State Guests, persons included in the Warrant of Precedence (including
Members of Parhament), members of Press corps, Defence and Police
Personnel, Public’ Servants of entitled categories and their spouses. Entry
of all others to the seating enclosures for the Republic Day Parade will be
regulated on the basis of priced tickets of the denominations of Rs. 10/-,
Rs. 50/-, Rs. 100/- and Rs. 200/-(seats in Rs. 100/- and Rs. 200/-
denominations will be earmarked).

Invitation and admit card holders will be allowed to bring their children
below 10 years of age. The children will be seated on the durries in front
of the seating enclosures The existing facility given to the general public to
witness the Parade, except in the area on Rajpath between Rafi Marg and
Man Singh Road, where admission is regulated by priced tickets and
invitations/admit cards, will be continued.

The duration of the Republic Day Parade, 2002 will be about 100
minutes.

. 14.A Hindi Kavi Sammelan, Urdu Mushaira and Punjabi Kavi Darbar will be
organised by the Government of National Capital Territory of Delhi as in
the past.
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15.Beating Retreat will be organised at Vijay Chowk on the following dates:
27th January, 2002 (Full Dress Rehearsal)
28th January, 2002 (Special Show)
29th January, 2002 (Actual Ceremony)
There will be illumination of the buildings visible from Vijay Chawk, viz.,
Rashtrapati Bhavan, North and South Blocks and Parliament House and puildings

on both sides of Rajpath. These buildings will be illuminated on 29th.January,
2002 from 6.00p.m. to 10p.m. RN

The Ministry of External Affairs are requested to issue suitable instructions
L,
to the Indian Missions / Posts etc., abroad. '

G.B. Singh .-
Under Secretary to the Govt. of India
Tel: 3012421 |, .
To,
All Ministers / Departments of the Government of India. :
No. 2/9/2001-Public New Delhi, 9th January, 2002

Copy forwarded for information to:-

1. The President's Secretariat

The Vice President Secretariat . ’

The Prime Minister's Office

Cabinet Secretariat

Lok Sabha Secretariat

Rajya Sabha Secretariat

The Registrar, Supreme Court of India

Comptroller and Auditor General of India

Central Vigilance Commission

10.Union Public Service Commission

11.All Attached and Subordinate Offices and Commissions etc., of the
Ministry of Home Affairs / Department of Personnel & Training

12.Deputy Principal Information Officer, MHA

13.Secretariat for Commemoration of 50th Anniversary of India's
Independence, Vignan Bhavan Annexe, New Delhi

14.All Officers / Sections / Desks of the Ministry of Home Affairs and DoPT.

e S o

G.B. Singh

Under Secretary to the Govt. of India
Tel: 3012421
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" No. 2/7/95 - Public
A Government of India / Bharat Sarkar
Ministry of Home Affairs / Grih Mantralaya

North Block, New Delhi,
Dated the 28t February, 2002

To,

Shri S.V. Sifyanarayana Murthy

Under Secretary to the Govt. of Karnataka
D.P.A.R. (Political)

Vidhana Soudha, Bangalore, Karnataka

Sui):i’éct: Independence Day and Republic Day Celebrations-reg.
Sir,

I am directed to refer to your letter No. DPAR 24 HCR 96, dated 24.2.2002
on the subject mentioned above and to enclose a copy of the instructions issued
by this Ministry for Independence Day celebration. These instructions provide that
the flag should be unfurled on this occasion by a Minister / Commissioner /
District Magistrate at District level, by a Minister / Sub Divisional Magistrate at
Sub Divisional level / Block level and by the Sarpanch/ village Head-man at
Panchayat Head Quarter level. It is further clarified that the senior most of the
officials / dignitaries specified above and present at the ceremony should unfurl
the flag..

Yours faithfully,

G.B. Singh
Under Secretary to the Govt. of India
Tel: 3012421

212

5
[R8 29

115 .



