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Preface

Right to Information Act, 2005 was promulgated 1 2005 to promote transparency and accountability i
the working of every public authority. A clear knowledge of the provisions of the Act to the Public
Information OfficersFirst Appellate Authonties of the public authorities 13 kev to the successful
implementation of the Act.

During the course of evolving of the RTI Act, 2005, Department of Personnel and Training (DoPT) has
issued clarifications on various provision of the Act For the comventence of the citizens, a
compendium of Office Memorandums (OMsz) and Notifications 1ssued by DoPT has been launched
online, with topic wise search facility.

It 1s hoped that online topic based search of OMz issued by DoPT would further enhance the
understanding of the provisions of the Act by both information seekers and information providers. This
would go a long way m further strengthening the RTI regime;

AJAYMITTAL
Secretary
Department of Personnel and Training

Wew Delht
Wovember, 2017
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Chapter-1

Designation of PIO/APIO/FAA, Nodal points for
receiving RTI Applications and expectation from PIO

SNo. File No. Date Subject
1 34071 2/13(8)/2005- (36/10/2005 | Designation of Central Assistant Public
Estt.(B) Information Officers (CAPIOs)

2 1/242007-IR. 14/11/2007 | Designation of the CPIOs 1n the Orgamisations
specified 1n the second schedule of the Right to
Information Act, 2005. '

3 L322007-IR 14/11/2007 | Pount for recerving applications and designation of
appellate authorities under the RTT Act, 2005,

4 4/9/2008-IR 24/06/2008 | Courteous behaviour with the persons seeking
information under the RTT Act, 2005,

5 1/2/2016-IR 17/8/2016 | Placing details of current'earlier CPIOs FAAs on

the websites of Public Authorities —regarding.




MOST IMMEDIATE

No. 34012/13(S)/2005-Estt. (B)
Government of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel and Training)

New Delhi, Dated the 6" October, 2005
OFFICE MEMRANDUM

Sub. : Designation of Central Assistant Public Information Officers (CAPIOs) by
the public authorities under Section 5 (2) of the Right to Information Act,
2005.

The under signed is directed to say that Section 5 (2) of the Right to

Information Act, 2005 provides that every public authority shall designate an
officer within 100 days of the enactment of this Act, at each sub-divisional or
other sub-district level as a Central Assistant Public Information Officer fo
receive the applications for information or appeals under this Act for forwarding
the same forthwith to the Central Public Information Officer or senior officer
specified under sub-section (1) of section 19 or the Central Information
Commission, as the case may be.

2. Since a number of public autherities do not have offices located at each
sub-divisional level or sub-district level, the matter was taken up with the
Department of Posts to provide the services of their Central Assistant Public
Information Officers (CAPIOs) to function in that capacity for all public authorities
under the Central Government.

3. In this connection Department of Posts require urgently the addresses of
the nodal officers/central point in each Ministry/Organisation in need of their
services as CAPIOs. The Department of Posts have also indicated that they will
be in a position to undertake the work only on behalf of those Ministries who
have completed this action and have Iinformed them of the same.
Ministries/Departments are. therefore, requested to indicate the details of the
Central Public Information Officers designated by them as well as the nodal
officers/central point in their Department to receive the RT| mails (application
etc. forwarded by the CAPIOs) to the Department of Posts urgently.

4. Ministries/Departments are also requested to bring the above pesition to
the notice of other public authorities coming under the preview of the
Ministries/Departments concerned for urgent action by them.

(

A A
(T.Jacob)
Joint Secratary to the Government of India
Te

All Ministries/Departments of the Government of India (Secretaries by name).



No. 1/24/2007-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
(Depariment of Personnel & Training)

North Bleok, New Delhi,
Dated: the 14" November, 2007

OFFICE MEMORANDUM

Subject: Desigration of the Central Public Information Officers in the Organisations specified
in the second schedule of the Right to Informatian Act, 2005.

TI1L]

The undersigned is directed to say that sub-section (1) of Section 24 of the RTI Act, 2005
provides that nothing contained in the Act shali apply to the intelligence and security organizutions
specified in the Second Schedule or to any information furnished by such organizations w the
Ciovernment., However, this provision does not exempl these organizations from the purview of the
Act in respect of the information pertaining to the allegations of corruption and human rights
violations. Thus, the citizens have a right, though limited, to seek information from these
organizations. Therefore, it is necessary that these crganizations too designate Central Public
Information Officers to deal with the RTI applications.

2. The Act does not contain any special provision about the method of supply of information
in respect of allegations of corruption by the above referred organizations. T, however, provides
that information in respect of allegations of violation of human rights shall be given only after the
approval of the Central Information Commission. In either case, it is possible that the applicent
may not receive a decision within the time specified or he may be aggrieved by the decision
communicated to him. In such a case, he may like to exercise his right to appeal as provided in
section 19 of the Act.

3. Keeping sbove facts in view, all the orpanizations specificd m the Second Schedule of the
RTI Act, 2005 are advised to designate Central Public Information Officers (CPIO) immediately, if
it has not been done so far. These arganization are also advised to specify the First Appellate
.ﬂﬁn:;tics within the organizations and publish the details of the CPIOs and the Appellate
Authorities.

(K.G. Verm
Dircctor

Organisations specified in the Second Schedule of the RTT Act, 2005,

Copy ta:

1. All the Ministrics / Departments of the Government of India

2. Unicn Public Service Commission’ Lok Sabha Sectt/ Rajve Sabha Secretariat’ Cabinet

Secretariat/ Central Vigilance Commission/ Presidenl’s Secrelariat/ Vice-President's

Secretariat/ Prime Minister’s Office/ Planning Commission/Election Commission,

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

Ofo the Comptroller&Auditor General of India, 10, Bahadur Shah Zafar Marg, New Delhi.

All officers/Desks/Sections, DOP&ET and Department of Pension & Pensioners Welfare.

o L g e

Copy also to: the Chief Secretaries of all the States/UTs. Office Address with Location:
L ] 2




No.1/32/2007-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
(Department of Personnel & Training)

North Blcok, New Delhi.,
Dated: the 14™ November. 2007

OFFICE MEMORANDUM

Subject: Creation of a Central Point for receiving applications and designation
of appellate authorities under the Right to Information Act, 2005.

*

The undersigned is directed to say that the sub-gection (1) of Section 5 of
the Right to Information Act. 2005 mandates all public authorities to designate
as many Public Information Officers as necessary to provide information under
the Act. The Second Administrative Reforms Commission in its First Report
(June 2006) has observed that where a public authority designates more than
one Public Information Officer (PIO), an applicant is likely to face difficulty in
approaching the eppropriate Public Information Officer, and the applicants
would also face problem in identifying the officer senior in rank to the PIO to
whom an appeal under sub-section (1) of Section 19 of the Act can be made.
(For convenience such an officer is termed as the First Appellate Authority).
The Commission has, inter-alia, recommended that all Ministries/
Departments/Agencies/Offices, with more than one PIO, should designate a
Nodal Officer with the authority to receive requests for information on behalf of
all PI0s. The Commission has also recommended that all the public authorities
should designate the First Appellate Authorities.

2. It 1s, therefore, requested that all public authorities with more than one
PIO should create a central point within the organisation where all the RTI
applications and the appeals addressed to the First Appellate Authorities may be
received. An officer should be made responsible to ensure that all the RTI
applications/appeals received at the central point are sent to the concerned
Public Information Officers/Appellate Authorities, on the same day. For
instance, the RTI applications/appeals may be received in the Receipt and Issue
Section/ Central Registry Section of the Ministry/Department
/Organsiation/Agency and distributed to the concemed PIOs/Appellate
~ Authoritiecs. The R&I/CR Section may maintain a separate register for the
purpose. The Officer-in-Charge/Branch Officer of the Section may ensure that
the applications/appeals received are distributed the same day.

4




3. Sub-section (8) of Section 7 of the RTI Act provides that where a request
for information is rejected, the Public Information Officer shall, inter-alia,
communicate to the person making the request the particulars of the Appellate
Authority. Thus, the applicant is informed about the particulars of the Appellate
Authority when a request for information is rejected. There may be cases where
the Public Information Officer does not reject the application, but the applicant
does not receive a decision within the time as specified in the Act or he is
aggrieved by the decision of the Public Information Officer. In such cases the
applicant may like to exercise his right to appeal. But in absence of the
particulars of the appellate authority, the applicant may face difficulty in
making an appeal. It has, therefore, been decided that all the public authotities
shall designate the First Appellate Authorities and publish their particulars
alongwith the particulars of the PIOs.

4. All the Ministries/Departments etc. are requested to issue instructions to
all concerned to take action accordingly.

(K.G. Verma)
Director

1. All the Ministries / Departments of the Government of India

2. Union Public Service Commission/ Lok Sabha Sectt./ Rajya Sabha
Secretariat/ Cabinet Secretariat/ Central Vigilance Commission/
President’s Secretariat/ Vice-President’s Secretariat/ Prime Minister’s
Office/ Planming Commission/Election Commission.

3. Central Information Commission/State Information Commissions.

4. Staff Selection Commission, CGO Complex, New Delhi

5. Office of the Comptroller & Auditor General of India, 10, Bahadur
Shah Zafar Marg, New Delhi.

6. All officers/Desks/Sections, Department of Personnel & Training and
Department of Pension & Pensioners Welfare,

Copy to; Chief Secretaries of all the States/UTs.

th



No. 4/9/2008-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training
e B2 54
North Block, New Delhi
Dated the 24" June, 2008

OFFICE MEMORANDUM

Subject: Courteous behavior with the persons seeking
information under the RTI Act, 2005.

e e

The Central Information Commission has brought to the
notice of this Department that officers of some of the public
authorities do not behave properly with the persons who seek
information under the RTI Act. The undersigned is directed to say
that the responsibility of a public authority and its public
information officers (P1O) is not confined to furnish il information
but also to provide necessary help to the information seeker,
wherever necessary. While providing information or rendering help
to a person, it is important to be courteous to the information
seeker and to respect his dignity.

2 Many organizations/training institutions are conducting
training programmes on the Right to Information Act. The public
authorities should ensure that their PIOs and other concerned
officers are exposed to such training programmes. The public
authorities may also organize training programmes at their own
level. While imparting such training, the officers should be
sensitized about the need of courteous behaviour with the
information seekers.

= The Commission has also expressed concern over the fact
that many public authorites have not published relevant
information under section 4 of the Act. All the public authorities
should ensure that they make suo motu disclosure as provided in
the Act without any further delay. It is a statutory requirement,
which should not be compromised with.

=
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4, All Ministries/Departments etc. are requested to bring the
contents of this OM to the notice of all concerned and ensure

compliance thereof. @\O

(K.G. Verma)
Director
To
1. All the Ministries / Departments of the Government of India.
2. Union Public Service Commission/ Lok Sabha Sectt./ Rajya
Sabha Secretariat/ Cabinet Secretariat/ Central Vigilance
Commission/ President's Secretariat/ Vice-President's
Secretariat/ Prime Minister's Office/ Planning Commission/
Election Commission.
3 Central Information Commission/ State Information
Commissions. |
4, Staff Selection Commission, CGO Complex, New Delhi.
5 Olo the Comptroller & Auditor General of India, 10,

Bahadur Shah Zafar Marg, New Delhi.
6. All officers/Desks/Sections, DOP&T and Department of
Pension & Pensioners Welfare.

Copy to: JS(Training), DOPT

With the request to issue necessary instructions to all the
training institutes conducting training programmes on the Right to
Information to the effect that the programme should have a
component on sensitizing the officers about the need of courteous
behaviour with the information seekers.

Copy also to:

Chief Secretaries of all the States/UTs.



F.No.1/2/2016-IR
Government of India
Ministry of Personnel, Public Grievances and Pensions

Department of Personnel and Training
Ll

North Block, New Delhi
Dated the 17" August, 2016

OFFICE MEMORANDUM

Subject:- Placing details of current [ earlier CPIOs / FAAs on the websiles of
Public Autharities —regarding.

Sub-section 4{1) (b) of the RTI| Act, 2005 lays down the items of
information which should be disclosed by Public Authorities on proactive basis.
Section 4(2) and section 4(3) prescribe the method of dissemination of this
information. The purpose of suo motu disclosures under section 4 is to place
a large amount of information in public domain on a proactive basis to make
the functioning of the Public Authorities more transparent and also to reduce

the need for filing individual RT| applications.

2, In order to enhance quality and quantity of information disclosed
by public authoriiies on preactive basis, Government issued O.M.s dated
15.04.2013, 21.10.2014 and 29.06.2015 recommending thereby more items to
be disclosed by public authorities on proactive basis and get the proactive

disclosure audited.

3. One of the items to be disclosed proactively by the public
authorities under Section 4(1)b) pertains to the names, designations and
other particulars of the Public Information Officers and its updation on yearly

basis. It has been observed that in some of the public authorities, there are



frequent changes at the level of the Central Public Information Oftticers
(CPIOs) and First Appellate Authorities (FAAs). During updation of the names
and designations of the CPIOs / FAAs, the public authorities remove the
names and designations of the earlier ones from their website. In the absence
of complete details (name and designation etc.) of the CPIO concerned at the
relevant time, the Central Information Commission while adjudicaling second
appeals faces difficulty in proceeding with the matter to afford reasonable

opportunity of hearing to CPIO, which delays disposal of the cases,

4. In order to avoid any hardship to CPIOs/FAAs, all the Public
Authorities are requested to put on their website the details of all such officers

designated during different periods, beginning from 1* January, 2015 till date

%
Q,_,,j: L
(Gayatri Mishra)

Director
Tele 2309 2755

and keep it updating from time to time.

1. All the Ministries/Departments of the Government of India.
2. Union Public Service Commission, Lok Sabha Secretariat, Rajya Sabha
Secretariat, Cabinet Secretariat, Central Vigilance Commission, President's
Secretariat, Vice-President's Secretariat, Prime Minister's Office, Planning
Commission, Election Commission.
3. Central Information Commission.
4, Staff Selection Commission, CGO Complex, New Delhi

Ofo the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar
Marg



Chapter-2

Payment of fee and Cost

5.No. File Mo. Date Subject

1 10/9/2008-TR 05/12/2008 | Payment of fee under the RTI Act by demand
draft‘banks cheque Tndian Postal Order.

2 12/9/2009-IR. 24/572010 | Payment of fee under the Right to Information Act,
2005 — scope of sub-section (3) of Section 7 of the Act.

3 1/52011-IR 26/42011 | Harmonization of fee pavable under the Right to
Information Act, 2003,

= 10/9/2008-IK 26/4/2011 | Payment of fee under the RTI Act by Indian Postal
Order.

5 12/31/2013-1IR 11/02/2013 | Timely mtimation about payvment of additional fee

under RTT Act. 2005.




No.F.10/9/2008-IR
Government of India
Ministry of Personnel, PG and Pension
Department of Personnel & Training

North Block, New Delhi
Dated: the 5™ December, 2008

OFFICE MEMORANDUM

Subject: Payment of fee under the RTI Act by demand draft/bankers cheque/Indian
Postal Order.

L]

The undersigned is directed to say that the Right to Information (Regulation of
Fee and Cost) Rules, 2005 provide that a person seeking information under the RTI
Act, 2005 can make payment of fee for obtaining information by cash or demand draft
or banker’s cheque or Indian postal order. According to the rules the demand
draft/banker’s chegue /PO should be payable to the Accounts Officer of the
concerned public authority. It was brought to the notice of this Department that some
public authorities did not accept demand drafis/banker’s cheques/Indian Postal Orders
drawn in the name of their Accounts Officer and insisted that these should be drawn in
the name of Drawing and Disbursing Officer or the Under Secretary or the Section
Officer ete. This Department vide OM No.1/2/2007-IR dated 23™ March, 2007 issued
instructions that the demand drafts/banker’s cheques/IPOs made payable to the
Accounts Officers of the public authority should not be denied. Inspite of the
provisions in the rules and instructions of this Department, some public authorities
still refuse to accept demand drafts/banker’s cheques /IPOs drawn in the name of the
Accounts Officer of the public authority.

2. Refusal to accept an application on the ground that the demand draft/banker’s
cheque/IPO submitted by the applicant has been drawn in the name of the Accounts
Officer may amount to fefusal to accept the application. It may result into imposition
of penalty by the Central Information Commission on the concerned Central Public
Information Officer under Section 20 of the Act. All the public authorities should,
therefore, ensure that pavment of fee by demand draft’/banker’s cheque/IPO made
payable to the Accounts Officer of the public authority is not denied.

3. Contents of this OM may be brought to the notice of all concern

(K.G. Verma)
Director
Tel: 23092158

1. All the Ministries / Departments of the Government of India
2. Union Public Service Commission/ Lok Sabha Sectt./ Rajya Sabha Secretariat/
Cahinet Secretariat/ Central Vigilance Commission/ President’s Secretariat/

&



L s Lo

Vice-President’s  Secretarial/ Prime  Minister’s  Office/  Planning
Commission/Election Commission.

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

. O/o the Comptroller&Auditor General of India, 10, Bahadur Shah Zafar Marg,

New Delhi.

All officers/Desks/Sections, DOP&T and Department of Pension & Pensioners
Welfare.

Copy to: Chief Secretaries of all the States/UTs.



No 12/9/2008- 1R ~
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training

L L L

North Block, New Delhi
Dated the 24™ May, 2010

OFFICE-MEMORANDUM

Subject:  Payment of fee under the Right to Information Act, 2005 — scope of sub-
section (3) of Section 7 of the Act.

o e ol ol

The Undersigned is directed o say that a question is raised from time to time
whether a Public Information Officer (PIO) has power to charge fee under Section
7(3) of the RTI Act, 2005 in addition to fee prescribed under Sections 6(1), 7(1) and
7(5) of the Act.

2. Section 6(1) of the Act enables the Government to prescribe application fee
and sub-sections (1) and (5) of Section 7 to prescribe fee in addition to application
fee for supply of information. On the other hand sub-section (3) of Section 7
provides the procedure which a PIO has to follow for realizing the fee prescribed
under sub-sections {1) and (5) of the Section. Details of fees that can be charged by
a public authority under the Central Government are contained in the Right to
Information (Regulation of Fee & Cost) Rules, 2005. The Rules or the Act do not
give power to the PIO to charge any fee other than prescribed in the Fee and Cost
Rules. Attention in this regard is invited to following extracts from the common arder
passed by the Central Information Commission in Appeal No. CIC/MA/A/2008/0185
(Shri K.K. Kishore Vs, Institute of Company Secretaries of India) and Complaint
No.CIC/WB/C/2007/00943 (Shri Subodh Jain Vs. Dy. Commissioner of Police) :

“The Act under proviso to sub-section (5) of Section 7 also provides that fee
prescribed under sub-sections (1) and (5) of Section 7 shall be reasonable
and no such fee shall be charged from the persons who are below poverty
line as may be determined by the Appropriate Government. The
Government has aiready prescribed fees as deemed reasonable mandated
under Sections 7(1) and 7(5) of the Act and in the view of the Commission,
there is no provision for any further fee apart from the one already prescribed
under Seclions 7(1) and 7(5) of the Act”.

XXX XXX XXX
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“Thus, there is provision for charging of fee only under Section 6(1) which is
the application fee; Section 7(1) which is the fee charged for photocopying
etc. and Section 7 (5) which is for getting information in printed or electronic
format. But there is no provision for any further fee and if any further fee is
being charged by the Public Authorities in addition to what is already
prescribed under Section 6(1), 7(1) and 7(5) of the Act, the same would be in
contravention of the Right to Information Act. The “further fee" mentioned in
Section 7(3) cnly refers to the procedure in availing of the further fee already
prescribed under 7(5) of the RTI Act, which is “further” in terms of the basic
fee of Rs.10/- , Section 7(3), therefore, provides for procedure for realizing
the fees so prescribed”,

3. The Commission, while delivering decision in above cases, recommended to
this Department to make rules, for charging fee towards supply of information which
may include fee for supply of books, maps, plans, documents, samples, models etc.
that are priced and towards postal/courier charges for mailing information, when
postal/courier charges are in excess of minimum slab prescribed by the Department
of Posts and for other similar situations.

4.  The Right to Information (Regulation of Fee & Cost) Rules, 2005 already
provide provisions for charging of fee for giving information in diskettes or floppies or
in the form of photo copy, for providing samples, models, printed material like books,
maps, plans etc; and for inspection of records. The Government have, however, not
considered il desirable to charge fee towards expenditure involved in mailing
information or overhead expenditure etc. Nevertheless, supply of information in a
form which would disproportionately divert the resources of the public authority is
taken care of by Section 7(9) of the Act according to which information shall
ordinarity be provided in the form in which it is sought but supply of information in a
particular form may be refused if supply of information in that form would divert the
resources of the public authority disproportionately.

5. It is hereby clarified that where a Public Information Officer takes a decision to
provide information on payment! of fee in addition to the application fee, he should
determine the quantum of such fee in accordance with the fee prescribed under the
Fee and Cost Rules referred to above and give the details of such fee to the
applicant together with the calculation made to arrive at such fee. Since the Act or
the Rules do not provide for charging of fee lowards postal expenses or cost involved
in deployment of man power for supply of information etc,, he should not ask the
applicant to pay fee on such account. However, wherever supply of infarmation in a
particular form would disproportionately divert the resources of the public authority or
wolld be detrimental to the safety or preservation of the records, the PIO may refuse
to supply the information in that form.
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Contents of this OM may be brought to the notice of all concerned.

S0

(K.G. ‘d"erma}
Director
Tel 23092158

All the Ministries/Departments of the Government of India.

Union Public Service Commission/Lok Sabha Secrelariat/Rajya Sabha
Secretariat/Cabinet Secrefary/Central  Vigilance Commission/President's
Secretanat/Vice-President's Secretarial/Prime  Minister's  Office/Planning
Commission/Election Commission. '

State Information Commissions

Staff Selection Commission, CGO Complex, New Delhi.

Olo the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar Marg,
New Delhi.

All Officers/Desks/sections, DOP&T and Department of Pension and
Pensioners Welfare.

Copyto: Chief Secretaries of all the States/UTs

Copy also to : Central Information Commission with reference to the

Commission's recommendation referred to above.



No.F. 1/5/2011-IR
Government of India
Ministry of Personnel, PG & Pension
Departmeni of Personnel & Training
North Block. New Delhi

Doted April 26, 2011
To

1. The Chiel Secretaries of all States/UTs (except JAK)
2. The Regisirars of all High Courts
3. The Registrar of the Supreme Court

Subject:- Harmonization of lee payable under the Right o intormation Act, 2005.

Sir,

Secfions 27 and 28 of the Right to Informatfion Act, 2005 empower the
oppropriate Governments and the Competent Authorities to make rules to
prescribe,inter-glia. the fees payable under the Acl. In exercise ol the powers, the
Central Government, State Govemments, High Courls efc. have nolitied rules. It
has been observed that the fee prescriibed by differen aoppropriate
Governments/Competent Authaorifies is af great variance.

2. The 274 Administrafive Reforms Commission haos. in this regard recommended
ihat the Stales should frame Rules regarding cpplicafion fee in harmony with the
Central Rules and ensure that the fee should not become a disincentive for using
the right to information.

3. Al the Slates/Competent Aulhorities are, therefore, requested lo kindly
review their Fee Rules and to prescribe fee in consonance with the fee prescribed
by the Government of India. A copy of the Right to Information (Regulation of Fee

ond Cost) Rules, 2005 notified by the Government of India is enclosed lor ready
relerence.

4. Kindly inform us of the action taken in this regard.
fait
-
(x.G. Verma]

Direclor
Tel. 230% 2158



No.F, 10/9/20084R
Govemment of india
Ministry of Personnel, PG & Pension
Department of Personnel & Training
LIl E]

North Block, New Delhl
Dated April 24, 2011

Subject:- Payment of fee under the RTl Act by Indian Postal Order.

The undersigned s directed fo say that the Right to Informatfion (Regulation of
Fee and Cost) Rules, 2005 provide that a person seeking information under the RTI
Act, 2005 can make payment of fee for obtaining iInformation by cash or demand
draft or banker's cheque or Indian Postal Order. It has been brought to the nofice
of this Department that some public authorties do not accept fee through the
incian Postal Orders.

& As stated above, one of the approved modes of payment of fee under the
Rules is through Indian Postal Order. Refusal fo accept fee through the IPO may be
freated as refusal to accepl the application. It may resulf info imposition of penalty
by the Cenfral Information Commission on the concemed Ceniral Public information
Officer under Section 20 of the Act. All the public authorifies should, therelfore,
ensure thal payment of fee by IPO is not denled. <

3.  Contents of this OM may be brought 1o the nofice of all concemed.

(K.G.V
Director
Tele 2307 2158

1. Al the Ministries/Departmenis of the Govemment of India

- 2. Union Public Service Commission/lok Sabha Secretariat./Rajya Sabha
Secrelarial/Cabinet Secretariat/Ceniral Vigllance Commission/President’s
Secretarial/Vice-President’s Secretariat/Pime  Minister's Office/Planning
Commission/Becfion Commission

Cenfral Information Commission

Staff Selection Commission, CGO Complex, New Delhl

Office of the Comptroller & Audiior General of India, 10, Bahadur Shah Iafar
Marg, New Delhi

All Officers/Desks/Sections. Depariment of Personnel & Training ond
Departiment of Pension & Pensions Weifare

Copyto: Chief Secretaries of all the States/UTs.

o o ol



F. No.12/31/2013-IR
Government of India
Ministry of Personnel, Public Grievances and Pensions
Depariment of Personnel & Training

North Block, Mew Delhi- 110001
Dated © 11.2.2013

OFFICE MEMOREAMDUAM

Subject: Timely intimation about payment of additional fee under RTl Act
2005.

It has been brought to the notice of the Central Information
Commission thal some CPIOs inform the informatién seeker about the
additional fee under sub section 7(3) of the RTl Act al the fag end of the thirty
days period prescribed for providing the informalion under sub-section 7(1] of
the RTI Act,

2 The Central Infarmation Commission in one of its orders has mentioned
that while there cannot be any hard and fast rule about when exactly the
intimation aboul the photocopying charges should be conveyed lo the
information seeker, il s implied in the prescribed time limit thatl the demand
for the photocopying charges must be made soon alfter the RTI application is
receivad so thal the informalion seeker has lime to deposit the fees and
receive the information within the prescribed thidy daoys period. If the
information sought Is not voluminous or is not dispersed over a large number
of files, computation of the photocopying charges should not be a fime
consuming task. As soon as the RTI application is received, the holder of the
information should decide about how much information to disclose and then
calculote the pholocopying charges so that the CPIC can immediately write
to the information seeker demanding such fees.

3. This may be brought lo the nelice of all concerned for compliance,

@/

Mizdz
(Sandeep Jﬂﬁ]

Deputy Secretary
1. All the Ministries | Departments of the Government of India

2. Union Public Service Commission, Lok Sabha Secil. Rajya Sabha
Secretariat, Cabinet Secretaiiat, Central Vigilance Commissicn,
President's Secretarial, Vice-President's Secretariat, Pime Minister's Office,
Flanning Commission, Bection Commission.




