
- -Ic4 ' -1-4d 

COMPILATION OF OMs & NOTIFICATiONS 

ON 

RIGHT TO INFORMAflON ACT, 2005 

V 

9T fi1 

GOVERNMENT OF INDIA 

MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES AND PENSIONS 

DEPARTMENT OF PERSONNEL AND TRAINING 



Preface 
Right to Information Act, 2005 was promulgated in 2005 to promote transparency 
and accountability in the working of every public authority. A clear knowledge of 
the provisions of the Act to the Public Information Officers/First Appellate Authorities 
of the public authorities is key to the successful implementation of the Act. 

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

It is hoped that online topic based search of OMs 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 in further strengthening the RTI 
regime. 

MAY MITTAL 
Secretary 

Department of Personnel and Training 
New Delhi 
November, 2017 
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Chapter 1 

Designation of PIO/APIO/FAA, 

Nodal points for receiving RTI 

Applications and expectation 

from PlO 

S.No. File No. Date Subject 

1 34012/13(S)/2005-Estt.(B) 06/10/2005 Designation of Central Assistant Public 

Information Officers (CAPIOs) 

2 1/24/2007-IR 14/11/2007 Designation of the CPIOs in the Organisations 

specified in the second schedule of the Right 

to Information Act, 2005. 

3 l/32/2007-IR 14/11/2007 Point for receiving applications and 

designation of appellate authorities under the 

RTI Act, 2005. 

4 4/9/2008-IR 24/06/2008 Courteous behaviour with the persons seeking 

information under the RTI Act, 2005. 

5 1/2/2016-IR 17/8/2016 Placing details of current/earlier CPlOs/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 6th  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 to 
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 authorities 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 informed 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 RTI mails (application 
etc. forwarded by the CAPIOs) to the Department of Posts urgently. 

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

(T.Jacob) 
Joint Secretary to the Government of India 

To 

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



(K.G. Vermi 
Director 

No. 1/24/2007-JR 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
(Department of Personnel & Training) 

North Bicok, New Delhi, 
Dated: the 14th  November, 2007 

OFFICE MEMORANDUM  

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

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 shall apply to the intelligence and security organizations 
specified in the Second Schedule or to any information furnished by such organizations to the 
Government. However, this provision does not exempt 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 organizations too designate Central Public 
Information Officers to deal with the Rh 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. It, 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 applicant 
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 above facts in view, all the organizations specified in 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 organization are also advised to specif' the First Appellate 
Authorities within the organizations and publish the details of the CPIOs and the Appellate 
Authorities. 

Organisations specified in the Second Schedule of the RTI Act, 2005. 
Copy to: 
1. All the Ministries / Departments of the Government of India 
2. Union Public Service Commission) Lok Sabha Sectt.f 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 Genera! of India, 10, Bahadur Shah Zafar Marg, New Delhi. 
6. All officers/Desks/Sections, DOP&T and Department of Pension & Pensioners Welfare. 

Copy. also to: the Chief Secretaries of all the States/UTs. Office Address with Location: 
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No. l/3212007-IR 
Government of India 

Ministry of Personnl, Public Grievances & Pensions 
(Department of Personnel & Training) 

North Bicok, New Delhi, 
Dated: the 14th  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-section (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 (PlO), an applicant is likely to face difficulty in 
approaching the appropriate Public Information Officer, and the applicants 
would also face problem in identifying the officer senior in rank to the PlO 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 PlO, should designate a 
Nodal Officer with the authority to receive requests for information on behalf of 
all PIOs. The Commission has also recommended that all the public authorities 
should designate the First Appellate Authorities. 

2. It is, therefore, requested that all public authorities with more than one 
PlO 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 
/OrgansiationlAgency and distributed to the concerned PIOs/Appellate 
Authorities. 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 receivd are distributed the same day. 
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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.0 Verma) 
Director 

I. All the Ministries I Departments of the Government of India 
2. Union Public Service Commission! Lok Sabha Sectt./ Rajya Sabha 

Secretariat! Cabinet Secretariati Central Vigilance Commission! 
President's Secretariat! Vice-President's Secretariat! Prime Minister's 
Office! Planning C ommissiori/Election Commission. 

3. Central Information Commission/State Information Commissions. 
4. Staff Selection Commission, COO 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. 



No. 4/9/2008-IR 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

North Block, New Delhi 
Dated the 24th  June, 2008 

OFFICE MEMORANDUM 

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

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 pub!ic 
information officers (PlO) is not confined to furnish 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 PlOs 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. 

3. The Commission has also expressed concern over the fact 
that many public authorities 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. 

2/- 
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4. AU Ministries/Departments etc. are requested to bring the 
contents of this OM to the notice of afl concerned and ensure 
compliance thereof. 

(K.G. Verma) 
Director 

To 

1. AU 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 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 & 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. 
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F.No.1/2/2016-IR 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel and Training 

*** 

North Blok, New Delhi 
Dated the August, 2016 

OFFICE MEMORANDUM 

Subject:- Placing details of current I earlier CPlOs I FAAs on the websites of 

Public Authorities —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 RTl applications. 

2. In order to enhance quality and quantity of information disclosed 

by public authorities on proactive 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 Officers 

- (CPlOs) and First Appellate Authorities (FAAs). During updation of the names 

and designations of the CPlOs / 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 adjudicating 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 CPlOs/FAAs, all the Public 

Authorities are requested to put on their website the details of all such officers 

designated during different periods, beginning from l January, 2015 till date 

and keep it updating from time to time. 

(Gayatri Mishr) 
Director 

Tele 2309 2755 

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 

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



Chapter 2 

ayment of fee and Cost 

S.No. File No. Date Subject 
1 10/9/2008-IR 05/12/2008 Payment of fee under the Rh Act by demand 

draft/bankers cheque/Indian Postal Order. 

2 12/9/2009-IR 24/05/2010 Payment of fee under the Right to Information Act, 
2005 - scope of sub-section (3) of Section 7 of the Act. 

3 1/5/201 1-IR 26/04/2011 Harmonization of fee payable under the Right to 
Information Act, 2005. 

4 10/9/2008-IR 26/04/2011 Payment of fee under the Rh Act by Indian Postal 
Order. 

5 12/31/2013-IR 11/02/2013 Timely intimation about payment of additional fee 
under RTI Act 2005. 



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

No.F. 10/9/2008-JR 
Government of India 

Ministry of Personnel, PG and Pension 
Department of Personnel & Training 

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

OFFICE MEMORANDUM 

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

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 India.n postal order. According to the rules the demand 
draft/banker's cheque /IPO 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 drafts/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 etc. This Department vide OM No.1/2/2007-JR 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 refusal 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 payment of fee by demand draftlbanker' s cheque/IPO made 
payable to the Accounts Officer of the public authority is not denied. 

(K.G. Verma) 
Director 

Tel: 23092158 

1. All the Ministries I 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. O/o the Cornptroller&Auditor General of India, 10, Bahadur Shah Zafar Marg, 

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

Welfare. 

e 

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



No. 12/9/2009-IR 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel and Training 

North Block, New Delhi 
Dated the 24th  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. 

The Undersigned is directed to say that a question is raised from time to time 
whether a Public Information Officer (PlO) has power to charge fee under Section 
7(3) of the RTl 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 PlO 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 PO 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 order 
passed by the Central information Commission in Appeal No. CIC/MAIA/2008/0185 
(Shri K.K. Kishore Vs. Institute of Company Secretaries of India) and Complaint 
No.ClCiWB/C/2007/00943 (Shri Subodh Jam 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 already 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 Sections 7(1) and 7(5) of the Act". 

xxx xxx xxx 



-: 2:- 

"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 Pubhc 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) only 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 postailcourier 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 it 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 
ordinarily 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 towards 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 information in a 
particular form would disproportionately divert the resources of the public authority or 
would be detrimental to the safety or preservation of the records, the PlO may refuse 
to supply the information in that form. 



-: 3:- 

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

(KG. Verma) 
Director 

Tel.23092158 

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

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

3. State Information Commissions 

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

5. 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. 

Copy to: 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, 1/5/201 t4R 
Government or India 

Mirstr of Personnel, PG & Pension 
Dcporhnent o Pronrie & Trainrig 

North Black, New Delhi 
Doted ApP 26 O1 I 

The Chief Secretare of oi Sfote5/Uts excep J 
2 The Reislrars of oil I-ugh Courf 
3. The Registrar of the Supreme Court 

Subject:- Harrrion'izcition of ee payable under the Righi to information Ad. 2005. 
i .:,, j 

Sir.. 

5ecti0n5 21 and 2t3 oP the Righi to Inormotion Act. 2005 empower the 
oppoprite Govrnment arid the Compotent Authocitie to make iuies to 
prescribeinter-alii the fees payabre under the Aet. ri exercise of the powers. the 
Centro Governmefl'i, Staie Govrnment5., HiQh Courts etc. have noifed rijie It 
ho been obseyved Ihaf the ee prescrbed by dlfiereni appropriate 
Governments/Competent Authorities s al great varionce. 

2. The 2nd  AdrniriEstrotve Reforms Commission has, in this egd recommended 
tha the States houid Irome Rules regarding opp1ica1on ee ni harmony with the 
Central Rute and enure that the tee houid riol become o dsinceffllve for using 
the rijht to inormtIon. 

3. All the Sotes/Competen1 Authc'rifies are, Iherefore. requested lo kindly 
review ther Fee Rues and to prescribe Tee in consonance with the fee prescibed 
by he Government or india. A copy o the Right to nforrna'tion (ReQuiafion of Fee 
and Co5t) Ru'es,, 2005 notifled by the Government of India is enclosed for ready 
relerenice. 

4. Kindly niiorm LrS of he actiri laken in this regard. 

Verrnat 
Dir'ec or 

let. 23D9 2158 



No; 10/912008R' 
Government of India 

Mnis1iy of :Pernne1, PG & Pension 
Deparfrnent of Personnel & Trairiirg 

North Bock New DOhI 
Dated Aprfl 26.2011 

5ubJect:- Payment of Fee under the RTI Act by indian Posta Order. 

The undersigned Is dected to say that the Right to lnfcwrnotion jRogulatfon of 
Fee and Cost Rues 20045 provide that a person eekjng fnfomiaffon under tha Ril 
Act, 2(XPS can make payment of fee for obtcning Intormahon by cath cc damond 
draft or banker's cheque or ndran Postal Order It has been brought to the notice 
of this Deportment that some public outhortilci do not accept tee through the 
Indon Postal Orders. 

2. As stated above one of the approved modes of payment of fee under the 
Rules Is irough indIan Postal Order.. Refusat to accept too through the IPO may be 
treated as refusal to accept ihe applicohon It may resuf nto mpoon of penalty 
by the Centrar Information CommIssion on the concerned Central Public Information 
Officer under Section 20 of the Ac? A the publIc out horltles should. therefore, 
ansue that payment of fee by IPC) s not danfed 

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

K.GV 
Dec for 

lob 2Y 258 

AU the Ministries/Departments of the Government of India 

Union Pubk Service CommIssion/bk .Sabha SecrekatJRajya Sabha 
5ecreto1ot/Cabinot Sec etoriotJCenirai Vigilance Comn on/President's 
Secretartatfvlce-Presldent's $ecrelarfaf/Prlrne Mirstecs Office/PLanrng 
Corn rission/Election Cornmission 

3. Central nfornatioi, Cornmlssjcn 

4. staff Setochon Comrni ii, CGO Compiex New Oelhl 

£ Office of the Comptroller & AudItor Gent. al of Indo, 10, Bahodur Shah Zatar 
Morg. New Delhi 

6 M Officers/Desks/Secflons Deportment of Personnel & TraIning and 
Deportment of PensIon 8 Pensions WeUcie 

Copy 10: ChIef Secretailos of oil the Slotes/UTs. 



F. No.12/31/2013-IR 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel & Training 

North Block, New Delhi - 110001 
Dated: 11.2.2013 

OFFICE MEMORANDUM 

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

It has been brought to the notice of the Central information 
Commission that some CPlOs inform the information seeker about the 
additional fee under sub section 7(3) of the RTI Act at the fag end of the thirty 
day period prescribed for providing the information under sub-section 7(1) of 
the Tl Act. 

2. The Central Information Commission in one of its orders has mentioned 
that white there cannot be any hard and fast rule about when exactly the 
intiHation about the photocopying charges should be conveyed to the 
infornation seeker, it is implied in the prescribed time limit that the demand 
for te photocopying charges must be made soon after the RTI application is 
received so that the information seeker has time to deposit the fees and 
receive the information within the prescribed thirty days period. If the 
information sought is not voluminous or is not dispersed over a large number 
of fiies, computation of the photocopying charges should not be a time 
conuming task. As soon as the RTI application is received, the holder of the 
infor-nation should decide about how much information to disclose and then 
calcJulate the photocopying charges so that the CPIO can immediately write 
to the information seeker demanding such fees. 

3. This may be brought to the notice of all concerned for compliance. 

(Sandeep Join) 
Deputy Secretary 

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

Vnion Public Service Commission, Lok Sabha Sectt, Rajya Sabha 
ecretariat, Cabinet Secretajiat, Central Vigilance Commission, 
resident's Secretaridt, Vice-President's Secretariat, Pri me Minister's Office, 
tanning Commission, Election Commission. 
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3. Central l'nformation Commission/State Information Commissions. 

4. Staff Selection Commission, COO Complex, New Delhi 

S. 0/0 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 



apte 3 

Deemed 

S.No. File no Date Subject 
1 1 / 14/2008-IR 28/07/2008 Clarification regarding Sub-sections (4) and 

Section 5 of the Right to Information Act, 2005. 
(5) of 



No. 1/14/2008-IR 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

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

OFFICE MEMORANDUM 

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

Sub-sections (4) and (5) of section 5 of the Right to Information Act, 2005 
provide that a Public Information Officer (PlO) 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 PlO and shall be treated as a PlO 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 PlO, Thus, they use the above referred 
provision to designate other officers as PlO. 

2. According to the Act, it is the responsibility of the officer who is designated as 
the PlO 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 PlO to seek assistance of any other officer to enable him to provide information to 
the mforination seeker, but it does not give him authonty to designate any other 
.officeras  PlO 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 PlO, 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 
plo. 

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

(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! Planning 
Commission/Election Commission. 

3. Central Information Commission/State Information Commissions. 
4. Staff Selection Commission, CGO Complex, New Delhi •  
5. 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. 

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



Chapter 4 

e-IPO & online filing of RTl 

applications 

S.No. File No. Date Subject 

1 1/44/2009-IR 22/03/2013 Electronic Indian Postal Order - launching 

of. 

2 1/44/2009-lR 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-IR 22/04/2013 Launch of RTI web portal for online filing 

of RTI application. 

4 1/1/2013-IR 12/08/2013 Extension of RTI web portal for online filing 

of RTI application. 

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

applications. 



No.1/44/2009-IR 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

North Block, New Delhi 
Dated the 22nd  March, 2013 

OFFICE MEMORANDUM  

Subject — Electronic Indian Postal Order — launching of 

On the initiative of Department of Personnel and Training, 
Department 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. http://www.eiostoffice.gov.in. It can also be accessed 
through India Post website www.indiapost.govin. 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 (CPlOs) under the RTl Act, 2005. Debit and 
Credit cards can be used to purchase elPO. 

3. The user needs to get himself registered at the wébsite. He has to 
select the Ministry/Department from whom he desires to seek the 
information under the RTI 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 RTL application. If the RTI application is 
being filed electronically, elPO is required to be attached as an attachment. 

4. It may be noted th.at this facility is only for purchasing an Indian 
Postal Order electronically. All the requirements for filing an RTI application 
as•weH 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 CPlOs shall 
maintain a record of the elPOs so received from Indian Citizens abroad. In 
case of any doubt, the details of elPO àan be verified from the above 
mentioned site/portal of India Post. 

(SandeeS Jam) 
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. 

3. Central Information Commission. 
4. Staff Selection Commission, CGO Complex, New Delhi 
5. O/o the Comptroller & Auditor General of India, 10, Bahadur Shah 

Zafar Marg, New Delhi. 



No. 1/44/2009-IR 
Government of India 

Ministry of Personnel, ?ubuic. Grievances & Pensions 
Depazment of Personnel & Training 

North Block, Now Delhi, 
Dated thO 7th  October, 2013 

Suljeet: -' xtn41ng the facility of. e-IPO for payment of Rfl fee in Indian Missions by 
clxlthap ctizens abrod' 

A srvice called e-JPO (Electronic Indian Postal t)rder) was launched we I 
22 O3013 to fa4at mdi 91t1en abroad across the globe to purqbse ane-U'Q by 
paying the fee online to access the information under the Ml Act, 2005 from the Central 
Public Authorities. 

2 Thdprocedur to ol 
Depaxtineufs O1ice thoraidui of even üxn 
ofthOprócedeareasunder 

[a] The user needs to get himcelf registered at either of the two websites 
http-Jfwww epostoffice gov in  or www indiapost gov in 

[bj l-e has to select the MmistsyfQepartinent from whom he desires to seek the 
jnfomatzon wider the RTI Act and the e-IPO so generated, by making payment 
using Debit or Credit card, can be used to seek information from that 
Miaisy/DOparbnent o$y. 

fcj Apthout of the e-IPO is reuircd tobe ched with the RTI application. If the 
RTI apphcation is being filed eleclromcally, e-IPO is required to be attached as au 
attachment .• 

[d) This facility is only for purchasing an Indian Postal Order electromcally All the 
requirements for filing an RTI application aswe11 as other provisions regarding 
eligibility, time limit, exemptions etc, as provided in th RTI Act, 2005 will 
continue to apply 

3. It hasbeen broughtto the. notice f thisDepartthei thatindian 'óitizensiiving 
abroad are ftcmg difficulties in payment of fees for accessing information from Indian 
Missions/Posts abroad as the facility of e-IPO was not available with them 

4. . In order to facilitate for obtaining the inforinalion tmdór.the RTI Act, 2005 by. 
the Indian citizen living abroad from Indian Missions/Posts under Ministiy of External 
Affairs, the facility of e-IPO is extended to 176 Indian Missions/Posts List is enclosed. 



