No.1/41/2/2017-Cab
GOVERNMENT OF INDIA (BHARAT SARKAR)
CABINET SECRETARIAT (MANTRIMANDAL SACHIVALAYA)
(RASHTRAPATI BHAVAN)
New Delhi, the 11" April, 2019.
OFFICE MEMORANDUM

Subject: Forms and Procedures of communication with Election Commission of
India (ECI).

The undersigned is directed to enclose herewith a copy of Election Commission
of India’s (ECI) letter No.437/6/CG/ECI/LET/FUNCT/MCC/2019 dated 10.04.2019 on
the above subject reiterating in a consolidated manner the existing instructions for
making a reference to the Commission.

2 In addition to reiterating that communications to ECI should be addressed only to
the Deputy Election Commissioner/ Principal Secretary/ Secretary in the letter form, with

/A&K\Q . Lin .
/ a 72-hour window to process such references etc.; the Commission has directed all

Ministries/ Departments to designate one or more nodal officers not below the rank of

Joint Secretary, who will be responsible to send references on Model Code of Conduct
(MCC) to ECI in letter form only.

3. Further, the Commission has proposed to set up an online portal to facilitate
processing of MCC references; and also to enable the Ministries/ Departments to track
their status. The nodal officer concerned will be provided access to the said portal.

/ It is requested that the instructions for communications with ECI as reiterated in
para 5 of the enclosed letter may be disseminated to all concerned for strict compliance.

The said instructions, in particular Para 5(v), may also be brought to the notice of all

_ Qla{g:}r:l Constitutional Bodies administratively in the domain of your Ministry/
\ Dep ent.
(Rajesh Bhushan)

Additional Secretary

Tele No.2301 2697
All Secretaries to the Government of India




By E-mail/Spl. Messenger

ELECTION COMMISSION OF INDIA

NIRVACHAN SADAN, ASHOKA ROAD, NEW DELH}-110001

No. 437/6/CG/ECI/LET/FUNCT/MCC/2018 Dated: 10" April, 2019

To
Cabinet Secretary,
Cabinet Secretariat,
Rashtrapati Bhawan,
New Delhi- 110003

Subject: - ‘Form and Procedure of communication with Election Commission of India-
regarding.

Sir,

Central Secretariat Manual of Office Procedure provides that communications to
Constitutional Authorities like Election Commission are to be made normally in the letter
form addressed t0 Deputy Election Commissioner/Principal Secretary/Secretary or any other
officer of appropriate level and not to the Hon’ble Chief Election Commissioner or Election
Commissioner.

2, In pursuance o above provision, Office Memorandum dated 11" October, 2004 was
issued by the Department of Administrative Reforms and Public Grievances, addressed to all
Ministries/departments stating that all carrespondence with the Election Commission of
India should be addressed to the Deputy .Election Commissioner/Principal
Secretary/Secretary of the division in the Election Commission and certainly not to the Chief
Election Commissioner or Election Commissioner except in the rarest of the rare case where
the Secretary/Head of Department feels that something has to be brought to the personal
notice of the Chief Election Commissioner or the Election Commissioner.

3. In this connection, | am to enclose a copy of letter no. 403/1/7/2010-TS dated 25
August, 2010 from Joint Secretary, Cabinet Secretariat issuing instructions to all Secretaries
of Govt. of India.

4, However, the Commission s still receiving references from some
ministries/departments of Government of India in the form of O.M. or D.O. letters
addressed to Hon'ble Chief Election Commissioner or Election Commissioner. During the
current general elections, the Commission has returned around 70 such references without
processing the same.

5% The Commission has reviewed the matter and directed me to bring the following
existing instructions to your kind notice-

I.  All the communications with the Election Commission should be addressed only to
Deputy Election Commissioner/Principal Secretary/Secretary in the Commission and
not to the Chief Election Commissioner or Election Commissioner except in those
cases, where the Secretary/Head of Department feels that something has to be

Wb



1l

Vi,

Vil

6.

brought to the personal notice of the Chief Election Commissioner or Election
Commissioner.

Each ministry/department should designate one or more than one nodal officers,
who will be an officer not below the rank of Joint Secretary and who will be
responsible to send Model Code references to the Commission. The details of such
nedal officers will be sent to the Eiection Commission for information and record.

All Model Code of Conduct references shall be sent to Commission only through
formal letters addressed to Deputy Election Commissioner/Principal
Secretary/Secretary in the Commission and signed by the nodal Joint Secretary or an
officer of equivalent rank of the ministry.

Departments/Subordinate offices/PSUs/Boards under the ministries/departments
should make reference to the Commission through the concerned ministry.

The Statutory/Constitutional Bodies like Finance Commission, SC/ST Commission,
UPSC and other such independent authorities/bodies can make reference to the
Commission independently, under the signature of Secretary/Additional
Secretary/Officer of equivalent rank of the said Commission.

Election Cominission will require atleast 72 hours to process the references received
from ministries. Only in case of references of top-most urgency, the processing time
will be 48 hours. Therefore, the ministries/departments should send references well
in time, alongwith all requisite details/information, etc, for clearance.