Bordld Jooro

R0g3s: AesEyQ 50 ToToes 2001 Fooreds 3&?63 RBIJ/ILHOY,

zson%do,%amo#éo-og-zom
H3pge

DROD: RORT® RER0 TN Uots; PR sHORBOT FWRO00 WO RIridn
V3T R Wi,
evelea: 1. DF0%:19.5.750 930 #,3 238,553 R0 22l 4 DT DT 75.
2. DT90%:20.3.980 A3 Rfe3 BomS;:Ae3x0%7 2 UpUoes 98. v
3. DR90%:1.3.20000 B3eLe3 B0B;:Ae3m>g 2 UaUes 2000

BTV0T:19.5.750 90,3 WA BIIC), BORI* WA;0 MR Dot IO sHORTI
RER008 word IINOR de@eX AL£E,3 NHRBIFTWE, ©o3I® JINY,
222, DTAN0T [OBOR, AT DELE), shd)y 3DFeTN eaINOn v3DRITLOD
RABIoD, At@BeoNd, BORF ABHB eHI), Uy IR OB REIEDD,
BRBEE BRSNS sHIy, TBXFOE RAOODH HBIL dWAHAOR BoWOPATIOS,
T0%03 NI, 0% LOINYR, TAOMPN, LPTIONY) 03B DTONFD, 30n
WENRIBOE ROTKBOR LS ROBLPENVE), 9530 BeOTOD, 30R,0AT Seren
0,3 LPTONPOE BAWFINYD, B SBoDHeXFTor) B RAWROING.

2. BT0:20.3.988 Br3efe30he), BORI® REIR;00T Tone FoATRNRPLORW 2ou BInLn
BRBEE A L83 HBITE.OIS e, BINONL 3560 2030 NBLHFTOTD BoL3ReTONT.
030 AtBe IBWWE), sDG3;030 ewddadndy, FTehdd, 20385 I T[T, D,
DINERTMN At@eIarhad30nd shiE;030 ndsne), 3PFen FEd IncHRrewha3o3
RPVBRING.

3. DTP0T:1.320000 3L RosdAesady 2 UoT0es 200006), & RNAWINT,
DTCHEDR, RTOETES 3030T) a0 Y, TOODFTBAETEH T BV TIVX, TN,
3, LT, WYBRRNI deR), HTONR) e A2,0D0 JINF DI, ATFODI
AN BR,TTRIE DI, ROR N, OB ABED D3I, ZRFAINY B WIWN,
30,08 BAWINT, T, ohaen @edRen D FHRAW303 BTN,

4. RORT TONA GOSN HOBWOW BWARH0W 20 BINLR AoWoPATIOI errenieX
QLRTIE BAWINT, RHT0* et DRIF, s30c; FORT REIR;CNEH TN o
FOBOT BWR00NeD OB BINPR BoOGFBEL03 esgYne sdxe3 XFoFTeY FHIPORW
FEHT VT, ROWOPHAE BRB0hH FPes FooDFTDF: FooDFWAFHeh eogese
YTV NV ROINED (e303NTA): ICHREITD, &3;370,WF JTXFITAD) A I 03T
ALRBITOLD RPAWRONE Horte RNORI ABXCNYH HI), s Horded
ATROINPOT WOW JInY A £5)3: HRAOE T3 I0NTD, Ty3LT oY~Frf oun I}
DDA DI oRLIFTOBL KX BR2¥RIONG.

NT.0). BB ;D000 sHRIF

REF UL QS ToODFTAF
Ae3R)Y (0o28¢00)

116



#mr m:—‘d :

K0835: AesRry 24 DoU0es 2001 FooF T ATOFTT A3,
DR AP,
O oneed), BHT0F:02-03-2002
1A VoY (5]

RTOED. 63733 BoLBy: e3R8 9 ToToes 2001, DIVOF: 12.7.20013 35363 250NT 2:3¢
FORTOD 33, FOJIE), TehedATIE "2DTEH FLI3 DDFR@IONTE F90E" DOW
TERONR TN "D TV BLIja)) 03T FoR BT ADER,ZONTT ToTE" DOTD 8B,
L.DBRYIBT,.

BOOEEIT D2s,a3000 e3T3tTo0%0
D3, 9330 BROIE),

DT%.8). BB;7000000 sH3F

RTFOT 9P FToONFTIE
A3 (092 3¢03)

117



P T ——

RO, Aesxyyw 10 ToToes 2002 TOOEEIT S’m%dw RIeITOOD,

30nLR0), BT0F:25-02-2002
3Rt

ABRBOD: ATFVE W3ONOW HDJVERRIT Tod, L0 Tone Tos D&
xmdowm?ﬁ FORTOINYR), €589 RIS WIS,
epelge: Caaaos 25.8.19970 e95T,3 3 RO BRDEST* 17 DT DT,

mmoﬁ 8.2.1985T est3¢3 Noaﬁ,s DADE3T* 119 AT DTS 84.
DT0%: 8.1.19920 25,3 z%a,'e:% Noss,s 2e3%>% 18 To00eEs 91.
BT00F: 15.1.930 X33 BOB;: AesXH| 2 o 93.
DT0B:17.4.20000 RFoE 0T m:ifaw R0835:2e3807 29 Uo09es
2000.
DT00F:12.7.200108 XTor O3 €333 K0835:2e3%>%9 09 ToTees 2001.

o vnhwn

BRI BE), DTN FBAPNTE FORT BTWA;0, IPox JORIS IWA0
D3, T BPOD RBROD A,Se) RDIBI S ONT), 9e30) AOTEWIT TONR
e3TBP3 33533R,03 STBIES a3 T0J) BRI TT.