3. Central Infermation Commission/State Information Commissions.
4. Stoff Selection Commission, CGO Complex, New Delhi

5. Ofo the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar
Marg. New Delhi,

é. Al officers/Desks/Sections, DOP&T and Depariment of Pension &
Pensioners Welfare,

Copy to - Chief Secretaries of All the States/UTs




Chapter -3

Deemed CPIO

No.

File No.

ate

Subject

1/14/2008-IR

28/07/2008

Clarification regarding Sub-sections (4) and (3)
of Section 5 of the Right to Information Act, 2005.




No.1/14/2008-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated: the 28" July, 2008

OFFICE MEMORANDUM

Subject: Clarification regarding Sub-sections (4) and {5) of Section 3 of the Right to
Information Act, 2005,

HEE

Sub-sections (4) and (5) of section 5 of the Right to Information Act, 2005
provide that a Public Information Officer (P1O) may seek the assistance of any other
officer for proper discharge of his'her duties. The officer, whose assistance is so
sought, shall render all assistance to the PIO and shall be treated as a PIO for the
purpose of contravention of the provisions of the Act. It has been brought to the
notice of this Department that some PIOs, using the above provision of the Act,
transfer the RTI applications received by them to other officers and direct them to
send information to the applicants as deemed P10. Thus, they use the above referred
provision to designate other officers as P10.

2. According to the Act, il is the responsibility of the officer who is designated as
the PIO by the public authority to provide information to the applicant or reject the
application for any reasons specified in sections 8 and 9 of the Act. The Act enables
the PIO to seek assistance of any other officer to enable him to provide information to
the information seeker, but it does not give him authority to designate any other
officer as PIO and direct him to send reply to the applicant, The import of sub-section
(5) of section 5 is that, if the officer whose assistance is sought by the PIO, does not
render necessary help to him, the Information Commission may impose penalty on
such officer or recommend disciplinary action against him the same way as the
Commission may impose penalty on or recommend disciplinary action against the
P10,

3. Contents of this OM may be brought to the notice of all concerned.

S0

(K.G. Verma)
Director

1. All the Ministries / Departments of the Government of India
2, Union Public Service Commission/ Lok Sabha Sectt/ Rajva Sabha
Secretariat/ Cabinet Secretariat/ Central Vigilance Commission/ President’s



Secretariat/ Vice-President’s Secretariat/ Prime Minister's Office/ Planning

Commission/Election Commission.

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

O/o the Comptroller&Auditor General of India, 10, Bahadur Shah Zafar

Marg, New Delhi.

6. All officers / Desks / Sections, DOP&T and Department of Pension and
Pensioners Welfare.

o

Copy to: Chief Secretaries of all the States/UTs.



Chapter-4
e-IPO & online filing of RTT applications

5.No. File No. Date Subject
1 1/44/2009-IR | 22/03/2013 | Electronic Indian Postal Order — launching of
1/44/2009-IR | 07/10/2013 | Extending the facility of e-IPO for payment of

RTI fee in Indian Mission by Indian citizens
abroad.

3 1/1/2013-1R 22/04/2013 | Launch of RTI web portal for online filing of
RTI application.

4 1/1/2013-IK. 12/08/2013 | Extension of RTI web portal for online filing of
E.TI application.

5 1/1/2013-IE 14/03/2014 | RTI Web Portal for online filing of RTI




-

No.1/44/2009-1R
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

Morth Block, New Delhi
Dated the 22™ March, 2013

OFFICE MEMORANDUM
Subject — Electronic Indian Postal Order — !aunching of.

On the initiative of Department of Personnel and Training,
Depariment of Posts has launched a service called “elPO" (Electronic
Indian Postal Order) w.e.f. 22/03/2013. This is a facility to purchase an
Indian Postal Order electronically by paying a fee on-line through e-Post
Office Portal i.e. hitp://www.epostoffice.gov.in. It can also be accessed
through India Post website www.indiapost.gov.in . As per RTI Rules, 2012,
fees may be paid by electronic means, if facility for receiving fees through
electronic means is available with the public authority.

2. At present, this facility is provided only for Indian Citizens abroad
across the globe to facilitate them to seek information from the Central
Public Information Officers (CPIOs) under the RTI Act, 2005. Debit and
Credit cards can be used to purchase elPO. :

3.  The user needs to get himself registered at the website. He has to
select the Ministry/Department from whom he desires to seek the
information under the RT| Act and the elPO so generated can be used to
seek information from that Ministry/Department only. A printout of the elPO
is required to be attached with the RTI application. If the RTI application is
being filed electronically, elPO is required to be attached as an attachment.

4. It may be noted that this facility is only for purchasing an Indian
Postal Order electronically. All the requirements for filing an RTI application
as -well as other provisions regarding eligibility, time limit, exemptions etc.,
as provided in the RTI Act, 2005 will continue to apply.



5.  An elPO so generated must be used only once with an RTI
application. To check any multiple use of the same elPO, the CPIOs shall
maintain a record of the elPOs so received from Indian Citizens abroad. In
case of any doubt, the details of elPO can be verified from the above
mentioned site/portal of India Post.

Sadeqs Jas

(Sandeep Jain)
: Deputy Secretary

1. All the Ministries/Departments of the Government of India

2. Union Public Service Commission, Lok Sabha Secretariat, Rajya
Sabha Secretariat, Cabinet Secretariat, Central Vigilance
Commission, President's Secretariat, Vice-President's Secretariat,
Prime Minister's Office, Planning Commission, Election Commission.
Central Information Commission,

Staff Selection Commission, CGO Complex, New Delhi

O/o the Comptroller & Auditor General of India, 10, Bahadur Shah
Zafar Marg, New Delhi. .

el



No. 1/44/2009-1R
: Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi,
Dated the 7* October, 2013

OFFICE MEMORANDUM
Sulnept. Exwmmnﬁcmvofa-mﬂfmpuymﬂm faamhd;mﬂmmsby

. “Indian citizens abmud‘

Asmridanlled eIPO (Electronic Indaan Postal Order) was laiinched w.ef.

| ZIMJUISquﬂ@ehqutmsqudmmthag!dnmmhmcm&m}by
pamgﬂ:efﬂﬂn]mntnmmthemfumﬂmundﬂHHRﬂAd.EWﬁ EomtlmCunml

'Mmamad:m |

; =!?' g Srapala L Skl el dagand 14 ; :
i Thﬂ‘pimadma to” obtain %‘-ll'!} hu - been Inipi’mnd “vide" ﬁu' B
,'DmumaﬁhiﬁeMmﬂumnfmmmh&"qﬁ .2013 Thmmpom'
'ufﬁmpmmd:mireumdar .

'[n}ﬁemmdstugathhnacifremmudnxeiﬂmoftlntmw;hmﬁ
M&mﬁamwmmdwm - '

[b].HﬁhztosdudﬂmMmuunyepuhmnﬁnmwbumhcdmmmmm
' mfamﬂmmdaﬂ::ﬂﬂﬁﬂmu?ﬂjﬁ&ﬂﬂmgmﬂihymﬂhﬂ;wt
mg&hnmﬂmﬂw&mhmmuﬂhfwmﬂmﬁmﬂn

Ministry/Department only.
" [c] A printout of the e-IPO is required to be attachéd with the RTI application. If the

: _Rﬂwmumﬁﬁcmy,&mummhwmmj' _ :

sttachment. '

[d] This facility is only for purchasing an Indian Postal Order clectronically. All the

requirements for filing an RTI application as well as other provisions- reganding

_ eligibility, time limit, exemptions etc., us:mwdodmﬂ:aﬂl‘lhat,!ﬂﬂimll
mmh:ppb' : " :

3. Hlusbcenbmughttuﬁenmnfﬁis[hpaﬂmtﬂmhﬂmcmmﬁmg
-alrmdmfacmgﬂﬂinhanofﬁﬁfmmMﬂnﬁoﬂhﬁﬁ
hﬁnmmmabrmduﬂu&cﬂm 0fa-IPDwunutnnihhhwiﬂ:ﬂ1m :

4. hwdwmﬂnmmfummemfnmmth&RﬂMMhy o

 the Indian citizen living abroad from Indian Missions/Posts under Ministry of External
Affairs, the facility of e-IPO is extended to 176 Indian Missions/Posts. List is enclosed.



S. This may be brought to the notice of all concerned. /1//

(Manoj Joshi)
Joint Secretary (AT&A)
Tel: 23093688

All the Ministries / Departments of the Government of India.

2 Union Public Service Commission! fLok Sabha Sectl/ Rajya Sabha Secretariat/
Cabinet Secretariat/ Central Vigilance Commission/ President's Secretariat/ Vice-
President's Secretariat/ Prime Minister's Office/ Planning Commission/Election
Commission.

3. Central Information Commission/ State Information Commissions.

4. Siaff Selection Commission, CGO Complex, New Delhi.

5 Ofo the Comptroller &Auditor General of India, 10, Bahadur Shah Zafar Marg, New
Delhi.

6. All officers/Desks/Sections, DOP&T and Department of Pension & Pensioners

Welfare,

Copy to: Ms. Sujata Choudhary, General Manager (BP), Deptt. of Fosts, Business
Development and Marketing Directorate, Dak Bhawan, Sansad Marg, New Delhi for
information w.r.L. their letter No. 65-04/2013-BD&MD dated 17.09.2013.
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Name of the Indlan Mission/Past

Embassy of India, Kabul, Afghanistan

Consulate General of India, Herat, Afghanistan
Consulate General of India, Jalalabad, Afghanistan
Consulate General of India, Kandahar, Afghanistan
Consulate General of India, Mazar-e-Sharlf, Afghanistan
Embassy of india, Algiers Algeria

Embassy of india, Luanda, Angola

Embassy of India, Buanos Aires, Argentina

Embassy of India,Yerevan, Armenla

High Commission of India, Canberra, Austratia
Consulate General of India, Melbourne, Australla
Consulate General of India, Perth, Australia

Consulate General of India, Sydney, Australia

Emibassy of India, Vienna, Austila

Embassy of India, Baku, Azerbaijan

Embassy of india,Manzama, Bahrain

High Commission of India,0haka, Bangladesh

Assistant High Commission of India, Chittagong, Bangladesh
Assistant High Commission of India, Rajshahi, Bangladesh
Embassy of Indla, Minsk, Belarus

Embazsy of India, Brussels, Belgum

Embassy of India, Thimphu, Bhutan

Corgulate General of India, Phuentsholing, Bhutan

High Commission of india,Gaborone, Botswana
Embassy of Indla, Brasilia, Brazil

Corsulate General of india, Sao Paulo, Brazll

High Commissian of India Bandar Serl Begawan, Brunel Darussalam

Embazsy of india, Sofia, Bulgaria

Embassy of India, PFnom Penh,Cambodia

High Commission of india, Ottawa, Canada
Consulate General af India, Toronto, Canada
Consulate General af India, Vancouver, Canada
Embazsy of India,5antiags, Chile

Embassy of India, Beljing, China

Consulate General of Ind:a, Guangzhou, China
Consulate General of India, Hongkong
Consulate General of India, Shanghai, China
Embassy of India, Bogots, Colambia

Embassy of India, Democratic Repubiic of Congo
Embazsy of India,Abidjan, Wwory Coast
Embassy of India, Zagreh, Croatia

Embassy of India, Havana, Cuba

High Commission of India. Micosia, Cyprus
Embassy of India, Prague, Czech Republic
Embassy of mdia,Copenhagen, Denmark
Embassy of India, Cairo, ERvpt

Embassy of India, Addis Ababa, Ethiopia
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High Commission of India, Suva, Fiji islands
Embassy of India, Helzinki, Finland

Embassy of India, Paris, France

Permanent Delegation of India to the UNESCD, Paris, France
Consulate General of India, 5aint Denis, Reunion Island
Embassy of India,Berlin, Germany

Conisulate General of India, Frankfurt, Germany
Consulate General of India, Hamburg, Germany
Consulate General of India, Monich, Germany
High Commission of India, Accra, Ghana
Embassy of Indiz, Athens, Greece

Embassy of India, Guatemala City, Guatemala
High Commission of India, Georgetlown, Guyana
Embassy of India, Budapest, Hungary

Embassy of Indiz, Reykjavik, Iceland
Embassy of India, Jakarta, Indonesia

Consulate General of India, Medan, Indgnesia
Embassy of India, Tehran, Iran

Consulate Geperal of India, Bandar Abbas, Iran
Consulzte General of india, Zahidan, kran
Embassy of India, Baghdad, Irag

Embassy of India, Dublin, Ireland

Ermbassy of India, Tel Aviv, tsrael

Embassy of India, Rome, Ttaky

Consulate General of Incha, Milan, Italy

High Commissian of India, Kingston, Jamaica
Embassy of India, Tokyo, lapan

Consulate General of [ndia, Osaka-Kobe, fapan
Embassy of India, Amman, Jordan

Embassy of india, Astana, Xazakhstan

High Commission of india, Nairobi,Kenya
Aszistant High Commission of india, Mombasa, Kenya
Embassy of India, Pyongyang, OFR Korea
Embassy of India, Secul, Republic of Korea
Embassy of india, Safat, Kuwait

Embassy of India, Bishkek, Kyrgyrtan

Emnbassy of India, Vientiane, Lac People's Demaocratic Republic

Embassy of india, Beirut, Lebanan

Embassy of Ingia, Tripali, Lbya

Embassy of India, Antananarive, Madagascar

High Commission of India, Kuala Lumpur, Malaysia
High Commission of India, Male, Republc of Maldres
Embassy of India, Bamake, Mali

High Commission of India, Port Louis, Mauritius
Embassy of india, Mexico

Embazsy of India, Waanbaatar Mangolia

Embassy of India, Rahat, Morocco

High Commission of india, Maputa, Morambigue
Embassy of india, Yangen, Myanmar

Consulate Generzl of India, Mandalay, Myanmar
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High Commission of India, Windhoek, Namibia

Embassy of India, Kathmandu, Nepal

Embassy of India Camp Office, Biratnagar, Nepal
Consulate General of India, Birgunj, Nepal

Embassy of India, The Hague, Netherlands

High Commissicn of India, Wellington, New Zealand
Embassy of India, Miamey, Niger

High Commissicn of India, Abuja, Nigeria

Office of the High Commission of India, Lagos, Nigeria
Embassy af Indiz, Oslo, Norway

Embassy of Indla, Muscat, Suftanate of Oman

High Commission of India lslamabad, Pakistan
Representative Dffice of india, Ramallah City, State ofPalestine
Embassy of India, Panama

High Commission af India, Port Moresby, Fapua New Guinea
Embassy of India, Lima, Peru

Embassy of India, Manila, Philippines

Embassy of Indiz, Lisbon, Portugal

Embassy of India, Doka, Qavar

Embassy of india Bucharest, , Romania

Embassy of india, Moscow, Russian Federation

Consulate General of India, 5t. Petersburg, Russian federation
Consulate General of India, Vizdivastok, Russian Federation
Ernbassy of India, Riyadh, Saudi Arabia

Consulate General of India, leddah, Saud: Arabia

Ernbassy of india, Dakar, Sensgal

Embassy of India, Belgrade, Republic of Serbia

High Commission of indla, Victorta, Seychelles

High Commission of india, Singapore

Embassy of india, Bratiskava, Slovak Republic

Embassy of India, Ljubljana, 3'ovenia

High Commissian of iIndia, Pretoria, South Africa
Consulate General of India, Cape Towr, South Africa
Consulate General of India, Curban, South Africa

Consulate General of India, Johannesburg, South Africa
Embassy of India, Madrid, Spain

High Commisston of Indla, Colombe, 5 Lanka

Assistant High Commission of Indiz, Kandy, sri Lanka
Consulate General of India, Hambantota, S Lanks
Consulate General of India, Jattng, S5 Lanka

Embassy of Indiz, Khartoum, Sudan

Consulate General of India, Juba, Sudan

Embassy of Indiz, Paramaribo, Suriname

Embassy of India, Stockholm, Sweden

Cmbassy of India, Berne, Switzarand

Consulate General of India, Geneva, Switterland
Permanent Misslon of india to the UN Oifices in Geneva, Switzerland
Embassy of india, Damascus, Syria

Embassy of India, Dushanbe, Tajkistan

High Commission of India, Dar es Salaam, Tanzania



148
148
150
151
152
153

155

157
158
159
160
161
162
g3
164
165
166
167
168
169
170
171
172
173
174
175
176

Consulate General of India, Zanzibar, Tanzania
Embassy of India, Bangkok, Thalland

Consulate of India, Chlangmal, Thailand

High Commission of India, Trinidad & Tobago, West Indies
Embassy of India, Tunis, Tunisia

Embassy of india, Istanbul, Turkey

Consulate General of India, istanbui, Turkey

Embassy of India, Ashgabat, Turkmenistan

High Commissian of india,Kampala, Uganda

Embassy of India, Kyiv, Ukrding

Embassy of India, Abu Dhabi, UAE

Consulate General of India; Dubai, UAE

High Commission of India, London, United Kingdom
Consulate General of India, Birmingham, United Kingdom
Consulate General of India, Edinburgh, United Kingdom
Embassy of India, Washington, USA

Consulate General of India, Atlanta, USA

Consulate General of India, Chicago, USA

Consulate general of India, Houston, USA

Consulate General of india, New York, USA

Cornsulate General of India, San Francisco, USA
Permanent Mission of India to the UN New York, USA
Embassy of india, Tashkent, Uibekistan

Embassy of indla, Caracas, Veneruela

Embassy of India, Hanal, Vietnam

Consulate General of india, Ho Chi Minh Crty, Vietnam
Embasey of India, Sama’a, Yemen

High Commission of India, Lusaka, Zambia

Embassy of India, Harare, Zmbabwe



No.1/1/2013-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated: 22/04/2013

OFFICE MEMORANDUM
Subject: Launch of RTl web portal for online filing of RTl application.

A Web Portal namely RTI Online with url https:/rtionline.gov.in has been
launched. This portal, developed by NIC, is a facility for the Indian Citizens to online
file RTI applications and first appeals and also to make online payment of RT| fees.
The prescribed fees can be paid through Internet banking of State Bank of India and
its associate banks as well as by CreditDebit cards of Visa/Master, through the
payment gateway of SBI linked to this site.

2. At present, this facility is available only for Department of Personnel and
Training (DoPT). It is planned to extend this facility to all the Ministries/Departments
of Govt. of India within a month. This facility is presently not proposed to be
extended for field offices/attached/subordinate offices.

3. This system would work as RTI MIS also. The details of RTI applications
received through post should also be entered into this system. The system would
also provide for online reply of RTI applications, though reply could be sent by
regular post also,

4. It is requested that full co-operation may be extended for the successful
implementation/roll out of this facility. First of all, it is necessary that the RTI Nedal
Officers, officials of RT1 Cell and all the CPIOs/FAAs of the Ministries/Departments
are trained to use this facility. Arrangements have been made to provide training to
the RTI Nodal Officers, RTI Cell officials and the NICAT personnel attached with the
Ministries/Departments, by DoPT with the help of NIC, within next 2-3 weeks. The
schedule for such training would be intimated to the RTI Nodal Officers directly. It is
requested that training for all the CPIOs and FAAs may be organized by the
concemed Ministry/Department, through these officers trained by DoPT/NIC.

5. The screen shot of the home page of the portal, the terms and conditions and
copy of the O.M.No.1/1/2013-IR dated 08.04 2013 issued in respect of DoPT are
enclosed for information,



6. The contents of this OM may be brought to the notice of all concemed.
r_R)'l'I- \-—&'}'lLY, ’T::___

(Sandeep Jain)
Deputy Secretary
Tele : 23092755

All tha Ministries/Departments of the Government of India

Copy to:

1. Union Public Service Commission, Lok Sabha Secretariat, Rajya Sabha
Secretariat, Cabinet Secretariat, Central Vigilance Commission, President's
Secretariat, Vice-President's Secretariat, Prime Minister's Office, Planning
Commission, Election Commission.

Central Information Commission.

Staff Selection Commission, CGO Complex, New Delhi

Olo the Comptrolier & Auditor General of India, 10, Bahadur Shah Zafar Marg,
New Delhi.

&



RTI Online :: Ouline RTI Information System = Page 1 of 1

T RTI Onﬁne

Homo  Sulwmit Request Sulanit Fist Appeal — View Status FAQ
Presently, the Online filing of BT Request and Appeal is avalahle ONLY for Dopartment t:i' Personnel & Training (DOFT).

Culine BT Information System

T ——————,

E Thilk 1= a porial 1o flle BTT opplleations/first appenks anline
i alung with payment gateway. Payvouend eny be macde ’
| tarough micmet baokng of SG1 & 1te nssocinte banks and . 1
ilebale feroil it rerds of Master/Vigs: Through this peetal, RT1 Kzt [:I |
apglsationsfirst nppesls can be filed by indkns Cirizens RIGHTTO L — [:] i
unly fuw thie ks minbickesdepnamenta of Centeal Govt., INFOEMATION
oented ot Mew Dethi RTT applientiongfirst uppenls shoald y
nat he fikd  for other  Public  authaorities  wnider
| ContrenlfState Get, thiigh thi partl,

Please rvead  instructions carefully while
wubanitting reguoestfoppeal | Up b

Tanghn far Repiatered Vs

i

ok Rl hianed] Yot * i #asyurm]

Help Desk : For any gquerics r:lnt.ndm this P:r“".u]r ﬁﬁumm-t oii-24bhzagh, during norml offiee hosres.

Right tin lifsmnntbon Al 5005 mzodites Bmely respoaes 1 citisen rixginsks fuar yowernmmit Natlomal Infopmatics Centre

inlormntend, 1 s an fwitingee faken b Departeent of Pessonnel and Tiabningg, Minstoy of
Perspnael, Puldic Gricynaces anil Forsions o prowvide o BT Poend Cagway o the citsens e Bighlto Infoonatim
iiiek search al Infarmation np the details oif frst Appeflote Antharities, FIGs ete,

i Right to Information Act 2005 Important links

Uepwerighe (o oo WIC AT rights rowcved, Designod and Developed by Natinaol Infoomatics Centre G New Delhi

hitp:/rtionline. gov.in/ : 05-04-2013




RTI Online :: Guidelines for use of RTI Online Portal 1 — Page 1 of 1

GUINELINES FOR USE OF RT1 ONLINE PORTAL

1, This Weh Portal ean be used by Indling eftfzens to file BT opplicstion valine and abeo o make paymant for BT spplation
online, First appead can alse be fled calloe.

2. AL present, an applicnat whe desives to abtals sav Infrmation under the RTT Act ern moke o reguest theowgh this Web
Fortal 1o only Depatment of Perannned and Training (DoPT).

4. On elicking at "Snbmit Regquest”, the applicant has v 61 the requived] detadls on the page that will appear,
Tl fiebila marked * nve mandatory while the otlers are optional.

4. The text of the applieation may be written at (he preseribed column,

5 At pesent, the text ef o9 application that ean be nploaded at the preseribed eolumn is ennfines v 500 wonls enly.

. Tn case nm oppliention contakns mome than 500 worl, It esn be vplosded o an sthechment, by xing columo
"Eupporting dowment”,

7, After filling the first page, the applicant bas fo click on “Make Payment™ to make payment of the prescribed fae.

B. The appliant can pay the prescribl feo throagh the following modes;
{a) Imternet banking throwgh SBL and s sssoctaled bhanks,
b} Wsingg cred it fdebibt eund of MosterVisa

9. Fes lor mudklng on wpplication is e preseribed o the BT Bules, 3012,

1o After piaking puymsod, ak application can be suhmitsed,

11, Ko BT1 foo ds required 1o be paic by nny citizen wha is below povesty ling aa per BTT Rules, 2012, However, the apicant
s antack & capy of the cortificase lssued by the sppropriote government in ihis regard, alongwith the application.

12 Om avbmission of an appliestivn, & auigee registration number wonld be ssmed, which mny be mfermed by the opplieant for
noy references in fitune

19 The application filed through this Weh Paral wounld veach clectronically o the "Nedal Offies” of DoPT, who woenld transmit
the KT1 applicativn elsctronically to the concemed CPI0.

1 In cese addidionnl fee s requined repeesenting the oot for providing, infarmation, the CPI0 would intimote the applicant
thovngh this portal. This iathmstion cm Do sees by the applisaat through Statws Beport or through his/her ¢ amail alert

15 For making an sppeal tothe st Appellate Asthority, the applicant has to click at "Sohmit Appeal” and Gl up the page that
will wppear,

. The registration number of ariginal applieation haa to be wsed for reference.

17, As por BT Adt, no fioe has e be paid for frst appeal

. At present, an applicant/the appellant can sce the fullowing stats :
{ih Apjslicarion Med on.
tii] Addisionol fees, ir:qulrﬂd_.
LR} Ajapeal fled on.
{iv) Rephied an..

1o The applicnst/the nppellant should submit kis/heye mobile nismber to receive SMS alert,

oo, All the reguirements for filing an BT applicotion and fisst appeal 08 wedl o ather provisions regarding time Hmét,
exemplions ete, as provided io the BT1 Act, 200§ will cootinee to apply.

O] 1 e read and enderstood the above guidelines.

Bl “-rpulﬂp i

hitp:/irtienline. gov.in/guidelines. phpPrequest 05-04-2013



No.1/1/2013-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

Morth Block, New Delhi
Dated: 08/04/2013

OFFICE MEM ND!

Subject: Launch of RTI web portal for online filing of RTl application.

A Web Portal namely RTI Online with url https:/rtionline.gov.in has been
launched. This is a facility for the Indian Citizens to file RTI applications and first
appeals online and also to make payment of RTI fees onlina. To begin with, this
facility is available only for Department of Personnel and Training (DePT).

2. The applicant can pay the prescribed fee through the following modes:

a) Internet banking through State Bank of India and its associate banks;
b Credit/Debit card of Visa/Master.

3. As prescribed in the RTI Rules, 2012, RTI application fee is Rupees 10/-. No
RTI fee is required to be paid by any citizen who is below poverty line. However,
such applicant must attach a copy of the cerificate issued by the appropriate
government in this regard, along with the application,

4. The application filed through this Web Portal would reach electronically to the
“MNodal Officer” of DoPT. The Nodal Officer shall access this portal at least twice
in a day. He shall transmit the RTI application electronically to the concemed
CPIO. In case the RTI application is not meant for DoPT, the "Nodal Officer” shall
transfer the application physically to the concemed public authority, under section
6(3) of the RTI Act.

