E\.ﬁg G ma ]l Coordination Cell <coordinationcellaiims201 3@gmail.com>

Fwd: Streamlining the handling of references & correspondence from

Constitutional Authorities, Public Representatives & other Senior Officials reg.
1 message

R. Gopinath <dy.secretary@aiims.gov.in> Tue, Nov 12, 2024 at 5:17 PM
To: coordinationcell <coordinationcell@aiims.edu>, coordinationcellaiims2013 <coordinationcellaiims2013@gmail.com>

From: "Srinivas.M" <director@aiims.gov.in>

To: "Dr. Pooja Gupta" <piccf@aiims.gov.in>, "CONTENTPROVIDER" <webmaster@aiims.gov.in>,
contentprovider@aiims.edu, "Amit Bhati" <amitbhati@aiims.gov.in>, aiimshindisection@aiims.edu,
coordinationcell@aiims.edu

Cc: dda@aiims.edu, "KARAN SINGH" <adadmin@aiims.gov.in>, "R. Gopinath" <dy.secretary@aiims.gov.in>
Sent: Tuesday, November 12, 2024 4:23:42 PM

Subject: Streamlining the handling of references & correspondence from Constitutional Authorities, Public
Representatives & other Senior Officials reg.

Respected Madam

Kindly circulate the attached Office Memorandum on the subject above to all the
Faculty/Officers/Staff and kindly upload it to the AIIMS website.

Hindi Section: Request to kindly translate in Hindi.
With regards
Sincerely

Amarjeet Singh
Office of the Director

Dr. M. Srinivas
Director
AlIMS, New Delhi
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ALL INDIA INSTITUTE OF MEDICAL SCIENCES, NEW DELHI @

OFFICE OF DIRECTOR

F.No. 40-30/2024-Estt.| 12.11.2024
OFFICE MEMORANDUM

Sub: Streamlining the handling of references & correspondence from

Constitutional Authorities, Public Representatives & other Senior Officials reg.

The office of the undersigned often receives important references &
correspondence from Constitutional Authorities, Public Representatives & other
Senior Officials via post, email, etc. It is essential to immediately acknowledge

the receipt of such communication and take necessary action as required.

It has been noted that sometimes, the response to such correspondence is
delayed or is not appropriately monitored for prompt action. Further, as
prescribed at paragraph nos. 63, 66 and 127 of the Central Secretariat Manual
of Office Procedure (copy attached), letters from Members of Parliament are to
be acknowledged within 15 days followed by the reply within next 15 days of
the acknowledgement. In case any delay is anticipated, an interim reply must be

sent to the Member of Parliament.

Accordingly, to streamline the handling of references & correspondence
from Constitutional Authorities, Public Representatives & other Senior Officials,

the following workflow has been finalized:

- All references & correspondence from Constitutional Authorities, Public
Representatives & other Senior Officials shall be put up for preliminary
review by the undersigned within 6 working hours of the receipt of the

same. If the undersigned is on leave or busy with any official assignments,

W




the said communication (unless marked as confidential) shall- be put up
for review to the Actg. Director / Addl. Director (Admin).
Action: PPS / PA to Director

- The said communication once reviewed, shall be forwarded to
Coordination Cell for immediate acknowledgement of the receipt of the
same to the sender. Coordination Cell shall also officially forward the
communication to concerned officials in AIIMS New Delhi for necessary
action and response on the same at their end.

Action: Administrative Officer (Coordination)

- The coordination cell shall, on a weekly basis follow up with the
concerned officials regarding the action taken on the respective
correspondence / reference and submit a status report on the same to
the office of the undersigned.

Action: Administrative Officer (Coordination)

- On a monthly basis, a review meeting shall be held under the
Chairmanship of the undersigned to review the pendency report of all
such correspondences. All concerned officials at whose end the. response
is pending shall be invited to the said meeting to ensure prompt
resolution of any concerns.