RTFO0E W3AOW HNJEDRRIZTNE RaeTBoPNe, RVOoRZ® RWR;TY ne
TORTOI, TT3,000N TR ToNe &30 BVRICINYR, &ToS IR,
QYR TN TORI® BBR;B aDB), Toss IGOS sDOBOT RWRVINST €359,
BIYTNPT), FTHHADITR),; DWIBRABANITBOE, S3IIE  353R,003), RO
De3ade), WR@IT03 ene3fNI T3 : PTFI o B Iy, IFFOLS esdwc:s@m
RPAWBRIING.

Q3B DPOS TORIS AWR;OoNeH, ABFOR V30T  DOTJFRRISTS
Ra0e00LPNPR e, e5Bo,MRIZFI0WD Tonte Ia, BACKD, 3TN BYTODE),
FOYART PTONY) PCHDOT ISBATZRMEIE JRVBODERI, IBITE), BI9Ss
BVEDOYNY NeDHTF, 30DWe,B. VW, AFF Ve 3¢a3etoN BONEIATI.

STOOW, XNFFUE [IONOTW NDTJEDRIE TR, LoD TDI), OTozey DTS
ATVOPNPT BLCOD BOARI® BWR;0), BOBIS RTIE;0) eI, G Ao REEB,
3T 350, ARRITALN 9630 BRVINTRD, €550, aié_ﬁo:b@ Fadh ITHBeY[03
RRWBAING. &8 ZRWINTYR), TeDIDTL), 03B HPTONY TR, dAS Fehad,
3nBe,MIRD.

380 P& 3o odhF
RTOFTT 33005 FToONFTDE

118



To,

No. 02/07/2001 - Public
Government of India / Bharat Sarkar
Ministry of Home Affairs / Grih Mantralaya

New Delhi, Dated the 12t July, 2001

The Chief Secretaries
All State Governments, Union territory Administrations

Sir,

Subject: Independence Day Celebrations on 15th August.

The Independence Day Celebrations in Delhi, as usual, shall consist of the

following:

(a) The Ceremony at Red Fort consisting of the presentation of a Guard
of Honour by the Armed Forces and the Delhi Police to the Prime
Minister (Pradhan Mantri), unfurling of the National Flag
accompanied by playing of the National Anthem and firing of 21 gun
salute, speech by the Prime Minister, singing of the National Anthem
by school children / NCC Cadets immediately after PM's speech and
release of coloured balloons at the end.

(b) A reception at Rashtrapati Bhavan.

2. The functions in the State / Union territory Administrations may consist

of the following:

Ceremonial Hoisting of Flag:

State Level: _

A ceremony in the morning (after 9.00 A.M.) in the State / Union territory
Capitals consisting of unfurling of the National Flag by the Chief Minister,
playing of the National Anthem, presentation of Guard of Honour by the
Police including Para-Military Forces, Home Guards, NCC, Scouts etc.,
speech by the Chief Minister and singing of the National Anthem.

District Level:

A similar ceremony in the morning (after 9.00 A.M.) at the District level
which inter-alia, consist of unfurling of the National Flag by Minister /
Commissioner/District Magistrate ; playing of the National Anthem, by
State Police Personnel, Home Guards / NCC / Scouts, speech by Minister
/ Commissioner / District Magistrate explaining the significance of 15th
August and exhorting the audience to work for the unity and integrity of the
country and singing of the National Anthem.

Sub-Divisional Level / Block Level:

Ceremonial hoisting of the National Flag by a Minister/Sub-Divisional
Magistrate accompanied by singing of the National Anthem, speech by the
VIP, unfurling of the Flag, singing of the National Anthem, etc.

