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Preface

Right to Information Act, 2005 was promulgated in 2005 to promote tfransparency
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 RTlI 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.

AJAY 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 recaiving RTI

Applications and expectation

from PIO

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 1/24/2007-1R 14/11/2007 | Designation of the CPIOs in the Organisations
specified in the second schedule of the Right
to Information Act, 2005.

3 1/32/2007-IR 14/11/2007 | Paint 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 1/2/2016-1R 17/8/2016 | Placing details of current/earlier CPIOs/FAAs

on the websites of Public Authorities -
regarding.




MOST IMMEDIATE
No. 34012/13(S)/2005-Estt. (B)
Government of India

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

New Delhi, Dated the 6™ October, 2005

OFFICE MEMRANDUM

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

The under signed is directed to say that Section 5 (2) of the Right to
Information Act, 2005 provides that every public authority shall designate an
officer within 100 days of the enactment of this Act, at each sub-divisional or
other sub-district level as a Central Assistant Public Information Officer 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.

) i
(T.Jacob)
Joint Secretary to the Government of india
To

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



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

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

OFFICE MEMORANDUM

Subject: Designation of the Central Public Information Officers in the Organisations specified

in the second schedule of the Right to Information Act, 2005.
e o O o

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 RTI applications.

2, The Act does not contain any special provision about the method of supply of information
in respect of allegations of corruption by the above referred organizations. 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 specify the First Appellate
Authorities within the organizations and publish the details of the CPIOs and the Appellate
Authorities.

(K.G. Verma

Director
Organisations specified in the Second Schedule of the RTI Act, 2005.
Copy to:
1. Ali the Ministries / Departments of the Government of India
2. Union Public Service Commission/ Lok Sabha Sectt./ Rajya Sabha Secretariat/ Cabinet
Secretariat/ Central Vigilance Commission/ President’s Secretariat/ Vice-President’s
Secretariat/ Prime Minister’s Office/ Planning Commission/Election Commission,
Central Information Commission/State Information Commissions.
Staff Selection Commission, CGO Complex, New Delhi
O/o the Comptroller&Auditor General of India, 10, Bahadur Shah Zafar Marg, New Delhi.
All officers/Desks/Sections, DOP&T and Department of Pension & Pensioners Welfare.

N W

Copy also to: the Chief Secretaries of all the States/UTs. Office Address with Location:
1 2

A~



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

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

OFFICE MEMORANDUM

Subject: Creation of a Central Point for receiving applications and designation

of appellate authorities under the Right to Information Act, 2005.
¥k %k

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 (P1O), 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 PIO to
whom an appeal under sub-section (1) of Section 19 of the Act can be made.
(For convenience such an officer is termed as the First Appellate Authority).
The Commission has, inter-alia, recommended that all Ministries/
Departments/Agencies/Offices, with more than one PIO, should designate a
Nodal Officer with the authority to receive requests for information on behalf of
all 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
PIO should create a central point within the organisation where all the RTI
applications and the appeals addressed to the First Appellate Authorities may be
received. An officer should be made responsible to ensure that all the RTI
applications/appeals received at the central point are sent to the concerned
Public Information Officers/Appellate Authorities, on the same day. For
instance, the RTI applications/appeals may be received in the Receipt and Issue
Section/ Central Registry Section of the Ministry/Department
/Organsiation/Agency and distributed to the 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 received are distributed the same day.

4



3. Sub-section (8) of Section 7 of the RTI Act provides that where a request -

for information is rejected, the Public Information Officer shall, inter-alia,
communicate to the person making the request the particulars of the Appellate
Authority. Thus, the applicant is informed about the particulars of the Appeliate
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 P1Os.

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

(K‘G.' Verma)
Director

pmd

. All the Ministries / Departments of the Government of India

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

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

Al et

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.

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

Yo



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

OFFICE MEMORANDUM

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

dodekkk

The Central Information Commission has brought to the
~ notice of this Department that officers of some of the public
authorities do not behave properly with the persons who seek
information under the RTI Act. The undersigned is directed to say
that the responsibility of a public authority and its public
information officers (P10) is not confined to furnish il information .
but also to provide necessary help to the information seeker,
wherever necessary. While providing information or rendering help
to a person, it is important to be courteous to the information
seeker and to respect his dignity.

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

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

compliance thereof. @Q

(K.G. Verma)

Director -
To
1. All the Ministries / Departments of the Government of india.
2. Union Public Service Commission/ Lok Sabha Sectt./ Rajya

Sabha Secretariat/ Cabinet Secretariat/ Central Vigilance
Commission/ President's Secretariat/ Vice-President's
Secretariat/ Prime Minister's Office/ Planning Commission/
Election Commission.
3. Central Information Commission/ State Information
Commissions. |
Staff Selection Commission, CGO Complex, New Delhi.
O/o the Comptroller & Auditor General of India, 10,
Bahadur Shah Zafar Marg, New Delhi.
6. All officers/Desks/Sections, DOP&T and Department of
Pension & Pensioners Welfare.

o s

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 shouid have a
component on sensitizing the officers about the need of courteous
behaviour with the information seekers.

Copy also to:

Chief Secretaries of all the States/UTs.



F.No0.1/2/2016-IR
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training

dedeke

North Block, New Delhi
Dated the 17'°August, 2016

OFFICE MEMORANDUM

Subject:-  Placing details of current / earlier CPIOs / 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 RTI applications.

2. In order to enhance quality and quantity of informat{on 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
- (CPIOs) and First Appellate Authorities (FAAs). During updation of the names
and designations of the CPIOs / FAAs, the public authorities remove the
names and designations of the earlier ones from their website. In the absence
- of complete details (name and designation etc.) of the CPIO concerned at the
relevant time, the Central Information Commission while adjudicating second
appeals faces difficulty in proceeding with the matter to afford reasonable

opportunity of hearing to CP1O, which delays disposal of the cases.

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

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

N\
Gy N
(Gayatri Mishra)

Director
Tele 2309 2755

and keep it updating from time to time.

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

O/o the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar
Marg
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Chapter 2

d Cost

S.No. File No. Date Subject

1 10/9/2008-IR 05/12/2008 Payment of fee wunder the RTl Act by demand
draft/bankers cheque/indian Postal Order.

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

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

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

5 12/31/2013-1R 11/02/2013 Timely intimation about payment of additional fee

under RTI Act 2005.




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

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

OFFICE MEMORANDUM

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

ok ok

The undersigned is directed to say that the Right to Information (Regulation of
Fee and Cost) Rules, 2005 provide that a person seeking information under the RTI
Act, 2005 can make payment of fee for obtaining information by cash or demand draft
- or banker’s cheque or Indian postal order. According to the rules the demand
draft/banker’s 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-IR dated 23" March, 2007 issued
instructions that the demand drafts/banker’s cheques/IPOs made payable to the
Accounts Officers of the public authority should not be denied. Inspite of the
provisions in the rules and instructions of this Department, some public authorities
still refuse to accept demand drafts/banker’s cheques /IPOs drawn in the name of the
Accounts Officer of the public authority.

2. Refusal to accept an application on the ground that the demand draft/banker’s
cheque/IPO submitted by the applicant has been drawn in the name of the Accounts
Officer may amount to 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 draft/banker’s cheque/IPO made
payable to the Accounts Officer of the public authority is not denied.

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

(K.G. Verma)
Director
' Tel: 23092158

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

I
Ve
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Vice-President’s  Secretariat/ Prime  Minister’s  Office/  Planning
Commission/Election Commission.

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

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

New Delhi.

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

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




No0.12/9/2009-IR ~
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training

Ve e ik

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

OFFICE-MEMORANDUM

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

Wk Nk

The Undersigned is directed to say that a question is raised from time to time
whether a Public Information Officer (P1O) has power to charge fee under Section
7(3) of the RTI Act, 2005 in addition to fee prescribed under Sections 6(1), 7(1) and
7(5) of the Act.

2. Section 6(1) of the Act enables the Government to prescribe application fee
and sub-sections (1) and (5) of Section 7 to prescribe fee in addition to application
fee for supply of information. On the other hand sub-section (3) of Section 7
provides the procedure which a PIO has to follow for realizing the fee prescribed
under sub-sections (1) and (5) of the Section. Details of fees that can be charged by
a public authority under the Central Government are contained in the Right to
Information (Regulation of Fee & Cost) Rules, 2005. The Rules or the Act do not
give power to the PIO to charge any fee other than prescribed in the Fee and Cost
Rules. Attention in this regard is invited to following extracts from the common order
passed by the Central Information Commission in Appeal No. CIC/MA/A/2008/0185
(Shri K.K. Kishore Vs. Institute of Company Secretaries of India) and Complaint
No.CIC/WB/C/2007/00943 (Shri Subodh Jain Vs. Dy. Commissioner of Police) :
“The Act under proviso to sub-section (5) of Section 7 also provides that fee
prescribed under sub-sections (1) and (5) of Section 7 shall be reasonable
and no such fee shall be charged from the persons who are below poverty
line as may be determined by the Appropriate Government. The
Government has 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
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“Thus, there is provision for charging of fee only under Section 6(1) which is
the application fee; Section 7(1) which is the fee charged for photocopying
etc. and Section 7 (5) which is for getting information in printed or electronic
format. But there is no provision for any further fee and if any further fee is
being charged by the Public Authorities in addition to what is already
prescribed under Section 6(1), 7(1) and 7(5) of the Act, the same would be in
contravention of the Right to information Act. The “further fee” mentioned in
Section 7(3) 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 o make rules, for charging fee towards supply of information which
may include fee for supply of books, maps, plans, documents, samples, models etc.
that are priced and towards postal/courier charges for mailing information, when
postal/courier charges are in excess of minimum slab prescribed by the Department
of Posts and for other similar situations.

4.  The Right to Information (Regulation of Fee & Cost) Rules, 2005 already
provide provisions for charging of fee for giving information in diskettes or floppies or
in the form of photo copy; for providing samples, models, printed material like books,
maps, plans etc; and for inspection of records. The Government have, however, not
considered 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 PIO may refuse
to supply the information in that form.
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Contents of this OM may be brought to the notice of all concerned.

S

(K.G. Verma)
Director
Tel.23092158

All the Ministries/Departments of the Government of India.

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. -

State Information Commissions

Staff Selection Commission, CGO Complex, New Delhi.

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

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

Copyto: Chief Secretaries of all the States/UTs.

Copy also to : Central Information Commission with reference to the

Commission’s recommendation referred to above.



Mo F 152011 R
Government af India
Ministry of Persornel, FG & Pension
Department of Persannel & Training
Morth Block, Mew Delhi
Dated Apri! 26, 20011
To

t.  The Chief Secretares of ali States/UTs (excepi JAK]
2. The Registrars of all High Courts
3. The Registrar of the Supreme Court

Subject:- Harmonization of tee payable under the Right to Infarmation Ach, 2005.

sewEd
S,

Sections 27 and 28 of the Righl to Information Act, 2005 empower the
appropriate  Governments and the Competent Authorities to make rles to
prescribe, inter-alia. the fees payable under the Act. In exercise of the powers, the
Central Government, State Governments, High Courts eic. have notified rndes. 1t
nas been observed that the fee oprescibed by dificrent appropriate
GovernmentsfCompetent Authorities s al great varonce.

2. The 2™ Admirtstrafive Reforms Commission has, in this regard recommended
thal the Stales showld frame Rules regarding application iee in harmony with the
Central Rules and ensure that the fee should not became a disincentive for using
the right to information.

3. Al the Slotes/Compelent Authonties are, therefore, requesied lo kindly
review their Fee Rules and to prescribe {ee in consonance with the fee prescribed
by the Government of india. A copy of the Right to information (Regulation of Fee
and Cost] Rutes, 2005 notified by the Government of India is enclosed for reqady
reference.

4. Kindly inform us of the action {aken in this regard,

+

(K.E, ‘v‘rmr:_:}'
Direclor
Tel, 230 2158



o NO.F. 10/9/20084R
Govermmment of India
Ministry of Personnel, PG & Pension
Deparfmant of Parsonnel & Training
North Block, New Delhl
Dated Aprdl 24, 2011

Subgeci Paovmenl of lea under the RT| Act by ingian Postal Order.

ik

The undersigned is directad o say tha! tha Right fo Information (Regulation of
Fee and Cost) Rules, 2005 provide thatl a person seeking information under the BTl
Act, 2008 can make paymeant of tee for oblaining Informafion by cosh or demand
draft or banker's cheque or Indian Postal Order. It has been brought to the nolice
of this Department that some public authordties do not m:c:e»pt fes through the
Inchian Postal Orders.

2. As stoted above, one of the gpproved modss of payment of fas under the
Rules s through indian Postal Order. Refusdl to accept fee through the IFO may be
treated as refusal to accept the application. It may result inio impoestfion of penalty
by the Central information Commission on the concemed Central Public information
Officer under Section 20 of the Acl. Al the public authorfies should, therefore,
ensure that payment of fee by IPQ is not denlad. '

3. Contents of this OM may be bmugsh'f io the notice of all concemead.

Dimcim
Tole 2307 2158

All the Ministries/Departments of the Govemment of India

- 2 Union Public Service Commbsion/lok Sabha Secretanialt./Raiva Sabha
Secrefanal/Cabinet Secretanct/Cenkral Vigilonce Commisson/President's
Secrefarat/Vice-President’'s Secrefariat/Pdme Minister's  Office/Planning
Commission/Bection Commission

Ceniral Information Commission
Staff Seleclion Commission, CGO Complex, New Deihl

Cffice of the Compiroller & Auditor General of india, 10, Bahadur Shoh Zafar
Marg, New Delhi

8. Al Officers/Desks/Sections, Department of Personnel & Training and
Depariment of Pension & Pensons Wellare

Copylo:  Chief Secretaries of all the Siates/UTs,



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

North Block, New Delhi - 110001
Dated : 11.2.2013

OFFICE MEMORANDUM

Subject: Timely intimation about payment of additional fee under RTl Act
2008.

"It has been brought to the notice of the Central Information
Commission that some CPIOs inform the informatidn seeker about the
additional fee under sub section 7(3) of the RTI Act at the fag end of the thirty
days period prescribed for providing the information under sub-section 7(1) of
the §TI Act.

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

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

e
(Sandeep Jain)

Deputy Secretary
1. /?\II the Ministries | Departments of the Government of India

Lo e 2 'lbnio,n Public Service Commission,. Lok Sabha Sectt, Rajya Sabha ..
N ecretariat, Cabinet Secretaiiat, . Central Vigilance Commission,
resident's Secretariat, Vice-President's Secretariat, Prime Minister's Office,
lanning Commission, Election Commission.
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3. Central Information Commission/S’rdfe 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 :- Chief Secretaries of All the States/UTs




Chapter 3

S.No.