5. Each CPIO has been provided username and password by the Nodal Officer,
to login. All CPIOs shall regularly check the poral, atleast once in a day, to know
whether any new RTI application has been received or not,

6. In case additional fes is required representing the cost for providing
information, the CPIO shall intimate the applicant about the same through this
portal,

7. The first appeals filed through this Web Portal would also reach electronically
to the "Nodal Officer” of DoPT, who would transmit the appeals electronically to
the concerned First Appellate Authority (FAA). Each FAA would be provided



username and password by the Modal Officer to login. All FAAs shall regularly
check the portal to know whether any new appeal has been received or not,

8. The CPIOs and the FAAs shall reply to the applicant/appeliant electronically
through this portal. However, if the volume of information to be supplied is large,
the same could be sent through post, as being done at present.

9. The RTI applications received physically through Dak in RTI Cell should also
be entered in the Portal by the Modal Officer/RT| Cell, before forwarding to the
concemed CPIO. The RTI applications received physically through Dak directly
by the CPIO should also be entered in the Portal by the concerned CPIO. The
CPIOs should reply to such applications physically through post.

10. It may be noted that management of RTI applications/first appeals received
henceforth would be through this portal and not through the existing RTIMIS.
However, CPIOs/FAAs may continue to use the RTIMIS to clear the pendency,
for the RTI applications/first appeals lodged in RTIMIS till date.

11. All the requirements for filing an RTI application and first appeal as well as
other provisions regarding time limit, exemptions etc., as provided in the RTI Act,
2005 shall continue to apply.

<ol ) —

/
(Sandeep Jain)
Deputy Secretary
All Officers/Desks/Sections, DOP&T




No.1/1/2013-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

Morth Block, New Delhi
Dated: 12/08/2013

OFFICE MEMORANDUM
Subject: Extension of RTI web portal for online filing of RTi application.

In continuation of this Department's O.M. of even number dated 22/04/2013, it is intimated
that the facility of RTI online web portal has been extended to 37 Ministries/Departments of
Government of India, so far (list enclosed). This facility would be extended 1o all the remaining
Ministries/Departments of Government of India with effect from 21% August, 2013. This facility is
presently not proposed to be extended for field offices/attached/subordinate offices.

2, It is again requested that fraining to all the CPIOs and First Appellate Authorities (FAAs)
may be provided by the concerned Ministry/Department, through the officials trained by DoPT/NIC.
If required, further training can be provided by DoPT/NIC, on the request of the concerned
Ministry/Department. User name/password to all the CPIOs and FAAs are to be pravided by RTI
Nodal Officers of the concemned Ministry/Department. It Is imperative that the RTI Nodal Officers
update the details of CPIOs/FAAs in the system and issue user name and password to them at the
earliest.

3. The contents of this OM may be brought to the natice of all concermed,
Wam g Teo L,
(Manoj Joshi)

Joint Secretary
Tele : 230936568

All the Ministries/Departments of the Government of India {except in the list enclosed)

Copy to:

1. Union Public Service Commission, Lok Sabha Secretariat, Rajya Sabha Secretariat, Cabinet
Secretariat, Central Vigilance Commission, President's Secretariat Vice-President's Secretariat,
Prime Minister's Office, Planning Commission, Election Commission,

2. Central Information Commission.

3. Staff Selection Commission, CGO Complex, New Delh

4. O/o the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar Marg, New Delhi.



IST I PARTMENTS TO WHOM RTI ONLINE WEB PORTAL

FACILITY H EENE

DEPARTMENT OF AGRICULTURE RESEARCH & EDUGCATION
DEPARTMENT OF AGRICULTURE & COOPERATION
DEPARTMENT OF ANIMAL HUSBANDRY, DAIRYING & FISHERIES
DEPARTMENT OF AYUSH

DEPARTMENT OF CHEMICALS & PETROCHEMICALS
DEPARTMENT OF COMMERCE

DEPARTMENT OF CONSUMER AFFAIRS
DEPARTMENT OF DISINVESTMENT

. DEPARTMENT OF FOOD & PUBLIC DISTRIBUTION
10.DEPARTMENT OF INDUSTRIAL POLICY & PROMOTION
11.DEPARTMENT OF PERSONNEL & TRAINING

12. DEPARTMENT OF PUBLIC ENTERPRISES

13. MINISTRY OF CULTURE

14 MINISTRY OF EXTERNAL AFFAIRS

15.MINISTRY OF FOOD PROCESSING INDUSTRIES

6. MINISTRY OF HEALTH & FAMILY WELFARE
17.MINISTRY OF HOME AFFAIRS

18.MINISTRY OF INFORMATION & BROADCASTING
19.MINISTRY OF PANCHAYATI RAJ

20.MINISTRY OF POWER

21.MINISTRY OF ROAD TRNSPORT & HIGHWAYS

22 MINISTRY OF STEEL

23.PRESIDENT SECRETARIAT

24 VICE-PRESIDENT SECRETARIAT

25.MINISTRY OF WATER RESOURCES

26.UNION FUBLIC SERVICE COMMISSION
27.DEPARTMENT OF ECONOCMIC AFFAIRS

28. DEPARTMENT OF REVENUE

29. DEPARTMENT OF YOUTH AFFAIRS

30.MINISTRY OF ENVIRONMENT & FORESTS

31. DEPARTMENT OF HEAVY INDUSTRY

32.MINISTRY OF TOURISM

33, MINISTRY OF SOCIAL JUSTICE & EMPOWERMENT
34 MINISTRY OF SHIPPING

35 MINISTRY OF CORPORATE AFFAIRS

36. PLANNING COMMISSION

37. DEPARTMENT OF ADMINISTRATIVE REFORMS & PG

ENOO R LN

[2a]
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Mo. 1/1/201 3R
Govemnmant of India
Ministry of Personnel, Publc Grievances and Pansions
Depariment of Personnel and Tralning

Norih Block, Mew Delhi
Daled 14" March, 2014

Office Memotandum
subject: - BT Web Portal for onfine fiing of BTl oppiications.

Pleosa refer 1o Ihis Departments O.M. of even na, dated the 227 April,
2013, wherein it was informed that RTI Web Portal would work as RTI MIS olso,
Further, it was mentioned that the detalls of BTl applicofions received through
post should olso be enferad info this system.

2 It has come to nofice that some Ministnes/Depariments ocre not
uploadingfentering Rl opplcations recelved physically {through post orf In
persan) [f the RT online portal As o resull, such opplications do not get
reflected in the RTI MIS. In such casaes, RTl ME is unabies to provide accurale
picture of pendency of KT opplicatfions in a public authority and the purpose
of RTi MIS gets defeated.

| In view of tha abova, I s agaln reguested thal the RTI applications
received physicaly {ihrough post or in pemson) in BTl Cell should oso be
enfered in the portal by the Nodal Officer/RT Cell, before forwarding the
same to the concerned CPIO. Simliady, the Rl opplicafions recelved
physcally directly by the CPIO should also be entered in the portal by the
concemed CPIO before reply. Simiar procedure i to be odopted in respect
of Aist Appeal received physically.

4. Itis oiso reltercted that the reply to RTl opplicatons/oppeals received
physically s fo be sent ftwough post only ond not through the portal
However, after reply through post, the saome hoas fo be enfered in the
system/porial, as disposed off. This would pravide an occurate plcture in RTI
MIS abaut the dispasal of RTI applications/appeals by a public aulhority.

5 The above instructions may be brougnt to the notfice of all concemed
for sirict complicnce.

Sﬁd&u‘» ']E:__._._

|Sandeep Jain)
Directior (1R)
Tela: 2309 2755
All Ministries/Deportments of the Government of India,
Copy fo: UPSC, Cabinat Secrelariat, CVC, President's Secratarial, Vice
Predident Secretarial, PMO, Planning Commission, CIC, 55C. O/o CAAG



Chapter-5
RTI Cell

S52No. File No. Date Suobject
1 1/12/2010-IF. 19/05/2011 | Effective Implementation of RTI Act. 2005-
Setting up of RTI Cells.
2 | V122010 IR 02/08/2012 | Financial Assistance for setting up RTI Cells.
3 1/12/2010-IR 7/7/2014 | Financial assistance for Setting of RTI Cell m

Public Authority.




No.1/1272010-IR

Government of India
Ministry of Personnel, PG & Pensions
Department of Personnel & Training
North Block, New Delhi
Dated: Bik May, 2011
OFFICE MEMORANDUM

Subject: Effective Implementation of RTI Act, 2005-Setting up of RTI Cells.

The undersigned is directed to refer 10 this Department’s OM No, 1/32/2007-IR dated 14™
November, 2007 whereby all the public authorities with more than one Public Information
Officer (PI0) were advised 1o create a Central Point within the organization 1 receive RTI
applications and appeals and ensure quick distribution thereof. Experience of past five years has

shown that there is a need 1o expand the scope of the Central Point so as to deal with the RTI
related issues effectively,

2. In this context a RTI Cell has been set up in the Department of Personnel and Training
(by reorganizing the staff in Administration Division) with the following functions:
a) 1w receive RT] applications/ appeals/decisions of the Central Infornmnation Commission
(CIC) and to route them to CPI0s /AAS;
b) dispatch replies 1o RTI requests and appeals including the letters requiring the applicants
to deposit additional fee;
¢) transfer applications not pertaining to the public awhority to the concerned public
authonty;
d) maintain lists of P10s, First Appellate Authorities and their link officers; and
¢} coordinate the work relating to proactive disclosure, and the Annual Report of the
Central Information Commission etc,

A copy of the OM No. 2/1072010 dated 9" July, 2010 detailing the roles and functions of the RT1
Cell 1s enclosed at Annexure 1.

3. Subsequent to the setting up of the Cell, detailed instructions were issved to outline the
procedures for handling RT1 applications’ appeals vide OM No 2/10/2010 dated16™ July, 2010
(Annexure IT). This cell has been functioning for the last 9 months and has resulted in better
compliance with the provisions of the RT1 Aet, 2005,



4 It is recommended that Ministrics’ Departments may set up RTI Cells to streamline the
receipt and disposal of RTI Applications. They may use the arrangements made by DoPT vide
(OMs referred to above with suitable modifications.

5. Ministries/ Departments may also avail of 2 one-time grant of up 1o Rs. 50,000.00 for
procuring a computer along with a printer and scanner facility for RTI Cells under the Centrally
Sponsored Plan Scheme “Improving transparency and accountability through Effective
Implementation of RTI™ being implemented by this Departiment. Balance expenditure may be
met by the Ministries /departments from their own funds. Central Public Authorities may send
detailed proposals as per proforma in ‘' Annexure [I1" to Deputy Secretary (IR), Room No. 280,
North Block, New Delhi - 110001, Telefax: 23093074, email psdrii-dopt@nic.in

6. The status of setting up of RTI Cells by all Central Public Authorities may kindly be

intimated to this department by 317 July, 2011 8&0

(K.G. Verma)
Director
Tcl23092158

All the Ministries/Departments of the Government of India.

2. Union Public Service Commissionlok Sabha  Secretariat/Rajya  Sabha
Secretariat/Cabinet  Secretariat! Central Vigilance Commission / President's
Secretariat/'Vice-Presidents’s Secretariat Prime Minister’s Office/Planning
Commission/Election Commission.

3. Central Information Commission.

4. Staff Selection Commission, CGO Complex, New Delhi,

5, Office of the Comptroller & Auditor Geneml of India, 10, Bahadur Shah Zafar Marg,

New Delhi.



mmepiATE  ANNERURE ™
No.2M0/2010-CR

Governmen! of India
Ministry of Personnel, Public Grevances & Pensions
Department of Personnel & Training

Norih Block, New Delhi

Dated 98" July, 2010
OFFICE MEMORANDUM

Subject- Setting-up of RTI Cell in the Department of Personnel and
Training : Composition and functions.

in order to strengthen the system of RT| implementation in the
Depariment of Personnel and Training, a RTI Cell has been set up. The RTI
Cell shall act as a nodal point for all RTl implementation issues within the
Department. The Cell is hosted in the Administration Division and is headed
by Under Secretary(Administration) wunder overall supervision of
Director(Administration).

2
I,

The RTI Cel will perform the following functions:

The Cell wil be a single reference point to receive applications,
appeals, complaints and dedisions of the Central information Commission;

ii. The Cell will ensure upioading of all applications. and appeals received
by it on the RT-MIS;

iii. Al replies to RT| requests and appeals will be despatched by R&l
Section through the RT| Cell. This will include |etiers for deposit of additional
fee;

iv. The Cell will ensure uploading of all complaints and decisions of CIC on
the DMIS (computerized diary system);

v. The Cell will segregate applications and appeals pertaining to life and
liberly and forward the same to the concerned CPIO without delay so that
they can be responded to within the time frame specified in the Act;

vi. The Cell will ransfer applications not pertaining fo this Department to
the concemed pubiic authority;




vii. Coordination for the Depariment regarding.
» Proactive disclosures under Section 4.

« Systemic changes that can be introduced to reduce the
number of quenes on a particular area/process;

« Formulation of FAQs on information that can be accessed
from the Depariment;

« |nformation dissemination through the Information Facilitation
Counter (IFC);

« Maintaining lists of CPIOs, FAAs and link officers;

* Annual Report of the CIC;

vii. Preparation of penodic monitoring reporta regarding disposal of RT]
requests/Appeals and compliance of CIC instructions.

3. All concerned are requested to provide necessary cooperation to the
RT! Cell in discharge of its functions.

(RajivRai)
Director

Al the CP10s/officers/Desks/Sections in Department of Personnel &
Training

Copy to -

All the Appellate Authorities/Directors/DS of Department of Personnel &
Training

Copy for information to -

EQ&SS

AS(S&V)

JS(E)

JS(ATEA)

JS(Trg.)

JS(Vig)

Secretary, PESB
PPS to Secretary(P)

ENEGhLN



ANNEXURE =TT

IMMEDIATE
No.2/10/2010-CR
Government of India

Ministry of Personnel. Public Grievances &L Pensions
Department of Fersonne| & Training

North Block, New Delhl
Dated 16% July, 2010
OFFICE MEMORANDUM

Subject Sireamlining Receiptl, Disposal and follow-up of RTl requests and
Appeals.

1.0 Ul is noted tha! the recept, folow-up and monitaring system for R

requests and cppeals s no! streamiined which hos resulted in lote
disposa of such requests and on many occasions it has abko invited
displeasure of the Central information Commassioner (CIC).

20 An Rl Cell has been set up under the charge of US (Adminisiration) 1o

coordinale o work relating 1o disposal of BT request ond appeals and

its functions have been detalled vide OM No. 2/10/2010-CR dated 7™

July, 2010. In continuation of the cloresaid OM detalled Instructions for

deqgling with RT Reguests ond oppeak are given here under which
nead o be scrupulously followed by all concemnead.

3.0 Receipt of KT Applications

3.1 RTI Requests are raceived in this Daparimant through following means:

ia] Dweclreceip!in the Central Receipt [CR) Section;

(b] DCirechty received by the concemed CPIOs;

lc] Received by Senior Officers as reference from ofher Departments
or from other Public Authotifies especialy, PMO ano Cabinet
Secretariat.

3.2 As soon os ony RTl application 5 raceived by any officer or in any

office. i wil be immediately sent o SO (RTI Cell), clong with the

payment, i any, enciosed. This will apply even to the applications
received by the CPIOs.

33  EN Cell will hondie the oppiications in the tollowing manner.



(al

(el

e}

<}

iel

It an #7l reques! does no! concern DOPT, it would immediately be
sen! 1o the concerned public authority. Such cases wil be
finglized by US [|Adminisirgfion), who may consulf Deeclor
{Administration] s per need. However, such consuliations should
be done on an urgent basis and not in g roufine manner.

In cose, information perioins 1o DOPT and one other Public
Authority, part that concems the other Public Authority would be
tfransferred 1o them by RTI Cell af the level of US (Administration).

In case, part of the information pertains o DOPT and remaining
port pertains to more than one Public Authority, further processing
will be made only regarding the poart that concerns DOPT ond o
per exsting instructions opplicant will be informed o make a

separate request 1o concemed Public Authorities of histher own
tavel,

%1l Cel would exomine that comect fee by corect mode) has
been received. In case it i not so, the application would be

returned with the remarks thot it may be resubmitted olong with
correct fee [by comec! mode).

For cpplications where comect fee has been submitied the fee will
be deposited by RT Cell and receip! obtained. Therecker:

] If the RTI cpplication concerns only one CPIO it would be
marked 1o the concemed CPIO along with the fee receip!
after making necessary enfries into the RTI-MIS, Thereafter,
the appication would be hondied under the reievant
provisions of BTl Act by the concemed CPIO.

[ily ¥ the information sought from DoPT concerns more than one
CPIO. the original application would be entered into the Rl
MIS ang therectier, separcie copies would be marked fo
the relevant CFIOs who would then handle them as
independent RT! application. In these cases the fee recep!
will be sent to the CPIO dedling with the first pan of query.

{iil) In ol coses o unigue RN Registralion number wil be
generated, which wil enable monitoring fill the application
is disposed off, In cose, parts of one opplication is being sent
fo more than one CPIO, unigue number wil be generaled



34

3.5

40

for eoch of the parls. However, in such coses numbering

would be such that it would be possibie 10 link all the parts
together

it may be refterated that vide Order No.2/3/2010-CR dated 7/6/2010, #
hos Seen laid down that no CPIO will retuse 1o accept an apphcalion
which hos been marked to them by ihe Coordination Section (now RTI
cefl]. In case this happens, RTl Cell would immediately bring this fo the
notice of Direclor |Administration] who wil take furtner necessary
action urgently ond If needed, brng it 1o the nofice of the higher
ocuthorifies os mentioned In the ctoresaid Order, Such cases of refusal

by CPIO woulid be viewed exirtemely seriously and may result In
disciplinary action.

However, in case o CPIO s genuinely aggrieved with wrong marking of
an RT request, he will personally bring it 1o the notice of Dieclor
|Administration] who will either refuse the request or agree to ransfer
in tull or o part of) the RT request 1o another CPIO [s). If o change s
made, the apolicafion will be routed again through RTi cell which wili
make necessary comecthions in the RTLMIS, It s, however, reiterated thal
il the time the application [or o parl thereol] b franstered o another

CPIO by the RT cel, the CPIO to whom it was originally marked wil
conimnue {o remain respornsible.

Disposal of RTl applications by CPIOs
(@] The concerned CPIO would handie the RTl request as per the
provisiors of the Act/Rules and once the reply s ready 1o be sent,
eniry wik be mode into the RTMIS and fhe reply wouid be
uploaded. An infimation will automatically reach the RTl cell, as
soon gs the above & done. KN cell will not dispaich RT leters /
replies unless this Infimafion is received through the system.

[6) Afier relevant! eniry B made in the RTHEMIS, the CPIO will keep the

reply in the envelope and delals of the RTI Registration no. and
nature of reply eic. would be supencribed on the enveloDe.
Director {Administiation) will be providing specia envelopes
[coled RN envelopes] to al CPIOs and AAs

and ol
comespondence with appicants will be maied in these
enveiopes.
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These envelopes wil be sent to the BT Cell who will therealter
ensure dispalch of these replies through RA!I cell o5 per the
esloblished procedure and make necessary entry info the RTI-MIS
regarding dispaich date and means.

In order 10 ensure that the fime limits for disposol of applications

are met, CPIOs (and AAs) are required 10 send the replies to R
cell at least 2 days beiore the deadline.

It & possible that additional fee s required to be poid before o
request can be enterfained. The concemed CPIO will make
relevant entry into the RT-MIS which would result In a standard
letler being generated through the software giving full detais of
the RTl gquery as well as additionol fee 1o be deposited. This letter
wil be sent to RTl Cell for further dispatch. Such odditional fee
whenever received (elther direclly by the CPIO or thvough CR
Section] will cgain be sent to RTl Cell who will thereafier deposit
this with the Cash Section and update the RTI-MIS occordingty.
Thereafter, the intimation of receipt of odditional fee wil be sent
to the concemed CPIO for further action in the matter.

In some coses, an infenm reply is sent 10 the applicant. Although
these communications will aso be dispatched through RTi Cel, no
eniry mio the RTLMIS will be made regarding such intenm replies.

Receipt and Disposal of RTI Appeals

The systemn for receiving and honding the oppeals will be simpler as in

such cases the name of the Appellate authority [AA) is known o the RT
applicant and no payment of fee & involved.

(al

(b)

iel

As ond when an appeal is received by an AA, s/he wil make

necessary entry into the RTMIS and wil handle it os per the
provisions of the Act/ Rules.

it any appeal is received directly in the CR Section or by an officer
who is not the concemed AA, all such references will be sent 1o

the RTI Cell who will make necessary entry into RTI Mi5 ond forward
il 1o the concemed AA for taking necessary action,

in case apped is received through e-mail, a print out will be tcken
and entry will be made into the RTl-MIS and thereafter it wouid be
hondied like any other appeal received fnrough post.



|dl On dsposol ol gppeal, procedurs for handiing them would be
the same os deloiled for disposal of BTl applications.

6.0 Monlioring of RTl applicalions and appeals

Time limits have been prescribed under the BTl act and rules regarding

disposal of RT applications and appeals and ol the CPIOs and AAs are
expected 10 adhere 10 them, RTI cell would genetote;

(0} Exception reports of coses where disposal has not been made
within 25 days of the receip! ol RTl request ond oppeals. These

would be posied on the Inho-MOP, so thaot JSs and other

supervisory officers moy also follow Up with the concerned CPIO.,

[lo] A monthly report of.oll RTI requests received and disposed oft

during the monith with a comparative picture. These reports wil
also be posted on the Intra -MOP.

(c] A guarterly report regording disposal and receip!s including CPIO
wise analysis of disposal.

—

([d} Annual Reports as prescribed by the CIC.

7.0 Tnis systern of centralzed management of RTl applications/ appaals wil
be folowed by all divisions located in North Block. As for as offices
located in JNU Campus [Training Division) or Lok Nayok Bhawon are
concemed, they wil confinue to handle the BTl requests ond appeals
as per cumen! amangements, However, ol the oapplications and
appeals would necesanrly be enterad info 1he RTMIS so that comect
picture of receipts and disposok for the deparimen! may olways be
ossessed.
8.0 These instructions will come info effect rom 1 August 2010, Prior to thal,
brel training session wil be organized by the RTl cell with the
cooperation of NIC, o demonstrate the working of the RTI-MIS anc to
remove doubts, it any, gbou! the procedure detafled above,

90 These nstructions issue with the approval of Secretary (P]. /—\

e 2hdk,

{Harish Changer)
Under Secrelary|Admn|



All the CPIOs/ officers/Desks/Sections in Department of Personnel & Training
Copy 1o -

All the Appeliate Authorities/Directors/D5S of Depanment of Personnel & Training
Copy lfor information fo ;-

1. EO&SS

2.  AS[sav)

3. B(e

4. JS(ATRA) .
5. lsiig) 1

6. ASMVig]

7 Secretory, PESB

8 PPS to Secretary|P)



Application Proforma

Annexure ‘111"

Centrally Sponsored Scheme on Improving Transparency and Accountability
in goverament throwgh effective implementation of

Right to Information
' To be submitted in Five copies.
| The format given below should neatly typed on separate sheets given item-wise information

Application in an incomplete form will not be enterlained

A

| | Component for which assistance sought

Setting up of RTI Cells

2 | Public Authority (Min/Deptt/ Attached / Subordinate Office) |

' B. Details of Institution

Name of the Institution

.2'

Particulars of the Institution

P

Complete postal address

Particulars of Nodal Officer

e

Name

Designation

1

Tel and Fax No. (Including mobile No.)

v

|

E-mail id

C. Details of

1

Date of Setting up of RT1 Cell

A

Details of items to be procured

3.

Detailed estimates of expenditure

4.

Total amount of grant required

5.

CSPMS details of Public Authority.

D.
I

Documents required

Copy of order setting up the RTI Cell

2

of the sanctioning authority of the grant

An undenaking that once the estimates of expenditure are approved
as reasonable and the grant assessed on the basis of these estimates,
they shall not be modified by the institution without prior approval




MZ2010-1R
Government af |ndia
Ministry of Personnel, Public Grievances and Pensians
Department of Persannel and Training

Narth Block, Mew Delhi-10001
Dated: 2.8.2012

OFFICE MEMORANDIM
Subject: Financial assistance for Setting up RTI Cells

The undersigred is dirscted to refer to OM, of even number dated
19.5 2011 regarding setting up RTI Cells in the Public Authorities and a ore time
grant of Rs.50,000 by DOPT for procuring & computer, scanner, printer, etc
under the Centrally sponsored scheme “improving transparency and
accountability in the government through effective implementation of RTI".

2 it is reiterated that Ministries/Departments desirous of availing the Tacility
of financial assistance mentioned abave, may send Iheir proposals in the
proforma enclosed to Director(IR), Room No 280 WNorth Block, Mew Delhi-1 by
post or through email at gsdrti-doptfnic.in.

3. 0., dated 19.5 2011 referred to above is available on lhe website of
DOPT (persmin > OMs & Orders > RTI)

Sovula Nave

{Sarita Nairj
Under Secretary to the Gowl of India
Tel:23040401/23092 356
To
1. All Ministries/Deparments of the Govt of india
2 UPSC/Lok Sabha  SecretariatRajya Sabha  Secretanat/Cabinet
Secretanat'C\VC/ Presidenl's SecretariatVice President’s
SecretariatPMO/Planning Commission/ Election Commission
3. Staff Selectian Commissicn, CGO Complex, Lodhi Road, New Dethi

4. Offica of the Comptraller and Auditor General of India, 10 Bahadur Shah

‘Zafar Marg, New Deln
NIC Gell, DOPT with a request to upload this O.M. on the wabsite



Aanexure ‘LI
bl L Lo

Applicativn Proforna
Centrally Sponsored Scheme on lmprasing Transparency und Accountability
in governmenl through cffective implemcotation of
Right 10 Informatien

fo be submitied in Five copies. = =% !
The format piven below should neatly typed on sepamte sheets given ilem-wise infurmalion
| Application in an incomplete form will not be enteriained

A T ) o ' ST

1| Component for which assistance sougli | Seriing up of RTI Cells
2 ] Public Aullmril:';-_l:l'-'l:m-'T)ch Antached * Subonbnate Oiice)

B. Detuils of Institution

1 [ Name of the Institution . o e

z, Particulars of the lusitution i '

_i__| Completc postal address [ ; ]
¥ Purticulars of Nodal Officer i _

L Mame |

i Designatwin

iii Tel and Fax No. (Including mobile Mo.)

w _ ' E-mailid ! i

C. Detalls of Expenditure

1 [rate of Sertine up of RTI Cell

. o ]

X Detais of 1ems o be procured ~

3. Dewiled estimales of expenditure - o .

4. | Towl amount of grant required i == .
S, CSPMS delails of Public Authority. '
'D. Documents required R —

1 Copy of order setting up the RT| Cel | §

2 s undertaking tiat once the estimates of expenditure are approved B

! as reasorable wixd the grant assessed on the basis of these cshmaies. |

they shall not be modified by the institution withoul prior approval
of the sanctioning authority of the grant,




F.No. 1/12/2010-1R
Government of India
Ministry of Personnel, PG and Pensiona
Drepartment of Personnel & Training

Ll L

North Block, New Delhi
Dated the 7% July, 2014
OFFICE ORANDUM

Subject: - Financial assistance for Setting up of RTT Cell in Public Authority,

The undersigned 13 directed 10 refer o this Department’s OM of even number dated
19.05.2011 ond 02.08.2012 regarding a ‘One time gramt of Rs50,000/- by DOPT for
procuring & compuler, scanner, printer etc. towards setting up of RTI Cell in the Public
Muthorities under the Centrally Sponsored Plan Scheme Improving transparcncy and
accountability in Government throngh effective implementation of RTT",

i It is reiterated that MinistnesDepartmenis!Attached Offices’Subordinate Offices
desirous of availing the facility of financial assistance mentioned above, may send the
proposals in the prescribed proforma (enclosed) to Director (IR), Room No.279 A, North
Block, New Delhi-1 by post or through e-mail at gydrii-dopti@nic.in. While submitting the
proposal, a copy of the onder for setting up the RT1 Cell in the Public Authority may also be
furnished.