Action: PPS / PA to Director

@vv V| W] ey
Prof. M Srinivas

Director



Distribution (with a request to also circulate it to all officials under their control)
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Dean/s (Academic, Research, Examination)

. Addl. Director (Admin)

Medical Superintendent (AlIMS)
Chiefs’ of all Centres / Head, NCI Jhajjar
Heads’ of all Departments

Sr. Financial Advisor

Prof. I/c Computer Facility
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F.No.H-16011/10/2016-PG
" Government of India
Department of Administrative Reforms and Public Grievances
PG Division '
5™ Floor, Sardar Patel Bhawan, Sansad Marg,.
New Delhi, dated the 4™ July, 2016

-

OFFICE MEMORANDUM

Sub: Issues raised during the zero hour of Budget Session 2016.

The undersigned is directed to refer to the above and to state that during the
zero hour on 29.4.2016, Dr. Udit Raj and some other Hon’ble MPs complained that
letters written by MPs which ‘are in the nature of public grievances are not being
responded to or there is no proper response. The Hon'ble MPs desired that a

~ mechanism or a system which can be based on internet may be developed so that
the Minister in-charge is able to track action on references from MPs.

2. This Department has been from time to time 'emphasizingf the provisions of
Central Secretariat Manual of Office Procedure (CSMoP) for handling letters received
from Parliament. A copy of the last such D.O. letter dated 10.11.2014 is enclosed for

reference.

3. Itis further informed that the Department has also made provisions on the online
Centralized Public Grievance Redress and Monitoring System (CPGRAMS) for

I uploading and diarising of VIP References and reports regarding VIP References can.
also be generated for the purpose of monitoring.

4. ltis requested that the provisions of CSMoP regarding action on VIP References
may be strictly complied with. It is also requested that the facility provided on the
CPGRAMS for tagging VIP references and for monitoring the pendency may be
utilized for ensuring that such references are dealt with as per the provisions of

CSMoP.
> .

Encl. : As above.
X
(Smita Kumar)

. Joint Secretary to the Govt. of India
Tel. No. 23360331.

To -
Ihe Secretary of all MlnlstﬂeS/Depa tments.
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DK RAWAT, 1.As.

wfea mﬁzr g AR Arer ﬁnamm feru
EanTARY e e e
A % faeeit-110001

: GOVERNMENT OF INDIA
.. MINISTRY OF PERSONNEL PUBLIC GRIEVANCES & PENSIONS
DEPARTMENT OF ADMINISTRATIVE REFORMS, PG & PENSIONS
SARDAR PATEL BHAVAN, SANSAD MARG
NEW DELHI-110001 4

D.0. No.F.48013/3/2014-O&M Dated 10" November, 2014 @
; Dear Secretary, | : '

The Winter Session o the Parliament is going to commence,fiom 24" Noveinber,
2014. In the recent past.it has been noticed that in almost: i the sessions of the
Parliament, issues are being raised that Hon’ble MPs have not been getting timely
acknowledgement and final replies to their letters from the Ministries/Departments. The
Hon’ble Minister of State for Personnel, Publlc Grievances & Pensions and PMO has._

expressed concern

2. - The paragraph Nos. 63, 66 and 127. of the Central Secretariat Manual of Office
Procedure (CSMOP) lay down the detailed procedures for handling the letters received
from Members of Parliament. . Letters from Members of Parliament are to be
acknowledged within- 15 days followed by the reply within next 15 days of the
. acknowledgement. In case any delay is anﬁcrpated an mterlm reply has to be sent to the

%%~ “Member of Parliament.

35 May | request you to sensmse au officials ‘working in your Ministry/ Department to -
~ ensure that the tjme. l(mxts prescribed in CSMOP for sending acknowledgement and final
replies to the Members of Parliament are strictly adhered to.

s }4 In this regard ‘my predecessor Shri Raw N. Shanker has already written to you
vide D.O. letter of even No. dated 26. 08 2014 .

'5. A response lndlcatmg the sfeps taken by your Mlmstry/Department will be hlghly
apprecrated ’ : , :

With good wishes;
' Yours sincerely,

(Alok Rawat)

The: Secretarles of all Mmrstnes/Departments of the Government of India

Copy for lnformatron to
1. Principal Secretary to the PM South Block, New Delhi

2. Cabinet Secretary Rashtrapati Bhavan, New Delhr

@ :

=

' % : I Please visit our websites http://darpg@gov.in: http://persmin@sgov.in/pension.asp
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