5. This may be brought to the notice of all concerned. 

(Manoj Joshi) 
Joint Secretary (AT&A) 

Tel: 23093688 

1. Al) the Ministries / Departments of the Government of India. 
2. Union Public Service Commission! fLok 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 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 & Pensioners 

Welfare. 

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

1 Embassy of lndia,Kabul, Afghanistan 

2 Consulate General of India, Herat, Afghanistan 

3 Consulate General of India, Jalalabad, Afghanistan 

4 Consulate General of India, Kandahar, Afghanistan 

5 Consulate General of India, Mazar-e-Sharif, Afghanistan 

6 Embassy of India, Algiers,Algeria 

7 Embassy of India, luanda, Angola 

8 Embassy of India, Buenos Aires, Argentina 

9 Embassy of lndia,Yerevan, Armenia 

10 High Commission of India, Canberra, Australia 

11 Consulate General of India, Melbourne, Australia 

12 Consulate General of India, Perth, Australia 

13 Consulate General of India, Sydney, Australia 

14 Embassy of lndia,Vierina, Austria 

15 Embassy of India, Baku, Azerbaijan 

16 Embassy of India,Manama, Bahrain 

17 High Commission of tndia,Dhaka, Bangladesh 

18 Assistant High Commission of India, Chittagong, Bangladesh 

19 Asistant High Commission of india, Rajshahi, Bangladesh 

20 Embassy of India, Minsk, Belarus 

21 Embassy of India, Brussels, Belgium 

22 Embassy of lndia,Thimphu, Bhutan 

23 Consulate General of India, Phuentsholing, Bhutan 

24 l-lgh Commission of India,Gaborone, Botswana 

25 Embassy of India, Brasilia, Brazil 

26 Consulate General of India, Sao Paulo, Brazil 

27 High Commission of India,Bandar Sen Begawan, Brunei Darussalam 

28 Embassy of India, Sofia, Bulgaria 

29 Embassy of India, Pnom Penh,Cambodia 

30 High Commission of India, Ottawa, Canada 

31 Consulate General of India, Toronto, Canada 

32 Consulate General of India, Vancouver, Canada 

33 Embassy of India,Santiago, Chile 

34 Embassy of India, Beijing, China 

35 Consulate General of India, Guangzhou, China 

36 Consulate General of India, Hongkong 

37 Consulate General of India, Shanghai, China 

38 Embassy of India, Bogota, Colombia 

39 Embassy of India, Democratic Republic of Congo 

40 Embassy of India,Abidjan, Ivory Coast 

41 Embassy of India, Zagreb, Croatia 

42 Embassy of India, Havana, Cuba 

43 High Commission of India, Nicosia, Cyprus 

44 Embassy of India, Prague, Czech Republic 

45 Embassy of lndia,Copenhagen, Denmark 

46 Embassy of India, Cairo, Egypt 

47 Embassy of India,Addis Ababa, Ethiopia 



48 High Commission of India, Suva, Fiji islands 

49 Embassy of India, Helsinki, Finland 

50 Embassy of India, Paris, France 

51 Permanent Delegation of India to the UNESCO, Paris, France 

52 Consulate General of India, Saint Denis, Reunion Island 

53 Embassy of lndia,Berlin, Germany 

54 Consulate General of India, Frankfurt, Germany 

55 Consulate General of India, Hamburg, Germany 

56 Consulate General of India, Munich, Germany 

57 High Commission of India, Accra, Ghana 

58 Embassy of India, Athens, Greece 

59 Embassy of India, Guatemala City, Guatemala 

60 High Commission of India, Georgetown, Guyana 

61 Embassy of India, Budapest, Hungary 

62 Embassy of India, Reykjavik, Iceland 

63 Embassy of India, Jakarta, Indonesia 

64 Consulate General of India, Medan, Indonesia 

65 Embassy of India, Tehran, Iran 

66 Consulate General of India, Bandar Abbas, Iran 

67 Consulate General of india, Zahidan, Iran 

68 Embas5y of India, Baghdad, Iraq 

69 Embassy of India, Dublin, Ireland 

70 Embassy of India, Tel Aviv, Israel 

71 Embassy of India, Rome, Italy 

72 Consulate General of India, Milan, Italy 

73 High Commission of India, Kingston, Jamaica 

74 Embassy of India, Tokyo, Japan 

75 Consulate General of India, Osaka-Kobe, Japan 

76 Embassy of India, Amman, Jordan 

77 Embassy of India, Astana, Kazakhstan 

78 High Commission of India, Nairobi,Kenya 

79 Assistant High Commission of India, Mombasa, Kenya 

80 Embassy of India, Pyongyang, DPR Korea 

81 Embassy of India, Seoul, Republic of Korea 

82 Embassy of India, Safat, Kuwait 

83 Embassy of India, Bishkek, Kyrgyztan 

84 Emnbassy of India, Vientiane, Lao People's Democratic Republic 

85 Embassy of India, Beirut, Lebanon 

86 Embassy of India, Tripoli, Libya 

87 Embassy of India, Antananarivo, Madagascar 

88 High Commission of India, Kuala Lumpur, Malaysia 

89 High Commission of India, Male, Republic of Maldives 

90 Embassy of India, Bamako, Mali 

91 High Commission of India, Port Louis, Mauritius 

92 Embassy of India, Mexico 

93 Embassy of India, Ulaanbaatar,Mongolia 

94 Embassy of India, Rabat, Morocco 

95 High Commission of India, Maputo, Mozambique 

96 Embassy of india, Yangon, Myanmar 

97 Consulate General of India, Mandalay, Myanmar 



98 High Comm,ssion of India, Windhoek, Namibia 

99 Embassy of India, Kathmandu, Nepal 

100 Embassy of India Camp Office, Biratnagar, Nepal 

101 Consulate General of India, Birgunj, Nepal 

102 Embassy of India, The Hague, Netherlands 

103 High Commission of India, Wellington, New Zealand 

104 Embassy of India, Niamey, Niger 

105 High Commission of India, Abuja, Nigeria 

106 Office of the High Commission of India, Lagos, Nigeria 

107 Embassy of India, Oslo, Norway 

108 Embassy of India, Muscat, Sultanate of Oman 

109 High Commission of lndia,Islamabad, Pakistan 

110 Representative Office of india, Ramallah City, State ofPalestine 

111 Embassy of India, Panama 

112 High Commission of India, Port Moresby, Papua New Guinea 

113 Embassy of India, Lima, Peru 

114 Embassy of India, Manila, Philippines 

115 Embassy of India, Lisbon, Portugal 

116 Embassy of India, Doha, Qatar 

117 Embassy of India, Bucharest,, Romania 

118 Embassy of India, Moscow, Russian Federation 

119 Consulate General of India, St. Petersburg, Russian federation 

120 Consulate General of India, Vladivostok, Russian Federation 

121 Embassy of India, Riyadh, Saudi Arabia 

122 Consulate General of India, Jeddah, Saudi Arabia 

123 Einbassy of India, Dakar, Senegal 

124 Embassy of India, Belgrade, Republic of Serbia 

125 High Commission of India, Victoria, Seychelles 

126 High Commission of India, Singapore 

127 Embassy of India, Bratislava, Slovak Republic 

128 Embassy of India, Ljubljana, Sloveruia 

129 High Commission of India, Pretoria, South Africa 

130 Consulate General of India, Cape Town, South Africa 

131 Consulate General of India, Durban, South Africa 

132 Consulate General of India, Johannesburg, South Africa 

133 Embassy of India, Madrid, Spain 

134 High Commission of India, Colombo, Sri Lanka 

135 Assistant High Commission of India, Kandy, sri Lanka 

136 Consulate General of India, Hambantota, Sri Lanka 

137 Consulate General of India, Jaffna,Sri Lanka 

138 Embassy of India, Khartoum, Sudan 

139 Consulate General of India, iuba, Sudan 

140 Embassy of India, Paramaribo, Suriname 

141 Embassy of India, Stockholm, Sweden 

142 Embassy of India, Berne, Switzerland 

143 Consulate General of India, Geneva, Switzerland 

144 Permanent Mission of India to the UN Offices in Geneva, Switzerland 

145 Embassy of India, Damascus, Syria 

146 Embassy of India, Dushanbe, Tajikistan 

147 High Commission of India, Oar es Salaam, Tanzania 



148 Consulate General of India, Zanzibar, Tanzania 

149 Embassy of India, Bangkok, Thailand 

150 Consulate of India, Chiangmai, Thailand 

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

153 Embassy of India, Istanbul, Turkey 

154 Consulate General of India, Istanbul, Turkey 

155 Embassy of India, Ashgabat, Turkmenistan 

156 High Commission of lndia,Kampala, Uganda 

157 Embassy of India, Kyiv, Ukraine 

158 Embassy of India, Abu Dhabi, UAE 

159 Consulate General of India, Dubai, UAE 

160 High Commission of India, London, United Kingdom 

161 Consulate General of India, Birmingham, United Kingdom 

162 Consulate General of India, Edinburgh, United Kingdom 

163 Embassy of India, Washington, USA 

164 Consulate General of India, Atlanta, USA 

165 Consulate General of India, Chicago, USA 

166 ConsuLate general of India, Houston, USA 

167 Consulate General of India, New York, USA 

168 Consulate General of India, San Francisco, USA 

169 Permanent Mission of India to the UN,New York, USA 

170 Embassy of India, Tashkent, Uzbekistan 

171 Embassy of India, Caracas, Venezuela 

172 Embassy of lndia, Hanoi, Vietnam 

173 Consulate General of India, Ho Chi Mirth City, Vietnam 

174 Embassy of India, Sana'a, Yemen 

175 High Commission of India, Lusaka, Zambia 

176 Embassy of India, Harare, Zimbabwe 

Q 



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 RTI web portal for online filing of RTI application. 

A Web Portal namely RTI Online with un https://rtionhine.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 RTI fees. 
The prescribed fees can be paid through Internet banking of State Bank of India and 
its associate banks as well as by Credit/Debit 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 Nodal 
Officers, officials of RTI 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 NlC/lT 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 CPlOs and FAAs may be organized by the 
concerned Ministry/Department, through these officers trained by DoPTINIC. 

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 concerned. 

(Sandeep Jam) 
Deputy Secretary 
Tele: 23092755 

All the MinistrieslDepartments 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, Pnme Minister's Office, Planning 
Commission, Election Commission. 

2. Central Information Commission. 
3. Staff Selection Commission, CGO Complex, New Delhi 
4. Olo the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar Marg, 

New Delhi. 
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RTI Online :: Online RTI Information System Page lofi 

    

  

RTI Online 

 

   

  

Home Submit Request Submit First Appeal View Status FAQ 

 

Presently, the Online filing of RTI Request and Appeal is avaiahle ONLY for Department of Personnel & Training (DOFF). 

Online RTI Information System 

This is a portal to file PT! applications/first appeals online 

along with payment gateway. Payment can be made 

through internet banking of SBI & its associate banks and 

debit/credit cards of Master/Visa. Through this portal. RTI 

applications/first appeals can be filed by Indian Citizens 

only for the main ministries/departments of Central Govt., 

located at New Delhi. RTI applications/first appeals should 

not be filed for other Public authorities under 

central/State Govt. through this portal. 

Please read instrUctsonS carefully while 

submitting request/appeal. 

Help Desk: For any queries related to this portal, Please contact at 011-24622461, during normal office hours. 

Right to Information Ac 2005 

Right to Information Act 2005 mandates timely response to citizen requests for government 

inturniation, it isan initiative taken by Department of Personnel and Training, Ministiy of 

Peisontiel, Public Grievances and Pensions to provide a RTJ Poital Gateway to the citizens thr 

quick search of information on the details of first Appellate Authorities, PiGs etc.. 

Important links 

National Informatics Centre 

Right to lnfonnatioii 

Copyright (c)2013 NEC All rights reserved. Designed and Developed by National Infojinatics Centre MC New Delhi 

http://rtionline.gov.inl 05-04-2013 



RTI Online:: Guidelines for use of RTI Online Portal '1 Page 1 of I 

GUIDELINES FOR USE OF RTI ONLINE PORTAL 

i. This Web Portal can he used by Indian citizens to file RTI apphcatkm online and also to make payment for RTI application 

online. First appeal can also be filed online. 

2. At present, an applicant who desires to obtain any information under the ETI Act can make a request through this Web 

Portal to only Department of Personnel and Training (DoPi'). 

3. On clicking at "Submit Request', the applicant has to fill the required details on the page that will appear. 

The fields marked * are mandatory while the others are optional. 

4. The text of the application may he written at the prescribed column. 

5. At present, the text of an application that can be uploaded at the prescribed column is confined to 500 words only. 

6. In case an application contains more than 500 words, it can be uploaded as an attachment, by using column 

'Supporting document'. 

7. After filling the first page, the applicant has to click on "Make Payment" to make payment of the prescribed fee. 

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

(a) Internet banking through SBI and its associated banks; 

(b) Using credit/debit card of Master/Visa. 

9. Fee for making an application is as prescnbecl in the RTI Rules, 2012. 

10. After making payment, an application can be submitted. 

11. No RTI fee is required to be paid by any citizen who is below poverty line as pet' RTI Rules, 2012. However, the applicant 

must attach a copy of the certificate issued by the appropriate government in this regard, alongwith the application. 

12. On submission of an application, a unique registration number would be issued, which may be referred by the applicant for 

any references in future. 

13. The application filed through this Web Portal would reach electronically to the "Nodal Officer" of DoPT, who would transmit 

the RTI application electronically to the concerned CPIO. 

14. In case additional fee is requited representing the cost for providing information, the CPIO would intimate the applicant 

through this portal. This intimation can be seen by the applicant through Status Report or through his/her e-mail alert 

'5. For making an appeal to the first Appellate Authority, the applicant has to click at "Submit Appeal' and fill up the page that 

will appear. 

i6. The registration number of original application has to be used for reference. 

17. As pet' RTI Act, no fee has to be paid for first appeal. 

i8. At tnt applicant/the appellant can see the following status 

Ci) Application filed on.. 

(ii) Additional fees, if required.. 

(iii) Appeal filed on.. 

(lv) Replied on.. 

19. The applicant/the appellant should submit his/her mobile number to receive SMS alert. 

20. 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 will continue to apply. 

01 hat'e read and understood the above guidelines. 

iSubmiiancelI 

http://rtionline. gay. in/guidelines.php?request 05-04-2013 



No.1/1/2013-I R 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

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

OFFICE MEMORANDUM 

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

A Web Portal namely RTI Online with un https:llrtionline.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 online. To begin with, this 
facility is available only for Department of Personnel and Training (DoPT). 

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 RTl 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 certificate 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 
"Nodal Officer" of DoPT. The Nodal Officer shall access this portal at least twice 
in a day. He shall transmit the RTl application electronically to the concerned 
CPIO. In case the RTI application is not meant for DoPT, the "Nodal Officer" shall 
transfer the application physically to the concerned public authority, under section 
6(3) of the RTl Act. 

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

6. In case additional fee 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 Nodal Officer to login. All FAAs shall regularly 
check the portal to know whether any new appeal has been received or not. 

8. The. CPlOs and the FAAs shall reply to the applicant/appellant 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 RTl Cell should also 
be entered in the Portal by the Nodal Officer/RTl Cell, befpre forwarding to the 
concerned CPIO. The RTI applications received physically through Dak directly 
by the CPIO should also be entered in the Portal by the concerned CPIO. The 
CPlOs 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 RTl Act, 
2005 shall continue to apply. 

(Sandeep Jam) 
Deputy Secretary 

All Officers/Desks/Sections, DOP&T 



No. 11112013-IR 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

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

OFFICE MEMORANDUM 

Subject: Extension of Rh web portal for online filing of RTI application. 

In continuation of this Department's O.M. of even number dated 22104/2013, 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 to all the remaining 
Ministries/Departments of Government of India with effect from 21st  August, 2013. This facility is 
presently not proposed to be extended for field offices/attached/subordinate offices. 

2. It is again requested that training to all the CPlOs and First Appellate Authorities (FAAs) 
may be provided by the concerned Ministry/Department, through the officials trained by DoPT/NlC. 
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 provided by RTi 
Nodal Officers of the concerned Ministry/Department, it is imperative that the RTI Nodal Officers 
update the details of CPlOs/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 notice of all concerned. 

(Manoj Joshi) 
Joint Secretary 
Tele : 23093668 

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, COO Complex, New Delhi 

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



LIST OF MINISTRIESIDEPARTMENTS TO WHOM RTI ONLINE WEB PORTAL 
FACILITY HAS BEEN EXTENDED  

1. DEPARTMENT OF AGRICULTURE RESEARCH & EDUCATION 
2. DEPARTMENT OF AGRICULTURE & COOPERATION 
3. DEPARTMENT OF ANIMAL HUSBANDRY, DAIRYING & FISHERIES 
4. DEPARTMENT OF AYUSH 
5. DEPARTMENT OF CHEMICALS & PETROCHEMICALS 
6. DEPARTMENT OF COMMERCE 
7. DEPARTMENT OF CONSUMER AFFAIRS 
8. DEPARTMENT OF DISINVESTMENT 
9. 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 
16. 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 PUBLIC SERVICE COMMISSION 
27. DEPARTMENT OF ECONOMIC 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 



No. 1/1/2013-IR 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel and Training 

North Block, New Delhi 
Dated 14th March, 2014 

Office Memorandum 

Subject: - RTI Web Portal for online filing of Rh applications. 

