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Preface

Right to Information Act, 2005 was promulgated in 2005 to promote
transparency and accountability in the working of every public authority. A
clear knowledge of the provisions of the Act to the CPIOs/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 DoPT has issued
clarifications on various provision of the Act. Hon'ble Courts/Information
Commission have also given some landmark judgements on RTI.

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 RTl regime.
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Chapter 1

Designation of PIO/APIO/FAA
nodal points for receiving RTI

applications and expectation
from PIO

S.NO. FILE NO DATE SUBJECT
1 34012/13(S)/20 | 06/10/2005 | DESIGNATION OF CENTRAL  ASSISTANT  PUBLIC
05-ESTT.(B) 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 1/32/2007-1R 14/11/2007 | POINT FOR RECEIVING APPLICATIONS AND DESIGNATION OF
APPELLATE AUTHORITIES UNDER THE RTI ACT, 2005.

4 4/9/2008-1R 24/06/2008 | COURTEOUS BEHAVIOR WITH THE PERSONS SEEKING

INFORMATION UNDER THE RTI ACT, 2005.




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 (CAPIOSs) 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.

A \
(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.
o 0 ko

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.

o Lh

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



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

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

OFFICE MEMORANDUM

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

of appellate authorities under the Right to Information Act, 2005.
¥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 (PIO), 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 PIQs/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.
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3. Sub-section (8) of Section 7 of the RTI Act provides that where a request

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

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

(K.G. Verma)
Director

[a——y

. 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 bW

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 .



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.

* ok dkek ok

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

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

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

2l



-2

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.

oA

Copy to: JS(Training), DOPT

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

Copy also to:

Chief Secretaries of all the States/UTs.



Chapter 2

Payment of fee and Cost

S.NO. FILE NO. DATE SUBJECT

1 10/9/2008-1R 05/12/2008 PAYMENT OF FEE UNDER THE RTI ACT BY DEMAND
DRAFT/BANKERS CHEQUE/INDIAN POSTAL ORDER.

2 12/9/2009-1R 24/05/2010 PAYMENT OF FEE UNDER THE RIGHT TO INFORMATION
&CT, 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 TO
INFORMATION ACT.2005.

4 10/9/2008-1R 26/04/2011 PAYMENT OF FEE UNDER THE RTI ACT BY INDIAN POSTAL
ORDER.

5 12/31/20138-IR | 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: Payment of fee under the RTI Act by demand draft/bankers cheque/Indian

Postal Order.
% o %

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/

5



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.



No.12/9/2009-IR ~
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training

L L L g

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.

LES b L L

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

2. Section 6(1) of the Act enables the Government to prescribe application fee
and sub-sections (1) and (5) of Section 7 to prescribe fee in addition to application
fee for supply of information. On the other hand sub-section (3) of Section 7
provides the procedure which a PIO has to follow for realizing the fee prescribed
under sub-sections (1) and (5) of the Section. Details of fees that can be charged by
a public authority under the Central Government are contained in the Right to
Information (Regulation of Fee & Cost) Rules, 2005. The Rules or the Act do not
give power to the PIO to charge any fee other than prescribed in the Fee and Cost
Rules. Attention in this regard is invited to following extracts from the common 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 to make rules, for charging fee towards supply of information which
may include fee for supply of books, maps, plans, documents, samples, medels 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.



- 3:-

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

S0

(K.G. \'/erma)
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 Deihi.

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 and
Pensioners Welfare.

Copyto: Chief Secretaries of all the States/UTs.

Copy also to: Central Information Commission with reference to the

Commission’s recommendation referred to above.



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

Dated Aprid 26, 2011
To

1. The Chief Secretaries of all States/UTs |(except J&K)
2. The Registrars of all High Courts
3. The Registrar of the Supreme Court

L4 5 4]

Subject:- Harmonization of tee payable under the Right to Information Act, 2005.

Sir,

Sections 27 and 28 of the Right to Information Act, 2005 empower the
appropriate Governments and the Competent Authorifies to moke rules to
prascribe, inter-alia, the fees payable under the Act. In exercise of the powers, the
Central Government, State Governments, High Courts etc. have nofified rules. 1t
has been observed that the fee prescribed by different appropriate
Governments/Competent Authaorities is at great variance.

2. The 2rd Administrative Reforms Commission has, in this regard recommended
that the States should frame Rules regarding application fee in harmaony with the
Cenfral Rules and ensure that the fee should not become a disincentive for using
the right to information.

3. Al the Slates/Competent Authorities are, therefore, requested to kindly
review their Fee Rules and lo prescribe fee in consonance with the fee prescribed
by the Government of India. A copy of the Right to Information (Regulation of Fee
and Cost] Rules, 2005 nofified by the Government of India is enclosed for ready

reference.

(K.G. Vermal
Director
Tel, 2309 2158

4,  EKindly inform us of the action taken in this regard.,
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MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES AND PENSIONS
(Department of Personnel and Tralniug) _
New Delt, the 16th Sepiember, 2005 =

G.5.R 336.—In exercise of the powers conferred by clauses (b) and (c) of sub-section (2) of Section 27 of the
. Right to Information Act, 2002 (22 of 2005), the Cemviral Governmeal hereby makes Uhe fallowing mules, namiely j=—

- 1. Short title and cnmmmrm,-..{]]ﬁmrm:s may e called the Right 1o Information m:paimuma uE‘F-:a and
Cost) Bules, 2005,

(2) They shull come o force ou (he dute of thelr publication in 1he Official Gastie.
1. nmnitﬁﬁ:—m the rules, unless the coutexy olherwise requints,—
(a) ‘Act’ meansthe Right w Information A, 2005,
(o) ‘section’ means secilon of the Act;

{c)  all other words and expressions used Degein but not defined and delined in the Act shall 'In'-'l' The mr.nrungs
assigned 1o them in the Act.