File no

Date

Subject

1/14/2008-IR

28/07/2008

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




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

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

OFFICE MEMORANDUM

Subject: Clarification regarding Sub-sections (4) and (5) of Section 5 of the Right to

Information Act, 2005.
% %k

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

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

Commission may impose penalty on or recommend disciplinary action against the
PIO. ‘

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.

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

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

Marg, New Delhi.

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

w»hk W

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



Chapter 4

e-IPO & online filing of RTI

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-IR | 07/10/2013 | Extending the facility of e-IPO for payment
of RTI fee in Indian Mission by Indian
citizens abroad.

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

4 1/1/2013-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.
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No.1/44/2009-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated the 22™ 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.epostoffice.gov.in. It can also be accessed
through India Post website www.indiapost.gov.in . As per RTl Rules, 2012,
fees may be paid by electronic means, if facility for receiving fees through
electronic means is available with the public authority.

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

3.  The user needs to get himself registered at the website. He has to
select the Ministry/Department from whom he desires to seek the
information under the 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 RTI application. If the RT| application is

being filed electronically, elPO is required to be attached as an attachment.

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



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

(Sandeep Jain)
‘ Deputy Secretary .

-

All the Ministries/Departments of the Government of India

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

Staff Selection Commission, CGO Complex, New Delhi

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

arw

Saders Jom




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

North Biock, New 15&11{1 |
R Dated the 7" October, 2013 -
OFFICE MEMORANDUM

Subject. Extendmg the faclhty of e-lPO for payment of RTI fee in Indxan stswns by

L ,' }_22 03.2.01'3 to famh:ate Iudxan cltmens abroad acmss the globe to purehpse ame-IPO by v
o __paymg the: fee on]me to access the mformatlon nnder the RTI Act, 2005 from the Cemra] .

:"'-oftheprocedm'eareasmder

,"_ta:]l'The user - needs to get: hmself reglstered at exther of the two websxtes
L .;httu*J/wwwepostoﬂicezovm orwwwmdxavostgovm e T

:ﬁ.'-[b] '.H\e has to select the mestry/Department from whom he desxres to seek the

¥ . inforgration under the RTI Act and the e-IPO so generated, by making payment -

usmg Debrt or - Credit card, can be used o seek mformanon ﬁ'om that
(d .'A ‘printout ¢ ofthe eIPO is reqmred to.be attachéd with the RTT apphcatlon Ifthe
- .:;.RTI apphcanonxsbemg ﬁled eleciromcally e-IPO 1srequn'edtobe attachedasan

{d]‘ '_Thls faclhty is only for purchasmg an Indlan Postal Order electromcaﬂy Al] the
~ requirements for ﬁlmg an RTI- appllcatlon as well as other provxsmns regardmg

Cl ehgxbxhty, time lmnt, exemptlons etc as ‘prov1ded in the RTI Act, 2005 w111 |

: 'oontmue 10 apply

S It has’ been brougbt to the notlce of ﬂns Department that Indxan cmzens hvmg

abroad dre facing dxfﬁcultles in. payment of. fees for accessing: mformanon fmm Indxan

Nhssxons/Posis abroad as the faclht) of e-IPO was not avaﬂable wnh them

-4 n order to facilitate for obtammg the mformatlon under the RTI Act, 2005 by
the Indian citizen living abroad from' Indlan Mlssmns/Posts under Mmstry of Externa
Affalrs, the facllxty of e—IPO is extended to’ 176 Jndian Mlssxons/Posts Llst is enclosed.



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

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

All the Ministries / Departments of the Government of India.

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

Central Information Commission/ State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi.

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

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

Welfare.

(=1

wopw

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.



S.no. Name of the Indian Mission/Post

1 Embassy of India,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 gEmbassy of India, Luanda, Angola

8 Embassy of india, Buenos Aires, Argentina

9 Embassy of India,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 India,Vienna, Austria

15 Embassy of India, Baku, Azerbaijan

16 Embassy of India,Manama, Bahrain

17 High Commission of India,Dhaka, Bangladesh

18 Assistant High Commission of India, Chittagong, Bangladesh
19 Assistant High Commission of india, Rajshahi, Bangladesh
20 Embassy of India, Minsk, Belarus

21 Embassy of India, Brussels, Belgium

22 Embassy of India, Thimphu, Bhutan

23 Consulate General of India, Phuentsholing, Bhutan
24 High 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 Seri 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 India,Copenhagen, Denmark

46 Embassy of india, Cairo, Egypt

47 Embassy of India,Addis Ababa, Ethiopia



48
45
S0
51
52
53

55
56
57
58
59
60
61
62
63
64
65
66
67
68
69
70
71
72
73
74
75
76
77
78
79
80
81
82
83
84
85
86
87
88
89
90
g1
92
93
94
95
96
97

High Commission of India, Suva, Fiji islands

Embassy of India, Helsinki, Finland

Embassy of India, Paris, France

Permanent Delegation of India to the UNESCO, Paris, France
Consulate General of India, Saint Denis, Reunion Island
Embassy of india,Berlin, Germany

Consulate General of India, Frankfurt, Germany
Consulate General of India, Hamburg, Germany
Consulate General of India, Munich, Germany

High Commission of india, Accra, Ghana

Embassy of India, Athens, Greece

Embassy of india, Guatemala City, Guatemala

High Commission of india, Georgetown, Guyana
Embassy of India, Budapest, Hungary

Embassy of India, Reykjavik, Iceland

Embassy of India, Jakarta, Indonesia

Consulate General of India, Medan, Indonesia
Embassy of india, Tehran, Iran

Consulate General of India, Bandar Abbas, Iran
Consuiate General of india, Zahidan, Iran

Embassy of India, Baghdad, Iraq

Embassy of India, Dublin, Ireland

Embassy of India, Tel Aviv, israel

Embassy of india, Rome, Italy

Consulate General of india, Milan, Italy

High Commission of India, Kingston, Jamaica
Embassy of India, Tokyo, Japan

Consulate General of India, Osaka-Kobe, Japan
Embassy of India, Amman, Jordan

Embassy of india, Astana, Kazakhstan

High Commission of india, Nairobi,Kenya

Assistant High Commission of India, Mombasa, Kenya
Embassy of India, Pyongyang, DPR Korea

Embassy of India, Seoul, Republic of Korea

Embassy of India, Safat, Kuwait

Embassy of India, Bishkek, Kyrgyztan

Emnbassy of India, Vientiane, Lao People's Democratic Republic
Embassy of India, Beirut, Lebanon

Embassy of India, Tripoli, Libya

Embassy of India, Antananarivo, Madagascar

High Commission of India, Kuala Lumpur, Malaysia
High Commission of India, Male, Republic of Maldives
Embassy of India, Bamako, Mali

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

Embassy of India, Ulaanbaatar,Mongolia

Embassy of india, Rabat, Morocco

High Commission of India, Maputo, Mozambique
Embassy of india, Yangon, Myanmar

Consulate General of India, Mandalay, Myanmar



98 High Commission of India, Windhoek, Namibia

99 Embassy of India, Kathmandu, Nepal

100  Embassy of india Camp Office, Biratnagar, Nepal

101 Consulate General of India, Birgun}, 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 India,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  Em bassy 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, leddah, Saudi Arabia

123  Embassy 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, Slovenia

129  High Commission of India, Pretoria, South Africa

130  Consulate Genera! 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, Juba, 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, Dar es Salaam, Tanzania



148
149
150
151
152
153
154
155
156
157
158
159
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161
162
163
164
165
166
167
168
169
170
171
172
173
174
175
176

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

Consulate of India, Chiangmai, Thailand

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

Embassy of India, Istanbul, Turkey

Consulate General of India, Istanbul, Turkey

Embassy of India, Ashgabat, Turkmenistan

High Commission of India,Kampala, Uganda

Embassy of India, Kyiv, Ukraine

Embassy of India, Abu Dhabi, UAE

Consulate General of India, Dubai, UAE

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

Consulate General of India, Atlanta, USA

Consulate General of Iridia, Chicago, USA

Consulate general of India, Houston, USA

Consulate General of India, New York, USA

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

Embassy of India, Caracas, Venezuela

Embassy of india, Hanoi, Vietnam

Consulate General of india, Ho Chi Minh City, Vietnam
Embassy of India, Sana'a, Yemen

High Commission of India, Lusaka, Zambia

Embassy of India, Harare, Zimbabwe



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 url https://rtionline.gov.in has been
launched. This portal, developed by NIC, is a facility for the Indian Citizens to online
file RTI applications and first appeals and also to make online payment of 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 RTl 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 NIC/IT personnel attached with the
Ministries/Departments, by DoPT with the help of NIC, within next 2-3 weeks. The
schedule for such training would be intimated to the RTI Nodal Officers directly. It is
requested that training for all the CPIOs and FAAs may be organized by the
concerned Ministry/Department, through these officers trained by DoPT/NIC.

5. The screen shot of the home page of the portal, the terms and conditions and
copy of the O.M.No.1/1/2013-IR dated 08.04.2013 issued in respect of DoPT are
enclosed for information.




6. The contents of this OM may be brought to the notice of all concerned.
t_g [ \«\C}\&Y 1:"7‘_\“

(Sandeep Jain)
Deputy Secretary
Tele : 23092755

All the Ministries/Departments of the Government of India

Copy to:

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

Central Information Commission.

Staff Selection Commission, CGO Complex, New Delhi

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

HON
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RTI Online

Home Submit Request SubmitFirstAppeal View Status  FAQ

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

Online RTI Information System

~ H

. s S . . Login for Registered Users
This is a portal to file RTI applications/first appeals online e

along with payment gateway. Payment can be made
through internet banking of SBI & its associate banks and .

I debit/eredit cards of Master/Visa. Through this portal, RTI Username: (:::
applications/first appeals can be filed by Indian Citizens RIGHTTO Password: ::]

unly for the main ministries/departments of Central Govt,, INFORMATION signtn
located at New Delhi. RTT applications/first appeals should /
i not be filed for other Public authorities under
i Central/State Govt. through this portal. ’
Not Registered Yet ? Euagot Password

Please read instructions carefully while

submitting request/appeal. Sign Up here

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

i

Right to Information Act 2005 Important links

Right to Information Act 2005 mandates timely response to citizen requests for government  Nuyional informatics Centre
information. It is an initiative taken by Departmeant of Personnel and Training, Ministry of oo
Personnel, Public Grievances and Pensions to provide a RTT Portal Gateway to the citizens for  Right to Information

quick seavch of information on the details of first Appellate Authorities, P10s ete.

Copyright (¢)2013 NIC All rights reserved. Designed and Developed by National Informatics Centre NIC New Delhi

http://rtionline.gov.in/ : 05-04-2013
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GUIDELINES FOR USE OF RTI ONLINE PORTAL

. This Webh 1:7011'(11 can be used by Indian citizens to file RT] application online and also to make payment for RTI épp]ication

online. First appeal can also be filed online.

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

Portal to only Department of Personnel and Training (DoPT).

. 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.

. The text of the application may be written at the prescribed column.
. 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

10.

1L
12,
13.
.14,
15.
16.

17
"8,

19.
20.

“Supporting document”.

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

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

After making payment, an application can be submitted.
No RTI fee is required to be paid by any citizen who is below poverty line as per RTI Rules, 2012, However, the applicant
must attach a copy of the certificate issued by the appropriate government in this regard, alongwith the application.

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

any references in future,

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.

In case additional fee is required 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/ber e-nail alert.

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.

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

As per RTI Act, no fee has to be paid for first appeal,

At present, an applicant/the appellant can see the following status :

(i) Application filed on..

(ii) Additional fees, if required..

(iii) Appeal filed on..

(iv) Replied on..

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

1 have read and understood the above guidelines.

ESubmifj(Canoeﬂ

http://rtionline.gov.in/guidelines.php?request

05-04-2013



No.1/1/2013-IR
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 url https:/rtionline.gov.in has been
faunched. 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 RTI Rules, 2012, RTI application fee is Rupees 10/-. No
RTI fee is required to be paid by any citizen who is below poverty line. However,
such applicant must attach a copy of the 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 RTI 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 RTI Act.

5. Each CPIO has been provided username and password by the Nodal Officer,
to login. All CPIOs 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 CPIOs 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 RTI Cell should aiso
be entered in the Portal by the Nodal Officer/RTI Cell, before forwarding to the
concerned CPlO. The RT! applications received physically through Dak directly
by the CPIO should also be entered in the Portal by the concerned CPIO. The
CPIOs should reply to such applications physically through post.

10. It may be noted that management of RT| applications/first appeals received
henceforth would be through this portal and not through the existing RTIMIS.
However, CPI10s/FAAs may continue to use the RTIMIS to clear the pendency,
for the RTI applications/first appeals lodged in RTIMIS till date.

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

s»{/ﬂ
(Sandeep Jain)

Deputy Secretary
All Officers/Desks/Sections, DOP&T




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

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

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

In continuation of this Department’'s O.M. of even number dated 22/04/2013, it is intimated
that the facility of RT! 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 21% 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 CPIOs and First Appellate Authorities (FAAs)
may be provided by the concerned Ministry/Department, through the officials trained by DoPT/NIC.
If required, further training can be provided by DoPT/NIC, on the request of the concerned
Ministry/Department. User name/password to all the CPIOs and FAAs are to be provided by RTI
Nodal Officers of the concerned Ministry/Department. It is imperative that the RT1 Nodal Officers
update the details of CP1Os/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.
Wlam 7 T L,
{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, CGO Complex, New Delhi

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



LIST OF MINISTRIES/DEPARTMENTS TO WHOM RTI ONLINE WEB PORTAL
FACILITY HAS BEEN EXTENDED

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

DEPARTMENT OF CHEMICALS & PETROCHEMICALS
DEPARTMENT OF COMMERCE

DEPARTMENT OF CONSUMER AFFAIRS
DEPARTMENT OF DISINVESTMENT

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

13. MINISTRY OF CULTURE

14 MINISTRY OF EXTERNAL AFFAIRS

15.MINISTRY OF FOOD PROCESSING INDUSTRIES
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

©CREXNDO A WM =



No. 1/1/2013-R
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 RTl applications.

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

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

3. In view of the above, it is again requested that the RTI applications
received physically {through post or.in person) in RTl Cell should also be
entered in the portal by the Nodal Officer/RTl Cell, before forwarding the
same to the concerned CPIO. Similarly, the RTl applications received
physically directly by the CPIO should also be entered in the portal by the
concerned CPIO before reply. Similar procedure is 1o 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 o be entfered in the
system/portal, as disposed off. This would provide an accurate picture in RTI
MIS about the disposal of RTl applications/appeals by a public authority.