3. OM dated 19.05.2011 referred to above i available on the website of DOPT
(persmin.nicin = DOPT > OMs & Orders = RTI).

Saxala Nave
{Sarita Mair)
Under Secretary to the Government of India
Tele: 23040401

To

1. Al ministres! Departments of Govt, of India

2. UPSCY Lok Sabtia Secretariat/ Rajya Sabha Secretariat/ Cabinet Secretariat/ CVC/
President’s Secretorint! Vice President’s Secretariat! PMOY Planning Commission/
Election Commission

3. Staff Selection Commission, COO Complex, Lodhi Road, New Delhi

4. Office of the Comptroller and Auditor General of India, 10 Behadur Shah Zafar Marg,

Mew Delhi
__,5./ NIC Cell, DOPT with a request 1o upload this O,M on the website as para J



Application Proforma

Annexure ‘111"

Centrally Sponsored Scheme on Improving Transparency and Aceountability
in government through effective implementation of

Right to Information

To be sutamitted in Five coples.
The format given below should neatly typed on separate sheets given item-wise information

Application in an incomplete form will not be ertertained

A
1 | Component for which assistance sought Setting up of KTI Cells
2 | Public Authority (Min/Deptt/ Antached / Subordinste Office)
B. Details of Institution =
1 Mame of the Institution
2. | Particulars of the Institution
i Complete postal address
(3| Particulars of Nodal Officer
1 MWame
i Denignation
i Tel and Fax No. {Including mohile No.)
iv E-rnnil id
C. Details of Expenditure
1 Lyate of Setting up of RT1 Cell
2. Deetuils of items to be procursed
3. | Detailed estimates of expenditure ]
4, Total smount of grant uquirni-_
3. CSPMS details of Public Avthority. —_—

D, Decuments reguired

1

Copy of order setiing up the RTI Cell

2

of the sanotioning suthority of the grant

“An undemaking that ance the esumates of expenditure are approved
as reasonable and the prant sssessed on the basis of these estimates,
(hey shall not be modified by the institution without prior appeoval




Chapter-6

Transfer of Applications

&No | File no. Date Subject

11/1 2/2008-IR 22/04:2008 Transfer of applications under the RTI Act, 2005

10/2/2008-IR. 12/06/2008 RTI applications recetved by a  public  authority
regarding  wnformation concering other public
authority’ authorities.

10/2/2008-IR. 24/09/2010 RTI applications recetved by a public authonty
regarding information concerning other public authority
- authorities.




MNo.F. 1112/2008-1R
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training

A

Morth Block, Mew Dalhi
Dated the 22™ April, 2008

OFFICE MEMORANDUM

SUBJECT: Transfer of applications under the RT1 Act, 2005.

It has been brought ta thae notice of this Department that the Central Public
Information Officers of some public authorities transfer the applications received
under the Right to Information Act, 2005 to the Prime Minister's Office in a routine
manner when there is just a mention of the Prime Minister or the Prime Minisier's
Office in the application. According to sub-section (3) of section 8 of the RT1 Act, if
an application is received by a public authority seeking an information which is held
by another public authority or which is more closely connected with the subject
matter relating to another public authority, the public authority receiving the
application should transfer the application to the concerned public authenty. It may
be pointed cut here that the Prime Minister's Office has been assigned the work of
providing secretariat assistance to the Prime Minister, After a decision is taken in a
matter, the Ministry/Department o which the matter concerns takes further action
regarding issus of orders etc. Naturally, the infermation in such cases would be
aveilable with the concemed Ministry/Department and not the PMO. The CPIO
receiving the application should carefully see the subjecl malter in the RTI
application and transfer i, if need be, to the concemed public authority and not to
the PMO simply because the applicant has made a reference to the FM or PMO,

2, All the Ministries/Departments etc. are requested to bring the contents of
this OM to the notice of all the Central Pubilic Information Officers -
MEL __'.,’ Fo—ia,
(S )
(K G. Vermé )
Director

Tel 2300 2158

Copy to:
1. All the Ministries/Departments of the Government of India
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Upion Public Service Commission/Lok Sabha Secretanat/Rajya Sabha
Secretarial/Cabinet Secretariat/Central  Vigilance Commission/President’s
Secretariat/Vice-President's Secretarat/Prime  Minister's  Office/Planning
Commission/Election Commission

Central Information Commission/State Information Commissions

Staff Selection Commission, CGO Complex, New Delhi

Office of the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar
Marg, New Dsalhi

All Officers/Desks/Sections, Department of Personnel & Training and
Department of Pension & Penslons Welfare



Ne, 10/2/2008-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

MNorth Block, Mew Delhi
Dated: the 12" June, 2008

OFFICE MEMORANDUM

Subject: RTI applications received by a public authority regarding information
concerning other public authority/authorities.

kb

It has ‘'oeen brought to the notice of this Department that requests are made to
the public authorities under the Right to Information Act for pieces of information
which do not concern those public authorities. Some times, such an information is
sought, a pyart or no part of which is available with the public authority to which the
application: is made and remaining or whole of the information concerng another
public aut hority or many other public authorities. A question has arisen as to how to
drzal with such cases.

2, ‘Section 8(1) of the RTI Act, 2005 provides that a person who desires to obtain
any information shall make a request to the public information officer (PIO) of the
conce:med public authority. Section 6(3) provides that where an application is made
to a public authority requesting for any information which is held by another public
authority or the subject matter of which is more closely connected with the functions
of another public authority, the public authority to which such application is made,
shall transfer the application to that other public authority. A careful reading of the
provisions of sub-section (1) and sub-section(3) of Section 8, suggests that the Act
recjuires an information seeker to address the application to the PIO of the
‘cooncerned public authority’. However, there may be cases in which a person of
ordinary prudence may believe that the piece of information sought by him/her would
tve available with the public authority to which he/she has addressed the application,
‘out is actually held by some ancther public authority. In such cases, the applicant
makes a bonafide mistake of addressing the application to the PIO of a wrong public
authority. On the other hand where an applicant addresses the application to the
PIO of a public authority, which to a person of ordinary prudence, would not appear
to be the concern of that public autherity, the applicant does not fulfill his
responsibility of addressing the applicatien to the ‘concerned public authority’.

2l
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-1 2.

Given hereinunder are some situations which may arise in the matter and action

required to be taken by the public authorities in such casas:

(®

(if)

(i)

A person makes an application to a public authorty for some information
which concems some another public authority. In such a case, the PIO
receiving the application should transfer the application to the concerned
public authority under intimation to the applicant. However, if the PIO of the
public authority is not able to find out as to which public authority is concerned
with the information even after making reasonable efforts to find out the
concemed public authority, he should inform the applicant that the information
is not available with that public authority and that he is not aware of the
particulars of the concerned public authority to which the application could be
transferred. It would, however, be the responsibility of the PIO, if an appeal is
made against his decision, to establish that he made reasonable efforts to
find out the particulars of the concemed public authority.

A person makes an application to a public authority for information, only a
part of which is available with that public authority and a pard of ths
information concerns some ‘another public authority.' In such a case, the PIO
should supply the information available with him and a copy of the application
should be sent to that another public authority under intimation to the
applicant.

A person makes an application to a public authority for information, a part of
which is available with that public authority and the rest of the information is
scattered with more than one other public authorities. In such a case, the PIO
of the public authority receiving the application should give information
relating to it and advize the applicant to make separate applicaticns to the
concerned public authorities for obtaining information from them. If no pan of
the information sought, is available with it but is scattered with more than one
other public authorities, the PIO should inform the applicant that information is
not available with the public authority and that the applicant should make
separate applications to the concarned public authorities for obtaining
information from them. It may be noted that the Act requires the supply of
such information only which already exists and is held by the public authority
or held under the control of the public authority. It is beyond the scope of the
Act for a public authority to create information. Collection of information, parts
of which are available with different public authorities, would amount to
creation of information which a public autherity under the Act is not required
to do. At the same time, since the information s not related to any one
particular public authority, it is not the case where application should be
transferred under sub-section (3) of Section 6 of the Act. It is pertinent to
note that sub-section (3) refers to ‘another public authority' and not ‘other
public authorities’. Use of singular form in the Act in this regard is important
to note,

R T
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(i) If a person makes an application to a public authority for some information
which is the concern of a public authority under any State Government or
the Union Territory Administration, the Central Public Information Officer
(CPIO) of the public authority receiving the application should inform the
applicant that the information may be had from the concemed State
Govermnment/UT Administration. Application, in such a case, need not be
transferred to the State Government/UT Administration.

4. Contents of this OM may be brought to the notice of all concerned.

(K.G™
Director

1. All the Ministries / Departments of the Government of India

2. Union Public Service Commission/ Lok Sabha Sectt/ Rajya Sabha
Secretariat/ Cabinet Secretariat/ Central Vigilance Commission/ President's
Secretariat/ Vice-President's Secretariat/ Prime Minister's Office/ Planning
Commission/Election Commission,

3. Central information Commission/State Information Commissions.

4.  Staff Selection Commission, CGO Complex, New Delhi

5. Office of the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar
Marg, New Delhi.

6. All officersiDesks/Sections, Department of Personnel & Training and
Department of Pension & Pensioners Welfare.

Copy to: Chief Secretaries of all the States/UTs,



No.F.10/2/2008-R
Government of India
Ministry of Personnel, PG and Pensions
Department of Personnel & Training

(Er Pl

Morth Block, New Dalhi
Dated September 24, 2010

OFFICE MEMORANDUM

Subject:- RTI applications received by a public authorty regarding information conceming
other public authorty/authorities.

LA L 2]

The undersigned is directed to refer to this Department's OM of even number daled
12* June, 2008 on the above noted subject, clause [ii] of para 3 of which provides that if a
person makes an agpplicafion to the public authorty for infarmation, o part of which is
availoble with that public authority and the rest of the information s scattered with mare
than one ather public authonties. the Public Infarmation Officer [PIO) of the public authority
receiving the application should give information relating fo it and advise the applicant 1o
make separate applications to the concemed public autherities for oblaining information
from them. It further provides thot if no part of the information is available with the public
authorty receiving the opplicafion but scoltered with more thon one other public
outhorfies, the PIO should inform the applicant that information is not available with the
public authority and that the applicant should make separate application lo the concermed

public autharities for obtaining infarmation from them.

2. The matter has been examined in consullation with the Chief Information
Commissioner, Ceniral informaofion Commission ond it hos been decided 1o advise the PiOs
thot If the details of public autharities who may have this information sought by the applicant
are availaole with the PIO, such details may clso be provided to the applicant.

3 Contents of this OM may be brought to the notice of oll concerned.

3O

k.G, Verma)
Director
Tel. 230% 2158

1. All the Ministries/Depariments of the Government of india
2, bnion Public Service Commission/lok  Sabha Secetarial/Rajya  Sabha
Secretarial/Cabinet Secretanal/Central Vigilance Commission/President's



e

3. Secrelardal/Vice-Prasident's Secretanat/Prime Minister's Office/Planning
Cammission/Election Commission

4, Cenfral Information Commission/State Information Commissions

5. Staff Selection Commission, CGO Camplex, Mew Delhi

4. Office of the Complroller & Auditor General of india, 10, Bahadur Shah Zofar Marg,
New Cealhi

7. All Officers/Desks/Sectians, Department of Personnel & Training and Department of
Pension & Pensions Welfare

Copy also to: Chief Secretaries of all the Sates/UTs



Chapter -7

Implementation of various provisions of the Act

S.No. File no Date Subject

1. 1/12/2007-IR | 31072007 | Preparation of Inventory ot Public Authorities under RT1
Act, 2005.

2. 1/42006-IR | 21/022006 | Implementation of the various provision of the RTI Act,
2005,

3 1/220071R | 23/03/2007 | Non-Implementation of various provisions of the RTT Act,
2005 by public authorities — regarding

4. 4/10/201 1-IR | 18/05/2011 | Strengthening Implementation of the Right to
Information Act. 2005.

. 48201 1-IR | 2000572011 | Laymng of Annual Reports of the Central Information
Commussion before the Houses of Parhiament.




No 1/12/2007-1R
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training
BEFFIEES

New Delhi, the 317 July, 2007

FFICE MEMORANDUM

Subject: Preparation of Inventory of Public Authorities under RTI Act, 2005,

The Second Administrative Reforms Commission in its First report has
inter-alia made the following recommendations:

(i) Atthe Government of India level, the Department of Personnel & Training has
been identified as the nodal department for implementation of the RT] AcL
This nodal department should have a complete list of all Union
Ministries/Departments, which function as public authorities,

(ii) Each Union Ministry/Department should also have an exhaustive list of all
public authorities, which come within its purview. The public authoritics
coming under each Ministry/Department should be classified into ()
constitutional bodies (ii) line agencies (iii) statutory bodies (iv) public scctor
undertakings (v) bodies created under executive orders (vi) bodies owned,
controlled or substantially financed and (vii) NGOs substantially financed by
Government. Within each category an up-to date list of all public authorities
has to be maimained.

(iii) Each public authority should have the details of all public authoritics
subordinate to it at the immediately next level. This should continue till the
last level is reached. All these details should be made available on the
websites of the respective public authorities, in a hierarchical form.

(iv) A similar system should also be adopted by the States.

2. The Government has considered the above recommendations and decided 1o
accept the same. A list of all Union Ministries/Departments has already been
posted on the RTI Portal (www.nti.gov.in). All the Ministries/Departments are
requested to prepare an exhaustive list of all the public authorities under them.
These authorities may suitably be classified into attached offices, subordinate



offices, autonomous bodies, public sector undertakings, constitutional bodies,
statutory bodies etc. The Ministries/Departments may also prepare the list of
NGOs which receive grant from them and fall within the definition of *public
authority’. The lists of public authorities so prepared may be uploaded hy the
concerned Ministries/Departments on the RTI Portal and kept updated.

3. It is also requested that the Ministries/Departments may issue instructions 1o
all the public authorities under them to take action as per the recommendation of
the Administrative Reforms Commission contained in clause (iii) of para | above.

(K.G. Verma)
Director
To
1. All the Ministries / Departments of the Government of India
2. Union Public Service Commission/ Lok Sabha Sectt./ Rajya Szabha Secretariay/

Cabinet Secretariat/ Central Vigilance Commission / President’s Secretarist/

Vice-President’s Secretariat/ Prime Minister's Office/ Planning Commission /

Election Commission

Staff Selection Commission, CGO Complex, New Delhi

4. Office of the Comptroller & Auditor Genera! of India, 10, Bahadur Shah Zafur
Marg, New Delhi.

3. All officers/Desks/Sections, Department of Personnel & Training and
Department of Pension & Pensioners Welfare,

il
-

Copy to: Chief Secretaries of all the States/UTs — It is requested that necessary
action may be taken to implement the above referred recommendations of
the Administrative Reforms Commission in their States/UTs.



Most Immediate
Time Bound

F.No.1/4/2006-1R
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personne! and Training

New Delhi DatcdﬁFcbmary. 2006
A st

OFFICE MEMORANDUM

The undersigned is directed to say that the Central Information

Commission, on the basis of suggestions and complaints received from
members of public, has desired that the following steps should be taken by
Ministries/Departments regarding the Right to Information Act, 20035
within individual jurisdiction.

The PIOs, APIOs and Appellate Authorities are placed in all
public authorities set up from Ministry’s/Department’s budget or
under administrative control of Ministry/Department, if they are
not already there.

Furnishing to the Central Tnformation Commission the details of
nodal officer appointed for implementation of the Act and the
complete list of PIOs/APIOs and the Appellate Authorities
alongwith their contact details, namely addresses, phone
numbers, e-mail addresses and fax numbers.

Steps be taken to enable people to file their applications by post.
‘To make this easy, awareness should be generated through print
and electronic media regarding the name of the bank account into
which the demand draft or bankers cheque should be accepted.
The particulars of these bank accounts should be furnished to the
Central Information Commission.

Some Ministries/Departments have appointed several Public
Information Officers having different jurisdictions. In such case a
clarification may be issued to the effect that application can be
received by any PIO whose duty it would be to direct it to the
PIO concerned under intimation to the applicant.



5. In case a person writes directly to the Head of Department/Office
enclosing the required fee, it should be ensured that application
reaches the proper PIO under intimation to the applicant.

6. The Right to Information Act, 2005 does not provide for any
formal application form for acquiring access to information. The
Act also states that request for information can be sought ‘in
writing or through electronic means........" therefore, application
for information on plain paper are also to be received and replied
within the prescribed time limit.

7. Section 6(2) of the Right to Information Act, 2005 states that no
person seeking information shall be required to give any reason
for his request. Therefore, necessary orders may be issued to all
the officials in the Ministries/Departments/Public Authorities to
comply with the directives of the Act and not to ask unnecessary
questions from complainants/applicants.

It is requested that action on the above points may be taken at the
earliest and a compliance report sent to the Central Information
Commission by 24/2/2006.

C'::

(C.A. Subramanian)
Deputy Secretary to the Government of India

To
x Ministries/Departments

Copy 1o
—PF8 to Secretary (P)
P8 1o JS(AT&A)
\_-PS to IS(E)

e )
Wﬁlﬂcﬁ:‘fgﬁput}' Secretaries/Section in the this Minsitry "




F.Nol122007-1R
Ciovernment of India
Ministry of Personnel, Publlc Grievances and Pengions
Department of Personnel and Training

North Block New Delhi
Dated 33 March, 2007

QFEICE MEMORANDUM

Subject; Non-implementation of various provisions of the RTI Act, 2005 by public
suthorities- regarding.

It has been brought to the notice of this Department that

(i Some public suthorities have not designated Public Information
Officers and/ or Assistant Public Information Officers under the Righ
1o Information Act, 2008 so far;

(i)  Some public authorities do not accept fee by way of Indian Postal
Orders;

(lil)  Some public auwthorities do not sccept demand drafis/bankers
cheques/Indian Postal Orders drawn in the name of their Accounts
Officer and inxist that these should be drawn in the name of Drawing
and Disbursing Officer or the Under Secretary or the Section Officer
etc.; and

(iv)  Some public authorities do not accept applications submitied by the
applicant and insist that application for seeking information should be
submined in o particular formm prescribed by them,

2 Attention is invited 1o sub-section (1) of section § of the Act, which provides
that “every public authority shall designate Public Information Officers in all
administrative units or offices under it within one hundred days of the enactment of
the Act. Like wise subssection (2) of section § of the Act provides that every public
authority shall designate an officer as Assistant Public Information Officer al each
sub-divisional level within one hundred days of the enactment of the Act. More than
o year has passed since the Act was enacted. Nonedesignation of Public Information
Officerts) and/or Assistant Public Information Officer(s) by any public authority
contravenes the provisions of the Act.

3 According 10 the Right wo Information (Regulation of Fee and Cost) Rules,
2005 as amended by the Right to Information (Regulation of Fee and Cost) Rules,
2006, the approved mode of payment of fee for obtalning Information Is by cash or
demond draft or banker's cheque or Indian Postul Order payable 1o the Accounts
Officer of the public authority, Non-acceptance of fee by way of Indian Postal Order
or insistence that the demand drafi/banker's chegue/lndian Postal Order should be
drawn in the name of any officer other than the Accounts Officer of the public
suthority Is pot in line with the provisions of the Rules.



4. Section 6 (1) provides that » person, who desires to obtain any information
under the Act, shall make a request in writing or through electronic means in English
or Hind} or in the official language of the area in which the application is being made.
The Act or Rules notified by the Government do not prescribe any format of
application for seeking information. Non-acceptance of an application on the ground
that it is not in prescribed format is aguinst the provisions of the Act.

5. In view of above facts, all the public authonities may ensure that:-

{i} Central Public Information Officers'Central  Assistant  Public
Information Officers are designated immediately, if it has not been
done so far. Details of these officers may also be posted on the
wiebsite;

(iiy  Fee paid by any of the modes prescribed in the Rules including by way
of Indian Postal Order is accepted:

(iii) Demand draft/Banker's Cheques/IPOs made pavable to the Account
Officer of the public authoritics are accepted: and

(iv)  Applications submitted by the applicants are not refused on the ground
that it has not been submitted in prescribed format.

6. Coments of this OM may be brought to the notice of all concerned.

(E‘L:‘rf_a-_‘.- -__‘l

\ N \

(K.G. Verma)
Director

All Ministries/Departments of Govemment of India.

Department of Economic AfTairs (Banking Division), New Defhi

Department of Econamic Affairs (Insurance Division), New Delhi

Department of Public Enterprises, New Delhi

Railway Board

Union Public Service Commission / Supreme Court of India / Election

Commission / Lok Sabha Secretariat / Rajya Sabha Secretarint / Cabinet

Secretarint / Central Vigilance Commission / President’s Secretariat /

Prime Minister’s Office / Planning Commission.

Staft Selection Commission, CGO Complex, Lodhi Road, New Dethi

8. Office of the Comptroller & Auditor General of India. 10, Bahadur Shah
Zafar Marg, New Dethi

9. 200 spare copies.

Db

»d



Subject;

No.4/1022011-IR
Government of India
Ministry of Perspnnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated: 18™ May, 2011
OFFICE MEMORANDUM

Strengthening  Implementation of the Right to Information Act,
2005,

L L

Central Chief Information Commissioner has made a reference to the
Cabinet Secretary making several suggestions for effective implementation of
the Right to Information Act, 2005. It has been decided in consultation with
the Cabinct Secretariat that following actions shall be undertaken by all

Ministries/Departments/Attached OfficesPSUs of Central Government to
strengthen the implementation of the RTT Act:

a)

b)

c)

In the Annual reports of the Central Ministries/Departments and other
attached/subordinate offices/PSUs, a separate chapter shall be
included regarding implementation of the RTI Act in their respective
offices. This chapter should detail the number of RTI applications
received and disposed off during the year, including number of cases
in which the information was denied. In addition to the above, efforts
made to improve the implementation of the Act in their respective
offices, including any innovative measures that have been undertaken,

should also be listed. This is to be ensured for Annual reports for the
year 2011-12 onwards.

Each Ministry/Department should organize atleast a half day training
programme for all CP10s/Appellate Authorities (AAs) every year to
sensitize them about their role in implementation of the RTI Act. The
concerned  Ministries/Departments  shall ensure that similar
programmes are organized for all CPIOs’AAs of all
attached/subordinate offices and PSUs under their control as well.

All public authorities who have a web site shall publish the details of
monthly receipts and disposal of RTI applications on the websites.
This should be implemented within 10 days of the close of the month.
Ministries/Departments would ensure that these instructions are
communicated to their attached/subordinate offices as well as PSUs
immediately. Monthly reporting on the above pattern should begin
latest by 10™ July, 2011 for the month of June, 2011 and thereafter
continue on a regular basis.



r &

- 2.

All the Ministries/Departments arc requested 1o take action as above

and also to ensure that these instructions are communicated to their attached
and subordinate offices/PSUs for compliance.

o b

(K.G.Verma
Director
Tel: 23092158
All the Ministries/Departments of the Government of India.
Umon Public Service Commission/Lok Sabha Secretanat/Rajya Sabha
Secretariat/Cabinet  Secretatial/ Central Vigilance Commission /
President's Secretariat/Vice-Presidents's Secretariat/Prime  Minister's
Office/Planning Commission/Election Commission.
Central Information Commission/State Information Commissions.
Staff Selection Commission, CGO Complex, New Delhi.
Office of the Comptroller & Auditor General of India, 10, Bahadur Shah
Zafar Marg, New Delhi,
All Officers/Desks/Sections, Department of Personnel & Training and
Department of Pension & Pensions Welfare.
Secretary (Coordination), Cabinet Secretariat, for information

Copy to: 1. Chief Secretarics of all the States/UT's.

v B State Information Commissioners



No.4/8/201 1-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated: 20" May, 2011
FF1 M

Subject:  Laying of Annual Reports of the Central Information Commission
before the Houses of Parliament.

T

The undersigned is directed to refer to Section 25 of the Right to Information
Act, 2005 which provides that the Central Information Commission shall prepare a
report on the implementation of the provisions of the Act each year, which the
Central Government would lay before each House of Parliament. Each
Ministry/Department is responsible to ensure that necessary information in relation
to preparation of the Report is sent to the Central Information Commission by all
public authorities within its jurisdiction in time. The Central Information
Commission has developed a web based system through which the public
authorities may upload the Annual Return on the website of the Commission
direct. The software developed by the Commission is known as the RTI Annual
Report Information System which is accessible on the website www.cic.gov.in.
The information has to be posted on quarterly basis.

2. It has been observed that a number of public authorities do not vpload the
Annual Return in time on the system. [t results in the delay of the preparation of

the Annual Report and consequently in laying the Report before the Houses of
the Parliament.

3. All the Ministries/Departments are requested to ensure that the quarterly
returns of all public authorities under their jurisdiction is uploaded on the Annual
Report Information System referred to above in time every year. The final Return
for the year should be uploaded latest by the 15" April of the subsequent financial
year. The public authorities who have not uploaded their final returns in respect of
the year 2010-11 may upload the same on the website latest by 30® June, 2011,



4. It has also been brought to the notice of this Department that some
Ministries/Departments have not registered all the public authorities under their
Jjurisdiction with the Central Information Commission. It results into non-inclusion
of the complete information in the Annual Report. All the Ministries/ Departments
are requested to ensure that all public authorities under their jurisdiction are
registered with the Commission and they all post requisite information on the
website referred to above regularly.

-

ol

(K.G. Verma)
Director
Tel: 23092158

. All the Ministries / Departments of the Government of India

Union Public Service Commission/ Lok Sabha Sectt./ Rajya Sabha
Secretariat/ Cabinet Secretariat/ Central Vigilance Commission/
President's Secretariat/ Vice-President's Secrctariat/ Prime Minister's
Office/ Planning Commission/Election Commission

Staff Selection Commission, CGO Complex, New Delhi

Office of the Comptroller & Auditor General of India, 10, Bahadur Shah
Zafar Marg, New Delhi.