3. A request forobtaininginformation under sub-section 1) of Szction 6 £hall be sccompanied by an applicotion
fee of rupees ten by way of cash against pl‘npl:: receipl or by demand drall or bankers cheque pivab!z 1o 1he Accounts
Officer of the public authority,

4. for providing the information under sub-section (1) of Seetion 7, the fee shall be charged by way of cash
- against proper receipt ov by l'.‘iml'laml draft or bankers cheque payable to the Accouns Cificer of the public authority at the
folloeving rates \—

{a) ropees bvo foreach page (in A-4 or A-3 size paper) erenicd or enpicd;
{b) actual chwigz or cost price of a S0Py in lasger size paper;
{c) - wciual costor price fer samples or models; und

(d) for inspection of records, 10 fes for tie first lour, and a fee of rupees five fereach Hlieca minules (or fraciion
therecd) thereafler.

S, For providing the information under sub-section (5) of Section 7. (e fee shall be charged by way of cash
against proper receipt or by demand drafi or bankers cheque pavable to the Aceounts Oificer of the public lLl'l-'lmI}' atthe
following rajes \—

) for information provided in disketie or fleppy rapess fifiy por diskene-or lloppy, and
() for information provided in printed fonvm w the price fived for such publicangn OF fUpces |wa per page O:
photocopy for extracts from the publication. :
[F. Mo, 340 LB(S2005-Est, (B)]
HARI UMAR, Director .



2 THE GAZETTE OF INDLA : EXTRAORDINARY [Parr I—Sec. MiH .

MINISTRY OF FERSONNEL, FUBLILC GRIEVANCES AND PENSIONS
{Departmecod of Fersoanel and Traindag)
- . NOTICATION ; 52 _
New Delhi, the 27th October, 2005~ - #

« ER H![ﬂ—hmﬂ-d‘:htmmbrﬂmmnﬂc}d‘mmdmﬂ
of the Right 1 Information Act, 20035 (12 of 2005), the Contral Goverament hereer makes the following rules to amend
the Right io Information (Repalation of Fee and Cost) Rales, 2005, namely -—

L Mﬂtﬂm—{llmmwhm&m hllﬂ:m.lﬂu{l!:;uhhnd’h
nnd Cost) ( Amendmend) Ruoles, 2003.

tIJWhﬂmmﬂ:hﬂ:mlﬁhd’Mpﬂlﬂhﬂmﬂum{hﬂ

2 uhmﬁnMWﬂmﬂMMm in rule 4, for clause (d), the following
clause shall be ‘substitand, namely -—

“{d) for inspection of records, po fee for the first hour; and o fiee of rupees five for each subsequent
hour (or fraction thersef),”

[F. N 34012/8(5)/2005-Est. (B)]
. T IACOB, L Saey,

Mote :—The principal nides were published in the Gazetse of India vide Ministry of Personnes, Public Grievances and
Persions (Depasiment of Personned and Texising) motification Mo, 1012 (S 005-Estt (B) dated 16th Sepoemiber,
2005 [No. G SR 136 dated 1 Dctobes, 2005, Part IT, Section 3, Sub-section (i)).

Pringed by e Mlumager, Oove of Dneis Press, Bing Besd, Meyrpun, Mew Dethi-| Do0dd
il Pulslishad by the Controller of Palslioaibens, Delis-§ 10034,
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. T.I-IEGAE‘[TE{FPW EXTRADRDINARY [Fmﬂ—ﬁt.i{lﬂ
mmmmmmm <
n mwnw : A Y
NOTIFICATION : T 3

whT
“Mew Delhi, ¢ 17th May, 2006 R

G5 294(E)—In exercise nfhwmmdimd by clauses (b} and (<) of Sub-sction (2} of Segico 27 of the
Flight 1o Information Act, 2005 (22 af 2005), the Central Governrhent herdyy malkes (he following rubss furtherse smend the
Rlﬂllnlpﬁwmlnm{ﬂ:mlllmanmmdﬂnn}ﬂlﬂu,m ey —

L Elnrt'ﬂﬂ-Ifm—[]]mmmyuuudmm#mwl{MQﬂMMme
Cost) Amendment Fuales, 2006 5

{2} They shall come into force on the date of teir publication in1he Cfficial Gazene.
2. lnthe Right io Information (Repulstdon of Fee and Cost) Rules, 2005, — 1
(a) i rule 3, afer the words “bankers cheque”, lhzwrd:“ﬂlwuhmlﬂtdu‘!hﬂlbtmtmd
(b} imrole4 Ih'llu:mlﬂ.s'hlﬂkulchaqlﬂ ihie words HWMWMMW
{c) inml:i,ll'tﬂllnw:l{d.l-'h.-lh:l!ih:qu:‘. e words “or Indian Postal Order™ shall be mseried |
[F. Mo, 3401 28(5)/2005-Esn. {B)]
€. B. PALIWAL, It Secy.

Note :—The principal nules were published in the Gazette of India, Extrapninary, Pan 11, Section 3, Subsssetion (i),
dated the 15t Octpber, 2005 vide mumber G5 R 336 dawd the 16th Sepiember, 2008 and were amended vide
number GSE. 649(E) dsind the 2 7th Octobes, 2005,

- ———

Prirmed by the Mimager, o of ledis Prosr, Bang Boad Mayapuri, Hew Delbi-] 10064
ard Fublished by the Contsoller of Fublicnie, Delhe.) 10034,



MNo.F. 10/9/2008-R
Govemment of india
Ministry of Parsonneal, PG & Pension
Departiment of Personnel & Tralning

North Block, New Delhl
Dated Aprdl 24, 2011

Subja-ct Paymen! of fee under the RT| Act by Indian Postal Order.

The undersigned ks 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

-:h:rﬂ or banker's chegue or indian Postal Order. It has been brought to the nofice

of this Department that some public authodties do not ul:cupl fea through the
inchan Postal Orders.

2. As stated above, one of the approved modes of payment of fee under the
Rubes is through Indian Postal Order. Refusal to accep! fee through the IPO may be
treated as refusal to accept the application. It may resulf info imposition of penalty
by the Cenfral Information Commission on the concemed Ceniral Public information
Officer under Section 20 of the Act. Al the public authoriies should, therefore,

ensure that payment of fee by IPO is not denied.

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

(KG.V
Diractor
Tele 2307 2158

1. Al the Ministies/Departments of the Government of India

2. Union Public Service Commibssion/Lok Sabha Secretariatl./Rajya Sabha
Secretardat/Cabinet Secrefariat/Ceniral Vigilance Commisslon/President's
Secretarat/Vice-President's Secretariat/Pime Minister's Office/Planning
Commission/Beciion Commission

Central Information Commission

Staff Selection Commission, CGO Complex, New Delhl

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

All Officers/Desks/Sections, Department of Personnel & Training ond
Depariment of Pension & Pensions Weifare

e o~ W

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



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

North Block, New Delhi - 110001
Dated : 11.2.2013

OFFICE MEMORANDUM

Subject: Timely intimation about payment of additional fee under RTl Act
20085.

