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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 Public Information 

Officers/First Appellate Authorities of the public authorities is key to the 

successful implementation of the Act. 
 

During the course of evolving of the RTI Act, 2005, Department of Personnel and 

Training (DoPT) has issued clarifications on various provision of the Act. For the 

convenience of the citizens, a compendium of Office Memorandums (OMs) 

and Notifications issued by DoPT has been launched online, with topic wise 

search facility. 
 

It is hoped that online topic based search of OMs issued by DoPT would further 

enhance the understanding of the provisions of the Act by both information 

seekers and information providers. This would go a long way in further 

strengthening the RTI regime. 
 

 

 

New Delhi                  Dr. S.K. Sarkar  

October, 2013               Secretary  

               Department of Personnel and Training 
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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)/2005-

Estt.(B) 

06/10/2005 Designation of Central Assistant Public Information 

Officers(CAPIOs) 

 

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

in the second schedule of the Right to Information Act, 

2005. 

 

3 1/32/2007-IR 14/11/2007 Point for receiving applications and designation of 

appellate authorities under the RTI Act, 2005. 

 

4 4/9/2008-IR 24/06/2008 Courteous 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 6th October, 2005 
 

OFFICE MEMRANDUM 
 
Sub. :  Designation of Central Assistant Public Information Officers (CAPIOs) by 

the public authorities under Section 5 (2) of the Right to Information Act, 
2005. 

-------- 
 
 The under signed is directed to say that Section 5 (2) of the Right to 
Information Act, 2005 provides that every public authority shall designate an 
officer within 100 days of the enactment of this Act, at each sub-divisional or 
other sub-district level as a Central Assistant Public Information Officer to 
receive the applications for information or appeals under this Act for forwarding 
the same forthwith to the Central Public Information Officer or senior officer 
specified under sub-section (1) of section 19 or the Central Information 
Commission, as the case may be.   
 
2. Since a number of public authorities do not have offices located at each 
sub-divisional level or sub-district level, the matter was taken up with the 
Department of Posts to provide the services of their Central Assistant Public 
Information Officers (CAPIOs) to function in that capacity for all public authorities 
under the Central Government. 
 
3. In this connection Department of Posts require urgently the addresses of 
the nodal officers/central point in each Ministry/Organisation in need of their 
services as CAPIOs.  The Department of Posts have also indicated that they will 
be in a position to undertake the work only on behalf of those Ministries who 
have completed this action and have informed them of the same.  
Ministries/Departments are, therefore, requested to indicate the details of the 
Central Public Information Officers designated by them as well as the nodal 
officers/central point in their Department to receive the RTI mails (application 
etc. forwarded by the CAPIOs) to the Department of Posts urgently. 
 
4. Ministries/Departments are also requested to bring the above position to 
the notice of other public authorities coming under the preview of the 
Ministries/Departments concerned for urgent action by them. 

                             
 

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

To 
 
All Ministries/Departments of the Government of India (Secretaries by name). 
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No.4/9/2008-IR
Government of India

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

******
North Block, New Delhi

Dated the 24th June, 2008

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

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

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

3. The Commission has also expressed concern over the fact
that many public authorities have not published relevant
information under section 4 of the Act. All the public authorities
should ensure that they make suo motu disclosure as provided in
the Act without any further delay. It is a statutory requirement,
which should not be compromised with.
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4. All Ministries/Departments etc. are requested to bring the
contents of this OM to the notice of all concerned and ensure
compliance thereof.

(K.G. Verma)
Director

2. Union Public Service Commissionl 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 % 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.

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.
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Chapter 2 

 

Payment of fee and Cost 

 
S.No. File No. Date Subject 

1 10/9/2008-IR 05/12/2008 Payment of fee under the RTI Act by demand 

draft/bankers cheque/Indian Postal Order. 

 

2 12/9/2009-IR 24/05/2010 Payment of fee under the Right to Information Act, 

2005 - scope of sub-section (3) of Section 7 of the Act. 

 

3 1/5/2011-IR 26/04/2011 Harmonization of fee payable under the Right to 

Information Act, 2005. 

 

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

Order. 

  

5 12/31/2013-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 5th December, 2008

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

The undersigned is directed to say that the Right to Information (Regulation of
Fee and Cost) Rules, 2005 provide that a person seeking information under the RTI
Act, 2005 can make payment of fee for obtaining information by cash or demand draft
or banker's cheque or Indian postal order. According to the rules the demand
draftJbanker'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 draftslbanker'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.l/2/2007-IR dated 23rd 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 draftslbanker'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 draftlbanker's
cheque/IPO submitted by the applicant has been drawn in the name of the Accounts
Officer may amount totefusal to accept the application. It may result into imposition
of penalty by the Central Information Commission on the concerned Central Public
Information Officer under Section 20 of the Act. All the public authorities should)
therefore, ensure that payment of fee by demand draftlbanker's cheque/IPO made
payable to the Accounts Officer of the public authority is not denied.

--(K.G. Verma)
Director

Tel: 23092158

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

Ca"Qinet Secretariat/ Central Vigilance Commission! President's Secretariat/,.', .
','



Vice-President's Secretariat! Prime Minister's Officel Planning
CommissionlElection Commission.

3. Central Information Commission/State Information Commissions.
4. Staff Selection Commission, CGO Complex, New Delhi
5. 0/0 the Comptroller&Auditor General of India, 10, Bahadur Shah Zafar Marg,

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

Welfare.



N0.12/9/2009-IR \ 
Government of lndia 

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

****** 

North Block, New Delhi 
Dated the 24'h May, 201 0 

OFFICE-MEMORANDUM 

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

*****. 

The Undersigned is directed to say that a question is raised from time to time 
whether a Public lnformation Ofticer (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 PI0 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 
lnformation (Regulation of Fee & Cost) Rules, 2005. The Rules or the Act do not 
give power to the PI0 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 lnformation Commission in Appeal No. CICIMAIAI2008/0185 
(Shri K.K. Kishore Vs. Institute of Company Secretaries of lndia) and Complaint 
No.CICMIBIC12007/00943 (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 



"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 lnformation 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.101- . Section 7(3), therefore, provides for procedure for realizing 
the fees so prescribed". 