Please refer to this Departments O.M. of even no. dated the 22nd April, 
2013, wherein it was informed that Rh Web Portal would work as RT1 MIS also. 
Further, it was mentioned that the details of Rh applications received through 
post should also be entered into this system. 

2. It has come to notice that some Ministries/Departments are not 
uploading/entering RIl applications received physically (through post or in 
person) in the RTI online portal. As a result, such applications do not get 
reflected in the Rh MIS. In such cases, RTI MIS is unable to provide accurate 
picture of pendency of Rh applications in a public authority and the purpose 
of Rh MIS gets defeated. 

3. In view of the above, it is again requested that the RII applications 
received physically (through post or.in person) in Rh Cell should also be 
entered in the portal by the Nodal Officer/Rh Cell, before forwarding the 
same to the concerned CPIO. Similarly, the RTI applications received 
physically directly by the CPIO should also be entered in the portal by the 
concerned CPIO before reply. Similar procedure is to be adopted in respect 
of First Appeal received physically. 

4. It is also reiterated that the reply to RTl applications/appeals received 
physically is to be sent through post only and not through the portal. 
However, after reply through post, the same has to be entered in the 
system/portal, as disposed oft. This would provide an accurate picture in RTI 
MIS about the disposal of Rh applications/appeals by a public authority. 

5. The above instructions may be brought to the notice of all concerned 
for strict compliance. 

(Sandeep Jam) 
Director (IR) 

Tele: 2309 2755 
All Ministries/Departments of the Government of India. 
Copy to: UPSC, Cabinet Secretariat, CVC, President's Secretariat, Vice 
President Secretariat, PMO, Planning Commission, CIC, SS 0/a C&AG 



Chapter 5 

RTI cell 

S.No. File No. Date Subject 

1 1/12/2010-IR 19/05/2011 Effective Implementation of RTI Act, 2005-Setting 

up of RTI Cells. 

2 1/12/2010-IR 02/08/2012 Financial Assistance for setting up RTl Cells. 

3 1/12/2010-lR 7/7/2014 Financial assistance for Setting of RTI Cell in 

Public Authority. 
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IMMEP1AT IisE.-:1 
o.2hOi2O1O-CR 

Government of India 
Ministry of Personnel, Public Grievances & Penson 

Department of Personnel & lrainuiq 

NorTh lock. New Delhi 
Dated 9iuy 2010 

OFFICE MEMORANDUM 

Subject SeWnyup of RTI Cell In the tepartment of Personnet and 
Traintng Composthcin and functions 

In order to strengthen the system of RTI implementation in The 
Department of Personnel and Training, a RT1 Cell has been set up. The RTI 
Cell shall act as a nodal point tor all RTI implementation Issues wthin the 
Department The Cefl is hosted in the AdmnistraLiori Division and is 1eaded 
by Under Seccetary(Adrninistration) under overa supeMsion of 
Oirecto r(M ministration). 

2. The RTI Ce wdl pertorrn the fo1lowin functions: 

i The Cell wifl be a single reference point to ieceive appicatbns, 
appeals compiants arId decisions of the Central Information Cornmtsson, 

ii, The Cell Wffl ensure upioading of all applications, and apoeals receivec 
by it on the RT1-MLS: 

iii. ALl replies to RT requests and appeals will be despatched by R&l 
Section througli the RTI Ce This will include letters for deposd of acdItlonal 
fee; 

iv, The Cell il ensure uploading of al complaints and decisions of CIC on 
the DM15 (oomputertzed diary system), 

v. The Cell will segregate apphations and appeals pertaining to life and 
hbecty and fowacd the same to the concerned CPIQ without delay so that 
they can be responded to wiThin the time frame spectied in the Act' 

v. The Cell will transfer applications not pertaining to this Department to 
the concerned public authoTity 



VU. Coorthiiabon for the Dearthient regarding: 

• Froaclre dsdosures under Section 4. 

• Systemic changes tiat caii intmduc to reduce the 
number of queries on a partkuIar area/process; 

• Formulation of FAQ on ñiorrnaton that can be accessed 
from th baririent; 

• Information dtssemination thfOUQh the nforrnation Factation 
Counter {IFC); 

Mant.ining ts of CPIOs1, FAAs and hink fficers 

• Ann ua Report of the C1C 

wii. Prepacaton of perodic rnontoring reports regarding disposal of All 
requests/Appeals and compiiance of CIC instructions. 

3. A1 concerned ace requested to provide neces.say cooperation to the 
RTI Ce in discharge of its unctons. 

(Raaij 
LWetOr 

Al the CPlOslofficer&Oesk&Seclions in Deçartment o Personnel & 
Tranng 

Copy to :- 

AU the Appellate Aithorite5/DLrectors/DS of Department of Personnel & 
raining 

Copy for information to :- 

1- EO&SS 
2 AS(S&V) 
3 JSIE} 
4. JS(AI&A) 
5. Jsçrig 
6. JS(V) 
7. Secretary PESB 

. PPS to Secretary(P) 
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zi Excepon iepoi o ccJs!s where dipool ia nd oeen mode 
wilr.in 25 criys o m ecei o Rh requesi orid Dpok.. The;ie 
woild be: cs1d the lnta-MDP. lhjt JSs an ohr 
supervisory oitics. may also follow lip wh the concerned CPIO. 

Ibj A mortFiiy tepori ot.all PT! q,ets eteved and disposed off 
during he rnonih Wh a •OrrparOve rort will 
also be oosted on the hiro -MOP. 

Ic) A auorterty reart rgordinq dispa circ recis incIudir CPIO 
wise anasis a' disposd. 

Anrja eoor1s as pre.cbed ty in CIC. 

7,0 cnis systm ot cifroUec rrnamnt PT appicatjon/ app oLs will 
b ajlowed by a!' cviion iocoTed in Norh Block. A fo as otflces 
localed Th NIJ  Comus Tra.nng Di'.'isori) or Lok Wyk cw are 
coricerruci, they wI cc*ri1irue lo hor'd'e the Pt! ond oppeals 
as per cuireni arTarerre&S, -ioweer, 0,! the appira:tior and 
appeats Woud necessriiy 'e entered mb ire RTi-Ml o that correct 

o recepts and disposa fo the dertmen1 may iwoys be 

osesred. 

O These nnictions wI come into effect qicm, 1 ugus 2)1. Prior to tha1i. 

brief frairhq eScn wiI be orgord Ly t Ri coil with he 

cooperaior. of o demoriira.e the workhg of khe RTl-M arc to 

remove doJbs, i any, aboi procdure cetoilci abov 

9.0 These irstrjciions lS3uC wTh tr'c cppo'o o Secretar IPI. 7 

Han;h Chinaer 
Jndei' eoryAcJrrn 



.AJI rr c -iL)/ o;e' De: iSecicr n Dor rinI a r'5zsFIeI T1jfl -1C? 

.;;py ;: : 

H I i c pe Hate ii u r e./Dir . C' L)par !-• il Per cn9l & Ir F'l 

Copy tr irorrnon ft. 

C: S S 

2 Ars&vI 

3 .  

JSIA&A) 

5. 

Secceforj PESB 

pPs 



s uf Etimi to he proii- ci 

Anueiurc Ui 

AppLtut PraIbrun 
C n.trLIy Sponti rict Schvrnv cm Improving Trans arc ncv and Accouita biity 

in thrwigh lTcctivc impkmutatioi of 
Right to InfontaLhm 

'fo be submitted Fiic cpes. 
The tormt  vn bdow Miould ncatv tpcd on sparati heti  1'ctl itern-isc IinnatLoo 
Apphcation rn an incrnp1ee  tom wilE riot b tertained  

A 
jçornncnt for which assistane sought  

2 1 Public Authority Mi iVeptli AtLILhd Suho'drnath OUc  

Setting up f RTI Cdis 

 

    

    

RDtiL of 1ntftut ion 
Naiii of ¶hv itutioi 

        

         

         

2 Earticu]ar of th ittuion 

        

.ornp1etc po1 address 

Parteu1ars of Nodal Of1icr 
Namc 
[)esnatrn 

iii i'd arid l" 'No. (Encudirtg mobile No,) 
iv E-mail i 

i}etMl.c of Epeniliturc 
Date d' Sthing up of Ri! Cdl 

Dethi led esthtes f enditute 

  

    

Tola amount of gram ruird 

  

CSPMS detaiLs of ?ublic Aflthot1t''. 

  

'D. Doumtrit rqtLlFC(I 

 Copy of 07dcr scttingp the [(TI Ccl  

Anurdrtakii that o.ee the estiiriates of txpen Lure are approvcd 
as reasonabk and the grirt'u seid on the basis of these citrnates, 
they shall not be rnochfied by thc th5LtI1tOn wiihout prior approval 
of the sanetiom, au.horiv oc the gEan': 



8. Office of the Comptroller and Auditor General of India, 10 Bahadur Shah 
far Marg, New Delhi 

NIC Cell, DOPT with a request to upload this O.M. on the website 

Q 

1112120 10-IR 
Government of India 

Ministry of Personnel, Public Grievances and Pénsions 
Department of Personnel and Training 

North Block, New Delhi-i 0001 
Dated: 2.8.2012 

OFFICE MEMORANDIM 

Subject: Financial assistance for Settinq up RTI Cells 

The undersigned is directed to refer to O.M. of even number dated 
19.5.2011 regarding setting up RTI Cells in the Public Authorities and a one time 
grant of Rs.50,000 by DOPT for procuring a 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 facility 
of financial assistance mentioned above, may send their proposals in the 
proforma enclosed to Director(IR), Room No.280, North Block, New Delhi-i by 
post or through email at osdrti-doptnic.in. 

3. O.M. dated 19.5.2011 referred to above is available on the website of 
DOPT (persmin > OMs & Orders> RTI) 

5witaNc 

(Santa Nair) 
Under Secretary to the Govt of India 

Tel:2304040 1/23092356 

To 

1. All Ministries/Departments of the Govt of India 

2. U PSC/l..ok Sabha SecretariatlRajya Sabha Secretariat/Cabinet 
• Secretariat/CVC/ President's Secretariat/Vice President's 

SecretariatlP MO/Planning Commission/ Election Commission 

3. Staff Selection Commission, CGO Complex, Iodhi Road, New Delhi 



Anncur •I' 

Applicatiun Prolorin4 
Ccntrally Sponsored Scheme on Irnpro%ing Triansparcney and Accountability 

In gu'iernmcnt through effective impkmcotatton of 
Right to Information 

to be submitted rn Five copies. - 

The format given below should  ncat1yjpcd on Sepa3lite tteets ivcn tem-wisc intrma1ion  
lAppIton in an tncomplete  form wiU  nor  be entertained  

A 
- 1 Component for whkh assistance sought  

2 J Pubhc Authority (Mnf1)eptt' Attached .' Suhrdin Olfice  

Setting up of Rh Cells 

  

     

     

     

B. Details of Institutioo  
1 Name of the institution 

   

2. Particulars of the ltsiitution 
Coriptetc postal  address 

3 Particulars of Nodal Officer  
I. Name 
fl DesinaIm 
lit Tel and Fax >o. (Including mobitc No.1 
iv E-mail id 

C. Details of Espcnditurc 
Date of Scttin up of RTI Ccli 

2. 1 flvtaiSs ot items to be prvured 

3. Detailed estimates of expenditure  

   

   

4. 
j Total amount of grant  required  

5. CSPMS details of Public Authority.  

D. Documenti required 
_______ Copy of order setting up  the RT I Ccli  

An undertakü that once the estimates of expenditure are approved 
as rea.sonabk and the ,rant assessed on the basis of these cslimatcs. 
they shall not be modified by the iniitution without prior approval 
of the s ctionrn authority of the grant  



F.No. 1/12/2010-JR 
Government of India 

Ministry of Personnel, PG and Pensions 
Department of Personnel & Training 

North Block, New Delhi 
Dated the 7th  July, 2014 

OFFICE MEMORANDUM 

Subject: - Financial assistance for Setting up of RTI Cell in Public Authority. 

The undersigned is directed to refer to this Department's OM of even number dated 
19.05.2011 and 02.08.2012 regarding a 'One time grant of Rs.50,000/- by DOPT for 
procuring a computer, scanner, printer etc. towards setting up of RTI Cell in the Public 
Authorities under the Centrally Sponsored Plan Scheme Improving transparency and 
accountability in Government through effective implementation of RTI'. 

2. It is reiterated that Ministries/Departments/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 ([R), Room No.279 A, North 
Block, New Delhi-i by post or through e-mail at osdrti-dopt@nic.in. While submitting the 
proposal, a copy of the order for setting up the RTI Cell in the Public Authority may also be 
furnished. 

3. O.M dated 19.05.2011 referred to above is available on the website of DOPT 
(persmin.nic.in > DOPT> OMs & Orders > RTI). 

x1No 
(Santa Nair) 

Under Secretary to the Government of India 
Tele: 23040401 

To 
1. All ministries/ Departments of Govt. of India 
2. UPSC/ Lok Sabha Secretariat' Rajya Sabha Secretariat' Cabinet Secretariat' CVC/ 

President's Secretariat1  Vice President's Secretariat! PMO/ Planning Commission! 
Election Commission 

3. Staff Selection Commission, CGO Complex, Lodhi Road, New Delhi 
4. Office of the Comptroller and Auditor General of India, 10 Bahadur Shah Zafar Marg, 

New Delhi 
NIC Cell, DOPT with a request to upload this O.M on the website as para 3 



Annexure 'III' 

Application Proforma 
Centrally Sponsored Scheme on Improving Transparency and Accountability 

in government through 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 entertained 

A 
1 Component for which assistance sought Setting up of RTI Cells 

2 Public Authority (MinlDeptt/ Attached / Subordinate Office) 

B. Details of Institution 
1 Name of the Institution 

2. Particulars of the Institution 
i Complete postal address 

3 Particulars of Nodal Officer 
i Name 
ii Deshination 
iii Tel arid Fax No (Includin mobile No.) 
iv E-mail id 

C. Details of Expenditure 
1 Date of Setting up of RTI Cell 

2.  Details of items to be procured 

3.  Detailed estimates of expenditure 

4.  Total amount of grant required 

5.  CSPMS details of Public Authority. 

0. Documents required 
1 Copy of order setting up the RTI Cell 

2 An undertaking that once the estimates of expenditure are approved 
as reasonable arid the grant assessed on the basis of these estimates, 
they shall not be modified by the institution without prior approval 
of the sanctioning authority of the grant 



'I 

Ch p er6 

Transfer of ADoicstions 

S.No. File no. Dote Subject 
1 11/1 2/2008-IR 22/04/2008 Transfer of applications under the RTI Act, 2005 
2 10/2/2008-IR 12/06/2008 RTI applications received by a public authority 

regarding information concerning other public 
authority/authorities. 

3 10/2/2008-IR 24/09/2010 RTI applications received by a public authority 
regarding information concerning other public authority 
- authorities. 



No.F. 1 1/12/2008-IR 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel and Training 

North Block, New Delhi 
Dated the 22nd  April, 2008 

OFFICE MEMORANDUM 

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

It has been brought to the 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 Minister's 
Office in the application. According to sub-section (3) of section 6 of the RTI 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 authority. It may 
be pointed out 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 to which the matter concerns takes further action 
regarding issue of orders etc. Naturally, the information in such cases would be 
available with the concerned Ministry/Department and not the PMO. The CPIO 
receiving the application should carefully see the subject matter in the RTI 
application and transfer it, if need be, to the concerned public authority and not to 
the PMO simply because the applicant has made a reference to the PM or PMO. 

2. AH the Ministries/Departments etc. are requested to bring the contents of 
this OM to the notice of all the Central Public Information Officers 

c 

(K.G.Wrmâ) 
Director 

Tel. 2309 2158 

Copy to: 

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



: 2 :- 

2. Union Public Service Commission/Lok Sabha Secretariat./Rajya Sabha 
Secretariat/Cabinet Secretariat/Central Vigilance Corn mission/President's 
SecretariatMceP resident's Secretariat/Prime Minister's OfficelPlanning 
Commission/EJection 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 & Pensions Welfare 



No. 101212008-IR 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

North Block, New Delhi 
Dated: the 12th  June, 2008 

OFFiCE MEMORANDUM 

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

It has been 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 riot concern those public authorities. Some times, such an information is 
sought, a part or no part of which is available with the public authority to which the 
application is made and remaining or whole of the information concerns another 
public authority or many other public authorities. A question has arisen as to how to 
dral with such cases. 

2. 'Section 6(1) of the Rh Act, 2005 provides that a person who desires to obtain 
any in formation shall make a request to the public information officer (P 10) of the 
concerned public authority. Section 6(3) provides that where an application is made 
to a public.authority requesting forany 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, 
sha II transfer the application to that other public authority. A careful reading of the 
provisions of sub-section (1) and sub-section(3) of Section 6, suggests that the Act 
requires an information seeker to address the application to the PlO of the 
'concerned public authority'. However, there may be cases in which a person of 
o'dinary prudence may believe that the piece of information sought by him/her would 
be available with the public authority to which he/she has addressed the application, 
'out is actually held by some another public authority. In such cases, the applicant 
makes a bonafide mistake of addressing the application to the PlO of a wrong public 
authority. On the other hand where an applicant addresses the application to the 
PlO of a public authority, which to a person of ordinary prudence, would not appear 
to be the ; concern •of that public authority, the applicant does not fulfill his 
responsibility of addressing the application to the 'concerned public authority'. 

.2/- 



-: 2:- 

3. Given hereinunder are some situations which may arise in the matter and action 
required to be taken by the public authorities in such cases: 

(i) A person makes an application to a public authority for some information 
which concerns some another public authority. In such a case>  the PlO 
receiving the application should transfer the application to the concerned 
public authority under intimation to the applicant. However, if the PlO 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 
concerned 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 PlO, if an appeal is 
made against his decision, . to establish that he made reasonable efforts to 
find out the particulars of the concerned public authority. 