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

2. The Central Information Commission in one of its orders has mentioned
that while 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 RTlI application is -
received so that the information seeker has time to deposit the fees and
receive the information within the prescribed thirty days period. If the
information sought is not voluminous or is not dispersed over a large number
of files, computation of the photocopying charges should not be a time
con{:ming 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 the information seeker demanding such fees.

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

@*@
(Sandeep Jain)
Deputy Secretary

1. A?\II the Ministries | Departments of the Government of india

el 2, 'L‘Jnion Public Service Commission;- Lok Sabha Sectt, Rajya Sabha
iecretorio’r, Cabinet Secretaiiat, . Central Vigilance Commissicn,
resident's Secretariat, Vice-President's Secretariat, Prime Minister's Office,
lanning Commission, Election Commission.




=

3. Central I‘Bfofmaﬁon Commission/Sfdfe Information Commission:s.
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

Deemed CPIO

S.NO.

FILE NO

DATE

SUBJECT

1/14/2008-1R

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.
% ok %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 PIO.

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
~.officer as PIO and direct him to send reply to the applicant. The import of sub-section
(5) of section 5 is that, if the officer whose assistance is sought by the PIO, does not
render necessary help to him, the Information Commission may impose penalty on
such officer or recommend disciplinary action against him the same way as the

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

Staft 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.

Sk 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 1/44/2009-1R 22/03/2018 ELECTRONIC INDIAN POSTAL ORDER - LAUNCHING OF.
2 1/44/2009-1R 07/10/2013 EXTENDING THE FACILITY OF E-IPO FOR PAYMENT OF RTI FEE
IN INDIAN MISSIONS BY INDIAN CITIZENS ABROAD.
3 1/1/2018-IR 22/04/2013 LAUNCH OF RTI WEB PORTAL FOR ONLINE FILING OF RTI
APPLICATION.
4 1/1/20183-IR 12/08/2013 EXTENSION OF RTI WEB PORTAL FOR ONLINE FILLING OF RTI

APPLICATION.




o

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 RTI Rules, 2012,
fees may be paid by electronic means, if facility for receiving fees through
electronic means is available with the public authority.

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

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

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



o -~ o

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.

Sadeyp Jom

(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. .

ok w



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

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

OFFICE MEMORANDUM

Subject: Launch of RTl web portal for online filing of 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 RTI Cell and all the CPIOs/FAAs of the Ministries/Departments
are trained to use this facility. Arrangements have been made to provide training to
the RTI Nodal Officers, RTI Cell officials and the 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 concemned.

(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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RTT Online

Home Submit Request Submit First Appeal  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

- P - . Login for Registered Users
This is a portal to file RTI applications/tirst appeals online

along with payment gateway. Payment can be made
through internet banking of $BI & its associate banks and ’
debit/credit cards of Master/Visa. Through this portal, RTI

applications/first appeals can be filed by Indian Citizens RIGHTTO Password: :)

Username: ( )

only for the main ministries/departiments of Central Govt,, INFORMATION signin

located at New Delhi. RTT applications/first appeals should /

not be filed for other Public authorities under

Central/State Govt. through this portal. X

Please read instructions carefully while Not Registered Yet ? Fussot fussword
submitting request/appeal. Sign Up here

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

Right to Information Act 2005 Important links

i . oy ad | Aot 9 atee Himelv res N it reaquests for cop . 5 .
Right to Information Act 2005 mandates timely response to citizen requests for government  Nutional Informatics Centre
information. It is an initiative taken by Department of Personnel and Training, Ministry of e :
Personnel, Public Grievances and Pensions to provide a RTI Portal Gateway to the citizens for  Right to Information

quick search of information on the details of fivst 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



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

10.

11.
12.
13.
14.
1‘5.
16.

17.
18,

19.
20.

GUIDELINES FOR USE OF RTI ONLINE PORTAL

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

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.

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

"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/her e-mail 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 ete., as provided in the RTI Act, 2005 will continue to apply.

1 have read and understood the above guidelines.

TI_Submifj(Canceﬂ

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
launched. This is a facility for the Indian Citizens to file RTI applications and first
appeals online and also to make payment of RTI fees online. To begin with, this
facility is available only for Department of Personnel and Training (DoPT).

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

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

3. As prescribed in the 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 also
be entered in the Portal by the Nodal Officer/RTI Cell, before forwarding to the
concerned CPIO. The RTI applications received physically”through Dak directly
by the CPIO should also be entered in the Portal by the concerned CPIO. The
CPIOs should reply to such applications physically through post.

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

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

3047’———'

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




Chapter 5

RTI Cell

S.NO. FILE NO. DATE SUBJECT
1 1/12/2010-IR | 19/05/2011 EFFECTIVE IMPLEMENTATION OF RTI ACT, 2005-SETTING UP
OF RTI CELLS.
2 1/12/2010-1R | 02/08/2012 FINANCIAL ASSISTANCE FOR SETTING UP RTI CELLS




Mo 1A22010-TR
Government of India
Ministry of Personnel, PG & Pensions
Department of Personnel & Training

North Block, New Delbi
Dated: @ik May, 2011

OFFIC A U

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

The undersigned is directed to refer to this Department’s OM No.1/32/2007-TR dated 14™
MNovember, 2007 whereby all the public authorities with more than one Public Information
Officer (P10) were advised 1o create a Ceniral Point within the organization w receive RTI
applications and appeals and ensure quick distribution thereof. Experience of past five years has

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

2. In this context a RTI Cell has been set up in the Department of Personnel and Training
(by reorganizing the stafl in Administration Division) with the following functions:

a) to receive RT] applications/ appeals/decisions of the Central Information Commission
{CIC) and to route them to CPIOs /AAs;

b) dispatch replies to RTI requests and appeals including the letters requiring the applicants
to deposit additional fee;

c) transfer applications not pertaining to the public awhority to the concerned public
authonty,

d) maintain hists of P10s, First Appellate Authorities and their link officers; and

) coordinate the work relating to proactive disclosure, and the Annual Report of the
Central Information Commission etc.