5. The above instructions may be brought to the notice of all concerned
for strict compliance.
S“»\a\&y r
(Sandeep Jain)
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, SSC, O/o C&AG

~
O\ Y



Chapter 5

RTI cell

S.No. File No. Date Subject

1 1/12/2010-IR | 19/05/2011 | Effective Implementation of RTIl Act, 2005-Setting
up of RTI Cells.

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

3 1/12/2010-IR 7/7/2014 | Financial assistance for Setting of RTIl Cell in
Public Authority.




Mo, 11 202010-1R
Government of India
Mipastry uf Persennel, PG & Pensions
Department of Personnel & Training,

PERLE]

Morth Block, New Delbi
Dated: T4k, May, 2011

OFFICE MEMORANDUM

Subject: Effective Implememation of RTL Act, 20035-Setting up of RT] Ceils.

The undersigned is directed to refer 1o this Department’s OM Mo, 1/32/2007-IR dated 14™
November, 2007 whereby al] the public authoriies with more than one Public Information
Officer (PI0) were advised 10 ereaie a Central Foint within she orgapization o meceive RTH
applicauons and appeals vl ensure quick distnbution thereo!. Expericnce of past five vears has
shivwn that there is & need to expand the scope of the Central Point so as 1o deal with the RTI
related issues effectively.

1

Lo this context a BT Cedl has been set up in the Departrnent of Persannel and Training
(hy reorganizing the staff in Admicistration Division} with the Tolknaiog functions:

#) W receive R applications’ appealsidecisions of the Central Informaetion Commission
(CTC) and to route thern to CPIOs /A As;

b) dispatch replies to RTI requests and appeals including tye lettzrs requiring the applicants

to deposit additionu] fe;

¢} tramsfer applications not pertaining lo the public authority to the concerned puklic
agthority,

)

B}

maintain Hsts of PI0s, First Appellate Aathorities and sheir link officers, and

coordinate the work relating to prosctive disclosure, and the  Apnual Repirt of the
Central Information, Commission ete,

A zopy of the OM Na. 2102050 dated %" July, 2010 detailing the roles and functions of the RT1
Cell is enclosed al Annexure |

3. Subseguent 1o the seiting up of the Cell, detsied instructions were issued o outline the

procedures for handiing R11 applications’ appeals vide OM No 2/10/2010 dated 16" July, 2050
(Annexuie 17). This cell has been functioning lor the fast 9 moenths and has resulted i bester
compliance with the provisions of the RT1 Act, 2045,



4. bt is recommended that Ministries’ Departments may set up RT] Cells to streamiine the
receipt and disposal of RT1 Applications. They may use the arrangements made by DoPT wvide
D5 referred 1o above with suitable modifications.

5. Mirstries’ Departments may also avail of 2 one-time prant of up w Ry 5000000 for
procuring a computer aloge with a printer and scanner facility for RTIL Cells under the Censrally
Sponsored Plan Scheme “Improving transparency and accountability through  Effeclive
Irnplementation of RTI™ being implemented by this Department.  Balance expenditure may be
met by the Ministnies /departments from their own funds. Central Public Authoriies may send
detailed propesals as per proforma in Anpexare [T to Deputy Secretary (IR), Room No. 280,
North Block, New Delhi -1 10001, Telefax: 23093074, emal] psdni-dopuitaic in

&, The status of setting up of RT1 Cells by afl Central Public Authorities may kindly be
imtimated 1o this department by 31 July, 201}

[KNG' 'vgmﬁ)
Director

All the MinistriesTepuriments of the Government of India.

2. Umion  Public  Service  CommissionTlok  :abhka  SecrelariatBajya  Sabha
Secretariat’/Cabiner  Secretapiat’  Central Vigilance Commission  / President’s
Secretarial’Vice-Presidenis's SceretariatPrime Minister's CHficePlanning
Commission/Electien Commissicn.

3. Central Information Commission.

Staff Selection Comenission, CGO Complex, New Dielh,
5. Office of the Comprroller & Audeter General of India. 10, Bahadur Shab Zafar Marg,
New Delhi.



MMEDIATE  AIANE RURE™-T
No.2/10/2010-CR

Governmeni of India
Ministry of Personnel, Public Grevances & Pensions
Department of Personnel & Training

Norh Block. New Delhi

Oated 9" July, 2010
OFFICE MEMORANDUM

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

in order to strengthen the system of RTl implementation in the
Department of Personnel and Training, a RT1 Cell has been set up. The RTI
Cell shall act as a noda! point for all RT! implementation issues within the
Deparment. The Cell is hosied in the Administration Division and is headed
by Under Secretary(Administration) under overall supervision of

Director{Administration).
2.

L

The RT| Cel will perform the following functions:

The Celt will be a single reference point 10 receive applications,
appeais, complaints and decisions ¢f the Ceniral Information Commission;

ii. The Cell will ensure uploading of all applications and appeals received -
by it on the RT-MIS;
. Al replies to RTI requests and appeals will be despatched by R&|

Section through the RT] Cell. This will include letters for deposit of additional
fea:

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

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

vi. The Cell will transfer applications not pertaining to this Department 1o
the concemed public authority;



vii. Coordinaiion for the Department regarding:
(7]

» Proaciive disclosures under Section 4.

= "Systemic changes that can be introduced io reduce the
number of queries on a particular arealprocess;

« Formulation of FAQs on information that can be accessed
from the Deparment,

+ nformation dissemination through the Information Fachitation
Counter {IFC);

« Maintaining lists of CPIOs, FAAs and link officers:
« Annual Repon of the CIC,

vi.  Preparation of periodic monitaring reports regarding disposal of RT1
requests/Appeals and compliance of CIC instructions.

3 All concerned are requested 10 provide necessary cooperation to the
Rl Cellin discharge of s functions. |

(Rajiv-Hal)
Uingetar

All the CPRIOs/officersiDesks/Sections in Department of Personnel &
Training

Copy 10 -

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

Copy for information o ;-

EDRSS

AS(S8V]

JIE)

JO(ATERA)

J5(Trg.)

JS(Vig)

Secretary, PESB
PPS 1o Secretary(P)

or ~ b th Bt P -



ANNERURE =TT

IMMEDIATE
Mo 2 10/72000-CR
Government of Indig
Ministry of Personnel, Public Grievance: & Pensions
Department of Pessonnel & Training

EXEERLEE

Motth Block, New Delnl
Doled &% july, 2010
OFFICE MEMORANDUM

Subject. Streamlining Receipt, Disposcl and foliow-up of RTl requests and
Appeals.

1.9 B noted ot the rag
raquaests dnd aopeals

e, folow-uo anc monidoking systern for R
i NGt smearalined which hgs resutted in iole
disposa of such requasts ond on mcny Docasions B has also inviied
displeasure of the Centralinformation CommissionzsT |00,

2.0 An BT Cell qas heen el up unde’ The charge of US [ Adminisiialion] 10
coordingte o work iglaling 1o disposal of BY request ono appeas and
its functions have peen detgied vide OM No, Z/10/20'3-CR dated
July, 20100 in condinuction of the alorssaid OM deiailed instructions Tor
deaing wilh BT R=quests ond apoeck ae given here under which

need 9 pe sorupulboshy iollowed by al Corcerned.

3.0 Receiptof RTl Applications

31 ET Reguests ore receivad in this Depanment through following mears

i) Direct receipt it the Centro! Beceipt |C

My Cirecily
]  Received oy Semor Ofhcers Qs relfgrenc

srence frorn omer Daparirents
or from other Public Autborfiss especially,. PMO ana Cobne
Secretariat

R) section;

aived by he congemed CRE

L
A3

As scan s anry RT opbfcaiorn s received by any officer or I Qanry
olfica, i* wil be immediately szni to 50 (RTI Cell), olong witn 1he

payment, i ary, enciosed This wil apply even Yo the opplications
seceived by the CTPIOs,

33 FT O Paondle fhe onmaicaions & s ':,;i"".,‘“"'{' e S0 T TE



If ar &7 request does rol concerr ST @ woud rrmadiately be

sl 10 o cornoermed pobhic aottonity, Soon Cosos wil be

finclized by US  JAdrwnist-cuond, «wba oy consd? Deecior
LAGminist-ohan) o5 Da! fesd, Howoweo:, SUCT Consiahiom:s should

Ee dores on on uargent Hoss and notin @ routing mdnrer,

In cose, Wicomalior penons 1o DOPT and gne ather Pobilc
Autharty, part rat concems the athar Pubio auibanme would Be
rarsferred o inerm Dy RTE Cell o ne eval of U5 {Adrrnstahom),

I cose, part of the irformation perains o DOPT and remaining
part martains to more thom one Pubiic Acinority, Furtner orocessing
will be maode anky reganding ine par that concarns DiSPT and o
per ewsting instuctions applicant wil be infermed 1o make o

cenaraic request o comcermed Pubiic Aythoarnilies ot hifher owen
v el

RYl Cell would exgmirs thal comect fee [by comec! model has

beern received. In cose s N0t 500 the applicalicn would De
refurned with the rermarks that It may be resubmittec dlong with
corract lae oy corect mode!

For applications whare cored) fee bos peen submiiied the ‘e wil

be deposited by RT Celland receip’ sbigined, Theeafer
A IT tre BT cpplizalion concerns onky one CPIC & wonid be
marked 1o the concermned CPIC alang with the ize receip!
after making necesory enines into the S7-MI5 Theregfier,
the aopicabon would be handied onder the relevant
provisions of 871 Azt by the concemead CZPWO.

i) i the information sought ~om DoPT concers more *nan ong
PRI, Ine origingl application would e enfered Mo the 75

WIS ang fheregiter, seporoie copies would be marked 1o

ing rawevan! CP1Os who owould bran handle them 0s
ircependent RT opolication. 0 inese coses tha fee -ecep!

wiall be st to 1he TPV Zeching with the Grst oon of duery.

il I gf coses o ouniguee R Registalior nomper will oe
generated, wiich wil 2nable moritoning bi the gpolicalion
is disposad off Incose, oors of ore appliczfon is being sent
w omore than ore CPED onigue omber wi be gererated



Lt
I

4.0

i=- mock ot ihe Costs Howawsl, Bos2ch Somis nomibeding

wolLlt! oo soch tnal e 2 e possicle 10 inv al ine parts
Tomather

W ormay Derenernied thal vide Oeder Ho 2034 2010-C8 ooted 706207000
hos been oid down thal no CPID wil rzluse ‘o accept an apolicabon
whign has beaen narkes to the™ by e Coordiration Sechar now v
ced]. Im casz this hoppens, BT Call would wmmedioialy biing this 1o the
Aotice of Direcior TAIminiIsion, whio wil lake further necssary
aclion urgerntly ond If needed, Dring it 10 the rofice »° ine higher
cutnerities as mentoned inshe Cioresd Qrgder, Such cases of refusal

by CPIO wouid be viewed exfremely seflously and maoy result in
disciplinary actlan.

However, i case o TR0 R genunaly aggreved with wrong matking of
an BTl reguest, be will personcily Dring it o ‘e notce of Diaciy
lAdminisirgnor] wh will gitner refuse

he request o agree Lo ransier
i tul o g pord 28 ihe RY requesi to anotrer

CPO 5L 1 o chonge s
made, the appication will be routed again through RTE celt which wili
make necessary comachons in the ’RTI-MIE T however, reitergied o
til the Yime the apphication [or o part *hereci] i frarstersd fo onother

I.:P‘-:} by t'ﬂ‘E ﬂ.rl tEﬁ, THB CPHI;:_:O "D W?-'DT'T" i: W{js Drigind‘.,y, mgkeﬁ Wig'
continue 1o remain responsitie,

Dizsposal of BTl application: by CPICs

lal The concermned TR0 would handie the R request 0s per the

2

provinons of the Act/Bules ard once the reply it regdy o De e,
ey wih be ‘made into the FM-MIS and the reply woud e
vpdotded, An intimoucn will outomatically recch the BT cel, s
oo 05 the above s dong, KN cell will noi dispateh RT leters |
replies untess this Infimafion is received fhrough the system.

=
&
L)

[B]  Afierrelevont enty & made in the RTLMIE fhe SP0 will keep he

repiy in the envelope and delals of sne BTl Regishration ne ond
nature of reply stc. would be supenscriped on the enwvelohs

Dirgctor Adminishofion) wili be providing specia envelopes
lcated 8T aqavelopes) = ab CPOs and AAs arnd gl
coresoerdence  wilh  appicart:  will e maobed

i1 these
e CODes,



5.0

i

These erveiope: w be send bo lhe BT Dall who wil fherecHe:
ersule depalzn of thesse replies thoough 5A1

ced ot pal Ing
estanlish e

oroceciyne and make nacessary eniny into the 8T
regording dispoich date g9ng medns,

Sl UL

e order 10 enspta ead the hee iy for duposor o applicalions
are mel, CTPC: (ana Aas) ore requred o @erd the meplies fo ®i

c=il af leasl 2 days beioe the Gegdine.

it s possibie fhet addiiional fee = reguired ‘o be oaid belore o
equest can be enifertoined. Tne concemed CPIC will mare
relevant antry nts ihe BTRAMS which would resolt in o slandard
tetter being generated thraugh the sothware giving ful de1ais of
the BT query as well as addinional fes o be depositen. This etier
wik be sent o BTl Cell for furtner dispateh. Such additiond fee
wheneve received [either dirgclly by the CPID or throwgh CR
Saection! will ogain be seni to ®¥ Cel' who will theregher deposit
‘his with the Cash S2ction and opdaote e BTEMIE accordingby.
ThereoXer, the intimafion of receipt of gddilicral iee witl be sent
1o the concemead CTPIC for furtner getion in the moher,

In sorne coses;, aninjenm reoly 15 sent 1o he applicant, although
these cormmunicalions wil o Qe gispatched througn R Cel, no
entry mio the RTLMS will be made regarding swch interm rephies,

Recelpt and Disposal of RTI Appeals

The syster for recaiving and ngndéng the oppedls will be simpler as in
such coses the name of the Appellale authority |AA] 5 known 10 the BT
apphcant and no payment of fee it invoived.

{a)

)

1C]

AS cnd when an appadal B recewved by a0 A4 s'he will moks
recessary eatyy o ins RTEMIS and wil handie it o5 per the
provisians of the Act/ Pules.

i ary appant s raceived directly in the CF Section o by an officer
whia is of the concemed A4, ol sucn references wik be sent 10
the RT Cell who will make necessary entry in'o RT M3 ana forward
il 1o the concamnad &4 lortaking necessary achon.

Im cose apped is received rough e-nail, o print out wli oe Reken
ana entry wil be made into tha WS and therealtern t wowd De

marchied like Oy olhe apped receivad friough post.