(ii) A person makes an application to a public authority for information, only a 
part of which is available with that public authority and a part of the 
information concerns some 'another public authority.> In such a case, the PlO 
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. 

(Hi) 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 PlO 
of the public authority receiving the application should give information 
relating to it and advise the applicant to make separate applications to the 
concerned public authorities for obtaining information from them. If no part of 
the information sought, is available with it but is scattered with more than one 
other public authorities, the PlO should inform the applicant that information is 
not available with the public authority and that the applicant should make 
separate applications to the concerned 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 authority under the Act is not required 
to do. At the same time, since the information is 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. 

.3/- 



(K.GVe1m) 
Director 

-: 3:- 

(iv) 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 concerned State 
Government/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. 

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

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



No.F. 0/2/2008-IR 
Government of India 

Ministry of PersonneL PG and Pensions 
Department of Personnel & Training 

North Block. New Delhi 
Dated September24. 2010 

OFFICE MEMORANDUM 

Subject:- RTI applications received by a public authority regarding information concerning 

other public authority/authorities. 

The undersigned is directed to refer to this Department's OM of even number dated 

I 2" June, 2008 on the above noted subject, clause (iiij of para 3 of which provides that if a 

person makes an application to the 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, the Public Information Officer (PlO) of the public authority 

receiving the appUcation should give information relating to it and advise the applicant to 

make separate applications to the concerned public authorities for obtaining information 

from them. If further provides that if no part of the information is available with the public 

authority receiving the application but scattered with more than one other public 

authorities, the PlO should inform the applicant that information is not available with the 

public authority and that the applicant should make separate application to the concerned 

public authorities for obtaining information from them. 

2. The matter has been examined in consultation with the Chief Information 

Commissioner, Central information Commission and it has been decided to advise the PlOs 

that if the details of public authorities who may have this information sought by the appcant 

are available with the PlO, such details may also be provided to the applicant. 

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

(K.G. Verma) 
Director 

Tel. 2309 2158 

1. All the Ministries/Departments of the Government of India 
2. Union Public Service Commission/bk Sabha Secretariat./Rajya Sabha 

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



-: 2:- 

3. Secretariat! Vice-President s Secretariat/Prime Minister's Office/Planning 
Commission/Election Commission 

4. Central Information Commission/State lnformation Commissions 
5. Staff Selection Commission, CGO Complex, New Delhi 
6. Office of the ComptroUer & Auditor General of Thdia, 10, Bahadur Shah Zafar Marg, 

New Delhi 
7. All Officers/Desks/Sections. Department of Personnel & Training and Department of 

Pension & Pensions Welfare 

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



U 

r7 

mpernentaflon of vi,rous 
provisions of t 

S.No. File no Date Subject 
1 1/12/2007-IR 31/07/2007 Preparation of Inventory of Public Authorities under RTl 

Act, 2005. 

2 1/4/2006-lR 21/02/2006 Implementation of the various provision of the RIl Act, 
2005. 

3 1/2/2007-lR 23/03/2007 Non-Implementation of various provisions of the RTI Act, 
2005 by public authorities - regarding 

4 4/1 0/201 1-IR 18/05/2011 Strengthening Implementation of the Right to 
Information Act, 2005. 

5 4/8/201 1-lR 20/05/2011 Laying of Annual Reports of the Central Information 
Commission before the Houses of Parliament. 



Noi2/2UO71R 
Government of India 

Ministry of Personnel. Public Grievances and Pensions 
i)epartmerut of Personnel and Training, 

* * * 

Nevv Delhi, the 3 I Jub.  2U7 

OFFICE MEMORANDUM  

Subject: Preparation of Inventory of' Pubhc Authorities under RTI Act, 2OU. 

'l'hc Second Administiati e Rcftrms Corn mission in its First re]r)0]i has 
inter-alia made he following recoinmendanons: 

(i) At the Government of India level, the Deuartinent ofPcrsomel & Trainine H 
been identifled as the nodal departinern for impen1cntatiori ol the RII /\cL 

This nodal depaii.ment should ha e a complete list of all I )n ion 
Ministries/Deparinients, which function as public authorities. 

(ii) Each Union Ministrv/Dei:arment sliouhi also have an exhaustive list of' a I 
public authorities, which come within its purview. T'hc public autho:'iics 
cornJng under each Ministry/Department should be c]assiflcd nto fi 
constitutional bodies (ii) line agencies (iii) stamtory bodies (iv ) public sector 
undcrtakiiis (v) bodies created under CCCUti\!C orders (vi) bou:es (\:t1ft 

controlled or substantially iiiianccd and (vi I ) NGOs substantial I f nanced b 
Government. Within each catceory an un-to date list of all nuhhc authoril cs 
has to be maintained. 

(iii) Each pub! ic authority should have the details of all public authorit cs 
subordinate to it at the immediately next evel - IThis shouti d continue till INc 
last level is reached. Al these details should be made a ni lab! c or: 
websites of the respective public authorities, in a hierarchical form. 

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

2. The Government has considered the above recommendations and decided lo 
accept the same. A list of all Union Minislrles/Departn'ients has alrcad' been 
posted on the Ri'! Portal (wwwrti.novinI. All the Ministrics/I)epai1ment ate 

requested to prepare an exhaustive list of' all the public authorities under theni. 
These authorities may suitably he classified into anached offices. subordjnaie 



t offices, auloilonlous bodies, public sector undertakings. constitutional hudi, 
statutory bodies etc. The Ministries/[)epartmcnts ina also prepae the list al' 
NOOs which rcceive eyant froni them and fail within the deinhiou of' pul: I 
authority The lists of public authorities so prepared may be upioaded b 
concerned Ministries/Departments on the RTI Portal and kept updaled. 

3. It is also rciucstcd thai the MinistricsT)cpatmerus niay issue nsiruct:cu I 

all the public authorities under them to take action as per the re mwicndaio f' 

the Administrative Reforms Conmuission contained in clause (i: I ol para I al.cn 

.: \enii 
I )ii'e: 

Lu 

1. .All the Ministncs / Depaiiinents of the Government of india 
7. .Jriion PubliC Service Coinuiissioii/ I ok Sabha Sec.tL Rava Sbha SCcctir3i. 

t aint Sect LtL at ( LIII] \ itnlan e ( tn imsion Piesiden 'a i 
VicePresidenC s SecretariaI Prime \'1inister s office Plann:n, nn issior 
Election Commission 

3. Staff Selection Commission. COO Compc x, New Delhi 
1 Of1ie of the C 01npu ol1 ei & \udtor (TLnCI i of udi 1 0 3 iaJi Slj1  / u 

Marg. New Delhi. 
il o Ikets Desk on Depi t1flLlL UI P ei cl I wn ' 

Departnient of Pension & Pensioners Vel !ire. 

Copy to: Chiel' Secretaries of a 11 the StLItes/UTs It is FCL] ucsted thai fleS1i: 

action may be taken to implement, the aho'c rcicned recon un endati Oil C. I 
tilC A€I1u1Ini1f$t1\C ReIorm ( 1n1 ]s1in tn t ut 



Most Immediate 
Time Bound 

F.No. 1/4/2006-IR 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel and Training 

New Delhi Dated 49tFebruary, 2006 

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, 2005 
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. 

2 Furnishing to the Central Information 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. 

3. 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. 

4. 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 PlO whose duty it would be to direct it to the 
PIQ concerned under intimation to the applicant. 

U 



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 PlO 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.A. Subramanian) 
Deputy Secretary to the Government of India 

To 
Ministries/Departments 

Copy to 
t —PIS to Secretary (P) 

-Pto JS(AT&A) 
StoJS(E) 

,Djo(Adrtrn.) 
%<-11i Director/Deputy Secretaries/Section in thethis Minsitry - 
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\ 
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(T.wer:iaient ol India 
't inistr cit' I erso:inel, lubhc (iric\ ances arid Peni n 

i)c',ni:iient Pc.'r SCililCI anc I FLtiflH1L! 

\o:h BLck \ew [)ehj 
Dated March. 2U07 

OFFICF ME\4OR\NDUI 

Seh'icct: \onitnplciiieiilat:cn Ut IriOlS prcvSsion Cic R'1I 20(JS by oubtic 
authorIties- recardin 

It has been hrnult to the notice of this Departiucnt that 

i ) Sonic tihi le authorities ha\ c not eesiltnalcct Pabic lnbi aton 
Otilcers and, or Assistant Public I: bnuatiot; Officers ander the Richi 
1,0 Iniorinatiorl Act. 2G(J5 so far: 
Some 1:uhic ui Ii i'iticsdo not accept Rx h a' of' IndIan Postal 
Orders: 

(iii	 Son:c pLlhl 'IC authorities do not accept denia:id d:afts'hankers 
cheqlles/Indian lkstal Orders drawn in the name Ot their Accounts 
Olficer and insist tilat these should he dra,n in ti1C name of Drawin 
and l)is :it'sntj Officer or the Liidci' Sce'elnr or ih Section (iticer 
etc.: and 

Cv)	 Sonic public authorities co not accept apphcations submitted b the 
amihicant and insisi that a iiicatien br seekirie inflarniation should he 
submitted in a particu tar forniat presci'bed by them. 

2. AtLentior Is invited to uh-sect;on 11) o sec:n'ii o the Act. v hlch FU\ ides 
that "C\CC\ piiel:c authorii shah desienate PLINtiC [nforivatoi: ( ) i'ficers in all 
admInistrative Linits o:' of'ficcs under it within one hundred dav of the enactment c:f 
the Act. Like isc suh-section r2 of' section 5 of the Act provides that every public 
authority shall deslnnate an officer as Assistant Public Iufbriiaiion Officer at each 
sub-divisional 1eel within one hundred das of the enactment of the Act, Mcre than 
a 'ear has passed since lie Act was enacted. Non-desinaion 0 PuHic Information 
Officcrt, s) andot Assistant Public. In fi.trni ation 0 lice r(s an:t  pub! IC authority 
contravenes tile :rc isions of the ACL 

3, According to the Riaht to information Reculation of Icc and Cost: Rates. 
2005 as amended b the Ri!cht to informatiot' riRea:ilaiion or' Fee and Cost) Rules. 
2006. the approved mode oh' payment of fee Ibr obiainir:g infdiination is b cash or 
deniane dra!t or banker's cneque or Indian Psinl Order payable to the Aounts 
Officer of the public authority, Nonncceouince of fee b uv of Indian Postal Order 
or itlsistence that the demand di'aflbaners cneincindian Postal Order should be 
dra\\ a in  the name of' aci officer other than the Accounts Officer of the pLiol 
IUPlot It\ K lU 1 in i n. tl I ii i Nit. fl 0' t C RO L 



4. eetien 6 c 1 I pi.- • ide that a j'erc'r. ' ho des:re te htaEn an ininnaiion 
Lider the Act. shaH ir.aie a reqnest n '.:kiii. or tr .th ic sin hnih 
i ii 1 tilL iii.. ii 1l1.1' 4 . il l L1 fl Ii L' IL I L1I1C fl id 

The -\ c: ar Rn1c i:i tn.: H the (ja Cr1 neiit d :c n eeri he an 1 rifiat i 

ri1 canc i br eeI\ ne i 1L.nlne:. \ ifl -a cept :ce 1 an n' ia or on the 2:CLifl 

ta: ;t i r tn prescribed i:a: i- ::nt the pr iicn .J inc \c.. 

5 In \ ie'. f a:cve taet. at: the LillIC aLahorilics ma' ensure 

(entra. iic ir:llation Oflcer.Cen:ra1 \o.tan1 JHh. 
lnt'rmat.n 01 T:eers are d inaieJ ini.irtediatc! - has not ecr 
done sc rar. l)ernih; ct these o:ier ma' aso te IosI.cd en the 
vehite: 

ii Fee H an' el the miedes prescrhed in the RtLes ;ncludine. h\ v 3: 

et Indian Postal tjrder is accepted: 
(iii Demand draft I3arkerh (]cqcs IPOs madC p  able to the .\ccot.ni 

Officer of the nablic aulilcrite are ac ted: and 

(LVI	 Applicatioiic subrined h the ap'iicane are net e±scd on the roune 
that i has rot been ubm irted in 'ecri  bed format. 

6. (onrents c)1 lins O\1 nla\ bC ':uitOt t thie flC)flce C a COe enied. 

A. II Ni nitH e.. Deparini cuts ci Goveriinient c1 1nI a. 

2. 1)cpar:nieut cf Fl euin.In Fe Aitairs Banki u Di iicn . Nen DeFhi 
3. I)eparunent c-f Ecortern Fe Affiui:s Iris ratce ft . hdor . \ev D.hi 

4. Department of PL:b]Fe Enzerpries. Ne- Dei:i 

5. Raik a Beard 
6. tlniort Public Service (om:luission L:prenie (.1ìart cf inairt Ecclior: 

Cmm:ssion tck SnMa Secretarial kai a Sabba Secretarial Cabinet 
SecretarFat (trrra I V ance i cnn irt s cc Presiden: 
!'rine \Ftrters ()lrTce F-laitriiitt (icm;iicii. 

7. Staff Selector; CominisEen. ( (jO Lc-tnplc.\. Ladhi P.rid. Ne Dhi 

8. ( )ffice of the Comptrol her & .\ d;n- r (iencra e: I nd in, I (I. Bahadttr Shah 

tathr \int, \e Delhi 
9. 200 spare cenies 



; (1/20 1 t - FR. 
Gowrnncrn ni kid Ia 

Mimsir.; of PcrpnriL Puhlic & PenU:ns 
.Dpartmert c,i FeriLtrLel & Tainimj, 

NcirLh flLot.k.. New Delhi 
D.cd; 1i May 2011 

OF  ICE VItMOR '\N fli FM 

Sub,ject: Strc:ngthning np]cr tinn rf thc Rijh tc in1orni.ii&'n Act., 
2005. 

CemmL Chiel Lfürrtatiun nmissiorcr ha iade refrerc' to the 
Ciiri. Scretry miking evrrai gestcins thr efT'èctive implementation of 
the Right :lirion Ar., 2:P5. it dükd in c miltaiio with 
the Cabrnct Scmtiri.it thtt Mlr irw .'.Ainris h1l bt uudLJ1u}.c1i h 

Ministri&lJcpartrncnts lw Uf1csPUs if Crnri] fi'crnneni, 10 

strengthen the mp1ecnation of th kTI Ad 

) in the Ani1L&E rport of the Cetra Mnistries/Depaimem ax t]icr 
iehcdJsu1x}rdirae ofic!s!PSiJ., a sep.arate chapter shall be 

mc:luded rearding implertienatioii t the E&TI Act in their epective 
Tkt I h Lh_Lp'Lr huld ktffll the number of Wfl pp]..atIum 

iceid 4J dL'.pOLLi ii diirui1 the year inIudI iiumher f 
in which the incormifturi wa kmLI, ki addiLiDr Lo abiivc., ifoi. 
nii to improve impiem:i1aiion f thc Ai n thtir rspectve 
oftTics, ichidiag any irincivivc measurcs that hwe been uDdertakn. 
hou3 aLso !rie 1isd. This is to be rnsiird fr Arnil rports for th 

car 2&ll-i2 onwards, 

b) Each Minisry/Depaiirneni should organize atk.ast a half day training 
programme for all. CPlOsiAppcllate Auorite. {AAs every year to 

£cnitize them. about their rule i:i mp titicin of the RI] Ac. 11i 
JTIerned Mm itr /Deparrn{fl ,hilL ensure thai s imiLi.r 

pgiarm ar rtiniiid Ru xl1 C1iDAAs ot ull 
tffle5 .ard PSUi urder their cf)nro] 

All public uihcrri1is wh have wb sitv 5hL[J publish the da:ii of 
imiithly ccips arid d'ispoiil of RJ'I ipplieatin on the wcisitcs, 
This thoitd be mplcnencd within I 0 days ! the close of thc mnonth 
MnistrieJDeprmcnts: oitld ensure that thcse ustruetkrts re 
corirnwiicated to theii attache /:suhi.rtinate !)tttccs as well a PSTJ 
Lmmed1at'Iy Morttnl 1eoir1 in lhc hrn. pattern should hcgm 
iatet b I 'J'' 1 L' i I . br thL mrrit1 F ue 2(1] I ,-rnd thveaflcr 
cori:iu CIfl a °Fegiiia7 1.Iis 



2 AB. thc itn]sres D.epr ii re jutd in jzecticm as 
jflh[ also tti cnsure th.a thes Lrgi;truction. ry cnrnrnuricted to their attchd 
aiid su1rdiie Ti.cfPSUs ibr corIiancc. 

(KGNcrmj 
Di rxtor 

Tc: 23U92S 

I. MI h Mnis'tre/Dcpartic:nic cf th(iovcrnmenr of (ndlia. 

2 L nicrt P uH'.. Sc r ce (.o rnusLutvLuk Suhha S etaraURv Sahb 

SetLrat'CIhLeL cceutaii Ce:nra Viiat,.e Ci,1rrtIL rnr 

Pridni S .idrr1. - mc 1irjsirs 
OfficP1aing Cr niscioniEktion C. 

3. CnLrai in[orm'iio:n Inioniii ion Commisior, 
4. St[f kcton C:omiiciü. CGO Compk:., Thew DcJi 
. c:fflce ot the C.orptmret & .dr (iee-aI of lrlLha., 10., B.i.hdu.r .Shh 

Zair M, 
6. All Oflcrs )e'kfScIions prtmriL of PeonrI & hairiing and 

Dpartnicn. ol P.'on & Pcnon Wdin. 
7. Sccret.ry (Cocrd natiorL)., Cabnct Sccrc t2itLt, 1'br inforiiation 

Copy to: I. Chif Sccrei:rics of aU the State/UTi.. 