All communications, received not in a proper form or not signed by the nodal Joint
Secretary or  an officer of equivalent rank shall be returned to the
ministry/department concerned without processing the same in the Commission.

The Commission has directed me to request that these instructions may be

reiterated and brought to the notice of all ministries/departments/offices of Govt. of India
for strict compliance.

74

I am further to inform that for streamlining the processing of MCC references and to

facilitate the ministries/departments to know the status and to download copy of the
decision, the Commission has proposed to start an online portal whereon, the Nodal officer
of the ministry/department can upload the reference alongwith the supporting documents.
The Nodal officer will be able to see the status of the reference and the Commission’s
decision on the same.

Yours faithfully

e v

(DR. SANDEEP SAXE’LIA)

DEPUTY ELECTION COMMISSIONER
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Dr. Taradatl ‘ oAk s ;
Joiat Secrelary 4 B3 110004

Al CABINET SECRETARIAT
- Ricd 1 APATIBHAVAN
’ NELY ELFI110004
August 25#2611{ P
No. 4a03/1/7/2010-TS

Dear Sir/ Ma'am,

The Election Commission of hiwia has observed thal in spite of

" deaai) existence of clear instruclions regarding the format in which the Constilutional

oy Authorities such as Election Commission are to be addressed, some

Minislries/ Deparliments are wrting to the Commission I a roufine manner in

the form of Office Memorandurfi and are addressing the Chairman, Election
Commission, Chief Election Cornmlssiunci-!r or the Election Commissioners.

y 2. Paragraph 57 of the 12" edition of Central Secretarial Manual of Offica
Procedure lays down the form of communication to be used for

7| & correspondence with statutory bodies including Election Commission as

2

under:

. "References to constitutional and statutory authorities such as Election
Cemmission of India will normally be made in the letter form addressed
to Principal Secretary/ Secretary In no case Office Memorandum will
be sent fo such authorities by the Ministries / Departments.”

3. -I am desired lo request that the above instructions may be noted for
sinct adherence while communicating with all Constitutional and statutory
authorities including Election Gommission of India.

With regards,

Yours sincerely,

o bt

R o
( Taradatt )

All Secretaries to Government of India (by name)

N.O.O.

‘-/Eop',- lo Secrelary. Eleclion Commission of India, with reference to

thewr letter No 1934/VI2010/421 datod 05 08.2010




No.1/41/2/2017-Cab
GOVERNMENT OF INDIA (BHARAT SARKAR)
CABINET SECRETARIAT (MANTRIMANDAL SACHIVALAYA)
(RASHTRAPATI BHAVAN)
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| New Delhi, the 11 April, 2019,
OFFICE MEMORANDUM

Subject: Forms and Procedures of communication with Election Commission of
India (ECI). '

A o)

QU\ The undersigned is directed to enclose herewith a copy. of Election Commission
of India’s (ECI) letter No. 437/6/CG/ECI/LET/FUNCT/MCC/2019 dated 10.04.2019 on
the above subject reiterating in a consolidated manner the exrstlng instructions for
making a reference to the Commission.

2. In addition to reiterating that commumcatlons to ECI should be addressed only to
the Deputy Election Commissioner/ Principal Secretaryl Secretary in the letter form, with
a 72-hour window to process such references etc.; the Commission has directed all
Ministries/ Departments to designate one or more nodal officers not below the rank of
Joint Secretary, who will be respon5|ble to send references on Model Code of Conduct
(MCC) to ECl in letter form only.

3. Further, the Commission has proposed to set up an online portal to facilitate
processing of MCC references; and also to enable the Ministries/ Departments to track
their status. The nodal officer concerned will be provided access to the said portal.

4. tt IS requested that the mstructlons for commumcatlons with ECI as relterated in
para 5 of the enclosed letter may be disseminated to all concerned for strict compliance.
The said instructions, in particular Para 5(v), may also be brought to the notice of all
Statutory/ Constttutlonal Bodies admlmstrattvely in the domain of your Ministry/

Department :

(Rajesh Bhushan)
Additional Secretary
Tele No.2301 2697

All Secretaries to the Government of India
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By E-mail/Spl. Messenger

Fi ELECTION CONMIMISSION OF INDIA
NIRVACHAN SADAN, ASHOKA ROAD, NEW DELHI -110001 )
¥ No. 437/6/CG/ECI/LET/FUNCT/MCC/2019 Dated: 10" April, 2019

Fid To ,
j ' Cabinet Secretary,

‘ Cabinet Secretariat,
Rashtrapati Bhawan,
New Delhi- 110003

Subject: - ‘Form and Procedure of communication with Election Commission of India-
regarding.