6.0

1.0

B.0

?0

(! O dspeesol of oo

ooens Drocadore for nordeg thern wouid e
the sovae o creetinidesd for disposa of KT apolications.

Monitoring of RTi applicalions ond appeals

T amiis hgve baen prescnoed ander thae BT o and weles regarding
disposar of 8Ty appdicatons ans apoegs and o, the CHi0: and AAs ore
sxpected 0 agnare 1o e, &N cell would geremate;

(o Excepton tepots of coses where disposal mas not peRen made
witrin 25 doys of e recect of RT request and appzals. These
would e posted on the Inlio-hlr. w0 thot 15 anos ofher
supervisory offices may alsc follow up with the concarmed CPIC.

& oty report of all BT iequests seceved and disposed ofi
dunng e month witn g Sompaiive pichure. Tese reoors wil
also ‘b= posted on the It RGP

] & ouarterly report regarding disp2sl and receip's inciuding CPIO
wise analysis of disposa.

Id}  Anroos Reports 05 prescibed Dy fne TIC

Tnis system of centralized managemeant of BTi opplicanions! appeas will
b followed Dy ol Swisions oooted in Morth Block, As for as offices
msaied in JNU Campus [Training Divison] oF Lok Nayok Bnowan are
concaerned, thay will comitue 10 hancke the RY requests and appRals
gs per currenl amangements, However, oll the oppicohions and
appeals would necessanly oe entered into 1ne ET-MIS 50 thot comect

piclure of receipts and disposak tor the department may Swoys be
ssessed.

These instructions wifl come info effect kom 1 August 2010, Prior to thal,
bAsf fraining sestion wil De orgonized by the RIL coll with the
cooperdion of MC to demorsrate the working of tne RTI-MS ars 1o
rermove doubis, ® any, abowt the procedure cetaiad abave,

——

These nstroctions issuc with the appoova’ of Secrstary 1IP]. 27

et
o T2

£

S s,
fHarish Chonosr)
Under Secretary|sdmn,
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Application Proforma

Annexure Tl

Centrally Sponsored Scheme on lmproving Transparency und Accouncability

in goverament through effective implementation of
Right ti Information

- To be submitred in Five copies.

_The format piven below should ncatly typed on separate sheets given itern-wise inkimation

| Application in an incomplese Totin will not be entertained

x I
]

Ttamponcnt for which ’ibb":lﬂﬂﬂe nee sought ‘_, Setting up of RTI Cells

) ]*vi?"‘vgﬁiic Authority | Mizi{DeptLu' Attached ¢ Subordimate Olfice’

"B, Details of Institution

1 Mame of the Institution

2. Particulars of the Instituton T T
| Complete pastal address |

'3 Particulars of Nodal Ofheer |

i Name
N Desienatian
i Tel and Fax No. Einc!udmg mabilc No.) |
iv_ | E-mail id |
' C. Detalls of Expenditare
1 Date of Setting up of RTI Cell

2. Details of items 1o he‘m}r{:)u:rr:d i
v !
'3, Detniled estimates of expenditure T
4.7 Total amount of grant reqmn:d »:
5. CSPMBS details of Public Authority.
' D. Documests required
1 Copy of order setting up the RTI Cell e
5

An undertaking that once the estimates ol expendilure are approved
as reasonable and the g,rﬂ.tll assessed on the basis of these cstimates,
they shall not be modified by the instirutian without prior approval
. of the sanctioning awthority of the grant




1/12/2010-IR
) Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training

Narth Block, New Delhi-10001
Dated: 2.8.2012

OFFICE MEMORANDIM

Subject: Financial assistance for Setting 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-1 by
post or through email at osdrti-dopt@nic.in.

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

Savala Nowo

(Sarita Nair)
Under Secretary to the Govt of India
Tel:23040401/23092356

To
1. All Ministries/Departments of the Govt of India
2. UPSC/Lck Sabha  Secretaria/Rajya Sabha  Secretariat/Cabinet
- Secretariat/CVC/ - President’s Secretariat/Vice President's
Secretariat/P MO/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

‘/far Marg, New Delhi
. NIC Cell, DOPT with a request to upload this Q.M. on the website



Applicativn Proforna

Annexure ‘11
S ————————

Centrally Sponsored Scheme on Improving Transparency and Accountability
in goverament through cffective implemcentation of

Right to Informoation

. To be submitted in Five copies.

The forrnat piven below should neatly typed on sepasale sheets given itern-wise infurmation

[ Application in an incomplete fossn will not be entertained

A e - -
1 | Component for which assistance sought

[ Setting up of RTI Cells

Public Authority (MinDeptt! Attached / Subordinate Office)

Dctalls of Institution

—-|%

J Name of the Institution

Particulars of the lustitution

A} Completc postal address

'3 Pasticulars of Nodal Officer

t Name .
1 Designation :
i Tel and Fax No. (Including mobile No.)

iv. _ ' E-mailid o !

o ———

' C. Detalls of Expenditure

o g e

v Date of Sctting up of RTIC el

2. ] Details of items 1o hc_[';;iw.urcd -~ N - N
|

A Demllgq_gsummes of expenditure - )
S B { o
4. Total amaunt of grans required i

5. CSPMS details of Public Authority.

D. Documents réédlred

1 Copy of ord tt the RTI Cell

.
F'A

.t An undenaking that once the estimates of expenditure are approved

——d Il

as reasonable it the grant assessed on the basis of these cstimates, |
they shall not be modified by the institution without prior approval

of the sanctioning authority of the grant




F.No.1/12/2010-IR
Government of India
Ministry of Personnel, PG and Pensions
Department of Personnel & Training
3 s o ke ok

North Block, New Delhi

Dated the 7% 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 (IR), Room No0.279 A, North
Block, New Delhi-1 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).

4,

Savela Nawo
(Sarita Nair)
Under Secretary to the Government of India
Tele: 23040401

All ministries/ Departments of Govt. of India

UPSC/ Lok Sabha Secretariat/ Rajya Sabha Secretariat/ Cabinet Secretariat/ CVC/
President’s Secretariat/ Vice President’s Secretariat/ PMO/ Planning Commission/
Election Commission

Staff Selection Commission, CGO Complex, Lodhi Road, New Delhi

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

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



Application Proforma

Annexure ‘.III’

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

of the sanctioning authority of the grant

as reasonable and the grant assessed on the basis of these estimates,
they shall not be modified by the institution without pnor approval

A
1 | Component for which assistance sought Setting up of RTI Cells
2 | Public Authority (Min/Deptt/ Attached / Subordinate Office)
B. Details of Institution
1 Name of the Institution
2 Particulars of the Institution
1 Complete postal address -
3 Particulars of Nodal Officer
i | Name
i Designation
i Tel and Fax No. (Including mobile No )
v 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.
D. Documents required
1 Copy of order setting up the RTI Cell
2 An undertaking that once the estimates of expenditure are approved |




Chapter 6

Transter ¢

of Applications

S.No. File no. Date Subject

1 11/12/2008-IR 22/04/2008 | Transfer of applications under the RTl Act, 2005

2 10/2/2008-IR 12/06/2008 | RTI applications received by a public authority
regarding information conceming other public
authority/authorities.

3 10/2/2008-IR 24/09/2010 | RTl applications received by a public authority

regarding information concerning other public authority
- authorities.




No.F. 11/12/2008-IR
Government of India
Ministry of Personnel, Public Grievances and Pensnons
Department of Personnel and Tralnmg

kkdkkAh

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

OFFICE MEMORANDUM

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

*hkkk

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. All the Ministries/Departments etc. are requested to bring the contents of
this OM to the notice of all the Central Public Information Ofﬁcers(—~-~~,.\

-,
~

'~;.‘:;..;\") )
< ’k;";sy/(/\/ n/
. (K G.Verma)

Director
Tel. 2309 2158

Y

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

Central Information Commission/State Information Commissions

Staff Selection Commission, CGO Complex, New Delhi

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

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



No.10/2/2008-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

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

OF FICE MEMORANDUM

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

dededokek

It has 'peen brought to the notice of this Department that requests are made to
the public authorities under the Right to Information Act for pieces of information
which do not concemn 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
applicatior: is made and remaining or whole of the information concerns another
puplic authority or many other public authorities. A question has arisen as to how to
drzal with such cases.

2. ‘Section 6(1) of the RTI Act, 2005 provides that a person who desires to obtain
any information shall make a request to the public information officer (PIO) of the
conce:rned public authority. Section 6(3) provides that where an application is made
to a public .authority requesting.-for-any information which is held by another public
authority or the subject matter of which is more closely connected with the functions
of another public authority, the public authority to which such application is made,
shalil 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
recjuires an information seeker to.address the application to the PIO of the
‘concerned public authority’.: However, there may be cases in which a person of
ordinary prudence may believe that the piece of information sought by him/her would
ke available with the public authority to which he/she has addressed the application,
'but is actually held by some another public authority. In such cases, the applicant
-makes a bonafide mistake of addressing the application to the P1O of a wrong public
authority. On the other hand where an applicant addresses the application to the
PIO of a public authority, which to a person of ordinary prudence, would not appear
to -be the -concern -of that public authority, the applicant does not fulfill his
responsibility of addressing the application to the ‘concerned public authority’.

2l
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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)

(iif)

A person makes an application to a public authority for some information
which concerns some another public authority. In such a case, the PIO

receiving the application should transfer the application to the concerned

public authority under intimation to the applicant. However, if the PIO of the
public authority is not able to find out as to which public authority is concerned
with the information even after making reasonable efforts to find out the
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 PIO, 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.

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 PIO
should supply the information available with him and a copy of the application
should be sent to that another public authority under intimation to the
applicant.

A person makes an application to a public authority for information, a part of
which is available with that public authority and the rest of the information is
scattered with more than one other public authorities. In such a case, the PIO
of the public authority receiving the application should give information
relating to it and 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 PIO 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. 1t 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.

..3l-
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(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
(CP10) 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.

(K.G?Vermmd)
Director
1. All the Ministries / Departments of the Government of india
2. Union Public Service Commission/ Lok Sabha Sectt/ Rajya Sabha
Secretariat/ Cabinet Secretariat/ Central Vigilance Commission/ President's
Secretariat/ Vice-President's Secretariat/ Prime Minister's Office/ Planning
Commission/Election Commission.
3. Central Information Commission/State Information Commissions.

4. Staff Selection Commission, CGO Complex, New Delhi

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

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

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



No.F.10/2/2008-IR
Government of India
Ministry of Personnel, PG and Pensions
Department of Personnel & Training
X KRR
North Block, New Delhi
Dated September 24, 2010

OFFICE MEMORANDUM

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

other public authority/authaorities.

3k kK

The undersigned is directed to refer to this Department’'s OM of even number dated
12" June, 2008 on the above noted subject, clause [iii] 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 1hé rest of the information is scattered with more
than one other public authorities, the Public Information Officer (PIO} 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. It 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 PIO 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 Informqﬁon
Commissioner, Central information Commission and it has been decided to advise the PiOs
that if the details of public authorities who may have this information sought by the applicant

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

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

3D

(K.G. Vermaq])
Director
Tel. 2309 2158

1. Allthe Ministries/Departments of the Government of india
2, Union Public Service Commission/Llok Sabha  Secrefariat./Rajya  Sabha
Secretariat/Cabinet Secretariat/Central Vigilance Commission/President’s
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3.  Secretariat/Vice-President's Secretariat/Prime Minister’s Office/Planning
Commission/Election Commission

4, Central Information Commission/State Information Commissions

Staff Selection Commission, CGO Complex, New Delhi

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

New Delhi .

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

o ¢n

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



Chapter 7

S.No. File no Date Subject

1 1/12/2007-IR 31/07/2007 | Preparation of Inventory of Public Authorities under RTI
Act, 2005.

2 1/4/2006-IR 21/02/2006 | Implementation of the various provision of the RTl Act,
2005.

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

4 4/10/2011-IR 18/05/2011 | Strengthening Implementation of the Right fo
Information Act, 2005.

5 4/8/2011-IR 20/05/2011 | Laying of Annual Reports of the Central Information

Commission before the Houses of Parliament.




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

oo o o g e

New Delhi, the 317 July, 2007

OFFICE MEMORANDUM

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

(i) Atthe Government of India level, the Deparunent of Personnel & Training has
been identified as the nodal department for implementation of the RTT Act.
This nodal  department should have a complete list of all Union
Ministries/Departments, which function as public authoritie

(i) Each Union Ministrv/Department should also have an exhaustive fist of ail
public authorities, which come within its purview. The public authorities
coming under each Ministry/Department should be classified into (i)
constitutional bodies (ii) line agencies (i) stawstory bodies (iv) public secior
undertakings (v) bodies created under cxecutive orders {(vi) bodies owned,
controlled or substantially Nnanced and (vii) NGOs substantially financed by
Government. Within each category an up-to date list of all public authorires
has to be maintained.

(1i1) Each public authority should have the detalls of all public authorities
subordinate to it at the immediately next jevel. This should continue tll the
last level is reached. Al these details should be made available on the
websites of the respective public authorities, in a hierarchical form.

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

2. The Government has considered the above recommendations and decided 1o
accept the same. A list of all Union Ministrics/Departments has already bhoen
posted on the RTT Portal (www.rii.oov.in).  All the Ministries/Departmernts sre
requested to prepare an exhaustive list of all the public authorities under then.
These authorities may suitably bhe classified into attached offices. subordinate



offices, autonomous bodies, public scctor undertakings. constitutional bodies,
statutory bodies etc.  The Ministries/Departments may also prepare the list of
NGQOs which receive grant from them and fall within the definiton of ‘pullic
authority’.  The lists of public authorities so prepared may be upivaded by “he
concerned Ministries/Departments on the RT1 Portal and kept updated.

125,
ay

~

3. It is also requested that the Ministries/ Departments may issuc msiructons 1o
all the public authorities under them to take action as per the recommendaiion ol
the Administrative Reforms Commission contained i clause (i34} (;vi"‘s?;";m I aboy o,

CRCOE Yermoag
[Direoor

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

2. Union Public Service Commission/ Lok Sabha Scett.s Rajya Sebha Seeretariat)
Cabinet Secretariat! Central Vigilance Commission / Pwk;de’r'r Seorctarai
Vice-President’s Secrelariat! Prime Minister's Office/ Planning Commission [
Flection Commission

3. Swaff Selection Commuission. CGO Complex, Neow Delli

4. Office of the Compuroller & Auditor General of Tndia. 10, 3abadur Shak Zai

Marg, New Dethl.
3. All officers/Desks/Sections, Department  of Persennel &  Trainme oo
Department of Pension & Pensioners Welfare.

