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AIR MANUAL
Chapter V

Procedure for Handling Parliament Questions

5.1.1. General :

The instructions regarding handling of Parliamentary work are contained in the ‘M anual for Handling
Parliamentary Work in Ministries’. In addition, Ministry has been issuing separate instructions from
time to time on the subject. All the Officers/Sections are, therefore, advised to follow the instructions
contained in the following paragraphs for disposal of Parliament Questions.

5.1.2. Allocation of Questions :

Notices of Parliament Questions sent by Lok Sabha/Rajya Sabha Secretariat are received in Parliament
Cell. The Notices/Questions are properly scrutinised before they are marked to the Oficers /Sections
which appear to be concerned with the subject matter.

5.1.3. The Officers/Sections to whom the notice/question is sent should accept it. In case the
Officer/Section to whom the question is sent is convinced that he is not concerned with its subject matter,
he should personally contact the Officer/Section to which the question pertains and transfer the same to
that Officer/Section under intimation to Parliamentary Cell. In no case, the question should be sent back
to Parliament Cell. In case of any dispute, orders of JS(P) should be obtained and it should be deemed as
final by all concerned. It should be ensured that at all stages this is done by carrying the questions
personally by the Officer concerned and not by submitting the same in files in a routine way.

5.1.4. Transfer/Acceptance of Parliament Questions :

Whenever a Parliament Question or any paper concerning Parliamentary business is transferred to
another Ministry/Department, an intimation thereof should invariably be given to Parliament Cell.
Similarly, whenever transfer of a Parliament Question or any other paper concerning Parliamentary
business is accepted from any other Ministry/ Department, an intimation to that effect should invariably
be given to Parliament Cell.

5.1.5. Action to Prepare Replies to Questions :

The copies of the provisionally admitted questions are generally received in Parliament Cell about 10
days in advance and are immediately passed on to the Officers/Sections concerned. On receipt of the
provisionally admitted questions, the officer/section concerned should immediately initiate work on
preparation of the draft reply, and note for supplementaries in case of starred questions, without waiting
Jor the admitted version of the question.

5.1.6. The printed copies of the questions are received from the Lok Sabha/Rajya Sabha Secretariat
about 5 days in advance. On receipt of the printed copies of the Questions, the relevant cuttings are passed
on to the Officers/Sections concerned by Parliament Cell. On receipt of the cuttings, the Section Officer
concerned should compare the text of the printed Question with the provisionally admitted version and
revise the draft reply already prepared, if necessary.

5.1.7. In cases where collection of information from the Media Units concerned seems to be
unavoidable, a reference should be made to the Officer concerned in the Media Unit immediately on
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receipt of notices/ provisionally admitted/admitted versions of the questions. All such references should
be sent through special messenger and it should be ensured by the Section Officer concerned that it is
delivered to the Officer concerned in the Media Unit without any avoidable delay. After delivering, the
matter should be pursued with him personally and in case of any delay, the Section Officer concerned
should bring the fact to the notice of the senior officers.

5.1.8. On receipt of a reference from the Ministry for supply of information relating to a Parliament
Question, the Officer concerned in the Media Unit should immediately compile such information and
send it to the Officer/Section concerned in the Ministry through special messenger within 24 hours. In
case of any delay, the matter should be brought to the notice of the Head of Media Unit as well as the
Officer concerned in the Ministry.

5.1.9. IT MUST BE ENSURED THAT DRAFT REPLIES TO STARRED QUESTIONS AND
DRAFT NOTES FOR SUPPLEMENTARIES (COMPLETE IN ALL RESPECTS) ARE PUT TO
THE MINISTER AT LEAST 48 HOURS IN ADVANCE OF THE DUE DATE FOR ANSWER.

5.1.10. It should be ensured that the files pertaining to Parliament Questions (or any other
Parliamentary business) submitted to the Minister, is typed neatly in double space. The files/papers
should be properly flagged and put up in a presentable manner. The slips indicating “Question for Lok
Sabha” or “Question for Rajya Sabha” as. the case may be mentianing the position of the starred
question, should invariably be affixed on such files in order to draw the immediate attention of the
Officers/ Minister.