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

4. The Right to lnformation (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 
tesources of the public authority disproportionately. 

5. It is hereby clarified that where a Public lnformation 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 PI0  may refuse 
to supply the information in that form. 



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

@$o (K.G. Verma) 

Director 
Te1.23092158 

1. All the MinistrieslDepartments of the Government of lndia. 

2. Union Public Service CommissionlLok Sabha SecretariaVRajya Sabha 
SecretariaVCabinet SecretarylCentral Vigilance CommissionlPresident's 
SecretariaWice-President's SecretariaVPrime Minister's OfficelPlanning 
CommissionlElection Commission. 

3. State Information Commissions 

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

5. 010 the Comptroller 8 Auditor General of India, 10, Bahadur Shah Zafar Marg, 
New Delhi. 

6. All OfficerslDeskslsections, DOP8T and Department of Pension and 
Pensioners Welfare. 

Copy to : Chief Secretaries of all the StateslUTs, 

Copy also to : Central Information Commission with reference to the 
Commission's recommendation referred to above. 



N0.F. 1/5/2011 -IR 
Government of lndia 

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

****** 

North Block, New Delhi 
Dated April 26,201 1 

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 

Subject:- Harmonization of fee payable under the Right to lnformation Act. 2005. 
***** 

Sir. 

Sections 27 and 28 of the Right to lnformation Act, 2005 empower the 
appropriate Governments and the Competent Authorities to make rules to 
prescribe,inter-alia, the fees payable under the Act. In exercise of the powers. the 
Central Government, State Governments, High Courts etc. have notified rules. It 
has been observed that the fee prescribed by different appropriate 
Governments/Competent Authorities is at great variance. 

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

3. All the States/Competent Authorities are, therefore, requested to kindly 
review their Fee Rules and to prescribe fee in consonance with the fee prescribed 
by the Government of lndia. A copy of the Right to lnformation (Regulation of Fee 
and Cost) Rules, 2005 notified by the Government of lndia is enclosed for ready 
reference. 

4. Kindly inform us of the action taken in this regard. 

rs fait 

(K.G. Verma) 
Director 

Tel. 2309 2 1 58 



N0.F. 101912008-lR 
Government of lndia 

Ministry of Penonnei. PG & Pension 
Department of Personnel & Training 

****** 
North Block, New Delhl 

Dated April 26,201 1 

Subject:- Payment of fee under the RTI Act by lndian Postal Order. 
U*..* 

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, 1005 can make payment of fee for obtdning information by cash or demand 
draft or banker's cheque or lndian Postal Order. It has been brought to the notice 
of this Department that some public authorities do not accept fee through the 
lndian Postal Orders. 

2. As stated above, one of the approved modes of payment of fee under the 
Rules k through lndian Postal Order. Refusal ta accept fee through the IPO may be 
treated as refusal to accept the application. It may result into imposition of penalty 
by the Central Information Commission on the'concemed Central Publk Information 
Officer under Section 20 of the Act. AH the public authorities should, therefore, 
enswe that payment of fee by IPO is not denled. 

3. Contents of this OM mav be brouaht to the notice of all concerned. 

1. All the MinistneslDepartments of the Government of lndia 

2. Union Public Service CommissionILok Sabha Seaetdat./Rajya Sabha 
SecretariatICaMnet SecretariatICentral Vigilance CommisslonIPresident's 
SecretarlatMce-President's SecretariatIPrlme Minister's OfficeIPlanning 
Commission/Hectlon Commission 

3. Central Information Commission 

4. Staff Selection Commission. CGO Complex, New Delhi 

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

6. ill Offiers/Desks/Sectiont. Department of Penonnel & Training and 
Department of Penslon & Pensions Welfare 

Copy to: Chief Secretaries of all the StatesIUTs. 



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

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

North Block, New Delhi - 110001 
Dated : 11.2.2013 

OFFICE MEMORANDUM 

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

It has been brought to the notice of the Central information 
Commission that some CPIOs inform the information seeker about the 
additional fee under sub section 7(3) of the RTI Act at the fag end of the thirty 
days period prescribed for providing the information under sub-section 7(1) of 
the RTI 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 
inti ation about the photocopying charges should be conveyed to the 
infor ation seeker, it is implied in the prescribed time limit that the demand 
for t e photocopying charges must be made soon after the RTI application is 
received so that the information seeker has time to deposit the fees and 
rec ive 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 in  
con uming task. As soon as the RTI application is received, the holder of the 
infor ation 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. 

245 
(Sandeep Jain) 

Deputy Secretary 

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

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

4. Staff Selection Commission, CGO Complex, New Delhi 

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

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

Copy to :- Chief Secretaries of All the States/UTs 



Chapter 3 

 

Deemed CPIO 

 
S.No. File no Date Subject 

1 1/14/2008-IR 28/07/2008 Clarification regarding Sub-sections (4) and (5) of 

Section 5 of the Right to Information Act, 2005. 

 

 

 



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

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

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

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

Sub-sections (4) and (5) of section 5 of the Right to Information Act, 2005
provide that a Public Information Officer (PIa) may seek the assistance of any other
officer for proper discharge of hislher duties. The officer, whose assistance is so
sought, shall render all assistance to the PIa and shall be treated as a PIa 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 PIa. Thus, they use the above referred
provision to designate other officers as PIa.

2. According to the Act, it is the responsibility of the officer who is designated as
the PIa 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 PIa to seek assistanc~ 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 PIa 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 PIa, 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
PIa.

(K.G. Verma)
Director

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

~ecretariatl Cabinet Secretariat! Central Vigilance Commission! President's



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

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



Chapter 4 

 

e-IPO & online filing of RTI 

applications 

 
S.No. File No. Date Subject 

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

2 1/44/2009-IR 07/10/2013 Extending the facility of e-IPO for payment of RTI fee in 

Indian Missions by Indian citizens abroad. 