. All officers/Desks/Sections, Department of Personnel & Training and

Department of Pension & Pensioners Welfare.
Central Information Commission, August Kranti Bhawan, Bhikaji Kama
Place, New Delhi

Copy to: Chief Secretaries /Administrators of all the UTs for necessary action.



Chapter-8

Clarification regarding ‘Information’ to be provided

S.No. File No. Diate Subject
1 11/2/2008-IR. 10:/07/2008 | Clarification regarding format 1 which information
should be supplied under the RTT Act, 2005
2. 11:2/2013-IR 14/08/2013 | Disclosure of personal information under the RTI Act,
(Pt) 2005.
3. 1/32/2013-IR 17/02/2015 | Guidelnes for Public Information Officers/First

Appellate Authorities for supply of information and
disposal of first appeal respectively — retteration of

4. 10/1/2013-IR. 6/10/2015 | Format for giving information to the applicants under
E.TI Act- 13sue of swdelines regarding.




No.11/2/2008-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated: the 10" July, 2008

OFFICE MEMORANDUM

Subject: Clarification regarding format in which the ‘information’ should be
supplied under the RTI Act, 2005.

Fkpm

It has been observed that some people under the Right to Information
Act, 2005 request the Public Information Officers (PIO) to cull out information
from some document(s) and give such extracted information to them. In some
cases, the applicants expect the PIO to give information in some particular
proforma devised by them on the plea that sub-section (9) of Section 7 provides
that an information shall ordinarily be provided in the form in which it is
sought. It need be noted that the sub-section simply means that if the
information is sought in the form of photocopy, it shall be provided in the form
of photocopy and if it is sought in the form of a floppy, it shall be provided in
that form subject to the conditions given in the Act ete. It does not mean that
the PIO shall re-shape the information.

2. According to section 2(f) of the Act ‘information’ means ‘any material in
any form’. A citizen, under the Act, has a right to get ‘material’ from a public
authority which is held by or under the control of that public authority. The
right includes inspection of work, documents, records; taking notes, extracts or
certified copies of documents or records; taking certified samples of material;
taking information in the form of diskettes, floppies, tapes video cassettes or in
any other electronic mode or through printouts where such information is stored
in a computer or in any other device. Careful reading of the definition of
‘information’ and ‘right to information’ makes it clear that a citizen has a right
to get the material, inspect the material, take notes from the material, take
extracts or certified copies of the material, take samples of the material, take the
material in the form of diskettes etc. The PIO is required to supply such
material to the citizen who seeks it. The Act, however, does not require the
Public Information Officer to deduce some conclusion from the ‘material’ and
supply the ‘conclusion’ so deduced to the applicant. The PIO is required to



supply the ‘material’ in the form as held by the public authority and is not
required to do research on behalf of the citizen to deduce anything from the
material and then supply it to him.

3. Contents of this OM may be brought to the notice of all concerned.

(K.G. Verma)
Director

. All the Ministries / Departments of the Government of India

2. Union Public Service Commission/ Lok Sabha Sectt./ Rajya Sabha
Secretariat/ Cabinet Secretariat/ Central Vigilance Commission/
President’s Secretariat/ Vice-President’s Secretariat/ Prime Minister’s
Office/ Planning Commission/Election Commission.

. Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

. O/o the Comptroller&Auditor General of India, 10, Bahadur Shah
Zafar Marg, New Delhi.

6. All officers / Desks / Sections, DOP&T and Department of Pension

and Pensioners Welfare.

Lh e L

Copy to: Chief Secretaries of all the States/UTs.



Mo. 11/22013-IR (Pr.)
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi,
Dated the |y th August, 2013

OFFICE MEMORANDUM
Subject: Disclosure of personal information under the RTI Act, 2005.

The Central Information Commission in one of its decisions (copy enclosed)
has held that information aboul the complaints made against an officer of the
Government and any possible action the authorities might have taken on those
complaints, qualifies as personal information within the meaning of provision of
section B (1) (j) of the RTT Act, 2005,

2.  The Central Information Commission while deciding the said case has cited
the decision of Supreme Court of India in the matter of Girish R. Deshpande vs. CIC
and others (SLP (C) no. 27734/2012) in which it was held as under:-

“The performance of an emplovee/Officer In an organization is primartly a matter
berween the employee and the emplayer and normally those aspects are governed by
the service rules which fal' wnder the wxpression persumad informacion’, the
disclosure uf which has no relationship o wmy public activity or public Interest, Om
the other hand the disclosure of which could cause wnwarranied invasion of the
privacy of rhat individual, " The Supreme Court further held that such information
could be disclosed only if it would serve a larger public interest.

3. This may be brought to the notice of all concemed.
Encl: As above. ﬂfﬂm ,,"'mti
(Mngj Joshi)
Joint Secretary (AT&A)
Tel: 23003668

1. All the Ministries / Departments of the Government of India.

2. Union Public Service Commission /Lok Sabha Secrelariay Rajya Sabha
Secretariat/ Cabinet Secretariat! Central Vigilance Commission/ President's
Secretariat! Vice-President's Secretariat/ Prime Minister's Office’ Planning
Commission/Election Commission.

3. Central Information Commission/ State Information Cormmmissions,

4. Staff Selection Commission, CGO Complex, New Delhi.

5. Qi the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar Marg,
New Delhi.

6. All officers/Desks/Sections, DOP&T and Department of Pension & Peasioners
Wellare.



©

Central Information Commizeion, Naw Delhi

File Mo CIC/SMAS2013/000058
tio - i
Date of hearing - 26/06/2013
Date ol decision 261062013
Name of the Appeliant :  Sh, Manoj Arya,

(RTI Aclivists and Social Worker) 67, Sec-

12, CPWD Fiats, R K Puram, New Delhi
110022

MName of the Public Authorlty :  Central Public Informafion Officer,
Cabinet Secretariat,

(Vigitance & Complaint Call), 2nd Floor,
Sardar Pale! Bhawan, New Delhi -110001

The Appellant was not prasent in spite of notice.

On behall of the Respondant, Shrl M.P. Sajeevan, OS & CPIO was
presant.

The third party, Shrl § B Agnihotrl, DG (DEF, ACQ) MoD was present,

Chiel Information Commissioner C Shri Satyananda Mishra

2 We heard the submissions of both the respondent and the third party in

the case.

a. In his RTI application, the Appellant had scught the copies of the
complaints made against the third party in the case and the details of the action
taken including the copies of the enquiry reports He had also wanted the
copies of the comespendence made betwsen the Cabinet Secretarial and the
Ministry of Shipping in respect of the third party in the case. The CPIO after

consulting the third party undar Section 11 of the Right 1o Information Acl, had



refused 10 disclose any such migrmation by claiming that | was personal in
naiure 2nd thus exempted under the provisians of section B{1) () of the Right 1o
Infgrmation (RTT1) Acl. Nat satisfied with Ihis decision of the CPIO, the Appsliant
had preterred an appeal, The Appefiate Autharily had disposed of the appeal in

& spasiing erder = which Fe had endarsed the dedizion of the CRIT

4. We have carefully gone through the contents of the RTI application and
the ordet of the Appeilate Authorily. We hava also considered the submissions
of both the respondent and the third party in the case. The entire informaton |

sought by the Appellant revolves around The complaints made against an oliicer .:
ol the government and any pessible action the authorities might hava laken an -.
those complaints. The Appeliate Authority was very right in deciding 1hat 1his

entire class ol information was qualiied as personal Infnrrnatlnn within {he
maaning of the provisions of Section 8 (1) ({) of the RT) Act. Jn this connection, It
IS very perinent lo cite the decigion of the Supreme Court of Ingia in the SLRP(C)
No. 27734 of 202 (Gingh 2 Deshpande ve CiC and ainers! in which 11 has hetd
that the performance of an employee/Cfficer in an organisation is primarily a
matiar between the employes and the employer and normally those aspects
are govamed by the service rules which fall under the expression persanal
information, the disclosure of which has no relationship 1o any public activity or
public imerest. On the other hand, the disclcaure of which could cause
umwarranted wvasion of the prvacy of thal individual® The Supreme Cour
furthr held that such information could be disclosed anly il it would serve a
targer publc interest | The information sought by tne Appeliant in (his case is
aboul some complaints made against a govermnment olficlal and any possible
action {he authorites might have taken on those complainis. 1f Is, thus, ciearly
the kind of information which is envisaged in the above Supreme Coun order,
Tnerelore, the information is complely exempted rom disclosure under the
provisions of the RTI Act which bath the GPIO and the Appallate Authority have



rightiy cied in their respective orders.

5, We find no grounds 1o inferiere in the order of the Appellate Authority,

The appeal is rejecied.

Cogi-z 6! = ordes be oven frae o 2ot 12

Fe pRrise,

{Satyananda Mishra)
Chiel Intormation Commissianer

Autheonticaled rue copy. Addilional cepies ol orders shall be suppiled agains!

appication and payment of Ine charges prescibed under Ike Aot to the CPID of this
Commisssan.

(Vijay Bhatla)
Deputy Registrar



F.No, 1/32/2013-R
Government of India
Minkiry of Personnsl, Public Grievances & Pensions
Department of Personna! & Training

Morth Block, Mew Dalhi
Dated; the 17" February, 2015

OFFICE MEMORANDUM

Subjeck: Guidalines for Public Information Officers/First Appellate Autherilies for
supply of information and disposal ol st appeal respectively - reiferation of

Section 25 of the RN Ac! requires the Govermmment to complle o guide
containing such infarmation, in an easity comprehensiole form and manner, as
may reasonably be required by o persion who wishes fo exercise any right
spacifed in the Act. Further. it requires the Government to update the guide ot
reguior infesvol. Accordingly o Guide on the Act was published onling on
28.11.2013 to help ol ihe stoka-holders viz Information seekers in golting
informadion, public information officers in dedling with the RTI applicatians, first
oppelate outhorities in laking cogent decisions on appeals and the public
oulhorilies in implementing various provisions of the Act In right aamast,

2 The Public Informalion Cificen/Finst Appellate Aulhorilles should keep in
mind lhe sofent leatures of the guidelnes in supply of Infermatien o the
infarmation seeker and disposal of fist appeal respeciively, so that Infarmation
seakers may not resort lo filing of second oppeals before Ihe Informalion
Coemmissions.  The relevant saiient features of the guidelines are relterated
below for considerafion of the Public Information Officers and First Appelliale
Aulhorilies:

Supply of Infermation by the Public Informalion Oficer
11 The amwering Public Information Cificer should check whelhar the

information soughl or o port thereotf is exempt from disclosure under
Section 8 or Secfion # of the Act. Request in respact of the part of

1



3

4)

the opplication which is so exemnpt moy be rejecled and rest of the
information thould be provided Immedialely or afler receip! of
cddifional faes, as the cose may be. ]

Where o regidl lor information s relected. the Public Informeation
Clicer shauld communlcola to the person making the request—

[} fhe recsuns for such rejechon:

[#}  the period within which an appeal egainst such rejsction
may ba prelemed. and

[} e paricularns of the outhority to whom on appeal can be
moda,

If oddifional fee i required lo be pold by the opplicon! af provided
in the Fee and Cost Bules, the Publle Infomation GHlesr showd
inform the cpplicant;

M tha datails of furiher feas required o be pald;

i} e calculations made fo arive af the amount of fees oiked
for;

(W} the lcct thal the applicent has a right 1o make appeal cbowt
tha amount of 1eas so demanded;

(w)  the parficulars of the authorty 1o whom such an appeal can
ba made: and

(v] the fime fimit within which the cppeal can be made.,

Though there ks no hord ond fost rule os to when exactly infimafion
aboul addifional fees s to be given to the applicant, such
infimation ihould be given 1oon afler recelpl of RT| application,

Disposal ol Appeal by the First Appellale Authorlty

1

Whila dispoting off fis! oppeals, the fint Appelate Authoritias should
ccl in a fair and judicious manner. It is vary Important that Ihe order
pomsed by ihe first oppellate authority should be a detailed and
speaking order, giving justification or the decislon arived al.

it an cppellote cuthorly while deciding on oppeal comes to a
conclusion that the appellent should be supplied Information in

-



0

addifion o whot hos been suppied by lhe Public information
Olfices, he may either [i| poss on order direcling the Public
information Officer to give such information to the appeliont; or i)
he himsell may give informafion to the oppellant. In the fist case
the oppebate cuthorily should ensure that the information ordered
by him lo be suppéed s supplied to Ihe oppellont immediately. It
would, howaver, be betler i the appeliale authorty chooses the
second course of action and he himself fumishas the informalion
clongwith the order passed by him in the matter.

Sidep Toz

{Sandeep Join)
Director
Tel 23092755

Al the Ministies / Depariments of the Governmen! al India.

Union Public Service Commission fLok Sabha Sect/ Rojya Sabha Secretaral/
Cabinet Sacretariot/ Centrad Vigilance Commission/ President's Secrelarial/
Vice FPresidenls Secrelongt/ Pime Minister's Officef  Planning
Commission/Eleciion Comemission.

Central Information Commission/ Stale Information Commissions.

Stalf Setection Commission, CGO Complex, New Delhi,

Ofo the Compfiroder LAuditor General ol Indio, 10, Bahadur Shah Icfar
Maorg, Hew Daini

Copy lo: Chiel Secrelaries ol of the Slales/UTs



Mo. 10/1/2013-IR.
Government of India
Ministry of Personnel, PG & Pension
Department of Personnel & Trammg

Morth Block, Mew Delli
Dated 6™ October, 2015

OHfice Memarandum
Subject: Format for gving information 1o the applicants under RTI Act- fssue of guidelines
regarding.

It has been observed that difforent public authorities provide information to RTI
applicants in different formats. Though there cannol be a standard format for providing
information, the reply should however essentially contain the following information:

(i}  ETIapplication number, date and date of its receipt in the public authority,

{if) The name, designation, ofTicial telephone number and email [D of the CPIO,

{iit)  In case the information requested for is dented, detailed reasons for denial quoting
the relevant sections of the RT1 Act should be clearly mentioned,

{iv) In case the information pertaing to other public authority and the application is
transferred under section 6(3) of the BT Act, detalls of the public authority to
whom the application is transferred should be given.

{(v) In the concluding para of the reply, it should be clearly mentioned that the First
Appeal, if any, against the reply of the CPIO may be made to the First Appellate
Autbority within 30 days of recelpt of reply of CP1O,

(vi) The name, designation, address, official telephone number and e-mail 1D of the
First Appellate Authority should also be clearly mentioned.

3 In addition, wherever the applicant has cequested for ‘certified coples” of the
documents or records, the CPIO should endorse on the document “True copy of the
document/record supplied under RTI Act”, sign the document with dute, ohove a peal
containing name of the officer, CP1O and name of public suthority; os enumerated below:

True copy of the document/record supplied under RTI Act,
Sd/-

Date

(MName of the Ollicer)

crio

(MName of the Public Authority)

Further in case the documents to be certified and supplied is large in number, information on
RT1 application should be supplied by a designated PIO but the centification of the documents,
if peed be, could be done by an other junior gazetted officer,

i This may be brought 1o the netice of all concerned.
B fsrea

——————

(G, 8. Arora}

Deputy Secretary (IR)
Tel 23092755



3
4,
3

- 2_ -
Union Public Service Commission /Lok Sabha Secretariat! Rajya Sabha Secretarial! Cabinel |
Secretarizt! Central  Vigilance Commission/ President's Secretarial! Vice President's
Secretariat/ Prime Minister's Office’ NITI Ayog/Election Commission.
Central Information Commission’ State [nformation Commissions,
Staff Selection Commission, CGO Complex, New Delhi,
Vo the Complroller &Auditor General of India, 10, Bahador Shah Zafar Marg, New Delhi.

Copy to; Chief Scorctanes of all the States/UTs



Chapter -9

Spreading Awareness

File no

Date

Subject

1/26/2007-IF.

09/01/2008

Involving Non-Governmental Organisations for
spreading awareness about the RT1 Aet, 2005,




No.1/26/2007-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
(Department of Personnel & Training)

North Block, New Delhi,
Dated: the 9" January, 2008

To
Chief Secretaries of all the States/UTs

Subject: Involving Non-Governmental Organisations for spreading
awareness about the RT1 Act, 2005,

sExs

Sir,

I am directed to say that clause (a) of sub-section (1) of Section
26 of the Right to Information Act, 2003 casts a responsibility on the
Governments of States to develop and organize educational
programmes 1o advance the understanding of the public about exercise
of their right to information. Tt is a gigantic task which requires
involvement of various sections of societv. Non- Governmental
Organisations are providing various kinds of services to the people
and creating awareness amongst them. They come in close contact
with the public and may play an important role in disseminating
knowledge about the use of the Right to Information Act. You are,
therefore, requested to involve the Non-Governmental Organisations
working in your State to spread awareness about the Act.

Yours faithfully,

(K.G. Verma)
Director



Chapter-10

Disposal of First Appeal

5.No. File No. Date Subject

1 10/23/2007-1K 09/07/2007 | Disposal for first appeals under the RTI Act,
2005.




No.10/23/2007-1R.
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training

BERRA RS

New Delhi, the 9™ July, 2007
OFFICE MEMORANDUM
Subject: Disposal of first appeals under the RT1 Act, 2005.

The undersigned is directed to say that the Central Information Commission
has brought to the notice of this Department that in some cases,

(iy The first Appellate Authorities under the Right to Information Act do not
dispose off the appeals within the time frame prescribed by the Act;

(ii) The Appellate Authorities do not examine the appeals judiciously and
express their agreement with the decision of the Central Public Information
Officer mechanically;

(iii) The Central Public Information Officers do not comply with the directions
of the first Appellate Authority to furnish information to the appellant.

2, Section 19(6) of the RTI Act provides that the first Appellate Authority
should dispose off the appeal within thirty days of the receipt of the appeal. In
exceptional cases, the appellate authority may take forty five days to dispose off
the appeal subject to the condition that he shall record in writing the reasons for
delay in deciding the appeal. Therefore, each first appellate authority should
ensure that an appeal received by him is disposed off within 30 days of the receipt
of the appeal. If, in some exceptional cases, it is not possible to dispose off the
appeal within 30 days, its disposal should not take more than 45 days. In such
cases, the appellate authority should record, in writing, the reasons for not deciding
the appeal within 30 days.

3.  Deciding appeals under the RTI Act is a quasi-judicial function. It is,
therefore, necessary that the appellate authority should see to it that the justice is
not only done but it should also appear to have been done. In order to do so, the
order passed by the appellate authority should be a speaking order giving
justification for the decision arrived at.



4. If an appellate authority comes to a conclusion that the appellant should be
supplied information in addition to what has been supplied to him by the CPIO, he
may either (i) pass an order directing the CPIO to give such information to the
appellant; or (ii) he himself may give information to the appellant while disposing
off the appeal. In the first case the appellate authority should ensure that the
information ordered by him to be supplied is supplied to the appellant immediately.
It would, however, be better if the appellate authority chooses the second course of
action and he himself furnishes the information alongwith the order passed by him
in the matter.

5.  The Central Information Commission has also pointed out that some of the
Ministries/Departments have appointed very junior officers as appellate authorities
who are not in a position to enforce their orders, The Act provides that the first
appellate authority would be an officer senior in rank to the CPIO. Thus, the
appellate authority, as per provisions of the Act, would be an officer in a
commanding position vis-a-vis the CPIO. Nevertheless, if, in any case, the CPIO
does not implement the order passed by the appellate authority and the appellate
authority feels that intervention of higher authority is required to get his order
implemented, he should bring the matter to the notice of the officer in the public
authority competent to take against the CPIO. Such competent officer shall take
necessary action so as to ensure implementation of the provisions of the RTI Act.

6.  Contents of this OM may be brought to the notice of all cone

To

All the Ministries / Departments of the Government of India

2. Union Public Service Commission/ Lok Sabha Sectt./ Rajya Sabha Secretariat/
Cabinet Secretariat/ Central Vigilance Commission / President’s Secretariat/
Vice-President’s Secretariat/ Prime Minister's Office/ Planning Commission /
Election Commission

Staff Selection Commission, CGO Complex, New Delhi

Office of the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar
Marg, New Delhi.

5. All officers/Desks/Sections, Department of Personnel & Training and
Department of Pension & Pensioners Welfare.

#

Copy t0: Chief Secretaries of all the States/UTs for information



Chapter -11

Maintenance of Records

SNo. [File no Date Subject

1 1/18/2007-IR 21/05/2007 | Maintenance of records and publication of mformation
under the Right to Information Act, 2005

2 1/33/2007-IR. 1 4/11/2007 Updating of Records- Recommendations of the Second
Admimstrative Reforms Commssion

3 12/1922009-IR 20/012010 | Mamtenance of records 1n consonance with Section 4

of the RTI Act.




No.1/18/2007-IR
Governiment of Tnd;
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training .

New Delhi, the 21" September, 2007
OFFICE M

Subiect: Maintenance of records and publication of information under the Right to
Information Act. 2005.

bk

Section 4 of the Right to Information Act, 2005 sets out a practical regime of
transparency in the working of the public authorities by way of disclosure of as
much information to the public as possible, suo-motu so that the public may not
have to resort to section 6. It is an important part of the Act observance of which is
essential for its effective implementation.

2. Clause (a) of sub-section (1) of the section makes it obligatory for every
public authority to maintain all its records duly catalogued and indexed. Record
management in accordance with this provision is an important step to enable the
Public Information Officers to fumish information sought under the Act. The
clause also requires the public authority to have its records computerized and
connected through a network all over the country. The public authorities are
expected to complate the requirements of this clause on top priority.

3.  Clause (b) of the sub-section ibid mandates the public authorities to publish
the information mentioned therein within one hundred and twenty days from the
date of enactment of the Act. It is expected that all public authorities would have
complied with this requirement already. 1f it has not been done, its compliance
may be ensured without any further delay. Information so published should also
be updated every vear as provided in the Act.

4. It is obligatory for all the public authorities under clause (¢) of sub section
(1) of section 4 of the Act to publish all relevant facts while formulating important
policies and announcing decisions affecting the public. They, under clause (d), are
also obliged to provide reasons for their administrative or quasi judicial decisions
to the affected parties.

3. Section 4 of the Act requires wide dissemination of every information
required to be disclosed suo motu in such form and manner which is accessible 1o
the public. Dissemination may be done through notice boards, news papers. public
announcements, media broadcasts, the intemet or any other means. While



disseminating the information, the public authority should take into consideration
the cost c:ﬂ'mwm:ss. local language and the most effective method of
communication in the concerned local area. The information 5hau]d be, to the
extent possible, available with the Public Information Officer in the electronic.
format which could be made available free of cost or at such price as may be
prescribed. A copy of the document published, referred to in para 3, and also the
copies of publications referred 1o in para 4 above, should be kept with an officer of
the public authority and should be made available for inspection by any person
desirous of inspecting these documents.

6.  All the Ministries/Departments etc. are requested to comply with the above
referred requirements of the Act and also to issue necessary instructions to the

public authorities under them for compliance of the same.
«ND

(K.G. Verma)
Director
Tel: 23092158

All the Ministries / Departmenis of the Government of India

Unipn Public Service Commission/ Lok Sabha Sectt/ Rajva Sabha
Secretariat/ Cabinet Secretarist/ Central Vigilance Commission/
President's Secretariat/ Vice-President’s Secretariat/ Prime Minister's
Office/ Planming Commission/Election Commission

Central Information Commission/State Information Commissions, N1
Staff Selection Commission, CGO Complex, New Delhi =

Office of the Comptroller & Auditor General of India, 10, Bahadur Shah
6. All officers'Desks/Sections, Department of Personnel & Training and
Departmient of Pension & Pensioners Welfare.

e

e

Copy to: Chief Secretaries of all the States/UTs,



No 1A332007-1R
Govemnment of India
Ministry of Personnel, Public Grievances & Pensions
(Department of Personnel & Training)

North Bleok, New Delhi,
Dated: the 14™ November, 2007

o NDUM

Suhject: Updating of Records- Recommendations of the Second Administrative Reforms

Commission.
EN

The undersigned is directed to say that with a view 10 ensuring proper maintenance of
records, the Right to Information Act, 2005, mandates that every public authority shall
maintain all its records duly catlogued and indexed in a propsr manner. The Sccpnd
Administrative Reforms Commission, in its First Report (June 2006), ‘Right to Information -
Master Key to Good Governance’, has observed that the weakest link in our informaticn
system is the neglect of record keeping. The Commission has recommended that, 85 a one
time measure, the Government of India should earmark 1% of the funds of all Flagship
Programmies for a period of five years for updating records, improving infrastructore, creating
manuals and establishing the Public Records Offices.

2. The maintznance and updating of records is a continuing process which every public
authority is cbligated to do. lmproving the infrastructure and bringing cut the necessary
menuals are also continuing processes, and the responsibility of the concerned public
authorities,  All the public aothorities should update their records. impreve their
infrastructure, bring out nacessary manuals from within their resourcas. They may make
specific budgetary provision for the purpose as per their requirement.

3. Contents of this OM may be brought 10 the notice of all concernad,

(KG. v

Dhrector

. All the Ministries / Deparmments of the Government of India

2. Union Public Service Commission/ Lok Sabha Sectt./ Rajys Sabha Secretariat/
Cabinet Secretariat! Central Vigilance Commission’ President’s Secretariat! Vice-
President’s Secretariat/ Prime Minister’s Otfice/ Planning Commission/Election
Commission,

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Dethi

Office of the Comptroller & Auditor General of India, 10, Babadur Shah Zafar
Marg, New Delhi.

6. All officers/Desks/Scctions, Department of Personne! & Training and Department
of Pension & Pensioners Welfare,

b

Copy 1o: Chief Szcretaries of all the E‘tate;}ﬁ.JTs.



No.12/192/2009-IR
Government of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel & Training)

North Block, New Delhi
Dated the 20" January 2010

OFFICE MEMORANDUM

Subject: Maintenance of records in consonance with Section 4 of the RTI Act

The Central Information Commission in a case has highlighted that the
systematic failure in maintenance of records is resulting in supply of incomplete and
misleading information and that such failure is due to the fact that the public
authorities do not adhere to the mandate of Section 4(1)(a) of the RT!| Act, which
requires every public authority to maintain all its records duly catalogued and
indexed in a manner and form which would facilitate the right to information. The
Commission also pointed out that such a default could qualify for payment of
compensation to the complainant. Section 19(8)(b) of the Act gives power fo the
Commission to require the concerned public authority to compensate the
complainant for any loss or other detriment suffered.

2. Proper maintenance of records is vital for the success of the Right to
Information Act but many public authorities have not paid due attention to the issue
despite instructions issued by this Department. The undersigned is directed to
request all the Ministries/Depariments etc. to ensure that requirements of Section 4
of the Act in general and clause (a) of sub-section (1) thereof in particular are met by
all the public authorities under them without any further delay.