A copy of the OM No. 2/10/2010 dated 9™ July, 2010 detailing the roles and functions of the RTI
Cell is enclosed at Annexure I.

3. Subseguent to the setting up of the Cell, detailed instructions were issued to outline the
procedures for handling RT1 applications/ appeals vide OM No 2/10/2010 dated16™ July, 2010
(Annexure I1). This cell has been functioning for the last 9 months and has resulted in better
compliance with the provisions of the RTI Act, 2045,



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

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

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

intimated to this department by 31 July, 2011 :

(F.G. Verma)
Director

Tel:23092 158

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

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

3, Central Information Commission.

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

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



MMEDIATE  AINE RURE™-T
N0.2/10/2010-CR

Government of India
Ministry of Personnel, Public Gnevances & Pensions
Department of Personnel & Training

e

Morth Block, New Delhi

Dated 3" July, 2010
OFF M

Subject- Setting-up of RTI Cell in the Department of Personnel and

Training : Composition and functions.

In order to strengthen the system of RT| implementation in the
Depariment of Personnel and Training, a RTI Cell has been set up. The RTI
Cell shall act as a nodal point for all RT| implementation issues within the
Department. The Cell is hosted in the Administration Division and is headed

by Under Secretary(Administration) under overall supervision of
Director{Administration).

2. The RTI Cel will perform the following functions:

. The Cell will be a single reference point 1o receive applications,
appeals, complaints and decisions of the Central Information Commission;

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

ii. All replies to RT| requests and appeals will be despaiched by R&l

Section through the RT| Cell. This will include letters for deposit of additional
fee:

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

v. The Cell will segregate applications and appeals pertaining to life and

liperly 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 nct pertaining to this Department to
the concemed public authority;



vii. Coordination for the Depariment regarding:
+« Proactive disclosures under Section 4.

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

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

« |Information dissemination through the Information Facilitation
Counter (IFC):

« Maintaining lists of CPIOs, FAAs and link officers;

Annual Report of the CIC,

viil. Preparation of periodic monitoring reports regarding disposal of RTI -
requests/Appeals and compliance of CIC instructions.

3. Al concerned are requested to provide necessary cooperation to the
RTI Cell in discharge of its functions. '

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

Copy to .-

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

Copy for information to :-

EO&SS

AS(SEV

JS(E)

JS(ATEA)

JS(Trg.)

JS(Vig)

Secretary, PESB
PPS to Secretary(P)

m~mnkwh =



ANNEXURE ~TT

IMMEDIATE
No.2/10/2010-CR
Government of India
Ministry of Personnel, Public Grievance: & Pensions
Department of Personnel & Training

North Block, New Delnl
Daled 16% July, 2010
QFFIC o DU

Subject. Sihreamlining Receipt, Disposal and follow-up of BTl requests and
Appeals.

1.0 I s noted that the recelpd, follow-up and monitoring system for BT
requests and oppeals s not sireamlined which haos resutted in lote
disposal of such requests and on many occasions it has also invited
displeasure of the Central Information Commissionear (CIC),

20

An BTl Cell has been et up under the charge of US |Adminisirafion) 1o
coordinote dl work relating o disposal of BTl request and gppeals ond
its funclions have been detoiled vide OM No. 2/10/2010-CR dated #h
July, 2010. In continuation of the aforesaid OM detailed instructions for

deaqling with ET Requests ond appealks are given here under which
nead 1o be scrupulously 1ollowed by all concermned.

3.0 Recelpt of RTl Applications
3.1  ETl Request; are received in this Depariment through following means:

la] Cirect receiptin the Central Receipt [CR) Section;

(&) Cireciy received by the concemed CPIOs;

o) Received by Senior Officers as reference from omer Departments
or from other Public Authorfies especially, PMC ana Cabinet
Secrelariat,

3.2  As soon as any BT application is received by any officer or in any

office, it wil be immediately sent to 50 (RTI Cell}, clong witn the

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

33 BT Celi will hondie the oppicaiions in the IQlowing manner,
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If an #7l request does nol concearn DOPT, it would immeadiately be
sant 1o the concernad pubic authorty, Such cases will be
fingized by US [Administration), who may consult Diecior
{Administration]) as per need, However, such consuliation: should
be dore on an urgent basis and not in a routine monner.

In case, informalion perigins o DOPT and one other Public
Authorty, part that concems the other Public Authority would be
trarsferred 1o them by RTI Cell af the level of US [Administration).

In case, part of the information pertains o DOPT and remaining
part pertains fo more than one Public Authorty, further processing
will be made onky regarding the part that concerns DOPT ond ot
per axisting instructions applicant will be informed fo make o

seporate request o concerned Public Authorities of hisfher own
laved,

RYl Cell would examing that comect fee [by comect mode)] hos
been received. In case it s not so, the gpplcation would be

refurned with the remarks thal It may be resubmitted glong with
corect fee [by comec! model.

For applicafions where comact fee has been submitied the fee will
be deposited by RT Cell and receipt obitained. Thereafter:

| If the ET applization concerns onky one CPIO it would be
marked {o the concemed CPIC along with the fee receipt
after making necessary eniies into the RT-MIS, Thereafter,
the appicofion would be hondied under the relevant
provisions of RT Act by the concerned CPIO.

liy I the information sought from DoPT concems maoare than one
CPID, the original application would be enfered info fhe KTk
MIS and theregier, separgie copies would be marked to
the relevant CPIOs who would then handle them Qs
independent R application. In these cases the fee recept
will be sent to the CRID dealing with fhe first pont of query.

fiil In ol coses o unigue BT Registralion number wil be
generated, which will enable monitofing fill the application
is disposed off, In case, parts of one opplicafion is being sent
to mare than one CPIC, unigue number wil be generated
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for eoch of the parls. However, i such coses numbering

woukd be such that it would be possible 1o link all the parts
togeiner

W maoy be refferated that vide Order Mo, 2/3/2010-C8 doted 7/6/2000, #
has ween laid down that no CPID wil retfuse 1o accept an applicalion
which has been marked to them by the Coordination Section [now RTI
cefll. In case this happens, BTl Cel would immediately bring this to the
nofice of Direclor |Adminisiration) who wil take furner necessary
oction urgently and If needed, bring it to the nofice of the higher
autnorifies as mentioned In the oforesoid Order. Such cases of refusal

by CPIO would be viewed exiremely serlousty and may result in
disciplinary action.