Panchayat Headquarters / Bigger Villages:

Ceremonial hoisting of National Flag by the Sarpanch / Village Head-man
accompanied by singing of the National Anthem, speech by the Sarpanch
/Village Head-man (explaining the significance of 15t August and exhorting
the audience to work for the unity and integrity of the country), singing of
the National Anthem, etc.
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Other functions of the day may include items like sports (including rural
sports). P.T. display or display of other skills by college/ school students, planting
of trees, inter-school/inter-college debates, community work, launching of any
important scheme of rural development, talks by selected boys / girls on the
significance of 15t August, cultural programme, distribution of prizes /
certificates / medals for work in fields like national integration, small savings,
afforestation, family planning or any other aspect of rural development or any
other item which the State Government / Union territory Administration may
consider for inclusion in the day's programme befitting the occasion.

3. As regards holding of reception at Raj Bhavan / Raj Niwas by the Governor
/ Lt., Governor on the Independence Day, the matter is left to the
discretion of Governors / Lt. Governors.

Yours faithfully,

Yashwant Raj
Joint Secretary to the Govt. of India

No. 2/7/2001-Public Dated, the 12th July, 2001

Copy for information to Secretaries of Governors / Lt. Governors of
all States / Union territories.

Yashwant Raj
Joint Secretary to the Govt. of India

No. 2/7/2001-Public Dated, the 12th July, 2001
Copy for information to the Ministry of Defence (D-Ceremonials).

Yashwant Raj
Joint Secretary to the Govt. of India
Tel: 3015785
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No. DPAR 55 AAR 82 Karnataka Government Secretariat
‘ Vidhana Soudha
Bangalore, dated:18t» May 1982

CIRCULAR

Subject: Tours of Chief Minister/Ministers/Ministers of State-
Instructions to officers
Ref: 1. Circular No. GAD 89 OOM 68 dated: 17-8-1968

2. Circular No. GAD 23 MAR 72 dated: 9-5-1972

3 Circular No. GAD 69 MAR 72 dated: 27-9-1972
4. Circular No. GAD 10 MAR 74 dated: 18-2-1974
5. Circular No. GAD 47 MAR 75 dated. 10-7-1975

Government have issued detailed instructions from time to time regarding the
courtesies to be shown by Government Officers during the tours of Ministers and Ministers
of State. It is considered desirable to consolidate all these instructions and issue them in
a single circular to facilitate reference and adherence to these instructions in day to day
working accordingly, in super-session of the (circulars) referred to above, the following self-
contained instructions are issued

1. (a) Whenever any Minister visits any place in a District, the District Officer (s) of
the Department (s) comprised in the portfolio of the Minister should receive him on arrival
and see him off at the time of his departure. in the unavoidable absence of the District
Officer, the next senior most officer should be present. If desired by the Minister, these
officers should accompany him during his tour within their jurisdiction

(b) The Divisional Commissioner, Deputy Commissioner and the Superintendent of
Police will call on the Minister if they are in Headquarters. Unless specifically desired by
the Minister, they should not accompany him during his tour. It is also not necessary for
them to make a Special trip to the place of visit or in case of visit to Headquarters, break
camp and return specially to Headquarters to receive the Ministers. However, when
intimation is received of a Minister's visit to Headquarters well in advance, the Divisional
Commissioner, Deputy Commissioner, Superintendent of Police should so arrange their
tour programme as to be available, if possible, at Headquarters at the time of the ministers
visit, these instructions will apply equally to the subordinate Revenue Officers like
Assistant Commissioners and the Tahasildars. The Superintendent of Police will, however,

make the usual security arrangements on such occasions.

(c) The Heads of Department and District Heads are instructed not to take with
them junior officers whenever they accompany the Ministers.

(d) While on tour in the districts, Ministers and Ministers of State may require
information about various matters from district officers Whenever officers are called upon
to furnish information pertairﬁng to their departments by the Ministers and Ministers of
State, they should do so promptly
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(e) It will be the duty of the Officer (s) of the Department comprised in the portfolio
of the Minister to assist him and the officer travelling with him on Government duty to
procure accommodation, supply of food and other reasonable necessities on payment. Bills
for supply should be presented for payment immediately and not delayed.

(f) To ensure economy in the use of Government vehicles, the District Officers of
the Departments comprised in the portfolio of the Minister are instructed to regulate the
use of their Departmental vehicles by mutual consultation and arrangement to the
minimum extent possible. Depending upon the capacity of the vehicle, as far as possible,
four to five officers belonging to the different departments should travel in one vehicle,

(8) Copies of tour programmes of the Ministers should be communicated:in time to
the concerned officers by the Deputy Commissioners so as to enable the officers to call on
the Ministers.