2 Sr.e lt'ririt op C' trJLc1fIti, 



NoAi8i2O I E -JR 

Government of India 
Minstry of Persotinel, Fubiic Grievnce. & Pensions 

Dcpartmmt o Ptionnei & Training 

North Block. New Delhi 
Dated: 20th  May, 2011 

OF F[CE MJjMORAJD1M  

Subject: Laykig of Annu1 Repos of the Central Inormaton Commission 

bjbr the Houses of Parliament. 

* ** 

The un.tkrgned is drcted to refcr to Section 25 of tht Rht to informatorb 
Act1  2005 which provides that the Ccnirat Information Commission shi prepare 
report On the irripiementa.tion of' the provions oF the Act, each year. which the 
Central Government would iv before each House of Parijarrient. Each 
Ministry/Department is rcponsih1e to ensure that neceary inforniation in relaton 
to preparation of the Report i sent to the CenLrai Tnfrrnation C msion by alt 
public authoritks within its irisdictkn in time. The Central information. 
Commissioi ha deveJoped a web based system through which the public 
authorities may upkad the Annual Return on the website of the Commission 
direct. The oftwarc developed b the Commission is kiowri as the RTJ Annual 
Report infbrmation System whc:h is acc ihe on the website vwcicov.in. 
IThe information hs to he posted on quwier1y basis. 

2. It ha been observed that a number of public authorities do not up[oad the 
Armual Return in time on the 'ysterri It rewlts in the dday of the prepartton ol 
the Annuai Report and consequently n ]ayng the Report bLiore the Houses of 
the Parliament. 

3. All the Ministrie'Departments are requested to ensure that the quarterly 
returns of all public authorities under their jurisdktiot is uploaded on the Annual 
Report. Information System referred to above in time everY ear. The inai Relurn 
for the year should he uploaded latest by the 1 5th  April of the subsequent finncia 
.year. The public authorities who have not upLoaded their final returns in respect of 
the ye4ir 2(flO-1 1 ma upload the same on the chste latect b 30th  June, Ot 1 



4. ii has dso been brciugh to the totke of this Department thai: some 
MinistriesDe.partmcits have no registered afl the public authoritk.s under their 
jurisdiction with the Central informadon Cornniission. It rtsuLis into .non-neluion 
oithe complete infonnation in the Annual RepQrL AH the Minisries/ L)epartniertts 
are requested to. ensure that Ii puhUc atthoriti.es under their jurisdiction are 
registercf with the ('ommLs1on and the' I post rquisae inform1itan on the 
wcbsiic referred tô above rcgularly. 

(KG. Verma) 
Director 

Te': 23092158 

1. Afl the Ministries f Departments of the Government ot India 
2. tJriion Public Serdce Cornrnission/ Lok Sabha Sec.L! Rava S.abha 

Secretariaii Cabinet Sccretari& Central Vigiancc Commission! 
Presjthmt's Secretariai Viec4-rsdcnt1s Sccrctariatl Prime Miniters 
Offi.ce/ Ptj ng Corn rnissi:o.n/Ekction Commission 

3. S.tff Sekctjyn Cornmi.ssior. CG() Corpkc Nw De1h 
4 Of1ce of the Compn'oler & Auditor Genera of Indi .10, Rahadur Shah 

Zafar Mrg, Nw Delhi. 
S. Ai oftjcerstDessfSectjons Department of Personnel & Training and 

Dcpaitrne.nt of Pension & .Pensiorers Wefare. 
6. Central information Commssion, Auust Bhawan., Bhikai Kama 

Place, Ne IJeihi 

Copy to: Chief Secretaries !Adminiistrators of all the (fl  for necesty action. 



Chapter 8 

Clarification regarding 
'information' to be provided 

S.No. File No. Date Subject 

1 1 1/2/2008-IR 10/07/2008 Clarification regarding format in which information 

should be supplied under the RTI Act, 2005. 

2 11/2/2013-lR 

(Pt.) 

14/08/2013 Disclosure of personal information under the RTI 

Act, 2005. 

3 1/32/2013-IR 17/02/2015 Guidelines for Public Information Officers/First 

Appellate Authorities for supply of information and 

disposal of first appeal respectively - reiteration of 

4 10/1/2013-lR 6/10/2015 Format for giving information to the applicants 

under RTI Act- issue of guidelines regarding. 



Q 
No.11/2/2008-JR 

Government of India 
Ministry of Personnel, Public Grievances & Pensions 

Department of Personnel & Training 

North Block, New Delhi 
Dated: the 1 0th  July, 2008 

OFFICE MEMORANDUM 

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

It has been observed that some people under the Right to Information 
Act, 2005 request the Public Information Officers (PlO) to cull out information 
from some document(s) and give such extracted information to them. In some 
cases, the applicants expect the PlO 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 etc. It does not mean that 
the P10 shall re-shape the infomiation. 

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 
matérial in the form of diskettes etc. The PlO 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 PlO 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 

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 CommissionlElection Commission. 

3. Central Information Commission/State Information Commissions. 
4. Staff Selection Commission, CGO Complex, New Delhi 
5. 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. 

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



No. I 1/2/2013-IR (Pt.) 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

North Block, New Delhi, 
Dated the lLtth  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 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 Rh Act, 200$. 

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 employee/Officer in an organisation is primarily a matter 
between the employee and the employer and normally those aspects are governed by 
the service rules which fal! under the express ton 'persona? information; the 
disclosure qf which has no relationship to any public activity or public interest. On 
the other hand, the disclosure of which could cause unwarranted 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 alt concerned. 

End: As above.
L 

(Manoj Joshi) 
Joint Secretary (AT&A) 

Tel: 23093668 

1. All the Ministries / Departments of the Government of India. 
2. Union Public Service Commission fLok Sabha Secretariat! Rajya Sabha 

Secretariat! Cabinet Secretariat! Central Vigilance CommissionI 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. Oio 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. 



Central information Commission, New Delhi 
File No.CIC/SMJAJ2O 131000058 

Right to Information Act-2005-Under Section (19) 

Date of hearing 26/06/2013 

Date of decision 26/06/2013 

Name of the Appellant 

Name of the Public Authority 

Sh. Manol Arya, 

(RTI Activists and Social Worker) 67, Sec-
12, CPWD Flats, A K Puram, New Delhi 
-110022 

Central Public Information Officer, 
Cabinet Secretariat, 

(Vigilance & Complaint Cell), 2nd Floor, 
Sardar Patel Bhawan, New Delhi -110001 

The Appellant was not present in spite of notice. 

On behalf of the Respondent, Shri M.P. Sajeevan, DS & CPIO was 

present. 

The third party, Shri S B Agnihotri, DG (DEE. ACQ) MoD was present. 

Chief Information Commissioner Shri Satyananda Mishra 

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

the case. 

3. in his RTI application, the AppeUant had sought 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 correspondence made between the Cabinet Secretariat and the 

Ministry of Shipping in respect of the third party in the case. The CPIO after 

consulting the third party under Section 11 of the Right to Information Act, had 



refused to disclose any such information by claiming that it was personal in 

nature arid thus exempted under the provisions of section 8(1) (j) of the Right to 

lnforma1Vn (ATI) Act. Not satisfied with this decision of the CF tO, the Appellant 

had preferred an appeal. The Appellate Authority had disposed of the appeal in 

a speaking cdor i -  which h had erdarsd tifle deoisicr f th CP 

4. We have carefully gone through the contents of the RTI application and 

the order of the Appellate Authority. We have also considered the submissions 

of both the respondent and the third party in the case. The entire information 

sought by the Appellant revolves around the complaints made against an officer 

of the government and any possible action the authorities might have taken on 

those complaints. The Appellate Authority was very right in deciding that this 

entire class of information was qualified as personal information within the 

moaning of the provisions of Section 8 (i) (J of the RTI Act. in this connection, it 

is very pertinent to cite the decision of the Supreme Court of India in the SLP(C) 

No. 27734 of 2012 (Girish R Deshpande vs 010 and others) in which it has held 

that °the performance of an employee/Officer in an organisation is primarily a 

matter between the employee and the employer and normally those aspects 

are governed by the service rules which fall under the expression personal 

information, the disclosure of which has no relationship to any public activity or 

public interest. On the other hand, the disclosure of which could cause 

unwarranted invasion of the privacy of that individual." Th Supreme Court 

further held that such information could be disclosed only if it would serve a 

larger public interestThe information sought by the Appellant in this case is 

about some complaints made against a government official and any possible 

action the authorities might have talen on those complaints. It is, thus, clearly 

the kind of information which is envisaged in the above Supreme Court order. 

Therefore, the information is completely exempted from disclosure under the 

provisions of the RTI Act which both the CPIO and the Appellate Authority have 



rghty cited in their respectwe orders 

5. We find no grounds to interfere in the order of the AppeUate Authority. 

The appeal is rejected. 

6. CopV& c th. orc h gvri fe o ocs th par. 

(Satyananda Mishra) 
Chief Information Commissioner 

Authenticated true copy. Additionai copies 01 orders shall be supplied against 
application and payment of the charges prescribed under the Act to the CPIO of this 

Commission. 

(Vijay Bhalla) 

Deputy Registrar 



F.No. 1/32/2013-lR 
Government of India 

Ministry of Personnel. Public Grievances & Pensions 
Department of Personnel & Training 

North Block, New Delhi 
Dated: the 171h  February, 2015 

OFFICE MEMORANDUM 

Subject: Guidelines for Public Information Officers/First Appellate Authorities for 
supply of information and disposal of first appeal respectively - reiteration of 

Section 26 of the RTI Act requires the Government to compile a guide 
containing such information, in an easily comprehensible form and manner, as 
may reasonably be required by a person who wishes to exercise any right 
specified in the Act. Further, it requires the Government to update the guide at 
regular intervals. Accordingly a Guide on the Act was published online on 
28.11.2013 to help all the stake-holders viz, information seekers in getting 
information, public information officers in dealing with the Rh applications, first 
appellate authorities in taking cogent decisions on appeals and the public 
authorities in implementing various provisions of the Act in right earnest. 

2. The Public Information Officers/First Appellate Authorities should keep in 
mind the salient features of the guidelines in supply of information to the 
information seeker and disposal of first appeal respectively, so that information 
seekers may not resort to filing of second appeals before the Information 
Commissions. The relevant salient features of the guidelines are reiterated 
below for consideration of the Public Information Officers and First Appellate 

Authorities: 

Supply of Information by the Public Information Officer 

The answering Public lnformatipn Officer should check whether the 
information sought or a part thereof is exempt from disclosure under 
Section 8 or Section 9 of the Act. Request in respect of the part of 



2 

the cppUcatian which is so exempt may be rejected and rest of the 
information should be provided immediately or after receipt of 
additional fees, as the case may be. 

2) Where a request for information is rsected, the Public Information 
Officer should communicate to the person making the request— 

Ii) the reasons for such rejection; 
nod within which an appeal against such rejection 

may be preferred; and 
the particulars of the authority to whom an appeal can be 
mode. 

if cadticnal tee is requ;red to be acid by the apoiicant as provided 
in the Fee and Cost Rules, the Public Information Officer should 
inform The applicanr: 

(1) the details of fUrther fees required to be paid: 
(ii) the calculations made to arrive at the amount of fees asked 

for; 
(iii) the fact That the applicant has o right to make appeal about 

the amount at fees so demanded 
the particulars of the authority to whom such an appeal can 
be made; and 
the time limit within which the apoeal can be mad 

Though there is no hard and fast rule os to when exactly intimation 
about addl.nal fe u 0 be given to tne aoolicant such 
intimation snould be given soon offer receipt of RTi application. 

Disposal of Appeal by the lirst AppeU ate Authority 

While disposing off first appeals, the first Appellate Authorities Should 
I in a fair and judicious manner. It is very important that the order 

passed by the first cppeiiate authority should he a detailed and 
king order, giving juslification For the decision arrived at. 

appellate authority while deciding an cpoecl comes to a 
conclusion That the appellant should be supplied information in 



addition to what has been supplied by the Public Information 
Officer, he may either (i) pass an order directing the Public 
Information Officer to give such information to the appellant; or (ii) 
he himself may give intormaflon to the appellant. In the first case 
the appellate authority should ensure that the information ordered 
by him to be supplied is supplied to fhe 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. 

(Sandeep Join) 
Director 

Tel: 23092755 

1. All the Ministries / Departments of the Government of India. 
2. Union Public Service Commission /Lok Sabha Sect! 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. 0/0 the Comptroller &Auditor General of India, 10, Bahadur Shah Zafar 

Marg, New Delhi. 

Copy to: Chief Secretaries of all the States/UTs 



No. 10/1/2013-JR 
Government of India 

Ministry of Personnel, PG & Pension 
Department of Personnel & Training 

North Block, New Delhi 
Dated 6th  October, 2015 

Office Memorandum 

Subject: Format for giving information to the applicants under RTI Act- issue of guidelines 
regarding. 

It has been observed that different public authorities provide information to RTI 
applicants in different formats. Though there cannot be a standard format for providing 
information, the reply should however essentially contain the following information: 

(i) RTI application number, date and date of its receipt in the public authority. 
(ii) The name, designation, official telephone number and email ID of the CPIO. 
(iii) In case the information requested for is denied, detailed reasons for denial quoting 

the relevant sections of the RT! Act should be clearly mentioned. 
(iv) In case the information pertains to other public authority and the application is 

transferred under section 6(3) of the Ri'! Act, details 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 
Authority within 30 days of receipt of reply of CPIO. 

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

2. In addition, wherever the applicant has requested for 'certified copies' of the 
documents or records, the CPIO should endorse on the document "True copy of the 
document/record supplied under Ri'! Act", sign the document with date, above a seal 
containing name of the officer, CPIO and name of public authority; as enumerated below: 

True copy of the document/record supplied under RTI Act. 
Sd!-
Date 

(Name of the Officer) 
cPIO 

(Name of the Public Authority) 

Further in case the documents to be certified and supplied is large in number, information on 
RTJ application should be supplied by a designated PlO but the certification of the documents, 
if need be, could be done by an other junior gazetted officer. 

3. This may be brought to the notice of all concerned. 

(0. S. Arora) 
Deputy Secretary (IR) 

Tel.23092755 



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! NITI Ayog/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. 

Copy to: Chief Secretaries of au the States/UTs 



er 

SNo. File no Date Subject 
1 1/26/2007-IR 09/01/2008 Involving Non-Governmental Organisations for 

spreading awareness about the RTl Act, 2005. 



No. 1/26/2007-IR 
Government of India 

Ministry of Personnel, Public Grievances & Pension.s 
(Department of Personnel & Training) 

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

Chief Secretaries of all the States/UTs 

Subject: Involving Non-Governmental Organisations for spreading 
awareness about the RTI Act. 2005. 

Sir, 

I am directed to say that clause (a) of sub-section (1) of Section 
26 of the Right to Information Act, 2005 casts a responsibility on the 
Governments of States to develop and organize educational 
programmes to advance the understanding of the public about exercise 
of their right to information. It is a gigantic task which requires 
involvement of various sections of society. 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. Verm a) 
Director 



Chapter 10 

spos i of First AppaI 

S.No. File no Date Subject 
1 10/23/2007-IR 09/07/2007 Disposal of first appeals under the Rh Act, 2005 



No. 10/23/2007-IR 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel and Training 

* *** * * 

New Delhi, the 9th  July, 2007 

OFFICE MEMORANDUM 

Subject: Disposal of first appeals under the RTI 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, 

(i) 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 
excepuonal cases, the appellate authority may take forty live days to dispose off 
the appeal subject to the condition that he shall record in writing the reasons for 
delay n 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 3O days, its disposal should not take more than 45 days. In such 
eases, 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 hut 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 
appellat.e 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-à-vis the CPIO. Nevertheless, if, in any case, the CPJO 
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 conce 

I 

(K.G.VeiTa) 
Director 

To 

1. All the Ministries / Departments of the. Government of India 
2. Union Public Service Commissionl Lok Sahha Secfl.! Rajya Sabha Secretariat! 

Cabinet Secretariat! Central Vigilance Commission / President's Secretariat! 
Vice-President' s Secretariat! Prime Minister's Office! Planning Commission / 
Election Commission 

3. Staff Selection Commission, CGO Complex, New Delhi 
4. 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 to: Chief Secretaries oF all the States/UTs for information 



Chapi 

S 

SNo. File no Date Subject 
1 1/18/2007-IR 21/09/2007 Maintenance of records and publication of information 

under the Right to Information Act, 2005. 

2 1/33/2007-IR 1 4/1 1/2007 Updating of Records- Recommendations of the Second 
Administrative Reforms Commission. 

3 12/192/2009-IR 20/01/2010 Maintenance of records in consonance with Section 4 
of the RTI Act. 



No1/l8/2O074R 
Government of India 

Ministr\ of Persormel. Public Grievances & Pensions 
Department oPersonnel & Training 

New Delhi. the 21 September, 2007 

OFFICE. MEMORAUDM  

Sub ecu Maintenance of'records and publication of information under the Right to 
Information Act. 2005. 

* * * 

Section 4 of the Right to Information Act, 2005 sets out a practical regime of 
transparency in the working of the nublic 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 oblivatory for every 
pubhc 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 furnish 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 complete the requirements of this clause on top priority. 

3, Clause (b) of the SUD-SCCtiOfl ibi.d mandates the public authoi'ities to publish 
the rnfo mation menttoned tbeieiii hin one hundrcd arcs t\\.entv da rom the 
date of enactment of the Act. It is expected 1hat. all public Liuthorities would have 
complied with this reuircmcnt already. I fit has not been done, its compliance 
ma he erured \\ 4h01 4t  an\ Uit!i LCL\ 1nto1-n &iior o oublis ed houli k0 

he updated every year as provided in the Act. 