(K.G. Verma)
Director
Tel No.23092158

To

1. All the Ministries / Departments of the Government of India

2. Union Public Service Commission/ Lok Sabha Sectt/ Rajya Sabha'

Secretarial/ Cabinet Secretariat/ Central Vigilance Commission / President's

Secretariat/ Vice-President's Secretariat/ Prime Minister's Office/ Planning

Commission / Election Commission

Central Information Commission/State Information Commission

Staff Selection Commission, CGO Complex, New Delhi

Office of the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar

Marg, New Delhi.

6. All officers/Desks/Sections, Department of Personnel & Training, Department
of AR & PG and Department of Pension & Pensioners Welfare.

S

Copy to: Chief Secretaries of all the States/UTs



Chapter-12

Sou-motu Disclosure

5 No. File No. Date Subject

1 /82012-TR 11/9/2012 | Sou motu disclosure on official tours of Mimsters and
other officials.

2 L62011-IR 15/04/2013 | Implementation of sou motu disclosure under section 4
of RTT Act. 2005- Issue of suidelines regarding.

3 1/342013- IR | 29/06/2015 | Implementation of sou motu disclosure under section 4
of RTI Act, 2005

4 /34 2013-IK 30/06/2016 | Report of the Committee set up under the

chairmanship of Dr. Devesh Chaturved:, Joint
Secretary, DoPT to examine the recommendations of
the Committee of Experts on suo motu disclosure
under Section 4 of the RTT Act 2005.
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F, No. 1/ B/2012-1R
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training

Morth Block, New Delhl
Dated: 11" September, 2012

Office Memorandum
Sub: Suo motu disclasure on official tours of Ministers and other officials.

Sub-Section (2) of Section 4 of the RTI Act, 2005 requires every public authority
to take steps in accordance with the requirements of clause {b) of sub-section (1] to
provide as much information suo motu (o the public at regular intervals throwgh various
means of communications, including internet, so that the public have minimum resort
to use the Act to cbtain information.

&, It has been brought to the natice of this Department that public authorities are
receiving RT1 applications frequently asking for details of the official tours undertaken
by Ministers and other officlals of the Ministries/Departmants concerned. In compliance
with the provisions of Section 4 of the RTI Act, 2005, it is advised that Public
Authorities may proactively disclose the details of foreign and domestic official tours
undertaken by Minister{s) and officials of the rank of Joint Secretary to the Government
of India and above and Heads of Departments, since 1% January, 2012. The disclosures
may be updated once every quarter starting from 1% July, 2012.

3. Information to be disclosed proactively may contain nature of the official tour,
places visited, the period, number of people included in the official delegation and total
cost of such travel undertaken. Exemptions under Section 8 of the RTI Act, 2005 may
be taken in view while disclosing the information. These advisory would not apply to
security and intelligence organisations under the second schedule of the RTT Act, 2005
and CWOs of public authorities.

4, Contents of this OM may be brought to the notice of all concermed,

=
Sidep Voo
(Sa p Jain)
Deputy retary

Tele: 23092755

1. All the Ministries / Departments of the Government of India

Z Union Public Service Commission/Lok Sabha Sectt./Rajya Sabha Secretariat)
Cablnet Secratariat/ Central Vigllance Commission/ President's Secretariat/ Vice-
President's Secretariat/ Prime Minister's Office/ Planning Commission/Election
Commission.

3. Central Information Commission.

4, Staff Selection Commission, CGO Complex, New Delhi

5. Office of the Comptroller & Auditer General of India, 10, Bahadur Shah Zafar
Marg, New Delhi.

6. All officers/Desks/Sections, of DOPAT, Department of Pension & Pensloners
Welfare and Department of Administrative Reforms and Public Grievances,

Copy to: Chief Secretaries of all the States/UTs.




No.1/6/2011-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated the 15™ April, 2013

OFFICE MEMORANDUM

Subject: Implementation of suo motu disclosure under Section 4 of RTI Act, 2005 — Issue of
guidelines regarding:

Section 4(1)(b) of the RTI Act lays down the information which should be disclosed
by Public Authorities on a sue motu or proactive basis. Section 4{2) and Section 4(3)
prescribe the method of dissemination of this information. The purpose of suo motu
disclosures under Section 4 is to place large amount of information in public domain on a
proactive basis to make the functioning of the Public Authorities more transparent and also

to reduce the need for filing individual RTI applications.

2. Since the promulgation of the Act in 2005, large amount of information relating to
functioning of the government is being put in public domain. However, the quality and
quantity of proactive disclosure is not up to the desired level. It was felt that the weak
implementation of the Section 4 of the RT| Act is partly due to the fact that certain
provisions of this Section have not been fully detailed and, in case of certain other
provisions there is need for laying down detailed guidelines, Further there is need to set up
a compliance mechanism to ensure that requirements under section 4 of the RTI Act are

met.

3. In order to address the above, Government of India constituted a Task Force on  suo
motu disclosure under the RTI Act, 2005 in May 2011 which included representatives of civil
society organizations active in the field of Right to Information, for strengthening
compliance with provisions for swo metu or proactive disclosure as given in Section 4 of the
RTI Act, 2005, Based on the report of the Task Force, the Government have decided to issue

guidelines for suo motu disclosure under section 4 of the RTI Act.



a Guidalings for Central Governmant Ministries/Departmants are on:
I Suo motu disclosure of more items under Section &,
. Guidelines for digital publication of proactive disclosure under Section 4.
fi. Detalling of Section 4{L)(b}{ii), 4(1){bl{w), {1){b)ixi)and &{1){b}{xiv)
. Comphance mechanism for swo motu disclosure (proactive disclosure) under
the RTI Act, 2005.

5. The above guidelines are enclosed. However, it may be kept in mind that proactive
disclosure should be done in the local language 50 that it remains accessible to public. it
should be presented in a form that is easily understood and if technical words are used they
should be carefully explained, As provided In section 4, disclosure should be made in a5
many mediums as feasible and disclosures should be kept up to date. The disclosure of
kiformation may be made keeping in mind the provisions of Section 8 to 11 of the RTHAct.

6. Central Government Ministries/ Departments should undertake svo motu disclosure
and ensure compliance based on these guidelines,

7. The enclosed guidalings may be brought to the notice of all for compliance.

i - r
‘ln.;'ll.q'l"t' __.'ri 'J"rli
f

{Manu] Joshi)
leint Secretary
Tele : 23093668

L Al the Ministries/Dapartments of the Government of India

2 Union Public Service Commission, Lok Sabha Secretariat, Rajya Sabha Secretariat,

Cabinet Secretariat, Central Vigilance Commission, Prestdent's Secretariat, Vice-

President's Secretariat, Prime Winister's Office, Planning Comirission, Election

Commission.

Central Information Commission,

Staff Selection Commission, 0G0 Complex, New Delhi

5. 0fo the Comptrolier & Auditor General of India, 10, Bahadur Shah Zafar Marg, New
Dedhi.

= w

Copy to : Chief Secretaries of all the States/UTs.

]



Guidelines on suo motu disclosure under Section 4 of the RTI Act
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Guidelines on suo motu disclosure under Section 4 of the RTI Act

1.0  Suo motu disclosure of more items under Section 4

Sub-section 4{2) of the RTI Act, 2005 requires every public authority to take steps in
accordance with the requirements of clause (b) of sub-section 4(1) to provide as much
information suo motuy to the public at regular intervals through various means of
communication, including internet, so that the public have minimum resort to use the Act to
obtain information. Accordingly, the Public Authorities may proactively disclose the

following items also under the suo motu disclosure provisions of Section 4:

1.1 Information related to Procurement

1.1.1 Information relating to procurement made by Public Authorities including
publication of notice/tender enquiries, corrigenda thereon, and details of bid awards
detailing the name of the supplier of goods/services being procured or the works contracts
entered or any such combination of these and the rate and total amount at which such
procureament or works contract is to be done should be disclosed. All information
disclosable as per Ministry of Finance, Department of Expenditure’s O.M. No 10/1/2011-PPC
dated 30™ November, 2011 on Mandatory Publication of Tender Enquiries on the Central
Public Procurement Portal and O.M. No. 10/3/2012- PPC dated 30™ March, 2012 on
Implementation of comprehensive end-to-end e-procurement should be disclosed under
Section 4. At present the limit is fixed at Rs. 10.00 lakhs. In case of procurements made
through DGS&D Rate Contracts or through Kendriya Bhandar/ NCCF, only award details
need to be published. However information about procurement which fall within the

purview of Section 8 of the RTI Act would be exempt.

1.2 Public Private Partnerships

1.2.1 if Public services are proposed to be provided through a Public Private Partnership
(PPP), all information relating to the PPPs must be disclosed in the public domain by the
Public Authority entering into the PPP contract/concession agreement. This may include
details of the Special Purpose Vehicle (SPV), if any set up, detailed project reports,
concession agreements, operation and maintenance manuals and other documents
generated as part of the implementation of the PPP project. The documents under the

ambit of the exemption from disclosure of information under section 8{1){d) and 8(1)(j) of

1



the RTI Act would not be disclosed sue motu. Further, information about fees, tolls, or other
kinds of revenue that may be collected under authorization from the Government,
information in respect of outputs and outcomes, process of selection of the private sector
party may also be proactively disclosed. All payments made under the PPP project may also

be disclosed in a periodic manner along with the purpose of making such payment.

1.3  Transfer Policy and Transfer Orders

1.3.1 Transfer policy for different grades/cadres of employees serving in Public Authority
should be proactively disclosed. All transfer orders should be publicized through the website
or in any other manner listed in Section 4(4) of the Act. These guidelines would not be
applicable in cases of transfers made keeping in view sovereignty, integrity, security,
strategic, scientific or economic interests of the State and the exemptions covered under
Section 8 of the Act. These instructions would not apply to security and intelligence

organizations under the second schadule of the RTI Act.

1.4  RTI Applications

1.4.1 All Public Authorities shall proactively disclose RTI applications and appeals received
and their responses, on the websites maintained by Public Authorities with search facility
based on key words. RTI applications and appeals received and their responses relating to
the personal information of an individual may not be disclosed, as they do not serve any

public interest,

1.5 CAG & PAC paras

1.5.1 Public Authorities may proactively disclose the CAG & PAC paras and the Action
Taken Reports (ATRs) only after these have been laid on the table of both the houses of the
Parliament. However, CAG paras dealing with information about the issues of sovereignty,
integrity, security, strategic, scientific or economic interests of the State and information

covered under Section 8 of the RTI Act would be exempt.

1.6  Citizens Charter

1.6.1 Citizens Charter prepared by the Ministry/Department, as part of the Result
Framework Document of the department/organization should be proactively disclosed and
six monthly report on the performance against the benchmarks set in Citizens Charter

should also be displayed on the website of public authorities.



1.7 Discretionary and Non-discretionary grants

1.7.1 Al discretionary /non-discretionary grants/ allocations to state governments/
NGOs/Other institutions by Ministry/Department should be placed on the website of the
Ministry/Department concerned. Annual Accounts of all legal entities who are provided
grants by Public Authorities should be made available through publication, directly or
indirectly on the Public Authority’s website. Disclosures would be subject to provisions of

Section B to 11 of the RTI Act.
1.8 Foreign Tours of PM/Ministers

1.8.1 A large number of RTI queries are being filed on official tours undertaken by
Ministers or officials of various Government Ministries/Departments. Information regarding
the nature, place and period of foreign and domestic tours of Prime Minister are already
disclosed on the PMO’s website.

1.8.2 As per DoPT's OM No. 1/8/2012-IR dated 11/9/2012, Public Authorities may
proactively disclose the details of foreign and domestic official tours undertaken by the
Minister(s) and officials of the rank of Joint Secretary to the Government of India and above
and Heads of Departments, since 1% January, 2012. The disclosures may be updated once
every quarter.

1.8.3. Information to be disclosed proactively may contain nature of the official tour,
places visited, the period, number of people included in the official delegation and total cost
of such travel undertaken. Exemptions under Section 8 of the RTI Act, 2005 may be kept in
view while disclosing the information. These instructions would not apply to security and
intelligence organisations under the second schedule of the RTI Act, 2005 and CVOs of
public authorities.



2.0 Guidelines for digital publication of proactive disclosure under Section 4

2.1 Section 4 lays down that information should be provided through many mediums
depending upon the level of the public authority and the recipient of information (for
example, in case of Panchayat, wall painting may be more effective means of dissemination
of information), and that more and more proactive disclosure would gradually be made
through Internet. There is need for more clear guidelines for web-based publication of

information for disclosure,

2.2 The Department of Information Technology has been working on setting of technical
standards for government websites and the Department of Administrative Reforms & Public
Grievances has published guidelines for websites of Government Departments. These
guidelines prescribe the manner in which websites need to be designed and how
information should be disclosed. While adhering to the standards of government guidelines
as laid down by Department of Information Technology and Department of Administrative
Reforms & Public Grievances, the following principles additionally should also be kept in
view to ensure that websites' disclosures are complete, easily accessible, technology and
platform neutral and in a form which conveys the desired information in an effective and

user-friendly manner.

a) It should be the endeavor of all public authorities that all entitlements to citizens and
all transactions between the citizen and government are gradually made available
through computer based interface. The ‘Electronic Delivery of Services Bill, 2012’

under formulation in Government of India would provide the necessary impetus,

b) Websites should contain detailed information from the point of origin to the point of

delivery of entitlements/services provided by the Public Authorities to citizens.

c) Orders of the public authority should be uploaded on the website immediately after

they have been issued.

d) Website should contain all the relevant Acts, Rules, forms and other documents

which are normally accessed by citizens.



e)

f)

B)

h)

il

k)

Websites should have detailed directory of key contacts, details of officials of the
Public Authority.

It is obligatory under Section 4(1)(b)(xiv) of the RTI Act for every Public Authority to
proactively disclose ‘details in respect of the information, available to or held by it,
reduced in an electronic form’. The website should therefore indicate which digitally

held information is made available publicly over the internet and which is not.

As departments reorganize their systems and processes to enable themselves for
electronic service delivery, it is recommended that the requirement of bringing due
transparency as provided in the RTI Act is given adequate consideration at the design

stage itself.

To maintain reliability of information and its real time updation, information
generation in a digital form should be automatically updated on the basis of key
work outputs, like a muster roll and salary slip (NREGA in Andhra Pradesh) or
formalization of a government order (Andhra Pradesh). Such an approach will lead to

automation of proactive disclosure.

Information must be presented from a user's perspective, which may require re-
arranging it, simplifying it etc. However, original documents in original formats
should continue to be made available because these are needed for community

monitoring of government's functioning.

The ‘National Data Sharing and Accessibility Policy’ by the Department of Science
and Technology is based on the principle that all publicly funded information should
be readily available. The policy has been notified in March, 2012 and the schedule

should be strictly adhered to.

Information and data should be presented in open data formats whereby it can be
pulled by different Application Protocol Interfaces to be used in different fashions
maore appropriate to specific contexts and needs. Information/ data can, for
instance, be presented in powerful visual ways using visualisation technigues. Such

visual representation of information/ data can give insights that may remain largely



hidden in a textual or tabular presentation of data. In some contexts, pictures and
audio/videos recordings etc may be more useful. There have been moves in some
parts of the country to video record Gram Sabha meetings. A picture of a NREGA
worksite, for instance, may tell much more than words can. All such different media

and forms should be used for proactive disclosure.

Every webpage displaying information or data proactively disclosed under the RTI
Act should, on the top right corner, display the mandatory field ‘Date last updated
(DD/MM/YYY)'.



3.0 Guidelines for certain clauses of Section 4(1)(b) to make disclosure more effective

3.1 The elements of information listed in the various sub-clauses of Section 4{1){b) must
he disclosed in an integrated manner. For example, the functions and responsibilities of a
public authority cannot be understood in isolation from the powers and functions of its
employees, the norms that inform its decision making processes and the rules, instructions
and manuals that are used in the discharge of its functions. Description of one element
presupposes the existence of another. So every public authority must endeavour to
integrate the information mentioned in these sub-clauses while preparing voluntary

disclosure materials.

3.2 Considering that disclosure in regard to certain sub-clauses have been relatively

weak, detailed guidelines for four sub-clauses are given below:

3.3 Guidelines for section 4(1)(b){iii) - “the procedure followed in the decision-making

processes, including channels of supervision and accountability”.

3.3.1 Al government departments have specific duties and responsibilities under the
respective Allocation of Business Rules (AOB) issued by the appropriate Government. The
constitutional provisions and statutes each department is required to implement are clearly
laid down in the AOB. The manner of disposal of matters assigned to each
Department/Ministry is described in the Transaction of Business Rules (TOB). Additionally,
every department would have a specific set of schemes and development programmes
which they are required to implement directly or through their subordinate offices or other
designated agencies. These documents contain the specific operations that every Public
Authority is required to undertake in the course of implementing the programme or
scheme. Every operation mandated under the AOB read with the TOB would be linked to a
specific decision-making chain. All government officers have to follow laid down office
procedure manual or the other rules which gives details of how representations, petitions
and applications from citizens must be dealt with. Templates, formats, and basic steps of
decision-making are briefly explained in such manuals. These descriptions constitute the

elements of decision-making processes in general.



3.3.2 Additionally, in the routine work of governance, government functionaries are
required to make decisions in a discretionary manner but broad guiding principles are laid
down in some rule or the other. For example, the General Financial Rules lay down
procedures for a variety of operations relating to government finances. How sanction must
be accorded for incurring expenditure; how losses to government must be reported; how
respansibility for losses may be fixed on any government servant; how budgets, demand for
grants are prepared and submitted; how public works must be sanctioned and executed;
how commadities and services may be procured by a public authority; are all explained in
these manuals which are updated from time to time. The challenge is to present a simplified

version of the decision-making procadure that is of interest to a common citizen.

3.3.3 In view of the above, the guidelines for detailing the decision making processes are

as follows:

(a) Every public authority should specifically identify the major outputs/ tangible
results/ services/ goods, as applicable, that it is responsible for providing to the

public or to whosoever is the client of the public authority.

(b) In respect of (a) above, the decision-making chain should be identified in the form of
a flow chart explaining the rank/grade of the public functionaries invelved in the

decision-making process and the specific stages in the decision-making hierarchy.

{c) The powers of each officer including powers of supervision over subordinates
involved in the chain of decision-making must also be spelt out next to the flow chart
or in a simple bullet-pointed format in a text-box. The exceptional circumstances
when such standard decision-making processes may be overridden and by whom,
should also be explained clearly. Where decentralization of decision-making has
occurred in order to grant greater autonomy to public authorities, such procedures

must also be clearly explained.

(d) This design of presentation should then be extended to cover all statutory and
discretionary operations that are part of the public authority’s mandate under the

AOB read with the TOB.



(e) In the event of a public authority altering an existing decision-making process or
adopting an entirely new process, such changes must be explained in simple

language in order to enable people to easily understand the changes made.

3.4 Guidelines for Section 4{1)(b)(iv) - “the norms set by it for the discharge of its

functions".

3.4.1 Primarily, the intention of this clause is that every public authority should proactively
disclose the standards by which its performance should be judged. Norms may be
gualitative or guantitative in nature, or temporal or statutory norms. In order to ensure
compliance with this clause, public authorities would need to disclose norms for major

functions that are being performed.

3.4.2 Citizen Charters, which are mandatory, for each central
Ministry/Department/Authority, are good examples of vehicles created for laying down
norms of performance for major functions and for monitoring achievements against those

standards.

3.4.3 Wherever norms have been specified for the discharge of its functions by any statute
or government orders, they should be proactively disclosed, particularly linking them with
the decision making processes as detailed earlier. All Public Authorities should proactively

disclose the following:

a) Defining the services and goods that the particular public authority/office

provides directly (or indirectly through any other agency/contractor).

b) Detailing and describing the processes by which the public can access and/or
receive the goods and services that they are entitled to, from the public
authority/office along with the forms, if any prescribed, for use by both the
applicant and the service providing agency. Links to such forms (online),

wherever available, should be given.

c) Describing the conditions, criteria and priorities under which a person becomes
eligible for the goods and services, and consequently the categories of people

who are entitled to receive the goods and services.



3.5

d) Defining the gquantitative and tangible parameters, (weight, size, frequency etc,)
and timelines, that are applicable to the goods and services that are accessible to

the public.

e) Defining the qualitative and quantitative outcomes that each public
authority/office plans to achieve through the goods and services that it was

obligated to provide.

f) Laying down individual responsibility for providing the goods and services (who is

responsible for delivery/implementation and who is responsible for supervision).

Guidelines for Section 4{1)(b)(xi}- “the budget allocated to each of its agency,

indicating the particulars of all plans, proposed expenditures and reports on

disbursements made”,

351

The public authorities while disclosing their budgets shall undertake the following:

(a) Keeping in view of the technical nature of the government budgets, it is essential

that Ministries/Departments prepare simplified versions of their budgets which can
be understood easily by general public and place them in public domain. Budgets
and their periodic monitoring reports may also be presented in a more user-friendly

manner through graphs and tables, etc.

{b) Outcome budget being prepared by Ministries/Departments of Government of India

(c)

should be prominently displayed and be used as a basis to identify physical targets
planned during the budgetary period and the actual achievement vis-a-vis those
targets. A monthly programme implementation calendar method of reporting being

followed in Karnataka is a useful model.

Funds released to various autonomous organizations/ statutory organizations/
attached offices/ Public Sector Enterprises/ Societies/ NGOs/ Corporations etc.
should be put on the website on a quarterly basis and budgets of such authorities
may be made accessible through links from the website of the Ministry/Department.

If a subsidiary does not have a website then the budgets and expenditure reports of

10



such subsidiary authority may be uploaded on the website of the principal Public

Authority.

(d) Wherever required by law or executive instruction, sector specific allocations and
achievements of every department or public authority (where feasible) must be
highlighted. For example, budget allocation and target focusing on gender, children,
Scheduled Castes and Scheduled Tribes and religious minorities should be specially
highlighted. The sector-wise breakup of these targets and actual outcomes must be
given in simplified form to enable the vulnerable segments of society to better

understand the budgets of public authorities.

3.6 Guidelines for Section 4(1)(b)(xiv) — details in respect of information, available to

or held by it, reduced in an electronic form.

3.6.1 On the one hand, this clause serves as a means of proactively disclosing the progress
made in computerizing information under Section 4{1){a) of the RTI Act in a periodic
manner, On the ather, it provides people with clarity about the kinds of electronic
information that, although not held by the public authority, is available to them. For
example the stocks of ration available with individual fair price shops may not be held by the

District Civil Supplies office, but may be available at a subordinate formation.

3.6.2 Keeping in view the varied levels of computerization of records and doecuments in
public authorities, data about records that have been digitized may be proactively disclosed
on the respective websites, excluding those records [files /information that are exempted
under Section 8. The data about digitized record may include the name of the record and
any categorization or indexing used; the subject matter and any other information that is
required to be compiled in relation to a file as prescribed by Manual of Office Procedure
(and to be prescribed by MOP for electronic records that is under finalization by DARPG),
the division/ section/ unit/ office where the record is normally held; the person, with
designation, responsible for maintaining the record; and the life span of the record, as

prescribed in the relevant record retention schedule,

11



4.0 Compliance with Provisions of suo motu (proactive) disclosure under the RTI Act

4.1 Each Ministry/Public Authority shall ensure that these guidelines are fully

operationalized within a period of 6 months from the date of their issue.

4.2 Proactive disclosure as per these guidelines would require collating a large quantum
of information and digitizing it. For this purpose, Ministries/Public Authorities may engage
consultants or outsource such work to expeditiously comply with these guidelines. For this

purpose, the plan/non-plan funds of that department may be utilized.

4.3  The Action Taken Report on the compliance of these guidelines should be sent, along
with the URL link, to the DoPT and Central Information Commission soon after the expiry of

the initial period of 6 months.

4.4  Each Ministry/ Public Authority should get its proactive disclosure package audited
by third party every year, The audit should cover compliance with the proactive disclosure
guidelines as well as adequacy of the items included in the package. The audit should
examine whether there are any other types of information which could be proactively
disclosed. Such audit should be done annually and should be communicated to the Central
Information Commission annually through publication on their own websites. All Public
Authorities should proactively disclose the names of the third party auditors on their
website. For carrying out third party audit through outside consultants also,

Ministries/Public Authorities should utilize their plan/non-plan funds.

4.5 The Central Information Commission should examine the third-party audit reports
for each Ministry/Public Authority and offer advice/recommendations to the concerned

Ministries/ Public Authorities.

4.6 Central Information Commission should carry out sample audit of few of the
Ministries/ Public Authorities each year with regard to adequacy of items included as well as

compliance of the Ministry/Public Authority with these guidelines.

4.7 Compliance with the proactive disclosure guidelines, its audit by third party and its

communication to the Central Information Commission should be included as RFD target.

12



5.0 Nodal Officer

.1 Each Central Ministry/ Public Authority should appoint a senior officer not below the
rank of a Joint Secretary and not below rank of Additional HOD in case of attached offices
for ensuring compliance with the proactive disclosure guidelines, The Nodal Officer would
work under the supervision of the Secretary of the Ministry/Department or the HOD of the
attached office, as the case may be. Nodal Officers of Ministry/Department and HOD
separately should also ensure that the formations below the Ministry/Department/Attached

Office also disclose the information as per the proactive disclosure guidelines.

6.0 Annual Reports to Parliament/Legislatures

6.1 Government has issued directions to all Ministries/Departments to include a chapter
on RTI Act in their Annual Reports submitted to the Parliament. Details about compliance
with proactive disclosure guidelines should mandatorily be included in the relevant chapter

in Annual Report of Ministry/Department.

*hEERE
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Mo 1/342013-IR
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training

Morth Block, New Dalhi-1
Dated: 28" June 2015

Office Memorandum

Subject: [mplamentation of Suo Motu Disclosure under Section 4 of RTI Acl,_2005

Altention is invited 1o delailed guidelines on implementation of suc motu
disclosure under Section 4 of RT| Act, 2005 issued vide this department's O.M.
Mo.1/6/2011-IR dated 154 2013. Subsequently, a Committee of experis consisting of
Shri AN Tiwari, Chief Information Commissioner(Retd) and Dr. M.M.Ansari, Informaticn
Commissioner{Retd) (of Central Information Commission) was constituted to

recommend,

interalia, measures lo further strengthen implementation of Section 4 of

the RTI Act, 2005, The Commitiee has, interalia, made the following recommendations
which have been duly accepted by the competent authority:-

1)

2)

3)

4)

5)

All the details of the public authority may be uploaded on ils websile,
Access o information should be made user-friendly for which appropriate
information technology Infrastructure should be suitably designed,
developed and operationalised.

All the training modules for professional upgradaticn of employees should
Incorporate matler relsting to the wvirtuss of transparency and open
government and RTI law.

In order to minimise the burden of servicing RT| applications, the public
authorities with high public dealings should put in place an effective
system to redress the grisvances of affected persons. At the sub-
organisational levels, there should be cooperation and coordination
betwaen the Central Public Information Officers and the officers
respansible for addressing public grievances.