2. In respect of tours of the Chief Minister, it is considered neééssary that the
Deputy Commissioners of districts and the Superintendents of Police should invariably
meet him at the border of their districts as and when he passes through the districts
irrespective of the fact whether he breaks his journey or not in the district, to keep him
appraised of the latest information about the district. Accordingly, they are directed to do
so.

3. When Ministers undertake tours on the eve of the Elections, Government Officers
while they should make the usual arrangements to enable the Ministers to carry on their
responsibilities as Ministers should not themselves organise any Election Meetings, nor be
present during such meetings except when their duties enjoin them to be present in order
to maintain law and order or to make security arrangements.

4. No guard of honour by the Reserve or other Police should be arranged in honour
of Ministers or Ministers of State when they are on tour. Erection of pendals, green
buntings and offering of garlands should be avoided. Tea, lunch on or dinner parties
should not be got up,,_'by the officers on such occasions.

5. The Divisional Commissioners and Deputy Commissioners are requested to
ensure that these instructions are strictly adhered to

M.K. VENKATESHAN

Additional Chief Secretary to Government
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No. DPAR 31 PLX 78 Karnataka Government Secretariat,
Vidhana Soudha,
Bangalore, dated: 29t March 1978

OFFICIAL MEMORANDUM

Subject: Official dealings between the Administration and Members of
Parliament and State Legislatures-Observance of . proper
procedure- o

Ref: 1. O.M. No. GAD 4 PLX 75 dated 19-5-75, (copy enclosed)

2. O.M. No.DPAR 17 PLX 77 dated 25-8-77, (copy enclosed)

It has been brought to the notice of Government that some of the officers of
the Sate Government are not extending adequate courtesy and consideration to
Members of Parliament and of the State Legislature as well as the other
representatives of the people.

2. Attention is invited to the instructions and guidelines iss,t.ied in O.M. No.
GAD 4 PLX 75 dated 19-5-1975. The Secretaries to Government and Heads of
. Departments are requested to issue necessary instructions to all the subordinate
officers coming wunder their administrative control to ensure that these
instructions are strictly adhered to and that no room is given for any complaint
regarding absence of decorum or courtesy in their behaviour with the elected

representatives.

THERESA BHATTACHARYA
Joint Secretary to Government,
Dept. of Personnel and Administrative Reforms.

150



#mt—‘# aard

R0 23R 17 P DT, 77 FOEEdT :‘o@%dga g&’:m@o&,
i AR,
At ZSoneed), DT0T:25€ esnas 1977
BFoFD wWo A B3,

AROD: SEBLS FNE sH3), FORT® TN To2ss IPON ENOWONY BTIRVNE
SRR RTIFD . 3;53000NY) XHFFD  ReIwTOPNEN 3T,
BIBRF, DRI WIANS BAWINTI), TOI.

U3 Le: €9.239,.K0: BB 4 DT DT 75, DT0%:19-5-1975

* k k k %

RBoED BORBNY) HVEBRIE ITIED ReT0PNPT RORT® FWA00 B, To%,s
ATOR OBOT BLIRCINTT, D0eIeToN 3559, DRI 2 E30NTN, RFIEFTT NedIF,
30N, ’

05 RTFD ReICOPNFR), NVJFRBRDD 20530239, 0000 LI, [CIVVO DI,
R DHTONS) FORIT ), RBRT0 HI), Toxs PO BoBOT IWRVNOR 3500,
BITRF, VLB FHDRIITN DIIBRRB. SIS BB, NSH FWOTTRINY 0,
ZFOED A, RBIBZ) RODs BB 4 DEFdTY, 75, DIJI0F:19-5-750 (F3oDH, N ATI) 53¢
T,0BE0H BABSNLNROTTION e00BLB.

& Wi, XToFOE TOODFWIENT D), VLIV B0WR I, I, SBP3I
AoHOZBELDIT ROWOGHE, deT), LI FHONPT T BRIIAFI, ARBIS03
AT032BRYINT.