4, It is obligatory for all the public autiarities under clause (c o[ sub section 
I of section 4 of the Act to publish all relevant facts while forntulatin impori.ani 
OlLICS and annoL11l g ec '.jons n1ettr he public "der ccsc ( ) nie 

also obliged to provide reasons for their administrative or cuasi udieiai decisions 
to the affected parties. 

5. Section 4 of the Act reuuires wide dissemination of every information 
required to oe disc.losec suo melu in suLh orm an manner nich s acccssi1e to 
the public. Dissemination i-nay be done throuzh notice boards. news panel-s. public 
announcements, media broadcasts. the intcrnc. or any othe' means. Whic 



disseminating the inEorrn.atio.a. he public authority should take- into consiceation 
the cost effectiveness, local ianguage and the most euiectiva method oF 
communication rn the concerned local area. The infbrmation should be. to the 
extent possibie,'availahle with the Public inftn'rnation Officer in the electronic 
format which could be made available free of cost or at such priee as may he 
prescribed, A copy of the document published, referred to in pam 3, and also the 
copies of publications referred to in para 4 aho\e, should be kept with an officer of 
the public authority and should be made available for inspection by any person 
desirous of inspecting these documems, 

6. All the Ministries/L)epartrnents ccc. are requested to coiupl' with the above 
referred requirements of the Act and also to issue necessary instructions o the 
public authorities under them for compliance, of the same. 

L>tC/\ 
)i \ 

(KG. Vernia) 
I) i rector 

Tel: 23092158 

1. AU the i\'iinistries ! Departments of the Government of' india 
2. Union Publi.c Ser'ice Commission; Lok Sabha Seen,! Raya Sabha 

Secretariat.; Cabinet Secretar.i.at CentL'al Vigilance Comm i5sicv.' 
President's Secretariat! Vice-President's Secretariat! Prime Minister's 
Office! Plannina, Commission/Fiection Comrnisswn 

3 Central Inform ition Cot tnt sion Sta rftmau mConmxsot s 
4. Staff Selection Commission, COO tplex, New Delhi 
5. Office of the Comptroller & Auditor General of India, 10. Bahadur Shah 

Z.afar Maru, New .Dclhi 
€ \Jt o'ficeis Desks cetioe. Deri ineot Ot 5r) me i rain i,z I 

Department of Pension & Pensioners \Veifare, 

Copy to: Chief Secretaries of all the States!U's. 



No. 1/33/2007-IR 
Government of India 

Ministry of Prsonnel, Public Grievances & Pensions 
(Department of Personnel & Training) 

North Blcok, New Delhi, 
Dated: the 14th  November, 2007 

OFFICE MEMORANDUM 

Subject: Updating of Records- Recommendations of the Second Administrative Reforms 
Commission. 

The undersigned is directed to say that with a view to ensuring proper maintenance of 
records, the Right to Information Act, 2005, mandates that every public authority shall 
maintain all its records duly catalogued and indexed in' a proper manner. The Secpnd 
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 information 
system is the neglect of record keeping. The Commission has recommended that, as a one 
time measure, the Government of India should earmark 1% of the funds of all Flagship 
Programmes for a period of five years for updating records, improving infrastructure, creating 
manuals and establishing the Public Records Offices. 

2. The maintenance and updating of records is a continuing process which every public 
authority is obligated to do. Improving the infrastructure and bringing out the necessary 
manuals are also continuing processes, and the responsibility of the concerned public 
authorities. All the public authorities should update their records, improve their 
infrastructure, bring out necessary manuals from within their resources. They may make 
specific budgetary provision for the purpose as per their requirement. 

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

(KtI.V 
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, COO Complex, New Delhi 
5. Office of the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar 

Marg, New Delhi. 
'6. Al! officers/Desks/Sections, Department of Personnel & Training and Department 

of Pension & Pensioners Welfare. 

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



(KG. Verma) 
Director 

Tel. No.23092158 

W No.12/i 9212009-1R 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
(Department of Personnel & Training) 

North Block, New Delhi 
Dated the 20th  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 RTI 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 1 9(8)(b) of the Act gives power to 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/Departments 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. 

To 

1. All the Ministries I Departments of the Government of India 
2. Union Public Service Commissionl Lok Sabha Sectti Rajya Sabha' 

Secretariat! Cabinet Secretariat] Central Vigilance Commission I President's 
Secretariat] Vice-President's Secretariat] Prime Minister's Office! Planning 
Commission I Election Commission 

3. Central Information Commission/State Information Commission 
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, Department 

of AR & PG and Department of Pension & Pensioners Welfare. 

Copy to: Chief Secretaries of all the States/UTs 



Chapter 12 

Sou-motu Disclosure 

S.No. File No. Date Subject 

1 1/8/2012-IR 11/9/2012 Sou motu disclosure on official tours of Ministers 

and other officials. 

2 1/6/2011-IR 15/04/2013 Implementation of sou motu disclosure under 

section 4 of RTI Act, 2005- Issue of guidelines 

regarding. 

3 1/34/2013-IR 29/06/2015 Implementation of sou motu disclosure under 

section 4 of RTI Act, 2005 

4 1/34/2013-IR 30/06/2016 Report of the Committee set up under the 

chairmanship of Dr. Devesh Chaturvedi, Joint 

Secretary, DoPT to examine the recommendations 

of the Committee of Experts on suo motu 

disclosure under Section 4 of the RTl Act, 2005. 



. . 
r=  TJ'R 

F. No. 1/ 8/2012-IR 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel & Training 

North Block, New Delhi 
Dated: llth September, 2012 

Office Memoranduni 

Sub: Suo motu disclosure 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 to the public at regular intervals through various 
means of communications, including Internet, so that the public have minimum resort 
to use the Act to obtain information. 

2. It has been brought to the notice of this Department that public authorities are 
receiving RTI applications frequently asking for details of the official tours undertaken 
by Ministers and other officials of the Ministries/Departments 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 1st  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 Secion 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 RTI Act, 2005 
and CVOs of public authorities. 

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

t . \ 

(Sanqep Jam) 
Deputy ecretary 

Tele: 23092755 

1. All the Ministries / Departments of the Government of India 
2. Union Public Service Cornmission/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 Corn mission. 
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, of DOP&T, Department of Pension & Pensioners 

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 15th  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 RTl Act lays down the information which should be disclosed 

by Public Authorities on a suo 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 RTI 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 suo motu 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. 



4. Guidelines for Central Government Ministries/Departments are on: 

j. Suo motu disclosure of more items under Section 4. 

ii. Guidelines for digital publication of proactive disclosure under Section 4. 

iii. Detailing of Section 4(1)(b)(iii), 4(1)(b)(iv), 4(1)(b)(xi) and 4(1)(b)(xiv) 

iv. Compliance mechanism for suo 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 so 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 as 

many mediums as feasible and disclosures should be kept up to date. The disclosure of 

Information may be made keeping in mind the provisions of Section 8 to 11 of the RTI Act. 

6. Central Government Ministries! Departments should undertake suo mote disclosure 

and ensure compliance based on these guidelines. 

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

(Manoj Joshi) 

Joint Secretary 

fele : 23093663 

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 Secretariat, Prime Minister's Office, Planning Commission, Election 

Commission. 

3. Central Information Commission. 

4. Staff Selection Commission, CGO Complex, New Delhi 

5. 0/0 the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar Marg, New 

Delhi. 

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



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

INDEX 

S. 

No. 

Chapter Page 
No. 

1 Suo motu disclosure of more items under Section 4 1 

2 Guidelines for digital publication of proactive 

disclosure under Section 4 

4 

3 Guidelines for certain clauses of Section 4(1)(b) to 

make disclosure more effective 

7 

4 Compliance with provisions of suo motu disclosure 12 



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

1.0 5uo motu disclosure of more items under Section 4 

Sub-section 4(2) of the RTl 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 motu 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 

procurement 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 30th  November, 2011 on Mandatory Publication of Tender Enquiries on the Central 

Public Procurement Portal and O.M. No. 10/3/2012- PPC dated 30th  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 suo 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 schedule 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 RTl 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. 

2 



1.7 Discretionary and Non-discretionary grants 

1.7.1 All discretionary mon-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 8 to 11 of the RTI Act. 

1.8 Foreign Tours of PM/Ministers 

1.8.1 A large number of RTl 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 15t  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. 

3 



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. 
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e) Websites should have detailed directory of key contacts, details of officials of the 

Public Authority. 

f) It is obligatory under Section 4(1)(b)(xiv) of the RTl 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. 

g) 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. 

h) 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. 

i) 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. 

j) 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. 

k) 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 

more appropriate to specific contexts and needs. Information! data can, for 

instance, be presented in powerful visual ways using visualisation techniques. Such 

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

I) 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/YY)'. 
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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 

be 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 All 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. 
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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 

responsibility 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 commodities 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 procedure 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 involved 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. 
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(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 

qualitative or quantitative 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. 
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d) Defining the quantitative 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). 

3.5 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". 

3.5.1 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 

should be prominently displayed and be used as a basis to identify physical targets 

planned during the budgetary period and the actual achievement vis-à-vis those 

targets. A monthly programme implementation calendar method of reporting being 

followed in Karnataka is a useful model. 

(c) Funds released to various autonomous organizations/ statutory organizations! 

attached offlces/ 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 
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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 other, 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 documents 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. 
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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 

operationâlized 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 

5.1 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 Ril 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. 
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No.1/34/2013-fR 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel and Training 

North Block, New Delhi-i 
Dated: 29th  June 2015 

Office Memorandum 

Subject: Implementation of Suo Motu Disclosure under Section 4 of RTI Act, 2005 

Attention is invited to detailed guidelines on implementation of suo motu 
disclosure under Section 4 of RTI Act, 2005 issued vide this department's O.M. 
No.116/2011-IR dated 15.4.2013. Subsequently, a Committee of experts consisting of 
Shri A.N,Tiwari, Chief Information Commissioner(Retd) and Dr. M.M.Ansari, lnformation 
Commissioner(Retd) (of Central Information Commission) was constituted to 
recommend, interalia, measures to further strengthen implementation of Section 4 of 
the Rh Act, 2005. The Committee has, interalia, made the following recommendations 
which have been duly accepted by the competent authority:- 

1) All the details of the public authority may be uploaded on its website. 
Access to information should be made user-friendly for which appropriate 
information technology infrastructure should be suitably designed, 
developed and operationalised. 

2) All the training modules for professional upgradation of employees should 
incorporate matter relating to the virtues of transparency and open 
government and Rh law. 

3) In order to minimise the burden of servicing RTI applications, the public 
authorities with high public dealings should put in place an effective 
system to redress the grievances of affected persons. At the sub-
organisational levels, there should be cooperation and coordination 
between the Central Public Information Officers and the officers 
responsible for addressing public grievances. 

4) In order to reduce the number of RTI applications relating to service 
matters, the information relating to recruitment, promotion and transfers 
should be brought into public domain promptly. 

5) The retention and maintenance of specific documents for specified 
duration should be clearly spelt by each public authority in respect of its 
documents. 



2. AU the pub'ic authorities are requested to follow the above 
recommendations. 

(Sandeep Jam) 
Director 

Tel: 23092755 

1) All Ministries/Departments of Govt of India 
2) Union Public Service Commission fLak Sabha Secretariat / Rajya Sabha 

Secretariat/ Cabinet Secretariat! Centrl Vigilance Commission/ 
President's Secretariat! Vice-President's Secretariat! P rime Minister's 
Office/ NIT! Ayog/ Election Commission. 

3) Central Information Commission! State Information Commissions. 
4) Staff Selection Commission, COO Complex, New Delhi. 
5) The Comptroller and Auditor General of India, 10, Bahadur Shah Zafar 

Marg, New Delhi. 
6) Director, Lal Bahadur Shastri National Academy of Administration, 

Mussoorie-248 179, Uttarakhand 
7) Director, Institute of Secretariat Trainng and Management, Old JNU 

Campus. Olaf Palme Marg, New Delhi 

Copy to: 

Chief Secretaries/ All State Governments 



• F. No. 113412013-IR 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
(Department of Personnel & Training) 

North Block, New Delhi 
Dated the 30th  June, 2016 

OFFICE MEMORANDUM  

Subject: Report of the Committee set up under the chairmanship of Dr. Devesh 
Chaturvedi1  Joint Secretary, DoPT to examine the recommendations of 
the Committee of Experts on suo motu disclosure under Section 4 of the 
RII Act, 2005. 

A Committee 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-a/ia, measures to further strengthen 

implementation of Section 4 of the Rh Act, 2005. The Committee submitted its Report 

which has been accepted by the Government and an OM dated 29th  June 2015 was 

issued to all public authorities to follow the recommendations of the Committee. 

Thereafter, DOPT has issued instructions to all Public Authorities in this regard vide 

O.M. No. 1/1/2013-IR dated 9th  July, 2015 that the Departments must make an analysis 

of information which is sought most often from applicants and provide it on their website 

as suo-motu disclosure. 

2 Competent Authority has further directed that: 

(1) The Public Authorities shall constitute Consultative Committees 
consisting of office bearers of key stakeholder, association on rotational 
basis to have a systematic and regular interaction between the officials 
of the Public Authorities to advice what information to be uploaded as 
suo motu. 

(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 concerned and to provide printed publications to the 
citizens the categories of information that are frequently being sought 
under the RTI Act and provide copies of information as per RTI Rules, 
2012. 



-2- 

(3) In each public authority, a committee of PIOs and FAAs with rich 
experience of dealing with RTI applications and appeals is set up to 
identify the categories of information that are frequently asked by 
applicants. Such information must be disclosed in the public domain to 
make it more user friendly and should also be reviewed at regular 
intervals. 

(4) Information that is proactively disclosed must be properly categorized 
and organised in such a manner that 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 
Nodal Officer of each Public authority be made responsible for this. 

(5) Web site, and other medium and publication of each public authority, 
relating to Section 4 compliance must carry the date (where appropriate 
for each bit of information) on which the information was 
uploaded/printed. 

(6) The task of undertaking transparency audits may be given to the 
respective Training Institutes under each Ministry/Department/Public 
Authority and across the States and Union Territories. 

(Gayatri Mishra) 
Director(IR) 

Telefax: 23092755 
To 

AU Ministries I Departments. 

Copy to: Chief Secretaries / All State Governments / Union Territories. 

Copy also to: 

(i),vgecretary, Central Information Commission, August Kranti Bhawan, Bhikaji 
Cama Place, NewDethi-110066. 

IIC, North Block, New Delhi for placing the Office Memorandum on the 
website of DePT. 



Chapter 13 

Disclosure of file notes, ACRs, 
Personal information, third party 

Information etc. 

S.No. File No. Date Subject 

1 10/20/2016-IR 21/09/2007 Disclosure of Annual Confidential Reports under the 

RTI Act, 2005. 

2 1/14/2007-IR 31/10/2007 Disclosure of Information relating to 

occurrence/event/matter which took place 20 years 

back. 

3 1/20/2009-IR 23/06/2009 Clarification on disclosure of file noting under the 

RTl Act, 2005. 

4 8/2/2010-IR 27/04/2010 Disclosure of third party information under the RTI 

Act, 2005. 

5 11/2/2013-IR 

(Pt.) 

14/08/2013 Disclosure of personal information under the RTI 

Act, 2005. 

6 1/31/2013-IR 08/01/2014 Order dated 20.11.2013 of the High Court of 

Koikata in Writ Petition No. 33290 of 2013 in the 

case of Mr. Avishek Goenka Vs Union of India 

regarding personal details of RTl applicants - 

circulation of. 

7 1/1/2013-IR 07/10/2016 Uploading of RTl replies on the respective websites 

of Ministries/Departments. 

8 1/1/2013-IR (Pt.) 20/06/2017 Securing the Personal information including Aadhar 

No., in RTI Applications/Appeals in compliance to 

Aadhar Act, 2012 and Information Technical Act, 

2000. 



No..102C'2O06-iR 
(}o ernment of India 

Minisuy of Personnel, Public Gricvimces & Pnions 
Department of Personnel & Training 

North Block New Delhi 

Dated: the 21 Sentember. 2007 

OFFICE MEMORAN!)UM 

Subeet: Disclosure of Annual Confidential Renorts under the RI! Act.. 2005. 

The undersigned is directed to say that a number of applications are 
received under the Right to Tnfbrmation Act, :005 requesting for supply of 
copies of Annual Confidential Reports (ACRs) of employees. The matter 
reuardjnQ. disclosure of the ACRs under the Act has been examined itt 
consultation with the Department of Legal Affairs. 

2. Clause (j)  of sub-section (1) of section 8 of the RTi Act provides that 
there is rio ob]iaation to give arw citizen an infoni:iation which relates to 
personal information and disclosure of which has rio relationship to any 
public activity or iriterest, or which would cause unwarranted invasion of 
privacy of the iitdividua urdess the Public information Officer or the 
Appellate Authorht, as the cse may he. is satisfted that the larger pthli 
interest iusti fles the disclosure ci such information, An ACR contains 
nrormauo-i abet he ehcuaete' r aab I d otr tuo oftrd offlca1  
reported upon, disclosure of which to any other person amounts to cause 
unwarranted invasior of the rivacy otthe individual. Besides. an  ACR, as its 
name sug'ests, is a confidential document. The Official Secrets Act. 1923 is 
not completey superseded h the Rih!. to lnfrrmrtion Act. Sub-section (2 
of Section of ntc 20{Y Aa a a deicPon 0  the ct4 e 4 tcr1t\ r 
disclose or not to disclose the ACRs of an officer to idmsei C or to any other 
app Ii cant. 