Howewver, in case o CPIO & genuinely aggrieved with wrong marking of
an RN raequest, he will perscnally bring 1t o the notice of Diecior
{Administrafion] who will either refuse the request or agree to transfer
{in full or o part of) the RT request o another CPIO (g, If a change s
made, the application will be routed again through BT cell which wili
make necessary comactions in the BT-MIS. It 5. however, reiterated thal
til the time the gpplication |or o part thereof] k transterred o ancther

CPIC by the BTl cell, the CPIO to whom it was originally marked wil
coninue o remain responsible,

Disposal of kTl applications by CPICs
[a] The concerned CPIO would handie the RTl request as per the
provisions of the Act/Rules and once the reply is ready fo be sent,
enfry wil be made into the FT-MIS and fhe reply would be
upiocaded, An infimafion will automatically reach the BTl cell, as
soon as the above is done, BT cell will not dispatch RTI leters |
repllies unless this Infimation is received through the system.

[B] Afier relevaon! eniry B made in the RTHMIS, the CTPIO will keep the

reply in the envelope and detals of the RTI Registration no. and
nature of reply elc. wouid be supencioed on the envelope.
Director (Administration] will be providing specia envelopes

[caled RT envelopes) to ol CPIOs aond AAs and al
comespondence  with appicants will be mailed in these
BN EIopes,
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These envelopas will bae sent to the RTI Cell who wil thereater
ensure cispatch of these replies thiough RA&l cell o3 per the
esfablished procedure and make necessary entry info the RTI-MIS
regarding dispatch date and means.

In order 10 ensure thal the fime limils for disposal of applications
are mel, CPIOs (ang AAs) are required 1o s2nd the replies to ETI
cell at least 2 days before the deadline,

It v possibie that additional fee & required to be pold before a
requast can be enferftainad. The concemead CPIO will make
relevant enfry nto the RTMIS which would result in a stancard
letter baing generated through the software giving full details of
tha ETl quary as well os additional fee o be deposited, This iether
wil be sent to BTl Cell for further dispatch. Such additional fee
whenever received (either direclly by the CPIO or thwough CR
Section} wil again be sant to BTl Cell who will therealier deposit
this with the Cash Section and updote the RT-MIS accordingly.
Thereatter, the intimation of receipt of additional fee Wil be sent
to the concemed CPIO for further aclion in the matter.

In some cases, an intenm reply is sent 1o the applicant, Although
thase communications will also be dispatched through BT Cell, no
antry nfo the ZTEMIS will be mode regarding such intenm replas,

Recelpt and Disposal of RTI Appeals

The systermn for receiving and handiing the appeals will be simpler as in

such cases the name of the Appellate authority [AA4] is known o the BT
applicant and no payment of fee i Involved,

e

(£

icl

As and when an appsal & received by an AA, s/he wil moks
necessary entry info the ET-MIZ and wil handle it as per the
provisions of the Act/ Rules.

if any appeal s received directly in the CR Section or by an officer
who 5 not the concemed AA, gl such references will be sent 1o
the RTI Cell who will make necessary entry info RTI MI5 and forward
it 1o the concemed AA for faking necessary action.

In cose apped is received nrough e-mail, a print out will be taken
and eniry will be made into the RT-MS and thereafter it wouid be
haondied like aony other oppeal received fhrough post.
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[d} On disposal of oppeals, procedure for handling them would be
the some as defailed for disposal of BT applications.

Monitoring of kTl applicalions and appeals

Time imits have been prescribed under the BTl act and ules regarding

disposal of BT applicotions ond appeals and ol the CPIOs and AAs are
expected to adhere to them. BTl cell would genarate;

(@} Exception reports of coses where dispo:al has not been made
within 23 days of the receipt of RTl request and oppeals. These
would be posted on the Infro-MOP, so that JS and obher
supervisory officers may also follow up with the concerned CPIO.

[B] A monthly report of.all BTl reguests received and disposed oft
during the month with o comparative picture. These reports wil
also be posted on the Intra -MOP.

=)

A quarterly report regarding disposal and receipts including CPID
wite analysis of disposal.

(d) Anrnual Reports as prescrived by the CIC.

This system of centralized management of BTl applications/ appeals wil
be folowed by all divisions located in North Block. As for as offices
ocated in JHNU Campus (Training Division) or Lok Moyok Bhawaon are
concemed, they will confinue fo hande the BTl requests and appeals
oz per curent amangements, However, oll the oapplicatons and
appeals would necessanly be entered info 1he RT-MIS 5o that comect

picture of receipts and disposak for the department may olway: be
assessed.

These instructions will come into effect from 1 August 2010, Prior to fhal,

ohef fraining session wil be organkzed by the ETl cell with the
coopergtion of NIC, 1o demonstrate the working of the RTI-MIS anc to
remove doubfs, it any, aboul the procedure detofled above,

Thess instructions issue with the approval of Secretary |P]. (/"ﬂ

(Harish Chander)
Under Secretary|Admn)



&ll the CPIOs/ officers/Desks/Sections in Depariment of Personnal & Training

Copy to =

Al the Appeliate Authorities/Directons/Ds of Department of Personneal & Training

Caopy for information o -

1. EOA&SS

2. AS[3EY]

3. BlE

4, JS[ATEA)

3. J3{Trg.} :
. Jsivig]

5 Secretary, PESE

8. PPS to Secretary(P)



Application Proforma

Annexure “‘II°

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

Right to Information

To be submitted in Five copies.