D.AT.D. O, TEFF
RTETT SUBTODETIDE,
X233 RO 35e35000MY BB D3,
22,00 203, SBPI RIOUS Ao
(BYTRR)

151



ROSs: BB 4 DdEFDTS 75 BOFE3T Smg@d#z&mom
o :
Boneest), D0 193¢ =0 1975

.5j ) 3

AROD: BB [NE DH3), RORT* orte Tow, AP DoBoOnY SBra3es
RSED W0 KRT, ToabE S I P e
RORT® RBH;0o sy, Totss IGRT THOBONY RWRDMED Fad, BoRI3E
338,006, FW3IPNToN ©3¢ DBIE T, 8w, SBEOTI0B) 30Fen & B¢ oo
R TI3RBON ATEFBS BTGB, B0IFOST 3T 9330 «0@?&;{52:3(3‘063 DH®3 3
FIFNPR I, I, RoRDCOD T ROWOPBE, ATEBNT FTIFINONR
RNOWORPATWOZ Uozs; ATFTE WOBNPOW 390808  BRDITITH (STATA ORI STn o]
BOPIFSRFIN FOWORPABOI FOBRFR, CTBITHTD OPTONY. FoBIeInPnen
TR  TFF[oRD  ©TOR  BoWPET,A0ON  BORBIWIWIIE). AT,
ROWORPAT03 ORI ToNw AN shoBdeney ATR;0ored 3HI), FFOED FPFO0 SBoa3ed
ROWOPRF), FehTRRLD TN TONSIT 33N DI, IBRIPNYH, Omveriede
O3RN,
e3030NP;, A, 3NANYD, BOICDAE 3Bdrave0dh RORI* eD3I), Doz PO sDOWONY
RBB;D D), FFFO 2300 SRoadee BOWORPNF, FEIHBRAITOF 33 Meh DI,
BB ANFD, B 0,50E3,1 da3Te30N sHeDors aees &, B,230Me303 3PRIPITD en3,&30:d
%OIRINGS. B BOI ZRWINEH :NODS Bo;0onee) 3.

1. ARHITORLTE 2 heePed 33, 1eh HorT (1) Roxz® DI, Toss PO
HorBdoney AE[A;C Wi, ATFO FPBOD APuT;D0T Tone PSSO
B3ERLD DI, (2) RORT® TN Tz IGPON sHOBONY ATR;0oneH HID
TRYTIT DOLNTRD, 323,0FARA0T TWABRFEe30€23 2 €90 Fo¥,N0E O
3300 O3RN 3, B03 a3t TONAITTON IR

2. ROAT HINR PR DOBOLTW FWR;TINE) BOIGORE ae3R Jad, Tz
FOODENFR, ABFBDAB), FGH:e308E ey, ST, AHBIIHR T3S0z,
OBTODOD FIFa35300Me3B. 3TN0y, 2.2, RBRN TROF eI FOTBODT,
WA,BRLN 2,2, OPTION TG;30NS VOITOGE ROTLIENHS), €3 BES s3otden
ROG3550N0TTOT  BPTOOD LXTIONTIOH ToONYI, € RBRON

PO Je3ORICB. _
3. OUT LPTOMNYD @3 DBVITWE AOTFBOT  TIFNP, DI,
20R.ONY, BRODTIPHTH 2DTBZOFIRNZeDH 3), 9530

BOFHoENTDOIIN FOODHF Va3 oALXTITIT B0, DeRDTANOT Jad, BSOS
TOODFT Wi, BABIODD, TedFRLED DI, O3etEINONTHAOTIoN
SBODHeN &3301 &eHd B2, PTOOR Foz) Roédny Toe IT03oH
©113;:I00ITBOOT 93300 e37P2%;3, €9:2500 [adt 3B eRTWINTH, Neadnt
3NDRREE FOWBFFORD, AOBIFFELD JTIFORWTIT). e3TIONL; 93T,
O3PTeE0R AOWIFREN WOWREBHOE RADT &30 Boay Ro&ne
TR, BWT,NOIE LANRIBLIB eHIY, €3 BehohnTe), eI, AOWIBETOIN,
2933 3eé3oerhas FeFOOD 330 FFDODNYE), :0w¥IeoNodt BoBIe
DRI, TRIBBAROOR WOBOT FOTIETO, DI, 02’ 3azoNode
ADODHTD, RRDTRABAYE. BORSF* 95500 IPOS DOBOT RTR;0,
BT BBR), BORT* 5B, 025 GO aDOTEII FT3ROM €953 e3T3;30D,,
ANBBBD. S0 RBOBPFEE), 00W’ITON0I  TOBTES RHoDHI,

152



R BBIBA0B) WOR FOBIFIOD, HXEE BB FOXNT® AWXs
93530 T5 GRS OB BER;T, ROWBFALX®), FOIF AW 9300
Dot JPOR DOBOT REROLODN e9g3ede  e0RedeN 430 o35eae
SsangpodA SRRBRORT, ROBBES 353373, SNEVIA
©TRNBROIANOTON IABATE), ©ICRODT Fedodote3d B AN
FOTBBES Re00HaT, ANOTLR L.