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

 

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

application. 

 

 



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 nd  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 "eIPO" (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 eIPO. 

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 eIPO so generated can be used to 
seek information from that Ministry/Department only. A printout of the eIPO 
is required to be attached with the RTI application. If the RTI application is 
being filed electronically, elP0 is required to be attached as an attachment. 

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



5. 	 An elP0 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 elP0 can be verified from the above 
mentioned site/portal of India Post. 

(Sandeep Jain) 
Deputy Secretary 

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

Sabha Secretariat, 	 Cabinet Secretariat, Central Vigilance 
Commission, President's Secretariat, Vice-President's Secretariat, 
Prime Minister's Office, Planning Commission, Election Commission. 

3. Central Information Commission. 
4. Staff Selection Commission, CGO Complex, New Delhi 
5. 0/o the Comptroller & Auditor General of India, 10, Bahadur Shah 

Zafar Marg, New Delhi. 



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

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

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

OFFICE-MEMORANDUM 

Subject -.Extending the facility of e-IPO for payment of RTI fee in Indian Missions by 
`Iutlitui citizens abrog 

A serviae called e4P0 (Electronic Indian Postal 014110' was launched w.e.f. 
22.031,2013 to theilitate Indian citizens abroad across the, globe to, purchase, inie-IPO by 
paying the fee online to access the information under the RTI Act, 2005 from the Central 
Public Authorities. 

tcilp 
D‘t1iiiiel4i ()Mei iwtaietiiiiclu‘ even dam 
of the procedure are as under: 

[a] The user needs to get himself registered at either 
http-JAvww.epostotlice.gov.in  or www.indiapost.aov.in  , 

[b] He has to select the Ministry/Department from whom he desires to seek the 
information under the RTI Act and the e-IPO so genetated, by making payment 
using Debit or Credit card, can be used to seek information from that 
Ministry/Department only. 

[a] A printout of the e-IPO is required to be attached with the RTI application. If the 
RTI application is being filed electronically, e-IPO, is required to be attached as art 
attachment. 

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

3. It has been brought to the notice'of this Department that Indian citizens living 
abroad are facing difficulties in payment , of fees for accessing information from Indian 
Ma* sions/Posts abroad as the facility of e-IPO was not available with them, 

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



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

(Manoj Joshi) 
Joint Secretary (AT&A) 

Tel: 23093688 

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

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

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

4. Staff Selection Commission, CGO Complex, New Delhi. 
5 0/o the Comptroller &Auditor General of India, 10, Bahadur Shah Zafar Marg, New 

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

Welfare. 