Copy to: Chiel Secretaries of all the Stutes/UTs It is ‘““’]ucqtcd Thal necessary
action may be taken to unplement the above referred recommendations of
the Adnunistrative Reiomm Commission in their States/ U s,



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 ?_fﬁt February, 2006
/
Alst

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.

1.

The P1Os, APIOs and Appellate Authorities are placed in all
public authorities set up from Ministry’s/Department’s budget or
under administrative control of Ministry/Department, if they are
not already there.

Furnishing to the Central 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.

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

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



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

6. The Right to Information Act, 2005 does not provide for any
formal application form for acquiring access to information. The
Act also states that request for information can be sought ‘in

. writing or through electronic means........ > therefore, application
for information on plain paper are also to be received and replied
within the prescribed time limit. ‘

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

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

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

v

To
/Mtries/l;partments

Copy to
S to Secretary (P)
\\;f;;to IS(AT&A)
S to JS(E)
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1 Director/Deputy Secretaries/Section in the this Minsitry
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FONoU22007 1R
Covernment of India
Ministry of Personnel. Public Grievances and Pensions
Department of Personnet and Training

Norh F%Iuml\ New [Delh
Dated ¥ 5 March. 7[-.‘?

QFFICE MEMORANDUM

Subject: Non-implomentation of varicus provisions ¢f tie RTE Act 2003 by public
suthoriivs- regarding.

It has been brought to the notice of this Department that

(1) Seme pubdlic authorities have not designated Public Information
Officers and/ or Assistant Public Information Officers under the Right
1o Information Act. 2803 se far

Some pubiic auvthoritics do not asceept fee by way ol [ndian Postal

Qrelers:

(i) Some public autkorities do not aecept demand  drafis/bankers
chegues/Indian Pestal Orders draswvn i the name of their Accounts
Officer and insist that these sheuld be drawan in the name of Drawing
and Disbursing Officer or the Under Secretary or the Section Giticer
eic. and

{ivi Some public authoritics do not gecepl gpplications scbhmitted by the

applic dm and insist that application I” T seeking inlormation showdid be
\u}*m] ted o a particular format prescribed by them.

R

-~

z Atlention is invited o sub-section jfl; of seciion 3 of the Act. which provides
that ~“every public authority si‘f:ﬁ i C”ng e Public Information Officers in ozl
administrative units or offices und n within one hundred davs of the enactment of
the Act. Like wise sub-section l”! Csection & of the Aot provides that every public
authority shall designate an o];.ur as Assistant Public Information Officer at cach
sub-divisional level within ane hundred davs of the enactnent ¢f the Act. Mere than
a veayr has passed since the Acl wes enacted. Non-designation of Public Information
Officerisi and:or Assistant Pablic Intermation QfTicer(s) by any public authority
coniravenes the previsions of the Act.

3. According o the Right to informatien (Reguiation of fee and (’n@‘_ﬁ Rules,
2005 as amended by the Right to information (Regalation of fee and Cost) Rules,
2006, the gpproved mode of pavivent of fee for obtaining information i by cash or
demand draft or bznker's cheque or Indian Postal Order payabic o the Accounts
Officer of the public authority. Nop-acceptance of fee by wiy of Indian Postal Order
or ingistence that the demand draft/banier’s chequedindizn Posial Order should be

e

drawn in the name of amy officer cther than the Accounts Officer of the public

autharity is not in fine with the proyisions of the Rules.



4 Section 6 (11 provides that a person. who desires e DI any i'm(‘u'w""l‘n;zli;m
; 1 mu micans m English
s being made.
ans format

o 1.\. aiaind

or Hindi or in the odficial language ot the area in v

Toe At or Rules netified W the Government do

mformation. Nor-acceplanse of 2
that itis not in preseribed format is sgainst the provisicns o i

i’ -

appiicatiof tar seehing

5. Ia view of acove facts, all the public suthorities may ensure that-

{1 (entral ?}‘z?wﬁc inibrzm:tion Oificers Cenral Assiswant Puri
Inton ' Gesignated immediately. i has not oeen
done so :i:f-.r. l}emi}-‘s . ’] 1wese officers may alse be posted on the

website:

(i1} lFee paid by any of the mades preserived in the Rules including by w
of Indian Pastal Urder is accepled:

(il Demand craft Barker's ('?wq:t\ [POs made pavable o the Accoum
Officer of the public authorities are accepted: and

(ivi Applications subirited by the applicants are net retused o the grounc
that it has nat beer submitted in |~|~‘~:“1hca armial.

b. Contents of this QM may be breught to the notice of all concerned.

iIN.G. Verma
D

T

1. AH Ministries: DL;‘AIIHM 15 of Government of Tndia.

2. Depariment of Eoonomi vmwmnm.l-x D vision Nwew Detii
3.0 Deparmment of quuum Affa *11;.\‘.4!‘3”&{ polsior o New D

+

Deparmment ¢f Public E"'crwrh s, New Dol

Railway Board

6. Union Public Service Commission / Supreme Court of India . Elechion
Commission Lok Sabha Secretariat - Rajva Sabna Secretarizt - Cabinet
Secretarias Cenral ’\’u‘_,ian:e Commission President’s Secretariat
Prime Minister's Offce - Flanning Covumnission.

7. Staft Selection Commissien, CGO Comprex, Lodhit Read. New Delin

8. Office of the Comprroller & Auditor Genergs of India. 1L Bebadur Shak

Zafar Marg, New Delhi

G, 200 spare copies.

LY




Mo.4 20 -TR,
Gereernment of India
Minssiry of Pemsonnet, Public Grievances & Pensions
Departmient of Personnel & Training

North Block. Mew Delh
Dated: 18" May, 2011
OFEICE MEMORANDILIN

Subjeet: Strengthening  Implementztion of the Kight to Information Act,

2005,

whox

Central Chaef Information Conmutussioner bas made a reference to the

Cahinet Secretary makine several seggestions for effective implementation of
the Right to Information Act 28005, It has been decided in consultation with
the Cabinet Scoretarial that following actions ghall be undenaken by all
Ministries/Departments/Akached OfficesPSUs of Ceniral Government 1o
strengthen the implementation of the RTT Act

a}

b}

c)

In the Annual reports of the Central Ministries/Departiments and other
attached/subordinate  offices/PS1)s, a separate chapter shall be
ncluded regarding implementation of the BKTT Act in ther respective
offices. This chapier should detail the number of RTY applications
received and disposcd off during 1be vear, including number of cases
i which the mipmmaiion was deniel, In addition to the above, effosts
made 0 improve the implementation of the Agt n their respective
offices, includimg any innireative measures that have been undertaken.
should alsa be listed, Thas 15 o be ensured for Annwal reports for the
vear 2011.12 onwards.

Each Mimsiry/Department should organize atleast a half day training
programme for all CPIOs‘Appellate Awthorittes (A AS) every year o
senzitize them about their role in implementation of the RT) Act, The
concerned  Ministries/Denartments  shall ensure  hat  simikar
mrogrammes  are organized  for o oall CPIOwAAs of  all
attached subordinate offices and PSUs under their cnetrol as well,

All public authorifies whe have a web site shall publish the details of
monihly receipts and disposal of RTT applications on the websites.
This should be implemented within 10 days of the close of the month.
Ministries/Deparieaents would ensure that these nstructions  are
communicated to ther awachedisubordinate offices as well as PSUs
immediately. Monthly reporting on the above pattern should begin
fatest by 10 July, 2013 for the month of fupe. 2001 and thesealicr
coplinue on a regular nasis



-

i

b

All the Mimstries/Departments are requested 1 take action a5 above

and alse 1o cosure thet these instructions are comupunicated to their attached
and subcrdinate officesPSUs for compliance.

'.J e

P 8 it Be i

_-n-,ii

{(K.G.Verms)

EMreclor
Tei 23092558

All the Ministries/Departments of the Government of [rdia.

Union Pubbice Service Cormmission'd.ok Sabha Secretariat’Rayva Sabha

SecretaratCabinel  Secretariat!  Central  Vipilance Commission

President’s  SecrefariafVice-Presidents™s  SecretaniatPnme Minster's

CTce/Planning Commission/Election Uemmission

Central Informanon Compissionsiate Inlonnation Commissions.

Stalf Selection Commission, OO0 Complex, Mew Delni,

(iffice ot the Comptralier & Auvditor (Geseral of India, 1) Bahadur Shah

Falar Marg, Wew Defhi.

All OfcersDesks Bections, Depariment of Personnet & Traiming and

Department of Pension & Pensions Weilar.

Secretary {Coordinaticny, Cahimet Secretarial, for imformation

Copy o k. Chief Sceretaries of all the States/UT s,

ol

2. State Informat:on Commissioners



Mo 4201 IR
Government of India
Ministry of Personinel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated; 20" May, 2011
OFFICE MEMORANDUM

Subject: Laying of Anmnual Reports of the Central Informanon Commission
before the Houses of Parliament.

* Kk

The undersigned is directed to refer to Section 23 of the Right to Information
Act, 2005 which provides that the Central Information Commission shall prepare a
report on the implementation of the provisions of the Act gach year, which the
Central Govemnment  would lay before each House of Parliament, Each
Ministry/Department is responsible to epsure that necessary information in relation
to preparation of the Report is sent to the Central Tnformation Commission by all
public authorities within jts jurisdiction in time. ‘The Central Information
Commission has developed a web based system through which the public
authorities may upload the Annual Return on the website of the Commission
direct. The software developed by the Commission is known as the RT1 Annual
Report Information System which is accessible on the website  www.cic.gov.in.
The information has to be posted on quarterly basis.

2. It has been observed that a number of public awthorities do not upload the

Annual Return in time on the system. It results in the delay of the preparation of
the Annua}l Report and consequently in Jaying the Repon before the Houses of
the Parliament.

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



g, It

has also been brought to the notce of this Depariment that some

Ministries/Departments have not registered all the public authorities under their
Jurisdiction with the Central Information Commussion. 1t results into non-inclusion
of the complete information in the Annual Report. All the Ministries/ Depuartments
are requested to. ensure that all public authortics under their jurisdiction are
registered with, the Commission and they all post requisite information on the

website referred o above regularly.

v

b.

Copy to;

e

(K.G. Verma)
Director
Fel: 23092158

. All the Ministries / Departments of the Government of India

Union Mablic Service Commussiony Lok Sabha Sect/ Rajva Sabha
Secretariat!  Cabinet  Secretariat!  Central  Vigilance Commission/
President’s Secretariat! Wice-President’s Scerctarat/ Prime Minister's
Office/ Planning Commission/Election Commission

. aff Selection Commission, CGO Complex, New Delhi

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

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

Department of Pension & Pensioners Welfare,
Central Information Commuission, August Kranti Bhawan, Bhikaji Kama
Place, New Della

Chief Secretaries /Administrators of all the U'l's for necessary action.



Chapter 8

Clarification regarding
‘information’ to be provided

S.No. File No. Date Subject

1 11/2/2008-IR 10/07/2008 | Clarification regarding format in which information
should be supplied under the RTI Act, 2005.

2 11/2/2013-IR 14/08/2013 | Disclosure of personal information under the RTI

(Pt) 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-IR 6/10/2015 | Format for giving information to the applicants
under RTI Act- issue of guidelines regarding.




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

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

OFFICE MEMORANDUM

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

% % %k

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

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



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

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

(K.G. Verma)

Director
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.

. Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

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

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

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




No. 11/2/2013-IR (Pt.)
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi,
Dated the j4th 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 RTT Act, 2005.

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

“The performance of an employee/Officer in an organisation is primarily a matter
berween the employee and the employer and normally those aspects are governed by
the service rules which fall under the :xpression ‘persondal informution’, 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.

Encl: As above. /j/;am Tl

(Mahoj Joshi)
Joint Secretary (AT&A)
Tel: 23093668

1. Ali 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
Secretanat/ Vice-President's Secretariat/ Prime Minister's Office/ Planning
Commission/Election Commission.

3. Central Information Commission/ State Information Cormmissions.

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

5. O/o the Comptrolier & 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/SM/A/2013/000058

Right to information Act-2005-Under Section_(19)

Date of hearing 26/06/2013

Date of decision 26/06/2013

Name of the Appeliant Sh. Manoj Arya,

(RTI Activists and Social Warker) 67, Sec-

12, CPWD Fiats, R lﬁ Puram, New Delhi
-110022

Name of the Public Authority Central Public Information Officer,

Cabinet Secretariat,

(Vigilance & Complaint Cell}, 2nd Floor,
Sardar Patel Bhawan, New Dethi ~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 § B Agninotri, DG (DEF. ACQ) MoD was present.

Chiet 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 thel copies of the enquiry reports. He had also wanted the
copies of the corresbondence 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"personat in

nature and thus exempted under the provisions of section 8(1) (j) of the Right to
Informatian (RT1} Act. Not satisfied with this decision of the CPIO, the Appellant
had preferred an appeal. The Appeilate Authority had disposed of the appeal in

‘.

& speaxin

«3

crdar i whish he had endorsed the dacizion of tha CPIT

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 informaﬁorﬁ:
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 inférma’cion was qualified as personal information within the
meaning of the provisions of Section 8 (i) {j) of the RTI Act.‘t!r.}- thvis connectioﬁ, it.
is very periinent to_};cite the decision of the Supreme Court of India in the SLP(C)
Ne. 27734 of 2012 (Girish ] Deshpande vs CIC and others) in which it has held
that “the performance of an employee/Officer in an organisation is primarily a
matier 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 na relationship 10 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 Coun
further held that such information could be disclosed only if it would serve a
larger public interesﬂ‘l’he 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 teken on those complaints. 1t 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



rightly cited in their respective orders.

5. We find no grounds 1o interfere in the order of the Appellate Authority.

The appeal is rejected.

. e Yoo St peyep} e fmo o RYTIN R 22t 4
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(Satyananda Mishra)
Chief Information Commissioner

B Authenticated true copy. Additional copies of orders shall be supplied agains

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-R
Govermnment of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated: the 17t 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 Rl 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 lo exercise any right
specified in the Act. Further, it requires the Government to update the guide at
regular intervais. Accordingly a Guide on the Act was published online on
28.11.2013 fo help all the sicke-holders viz. information seekers in gelting
information, public information officers in dealing with the RTl 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 ihe 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
1} The answering Public Information 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

1



N

Ly
i

 the czp;siiCaﬁQn 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. : e '

Where a request for information is rejected, the Public Information
Officer should communicate to the person maoking the reguest—

fi the reasons for such re;ﬂciion
i) the pbr,sd wit hm which n appec? agginst such {e@chon
ray be preferred; and ‘
{ii} the parficulars of the aulho my o whom an Gppeu! can be
. maode. ‘

ee is requirad fo be paid by the appiicant s provided
nd Cost Rules, the Public Information Officer should

{iy = ihe details of further fees required to be paid;
(i) the calculations made to amive at the amount of fees asked
o g '
(i} the fact that the gpplicant has a right fo make appeal about
the amount of fees so demanded;

{iv]  the pariiculars c»f ihe Guibon‘ry ta whom such an appeat can

be made; and

(v)  the time limif within which the apped cqn-bemode.