The format given below should neatly typed on separate sheets given itemn-wise information

Application in an incomplete form will not be enterlained

A |

I | Component for which assistance sought Setting up of RTI Cells

2 | Public Authority (Min/Deptl/ Atiached / Subordinate Office) | =
| B. Details of Institution

1 Mame of the Institution -

2, Particulars of the Institution
'! i Complete posial address
'3 | Particulars of Nodal Officer
| MNarmne
i Designation

1ii Tel and Fax No. (Including mobile No.)

iv__ | E-mail id |
C. Details of Expenditure

I Date of Setting up of RTI Cell |

2, Dietails of items to be procured

3. | Detailed estimaies of expenditure

I
4. Total amount of grant required
|

5. CSPMS details of Public Authority, |
| D. Documents required
[ 1 Copy of order setting up the RT1 Cell
| 2 An undertaking that once the estimates of expenditure are approved

as reasonable and the grant assessed on the basis of these estimates,

they shall not be modified by the institution without prior approval
of the sanctioning authority of the grant




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

North 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
18.5.2011 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 “lmproving 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 Nawe
(Sarita Nair)

Under Secretary to the Govt of India
Tel:23040401/23092356

To
1. All Ministries/Departments of the Govt of India
5 UPSC/Lok Sabha SecretariatRajya Sabha  Secretariat/Cabinet
Secretariat/CVC/ President’'s Secretariat/Vice President's
Secretariat/PMO/Planning Commission/ Election Commission

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

4. Office of the Comptroller and Auditor General of India, 10 Bahadur Shah

ffar Marg, New Delhi
_ NIC Cell. DOPT with a request to upload this O.M. on the website



Application Proforma

Centratly Sponsored Scheme on Improving Transparency and Accountability

in government through cffective implemcotation of
Right 10 Information

- To be submitted in Five copies.

Annecxure 14’
A ————rem————

The format gwcn below should neatly typed on sepasate sheets given itern-wise infurmation
[ Applicatien in an incomplete fosm will not be envertained

A

Y
1

H

x ¥
[ A

et -

Component for which assistance sought |

1’

Setting up of RTI Cells

| Public Authority (Min/Deptt? Attached 7 Subordinate Office)

B. Details of Institution

1 [ Name of the Institution B )

2, Particulars of the Insitution

i___| Complete postal address |
'3 Pasticulars of Nodal Officer ]

t Name

H Destgnation

i Tel and Fax No. (Including mobiic No.}

iv _'E-malid - 1

' C. Detalls of Expenditure
| Date of Setting up of RTI Cell o

N } _
2. | Detai’s of items to he progured i

3 Detailed estimates of expenditure -

e o | ] -
4, Tata} amount of grant required |
5. CSPMS details of Public Authority.
D. Documtnls require
! Copy of order sctting up the RT! Cell -

|

|

| An undertaking that once the estimates of expenduture are approved
as reasonable and the grant assessed on the basis of these cstimaies,

they shall not be modified by the institution without prior approval
of the sanctioning authority of the grant




Chapter 6

Transfer of Applications

S.NO. FILE NO. DATE SUBJECT
1 11/12/2008-1R | 22/04/2008 | TRANSFER OF APPLICATIONS UNDER THE RTI ACT, 2005
2 10/2/2008-1R 12/06/2008 | RTI APPLICATIONS RECEIVED BY A PUBLIC AUTHORITY
REGARDING INFORMATION CONCERNING OTHER PUBLIC
AUTHORITY/AUTHORITIES.
3 10/2/2008-1R 24/09/2010 | RTI 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 Pens:ons
Department of Personnel and Tralnmg

khkkkA

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

OFFICE MEMORANDUM

SUBJECT: Transfer of applications under the RT! Act, 2005.

*kkkk

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<

Dlrector
Tel. 2309 2158

Copy to:

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

FFICE MEMORANDUM

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

sededde ke

It has 'been brought to the notice of this Department that requests are made to
the public authorities under the Right to Information Act for pieces of information
which do niot concern those public authorities. Some times, such an information is
sought, a part or no part of which is available with the public authority to which the
applicatior: is made and remaining or whole of the information concerns another
public authority or many other public authorities. A question has arisen as to how to
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 (P10O) 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,
shall transfer the application to that other public authority. A careful reading of the
provisions of sub-section (1) and sub-section(3) of Section 6, suggests that the Act
reciuires 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 PIO of a wrong public
authority. On the other hand where an applicant addresses the application to the
PIO of a public authority, which to a person of ordinary prudence, would not appear
to be the concern of that public 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:

@

(ii)

(iii)

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. 1t 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. It may be noted that the Act requires the supply of
such information only which already exists and is held by the public authority
or held under the control of the public authority. It is beyond the scope of the
Act for a public authority to create information. Collection of information, parts
of which are available with different public authorities, would amount to
creation of information which a public authority under the Act is not required
to do. At the same time, since the information is not related to any one
particular public authority, it is not the case where application should be
transferred under sub-section (3) of Section 6 of the Act. It is pertinent to
note that sub-section (3) refers to “‘another public authority’ and not ‘other

public authorities’. Use of singular form in the Act in this regard is important
to note.

...3/-
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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.GTVerm)
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. Al 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-R
Government of India
Ministry of Personnel, PG and Pensions
Department of Personnel & Training

EwAEEE

North Block, New Delhi
Dated September 24, 2010

OFFICE MEMORANDUM

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

other public authority/authorities.

A

The undersigned is directed to refer 1o this Department's OM of even number dated
12t June, 2008 on the above noted subject, clause liii] of para 3 of which provides that if a
person makes an agpplication 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 fo it and advise the applicant to
make separate applications to the concerned public autherities 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 consuliafion with the Chief Information
Caommissioner, 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 alse be provided to the applicant.

3. Contents of this OM may be brought 16 the notice of all concerned.
(K.G. Vermaq]
Director
Tel. 2309 2158
1. All the Ministries/Departments of the Government of india

2. Union Public Service Commission/Lok Sabha  Secretariat./Raiya  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

S. Staff Selection Commission, CGO Complex, New Delhi

6. Office of the Comptrolier & Auditor General of India, 10, Bahadur Shah Zafar Marg,
New Deihi :

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

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



Chapter 7

Implementation of various
provisions of the Act

S.NO. FILE NO DATE SUBJECT

1 1/12/2007-1R | 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 RTI
ACT, 2005.

3 1/2/2007-1R 23/03/2007 | NON-IMPLEMENTATION OF VARIOUS PROVISIONS OF THE RTI
A&CT, 2005 BY PUBLIC AUTHORITIES - REGARDING

4 4/10/2011-IR | 18/05/2011 | STRENGTHENING IMPLEMENTATION OF THE RIGHT TO
INFORMATION ACT, 2005.