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



S.no. 	 Name of the Indian Mission/Post 

1 	 Embassy of India,Kabul, Afghanistan 

2 	 Consulate General of India, Herat, Afghanistan 

3 	 Consulate General of India, Jalalabad, Afghanistan 

4 	 Consulate General of India, Kandahar, Afghanistan 

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

6 	 Embassy of India, Algiers,Algeria 

7 	 Embassy of India, Luanda, Angola 

8 	 Embassy of India, Buenos Aires, Argentina 

9 	 Embassy of India,Yerevan, Armenia 

10 	 High Commission of India, Canberra, Australia 

11 	 Consulate General of India, Melbourne, Australia 

12 	 Consulate General of India, Perth, Australia 

13 	 Consulate General of India, Sydney, Australia 

14 	 Embassy of India,Vienna, Austria 

15 	 Embassy of India, Baku, Azerbaijan 

16 	 Embassy of India,Manama, Bahrain 

17 	 High Commission of India,Dhaka, Bangladesh 

18 	 Assistant High Commission of India, Chittagong, Bangladesh 

19 	 Assistant High Commission of india, Rajshahi, Bangladesh 

20 	 Embassy of India, Minsk, Belarus 

21 	 Embassy of India, Brussels, Belgium 

22 	 Embassy of India,Thimphu, Bhutan 

23 	 Consulate General of India, Phuentsholing, Bhutan 

24 	 High Commission of India,Gaborone, Botswana 

25 	 Embassy of India, Brasilia, Brazil 

26 	 Consulate General of India, Sao Paulo, Brazil 

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

28 	 Embassy of India, Sofia,Bulgaria 

29 	 Embassy of India, Pnom Penh,Cambodia 

30 	 High Commission of India, Ottawa, Canada 

31 	 Consulate General of India, Toronto, Canada 

32 	 Consulate General of india, Vancouver, Canada 

33 	 Embassy of India,Santiago, Chile 

34 	 Embassy of India, Beijing, China 

35 	 Consulate General of India, Guangzhou, China 

36 	 Consulate General of India, Hongkong 

37 	 Consulate General of India, Shanghai, China 

38 	 Embassy of India, Bogota, Colombia 

39 	 Embassy of India, Democratic Republic of Congo 

40 	 Embassy of India,Abidjan, Ivory Coast 

41 	 Embassy of India, Zagreb, Croatia 

42 	 Embassy of India, Havana, Cuba 

43 	 High Commission of India, Nicosia, Cyprus 

44 	 Embassy of India, Prague, Czech Republic 

45 	 Embassy of India,Copenhagen, Denmark 

46 	 Embassy of India, Cairo, Egypt 

47 	 Embassy of India,Addis Ababa, Ethiopia 



48 	 High Commission of India, Suva, Fiji islands 

49 	 Embassy of India, Helsinki, Finland 

50 	 Embassy of India, Paris, France 

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

52 	 Consulate General of India, Saint Denis, Reunion Island 

53 	 Embassy of India,Berlin, Germany 

54 	 Consulate General of India, Frankfurt, Germany 

55 	 Consulate General of India, Hamburg, Germany 

56 	 Consulate General of India, Munich, Germany 

57 	 High Commission of India, Accra, Ghana 

58 	 Embassy of India, Athens, Greece 

59 	 Embassy of India, Guatemala City, Guatemala 

60 	 High Commission of India, Georgetown, Guyana 

61 	 Embassy of India, Budapest, Hungary 

62 	 Embassy of India,Reykjavik, Iceland 

63 	 Embassy of India, Jakarta, Indonesia 

64 	 Consulate General of India, Medan, Indonesia 

65 	 Embassy of India, Tehran, Iran 

66 	 Consulate General of India, Bandar Abbas, Iran 

67 	 Consulate General of India, Zahidan, Iran 

68 	 Embassy of India, Baghdad, Iraq 

69 	 Embassy of India, Dublin, Ireland 

70 	 Embassy of India, Tel Aviv, Israel 

71 	 Embassy of India, Rome, Italy 

72 	 Consulate General of India, Milan, Italy 

73 	 High Commission of India, Kingston, Jamaica 

74 	 Embassy of India, Tokyo, Japan 

75 	 Consulate General of India, Osaka-Kobe, Japan 

76 	 Embassy of India, Amman, Jordan 

77 	 Embassy of India, Astana, Kazakhstan 

78 	 High Commission of India, Nairobi,Kenya 

79 	 Assistant High Commission of India, Mombasa, Kenya 

80 	 Embassy of India, Pyongyang, DPR Korea 

81 	 Embassy of India, Seoul, Republic of Korea 

82 	 Embassy of India, Safat, Kuwait 

83 	 Embassy of India, Bishkek, Kyrgyztan 

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

85 	 Embassy of India, Beirut, Lebanon 

86 	 Embassy of India, Tripoli, Libya 

87 	 Embassy of India, Antananarivo, Madagascar 

88 	 High Commission of India, Kuala Lumpur, Malaysia 

89 	 High Commission of India, Male, Republic of Maldives 

90 	 Embassy of India, Bamako, Mali 

91 	 High Commission of India, Port Louis, Mauritius 

92 	 Embassy of India, Mexico 

93 	 Embassy of India, Ulaanbaatar,Mongolia 

94 	 Embassy of India, Rabat, Morocco 

95 	 High Commission of India, Maputo, Mozambique 

96 	 Embassy of India, Yangon, Myanmar 

97 	 Consulate General of India, Mandalay, Myanmar 



98 	 High Commission of India, Windhoek, Namibia 

99 	 Embassy of India, Kathmandu, Nepal 

100 	 Embassy of India Camp Office, Biratnagar, Nepal 

101 	 Consulate General of India, Birgunj, Nepal 

102 	 Embassy of India, The Hague, Netherlands 

103 	 High Commission of India, Wellington, New Zealand 

104 	 Embassy of India, Niamey, Niger 

105 	 High Commission of India, Abuja, Nigeria 

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

107 	 Embassy of India, Oslo, Norway 

108 	 Embassy of India, Muscat, Sultanate of Oman 

109 	 High Commission of India,Islamabad, Pakistan 

110 	 Representative Office of India, Ramallah City, State ofPalestine 

111 	 Embassy of India, Panama 

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

113 	 Embassy of India, Lima, Peru 

114 	 Embassy of India, Manila, Philippines 

115 	 Embassy of India, Lisbon, Portugal 

116 	 Embassy of India, Doha, Qatar 

117 	 Embassy of india,Bucharest„ Romania 

118 	 Embassy of India, Moscow, Russian Federation 

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

120 	 Consulate General of India, Vladivostok, Russian Federation 

121 	 Embassy of India, Riyadh, Saudi Arabia 

122 	 Consulate General of India, Jeddah, Saudi Arabia 

123 	 Embassy of India, Dakar, Senegal 

124 	 Embassy of India, Belgrade, Republic of Serbia 

125 	 High Commission of India, Victoria, Seychelles 

126 	 High Commission of India, Singapore 

127 	 Embassy of India, Bratislava, Slovak Republic 

128 	 Embassy of India, Ljubljana, Slovenia 

129 	 High Commission of India, Pretoria, South Africa 

130 	 Consulate General of India, Cape Town, South Africa 

131 	 Consulate General of India, Durban, South Africa 

132 	 Consulate General of India, Johannesburg, South Africa 

133 	 Embassy of India, Madrid, Spain 

134 	 High Commission of India, Colombo, Sri Lanka 

135 	 Assistant High Commission of India, Kandy, sri Lanka 

136 	 Consulate General of India, Hambantota, Sri Lanka 

137 	 Consulate General of India, Jaffna, Sri Lanka 

138 	 Embassy of India, Khartoum, Sudan 

139 	 Consulate General of India, Juba, Sudan 

140 	 Embassy of India, Paramaribo, Suriname 

141 	 Embassy of India, Stockholm, Sweden 

142 	 Embassy of India, Berne, Switzerland 

143 	 Consulate General of India, Geneva, Switzerland 

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

145 	 Embassy of India, Damascus, Syria 

146 	 Embassy of India, Dushanbe, Tajikistan 

147 	 High Commission of India, Dar es Salaam, Tanzania 



148 	 Consulate General of India, Zanzibar, Tanzania 

149 	 Embassy of India, Bangkok, Thailand 

150 	 Consulate of India, Chiangmai, Thailand 

151 	 High Commission of India, Trinidad & Tobago, West Indies 

152 	 Embassy of India, Tunis, Tunisia 

153 	 Embassy of India, Istanbul, Turkey 

154 	 Consulate General of India, Istanbul, Turkey 

155 	 Embassy of India, Ashgabat, Turkmenistan 

156 	 High Commission of India,Kampala, Uganda 

157 	 Embassy of India, Kyiv, Ukraine 

158 	 Embassy of India, Abu Dhabi, UAE 

159 	 Consulate General of India, Dubai, UAE 

160 	 High Commission of India, London, United Kingdom 

161 	 Consulate General of India, Birmingham, United Kingdom 

162 	 Consulate General of India, Edinburgh, United Kingdom 

163 	 Embassy of India, Washington, USA 

164 	 Consulate General of India, Atlanta, USA 

165 	 Consulate General of India, Chicago, USA 

166 	 Consulate general of India, Houston, USA 

167 	 Consulate General of India, New York, USA 

168 	 Consulate General of India, San Francisco, USA 

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

170 	 Embassy of India, Tashkent, Uzbekistan 

171 	 Embassy of India, Caracas, Venezuela 

172 	 Embassy of India, Hanoi, Vietnam 

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

174 	 Embassy of India, Sana'a, Yemen 

175 	 High Commission of India, Lusaka, Zambia 

176 	 Embassy of India, Harare, Zimbabwe 



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

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

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

OFFICE MEMORANDUM  

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

A Web Portal namely RTI Online with url https://rtionline.govin  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 concerned. 