Though there is no hard and fast rule as o when emcﬁy infimation

- about additional fees is to be given to the applicant, such

m imation S&‘%Od;d ce gw n soon aiter receipt of RTi application.

i’ﬁsvasci 0? .&yp qi by %ﬁe First f&@;&«ew% ﬁor;?y

0
" actin a fair and judicious manner. it is very imporfant vx‘hc? the order-
”pacsad by the first czp;aa%fe Qu?howfy should be o detailed and

Wh e dxcpos ng off first appedals, the fafsf Ap;aei aie Au%normes snoufd

speak«ng ordef gf\mg ;us :F cation for ﬁﬂe decision arrived at.

if an oppeiidie Gu?hcﬁ?y whiie decicﬁng an appeal comes to a

~ conclusion ihat the appellent should be supplied information in

2



addition to what has been supplied by the Public Information
Officer, he may either (i) pass an order direclting the Public
Information Officer to give such information to the appellant; or {ij
he himself may give information o the appellant. 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 befter 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.

1

% 3 N‘Lﬁ/&/} j 'Q/"‘_’C/’/1

[Sandeep Jain)
Director
Tel: 23092755

e
.

All the Ministries / Departments of the Government of India.

2. Union Public Service Commission /Lok Sabha Sect/ Rgjya Sabha Secretarial/
Cabinet Secretariat/ Ceniral Vigilance Commiission/ President’s Secretariat/
Vice President's Secretfariat/ Prime  Minister's  Office/  Planning
Commission/Election Commission.

Central Information Commission/ State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi.

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

P~ W

Copy to: Chief Secretaries of all the States/UTs



No. 10/1/2013-IR
Govemment of India
Ministry of Personnel, PG & Pension
Department of Personnel & Training

North Block, New Delht
Dated 6™ 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)  RTIapplication number, date and date of its receipt in the public authority.

(if)  The name, designation, official telephone number and email ID of the CPIO.

(iif) In case the information requested for is denied, detailed reasons for denial quoting
the relevant sections of the RTI 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 RTI 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 “Truc copy of the
document/record supplied under RTI 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
RTI application should be supplied by a designated PIO 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.
_@Rfyeya

-_—

(G. S. Arora)

Deputy Secretary (IR)
Tel.23092755



L ot ——

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

Copy to: Chief Secretaries of all the States/UTs



S.No.

File no

Date

Subject

1/26/2007-IR

09/01/2008

Involving Non-Governmental Organisations
spreading awareness about the RTI Act, 2005.

for




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

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

To

Chief Secretaries of all the States/UTs

Subject: Involving Non-Governmental Organisations for spreading
awareness about the 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

Disposal of Fi

@

rst Appeal

S.No.

File no

Date

Subject

10/23/2007-IR

09/07/2007

Disposal of first appeals under the RTl Act, 2005




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

ARk R Aok kK

New Delhi, the 9* 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,

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

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

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

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

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



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

5.  The Central Information Commission has also pointed out that some of the
Ministries/Departments have appointed very junior officers as appellate authorities
who are not in a position to enforce their orders. The Act provides that the first
appellate authority would be an officer senior in rank to the CPIO. Thus, the
appellate authority, as per provisions of the Act, would be an officer in a
commanding position vis-a-vis the CP10. Nevertheless, if, in any case, the CPIO
does not implement the order passed by the appellate authority and the appellate
authority feels that intervention of higher authority is required to get his order
implemented, he should bring the matter to the notice of the officer in the public
authority competent to take against the CPIO. Such competent officer shall take
necessary action so as to ensure implementation of the provisions of the RTI Act.

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

(K.G. Verma)
Director
To

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

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

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

Vice-President’s Secretartat! Prime Minister’s Office/ Planning Commission /

Election Commission

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.

(9'S]

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



)

Chapter 11

]

Vaintenance of Records

S.No. File no Date Subject

1 1/18/2007-R 21/09/2007 | Maintenance of records and publication of information
under the Right to Information Act, 2005.

2 1/33/2007-IR 14/11/2007 | 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.




No. I/182007-IR
(Government of India
Ministry of Personnel, Public Grievances & Pensions
Depariment of Personne] & Training

New Delhi, the 217 ‘éeﬂfembe 2007

OFFICE MEMORAUDM

Subject: Maintenance of recards and publication of information under the Right to
Information Act. 2003,

Section 4 of the Right 1o Information Act, 2005 sets out a practical regime of

transparency in the working of the public authorities by way of disclosure of as
much information to the public as possible, suo-motu s0 that the public may not
have to resort to section 6. It is an important part of the Act observance of which 1s
essential for its effective implementatzon.
2. Clause (a) of sub-section (1) of the section makes it obligatory for every
public authority to maintain all its records duly catalogued and indexed. Record
management in accordance with this provision is an imporant 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 Lmﬂpm;hzea and
commected through a network all over the country. The public authorities are
expected to complete the reguirements of this clause on top priority.

3. Ciause (b) of the sub-section ibid mandates the public authorities to puh'iia}
the information mentioned therein within one hundred and twenty days from the
date of enactment of the Act. It is expected that all public anthorities would have
complied with this requircment already. 1 it has not been done, its compliance
may be ensured without any further celsy, Information so published should also
be updated every vear as pre)&-;ded in the Act

4

o1

It is obligatory for ail the public suthorities under clause {¢) of sub section
']

(1) of section 4 of the ’xct to publish all relevant facts while formulating importam

policies and announcing decisions affecting the public. Thev, under clause {d), are
also oblized to provi dw asons for their adminisirative or guasi ‘udicial decisions

o the affected parties.

3. Section 4 of the Act requires wide dissemination of every information
required to be disclosed suo motu in such form and manner which is accessible to

the public. Dissemination may be done through notice boards, news papers, public
announcements, media broadeasts, the interne: or any other means.  While



disseminating the information, the public authority should take into consideration
the cost effectiveness, local language and the most El tive method of
communication in the ¢o neerned iocal arse The information CH"}\*id be, 10 the

extent possible, available with the Public i formation Officer in the electronic

format which could be made available free of cost or at such price as may be
prescribed. A copy of the document pubiished, referred to in para 3, and also the
copies of publications referred to in para 4 sbove, should be kept with an officer of
the public authority and shouid be made available for inspection by any person
desirous of inspecting these documents.

8. All the Ministries/Departments etc. are requested to comply with the above
referred requiremerﬁs of the Act and also to ISSLe necessary instructions o the
public authorities under themn for compliance of the same

~ 3

(.G Verma)
Director
Tel: 230921 5%

1. All the ] ~'{in \mw, Departments of the Government of india

2. Union Public Service Commussion’ Lok Sebha Sectt Rajva Sabha
Secretanat»‘ (‘vabmc‘t Secretariat’ C rmm Vigilance f'“ow-vnwm'.-ns
President’s Seccretariaty Vice-President's Secretariat! Prime Minister's
QOffice/ Planning Co*mmsmov’h crion (05‘111’111552031

3. Central Information Commission/State Information Commissions. \///

4. Staff Selection Commission, CGO Complex, Ne hi

5. Office of the CiJI";’l}‘ﬁt?QHG’}‘ & Auditor General of India. 10. Bahadur Shah

Zafar Marg, New Dethi.
G. All officers/Desks/Sections, Deparunent of Persoane! & Training and
Department of Pension & Pensioners \\-8 fare.

Copv to: Chief Secretaries of all the States/UT's



No.1/33/2007-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
(Department of Personnel & Training)

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

OFFICE MEMORANDUM

‘Subject: Updéting of Records- Recommendations of the Second Administrative Reforms

Commission.
ook % K

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 al} 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 Govermnance’, 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 Récords 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.
(KG.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.

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Dethi

. 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.

o w

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



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

North Block, New Delhi
Dated the 20" January 2010

OFFICE MEMORANDUM

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

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

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

To

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

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

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

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

Commission / Election Commission

Central Information Commission/State (nformation Commission

Staff Selection Commission, CGO Complex, New Delhi

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

Marg, New Delhi.

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

o b w

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 RTI Act, 2005.
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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:11™ September, 2012

Office Memorandum
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 1% July, 2012.

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

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

p—

3“\)\ \ O—i-\_

(Sa:\%:p Jain)
Deputy Secretary
Tele: 23092755

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.

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 15" April, 2013

OFFICE MEMORANDUM

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

Section 4(1)(b) of the RTI Act lays down the information which should be disclosed
by Public Authorities on a 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:
i.  Suo motu disclosure of more items under Section 4.
ii.  Guidelines for digital publication of proactive disclosure under Section 4.
ii.  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, 1t
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 motu disclosure

and ensure compliance based on these guidelines.

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

,-/'] Livies s

(Manoj Joshi)
Joint Secretary
Tele : 23093668

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. 0O/o 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. Chapter Page
No. No.
1 | Suo motu disclosure of more items under Section 4 1
2 | Guidelines for digital publication of proactive 4
disclosure under Section 4
3 | Guidelines for certain clauses of Section 4(1)(b) to 7
make disclosure more effective
4 | Compliance with provisions of suo motu disclosure 12




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

1.0 Suo motu disclosure of more items under Section 4

Sub-section 4(2) of the RT! 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
communic:ation, 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 30" November, 2011 on Mandatory Publication of Tender Enquiries on the Central
Public Procurement Portal and O.M. No. 10/3/2012- PPC dated 30" March, 2012 on
implementation of comprehensive end-to-end e-procurement should be disclosed under
Section 4. At present the limit is fixed at Rs. 10.00 lakhs. In case of procurements made
through DGS&D Rate Contracts or through Kendriya Bhandar/ NCCF, only award details
need to be published. However information about procurement which fall within the

purview of Section 8 of the RT! 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



the RT! 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 RT! Act.

1.4 RTI Applications

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

public interest.

1.5 CAG & PAC paras

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

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

1.6  Citizens Charter

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

should alsé be displayed on the website of public authorities.



1.7 Discretionary and Non-discretionary grants

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

Section 8 to 11 of the RTI Act.
1.8  Foreign Tours of PM/Ministers

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

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

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

public authorities.



2.0 Guidelines for digital publication of proactive disclosure under Section 4

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

information for disclosure.

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

user-friendly manner.

a) ltshould be the endeavor of all public authorities that all entitiements 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.

¢} Orders of the public authority should be uploaded on the website immediately after

Y

they have been issued.

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

which are normally accessed by citizens.



e)

g)

h)

j)

k)

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

Public Authority.

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

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

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

stage itself.

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

automation of proactive disclosure.

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

monitoring of government’s functioning.

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

should be strictly adhered to.

Information and data should be presented in open data formats whereby it can be
pulled by different Application Protocol Interfaces to be used in different fashions
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



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

and forms should be used for proactive disclosure.

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



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

3.1 The elements of information listed in the various sub-clauses of Section 4(1){(b) must
be discloséd 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.



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.



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

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

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

functions”.

3.4.1 Primarily, the intention of this clause is that every public authority should proactively
disclose the standards by which its performance should be judged. Norms may be
gualitative or 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.



3.5

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).

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

(c)

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

followed in Karnataka is a useful model.

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

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

10



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

Authority.

(d) Wherever required by law or executive instruction, sector specific allocations and
achievements of every department or public authority (where feasible) must be
highlighted. For example, budget allocation and target focusing on gender, children,
Sd;eduled 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 ffiles /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

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

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

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

43 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 RTI Act in their Annual Reports submitted to the Parliament. Details about compliance
with proactive disclosure guidelines should mandatorily be included in the relevant chapter

in Annual Report of Ministry/Department.

% ok ok %k %k
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No.1/34/2013-IR
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training

North Block, New Deihi-1
Dated: 28" June 2015

QOffice 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 RT| Act, 2005 issued vide this department's O.M.
No.1/6/2011-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, Information
Commissioner(Retd) (of Central Information Commission) was constituted to

recommend,

interalia, measures to further strengthen implementation of Section 4 of

the RTI Act, 2005. The Committee has, interalia, made the following recommendations
which have been duly accepted by the competent authority:-

1)

2)

3)

4)

5)

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

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

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.

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.

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



2. Al the public authorities are requested to follow the above
recommendations. x
r o
. (Sandeep Jain)
Director
Tel: 23082755

1) All Ministries/Departments of Govt of India | |

2) Union Public Service Commission /Lok Sabha Secretariat / Rajya Sabha |
Secretariat/ Cabinet Secretariat/ Central Vigilance Commission/ -
Presiden{'s Secretarial/ Vice-President's Secretariat/ Prime Minister's
Office/ NIT] Ayog/ Election Commission. , o

3) Central Information Commission/ State Information Commissions.

4) Staff Selection Commission, CGO 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-248179, Uttarakhand

7) Director, Institute of Secretariat Training and Management, Old JNU
Campus, Qlof Palme Marg, New Delhi

Copyto:

Chief Secretaﬁesf All State Governments




- F. No. 1/34/2013-IR
Government of India
Ministry of Personnel, Public Grievances and Pensions

(Department of Personnel & Training)
North Block, New Delhi

Dated the 30" June, 2016

OFFICE MEMORANDUM

Subject: Report of the Committee set up under the chairmanship of Dr. Devesh
Chaturvedi, Joint Secretary, DoPT to examine the recommendations of
the Committee of Experts on suo motu disclosure under Section 4 of the
RTI 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-alia, measures to further strengthen
implementation of Section 4 of the RTI Act, 2005. The Committee submitted its Report
which has been accepted by the Government and an OM dated 29" June 2015 was
iséued 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 9" 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:

&) 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.

@) ‘Information and Facilitation Centres’ (IFCs) may be set up in each
public authority, where public dealing is involved to educate the citizens
about the information / documents available on the website of the
department concemed and to provide printed publications 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.

7 >
Uy A A
(Gayatri Mishra)
Director(IR)
Telefax : 23092755
To
All Ministries / Departments.

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

(i) »Secretary, Central Information Commission, August Kranti Bhawan, Bhikaji
Cama Place, New Delhi-110066.

W North Block, New Delhi for placing the Office Memorandum on the
website of DoPT.



Chapter 13

Disclosure of file notes, ACRs,
Personal information, third party
Information etc.

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 1/20/2008-IR 23/06/2009 | Clarification on disclosure of file noting under the
RT! 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 14/08/2013 | Disclosure of personal information under the RTI

(Pt) Act, 2005.