5.1.11. After the Question is approved by the Minister, the Section Officer concerned should get the
stencils cut in double space and send the same to Parliament Cell in time. The Section Officer concerned
should not leave office without ensuring that fair stencil of all the questions and note for supplementaries
have been delivered to the Parliament Cell.

5.1.12. ALL FILES PERTAINING TO PARLIAMENT QUESTIONS MUST BE PUT UPTO THE
MINISTER THROUGH THE JOINT SECRETARIES CONCERNED. IN VIEW OF THIS, IF A
JOINT SECRETARY PROCEEDS ON LEAVE/TOUR, HE SHOULD ENTRUST HIS WORK TO
ANOTHER JOINT SECRETARY UNDER INTIMATION TO HIS DEPUTY/UNDER
SECRETARIES CONCERNED.

5.1.13. Note for Supplementary :

The note for supplementaries should give complete history and background of the case and should also
_contain information in respect of anticipated supplementaries that may arise out of a starred question. If
the note for supplementaries contains any classified information, the officer/section concerned should
supply only 15 copies to such notes of the Parliament Cell.

(Authority: Min. of I&B O.M.No. H-11011/15/85-Parl. dated 14.3.85).

5.1.14. Instructions for Expeditious Disposal of Parliamentary Business at Various Levels :

All concerned are requested to take steps indicated below:—

i) Management information system in the sections should be strengthened. The questions should not
be sent as a matter of routine for supplying information. The sections should maintain subject
matter-wise folders containing information relevant to the answering of Parliament Questions.
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This should make it possible to give replies to some unstarred questions without reference to the
stations.

Due importance should be given to Parliament Questions and the material be sent to the Ministry
in time and after proper scrutiny.

The draft replies to the Parliament Questions and other related matters should be approved by
Director General, All India Radio and forwarding letter should clearly indicate so. All starred
questions, Consultative Committee items and important unstarred questions must be seen by DG.
Other matters should be disposed of not below the level of Dy. Director General in All India
Radio.

Replies to matters of public importance raised under Rule 377 of the Rules of Procedure and
Conduct of Business in Lok Sabha are required to be sent within a week’s time. However, it has
been observed that replies are sent to the members quite late. Similarly assurances are not fulfilled
in many cases within the stipulated period of three months. These items should receive immediate
attention of all concerned. The number of assurances should be kept to the minimum. Follow-up
action should be initiated immediately after an assurance is given instead of taking it on the receipt
of a communication from Department of Parliamentary Affairs.

Advance copy of draft reply should invariably be sent to Hindi Unit for translation at the same
time the reply is put up. The Hindi Unit comes under tremendous strain as a large number of replies
to the questions are sent to it at the last minute. If there is any modification in the draft reply, the
Unit can be informed about it by concerned section and the Hindi version got corrected
accordingly.

It has been observed that stencils relating to final replies are sometimes not carefully compared.
There have been instances when corrections had to be made in the final copies. All Section Officers

must ensure that the stencils of replies are meticulously compared and no mistake creeps in the
final copies.

vii)  Sections should initiate action on Parliament Questions as soon as advance notice is received by
them.

viii)  An officer, who is fully conversant with the important developments of AIR should be nominated
for coordinating with the Ministry.

(Authority: Min. of 1&B Circular No. H-11011/11/86-Parl. dated 24.2.86)

5.1.15. Coordination Officer :

The following officers of DG: AIR will coordinate with the Ministry:—

1. DP(P) in respect of programme matters.
2. DDE(Coord) in respect of Engineering matters.
3. DDA(M) in respect of Administrative matters.

(Authority: DGAIR U.O.No. 19/1/86-P5 dated 7.3.86)
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5.1.16. Difficulties in Handling Parliament Questions :

Although AIR has nominated Officers to coordinate with the Ministry regarding Parliament Questions,
several difficulties in contacting the Nodal Officer and getting complete information have still been
cropping up. The major difficulties mentioned are:—

i)

v)

Provisional notices for Questions to be answered in the Lok Sabha are received about 10 days
before the due date for answer while such notices for Rajya Sabha Questions are received about 5-6
days in advance. Though copies of provisional notices are invariably sent on the same limits
prescribed therein for submission of draft replies and notes for supplementaries are not adhered to.