(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. 

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

New Delhi. 



Usernanie: 

Password: I 	   
Sign In 

Login for Registered Users 

RIGHT TO 

INFORMATION 

Not ReOstered Yet ? 
	 Pomo! Password 

Sign tip hers 

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

RTI Online    

Home Submit Request Submit First Appeal View Status FAQ 

Presently, the Online filing of RT1 Request and Appeal is avaiable ONLY for Department of Personnel & Training (DOPT). 

Online RTI Information System 

I This is a portal to file RTI applications/first appeals online 

along with payment gateway. Payment can be made 

through internet banking of SBI & its associate banks and 

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

applications/first appeals can be filed by Indian Citizens 

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

located at New Delhi. RYE applications/first appeals should 

not be filed for other Public authorities under 

Central/State Govt. through this portal. 

Please read instructions carefully while 

submitting request/appeal 

Help Desk : For any queries related to this portal, Please contact at on-2462246i, during normal office hours. 

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

information. It is an initiative taken by Department of Personnel and Training, Ministry of 

Personnel, Public Grievances and Pensions to provide a RTI Portal Gateway to the citizens for 

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

Important links 

National Informatics Centre 

Right to information 

Copyright (c)2o13 NEC All rights reserved. Designed and Developed by National Informatics Centre NEC New Delhi 

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



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

GUIDELINES FOR USE OF RTI ONLINE PORTAL 

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

online. First appeal can also be filed online. 

2. 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). 

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

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

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

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

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

"Supporting document". 

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

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

(a) Internet banking through SBI and its associated bank.s; 

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

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

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

11. No RTI fee is required to be paid by any citizen who is below poverty line as 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. 

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

any references in future. 

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

the RTI application electronically to the concerned CPI°. 

14. 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. 

15. 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. 

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

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

18. 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.. 

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

zo. 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, zoo5 will continue to apply. 

E I have read and understood the above guidelines. 

1§ubm*ancell 

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.govin  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 



6 

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. 

(Sandeep Jain) 
Deputy Secretary 

All Officers/Desks/Sections, DOP&T 



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

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

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

OFFICE MEMORANDUM 

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

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

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

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

ectm 7c-,  , 
(Manoj Joshi) 

Joint Secretary 
Tele : 23093668 

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

Copy to: 

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

2. Central Information Commission. 

3. Staff Selection Commission, CGO Complex, New Delhi 

4. 0/o the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar Marg, New Delhi. 



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

1. DEPARTMENT OF AGRICULTURE RESEARCH & EDUCATION 
2. DEPARTMENT OF AGRICULTURE & COOPERATION 
3. DEPARTMENT OF ANIMAL HUSBANDRY, DAIRYING & FISHERIES 
4. DEPARTMENT OF AYUSH 
5. DEPARTMENT OF CHEMICALS & PETROCHEMICALS 
6. DEPARTMENT OF COMMERCE 
7. DEPARTMENT OF CONSUMER AFFAIRS 
8. DEPARTMENT OF DISINVESTMENT 
9. DEPARTMENT OF FOOD & PUBLIC DISTRIBUTION 
10.DEPARTMENT OF INDUSTRIAL POLICY & PROMOTION 
11.DEPARTMENT OF PERSONNEL & TRAINING 
12.DEPARTMENT OF PUBLIC ENTERPRISES 
13.MINISTRY OF CULTURE 
14.MINISTRY OF EXTERNAL AFFAIRS 
15.MINISTRY OF FOOD PROCESSING INDUSTRIES 
16.MINISTRY OF HEALTH & FAMILY WELFARE 
17.MINISTRY OF HOME AFFAIRS 
18.MINISTRY OF INFORMATION & BROADCASTING 
19.MINISTRY OF PANCHAYATI RAJ 
20. MINISTRY OF POWER 
21.MINISTRY OF ROAD TRNSPORT & HIGHWAYS 
22.MINISTRY OF STEEL 
23.PRESIDENT SECRETARIAT 
24.VICE-PRESIDENT SECRETARIAT 
25.MINISTRY OF WATER RESOURCES 
26. UNION PUBLIC SERVICE COMMISSION 
27. DEPARTMENT OF ECONOMIC AFFAIRS 
28.DEPARTMENT OF REVENUE 
29.DEPARTMENT OF YOUTH AFFAIRS 
30.MINISTRY OF ENVIRONMENT & FORESTS 
31.DEPARTMENT OF HEAVY INDUSTRY 
32.MINISTRY OF TOURISM 
33.MINISTRY OF SOCIAL JUSTICE & EMPOWERMENT 
34.MINISTRY OF SHIPPING 
35.MINISTRY OF CORPORATE AFFAIRS 
36.PLANNING COMMISSION 
37.DEPARTMENT OF ADMINISTRATIVE REFORMS & PG 



Chapter 5 

 

RTI Cell 

 
S.No. File No. Date Subject 

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

Cells. 

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

 
 



No.1/12/2010-IR 
Government of India 

Ministry of Personnel, PC. & Pensions 
Department of Personnel & Training 

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

OFFICE MEMORANDUM 

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

The undersigned is directed to ref& to this Department's OM No. 113212007-IR dated 141h 

November, 2007 whereby all the public authorities with more than one Public Information 

Officer (PIO) were advised to create a Central Point within the organization to 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 staff in Administration Division) with the following functions: 

a) to receive RTl applications1 appealsldecisions of the Central Information Commission 

(CIC) and to route them to CPIOs IAAs; 

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 authority to the concerned public 
authority; 

d) maintain lists of PIOs, First Appellate Authorities and their link officers; and 

e) 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 9Ih July, 2010 detailing the roles and functions of the RTI 

Cell is enclosed at Annexure I. 