6 1/31/2013-IR 08/01/2014 | Order dated 20.11.2013 of the High Court of
Kolkata in Writ Petition No. 33290 of 2013 in the
case of Mr. Avishek Goenka Vs Union of India
regarding personal details of RTI applicants -
circulation of.

7 1/1/2013-IR 07/10/2016 | Uploading of RTI 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.10/20/2006-1R
Governmens of India
Minisiry of Personnel, Public Grievances & Pensions
Department of Personnet & T Training
Noril Block New Delhi

PR D4 - ST s e AT
Diated: the 217 September, 2007

OFFICE MEMORANDUM

L

Subject: Disclosure of Arnnua! Coenfider al Reports under the RT{ Act, 2005,

ko

The undersigned is directed to say that a number of applications are
received under the Right to Tniormartion Act, 2005 requesting for supply ol
copies of Annual Confidential Reports {ACRs} of employees. The maiter
regarding disclosure of the ACRs under the Act has been examined in
onsultation with the Department of Legal Aftairs

<

2. Clause (1) of sub-section {1) of section 8 of the RTE Act provides that
there is no cbligation to give any citizen an mformation aﬁ;}z%uh relates to
personal information and disclosure of which has no relationship to any
public activity or interest, or which would cause unwarrant ed invasion of
privacy of the individual uniess the Public Information Officer or the
Appellate Authority, as the case may be. i3 satisfied Ll‘m the larger public

aterest justifies the disclosurs of such information. ACR contains
information aboui the character, capabilitv and other atributes of the official

reported upon. disclosure of w%ucn to any other person amounts to cause
unwwmtea invasion ot the privacy of the individual. Beside
is a confidential éocx ient. The (’*f:cul

5

313,
net comp} tely superse iw’ bv the Right o Ini

A

5. an ACR, asits

s

3
Secrets Act. 1923 is

15[1{)ﬂ f“\"-”-,’ S 3 ”‘"‘(1011 (::

of Section § of the 2005 Act gives a cl.zs:reuon to the p ubiic authorily 1o
disclose or not to di 501@%& the ACRs of an officer to himsel{ ar o any cther
apphicant.

3. It is clear from the above discussion thar the pub‘;ic authority i3 not
under obligation to disclose ACRs of any ::mplfnfet‘ to the emplovee himself

or to any other person Inasmuch as disclosure of ACRs is pw,m ted by clause

(1) of sub-section (i} of Secton & of the RTI Act and arn ACR s a
mmldcnuai document, dise io\uw of whick is protected b\ the (h"rkéz;:l
Secrets Act, 1923, However, ' i
the Annual Confid m' Al 1\“30_1\ oF

10 any other person, 1 £ the public

inn disclosure outweighs the

B S
public interest in disclosure oi‘ ACR of any emplovee outw «»515 the protecied



interests, decision o disclose the ACRs should be taken with the approval of
the competent authority. Competent zuthority in the matier imay be decided by
the concerned public authorily.

l’ .
k *-’\ 5 \.{

. N
— ——
(K.G. Verma)
Darect

clor
Tel. No. 23302158
1o

—t.

All the Ministries / Departments of the Government of India

2. Union Public Service Commission’ Lok Sabha Secit/ Rajva Sabha
Secretariat/ Cabinet be retariaty Central  Vigilance Commissien /
President’s Sceretariat’ Vice-President's Secrf‘tzn‘iat,-“ Prime Minisier’s
Office/ Planning Commission / Election Commission

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

Office of the Comptroller & Auditor General of India. 10. Bahadur Shahk
Zafar Marg, New Dwn-.

Al officers/Desks/Sections, Departinent of Personne!l & Training and
Deparument ¢ 7"3 nsicn & Pensioners Weliagre

L e LI



Ne 1A142007-1R
G(_we-rrn‘nem of India
Ministry of Personnel, Public Grievances & Pensions
Department OJ_ Persomnel & Traming

New Delhi, the 317 Getober, 2007
OFFICE MEMORAUDM

Subject: Disclosure of information relating to occurrence/event/matter which took
place 20 years back.

Attention is invited to sub-section (3) of section § of the Right to
Information Act, 2005 {Act) which provides that ‘subject to the provisions of
clauses (a), (¢) and (i) of sub-secton (1), any information relating to any
occurrence, event or matter which has taken p ace, occurred or happened twenty
vears 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 reguires all the records to be preserved for more than a peried of 20 years.
The Second Administrative Reforms Commission, in its First Repon titled the
‘Right To Information — Master I ey to Good Governance’, has also expressed an
apprehension about mtf;rp tation of the above provision with reference 1o the
retention scheduie of the files.

2. The RTT Act does not prescribe a record retention schedule. The records are
to be retained by a public 'authom‘» as per the record retention schedule pphcabie
1o that public authority. It 15, however, imgomam to note that weeding cut of & file
or any other record does not necessarily result into destruction of all the
information contained in that [le or record. It is possible that information
generated in a file may be available in the form of an OM or a lenter or in any other
form even after the file has been weeded out. The above s cjcz'r\,d provision of the
Act requires furnishing of information so available afier the lapse of 2{ years even
it such information was exempt from disclosure under e,ub section (1) of Section 8.
It means that the information which. in normal course, is exempt from disclosure
under sub-Section (1} of Section 8 of the Act, would cease to be exempted if 20
vears have lapsed after occutrence of the | incident 1o which the information relates.
However, the foliowing tvpes of information would continue to be exempt and

there would be no obligation, even after lapse of 20 vears, to give anv citizen -

(i}  Information disclosure of which would prejudicially affect the sovereigaty
and integrity of India, the security, strategic, scientific or econor zﬂc interest
of the State, refation with foreign state or lead 10 incitement of an offence



(it)

b

(oY}

L ST

Information the disclosure of which would cause a breach of privilege of

Parbiament or Staie Legislature: or

Cabinet papers including records of deliberations of the Council of
Ministers, Secretaries and (:sthu Officers subject to the conditions giverr in
proviso to clause (1) of sub-section (15 of Section 8 of the Act.

Contents of this OM may be brought to the notice of ali concemed.

(.G Vermat
Director

A1l the Ministries / Deparmments of the (}Gvermnam o*'"l?*-"‘xifz
Union Publlc Service Commission’ Lok Sabha Secuit./ Rajya Sabha
Secretariaty Cabinet Secretariat! Central \’igi}ame t.omrrz;ssiosv" President’s
Secretariall Vice-President’s Secretariat’ Prime Minisier's Office/ Planning

Comu ss-meccvw Commissiorn.
( antral Information Commission/State Information Commissions.
2 ction Commission, CGO Complex, New Dethi
" the Comptroller & Auditor General of India. 10, Bahadur
z:far _»--harg, New Delhi.
All {,xi"ﬁs:ers-'"D&Sks:‘:%ectie{ns. Department of Persennel & Training and
Department of Pension & Pensioners Welfare.

Shah

o
X

Copy to: Chier Secretaries of all the StatesUTs.



No.1/20/2009-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

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

OFFICE MEMORANDUM

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

ok ok

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.

Director

[

. All the Ministries / Departments of the Government of India

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

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

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

Commission/Election Commission.

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

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

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

Pensioners Welfare. ‘~

Copy to: Chief Secretaries of all the States/UTs. )@@ \05

O



No. 8/2/2010-IR
Government of India
Ministry of Personnel, PG & Pensions

Department of Personnel & Training

%k % ¥k
North Block, New Delhi-110001
Dated: the 27" April, 2010
OFFICE MEMORANDUM

Subject: Disclosure of third party information under the RTI Act, 2005.
* %k
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 RTI Act, 2005. If yes, what procedure is required to be

followed for doing so.

2. Section 11 of the Act provides the procedure of disclosure of ‘third
party’ information. According to it, if a Public Information Officer (PIO)
inte\nds to disclose an information supplied by a third party which the third party
has treated as confidential, the PIO, 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 PIO and if not satisfied with the decision
of the Departmental Appellate Authority, a second appeal to the concerned
Information Commission. The PIO 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



information from another public authority ‘Y’ which that public authority has
treated as cohﬁdential, then ‘X’ cannot disclose the information without
consulting ‘Y’, the third party in respect of the information and without
following the procedure prescribed in Section 11 of the Act. It is a statutory

requirement, non-compliance of which may make the PIO liable to action.

4. The Public Information Officers and the First Appellate Authorities
should keep these provisions of the Act in view while taking decision, about
disclosure of third party information in general and disclosure of the third party

information, when third party is a public authority, in particular.

5. Hindi version will follow.
(K.G. VERMA)
Director
Tei: 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 Secretariat/Prime Minister’s
Office/Planning Commission/Election Commission.

3. Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi.

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

6. All Officers/Desks/Sections, Department of Personnel & Training and
Department of Pension & Pensions Welfare.

o

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



No. 11/2/2013-1R (Pt.)
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi,
Dated the j&yth 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) (§) 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. 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 cxpression ‘persondal 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.

Encl: As above. 7en / “

Maer 5

(Mahoj 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 Secretariat/ Central Vigilance Commission/ President's
Secretariat/ Vice-President's Secretariat/ Prime Minister's Office/ Planning
Commission/Election Commission.

. Central Information Commission/ State Information Commissions.

. Staff Selection Commission, CGO Complex, New Delhi.

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

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

W



Central information Commiséion, New Delhi
File No.CIC/SM/A/2013/000058 A
Right to Information Act-2005-Under Section (19)

Date of hearing 26/06/2013

Date of decision 26/06/2013

Name of the Appeliant Sh. Manoj Arya,

(RTI Activists and Social Worker) 67, Sec-

12, CPWD Flats, R P’( Puram, New Delhi
-110022

Name of the Public Authority Central Public Information Officer,

Cabinet Secretariat,

(Vigitance & Complaint Cell), 2nd Floor,
Sardar Patel Bhawan, New Delhij -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, ShriS B Agnihqtri, 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 RT! application, the Appeflant had sought the copies of the
complaints made against the third party in the case and the details of the action
taken including thel copies of the enquiry reports. He had also wanted the
copies of the corresbondence 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/SM/A/2013/000058



refused to disciose any such information by claiming that it was:persona! in
nature and thus exempted under the provisions of section 8(1) (j) of the Right to
Informatinn (RTH) Act. Not satisfied with this decision of the CPIO, the Appellant

had preierfed an appeal. The Appeliate Authority had disposed of the appeal in

P]

a speaxing crder i which he had endorsed the decision ¢f the CPIT

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 panty in the case. The entire informationwl'

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 -

meaning of the provisions of Section 8 (i) (j) of the RTI Act.i'!n this connection, it
is very pertinent to{x‘cite the decision of the Supreme Court of India in the SLP(C)
No. 27734 of 2012 (Girish R Deshpande vs CIC and others) in which it has held
that “the performance of an employee/Officer in an organisation is primarily a
métter between the employee and the employer and normally those aspects
are governed by the service rules which fali 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 interest]The 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. 1t is, thus, clearly
the I;ind 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

CIC/SM/A/2013/000058

¥



rightly cited in their respective orders.

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

The appeal is rejected.

6. Copius of this order

" ‘1 - o~ T G, 2
derbe given frae 0T cosiic the p

(Satyananda Mishra)
Chief Information Commissioner

_ Authenticated true copy. Additional copies of orders shall be supplied against

applibation and payment of the charges prescribed under the Act to the CPIO of this
Commission.

{Vijay Bhalla)
Deputy Registrar

CIC/SIMIA2013/000058



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 20" June, 2017
Office Memorandum

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

L2 2

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 RT! 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



No. 1/31/2013-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi,
Dated the 8" 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.
SQW
-
(Sandeep Jain)
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 / President's Secretariat /
Vice President’s Sectt. / Prime Minister's Office / Planning Commission /
Election Commision

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

Copy to: Chief Secretaries of all the States/UTs.
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20.11,
2013

W.P. 33290(W) of 2013

Mr. Avishek Goenka ... petitioner {(in person).

Mr. Asish Kumar Roy,
Ms. Gargi Mukherjece 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 bhe 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



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
Persennel 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.

{ Banerjee, Acting Chief Justicej

{ 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 7" October, 2016

OFFICE MEMORANDUM

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

Attention is invited to para 1.4.1. of the enclosed guidelines referred to in
this' Deptt.’'s O.M. No0.1/6/2011-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 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.”

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 / 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 N0.33290/2013 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.

(Gayatri Mi'shrai
Director (IR)
Tele:23092755

To
All Public Authorities



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 20" 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.

Jekdk

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 RT! 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 ldentity 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 RT! applications viz.
receiving, replying and uploading on websites efc.:- .

(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.

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

To

All Ministries/Department of Govt of India



Chapter 14
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RTl Act

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 Petifion 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.




No.1/7/2009-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

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

OFFICE MEMORANDUM

Subject: Decision dated 3.4.2008 of the High Court of Bombay at Goa in Writ Petition

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.
*ok kK

The undersigned is directed to say that the High Court of Bombay at Goa in the above

referred case has held on 3.4.2008 that the term ‘information’ as defined in the Right to
Information Act does not include answers to the questions like ‘why’. The relevant part of the
judgement is reproduced below:

o

W

“The definition of information cannot include within its fold answers to the
questicn “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.”

This may be brought to the notice of all concerned.

-

(K.G. Verma)
Director
Tel: 23092158

. All the Ministries / Departments of the Government of India

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

Staff Selection Commission, CGO Complex, New Delhi ,
O/o the Comptroller& Auditor General of India, 10, Bahadur Shah Zafar Marg, New
Delhi.

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

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



Mo, 1/7/2009-iR
Government of Indla
Minkstry of Personnel, Public Grievences & Penslons,
Dapartmeant of Personne! & Tralning

L2 11 L g

Nerth Block, New Delhi,
bated the 20" May, 2011,

Subjact : Daclsion dated 03.04.2008 of the High Court of Bombay at Goa In Writ Petition No.419

of 2007 in the casa of Dr. Caisa Plnto Vi, Gos State Information Commission regarding
information undar the Right to information Act, 2005.

The undersigned is directed bo invite attentioh to this Department's Offica Memorandum

of even nymber dated 1% June, 2009 on the subject mentioned above {copy endosed) and to say
that some persons have observed that the High Court of Bombay at Goa In the above refermed case
did not use the word ‘like’ in the judgement and that inclusion of this word in the 0.M. bafore the
ward ‘why' 5 creating confuskon. It I3 hereby stated that the word ke’ used before the word
‘why’ in line 3 of the O.M. may be treated as deleted. The relevant part of the judgement is again
being quoted below :

*The definition of information cannot Include within s fold answers to the question *why™
which wouki be same thing as asking the reason for & Justification for a particular thing.
Tha public information authorities cannot expect to communicate to the citizen the reason
wiry a certain thing was done or not done In the sense of a justification because the citizen
makes & requisition about information. Justlfications are matter within the domaln of
ad)udicating authoritles and cannot property be classified as Information.”