3. It is clear from the above discussion that the public aut1TZTrdt:S.  is not 
under obligation to disclose ACRs of any employee  to the employee himself 
or to any other person inasmuch as disclosure of ACRs is protected by clause 

4' ' f_' - (i) of subsecuon ( 01 Secuon $ or tie RT1 Act: and an A.R is :t 

confidential document, discloure of vdiich is. protected by the Official 
Seces \et 13 }Ic\ L\C 1 L 1L\ hS d c e 
the Annual Confidential Rctxn-t of an errinlovee to the errnlovee himsel t' or 
to any other person, if the public authority is saristied that the pLLb1]C interest 
th cbSLlosuzL ( L\ L IIL I n 1tC i CC Cd 1 - 

phlie 1ne1ts1 celosiuc 0 t R o a' e ns tre protcLLe 



intercsts de'eision o disclose the ACRs sliouid he taken viiJi the anr,roval of 
the competent authority. Competeni authority in the matter may be decided by 
the concerned public authority. 

' 

(K.G. \erma) 
[)irector 

Tel. No. 2309215S 

1. All the Ministries 7  Departments of the Government of India 
2. Union Public Service Commission Lok Sahha Seen.: Rava Sahha 

Secretariat/ Cabinet Secretariat.. Central Vhtilance Commission / 
President's Secretariat, Vice-Presicients Secretariat; Prime Ministcrs 
Oifice Plannuik Corrmistoi Eeuo' Corim on 

3. Central Information Com.inission!State Infonnation Commissions. 
4. Staff Selection Commission, CGO Complex. New Delhi 
5. Office of the Comptroller & Auditor General ocindia. lO. Bahadur Shah 

Zafar Mars. New Delhi. 
6. All officers. Desks/Sections. Department of Personnel & Training and 

Department of Pension & Pensioners Welfare. 



Nc. L14/2007-IR 
Governnient oi'lndia 

Ministry of Persounei Public Grievances & Pensions 
Department of Personnel & Training 

New Delhi, the 3l October, 2007 
OFFiCE MEMORAUDM  

Subject; Disclosure of information relating i-o occurrence/event/matter which took 
place 20 years back. 

Attention is invited to sub-section (3) of section 8 of the Right to 
Information Act, 2005 (Act which provides that subject to the provisions of 
clauses (a), (c and (i) of uo-ec or (I) an) Inro1maT1on 'elating to an 
occurrence, event or matter which has taken place, occurred or happened twenty 
years before the date on which any request is made under Section 6 shall be 
provided to any person making a request under that section, References have been 
received in this Department 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 lnformation -- 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 RTI Act does not prescribe a record retention scheduie The records are 
to he retained by a public authority as per the record retention schedule applicable 
to that public authority. It is, ho\vever, imonant to note that weeding out of' a file 
or any other record does not necessarily result into destruction of all the 
information contained in that fii 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 after the file has been weeded out. The above refcTcd nrovision of the 
Act requires furnishing of information so available after the lapse of 20 years even 
if such information was exempt from disclosure under sub-section (1) of Section 8. 

rncans that the information which, in normal course, is exempt from disclosure 
under sub-ection (I) of Section 8 of the Act, would cease to be exempted if 20 
years hae tapsed fter occtu cflLc of the inciocu to \h4ch t1ie intorj'naion rt'lre 
However, the fi11owing types of information would continue to he exempt and 
there would be no obligation, even after lapse of 20 veai's. to cive any cltlzen - 

(i) Information disclosure of which \\ rot 1d  prciudiciaily affect the sovereignty 
and integrity of' India. the security, strategic. SCiCntlfiC or economic interest 
of the State. relation with foreign state or lead to incitement 01 an offence; 



(ii) information the disclosure of which would cause a breach of privfleue ot 
Parliament or State LegIslature; or 

iii .  Cabinet papers including records of deliberations of the Council of 
Ministers. Secretaries and other Officers subec.t to the conditions givenT in 
proviso to cinuse (i) of subsection I of Section ol th Act. 

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

(K.G. 
Director 

All the Ministries Depainmems of the Government of india 
1..ruot Public Seijce Conimssion. Lo Sbha Sec Ria Sabi 
Sec'tiiat Eahinet Seciearat Certr) \ c!ane Comrrs"i ' dem 
Secretariat Vice-President's Secretariat,; Prime Minister s Office. Planninu 
Commission/Election Commission. 
C ennui Lttot mat'on C ornm ontu ir±e1inaion C on n 

4. Staff Selection Cornrnission CGO Complex. w Delhi 
5. Office. of the Comptroller &. Auditor Generat of India. I (. Bahadur Shah 

Zafar Marg. New Delhi. 
6. AU offl cers Desks/Sections. Department of Personnel &. irair'nrtg anc 

i)eparunent of Pension & Pensioners Welfare. 

C 

Copy to: Chief Secretaries of all the StatesLTs. 



rs faithfully, 

Director 
KG 

No. 1/20/2009-JR 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

North Block, New Delhi 
Dated: the 23rd  June, 2009 

OFFICE MEMORANDUM 

Subject: Disclosure of 'file noting' under the Right to Information Act, 2005. 

The undersigned is directed to say that various Ministries/Departments etc. 
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 I 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: Chief Secretaries of all the States/UTs. 



No. 8/2/2010-IR 
Government of India 

Ministry of Personnel, PG & Pensions 
Department of Personnel & Training 

North Block, NewDeihi-il000l 
Dated: the 27 April, 2010 

OFFICE MEMORANDUM 

Subject; Disclosure of third party information under the RTI Act, 2005. 

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 authority can disclose such confidential 

papers under the Rh 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 (PlO) 

intends to disclose an information supplied by a third party which the third party 

has treated as confidential, the PlO, 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 Departmental 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 PlO 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 

11 together makes it clear that if a public authority 'X' receives some 



Q 
information from another public authority 'Y' which that public authoi-ity 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 

requireiiient, non-compliance of which may make the PlO 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 Mmdi version will follow. 

(K.G. VERMA) 
Director 

Tel: 23092158 

Copy to: 

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 Secreta riat/Pri me 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 DeIhi. 

6. AU Officers/Desks/Sections, Department of Personnel & Training and 

Department of Pension & Pensions Welfare. 

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



No. 1 1/2/2013-IR (Pt.) 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

North Block, New Delhi, 
Dated the .jth 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 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, 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. CXC 
and others (SLP (C) no. 27734/2012) in which it was held as under- 

"The performance of an employee/Officer En an organisation is primarily a matter 
between the employee and the employer and normally those aspects are governed by 
the service rules which fall under the xpression 'personcil information the 
disclosure of which has no relationship  to any public activity or public interest. On 
the other hand, the disclosure of which could cause unwarranted 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 concerned. 

End: As above. 

(Maoj Joshi) 
Joint Secretary (AT&A) 

Tel: 23093668 

1. All the Ministries / Departments of the Government of India. 
2. Union Public Service Commission /Lok Sabha Secretariat! Rajya Sabha 

Secretariat! Cabinet Secretariatt 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. 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 & Pensioners 

Welfare. 



Central information Commission, New Delhi 
File No.CICISM/A/20 13/000058 

Right to Information Act-2005-Under Section (191 

Date of hearing 26/06/2013 

Date of decision 26/06/2013 

Name of the Appellant 

Name of the Public Authority 

Sh. Manoj Arya, 

(RTI Activists and Social Worker) 67, Sec-
12, CPWD Flats, A K Puram, New Delhi 
-110022 

Central Public Information Officer, 
Cabinet Secretariat, 

(Vigilance & Complaint Cell), 2nd Floor, 
Sardar Patel Bhawan, New Delhi -110001 

The Appellant was not present in spite of notice. 

On behalf of the Respondent, Shri M.P. Sajeevari, DS & CPIO was 

present. 

The third party, Shri S B Agnihotri, DG (DEF. ACQ) MoD was present. 

Chief information Commissioner Shri Satyananda Mishra 

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

the case. 

3. In his RTI application, the Appellant had sought 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 correspondence made between the Cabinet Secretariat and the 

Ministry of Shipping in respect of the third party in the case. The CPIO after 

consulting the third party under Section 11 of the Right to Information Act, had 

CIC/SK4/A/2013/000058 



c refused to disclose any such information by claiming that it was personal in 

nature arid thus exempted under the provisions of section 8(1) (j) of the Right to 

lnformalinn (RTl) Act. Not satisfied with this decision of the CP1O, the Appellant 

had preferred an appeal. The Appellate Authority had disposed 01 the appeal in 

a speaking order V which he had endorsed the decon cf th CP1C 

4. We have carefully gone through the contents of the RTI application and 

the order of the Appellate Authority. We have also considered the submissions 

of both the respondent and the third party in the case. The entire information 

sought by the Appellant revolves around the complaints made against an officer 

of the government and any possible action the authorities might have taken on 

thosecomplaints. The Appellate Authority was very right in deciding that this 

entire class of information was qualified as personal information within the 

meaning of the provisions of Section 8 (i) (j) of the RTI Act. in this connection, it 

is very pertinent to cite the decision of the Supreme Court of India in the SLP(C) 

No. 27734 of 2012 (Girish R Deshpande vs 010 and others) in which t has held 

that "the performance of an employee/Officer in an organisation is primarily a 

matter between the employee and the employer and normally those aspects 

are governed by the service rules which fall under the expression personal 

information, the disclosure of which has no relationship to any public activity or 

public interest. On the other hand, the disclosure of which could cause 

unwarranted 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 interesttThe information sought by the Appellant in this case is 

about some complaints made against a government official and any possible 

action the authorities might have taken on those complaints. It is, thus, clearly 

the kind of information which is envisaged in the above Supreme Court order. 

Therefore, the information is completely exempted from disclosure under the 

provisions of the RTI Act which both theCPlO and the Appellate Authority have 

CIC/SM/A'201 3/000058 



rightly cited in their respective orders. 

5. We find no grounds to interfere in the order of the Appellate Authority. 

The appeal is rejected. 

e. Cooi':: o this orc& h gtven fe o cc: C; th pars. 

(Satyananda Mishra) 

Chief Information Commissioner 

Authenticated true copy. Additional copies ol orders shall be supplied against 

application and payment of the charges prescribed under the Act to the OPIO of this 

Commission. 

(Viay Bhalla) 

Deputy Registrar 

ClC!SM/A'2Oi 3!00005e 



F. No. 1/1/2013-IR(pt.) 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel and Training 

IR (Division) 

North Block, New Delhi 
Dated 20th  June, 2017 

Office Memorandum 

Subject:- Securing the Personal information including Aadhar No., in RTI Applications! 
Appeals in compliance to Aadhar Act, 2016 and Information Technical Act, 2000. 

The undersigned is directed to refer to this departmenfs OM of even no. dated 
21.10.2014, 23.03.2016 and 07.10.2016 vide which it has been requested that personal 
information of an RTl applicant should not be disclosed, while uploading the application! appeal 
etc. on the public domain! websites. 

2. In this context, it is to be stated that Ministry of Electronics And Information Technology 
(Meity) have circulated guidelines for securing Identity information and Sensitive personal data 
or information in compliance to Aadhar Act, 2016 and Information Technology Act, 2000, 
wherein they have instructed that personal particular and information including Aadhar No. etc. 
should not be published in public domain/websites etc. 

2. In view of the above, it is requested that all Ministries/Departments of Govt. of India 
including the subordinate offices may ensure the following while handling RTI applications viz. 
receiving, replying and uploading on websites etc.:- 

(a) the personal in formation details like Aadhar no. should not be asked for while 
handling RTI applications. 

(b) that the Aadhar no. or such other personal in formation is hidden from public view 
while uploading the RTI applications! Appeals! Replies to the RT/ applications on 
websites, if Aadhar no. is mentioned therein. 

(Preeti Khanna) 
Under Secretary to the Govt. of India 

To 

All Ministries/Department of Govt of India 



No. 1/31/2013-IR 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

North Block, New D&hi, 

Dated the 8th  January, 2014 

OFFICE MEMORANDUM 

Subject: Order dated 20.11.2013 of the High Court of Kolkata in Writ Petition 
No. 33290 of 2013 in the case of Mr. Avishek Goenka Vs Union of 
India regarding personal details of RTI applicants - circulation of. 

In compliance of the directions of the Hon'ble High Court of Kolkata 
in its said order, a copy of the judgement (order) is enclosed herewith for 
appropriate action. 

2. This may be brought to the notice of all concerned. 

.c 

(Sandeep Jam) 
Director 

Tele: 23092755 

1. All Ministries / Departments of the Government of India 
2. Union Public Service Commission / Lok Sabha Sectt./ Rajya Saha Sectt. 

/Cabinet Sectt. / Central Vigilance Commission I President's Secretariat / 
Vice President's Sectt. I Prime Minister's Office / Planning Commission / 
Election Commision 

3. Central Information Commission I 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, the 

Department of Administraive Reforms and Department of Pension & 
Pensioners'Welfare. 

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

4' 



W.P. 33290(W) of 2013 

Mr. Avishek Goerika petitioner (in person). 

Mr. Asish Kumar Roy, 
Ms. Gargi 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 detailed 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 activist in the field, presumably by the interested 

persons having vested interest to conceal the information 

that is asked for by the activist. 

The petitioner 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 their identity to the 

public at large. 

We have considered the relevant provisions of 

the statute. Section 6(2) of the Right to Information Act, 

2005 would clearly provide, an applicant making request 

for information shall not be required to give any reason 

for 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 of the petitioner. When the legislature 

thought it fit, the applicant need not disclose any 

personal detail, the authority should not insist upon his 

1O 20.11. "
2013 
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detailed whereabouts particularly when post box number 

is provided for that would establish contact with him and 

the authority. 

In case, the authority would find any difficulty 

with the post box number, they may insist upon personal 

details. However, in such case, it would be the solemn 

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 above. The Secretary, Ministry of 

Personnel should circulate the copy of this order to all 

concerned so that the authority can take appropriate 

measure to hide information with regard to personal 

details of the activist to avoid any harassment by the 

persons having vested interest. 

The writ petition is disposed of without any 

order as to costs. 

Urgent certified copy of this order, if applied for, 

be given to the parties, on priority basis. 

(Banerfee, Acting Chief Justice) 

(Debangsu Basak, J.) 



F.No. 1/1/2013-IR 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel and Training 

North Block, New Delhi 
Dated the 7th  October, 2016 

OFFICE MEMORANDUM 

Subject:- Uploading of RTI replies on the respective websites of 
Ministries I Departments 

Attention is invited to para 1.4.1. of the enclosed guidelines referred to in 
this Deptt.'s O.M. No.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 Authorities shall proactively disclose RTI applications and 
appeals received and their responses, on the webs ites maintained by 
Public Authorities with search facility based on key words. RTI 
applications and appeals received and their responses relating to the 
personal in formation of an individual may not be disclosed, as they do not 
serve any public interest." 

2. Further vide O.M. No.1/1/2013-IR dated 21.10.2014 on the issue of 
uploading of RTI replies on the respective websites of Ministries I Departments, 
DoPT had requested that: 

"RTI 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 interest". 

3. Now, keeping in view the directions dated 20.11.2013 of Hon'ble High 
Court of Kolkata in Writ Petition No.33290/2013 in the case of Mr. Avishek Goenka 
Vs Union of India regarding personal details of RTI applicants, it is clarified that 
while proactively disclosing RTI applications and appeals received and responses 
thereto, on their website, the personal details 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. 

(Gay'atri MishFãT 
Director (IR) 

Tele: 23092755 
To 

All Public Authorities 



F. No. 1/1/2013-lR (pt.) 
Government of India 

Ministry of Personnel, Public Grievances and Pensions 
Department of Personnel and Training 

IR (Division) 

North Block, New Delhi 
Dated 20th  June, 2017 

Office Memorandum 

Subject:- Securing the Personal information including Aadhar No., in RTI Applications! 
Appeals in compliance to Aadhar Act, 2016 and Information Technical Act, 2000. 

The undersigned is directed to refer to this departments OM of even no. dated 
21.10.2014, 23.03.2016 and 07.10.2016 vide which it has been requested that personal 
information of an RTI applicant should not be disclosed, while uploading the application! appeal 
etc. on the public domain! websites. 

2. In this context, it is to be stated that Ministry of Electronics And Information Technology 
(Meity) have circulated guidelines for securing Identity information and Sensitive personal data 
or information in compliance to Aadhar Act, 2016 and Information Technology Act, 2000, 
wherein they have instructed that personal particular and information including Aadhar No. etc. 
should not be published in public domain/websites etc. 

2. In view of the above, it is requested that all Ministries/Departments of Govt. of India 
including the subordinate offices may ensure the following while handling RTI applications viz. 
receiving, replying and uploading on websites etc.:- 

(a) the personal information details like Aadhar no. should not be asked for while 
handling RTI applications. 

(b) that the Aadhar no. or such other personal information is hidden from public view 
while uploading the RTI applications! Appeals! Replies to the RTI applications on 
websites, if Aadhar no. is mentioned therein. 

( 
(Preeti Khanna) 

Under Secretary to the Govt. of India 

To 

All Ministries/Department of Govt of India 



Chapter 14 

Can :easons be asked und 
Ac 

S No. File no Date Subject 
1 1/7/2009-IR 01/06/2009 Decision dated 3.4.2008 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, 2005 

2 1/7/2009-IR 20/05/2011 Decision 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, 2005. 

Q 



No. l!7/2009-IR 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

North Block, New Delhi 
Dated: the 1st  June, 2009 

OFFICE MEMORANDUM 

Subject: Decision dated 3.4.2008 of the High Court of Bombay at Goa in Writ Petition 
No.4 19 of 2007 in the case of Dr. Celsa Pinto Vs. Goa State Information 
Commission regarding information under the Right to Information Act, 2005. 

**** 

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: 

"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 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." 

2. This may he brought to the notice of all concerned. 

(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! Cabinet 

Secretariat! Central Vigilance Commission! President's Secretariat! Vice-President's 
Secretariat! Prime Minister's Office! Planning CommissionlElection Commission. 

3. Central Information Commission/State Information Commissions. 
4. Staff Selection Commission, CGO Complex, New Delhi 
5. O/o the Comptroller&Auditor Gtheral 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. 