Draft replies to Parliament questions are required to be submitted to the Minister at least 48 hours
before the due date for answer. The Question days for this Ministry are Fridays in the Rajya Sabha
and Mondays in the Lok Sabha. Therefore, draft replies complete in all respects, must be received
in the Ministry latest by Tuesdays in respect of Rajya Sabha Questions and Thursdays in respect of
Lok Sabha Questions. These deadlines are also not observed strictly.

The information given in the draft replies is not complete and, at times, factually inaccurate. The
notes for supplementaries are also too brief in some cases and do not deal with all aspects of the
Question. Difficulties are experienced in obtaining clarifications because, at times, the officers
concerned are available only on PABX extensions and the office exchange closes at 6 p.m.

Information relating to notices for facts received from the Lok/Rajya Sabha Secretariat are
required to be sent to the Ministry within 24 hours of the request. This time limit is not complied
with; so much so that the Lok Sabha Secretary had to recently send a list of cases where facts had
not been furnished and the Secretariat was, therefore, unable to decide on the admissibility of the
Questions.

In the background notes or in the notes for supplementaries or in the forwarding notes, no
reference is made to similar or allied Questions on the subject answered in the past.

5.1.17. Remedies Proposed :

In view of the foregoing, the following should be ensured:—

)

Draft replies to Parliament Questions and notes for facts are submitted, complete in all respects,
within the prescribed time limits. For this purpose, provisionally notices should be dealt with in the
same manner as for admitted questions, without waiting for the list of admitted Questions.

One officer of the Programme/ Administration Wing and another of the Engineering Wing should
be made personally responsible for furnishing the draft replies in time.

The notes for supplementaries should be as comprehensive as possible. Phrases like “Ministry is
fully aware of the position” etc. must be avoided. If information has been made available to the
Ministry on an earlier occasion and that calls for no change, a clear reference should be made
thereto.

.

If similar or allied Questions have been answered in the past, a reference to such Questions should
be invariably made in the background note or note for supplementaries or forwarding letter.
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v) It should be ensured that a responsible officer familiar with the subject is available for giving
clarifications (in respect of information already supplied), after office hours and on holidays.
There are two holidays before our Question day in the Lok Sabha and briefing meeting for the Lok
Sabha Questions may, at times, be held during these holidays. As such, the concerned officer(s)
should be invariably available for furnishing additional information, if required.

5.1.18. A serious view is taken of any incidence of non-observance of these instructions. If incomplete or
unverified information is supplied or the time limits are not observed, it is concluded that the concerned
Controlling or Branch Officer is negligent in the discharge of this important duty and is liable for
appropriate action.

(Authority: Secretary 1&B’s d.o. letter No. H-11011/11/86-Parl. dated 18.7.86)

5.1.19. General Guidelines for Handling Parliament Questions :
Parliament Questions would be sent by Ministry to the concerned officers by name.

5.1.20. The officers receiving the question would initial each question and indicate the time and date of
receipt. This would also be indicated by them in the Ministry’s peon book.

5.1.21. If, however, a question is received in the Central Registry the incharge would receive it, indicate
the date and time of receipt on the question and pass it on immediately to the concerned officer as above.

5.1.22. A copy of each question would also be simultaneously sent by the Ministry to
DP(Policy)/ DDA(M)/ DDE(Coordination) as the case may be. A suitable register will be maintained by
these officers to watch the progress of disposal of the question.

5.1.23. The officers would pass on the question to the Section concerned at once, after his/ her P.A. has
noted important particulars of the question in his diary.

5.1.24. In case, the question dnes not relate to a particular Sec':on, the S.0. will discuss the matter with
the Branch Officer and pass it on to the concerned Secticn. He will also inform in writing to the
Coordinating officer of the transfer of the question so that .hey could correct their records.

5.1.25. In case of dispute the Branch Officer would take the guidance of the Divisional heads viz. DDG
(A), E-in-C, ADG, as the case may be.

5.1.26. It would be for the Branch Officer who would be finally dealing with the question to bring the
contents of the questions to the notice of his superior officer so as to keep him informed of the position.

5.1.27. The Section Officer would, on receipt of the question, initiate immediate action for collection of
the material for draft reply and note for supplementaries.