This may be brought to the notice of all concamed.

All the Ministries/Departments of the Government of [ndia.

Unlon Public Service Commission/Lok Sabha Secretariat/Rajys Ssbha Secretariat/Cabinet
Secretariat/Central  wigllance Commission/ President’s Secretariat/Vice-President's
Secretariat/Prime Mimlster’'s Office/Planning Commission/ERection Commission.

Central Information Commission/State Information Commissions.

Staff Salection Commission, OGO Complax, New Delhl,

Office of the Comptrofler & Auditor General of Indla, 10 Bahadur Shah Zafar Marg, New
Delhl,

All officers/Deske/Sections, DOP&T and Department of Penshon & Pensloners Welfare.

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



S.No. File no Date Subject
1 1/1/2009-IR | 22/05/2009 | Clarification on constitution of Bench by Central
information Commission (CIC).
2 1/1/2009-IR | 22/05/2009 | Clarification on constitution of Bench by State

Information Commission (SIC).




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

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

To
The Secretary,
Central Information Commission,
August Kranti Bhawan,
Bhikaji Cama Place,
New Delhi
Sir,

I am directed to say that the Right to Information Act, 2005 provides that a
person can make a complaint or an appeal to the Central Information Commission
or the State Information Commission, as the case may be, in the circumstances as
provided in the Act and that the concerned Commission may take action on the
complaint or appeal in accordance with the provisions of the Act.

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) 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.

urs faithfully,

g g Ul S el
- Deptt. of personnsi & Teo.

ot 3NT _
Receipt & igsue Sed on

(K.(; Verma
22 MAY2009 : 7 Director
. Tel: 23092158
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No.1/1/2009-1R
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated: the 22" 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,

0 (K.G. Verma)
Director
Tel: 23092158




Chapter 16

me Court judgement
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S.No. File no Daie Subject

1 1/18/2011-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) No0.7526/200%9 in the case of
Central Board of Secondary Education and Anr.Vs,
Aditya Bandopadhyay and Ors.




No.1/18/2011-1R
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training
ko ¥k ok
North Block, New Delhi
Dated: thelsu‘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.

& ok ok ok

The undersigned is directed to invite attention to this Department’s O.M.
No.1/4/2009-IR dated 05.10.2009 whereby a Guide on the Right to Information Act,
2005 was circulated. Para 10 of Part | of the Guide, inter alia, stated that ‘only such
information can be supplied under the Act which already exists and is held by the
public authority or held under the control of the public authority. The Public
Information Officer is not supposed to create information; or to interpret
information; or to solve the problems raised by the applicants; or to furnish replies
to hypothetical questions.’ The same issue has been elaborated by the Supreme

Court in the matter of Central Board of Secondary Education & Anr. Vs. Adltya

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 ail 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 informatioh, subject to the exemptions in section 8 of the Act.
But where the information sought is not a part of the record of a public
authority, and where such information is not required to be maintained
under any law or the rules or regulations of the public authority, the Act
.does not cast an obligation upon the public authority, to collect or collate
such non available information and then furnish it to an applicant. A public
authority is also not required to furnish information which require drawing
of inferences and/or making of assumptions. It is also not required to
provide ‘advice’ or ‘opinion’ to an applicant, nor required to obtain and
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furnish any ‘opinion’ or ‘advice’ to an applicant. The reference to ‘opinion’
or ‘advice’ in the definition of ‘information’ in section 2(f) of the Act, only
refers to such material available in the records of the public authority. Many
public authorities have, as a public relation exercise, provide advice,
guidance and opinion to the citizens. But that is purely voluntary and should
not be confused with any obligation under the RTI Act.” '

This may be brought to the notice of all concerned.

L 4
(K.G.Verma
Joint Secretary(RTl)
Tel: 23092158

All the Ministries / Departments of the Government of India

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

Central Information Commission/State Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi

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

All officers/Desks/Sections, DOP&T and Department of Pen5|on & Pensioners
Welfare.

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



S.No. File no Date Subject

1 34012/8/(S)/2005-Est1(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 34012/8/(S)/2005-Estt(B) 17/05/2006 | Right to Information {Regulation of Fee and
Cost] Amendment Rules, 2006

4 1/35/2009-IR 31/7/2012 | Right to Information Rules, 2012




MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES AND PENSIONS
(Department of Personnel and Training)
New Delhi, the 16th September, 2005

G.S.R. 336.—In exercise of the powers conferred by clauses (b) and (c) of sub-section (2) of Scctlon 27 of the
~ Right to Inforrnanon Act, 2005 (22 of 2005), the Central Government hereby makes the following rules, namely :—

) 1: Short tl_tle and commencamcnt—(l) These rules may be called the Rx;,hl 1o Information (ch,ulauon of Fee and
Cost) Rules 2005.

(2) They slmll come into force on lhc dale of their publication in the OfTicial Gazclle.

2. Deﬁmtmns——ln the rules uhless the context otherwise re

ires,—
() “Act’ means the Right to Information Act, 2005, qr

(b) ‘section’ means section of the Act;

(c) ' all other words and expressions used herein but not defined and defined in the Act shall have ﬂxc mcamngs '_ '
' assigned to them in the Act.

3. Arequest for obtaininginformation under sub-section ( 1) of Section 6 shall be accompanicd by an application

~ fee.of rupees ten by way of cash against propcr rccelpl or by demand dralt or bankcrs chcc]uc payabla 1( the Accounts
Ofﬁcer of the public authority.

4 for providing the information under sub- -section (1) of Scction 7, the fee shall be charged by way of cash

' agamst proper receipt or by demand draft or bankers cheque pdvable to Lhc Accounts Officer of the public anthority at the
followmg rates :— :

(a) rupeestwo foreach page (in A-4 or A-? sizc pdpcr) created or copicd;
) actual charge or cost price of a copy in larger size paper:
(c) - actual cost or price for samples or models; and

@

for mspccuon of records, 110 fec for the ﬁrst hour; and a fec of rupees five for wg.h fificen minules (01 fracuon
thcreoi) thereafter. :

‘§. For providing the mfonna‘tion under suB-section (5) of Section 7. the fee shall be charged by way of cash

against proper receipt or by demand draft or bankers cheque payable to the Accounts OfTicer of the public aulhorxtv atthe
followi mg rates i— | ~

(@) forinformation provided in diskette or floppy rupces fifty per diskette-or floppy, and

() for information provided in printed forin a1 the price fixed for such pubhcauon O Tupces 1wo per page 0x
photocopy for extracts from the publication.

[F. No. 34012/8(8)/2005-E§u; B)]
_ ) HARTKUMAR, Director .

.............



2 | THE GAZETTE OF INDIA : EXTRAORDINARY [Parr TI—Skc. 3G)] -

MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES AND PENSIONS
(Department of Personnel and Training)
NOTIFICATION - -

New Delhi, the 27th October 2005 Ao o

G S R. 649(E).—1In exercise of the powers conferred by clauses (b) and- (c) of Sub-section (2) of Sectlon 27
of the nght to Information Act, 2005 (22 of 2005), the Central 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 may be called the nght to'Information (Regulation of Fee
and Cost) (Amendmem) Rules, 2005.

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

. 2.IntheRightto Informauon (Regulahon of Fee and Cost) Rules, 2005, in rule 4, for clause (d), the followmg
clause shall be ‘substituted, namely :—

“(d)-for inspection of records, no fee for the first hour; and a fee of rupees five for each sﬁbsequent
hour (or fraction thereof).” . ’ '

[F. No. 34012/8(S)/2005-Estt. (B)]
T, JACOB, Jt. Secy.

Note :—The principal riles were published in the Gazette of India vide Ministry of Personnel, Public Grievances and
Pensions (Department of Personnel and Training) notification No. 34012/8(S)/2005-Estt.(B) dated 16th September,
2005 [No. G.S.R. 336 dated 1st October, 2005, Part I, Section 3, Sub-section (i)]. :

-~ ) Printed by the Manager, Govt. of India Press ng Road, Mayapuri, New Dethi-110064
and Publisked by the Controller of Publications, Delhi-110054.
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4 2 : THE GAZETTE OF INDIA : EXTRAORDINARY [Pt l—Szc. 3G)]
MINISTRY OF PERSONNEL, PUBLIC GRIEVANCESANDPENSIONS . <

? ’ (Departmentofl’ersonncl&Tnxmng) . o G

~ NOTRCATION < [ . o

© . ‘NewDelhi,thé 17th May, 2006 ol

G.S.R. 294(E) —In exermse of the. powers confermd by clauses (b) and (c) of Sub-section (2) of $egmn 97 of the
. Rxghl to Information Act, 2005 (22 of 2005), the Central Govemment hereby makes the following rul&sfurthenm amend the
: R.lghtto Information (Regulanon of Fee and Cost) Rules, 2005, namely :—

1. Short Title and Commencemenn—-(l) These rules may be called the R1gh1 to Information (Regulation of Fee and
v Cost) Amendment Rules, 2006. R

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

‘ ' | ’ . Inthe 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 msencd

(b) in rule 4, after the words “bankers chcque the words “‘or Indian Postal Order” shall be inserted ;

' - (©)-irirule 5, after the words ‘bankers cheque”, the words “or Indian Postal Order” shall be inserted ;

’ {F. No. 34012/8(S)2005-Estt. (B)]
C.B.PALTWAL, Jt. Secy.

'N ote :—The principal x{des were published in the Gazette of India, Extraordinary, Part II, Section 3, Sub-section (i),
dated the 15t October, 2005 vide number G.8.R. 336 dated the 16th September, 2005 and were amended vide
number G.S.R. 649(E) dated the 27th October, 2005.

AR MY e e

Printed by the Manager, Govt. of India Press, Ring Road, Mayapuri, New Delhi-110064
and Published by the Controller of Pubiicaticns, Delhi-110054.




MINIS:I‘RY OF PERSONNEL, PUBLIC GRIEVANCES AND PENSIONS
" (Department of Personnel and Training)
~ NOTIFICATION
New Delhl the 31stJuly, 2012

" GS.R. 603(E) —In 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 supersession,
the Central Government hereby makes the following rules, namely :—

1. Shortiitle and commencement.—(1) These rules may be called the Right to Information Rules, 2012.
- (2) They shall come into force on the date of their piiblication in the Official Gazette.
2. Definitions.—In these rules, unless the context otherwise requires,—
(@) “Act” means the Rightto Information Act, 2005 (22 0f 2005);

() “Commission” means the Central Information Commission constituted under sub-section (l) of Sect;on ;
12 of the Act;

“(c) “First Appellate Authority” meansan ofﬁcer in the public authority who is'senior in rank to the Central
- Public Information Officer to whom an appeal under sub-section (1) of Section 19'of the Act lies;

(d) “Registrar” means an officer of the Commission so designated and includes an Additionat Reglstrar
Joint Registrar and Deputy Regxstrar

(e} “Section” means a Section of the Act;

{flali other words and expressions used herein but not deﬁned in these rules shall have the same meanings
assigned to them in the Act.

284861))2-2
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''''' 3. _;\pblica'tion Fee.—An apﬁﬁéétion under sub-section (1) of Section 6 of the Act shall be accompanied by a fee
of rupees ten and shall ordinarily not contain more than five hundred words, exciuding annexures, containing address ofthe
. 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 (1) and (5) of Section 7 of the Act shall be charged at the following rates, namely :—

(@) rupees two for each page in A-3 or smaller size paper;

(b) actual cost or price of a photocopy in large size papér;

(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;

- (Hno  fee for inspection of records for the first hour of inspection and a fee of rupees 5 for each subsequent hour
or fraction thereof; and

(gi so much of postal charge involved in supply of iffformation 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 line provided a copy of the certificate issued by the appropriate Government in this regard is submmed
alongwith the application.

' 6. Mode of Payment of fee.—Fees under these rules may be pald in any of the following manner, namely :—

(a) in cash, to the public authority or to the Central Assistant Public lnformatxon 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 avallable with the public authority.

7. Appomtment of Secretary to the Commission.—The Central Government shal] appomt an officer not below
the rank of Addmonal Secretary to the Government of India as Secretary to the Commission.

8. Appeal to the Commission.—Any person aggrieved by an order passed by the First Appellate Authority or
by non- dlsposal of his appeal by the First Appellate Authority, may file an-appeal to the Commission in the format given in
the Appendix and shall be accompamed by the following documents, duly authenticated and verified by the appellant ’
namely -—

i) acopyofthe application submitted to the Central Public Information Officer;

(iiy acopy ofthe reply received, if any, from the Central Public Information Officer;

(iiY) a copy of the appeal made to the First Appeilate Authority;

(iv) acopy of the Orderbreceived, 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 of Appeal.—An appeal may be returned to the appellam ifit is not accompanied by the documcms as
specified in rule 8, for removing the deficiencies and filing the appeal complete in ali respects. :

10. Process of appeal.—(1) 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 by documents as specified in rule 8.

(2) The Commission shail 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 avallablc to hlm
~ under the Act:

(8) 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 .

~ (b) where no final order has been made by the First Appe]late Authority with regard to the appeal preferred, dnd
" aperiod 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; ' e

(i) 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 4 '

{  (vi) receive evidénce 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 Commission.—(1) 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
confetencing, 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 actionas it may deem fit.

13. Presentation by the Public Authority.—The public authority may authorise any representanve or any of its
ofﬂcem to present its case.

14. Service of notice by Commission. ———The Commission may issue the notice by name, which shaﬂ be served in
any of the following modes, namely:—

() service by the party itself;

(i) by hand delivery (dasti) through Process Server;

(iiiy by registéred post with acknowledgement due;

(iv) by electronic mail in case electronic address is available.

15. Order of the Commission.—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. 1/35/2009-IR]
MANOJ JOSHI, Jt. Secy.
. APPENDIX
FORMAT OF APPEAL
(See Rule 8)
1. Name and address of the appellant

2. Name and address of the Central Public Information Officer to whom
the application was addressed

3.- Name and address of the Centrai Public Information Officer who éave
reply to the Application :
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10.
IL

Name and address of the First Appellate Authority Who decided the
First Appeal

Particulars of the application

' Particulars of the order(s) mcludmg number, if any, against which the

appeal is preferred
Brief facts leading to the appeal

. Prayer or relief sought

Grounds for the prayer or relief )
Any other information relevant to the appeal
Verification/authentication by the appellant

Printed by the Manager, Government of India Press, Ring Road, Mayapuri, New Delhi-110064
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