5 4/8/2011-1R 20/05/2011 | LAYING OF ANNUAL REPORTS OF THE CENTRAL

INFORMATION COMMISSION BEFORE THE HOUSES OF
PARLIAMENT.




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

Department of Personnel and Training
e o ok o o o ok ok

New Delhi, the 31 July, 2007

OFFICE MEMORANDUM

Subject: Preparation of Inventory of Public Authorities under RTT Act, 2005.

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

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

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

(i1i) Each public authority should have the details of all public authoritics
subordinate to it at the immediately next level. This should continue till the
last level is reached. All these details should be made available on the
websites of the respective public authorities, in a hierarchical form.

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

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




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

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

i ~ _,f/ '\\
5 )
——

(K.G. Verria)
Director
To

[—

All the Ministries / Departments of the Government of India

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

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

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

Election Commission

Staff Selection Commission, CGO Complex, New Delhi

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.

Ll

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



Most Immediate
Time Bound

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

New Delhi Dated §4% February, 2006
A5t

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

Furnishing to the Central 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
earliest and a compliance report sent to the Central Information
Commission by 24/2/2006.

(C.A. Subramanian)
Deputy Secretary to the Government of India
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F.Nol/2/2007-1R
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training

MNorth Block New Delhi
Dated 23March, 2007

OFFICE MEMORANDUM

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

It has been brought to the notice of this Department that

(i) Some public authorities have not designated Public Information
Officers and/ or Assistant Public Information Officers under the Right
to Information Act. 20035 so far:

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

(iii) Some public authorities do not accept demand drafts/bankers
cheques/Indian Postal Orders drawn in the name of their Accounts
Officer and insist that these should be drawn in the name of Drawing
and Disbursing Officer or the Under Secretary or the Section Officer
etc.; and

(iv)  Some public authorities do not accept applications submitted by the
applicant and insist that application for seeking information should be
submitted in a particular format prescribed by them.

& Attention is invited to sub-section (1) of section 5 of the Act, which provides
that “every public authority shall designate Public Information Officers in all
administrative units or offices under it within one hundred days of the enactment of
the Act. Like wise sub-section (2) of section 5 of the Act provides that every public
authority shall designate an officer as Assistant Public Information Officer at each
sub-divisional level within one hundred days of the enactment of the Act. More than
a year has passed since the Act was enacted. Non-designation of Public Information
Officer(s) andfor Assistant Public Information Officer(s) by any public authority
contravenes the provisions of the Act.

3. According to the Right to Information (Regulation of Fee and Cost) Rules,
2005 as amended by the Right to Information (Regulation of Fee and Cost) Rules,
2006, the approved mode of payment of fee for obtaining information is by cash or
demand draft or banker’s cheque or Indian Postal Order payable to the Accounts
Officer of the public authority. Non-acceptance of fee by way of Indian Postal Order
or insistence that the demand drafi‘banker’s cheque/Indian Postal Order should be
drawn in the name of any officer other than the Accounts Officer of the public
authority is not in line with the provisions of the Rules.



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

3 In view of above facts, all the public authorities may ensure that:-

(i) Central Public Information Officers/Central Assistant Public
Information Officers are designated immediately. if it has not been
done so far. Details of these officers may also be posted on the
website;

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

(ili) Demand draft/Banker’s Cheques/IPOs made payable to the Account
Officer of the public authorities are accepted: and

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

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

( hﬁ"‘-f ' A .';. .l"\,

{K G Vﬂ rm a]l
Director

All Ministries/Departments of Government of India.

Department of Economic Affairs (Banking Division), New Delhi
Department of Economic Affairs (Insurance Division), New Delhi
Department of Public Enterprises, New Delhi

Railway Board

Union Public Service Commission / Supreme Court of India / Election
Commission / Lok Sabha Secretariat / Rajya Sabha Secretariat / Cabinet
Secretariat / Central Vigilance Commission / President’s Secretariat /
Prime Minister’s Office / Planning Commission.

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

9. 200 spare copies.
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No.4/ 107201 1-TR
Government of India
Ministry of Perspnnel, Public Grievances & Pensions
Department of Personnel & Training

Morth Block, Mew Delhi

Dated: 18™ May, 2011
OFFICE MEMORANDLM

Subject: Strengthening  Implementation of the Right to Information Act,

2005.

Eaw

Central Chief Information Commissioner has made a reference to the

Cabinet Secretary making several suggestions for effective implementation of
the Right to Information Act, 2(005. It has been decided in consultation with
the Cabinet Secrctariat that followimng actions shall be undertaken by all
Ministries/Departments/Attached OfficesP5Us of Central Government to
strengthen the implementation of the RTI Act:

a)

b

In the Annual reports of the Central Ministries/Departments and other
attached/subordinate offices/PSlls, a separate chapter shall be
included regarding implementation of the BTl Act in their respective
offices. This chapter should detail the number of RTI applications
received and disposed off during the vear, including number of cases
in which the information was denied. In addition to the above, efforts
made t0 improve the implementation of the Act in their respective
offices, including any innowvative measures that have been undertaken,

should also be listed. This i1s to be ensured for Annual reports for the
year 2011-12 onwards.

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

All public authorities who have a web site shall publish the details of
monthly receipts and disposal of RTI applications on the websites.
This should be implemented within 10 days of the close of the month.
Ministries/Departments would ensure that these instructions are
communicated to their attached/subordinate offices as well as PSIfs
immediately. Monthly reporting on the above pattern should begin

latest by 10™ July, 2011 for the month of June, 2011 and thereaficr
continue on a regular hasis.



- 7.

2. All the Ministries/Departments are requested 1o take action as above
and also to ensure that these instructions are communicated to their artached
and subprdinate offices/PSUs for compliance.

(K.G.Verma
Director

Tel: 23092158
All the Ministries/Departments of the Government of India.

2, Union Public Service Commissionl.ok Sabha SecretariatRajva Sabha
Secretariat/Cabinet  Secretafiat! Central Vigilance Commission /

President’s  Secretariat/Vice-Presidents’s  SecretariatPrime  Minister's

Office/Planning Commission/Election Commission.

Central Information Commission/Stale Information Commissions.

Staff Selection Commission, CGO Complex, New Delhi.