Sir, . .
Central Secretariat Manual of Office Procedure provides that communications 1 to
. Constitutional Authorities like Election Commission are to be made normally in the'letter
~ form addressed 16 Deputy Election Commissibner/Principal Secretary/Secretary or any other
officer of appropriate level and not to-the Hon'ble Chief Election Commissioner or Election
Commissioner. _ B '
2 In pursuance to above provision, Office Memorandum dated 11" October, 2004 was
issued by the Deﬁé&}nen’c of Administrative Reforms and Public Grievances, addressed to ‘a'll
Ministries/departments stating'that all cor'respondence'with the Election Commission of
india should be addressed 1o ‘the Deputy -Election Commissioner/Principal
Secretary/Secretary of the division in the Election Commission and certainly not to the Chief
Election Commissianer or Election Commissioner except in the rarest of the rare case where
the Secretary/Head of Départmé_nt feels that something has 1o be brought to the personél
notice of the Chief Election Commissioner or the Election Commiésioner. ' ) 7 E
o} in this connection, | am to enclose a copy of letter nqc.' 403/_1/7/2010—TS dated 25"
August, 2010 from Joint-Secret‘ary, Cabinet Secretariat issuing instructions to all Secretaries
‘of Govt. of India. :

4, However, the Commission is- still receiving -references from some

ministries/departments of Governnient of India in the form of O.M. or D.O. letters
addressed to Hon'ble Chief Election Commissioner or Election Commissioner. During the
current general elections, the Commission has returned around 70 such references without
processing the same. - 7 )
5. The Commission has reQiewed the matter and directed me to-bring the following
existing instructions to your kind notice- ' . 3
I All the communications with the Election Commission should be addressed only to
Deputy Election Commissioner/Principal Secretary/Secretary in the Commission and
not to the Chief Election Commissioner or Election Commissioner except in those
cases, where the Secretary/Head of Department feels that som'e’;hing has to be

o
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brought to the personal notice of the Chief Election Commissioner or Election
Commissioner.

Each ministry/department should designate one or more than one nodal officers,
who will be an officer not below the rank of Joint Secretary and who will be
responsible to send Model Code references to the Commission. The details of such

‘nodal officers will be sent to the Election Commission for information and record.

All Model Code of Conduct references shall be sent to Commission only through
formal letters addressed to Deputy Election Commissioner/Principal
Secretary/Secretary in the Commission and signed by the nodal Joint Secretary or an
officer of equivalent rank of the ministry.

Departments/Subordinate offices/PSUs/Boards under the ministries/departments
should. make reference to the Commission through the concerned ministry.

The Statutory/Constltutlonal Bodies like Finance Commission, SC/ST Commission,
UPSC and other such independent authornt:es/bodres can make- reference to the
Commission independently, under the mgnature of Secretary/Additional
Secretary/Officer of equivalent mnk of the said Commission.

Election Comimission will require atleast 72 hours to process the references reCewed
from ministries. Only in case of references of top-most urgency, the processing time
will be 48 hours. Therefore, the ministries/departments should send references well
in time, alongwith all requisite details/information, etc, for clearance.
All‘communications, received not in a proper form or not signed by the nodal Joint
Secretary .or, an ' officer of equivalent rank shall be return‘ed to the
mlmstry/department concerned without processing the same in the Commission.

The Commission has directed me to request that these instructions may be

reiterated and brought to the notice of all mln1str1es/departmenf_s/0ff'ces of Govt. of India
for strict:compliance. |

2t

1 am further to inform that for streamlining the processing of MCC references and to

facilitate’ the ministries/départments to know the status and; ‘to download copy of the
decision, the Commission has proposed to start an online portal whereon, the Nodal officer
of the mmsstry/department can upload the reference alongwnth the supporting documents.
The Nodal officer will be able to see the status of the reference and the Commission’s
decision aon the s‘a‘me

Yours faithfully

@@%Wfﬁ

EhD
{DR. SANDEEP SAX
DEPUTY ELECTION COMMISSIONER

[ o
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T ———Withregards————

P S
G

De. Taradatt - : il S
Joint Secrelary 44 3% 110008

Ut B2 9568 CABINTT 3ECRETARIAT
BV E] B B} PATIBHAVAN

SHELY LELFI-110004
August 25, 2010 e

No. 403/1/7/2010-TS

Dear Sir/ Ma’'am.

The Election Commission of India has observed thal in ‘spite of
exislence of clear instruclions regarding the formal in which the Constitutional
Authorities .such as Eleclion Commission are to be addressed, some

- Ministries/ Departments are wriling to the Commission in a routine manner i

the form:of Office Memorandum and are addressing the Chairman, Election
Commission, Chief Eleclion CommissionTr or the Election Commissioners,

2. Paragraph 57 of the 12" edilion of Central Secretariat Manual of Office
Procedure lays down the form of communication to be used for

. correspondence ‘with statutory hodies including Election ’Cor:1n1issionbas-

under:

« "References to constitutional and statutory authorities such as Election -
Commission of India will normally be made in the letter form addressed
to Principal Secretary/ Secretary In no case Office Memorandum will

“be sent to such authorities by the Ministries / Departments.” -

3 lam desired o request that the above instructions may bé noted for
striq_tfadherence while communicaling with all Constitutional and statutory
autharities including Election Commission of India : fEd

Yours sincerely,

PR

( Taradatt )

All Seécretaries lo Government of India (by name}

NO.O.

o ) . A -~ a % V . v - -
““Copy to Secrelary. Election Commission of India, with reference to

their letier No 1‘93!4‘/1\!/3010/421 dated 05.08.2010.
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