3. Subsequent to the setting up of the Cell, detailed instructions were issued to outline the 

procedures for handling RTI applications1 appeals vide OM No 2110/2010 datedl6Ih July, 2010 

(Annexure 11). This cell has been functioning for the last 9 months and has resulted in better 

compliance with the provisions of the RTI Act, 2005. 



4. It is recommended that Ministries1 Departments may set up RTI Cells to streamline the 
receipt and disposal of RTI Applications. They may use the arrangements made by DoPT vide 

OMS referred to above with suitable modifications. 

5. Ministries1 Departments 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 Centrally 

Sponsored Plan Scheme "Improving transparency and accountability through Effective 

Implementation of RTI" being implemented by this Department. Balance expenditure may be 

met by the Ministries /departments from their own funds. Central Public Authorities may send 

detailed proposals as per proforma in 'Amexure 111' to Deputy Secretary (IR), Room No. 280, 

North Block, New Delhi - 11000 1. Telefax: 23093074, email osdrti-doptianic.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, 201 1 

(K.G. Verma) 
Director 

Tel:23092 158 

1. All the MinistriesDepartments of the Government of India. 

2. Union Public Service CornmissionlLok Sabha SecretariatRajya Sabha 

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

Secretarianice-Presidents's SecretariatPrime Minister's OfficePlanning 

Commission~Election Commission. 

3. Central Information Commission. 

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

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

New Delhi. 



Government of India 
Ministry of Personnel, Public Grievances & Pensions 

Department of Personnel & Training 
**- 

North Block, New Delhi 
Dated 9Ih July, 2010 

OFFICE MEMORANDUM 

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

In order to strengthen the system of RTI implementation in the 
Department of Personnel and Training, a RTI Cell has been set up. The RTI 
Cell shall act as a nodal point for all RTI implementation issues within the 
Department. The CeH is hosted in the Administration Division and is headed 
by Under Secretary(Administrati0n) under overall supervision of 
Director(Administrati0n). 

2. The RTI Cell will perform the following functions: 

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

ii. The Cell will ensure uploading of all applications, and appeals received 
by it on the RTI-MIS; 

iii. All replies to RTI requests and appeals will be despatched by R&1 
Section through the RTI 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 DMlS (computerized diary system): 

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

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



vii. Coordination for the Department regarding: 

Proactive disclosures under Section 4. 

Systemic changes that can be introduced to reduce the 
number of queries on a particular arealpracess; 

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

Information dissemination through the lnformation Facilitation 
Counter (IFC); 

Maintaining lists of CPlOs, FAAs and link officers; 

Annual Report of the CIC; 

viii. Preparation of periodic monitoring reports regarding disposal of RTI 
requests/Appeals and conipliance of CIC instructions. 

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

All the CPlOsloff~cerslDeskslSections in Department of Persorlnel & 
Training 

Copy to :- 

All the Appellate AuthoritieslDirectorsIDS of Department of Personnel & 
Training 

Copy for inform*~on to :- 

1. EO&SS 
2. AS(S&V) 
3. JS(E) 
4. JS(AT&A) 
5. JS(Trg.) 
6. JS(Vig) 
7. Secretary, PESB 
8. PPS to Secretary(P) 



~~h€%uk€:T j  

IMMEDIATE 
N0.2/10/2010-CR 

Government of India 
Ministry of Personnel, Public Grievances & Pensions 

Deportment of Personnel & Training 
**.**** 

North Block, New Delhi 
Dated 16th July, 2010 

OFFICE MEMORANDUM 

Subject: Streamlining Receipt, Disposal and follow-up of RTI requests and 
Appeals. 

1.0 It is noted that the receipt, follow-up and monitoring system for RTI 
requests and appeals is not streamlined which has resulted in late 
disposal of such requests and on many occasions it has also invited 
displeasure of the Central Information Commissioner (CIC). 

2.0 An RTI Cell has been set up under the charge of US (Administration) to 
coordinate all work relating to disposal of RTI request and appeals and 
its functions have been detailed vide OM No. 2/10/2010-CR dated 9th 

J&, 2010. In continuation of the aforesaid OM detailed instructions for 
dealing with RTI Requests and appeals are given here under which 
need to be scrupulously followed by all concerned. 

3.0 Receipt of RTI Applications 

3.1 RTI Requests are received in this Department through following means: 

[a] Direct receipt in the Central Receipt [CR] Section: 

(b) Directly received by the concerned CPlOs; 

[c) Received by Senior Officers as reference from oit~er Departments 
or from other Public Authorities especially, PMO ana Cabinet 
Secretariat. 

3.2 As soon as any RTI application is  received by any officer or in any 
office, it will be immediately sent to SO (RTI Cell), along with the 
payment, it any, enclosed. This will apply even to the applications 
received by the CPlOs. 

3.3 RTI Cell will handie the applications in the toilow~ng manner: 



(0) If an RTI request does not concern DOPT, it would immediately b e  

sent to the concerned public authority. Such cases will be 
finalized by US (Administration), who may consult Director 
(Administration) as per need. However, such consultations should 
be done on an urgent basis and not in a routine manner. 

(b) In case, information pertains to DOPT and one other Public 
Authority, part that concerns the other Public Authority would be 
transferred to them by RTI Cell at the level of US (Administration). 

(c) In case, part of the information pertains to DOPT and remaining 
part pertains to more than one Public Authority, further processing 
will be made only regarding the part that concerns DOPT and as 
per existing instructions applicant will be informed to make a 
separate request to concerned Public ~uthoriti& at histher own 
level. 