RORT® ABRs €90 Doss cIPON sDOWO RIA;T) PTIOOD, SRCTIEN
20N 9530, FONIFEN e, RIBE), DT, 2B, LIPTIONY Red, 7,
BOTBOIRLRE AOFIT 535°05)B3F. ST PO RFOAT AWRTY DI,
ot ' oIPOR SNOBOT ABRCINYRODAR €5830d  a3edo0AIN RPT,
DIBHFR, BeHTETeToN TN TR0 PR

mﬁcﬁ)g_ﬁﬂFO Fe3RCOLPNY 3RS 23553R,00, WY, ReNONTOUR, Z10239
DBOTN0T  BREBD D3I, S IBSS, oIk 3D, 3PIPTN
RTINS0 DBIRBEIKD. FORT ATR;0 A0,Pe0TeID, ©3;FOOW
e D3 ADITIT 9GET 330003 &, 3Ez30N RAVBROING. 9NELR
800€) 5353038 BORT* ITRT) LI edIoeats AeEIors (0D HTIOND
eogdere " P03  ATFOE  TOOREWIENT  BRBUIBEI,  Aeddesen
TONIRO, BTV, 0028 I FPNFE), TSR RORT* FA;TI,
3T DTN e93:BC 0900838 BRI DWORAIL, L, REIIRPD,
TotssTROTY, a30D; ;0PI SRETRFIOD  [IT;FTd,  TeohzIed
SRWIIIC BOITe 953071 LBSAINFN,, FROIIT,, NOTD 3P RCTING. €3
REBINTADE  H3ROT  MOJVWOLIIOWT  ITEO Aevs0oPNLTN
35300 Y30N BBAOHE), FoNTHES Totss PO EOBONY FIR:07, BOXS®
RERON AHBIT 7, Fee5E F0ITT 0,03, OLBITL), 3TedoN
WO XNORT Tone Oy RN oDOBONE XA OMerad
OTODBROINT, DedRIE RPN e9zI0MN  &BySLTIN0AT
SRINID, [edw00z3 HONCINTBTNRR ToRDIIH,E Tone & esRINSD
SO INTD, BICH  VBAIRNATRFIBD,EE),. eSO
WENHIE eSEINS) TOR, BY ATOFD JPFTCOMON YORIAE LINDTROTT
NP DT, TOEIRITIOW BRINYT FeHTNTIT,,,.

RORT® RER;0) eI, Tos IS eHOBOE AWHRDOLS WOT WINPT R3S
2033 HBITD, ©OF 20, BINEFI, 3,080 BOARD RRT
50E3,3€), 5H3Y, 3. 030N FINOT VI DAI,T. ROAT AWRTd eH3), Do
ATON HOBOT IBRCY TR BRTOINEE TONR TBR;eNL 3200
B3 AROHAPT FOWORPATOI e350d03 €9G3eI0 LIOFLIOINFI, Fecowen
9D TONY) 0T JFONFR, 930N WENALI.

FORT HB), To%s AFOR DOBOT RBABRODN FTFD S°TTCT ITAFO
Bse3we0NY Wi, S 0D TosTINYE), BELWO3 FEHWR,RRPRISIC), FToFD
303 Bevo RVONY DROHBE), 35, R,03 BDOWD BRTINLT ROWORAT0I
9530 83,0087 FENFETE), LD DV, VDL FTIT) 0D 0TI,
530 NeHSs, I ©N3e0NE. 930, DOP0JATW FOWOLIHE,
335238000 DOHINRY 33T, ATEOBAS I, RS BOWORAT JRODNY
Wi, RFHED FOTTT) BT e30a,PTIO0H 2T 00T ToesdLad
B0 930 Fyeess ICIHWO eGeI0 et €3 Weos3 IV FOHY,RITHTIR,
QR HIING. SEOOR FFIFD FPTCTR, Jad, TONTF IRODT I,
FOR B 9GIe0 To%ss APON eDOBOT IR0 ROBWTE 330, DO F20TITD

RNTE.D. B 9,
AT VT VBTOONE TBIE,
T LSWPI3 YD (Co2s3L0O)

153



GOVERNMENT OF KARNATAKA

No. GAD 4 PLX 75 Karnataka Govemme_n.t:Secretariat,
Vidhana Soudha,
Bangalore, dated: 19t May 1975
OFFICE MEMORANDUM .
Subject: Official dealings between the Administration and Members of
Parliament and State Legislatures-Observance of proper procedure-
Instructions-regarding v

The undersigned is directed to state that Members of Parliament and State
Legislatures occupy in our democratic set-up a very Important place as accredited
representatives of the people. They have important functions to perform under the
Constitution and they may occasionally find it necessary to seek information from the
Departments of State Government or make suggessions for their consideration or ask for
interviews with officers in connection with their parliamentary and allied public duties. In
this connection certain well recognised principles and conventions to govern the relations
between Members of Parliament and of Slate Legislatures and Government servants have
already been established.