In order to reduce the number of RT| applications relating to service
matizrs, the information relating to recruitment, promaotion and transfers
should be brought into public domain promptly,

The relenlion and maintenance of specific documents for specified
duration should ke clearly spelt by each public authority in respect of its
documenis,



2. All the public authorittes are requested to follow the above
recommendations.

r‘h“—h”\—aa HJ-~-"'|-"—
{Sandeep Jain)
Dirastar

Tel: 23092755

1) Al Ministries/Departmeants of Gowt of India

2} Union Public Sernvice Commission /l.ok Sabha Secretariat f Rajya Sabha
Secrefarial/ Cabinel Secretariat/ Central Vigilance Commission/
President’s - Secretariat! Vice-President's Secretariat! Prime Minister's
Ciffical NITI Ayog/ Election Commission.

3) Central Information Commission/ State Information Commissions

4) Staff Selection Commission, CGO Complex, New Deihl.

5) The Comptroller and Auditor General of Indis, 10, Bahadur Shah Zafar
Marg, Mew Delhi.

8) Director, Lal Bahadur Shastri Mational Academy of Adminisiration,
Mussoorie-248172, Ultarakhand

7) Director, Institute of Secretarial Training and Management, Old JNU
Carnpus, CQlof Palme Marg, New Dalhl

Copy to:

Chief Sacretaries/ All Stale Govemmenis



F. No. 1/34/2013-IR
Govermnment of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Parsannal & Training)
North Block, New Delhi
Dated the 30" June, 2016

OFFICE MEMORANDUM

Subject: Report of the Committee set up under the chairmanship of Dr. Devesh
Chaturvedi, Joint Secretary, DoPT lo examine the recommendations of
the Committee of Experts on suo motu disclosure under Section 4 of the

RTI Act, 2005.

A Committes of Experts consisting of Shri AN, Tiwari, former Chief Information
Commissioner and Dr. M.M. Ansari, Information commissioner of Central Information
Commission was constituted to recommend, inter-alfa, measures to further strengthen
implementation of Section 4 of the RTI Act, 2005, The Commitlee submitted its Report
which has been accepted by the Government and an OM dated 26" June 2015 was
issued fo all public authorities to follow the recommendations of the Commiliee.
Thereafter, DOPT has issued instructions to all Public Authorities in this regard vide
O.M. No. 1/1/2013-IR dated g™ July, 2015 that the Departments must make an analysis
of information which is seught mest often from applicants and provide it on their website

as suo-moty disclosura.

2 Competent Autharity has further directed that;

in The Public Authorities shall constitute Consultative Committees
consisting of office bearers of key stakeholder, assoclation on rotational
basis to have a syslemalic and regular interaction bebween the cfficials
of the Public Autherities to advice whal information lo be uploaded as
su0 moty,

2) 'Information and Facilitation Centres' (IFCs) may be set up in each
public authority, where public dealing is involved to educate the citizens
about the information / documents available on the website of the
department concemed and to provide printed publications 1o the
cltizens the calegories of information thal are frequently being sought
under the RTI Act and provide copies of information as per RTI Rules,
2012,



2

(3) In each public authordty, a commitlee of PIOs and FAAs with rich
experence of dealing with RTI applications and appeals is set up lo
identify the categories of information that are frequently asked by
applicants. Such information must be disclosed in the public domain ta
make it more user friendly and should also be reviewed at regular
intervals.

{4) Information thal is proactively disclosed must be properly categorized
and organised In such a manner thal it facilitates easy retrieval
Information on the website must be organised in a searchable and
retrievable database to enable people to access the records. The
MNodal Cfficer of each Public authority be made responsible for this.

(5) Web site, and other medium and publication of each public authority,
refating to Section 4 compliance must carry the date (where appropriate
for each bit of information) on which the information was
uploaded/prinled,

(8) The task of undertaking transparency audits may be given lo the
respective Training Inslitutes under each Ministry/Department/Public
Autherity and across the States and Unian Termitorles,

Ugpag A= A
{Gayatri Mishra)
Director{IR)
Telefax : 23092755

To
All Ministries | Departments.

Cepy to: Chief Secretaries / All State Governments / Union Terrilories.

Copy also to

ecrelary, Central Information Commission. August Kranti Bhawan, Bhikaji
Cama Place, New Delhi-110066,

Wnif:' North Block, New Delhi for placing the Office Memorandum on the
website of DoPT.



Chapter-13

Disclosure of file notes, ACRs, Personal
information, third party Information etc.

5.No. File No. Date Subject

1 10/20/2016- IR | 21/09/2007 | Dasclosure of Annual Confidential Reports under the RTI
Act, 2005.

2 1/14/2007-IR 31/10/2007 | Disclosure of Information relating to
occufrence event matter which took place 20 vears back

3 1/20/2009-IF. 23/06/2009 | Clanfication on disclosure of file noting under the RTI
Act 2005,

- 8/2/2010-IK 27/04/2010 | Dasclosure of third party mformation under the RTT Act,
2005.

3 1172/2013-IR 14/08/2013 | Disclosure of personal information under the RTT Act.

(Pt) 2005.

4] 1/31/2013- IR (08/01/2014 | Order dated 20.11.2013 of the High Court of Kolkata in
Writ Petition No. 33290 of 2013 m the case of Mr.
Avishek Goenka Vs Umion of India regarding personal
details of RTI applicants — circulation of

7 1'12013-1R 07/10.2016 | Uploading of RTI replies on the respective websites of
Ministries Departments.

8 1/1/2013- 1R 20/06:/2017 | Securing the Personal information including Aadhar No,

(Pt.} i1 RTI Applications' Appeals 1n compliance to Aadhar

Act, 2012 and Information Technical Act, 2000,




‘No.10/20/2006-1R
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block New Delhi
Dated: the 21 September, 2007

OFFICE MEMORANDUM
Subject: Disclosure of Annual Confidential Reports under the RTI Act, 2005.

LL L

The undersigned is directed to say that & number of applications are
received under the Right to Information Act, 2005 requesting for supply of
copies of Annual Confidential Reports (ACRs) of employees. The matter
regarding disclosure of the ACRs under the Act has been examined in
consultation with the Department of Legal Affairs.

2. Clause (j) of sub-section (1) of section § of the RTI Act provides that
there is no obligation to give any citizen an information which relates to
personal information and disclosure of which has no relationship to any
public activity or interest, or which would cause unwarranted invasion of
privacy of the individual unless the Public Information Officer or the
Appellate Authority, as the case may be, is satisfied that the larger public
interest justifies the disclosure of such information. An ACR contains
information about the character, capability and other attributes of the official
reported upon, disclosure of which to any other person amounts to cause
unwarranted invasion of the privacy of the individual. Besides, an ACR, as its
name suggests, is a confidential document. The Official Secrets Act, 1923 is
not completely superseded by the Right to Information Act. Sub-section (2)
of Section 8 of the 2005 Act gives a discretion 10 the public authority to
disclose or not to disclose the ACRs of an officer to himself or to any other
applicant.

3. It is clear from the above discussion that the public authority is not
under obligation to disclose ACRs of any employee to the emplovee himself
or to any other person inasmuch as disclosure of ACRs is protected by clause
(j) of sub-section (1) of Section 8 of the RT] Act; and an ACR is &
confidential document, disclosure of which is protected by the Official
Secrets Act, 1923. However, the public authority has a discretion to disclose
the Annual Confidential Reports of an employee to the employee himself or
to any other person, if the public authority is satisfied that the public interest
in disclosure outweighs the harm to the protected interests. If 1t is felt that
public interest in disclosure of ACR of any employee outweighs the protected



interests, decision to disclose the ACRs should be taken with the approval of
the competent authority. Competent authority in the matter may be decided by

the concerned public authority.

(K.G. Verma)
Director
Tel. Mo. 23092138
To

All the Ministries / Departments of the Government of India

2. Union Public Service Commission/ Lok Sabha Sectt./ Rajya Sabha
Secretariat/! Cabinet Secretariat! Central Vigilance Commission /
President's Sb:rﬂnrimi Vice-President’s Seqmw Prime Minister’s
Office/ le:nmg Commission / Election Commission

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

Office of the Comptroller & Auditor General of India, 10, Bahadur Shah
Zafar Marg, New Delhi.

6. All officersDesks/Sections, Department of Personnel & Training and
Department of Pension & Pensioners Welfare.

e



Ne. 1/14/2007-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personne| & Training

New Delhi, the 31 October., zm?
FFICE MEMORAUD

Subject: Disclosure of information relating to occurrence/event/matter which took
place 20 years back.

(LT

Attention is invited to sub-seetion (3) of section § of the Right to
Information Act, 2005 (Act) which provides that ‘subject to the provisions of
clauses (a), (¢) and (i) of sub-section (1), any information relating to any
occurrence, event or matter which has taken place, occurred or happened twenty
msbefmeﬂmdammntmhwmqm:sm&demdcrﬂmmﬁshﬂlbe
provided to any person making a request under that section’. References have been
received in this Depariment seeking clarification whether the above provision of
the Act requires all the records to be preserved for more than a period of 20 years,
The Second Administrative Reforms Commission, in its First Report titled the
"Right To Information — Master Key to Good Governance', has also expressed an
apprehension about interpretation of the above provision with reference to the
retention schedule of the files.

2. The RT1 Act does not prescribe a record retention schedule. The records are
to be retained by a public autharity as per the record retention schedule applicable
to that public authority. It is, however, important to note that weeding out of & file
or any other record does not necessarily result into destruction of all the
mformation contained in that file or record. It is possible that information
generated in a file may be available in the form of an OM or a letter or in any other
form even afier the file has been weeded out. The above referred provision of the
Act requires furmnishing of information so available afier the lapse of 20 years even
if such information was exempt from disclosure under sub-section (1) of Section 8.
It means that the information which, in normal course, is exempt from disclosure
under sub-section (1) of Section 8 of the Act, would cease to be exempted if 20
years have lapsed after occurrence of the incident to which the information relates.
However, the following types of information would continue to be exempt and
there would be no obligation, even after lapse of 20 years, to give any citizen -

(i)  Information disclosure of which would prejudicially affect the sovereignty
and integrity of India, the security, strategic, scientific or economic interest
of the State, relation with foreign state or lead to incitement of an offence:



(ii)
(1)

—

Information the disclosure of which would cause a breach of privilege uf
Parliament or State Legislature; or _
Cabinet papers including records of deliberations of the Council ul'
Ministers, Secretaries and other Officers subject to the conditions giverrin
provisa to clause (i) of sub-section (1) of Section 8 of the Act.

Contents of this OM may be brought to the notice of all concerned.

ey

GV
Director

. All the Ministries / Departments of the Government of India
. Union Public Service Commission/ Lok Sabha Secit/ Rajya Sabha

Secretariat/ Cabinet Secretariat/ Central Vigilance Commission/ President's
Secretariat’ Vice-President's Secretariat! Prime Minister’s Office/ Planning
Commission/Election Commission.

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

. Office of the Comptroller & Auditor General of India, 10, Bahadur Shah

Zafar Marg, New Dethi.
All officers/Desks/Sections, Department of Personnel & Training and
Department of Pension & Pensioners Welfare.

Copy to; Chief Secretaries of all the StatesUTs,



No.1/20/2009-1R
Govemment of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

Morth Block, New Delhi
Dated: the 23" June, 2009

OFFICE MEMORANDUM

Subject : Disclosure of ‘file noting’ under the Right to Information Act, 2005.

L

The undersigned is directed to say that various Ministries/Departments efc.
have been seeking clarification about disclosure of file noting under the Right to
Information Act, 2005. It is hereby clarified that file noting can be disclosed
except file noting containing information exempt from disclosure under section 8 of
the Act.

2. It may be brought to the notice of all concerned.

1. All the Ministries / Departments of the Government of India

2. Union Public Service Commission/ Lok Sabha Sectt./ Rajva Sabha

Secretariat/ Cabinet Secretariat/ Central Vigilance Commission/ President’s

Secretariat/ Vice-President’s Secretariat/ Prime Minister's Office/ Planning

Commission/Election Commission.

Central Information Commission/State Information Commissions.

Staft Selection Commission, CGO Complex, New Delhi

- Ofo the Comptroller&Auditor General of India, 10, Bahadur Shah Zafar
Marg, New Delhi.

6. All officers/Desks/Sections, DOP&T and Department of Pension &

Pensioners Welfare. '

Copy to: Chief Secretaries of all the States/UTs. %‘ﬁ

b



No. 8/2/2010-IR
Government of India
Ministry of Personnel, PG & Pensions
Department of Personnel & Training

¥ REE
North Block, New Delhi-110001
Dated: the 27" April, 2010
OFFICE MEMORANDUM

Subject: Disclosure of third party information under the RTI Act, 2005.
& A
The undersigned is directed to say that the Government, in a number of
cases makes inter departmental consultations. In the process, a public authority
may send some confidential papers to another public authority. A question has
arisen whether the recipient public authorily can disclose such confidenual

papers under the RTI Act, 2005. If yes, what procedure is required to be
followed for doing, so.

-

2 Section 11 of the Act provides the procedure of disclosure of ‘third
party’ information. According to it, if a Public Information Officer (PIO)
in[epds to disclose an information supplied by a third party which the third party
has treated as confidential, the P10, before taking a decision to disclose the
information shall invite the third party to make submission in the matter. The
third party has a right to make an appeal to the Departmenial Appellate
Authority against the decision of the P10 and if not satisfied with the decision
of the Departmental Appellate Authority, a second appeal to the concerned
Information Commission. The P10 cannot disclose such information unless the

procedure prescribed in section 11 is completed.

3, As defined in clause (n) of Section 2 of the Act, ‘third party’ includes a
public authority. Reading of the definition of the term, ‘third party’ and Section

IT together makes it clear that if a public authority ‘X’ receives some



information from another public authority Y’ which that public authority has
treated as confidential, then ‘X' cannot disclose the information without
consulting “Y", the third party in respect of the information and without
following the procedure prescribed in Section 11 of the Act. It is a statutory

requirement, non-compliance of which may make the P10 liable to action.

4, The Public Information Officers and the First Appellate Authorities
should keep these provisions of the Act in view while taking decision, about
disclosure of third party information in general and disclosure of the third party

information, when third party is a public authority, in particular.

5. Hindi version will follow.
(K.G. VERMA)
Director
Tei: 230582158
Copy Lo:

1. All the Ministries/Departments of the Government of India.

2. Union Public Service Commission/Lok Sabha Secretariat/Rajya Sabha
Secretariat/Cabinet Secretariat/ Central Vigilance Commission/
President’s Secretariat/Vice-Presidents's Secretariat/Prime Minister's
Office/Planning Commission/Election Commission.

3. Central Information Commission/State Information Commissions.

. Staff Selection Commission, CGO Complex, New Delhi.

5. Office of the Comptroller & Auditor General of India, 10, Bahadur Shah
Zafar Marg, New Delhi. '

6. All Officers/Desks/Sections, Department of Personnel & Training and
Department of Pension & Pensions Welfare.

I

Copy to: Chief Secretaries of all the States/UTs.



No. 1172/2013-1R (P1.)
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi,
Dated the |y th August, 2013

OFFICE MEMORANDUM
Subject: Disclosure of personal information under the RTT Act, 2005.

The Central Information Commission in one of its decisions (copy enclosed)
has held that information about the complaints made against an officer of the
Government and any possible action the authorities might have taken on those
complaints, qualifies as personal information within the meaning of provision of
section 8 (1) (j) of the RTI Act, 2008,

2. The Central Information Commission while deciding the said case has cited
the decision of Supreme Court of India in the matter of Girish R. Deshpande va. CIC
and others (SLP (C) no. 27734/2012) in which it was held as under--

"The performance of an employee/Officer in an organisation is primarily a matter
between the empioyee and the emplayer and normally those aspects are governed by
the service rules which fall wnder the axpression  personal informartion’ the
disclosure of which has no relationship to any public activity or public interest. On

the other hand the disclosure of which could cause wrwarranied invasion of the

privacy of that individual " The Supreme Court further held that such information
could be disclosed only if it would serve a larger public interest.

3. This may be brought to the notice of all concernad.

Encl: As above. ﬂfm ;7 ¥ i
(Mahoj Joshi)

Joint Secretary (AT&A)

Tel: 23093668

I. All the Ministries / Departments of the Government of India.

Union Public Service Commission /Lok Sabha Sccretarial’ Rajya Sabha

Secretariat/ Cabinet Secretariat! Central Vigilance Commission’ President's

Secretariat/  Vice-President's Secretariat/ Prime Minister's Office/ Planning

Commission/Election Commission.

- Central Information Commission/ State Information Commissions.

- Stafl Selection Commission, CGO Complex, New Dolki.

- O/o the Comptrolier & Auditor General of India, 10, Bahadur Shah Zafar Marg,
New Delhi.

- All officers/Desks/Sections, DOP&T and Department of Pension & Pensioners
Welfare,

pa

LI S P

o



Central Information Commission, New Delhi
File Mo.CIC/SM/A/2013/000058
Right to Information Act-2005-Under Sectipn_(19)

Date of hearing

26/06/2013

Date of decision 26/06/2013

Mame of the Appellan : Sh, Manoj Arya,

(RTI Activists and Social Worker) 67, Sec-

12, CPWD Fiats, R K Puram, New Dethi
-110022

Mame of the Public Authority :  Central Public Information O#icer,

Cabinet Secretariat,

(Vigilance & Complaint Cell), 2nd Floar,
Sardar Paiel Bhawan, Mew Delhi -110001

The Appeliant was not present in spite of notice.

On behalf of the Respondent, Shn M.P. Sajesvan, DS & CPIO was
prasent.

The third party, Shri § B Agnihotri, DG (DEF. ACQ) MoD was present.

Chief information Commissioner - Shri Satyananda Mishra

2. We heard the submissions of bath the respondant and the third party in

the case.

a In his RTl application, the Appellant had sought the copies of the
complaints made against the third pary in the case and the details of the action
taken including the copies of the enquiry reports. He had also wanled the
copies of the correspondence made between the Cabinel Secretariat and the
Ministry of Shipping in respect of the third party in the case. The CPIO after
consuiting the third party under Section 11 of the Right to Informatian Act, had

CC/ShA201 3/000058



refused to disclose any such information by claiming that it was personal in

nalure and thus exempled under the provisions of section 8(1) (j) of the Right 10
Infarmatinn (RTH Acl. Not satishied with this decision of the CPIO, the Appellani
had preferred an appeal, The Appsiiate Authority had disposed of the appeal in

a speaking crder ir which ke had endorsed the decision of the CPIC

4. We have carefully gone through the cortents of the BTI application and
the order of the Appeliate Authority. We have also cansidered the submissions
of both the respondent and the third party in the case. The entire 1nfurmai|nn-=:
sought by the Appeltant revolves around the complaints made against an officer I,
of the government and any possible action (he authorities might have taken on
those complaims. The Appellate Authority was very nght in deciding thai this |
entire class of information was qualilied as personal information within the
meaning of the provisions of Section 8 (1} () of the RTI Act --m this connsction. 1
is very pertinent 1o cite ihe decisicn of the Supreme Court of India in the SLP(C)
No. 27734 of 2012 (Girish 8 Deshpande vs CIC and others! in which it has held
that “the performance of an employee/Officer in an organisation is primarily a
matier betwasn the employee and the employer and normally those aspects
are governed by the service rules which tall under the expression personal
infarmation, the disclosure of which has no relationship 10 any public activity or
public imtergst. On the other hand, the disclosure of which could cause
unwarranted invasion of the privacy of that individual." The Suprsme Court
further held that such information could be disclosed orly if it woulc serve a
larger pubhc ilHlEFEEthhE infarmation sought by the Appellant in thus case s
aboul some complaints made against & government ofiicial and any possible
action the authorities might have taken on those complaints. | is, thus, clearly
the kind of information which 5 envisaged in the above Supreme Coun order.

Theretore, the infarmation is complataly exempted from disclosure under the

provisions of the RTI Act which both the CPIC and the Appellate Authanty have

CICASMIAIZ0N 3000058



rightly cited in their respective orders.

e

5 We find no grounds to interfere in the order of the Appellate Authority.

The appeal is rejected.

€. Coplas of

[ S T Si i R e L e o kT
s ardet be goen feee 0F 0030 s the partiss

(Satyananda Mishra)
Chief Information Commissioner

buthenticated rue copy. Additional copies of orders shall be supplied agans!

appiication and payment of the charges prescribed under the Act (o the CPIO of this
Commussion,

{Vijay Bhalla)
Ceputy Registrar

CIC/GMIA RG] AT000SE



F. No. 11/2013-R (pt.)
Government of India
Minisiry of Personnel, Public Grigvances and Pansions
Department of Personnel and Training
IR (Division)

Marth Block, New Delhi
Dated 20™ June, 2017
Office Memorandum

Subject- Securing the Personal information including Aadhar Mo.. in RTI Applications/
Appeals in compliance to Aadhar Act, 2016 and Information Technical Act, 2000,

R

The undaerzigned is directed to refer to this departments OM of even no. dated
21.10.2014, 23032016 and 07.10.2016 vide which it has been requesied that personal
information of an RTI applicant should not be disclosad, while uploading the application/ appeal
elc. on the public domain/ websites,

2 In this context, it is to be stated that Ministry of Electronics And Information Technology
(Maity) have clrculated guidelinas for gacuring ldentily infarmation and Sensilive personal data
or information in compllance to Aadhar Act, 2016 and Information Technology Act, 2000,
whereln hey have instrucled that personal particular and information including Aadhar No. els.
shouid nol be published in public domain/websites elc.

2 In view of the above, it Is requested thal all Ministries/Deparimants of Govl, of India
including the subordinate offices may ensure the following while handiing RTI applications viz
receiving, replying and uploading on websites ele..-

{a) the personal informalicn delalls like Aadhar no. should nol be asked for while
handling RT! applications.

i) that the Aadhar no. ar such other personal information s hidden from public view
while uploading the RTI appiications/ Appeals/ Replias to the RTI applications on
websites, I Aadhar na. is mentioned therain,

{Preati Khanna)
Under Secretary to the Govl. of Indla

To
All Ministries/Depariment of Govt of India



Mo. W312013-1R
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

L

Morth Block, Mew Delh,
Dated the 8 January, 2014

OFFICE MEMORANDUM

Subject .  Order dated 20.91.2013 of the High Court of Kolkata in Writ Petition
MNo. 33290 of 2013 in the case of Mr. Avishak Goenka Vs Union of
India regarding personal details of RTI appiicants - circulation of.

In compliance of the direclions of the Hon'ble High Court of Kofkata
in its said order, a copy of the judgement (order) is enclosed herewith for
appropriate action.

Z This may be brought to the notice of all concerned,
Swdeg Tom__
(Sandeap Jain)
Director
Tela: 23092755
1. All Ministries ! Depariments of the Govermment of India
2. Union Public Service Commission | Lok Sabha Sectt/ Rajya Saha Sectt,

ICabinet Secht. / Central Vigilance Commission / Presidant’s Secratariat /
Vice President's Sect. / Prima Ministar's Office / Planning Commission /
Election Commisien

Central Information Commigsion / State Information Commissions

Staff Selection Commissin, CGO Complax, New Delhi

Office of the Complroller & Auditor General of India, 10, Bahadur Shah Zafar
Marg, New Delhi.

All Officers/Desks/Sections/Department of Parsannal & Training, the
Department of Administraive Reforms and Depariment of Pension &
PensionersWelfare.

m ks w

Copy to: Chief Secretaries of all the States/UTs.



20.11.
2013

W.P. 33290(W) of 2013

Mr. Avishek Goenka ... petitioner (in personj.

Mr. Asish Kumar Roy,
Ms. Gurgl Mukherjee For the respondents,

The petitioner is appearing in person.

The writ petitioner claiming to be an activist in
the field of right to information, has approached us by
filing the present writ petition with the prayer, the
authority should not insist upon the detalled address of
the applicant as and when any application is made under
the Right to Information Act. He apprehends, the
interested parties would cause a threat to the activist and
in fact there had been past incidents of unnatural deaths
of mctivist in the field, presumably by the interested
persons having vested interest to congeal the information
that is asked for by the actlvist,

The petltioner submits, the authority may not
insist upon the detailed address particularly when the
applicant would provide a particular post box number
that would automatically conceal thelr identity te the
public at large.

We have considered the relevant provisions of
the statute. Section &(2) of the Right 1o [nfermation Act,
2005 would clearly provide, an applicant making request
for infarmation shall not be required to give any reason
fur requesting the information or any other personal
details except those that may be necessary for
contacting him,

Looking to the said provision, we find logic in
the submission af the petitioner. When the legislature
thought it fit, the applicant need not disclose any
personnl detnil, the authonty should not msist upon his



detailed whereabouts particularly when post box number
is provided for thar would establish contact with him and
the authaority,

In cise, the authanty would find any difficulty
with the post box number, they may insist upon personal
detalls. However, in such case, it would be the salemn
duty of the authority to hide such information and
particularly from their website so that people at large
would not know of the details,

We thus dispose of this writ petition by making
the observations as abave, The Secretary, Ministry of
Persannel should circulate the copy of this order to all
concerned so that the authority can take appropriate
measure 0 hide information with regard to personal
details of the activist to aveid any harassment by the
persatis having veated interest

The writ petition is dispesed of without any
order as (o costs,

Urgent certified copy of this order, if applied for,
be given o the parties, on priority basis.

| Banerfee, Acting Chisf Justice]

[ Debangau Basak, J)



F.No. 1/1/2013-IR
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training

Morth Block, New Delhi
Dated the 7" Oclober, 2016

OFFICE MEMORANDUM

Subject:- Uploading of RTI replies on the respective websites of
Ministries | Departments

Attention Is invited to para 1.4.1. of the enclosed guidelines referred to in
this’ Depit.'s OM. Mo, 1/6/2011-IR dated 15.04.2013, for implementation of suo-
motu disclosure under Section 4 of the RTI Act, 2005, which states as follows:-

"All Public Authorties shall proactively disclose RT| applications and
appoals received and their responses, on the websltes maintained by
Public Authorities with search facifily based on key words. RTI
applicalions and appeals received and their responses relaling fo the
personal information of an individual may nol be disclosed, as they do not
serve any public inferest”

2 Further vide ©OM. No.1/1/2013-IR dated 21.10.2014 on the |ssue of
uploading of RTI replies on the respeclive websites of Ministries / Departments,
DoPT had requested that:

"RT! applications and appeals received and their responses relating to
the personal information of an individual may not be disclosed, if they do
not serve any public inferest”.

3 Now, keeping in view the directions dated 20.11.2013 of Hon'bla High
Court of Kolkata in Writ Petition No.33280/2013 in the case of Mr. Avishek Goenka
Vs Union of India regarding personal detalls of RTI applicants, it is clarified that
while proactively disclosing RTI applications and appeals received and responses
thereto, on their website, the personal detalls of RTI applicant/appellant should
not be disclosed as they do not serve any public interest. It is further
clarified that the personal details would include name, designation, address,
e-mail id and telephone no. including mobile no. of the applicant.