No. 217/2009-4 R 
Gov*rnmnt of IMla 

MInIs?iyaf Paorbnti, PublkGrtewic.s. Pnio 
DpartrnntofP.ronnl &TraInln 

Nith B4ck New DeIhi 
Dated the 2F' May, 2011.. 

OE M.  

Subl.ct: Decision dat.d 03 04 200 of th. High Court of Sorrb.y it Goa in Wrft Petftlon NoA19 
of 2007 in the ca$o at Dr, Ciba Plnt V GOa State bv.irnat1on COmml$iOn Ngdi 
liifornat1on inOr the Rf(ht to hirmtIon Act 2005. 

The u dertd directed to invfte attentIoi to th Dep nt Office Mrn.oandum 
of even number ted j June, 2009 on the subject ntaned above (cxipy endosed ard to sy 
that some perscn have observed that the l4lgh Court of 5oinbay at Cw• in the case 
dtd not use the word 1ike In tI judgeneit and that ndLron of tNs ward &i the OM before the 
wcud	 creating confusb it Is hereby stated that the word 1lke used before the word 

n hrie 3 of tPe OM. may be treated as deleted. The relevant part of the Judgement is again 
beIng quoted below: 

ibe deflnitlan of in matlon canno nclud wLthlri tts told arswers to the questFo4 *wIf 
whth would be same thlrg as aikInff the re.s for a Jutffktlon tori particular thh. 
The public Information .athodtle cannot expect to corrwratnlcate t the dtlien the rsascn 
why a ettan thIng was done or not done In the ense of a Justtflca1on bejse the dtlzen 
makes a fequlsjtlon about lnforniatLon. JusUkatons are matter wIthin the domain of 
adjudicating atithorkei arid carmot property be classified as Information.' 

2. Th[s may be brout to the notice of afl concerned. S 
(LG. Vetma) 

Dfrector 

1.. M the MlnnrIes/Departnents. ci the (ioemment of India.. 
2. UnIon PubLic Service ommiIonfLok SabPba rtfRaJys Sabha SecretarIat/CabIrt 

Secretariat/Central VlgJiance Commisslon/ :Fdent' StaiaPresIdents 
Secretariat/Prime MlrrJs*e?s 'QfficefpiannIn  C mmlsslonf ctloni Cormmnissbn. 

3. centr Infoirriation Ccmnulssbn/State information m.mbsIoni. 
& Staff Selection CommIssIon, CC30 Ccmp4ax New OeJhl 
5 OffIce of the CorvtptroFler & Auditor GerieraP of India. 10 &,adur Shah Zafar Mare. New 

Delhi. 
5. MI offIcerfl)ek/5ectlom,. DOP&T and Oepartnent of PercIon & Pensioners Welfare 

'Copy to Chief 5 retrIes ci all the Stte5/UTs. 



Issues re n*to 
L 

rmation 

Chaoter 15 

U 

S.No. File no Date Subject 
1 1/1/2009-IR 22/05/2009 Clarification on constitution of 

Information Commission (CIC). 
Bench by Central 

2 1/1/2009-IR 22/05/2009 Clarification on constitution of 
Information Commission (SIC). 

Bench by State 
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Dcptt. of PeTSOfl6I & Tt. 

ReCCPt & 

22 MAY2009 
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jijs1g. 

t 

irs faithfully, 

(K.G. Vermã 
Director 

Tel: 23092158 

No.1/1/2009-JR 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

North Block, New Delhi 
Dated: the 22nd  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. 

2. It is observed that the Central Information Commission and some State 
Information Coinmissions 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. 



No. 1/1/2009-IR 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

North Block, New Delhi 
Dated: the 22nd  May, 2009 

To/ 
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, 

E (K.G. Verma) 
Director 

Tel: 23092158 
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S.No. File no Date Subject 
1 1 /18/201 1-IR 16/09/2011 Observation of Honourable 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 and Anr.Vs. 
Aditya Bandopadhyay and Ors. 



No. 1/1S/2011-lR 
Government of India 

Ministry of Personnel, Public Grievances& Pensions 
Department of Personnel & Training 

North Block, New Delhi 

Dated: the1€'September, 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. 

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 I 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. Aditya 

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 that is available 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 

(j) 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 informatiot, 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 



(K.G. Verm 

Joint Secretary(RTI) 

Tel: 23092158 

furnish any 'opinion' or 'advice' to an applicant. The reference to 'opinion' 
or.1adv1ce' in the definition of 'information' in section 2(f) of theAct, 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." 

3. This 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./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. 0/0 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. 
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Ru Rifles 

S.No. File no Date Subject 
1 3401 2/8/(S)/2005-Estt(B) 16/09/2005 Right to Information (Regulation of Fee and 

Cost) Rules, 2005 
2 34012/8/(S)/2005-Estt(B) 27/10/2005 Right to Information (Regulation of Fee and 

Cost) (Amendment) Rules, 2005 
3 3401 2/8/(S)/2005-Estt(B) 1 7/05/2006 Right to Information (Regulation of Fee and 

Cost) Amendment Rules, 2006 
4 1/35/2009-lR 31/7/2012 Right to Information Rules, 2012 

U 



MINISTRY OF PERSONNEL, PUBLiC GRIEVANCES AND PENSIONS 

(Department of Personnel and Trainin 

New Delhi, the 16th September, 2005 

G.S.R. 336.—In exercise of thepowers conferred by clauses (b) and (c) of sub-section (2) of Section 27 of the 
Right to Information Act, 2005 (22 of 2005), the Central Govermnent hereby makes the following flues, namely:- 

1: Short title and comrnenCemcnt.-.—(l) These rules may be called the Right to Information (Regulation of Fee and 
Cost) Rules, 2005. 

(2) They shall come into force on the dale of their publication in the Olflcial Gazelle. 

2. Definitions—In the rules, unless the context othcivise requires,— 

(a) 'Act' means the Right to lnlorrnation Act, 2005; 

(b) 'section' means sectidn of the Act; 

(c)' all other words and expressions used herein but not defined and deinied iii the Act shall have Ihe meanings 
assigned to them in the Act. 

3. A request for obtaininginformation under sub-section (1) of Section (i shall be accompanied Lv an application 
fèe.of rupees ten by way of cash against proper receipt or by demand dr'ft or bankers cheque iayab!  lc the Accounts 
Ocer of the publi authority. 

4. for providing the information under sub-section (1) of Seclion 7. the fee shall be cluarted by war of cash 
against proper receipt or by demand draft or bankers cheque ayah1e to the Accounts Officer of the public authority at the 
fdUo'ing rates :— 

(a) rupees two for each page (in.A-4 or A-3 size paper) crcited or copied; 

• (b) actual charge or cost price of a copy in larger size paper; 

c) actual cost or price for samples or models; and 

(d) for inspection of records, ito fee for the first hour; and a fee of rupees five kr eac Ii Ii iicciu minutes (ou fraction 
thereof) thereafter. 

5. FOr providing the information under sub-section (5) of Section 7. the fee shall be charged by way of cash 
against proper receipt or by demand draft or banker& cheque payable to the Accounts Orncer of the public authority ai the 
following rates :— 

(a) for information provided in diskette or floppy rupees fifty per diskcu.cor floppy; and 

(b) for information provided in printed form at the price fixed for such publication or rupees iwo per page o 
photocopy for. extracts from the publication. 

[F.No. 340 12/S(S)/2005-Estt. (B)j 

HART KLJMAR, Director 
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MiNISTRY Oi PElSONNL, l'ULIC GRIEVANCES AND PENSIONS 

(Department of Personnel and Training)
- 

S NOTJFICtflON 

New Delhi, the 27th October, 2005 .. 

G.S.R. 649(E).—In exercise of the powers conferred by clauses (b) andlc)  of Sub-section (2)'of Section 27 
of the Right to Infbrmation Act, 2005 (22 of 2005), the Centinl Government hereby makes the following rules to amend 
the Right to Information (Regulation of Fee and Cost) Rules, 2005, namely 

1. Short title and commencement.— (1) These rules maybe called the Right tóinformation (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 Right to hifonuation (Regulation of Fee and Cost) Rules, 2005, in rule 4, for clause (d), the following 
clause shall be subsfituted, namely :— 

"(d) for inspection of records, no fee for the first hour; and a fee of rupees five for each subsequent 
hour (or fraction thereof)." 

[F. No. 34012/8(S)/2005-Estt. (B)] 

T. JACOB, Jt. Secy. 

Note :—The principal rifles were published in the Gazette of India vide Ministry of Personnel, Public Grievances and 
Pensions (Deparirnent of Personnel and Training) notification No. 341) 12/8(S)/2005-Estt.(B) dated 16th September, 
2005 [No. G.S.R. 336 dated 1st October, 2005, Part II, Section 3, Sub-section (i)]. 

Printed by the Manager, Govt. of India Press, Ring Road, Mayapuri, New Delhi-i 10064 
and Published by the Coniroller of Publications, Delhi-110054. 



2 THE GAZET1E OF INDIA: EXTRAORDINARY [PART 11—SEC. 3(i)] 

MINISTRY OF PERSONNEL, PUBLIC GRIEVANCESANDPENSIONS 

(Department of Personnel & Training) 

NO1CAflON 

New Delhi, the 17thMa 2006 

G.S.R.. 294(E).—In exercise of the. powers conferred by clauses (b) and(c) of Sub-section (2) of eion 27 of the 
Right to Information Act, 2005 (22 of 2005), the Central Government hery makes the following rules furtherto amend the 
Right to Information (Regulation of Fee and Cost) Rules, 2005, namely:- 

1. Short Title and Conimencement.—(l) These rules 'nay be called the Right to Information (Regulation of Fee and 
Cost) Amendment Rules, 2006. ½ 

(2) They shall come into force on the date of their publication in the Official Gazette. 

2. In the Right to Information (Regulation of Fee and Cost) Rules, 2005,— 

(a) in rule 3, after the words "bankers cheque", the words "or Indian Postal Order" shall be inserted; 

(b) in rule 4, after the words "bankers cheque", the words "or Indian Postal Order" shall be inserted; 

• (c) -in rule 5, after the words "bankers cheque", the words "or Indian Postal Order" shall be inserted; 

[F. No. 340 12/S(S)12005-Estt. (B)] 

C. B. PALIWAL, Jt. Secy. 

Note :—The principal rules were published in the Gazette ofindia, Extraordinar'ic Part 11, Section 3, Sub-section (i), 
dated the 1st October, 2005 vide number G.S.R 3 36dated the 16th September, 2005 and were amended t'ide 
numberGSR 649(E) datedthe27th October, 2005. 

Printed by the Maneger, Govt. of India Press, Ring Road, Mayspuri, New Delhi-I 10064 
and Published by tha Controller of Pubharions, D1hi-l10054. 



MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES AND PENSIONS 

(Department of Personnel and Training) 

NOTIFICATION 

New Delhi, the 31st July, 2012 

GS.R. 603(E).—ln exercise of the powers conferred by Section 27 of the Right to Information Act, 2005 (22 of 2005) 
and in supersession of the Central Information Commission (Appeal Procedure) Rules, 2005 and the Right to Information 
(Regulation of Fee and Cost) Rules, 2005 except as respects things done or omitted to be done before such supersesson, 
the Central Government hereby makes the following rules, namely 

I. Short title and omniencement.—(1) These rules may be called the Right to Information Rules, 2012. 

(2) They shall come into force on the date of their ptiblication in the Official Gazette. 

2. Definitions.—ln these rules, unless the context otherwise requires,— 

(a) "Act" means the Right to Information ict, 2005(22 of 2005); 

(b) "Commission" means the Central Information Commission constituted under sub-section (1) of Section 
12 of the Act; 

Cc) "First Appellate Authority" means an officer in the public authority who issenior in rank to the Central 
Public Information Officer to whom an appeal under sub-section (1) of Section 19ofthe Act lies; 

(d) "Registrar" means an officer of the Commission so designated and includes an Additional Registrar, 
Joint Registrar and Deputy Registrar; 

(e) "Section" means a Section of the Act; 

(f)all other words and expressions used herein but not defined in these rules shall have the same meanings 
assigned to them in the Act. 

8q9 
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- 3. Application Fee.—An application undersub-section (I) of Section 6 oftheAct shall be accompanied by a fee 
of rupees ten and shall ordinarily not contain more than five hundred words, excluding annexures, containing 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.—Fee for providing information under sub-section (4) of Section 4 and 
sub-sections (I) and (5) of Section 7 of the Act shall be charged at the following rates, namely :— 

(a) rupees two for each page in A-3 or smaller size paper; 

(b) actual Cost or price of a photocopy in large size paper; 

(c) actual cost or price for samples or models; 

(d) rupees fifty per diskette or floppy; 

(e) price fixed for a publication or rupees two per page of photocopy for extracts from the publication; 

(t)no fee for inspection ofrecords for the first hour of inspection and a fee of rupees 5 for each subsequent hour 
or fraction thereof; and 

(g) so much of postal charge involved in supply of iflformation that exceeds fifty rupees. 

5. Exemption from Payment of Fee.—No fee under rule 3 and rule 4 shall be charged from any person who, is 
below poverty Iin provided a copy of the certificate issued by the appropriate Government 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, namely:— 

(a) in cash, to the public authority or to the Central Assistant Public Information Officer of the public authority, 
as the case may be, against a proper receipt;. or 

(b) by demand draft or bankers cheque or Indian Postal Order payable to the Accounts Officer of the public 
authority; or 

(c) by electronic means to the Accounts Officer of the public authority, if facility for receiving fees through 
electronic means is available with the public authority 

7.' Appointment of Secretary to the Commission.—The Central Govetnment shall appoint an officer not below 
the rank ofAdditional Secretary to the Government of India as Secretary to the Commission. 

8. Appeal to the Corn m ission.—Any person aggrieved by an order passed by the First Appellate Authority or 
by non-disposal ofhis appeal by the FirstAppellate Authority, may file an appeal to the Commission in the format given in 
the Appendix and shall be accompanied by the following documents, duly authenticated and verified by the appellant, 
namely:— 

(i) a copy of the application submitted to the Central Public Information Officer; 

(ii) a copy of the reply received, if any, from the Central Public In formation Officer; 

(iii) a copy of the appeal made to the First Appellate Authority; 

(iv) a copy of the Order received, if any, from the First Appellate Authority; 

(v) copies of other documents relied upon by the appellant and referred to in his appeal; and 

(vi) an index of the documents referred to in the appeal. 

9. Return ofAppeal.—.An appeal may be returned to the appellant, if it is not accompanied by the documents as 
specified in rule 8, for removing the deficiencies and filing the appeal complete in all respects. 

10. Process of appeak—( I) On receipt of an appeal, if the Commission is not satisfied that it is a fit case to proceed 
with, it may, after giving an opportunity of being heard to the appellant and after recording its reasons, dismiss the appeal: 

Provided that no appeal shall be dismissed only on the ground that, it has not been made in the specified format if 
it is accompanied b documents as specified in rule 8. 

(2) The Commission shall not consider an appeal unless it is satisfied that the appellant has availed of all the 
remedies available to him under the Act. 
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(3) For the purposes of sub-rule (2), a person shall be deemed to have availed of all the remedies available to him 
under the Act: 

(a) if he had filed an appeal before the First Appellate Authority and the First Appellate Authority or any other 
person competent to pass order on such appeal had made a final order on the appeal; or 

(h) where no final order has been made by the First Appellate Authority with regard to the appeal preferred, nd 
a period of forty five days from the date on which such appeal was preferred has elapsed. 

11. Procedure for deciding appeals.—The Commission, while deciding an appeal may.— 

(i) receive oral or written evidence on oath or on affidavit from concerned or interested person; 

• (ii) peruse or inspect documents, public records or copies thereof; 

(iii) inquire through authorised officer further details or facts; 

(iv) hear Central Public Information Officer, Central Assistant Public Information Officer or the First Appellate 
Authority, or such person against whose action the appeal is preferred, as the case may be; 

.(v) hear third party; and 

(vi) receive evidence on affidavits from Central Public Information Officer, Central Assistant Public Information 
Officer, First Appellate Authority and such other person against whom the appeallies or the third party. 

12. Presence of the appellant before the Corn mission.—(l) The appellant shall be informed of the date at least 
seven clear days before the date of hearing. 

(2) The appellant may be present in person or 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 Commission is satisfied that the circumstances exist due to which the appellant is unable to attend 
the hearing, then, the Commission may afford the appellant another opportunity of being heard before a final 
decision is taken or take any other appropriate action as it may deem fit. 

13. Presentation by the Public Authority.—The public authority may authorise any representative o any of its 

officers to prescnt its case. 

14. Service of notice 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 itself; 

(ii) by hand delivery (dasti) through Process Server; 

(iii) br registered post with acknowledgement due; 

(iv) by electronic mail in case electronic address is available. 

15. Order of the Comrnission.—The order of the Commission shall be in writing and issued under the seal ofthe 
Commission duly authenticated by the Registrar or any other officer authorised by the Commission for this purpose. 

[F. No. l/3512009-IR] 

MANOJ JOSH!, It. Secy. 

APPENDIX 

FORMAT OF APPEAL 

(See Rule 8) 

I. Name and address orthe appellant 

2. Name and address of the Central Public Information Officer to whom 
the application was addressed 

3. Name and address of the Central Public Information Officer who gave 
reply to the Application 
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4. Name and address of the First Appellate Authority Who decided the 
First Appeal 

5. Particulars of the application 

6. Particulars of the order(s) including numbet; if any, against which the 
appeal is preferred 

7. 8rief facts leading to the appeal 

8. Prayer or relief sought 

9. Grounds for the prayer or relief 

10. Any other information relevant to the appeal 

II. Verification/authentication by the appellant 

Printed by the Manager, Government of India Press, Ring Road, Mayapuri, New Delhi-Il0064 
and Published by the Controller of Publications, Delhi-I 10054. 
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