However, on a review of the position it has been considered necessary to reiterate,
and to spell out in some detail, the principles and practices that should govern the relations
between Members of Parliament and of State Legislatures and Government servants. The
instructions in this regard are contained in the subsequent paragraphs.

1. The two basic principles to be borne in mind (i) that Government servants should
show courtesy and consideration to Members of Parliament and of State Legislatures and
(ii) that while they should consider carefully or listen patiently to what the Members of
Parliament and of State Legislatures may have to say, they should always act according to
their own best judgement.

2. It should be the endeavour of every officer to help the Members of Parliament
and of State Legislature to the extent possible in the discharge of their important functions
under the Constitution. In cases however, where an officer is unable to accede to the
request or suggestion of a Member, the reasons for this inability to do so should be
courteously explained to the Member.

3. Itis realised that many officers have very heavy public duties and responsibilities
and if they are to function effectively they should be permitted to plan out their day's work
with some care and adhere to the plan. An officer should feel free to set-apart some hour
when he can refuse to meet visitors without being considered guilty of discourtesy, lack of
consideration and the like. He should, however, set apart some time every day when any
body can see him and, within these hours and also during other office hours in which he
is to meet visitors, he must give priority to Members for Parliament and of State
Legislatures except when a visitor has come by previous appointment and a Member of
Parliament or of a State Legislature has come without an appointment. In such a case he
should see the Member of Parliament or of State Legislature immediately after he has met
the visitor who had come by previous appointment. Any deviation from an appointment
made with a Member of Parliament or of a State Legislature-or indeed with any other
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person might cause inconvenience and a fresh appointment should be fixed in consultation
with him.

4. When a Member of Parliament or of a State Legislature comes to see him, an
officer should rise in his seal to receive the Member and to see him off. Small gestures have

symbolic value and officers should therefore, be meticulously correct and courteous in
their dealings wittv Members of Parliament and of State Legislatures.

5. Similariy, seating arrangements at Public functions should receive very careful
attention at all times and it should be ensured that there is no room for any
misunderstanding on this score. The position of Members of Parliament has been clearly
brought out in the Warrant of Presedence approved by the President. Members of
Parliament appear at Article 30 above officers of the rank of full General or equivalent,
Secretaries to the Government of India, etc. The instructions ap en bloc to major State
functions, the enclosure reserved for them should be next to the Governors, Chief Justice,
Speaker of the Lok Sabha, Ambassadors etc. A further provision in the instructions is that
the Members of State Legislature who, owing to their presence in Delhi happen to be invited
to Stale functions should be assigned rank just after Members of Parliament. To avoid
inconvenience to Members of Parliament and of State Legislatures who may come late, the
block seats meant for them should be kept reserved till the end of the functions and should
not be occupied by other persons even though they may be vacant. The seats provided for
them should be atleast as comfortable and as prominently placed as those for officiates.

6. Letters received from Members of Parliament and of State Legislatures should be
acknowledge promptly. All such letters should receive careful consideration and should be
responded to at an appropriate level and expeditiously. The Officers should furnish to
Members of Parliament and of State Legislatures when asked for, such information or
statistics relating to matters of local importance as are readily available and are not
confidential. In doubtful cases instructions should be taken from a higher authority before
refusing the request.

7. While the official dealings of Government servants with Members of Parliament
and of State Legislatures have to be regulated as stated in the previous paragraph, it is
necessary to invite the attention of Government servants to what is expected of them in
their individual capacity in respect of their own grievances in the matter of conditions of
service. Under the relevant conduct Rules governing them, Government servants are
prohibited from brining or attempting bring any political or other influence to bear upon
any superior authority to further their interest in respect of matters pertaining to their
service under the Government. Therefore, a Government servant is not expected to
approach a Member of Parliament or of a State Legislature for sponsoring his individual
case.

N.A. MUTHANNA
Deputy Secretary to Government,
General Administration Department. (Political).
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