5.1.28. Scor Section will deal with co-ordination work relating to Parliament Questions on staff matters
as also on other matters pertaining to it.

5.1.29. When questions are received for facts, prior to their admission, the officers concerned should
take these to the Divisional Heads, who should themselves dictate a brief factual reply, even if all the
statistical information cannot be supplied. Such replies must go to the Ministry through DG within two
days of the receipt of the Question.
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5.1.30. All Parliament Questions should be treated as ‘M ost Immediate’ and given top priority. The date
specified by the Ministry for reply to them must invariably be adhered to. In case it is not possible to
furnish a draft reply to the Ministry by the due date, an interim reply should be sent by that date either
suggesting an interim reply or stating the date by which the reply would be sent. A copy of this reply
should always be sent to the Coordinating Officer. A copy of the final reply when sent to the Ministry
should also be addressed to the Coordinating Officer. The Section Officer dealing with the question
would primarily be responsible for reply to the Ministry by the prescribed date.

5.1.31. While furnishing material in reply to Parliament Questions, it should be noted that exhaustive
material should be collected and nothing pertinent should be omitted. The material should be
comprehensive as possible so as to give the full information on all aspects of the question. The reply
suggested should be to the point and no attempt should be made to run away from the Question.

5.1.32. If the reply to a Question is not sent to the Ministry by the prescribed date, the Coordination
Officer would bring it to the notice of the Divisional Head concerned who would take immediate steps to
expedite the reply.

5.1.33. All Pgrliament Questions should be submitted to the Director General before reply to the
Ministry. This should be done as soon as possible after the draft reply and the Note for
Supplementaries/ background note are ready.

5.1.34. There is no objection if the draft replies to Parliament Questions and material for
Supplementaries duly approved by DG: AIR are forwarded to the Ministry by an officer other than DG
himself. It may, however, be invariably stated in the forwarding communications that these have been
approved by the Director General.

5.1.35. When Director General is on tour or on leave, the replies to the Questions and the notes

accompanying them would be approved by the Divisional Heads and this fact stated in the forwarding
communications.

5.1.36. Each Section will maintain a register for watching the progress of the disposal of the questions
being dealt with by it. If the file is delayed at any stage, the S.O. would promptly bring it to the notice of
the Branch Officer.

5.1.37. In the case of Starred Questions, the draft reply and the material for supplementaries should be
separate. The note for supplementaries should be elaborate and prepared to meet possible interpretation
in the House. In the case of Unstarred Questions, a background note should be given to enable officer of
the Ministry/ Deputy Minister/ Minister to modify the reply as necessary.

5.1.38. The last date for submission of replies to the Ministry must be adhered to. Normally, the Branch
Officer must put up the reply to the Divisional Heads at least 2 days before that date. This must be done
even if the information is incomplete, giving such information as is available. In several cases, it is not
necessary to give the very latest information. Branch Officers should discuss with the Divisional Heads,
the manner in which such incomplete information should be supplied if complete information cannot be

given in time.

5.1.39. When obtaining information from Heads of Units/Stations, a target date for reply should
invariably be prescribed giving a margin of a few days, if possible, to enable them to collect the material.
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5.1.40. The replies of Heads of Stations should reach the Directorate by the prescribed date. In case no
date is fixed by the Directorate for reply to it, Heads of Units should ensure that their reply reaches the
Directorate within 72 hours of the receipt of the query by them. Incase it is not possible for them to send
their reply within this period or in case they think that collection of the reply and background material
would be too laborious, time consuming and costly, they should immediately intimate their difficulties to
the Directorate for consideration. However, Heads of Units may note that their primary duty is to
furnish the information asked for by the M.Ps. even at the cost of some inconvenience to them and their
staff.

5.1.41. No Head of AIR Unit may send a reply to the Ministry direct. This is, however, permissible in
extremely immediate cases, when a copy of the reply may be simultaneously marked to the Divisional
Head.

5.1.42. The registers mentioned above, should also include Assurances which are to be fulfilled. The
instructions relating to Parliament Questions will also apply to Assurances, except that in the case of
Assurances action should be finalised within the prescribed period of 2 months and a reply should be sent
to the Ministry and the Coordinating officer within this period.