[d) RTI Cell would examine that correct fee (by correct mode) has 
been received. In case it is not so, the application would be 
returned with the remark; that it may be resubmitted along with 
correct fee [by correct mode). 

(el For applications where correct fee has been submitted the fee will 
be deposited by RTI Cell and receipt obtained. Thereafter: 

li) If the RTI application concerns only one CPIO it would be 
marked to the concerned CPIO along with the fee receipt 
after making necessary entries into the RTI-MIS. Thereafter, 
the application would be handled under the relevant 
provisions of RTI Act by the concerned CPIO. 

(ii] If the information sought from DoPT concerns more than one 
CPIO, the original application would be entered into the RTI- 
MIS and thereafter, separate copies would be marked to 
the relevant CPlOs who would then handle them as 
independent RTI application. In these cases the fee receipt 
will be sent to the CPIO dealing with the first part of query. 

(iii) In all cases a unique RTI Registration number will be 
generated, which will enable monitoring till the application 
is disposed off. In case, parts of one application is being sent 
to more than one CPIO, unique number will be generated 



for eoch of the parts. However, in such cases numbering 
would be such that it wouid be possible to link all the parts 
together. 

3.4 it may be reiterated that vide Order No.2/3/2010-CR dated 7/6/2010, it 
has been laid down that no CPIO will refuse lo accept an application 
which has been marked to them by the Coordination Section [now RTi 
cell). in case this happens, RTI Cell would immediately bring this to the 
notice of Director (Administration) who will take further necessary 
action urgently and if needed, bring it to the notice of the higher 
authorities as mentioned in the aforesaid Order. Such cases of refusal 
by CPlO would be viewed extremely seriously and may result in 
disciplinary action. 

3.5 However, in case a CPlO i s  genuinely aggrieved with wrong marking of 
an RTI request, he will personally bring it to the notice of Director 
(Administration) who will either refuse the request or agree to transfer 
[in full or a parl of) the RTI request to another CPlO (8). If a change is 
made, the application will be routed again through RTI cell which will 
make necessary corrections in the RTI-MIS. It is, however, reiterated that 
till the time the application [or a parl thereof) i s  transferred to another 
CPlO b y  the RTI cell, the CPlO to whom it was originally marked will 
continue to remain responsible. 

4.0 Disposal of RTI applications by CPlOt 

(a] The c'oncerned CPlO would handle the RTI request as per the 
provisions of the Act/Rules and once the reply is ready to be sent, 
entry will be 'made into the RTI-MIS and the reply would be 
uploaded. An intimation will automatically reach the RlI cell. as 
soon as the above is done. R l l  cell will not dispatch RTI letters I 
replles unless this intimation i s  received through the syttem. 

(b) After relevant entry is made in the RTI-MIS, the CPlO will keep the 
reply in the envelope and details of the RTI Registration no. and 
noture of reply etc. would be superscribed on the envelope. 

Director (Administration] will be providing special envelopes 
(called RTI envelopes) to all CPlOs and AAs and ail 
correspondence with appl~cants will be mailed in these 
enveiopes. 



(c) These envelopes will be sent to the RTI Cell who will thereafter 
ensure d~spatch of these replies through R&l cell as per the 
established procedure and make necessary entry into the RTI-MIS 
regarding dispatch date and means. 

(d) In order to ensure that the time limits for disposal of applications 
are met, CPlOs (and AAs) are required to send the replies to RTI 
cell at least 2 days before the deadline. 

(e) It is possible that additional fee is required to be paid before a 
request can be entertained. The concerned CPlO will make 
relevant entry into the RTI-MIS wh~ch would result in a standard 
letter being generated through the software giving full details of 
the RTI query as well as additional fee to be deposited. Th~s letter 
will be sent to RTI Cell -for further dispatch. Such additional fee 
whenever received (either directly by the CPlO or through CR 
Section) will again be sent to RTI Cell who will thereafter depos~t 
this w~th the Cash Section and update the RTI-MIS accordingly. 
Thereafter, the intimation of receipt of additional fee will be sent 
to the concerned CPlO for further action in the matter. 

(f) In some cases, an interim reply is sent to the applicant. Although 
these communications will also be dispatched through RTI Cell, no 
entry into the R'TI-MIS will be made regarding such interim replies. 

5.0 Receipt and Disposal of RTI Appeals 

The system for receiving and handling the appeals will be simpler as in 
such cases the name of the Appellate authority (AA) is known to the RTI 
applicant and no payment of fee is involved. 

(a) As and when an appeal is received by an AA, s/he will make 
necessary entry into the RTI-MIS and will handle it as per the 
provisions of the Act/ Rules. 

(b) If any appeal is received directly in the CR Section or by an officer 
who is not the concerned AA, all such references will be sent to 
the RTI Cell who will make necessary entry into RTI MIS and forward 
it to the concerned AA for taking necessary action. 

(c]  In case appeal is received through e-mail, a print out will be taken 
and entry will be made into the RTI-MIS and thereafter it would be 
handled like any other appeal received through post. 



(d) On disposal of appeals, procedure for handling them would be 
the some as detailed for disposal of RTI applications. 

6.0 Monitoring of RTI applications and appeals 

Time limits have been prescribed under the RTI act and rules regarding 
disposal of RTI opplications and oppeals and all the CPlOs and AAs ore 
expected to odhere to them. RTI cell would generote: 

[a) Exception reports of cases where disposol has not been mode 
within 25 doys of the receipt of RTI request and appeals. These 
would be posted on the lntro-MOP, so that JSs ond other 
supervisory officers may also follow up with the concerned CPIO. 

[b) A monthly report of.all RTI requests received and disposed off 
during the month with a comparative picture. These reports will 
also be posted on the lntra -MOP. 

(c)  A quarterly report regarding disposal and receipts including CPIO 
wise analysis of disposal. - 

(d) Annual Reports as prescribed by the CIC. 