(Gayatri Mishia)
Director (IR)
Tele:23092755
Te

All Public Authorities

Pt B e b BPT AL



F. Mo, 1/1/2013-IR (pt.}
Govarnment of India
Ministry of Personne!, Public Grievances and Pensions
Department of Persannet and Training
IR {Division)

Morih Block, New Delhl
Dated 207 June, 2017
Oifice Memorandum

Subject:- Securing the Personal information including Aadhsr Mo., in RTI Applications!
Appeals in compliance lo Aadhar Acl, 2016 and Information Technical Act, 2000.

The undersigned (s direcled to refer lo this departmenfs OM of even no. dated
21.10.2014, 23032016 and 07.10.2016 vide which it has been requested thal personal
information of an RTI applicant should nol be disciosed, whila uploading the application/ appeal
gtc. on the public domain’ websites,

2 In this sonlexd, it 8 to ba staled (hat Ministry of Electronice And Information Technology
{Meily) have crculated guidalines for securing |dentity information and Sensitive personal data
or information in compliance o Aadhar Act, 2016 and Information Technology Act, 2000,
wherein they have instrucied that personal particular and information including Aadhar Ne. eic,
should not be published in public domain/websiles elc.

2. In view of the above, it is reguested that all Minisiries/Departments of Govi. of India
including the subordinate offices may ensure the following while handing RTI applications viz,
receiving, replying and uploading on websites elc.-

(a) the personal informalion delalls like Aadhar no. should not be asked for while
handling RTI sppficaiions.
{b)  that the Aadhar no. or such other personal information is hidden from public view

while upioading the RT] applications/ Appeals’ Replies to the RTI sgplications on
wabsites, i Aadhar no. is mentionad thersin.

{Preeti Khanna)
Under Secretary to the Govt. of India
Ta

All Ministries/Department of Govt of India



Chapter-14

Can ‘Reasons’ be asked under RTT Act

5 No. File no Date Subject

L 17/2009-IR  01/06/2009 | Dectsion dated 3.4.2008 of the High Court of Bombay at Goan
Wit Petition No. 419 of 2007 1n the case of Dr.Celsa Pmto Vs,
Goa State Information Commission regarding information
under the Right to Information Act, 2005,

2. 1/7/2009-IR  20/05/2011 | Dectsion dated 03.04.2008 of the High Court of Bombay at Goa

in Wit Petition No. 419 of 2007 in the case of Dr. Celsa P imto
Vs. Goa State Information Commaission regarding Information
under the Right to Information Act, 2005,




No. 1/7/2009-1R
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

Narth Block, New Delhi
Dated: the 1 June, 2009

OFFICE MEMORANDUM

Subject: Decision dated 3.4.2008 of the High Court of Bombay at Goa in Writ Petition

Mo.d419 of 2007 in the case of Dr. Celsa Pinte Vs, Goa State Information

Commission regarding information under the Right to Information Act, 2005,
LT ]

The undersigned is directed to say that the High Court of Bombay at Goa in the above

referred case has held on 3.4.2008 that the term ‘information’ as defined in the Right to
Information Act does not include answers to the questions like *why’. The relevant part of the
judgement is reproduced below:

(o]

o

“The definition of information cannot include within its fold answers to the
question “why™ which would be same thing as asking the reason for a
justification for a particular thing. The public information authorities cannot
expect 10 communicate to the citizen the reason why a certain thing was done
or not done in the sense of a justification because the citizen makes a
requisition about information. Justifications are matter within the domain of
adjudicating authorities and cannot properly be classified as information.™

This may be brought 10 the notice of all concerned.

(K.G. Verma)
Inrector
Tel: 23092158

All the Ministries / Departments of the Government of Tndia

Union Public Service Commission/ Lok Sabha Sectt./ Rajya Sabha Secretariat! Cabmet
Secretaniat/ Central Vigilance Commission/ President’s Secretariat! Vice-President’s
Secretanal/ Prime Minister’s Office/ Planming Commussion/Election Commission.
Central Information Commission/State Information Commissions.

Staff Selection Commussion, CGO Complex, New Delhi

. O/o the Comptroller&Auditor General of India, 10. Bahadur Shah Zafar Marg, New

Delhi.

All officers/Desks/Sections, DOP&T and Department of Pension & Pensioners
Welfare,

Copy to: Chief Secretaries of all the States/UTs.



No.1/7/2009-R

Government of India
Ministry of Personnal, Public Grievances & Pensions,
Departmaent of Personnel & Training |
b s
North Block, New Delhi,
Dated the 20™ May, 2011.
QFFICE MEMORANDUM

Subject : Declsion dated 03.04.2008 of the High Court of Bombay at Goa In Writ Petition No.419
of 2007 in the case of Dr. Celsa Pinto Vs, Goa State Information Commission regarding
information under the Right to Information Act, 200S.

The undersigned is directed to invite attention to this Department’s Office Memorandum
of even number dated 1% June, 2009 on the subject mentioned above (copy enclosad) and to say
that some persons have observed that the High Court of Bombay at Goa In the above referred case
did not use the word ‘like’ In the judgement and that inclusion of this word in the O.M. before the
word ‘why’ Is creating confusion. It is hereby stated that the word ke’ ysed before the word
‘why in line 3 of the O.M. may be treated as deleted. The relevant part of the judgement is again
being quoted below :

“The definition of information cannot Include within its fold answers to the question "why”
which would be same thing as asking the resson for a justification for a particular thing.
The public information authorities cannot expect to communicate to the citizen the reason
why a certain thing was done or not done In the sense of a justification because the citizen
makes a requisition about information. Justifications are matter within the domain of
adjudicating authorities and cannot properly be classified as Information.”

FR This may be brought to the notice of all concamed. 80@
(K.G. Verma)
Director

Tele : 23092158

All the Ministries/Departments of the Government of india.

Unilon Public Service Commilssion/Lok Sabha Secretariat/Rajys Sabha Secretariat/Cabinet
Secretarlat/Central Vigllance Commission/ President’s Secretariat/Vice-President's
Secretariat/Prime Minister's Office/Planning Commission/Election Commission.

Central Information Commission/State information Commissions.

Staff Selection Commission, CGO Complex, New Delhl,

Office of the Comptrofler & Auditor General of india, 10 Bahadur Shah Zafar Marg, New
Deelhl.

6. All officers/Desks/Sections, DOPET and Department of Pension & Pensioners Welfare.

M-

il o o

Copy to : Chief Secretaries of all the States/UTs.



Chapter-15

Issues relating to Information Commissioners

5. No. File no Date Subject

i 1/1/2009-IR. [22/05/2009 | Clarification on constitution of Bench by Central
Information Commuission (CIC).

2. 1/1/72009-1IR. [22/05/2009 Clarification on constitution of Bench by State

Information Commission (SIC).




No.1/1/2009-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block. New Delhi
Dated: the 22" May, 2009

To
The Secretary,
Central Information Commission,
August Kranti Bhawan,
Bhikaji Cama Place,
New Delhi
Sir,

I am directed to say that the Right to Information Act, 2005 provides that a
person can make a complaint or an appeal to the Central Information Commission
or the State Information Commission, as the case may be, in the circumstances as
provided in the Act and that the concerned Commission may take action on the
complaint or appeal in accordance with the provisions of the Act.

. It is observed that the Central Information Commission and some State
Information Commissions are taking decisions on the complaints and the appeals
by constituting Benches. The matter has been examined in consultation with the
Department of Legal Affairs who have pointed out that the Central Information
Commission or the State Information Commissions could function through
Benches only if there was a specific provision in the Act regarding constitution of
Benches. That Department has further opined that provision of Section 12(4) of

the RTI Act does not empower the Chief Information Commissioner to constitute
the Benches.

3, In view of this legal position, it is advised that decisions on the complaints
and appeals should be taken by the Central Information Commission as defined in
Section 2(b) of the RTI Act, 2005 and not by the Benches of the Commission.

22 MAY2009 7 Director
C Tel: 23092158
fear/ISSUE
'ﬂTﬁ ¢ Rt/ S

e

. mm—

- s -



No.1/1/2009-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated: the 22™ May, 2009

TG\//

The Chief Secretaries of all the States
Sir,

I am directed to say that the Right to Information Act, 2005 provides that a
person can make a complaint or an appeal to the Central Information Commission
or the State Information Commission, as the case may be, in the circumstances as
provided in the Act and that the concerned Commission may take action on the
complaint or appeal in accordance with the provisions of the Act.

2. It is observed that the Central Information Commission and some State
Information Commissions are taking decisions on the complaints and the appeals
by constituting Benches. The matter has been examined in consultation with the
Department of Legal Affairs who have pointed out that the Central Information
Commission or the State Information Commissions could function through
Benches only if there was a specific provision in the Act regarding constitution of
Benches. That Department has further opined that provision of Section 12(4) or
Section 15(4) of the RTI Act does not empower the Chief Information
Commissioner to constitute the Benches.

3. In view of this legal position, you are requested to advise the State
Information Commission that decisions on the complaints and appeals should be
taken by the State Information Commission as defined in Section 2(k) of the RTI
Act, 2005 and not by the Benches of the Commission.

Yours faithfully,

0 (K.G. Verma)
Director
Tel: 23092158




Chapter-16

Supreme Court Judgement regarding opinion / advice

5 No. File mo Date Subject

il 118201 1-IR. | 16/05:2011 | Observation of Honourable Supreme Court on Right to
Information Act. 2005 1n Civil Appeal no.6454 of 2011. anising
out of SLP (C) No.7526/2009 in the case of Central Board of
Secondary Education and Anr Vs, Aditya Bandopadhyay and
Ors.
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MNo.1/18/2011-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training
LE L]
North Block, New Delhi
Dated: thelﬁﬁSE ptember, 2011

Subject:Observation of Hon'ble Supreme Court on Right to Information Act, 2005 in
Civil Appeal no.6454 of 2011, arising out of SLP [C] No.7526/2009 in the case

of Central Board of Secondary Education & Anr. Vs. Aditya Bandopadhyay &
Ors.

LA L L

The undersigned is directed to invite attention to this Department’'s O.M.
No.1/4/2009-IR dated 05.10.2009 whereby a Guide on the Right to Information Act.
2005 was circulated. Para 10 of Part | of the Guide, inter alia, stated that ‘only such
information can be supplied under the Act which already exists and is held by the
public authority or held under the control of the public authority. The Public
Information Officer Is not supposed to create information; or to interpret
information; or to solve the problems raised by the applicants; or to furnish replies
to hypothetical questions.” The same issue has been elaborated by the Supreme
Court in the matter of Central Board of Secondary Education & Anr. Vs Adlt\ra
Bandopadhyay & Ors. (Civil Appeal No.6454 of 2011) as follows:

“At this juncture, it is necessary to clear some misconceptions about the RTI
Act, The RTI Act provides access to all information thot (s ovoilable and
existing. This is clear from a combined reading of section 3 and the
definitions of ‘information’ and ‘right to information’ under clauses (f) and
(i) of section 2 of the Act. If a public authority has any information in the
form of data or analysed data, or abstracts, or statistics, an applicant may
access such informatioh, subject to the exemptions in section 8 of the Act.
But where the information sought is not a part of the record of a public
authority, and where such information is not required to be maintained
under any law or the rules or regulations of the public authority, the Act
does not cast an obligation upon the public authority, to collect or collate
such non available information and then furnish it to an applicant. A public
authority is also not required to furnish information which require drawing
of inferences and/or making of assumptions. It is also not required to
provide ‘advice’ or ‘opinion’ to an applicant, nor required to obtain and

.,.__
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.

furnish any ‘opinion’ or ‘advice’ to an applicant. The reference to ‘opinion’
or ‘advice’ in the definition of ‘information’ in section 2(f) of the Act, only
refers to such material available in the records of the public authority. Many
public authorities have, as a public relation exercise, provide advice,
guidance and opinion to the citizens. But that is purely voluntary and should
not be confused with any obligation under the RTI Act.”

This may be brought to the notice of all concerned.

(K.G. Verma
Joint Secretary(RTI)
Tel: 23092158

All the Ministries / Departments of the Government of India

Union Public Service Commission/Lok Sabha Sectt./Rajya Sabha Secretariat/
Cabinet Secretariat/ Central Vigilance Commission/ President's Secretariat/
Vice-President's  Secretariat/ Prime  Minister's Office/ Planning
Commission/Election Commission.

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

O/o the Comptroller&Auditor General of India, 10, Bahadur Shah Zafar Marg,
New Delhi.

All officers/Desks/Sections, DOP&T and Department of Pension & Pensioners
Welfare.

Copy to: Chief Secretaries of all the States/UTs.



Chapter - 17

NO. File No Date Subject
1 | 3401 2/8/(5)/2005-Es1t(B) | 16:09/2005 |Right to Information (Regulation of Fee and Cost)
Rules, 2005
2 34012°8/(5) 2005-Estt(B) | 27/10.2005 | Raght to Information (Regulation of Fee and Cost)
{Amendment) Rules, 2005
3 | 3401 28/(S) 2005-Estt(B)| 1 7/05/2006 Right to Information (Regulation of Fee and Cost)
Amendment Rules. 2006
4 1/35/2008-1R 12012 Right to Information Rules, 2012




MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES AND PENSIONS
(Deparmment of Personnel and Training)
NewDell, the 16th Septeniber, 2005 e

G.5.R. 336.—In exercise of the powers conferred by clanses (B) and () of sub-section (2) of Section 27 of the
Riglit to Information Ast, 2005 (22 of 2005}, the Central Government hereby nakes the llowing rules, nomely (—

1. Short tithe and commencement.—(1) These rules mey be zalled the Right 1 nformation (Regnlibon of Fes and
Cost)Pules, 2003,

(2) They shull come ino force ou the dake of their publication i the OMcial Gizstie.
2. Definitions—In the rules, unless the contest olberwise FRuITes, —
(#) Ace’ means the Right to Information Act, 2005,
(] ‘section’ means section of the Ao,

{c) all other words and expressions used herain but not defined and delined in tie Act shinll Bave 1he inenings
assigned 10 them in the Act y

3. Arequest for obtaining information under sub-gsection (1) of Section 6 shall be sccompanted by anapplication

fee of mupees 1en by way of cash against proper receipt or by demand drall or bankers cheque pavab!z ¢ the Accounts
Officer of the publiz authority,

4. for providing the information under sub-section (1) of Scciion 7, the fee shall be shurged by way of cash

against proper reocipt of by demand drafl or bankers cheque payable w the Accoonis Oificer of the public anthority at the
following rates t—

(@) rupecs twa for each page (in A4 or A-3 gize paper) crented or copied;
{v}  actual charge or cost price of a copy in larger size paper,
() actoal costor price for samples or medels, and

{d) for inspection of records, uo fee for the firgl hour, nnd a fec of rupees live fur each filleen minules {or fraciion
thereof) thersalier.

5. For providing the information under sub-section (3) of Section 7, the foe shall be charged by way of cash

against proper receipt or by demand dealt or bankers chieque payuble to the Accounts Gllicer of the public putlwority at the
following rutes (=— ;

(#) for miormation provided in diskette or floppy rupoes fifty per diskene er Noppy, and

(b Jor infermaiion provided in printed foro @ the price fixed for snch publicalson or nipees e per PoEe o
photocopy for extracts from the publicatign

[F. Ma, 340 288 005-Est1, (B
- HAR! KUMAR, Director .



2 THE GAZETTE OF INDIA : EXTRAORDINARY [Paser TI—Sec, 36 .

MINISTRY OF PERSONNEL, PUBLIC GRIEVANUES AND PENSIONS
{ Department of Personnel and Traming)
NOTIFICATION
New Delhi, the 27th October, 2005

. G.BR. 649(K)—In exercise of the powers conferred by clauses (b) and-{c) of Sub-section (2) ‘of Soction 27
of the Right 1o Information Act, 2005 (22 of 2005), the Central Government hereby makes the following rules to amend
the Right o Information (Regulation of Foe and Cost) Rules, 2005, namely —

1. Short title and commencement— (1) These rules may be called the Right to Information (Regulation of Fee
and Cost) (Amendment) Rules, 2005 '

{2) They shall come into force on the date of their publication in the Official Gazette,

2. In the R.i;lll'lﬂ Information (Regulation of Fee and Cost) Rules, 2005, in rule 4, for clause (d), the following
clanse shall be ‘substitnted, namely :—

“{d) for inspection of records, no fee for the first hour, and a fee of rupees Dive for each subsequent
hour (or fraction thereof).”

«

[F. No. 3401 2/8(S)y2005-Estt. (B)]
T. JACOB, . Secy.

Note :—The principal riles were published in the Gazette of India vide Ministry of Personnzl, Public Grievances and
Pensions (Department of Personne] and Training) notification No. 34012/8(8)/2005-Estt.(B) dated 16th September,
musimo. (.5.R. 336 dated 151 October, 2005, Part 11, Section 3, Sub-section ()]

Frinted by the Manager, Govi of India Press, Ring Road, Muyspan, New Defhi-110064
and Published by the Condroller of Publicaiioma, Dielb-1100%4,
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2 THE GAZETTE OF INDLA | EXTRACRDINARY [Pazs T—Sec i)
MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES ANDPENSIONS o
: {Department of Personnel & Training) o
NOTIFICATION ' -
New Delti, the 1 7th May, 2006 o

G.S.R. 294(E).—In exercise of the powers conferred by clauses (b} and (¢) of Sub-section (2) of Segtion 27 of the
Right to Information Act, 2005 (12 of 2005), the Central Government herchy makes the following rules furthesto amend the
Right o Information (Regulation of Fos and Cost) Rules, 2005, namely ‘—

|. Short Title and Commencement.—( 1) These rules may be callad the Right 1o Information (Regulation of Fee and

Cost) Amendment Fules, 2006, E
(2} They shall come into force on the date of their publication m the Official Gazete.
2. Inthe Right to Information (Regulation of Fee and Cost) Rules, 2005 — N

{a) in rule 3, afier the words “bankers cheque”, the words “or Indian Postal Order™ shall be inseried ;
{b) in rule 4, after the words “bankers cheque”, the words “or Indian Postal Order™ shall be inseried ;
() in rule 4, after the words “bankers cheque”, the words "or Indian Postal Order” shall be insered :
[F Mo, 34012/8(Sy2005-Estt (B)}
C.B PALIWAL, Ji Secy.

Note :—The principal rules were published in the Gizenie of India, Extraordinary, Pant I, Section 3, Sub-ssction (i),
dated the 15t October, 2005 vide mimber .S R 336 dated the 16th Sepicmber. 2008 and were amended vide
number G SR, 649(E) datad the 27th October, 2005

Prinisd by the Manager, Oovi of India ht_-. Fung Toad, Mayspuei, Mew Deibi-] 10064
and Published by the Comtroller of Peblicutone, Dathi-1 10154,



MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES AND FENSIONS
{epariment of Personnel and Truiniog}
NOTIFICATION
e w Drelhi, tha 3 15t July, 2012

L5 R. 603 E),—In exercise of the powers canfierved by Section 27 of the Right 1o Infarmation Act, 2005 (22 of 2005)
and in supersession of the Central Informetion Commissien { Appeal Procedure) Bules, 2003 and the Right 1o Inform T
{Regularion of Fee and Cost] Rules, 2005 excepl as respects things donz or omitted 1o be done hefore such supersession,
the Central Government hereby makes the following rules, namely —

1. Shortiitle and commencement.—-{ | ) These nulas may be called the Right 1o Information Rules, 2012
{Z) Theyshill come into force on the dade of their publication in the Official Gazette. -
1. Definitlons.—In these rules, urless the context otherwise requires,—
{a} “Act” meansthe Rightto Information act, 2005 (22 of 2005);
{b} “Commission” means the Central Information Commission c onstituted under sub-section (1) of Section
12 of the Act,

(¢) “Fiest Appellate Authority” means an affices in the public authority who is senior in rank to the Central
. Puhlic Infocmation COfficer to whom an appeal under sub-section (1) of Section 19 of the Act lies,

{d) "Registear” means an officer of the Commission so designated and includes an Additional Registrar,
Joint Registrar and Depury Registrar,

(2] “Setlion” means a Section of the Act;

(fall  other words and expressions used herein bul not defined in theze rules shall have the same meanings
assigned to them in the Act

) 2848 :5-'17'!:.-2



L

THE GAZETTE OF INDIA : EXTRAORDINARY {Pany I1—Sec. 3]

3 'nppumluu Fee.—An application under sub-section { 1) &F Section 6 of the Act shall be accompanied by a fee
of nepees ten and shall ordinarily not contain more than five hundred words, excloding annexures, contuining address of the
Central Public Information Officer and that of the applicant:

Provided that no application shall be rejected only on the ground that it contains more than five hundred words

4. Fees for providing information—Fes for providing information under sub-section {4) of Section 4 and
sub-sections (1) and (5) of Section 7 of the Act shall be charged at the following rates, namely . —

(&) mupocs two for each page in A-3 or smaller size paper:

(b} actual cost or price of a photocopy in large size papér;

fc} actual cost or price for samples or models;

{dh rupees fifty per diskesic or floppy;

(¢} price fixed for 3 publication er rupees two per page of phatocopy for extracts from the publication;

{fina  fee for ingpection ofrecords for the fira heur of inspection and a fee of rupees 5 for each subsequent hour
or fraction thersof: and

{_gjl s0much of postal charge involved in supply of ififormation that exceeds fifty rupess

5. Ezemption from Paymeat of Fee,— Mo fee undernule 3 and rule 4 shall be charged from any person wha is
below poverty line provided n copy of the certificate jssued by the appropriate Govermment in this regard is submitted
alongwith the application,

! 6. Mode of Payment of fee—Fees under these rules may be paid in any of the following manner, namaly :—

{2} in cash, to the public authority or to the Central Assistant Public Information Officer of the putilic authority,
a5 thit casc may be, against a proper receipt; or

th) by demand drafl or bankers chequie or Indian Postal thder payable 1o the Accounts Dfficer of the public
authority; or

(c) by clectronic mean: to the Accaunts Officer of the public autharity, if facility for receiving fees through
electronic means is available with the public authoriny.

7. Appaintment of Secretary to the Commission.— The Ceniral Government shal) appoint an officer ot below
the rank of Additional Secretary 1o the Goveriment of India as Secretary 1o the Comimission,

: B.  Appeal to the Commission.—Any person Aggrieved by an arder passed by the First Appeliate Authority or
by non-disposal of his appeal by the First Appellate Authority, may file an appeal to the Commission in the formar given in
the Appendix and shall be accompanied by the following documents, duly authenticated and verified by the appeliant,
namely —

(i acopy of the application subsmitted to the Contral Public Information Officer;

() acopy of the reply received, ifany, from the Central Public Information Officar,

(i) acopy of the appeal made to the First Appellate Authoriny:

() @ capy of the Ovder received, if any, from the First Appellate Authority;

(%) copies of other documents relied upon by the appoliant and referred to in his appeal; and
{vi) an index of the documents referred o in the appeal.

9. Return of Appeal.— Anagpeal mity be returned 1o the appellani, if it i3 ol accompanied by the documents as
specified in rule R, for removing the deficiencies and filing the appesl complete i all respects,

18. Process of appeal.—( 1) On receipt of an appeal, if the Commissian {5 not savisfied that it is a fit case 1o procesd
with, it may, after giving an opportunity of being heard 1o the sppellant and after recarding its reasons, dismiss the appeal:

Prowided that no appeal shail be dismissed only on the ground that it has not been miade in the specified forman if
it s accompanied by documents as specifisd fn nile 8§,

(2} The Commission shall not consicer an appeal unless it is satisfied that the appellant has availed of all the
remedies nvailable to him underthe Act.
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) {3} Forthe purposes of sub=rube(2), a person shall be deemed to have availed of all the remedies evailable 1o him
unidar the Act;

{a) iThe had filed an appeal before the First Appeliate Authority and the First Appellate Authority or any other
person competent in pass order on such appeal had made 8 final order on the appeal; or

(b} whereno final order has been made by the First Appellate Authority with regard to the appeal preferred, dnd
a period of forty five days from the date on which such appealwas preferred has elapsed.

11. Procedure for deciding appeals.—The Commission, while deciding an appeal may.

(il receive oral or written evidence on oath or on affidavit from eoncerned ot [nerested pesson;

(i} peruse or inspect documents, public records or copies thereot; -

i) inguire through autherised officer further details or facts;

{iv) hear Central Public Information Officer, Central Assistant Public Information Officer or the First Appellate
Autharity, or such person against whose action the appeal is prefermed, as the case may be;

(%) Yeear third party; and .
. (vi) receive evidence on affidavits from Central Public Information O fficer, Central Assisiant Peblic Information
[HFicer, First Appellate Auvtherity and such other person against whaom the appeal lies or the third party,

12. Presence of the appellant before the Commission.—( 1) The appeliant shall be informed of the date at least

geven clear days before the date of hearing.

(2} The appellant may be presenl in person of through his duly authorised representative or through video
conferencing, if the facility of video conferencing is available, at the time of hearing of the appeal by the
Commission.

(3] .Where the Commissian is satisfied that the circumstances exist due to which the appe!lant is unable 1o attend
the hearing, then, the Commission may afford the appel fant another opportunity of being heard before 2 final
decishon is taken of take gny other appropriate actian as it may deem fit,

i3. Presentution by the Public Authority—The public auhority may authoriss any represcntativa or wy of its

officers to present its case.

14, Service ofnotice by Commission.—The Commission may issue the notice by name, which shall be served in
any of the following modes, namely-—

(i} service by the party iself;
{iil by hand delivery (dasti) through Process Server;
{iily by registered post with acknowledgement due,
(iv} by electronic mail in case electronic address is nvaitable, )
15. Order of the Commission.— The arder of the Commission shall be in writing and issued under the seal ofthe
Commission duly suthenticated by the Registrar or any other officer authorised by the Commission for this purpose,
{F. No. 1/3572009-IR]
MANGI JOSH!, It Secy.
] APPENDIX
FORMAT OF APFPEAL
{5ee Rule 8)
1. Mame and address of the appellant
2 Name and address of the Contral Public Information Officer 1o whom
the application was addressed
3 Mameand address of the Central Public Information Officer who gave
reply W the Application



Verification/suthentication by the appellant

S-— ————

Primied by the Manager, Government of Inde Pres, Ring Rosd, Mayspurt, New Do 110064

and Purhlished by the Conalber of Pablications, Dolhd-010054
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4. MName and address of the First Appellate Autharity Whe decided the
First Appeal
3. Particulars of the application
6. Particulars of the orden(s) including number, if any, against which the
appeal s prefermed
% Brief facts leading to the appeal
8 Prayer or relief soughi
9. Grounds for the prayer or relief
0. Amy other information refevant to the appeal