Office of the Comptrolier & 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.

7. Secretary {(Coordination), Cabinet Secretariat, for information

o 1

Copy to: 1, Chief Secretaries of all the States/TTs.
2. State Information Commissioners



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

Worth Block, New Delhi
Dated: 20" May, 2011
OFFICE MEMORANDUM

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

EEE

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

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

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

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



4, It

has also been brought to the notice of this Department that some

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

-

Copy to:

——

A (kK.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 Secretarial/ Vice-President's Secretariat/ Prime Minister's
Office/ Planning Commission/Election Commission

. Staff Selection Commission, CGO Complex, New Delhi
. Office of the Comptroller & Auditor General of India, 10, Bahadur Shah

Zafar Marg, New Delhi.

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

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

Chief Secretaries /Administrators of all the UTs for necessary action,



Chapter 8

Clarification regarding
‘information’ to be provided

S.NO.

FILE NO DATE SUBJECT

11/2/20081R | 10/07/2008 | CLARIFICATION REGARDING FORMAT IN  WHICH
INFORMATION SHOULD BE SUPPLIED UNDER THE RTI ACT,
2005.




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.

ok % koK

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

N —

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



Chapter 9

Spreading Awareness

S.NO.

FILE NO

DATE

SUBJECT

1/26/2007-1R

09/01/2008

INVOLVING NON-GOVERNMENTAL ORGANISATIONS FOR
SPREADING AWARENESS ABOUT THE RTI ACT, 2005.




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

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

To
Chief Secretaries of all the States/UTs

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

¢ o o ok

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..FVerma)
Director



Chapter 10

Disposal of First Appeal

S.NO.

FILE NO

DATE

SUBJECT

10/28/2007-1R

09/07/2007

DISPOSAL OF FIRST APPEALS UNDER THE RTI ACT, 2005




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

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,

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

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

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

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

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



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

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

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

K.G. Ve
Director
To

—
-

All the Ministries / Departments of the Government of India

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

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

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

Election Commission

Staff Selection Commission, CGO Complex, New Delhi

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.

(4]

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



Chapter 11

Maintenance of Records

S.NO. FILE NO DATE SUBJECT
1 1/18/2007-1R 21/09/2007 | MAINTENANCE OF RECORDS AND PUBLICATION OF
INFORMATION UNDER THE RIGHT TO INFORMATION ACT,
2005.
2 1/33/2007-1R 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.1/33/2007-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
(Department of Personnel & Training)

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

OFFICE MEMORANDUM

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

Commission.
Wk sk

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

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

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

KG.V

Director

et

. 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 De}hi

. 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.

W

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

e



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

QFFICE MEMORANDUM

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

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

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

(K.G'.'Verma)
Director
Tel. N0.23092158

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 Information Commission

Staff Selection Commission, CGO Complex, New Delhi

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

Marg, New Delhi.

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

o s w

Copy to: Chief Secretaries of all the States/UTs



Chapter 12

Suo-motu Disclosure

S.NO. FILE NO DATE SUBJECT
1 1/8/2012-1R 11/09/2012 | SUO MOTU DISCLOSURE ON OFFICIAL TOURS OF MINISTERS
AND OTHER OFFICIALS
2 1/6/2011-IR 15/04/2013 | IMPLEMENTATION OF SUO MOTU DISCLOSURE UNDER

SECTION 4 OF RTI ACT, 2005 - ISSUE OF GUIDELINES
REGARDING.




Chapter 13

Disclosure of file notes, ACRs
personal information, third
party information etc.

S.NO. FILE NO DATE SUBJECT

1 1/20/2009-IR 23/06/2009 | CLARIFICATION ON DISCLOSURE OF FILE NOTING UNDER THE
RIGHT TO INFORMATION ACT, 2005.

2 10/20/2006-1R 21/09/2007 | DISCLOSURE OF ANNUAL CONFIDENTIAL REPORTS UNDER
THE RTI ACT, 2005.

3 1/14/2007-1R 31/10/2007 | DISCLOSURE oF INFORMATION RELATING TO
OCCURRENCE/EVENT/MATTER WHICH TOOK PLACE 20
YEARS BACK.

4 11/2/2018-1R (PT.) | 14/08/2018 | DISCLOSURE OF PERSONAL INFORMATION UNDER THE RTI
ACT, 2005.

5 8/2/2010-1R 27/04/2010 | DISCLOSURE OF THIRD PARTY INFORMATION UNDER THE RTI

ACT, 2005.




Chapter 14

Can Questions be asked under

RTI Act

S.NO. FILE NO DATE SUBJECT
1 1/7/2009-I1R | 01/06/2009 | DECISION DATED 3.4.2008 OF THE HIGH COURT OF BOMBAY
AT GOA IN WRIT PETITION NO. 419 OF 2007 IN THE CASE OF
DR. CELSA PINTO VS. GOA STATE INFORMATION
COMMISSION REGARDING INFORMATION UNDER THE RIGHT
TO INFORMATION ACT, 2005
2 1/7/2009-1R | 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.




Chapter 15

Issues relating to Information
Commissioners

S.NO. FILE NO DATE SUBJECT
1 1/1/2009-1R | 22/05/2009 | CLARIFICATION ON CONSTITUTION OF BENCH BY CENTRAL
INFORMATION COMMISSION (CIC).
2 1/1/2009-1R | 22/05/2009 | CLARIFICATION ON CONSTITUTION OF BENCH BY STATE
INFORMATION COMMISSION (SIC).
3 N 02/07/2010 | DELHI HIGH COURT JUDGMENT DATED 21.5.2010
4 1/18/2011- | 16/09/2011 | OBSERVATION OF HONOURABLE SUPREME COURT ON RIGHT
IR TO INFORMATION ACT, 2005 IN CIVIL APPEAL NO.6454 OF

2011, ARISING OUT OF SLP (C) NO.7526,/2009 IN THE CASE
OF CENTRAL BOARD OF SECONDARY EDUCATION AND
ANR.VS. ADITYA BANDOPADHYAY AND ORS.




Chapter 16

Supreme court judgement
regarding advice/opinion

S.NO. FILE NO DATE SUBJECT




RTI Rules, 2005 — RTI Rules, 2012

Chapter 17

S.NO.

FILE NO

DATE

SUBJECT
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