7.0 This system of centralized management of RTI applications/ appeals will 
be followed by all divisions located in North Block. As far as offices 
losated in JNU Campus (Training Division) or Lok Nayak Bhawan are 
concerned, they will continue to handle the RTI requests and appeals 
as per current arrangements. However, all the applications and 
appeals would necessarily be entered into the RTI-MIS so that correct 
picture of receipts and disposals for the department may aiwqs be 
assessed. 

8.0 These instructions wili come into effect from 1 August 2010. Prior to that, 
brief training session will be organized by the RTI cell with the 
cooperation of NIC, to demonstrate the working of the RTI-MIS and to 
remove doubts, if any, about the procedure detailed above. 

n 

9.0 These instructions issue with the approval of Secretary [P). & 
[ciGish ~hander) 

Under Secretary[Adrnn) 



All the CPlOs/officers/Desks/Sections in Department of Personnel & Training 

Copy to :- 

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

Copy for information to :- 

1 .  EO&SS 

2. AS(S&V) 

3. JSIEj 

4. JS(AT&A] 

5. JS(Trg.1 

6. JS(Vig] 

7. Secretary, PESB 

8. PPS to Secretary(P) 



Annexure '111' 

Aoolication Proforma . . 
Centrally Sponsored Scheme on Improving Transparency and Accountability 

in government through effective implementation of 

1 To be submitted in Five copies. 
The format given below should neatly typed on separate sheets given item-wise information 
Application in an incomplete form will not be entertained 

. - 
1 I Component for which assistance sought I Setting up of RTI Cells 

B. Details of Institution 

2. 

C. Details of Expenditure 
1 ( Date of Setting up of RTI CeIl . 1 

I I 

Particulars of the Institution 

1 

ii 

3. 1 Detailed estimates of expenditure I 

I I 

-- 
i Complete postal address 

Name 
ppp 

Designation 

I I I 
5. ( CSPMS details of PubIic Authority. 

iv E-mail id 

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

I I 

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 







Chapter 6 

 

Transfer of Applications 

 
S.No. File no. Date Subject 

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

2 10/2/2008-IR 12/06/2008 RTI applications received by a public authority 

regarding information concerning other public 

authority/authorities. 

 

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

regarding information concerning other public authority 

- authorities. 

 

 



NO.F. 11/12/2008-IR
Government of India

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

******

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

SUBJECT: Transfer of applications under the RTI Act, 2005.
*****

It has been brought to the notice of this Department that the Central Public
Information Officers of some pUblic authorities transfer the applications received
under the Right to Information Act, 2005 to the Prime Minister's Office in a routine
manner when there is just a mention of the Prime Minister or the Prime Minister's
Office in the application. According to sub-section' (3) of section 6 of the RTI Act, if
an application is received by a public authority seeking an information which is held
by another public authority or which is more closely connected with the sUbject
matter relating to another public authority, the public authority receiving the
application should transfer the application to the concerned public authority. It may
be pointed out here that the Prime Minister's Office has been assigned the work of
providing secretariat assistance to the Prime Minister. After a decision is taken in a
matter, the Ministry/Department to which the matter concerns takes further action
regarding issue of orders etc. Naturally, the information in such cases would be
available with the concerned Ministry/Department and not the PMO. The CPIO
receiving the application should carefully see the subject matter in the RTI
application and transfer it, if need be, to the concerned public authority and not to
the PMO simply because the applicant has made a reference to the PM or PMO.

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

/' '-'~ 1 vJ "/--., ,•.
\ l~~~k/'. '.J..\"---......... ....,..'""~,--";...... . ..

( K. G. Ve'r a)
Director

Tel. 2309 2158



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

3. Central Information Commission/State Information Commissions

4. Staff Selection Commission, CGO Complex, New Delhi

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

6. All Officers/Desks/Sections, Department of Personnel & Training and
Department of Pension & 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 12th June, 2008

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

*****

It has been brought to thH notice of this Department that requests are made to
the public a.uthorities under the Right to Information Act for pieces of information
which do nf.)t concern those public authorities. Some times, such an information is
sought, a part or no part of which is available with the public authority to which the
application is made and remaining or whole of the information concerns another
public authority or many other public authorities. A question has arisen as to how to
d'3al with such cases.

2. 'Section 6( 1) of the RTI Act, 2005 provides that a person who desires to obtain
any in formation shall make a request to the public information officer (PlO) of the
concE~rned public authority. Section 6(3) provides that where an application is made
to a public.authorityrequestingforanyinformation which is held by another public
auth'orityor the subject matter of which is more closely connected with the functions
of another public authority, the public authority to which such application is made,
sha 11 transfer the application to that other public authority. A careful reading of the
provisions of sub-section (1) and sub-section(3) of Section 6, suggests that the Act
requires an information seeker to address the application to the PlO of the
'concerned public authority'.· However, there may be cases in which a person of
ol."dinary prudence may believe that the piece of information sought by him/her would
be available with the public authority to which he/she has addressed the application,
'out is actually held by some another pUblic authority. In such cases, the applicant
-makes a bonafide mistake of addressing the application to the PlO of a wrong public
authority. On the other hand where an applicant addresses the application to the
PlO of a public authority, which to a person of ordinary prudence, would not appear
to be the' concern of that public authority, the applicant does not fulfill his
responsibility of addressing the application to the 'concerned public authority'.



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

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

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

(iii) A person makes an application to a public authority for information, a part of
which is available with that public authority and the rest of the information is
scattered with more than one other public authorities. In such a case, the PlO
of the public authority receiving the application should give information
relating to it and advise the applicant to make separate applications to the
concerned public authorities for obtaining information from them. If no part of
the information sought, is available with it but is scattered with more than one
other public authorities, the PlO should inform the applicant that information is
not available with the public authority and that the applicant should make
separate applications to the concerned public authorities for obtaining
information from them. It may be noted that the Act requires the supply of
such information only which already exists and is held by the public authority
or held under the control of the public authority. It is beyond the scope of the
Act for a public authority to create information. Collection of information, parts
of which are available with different public authorities, would amount to
creation of information which a public authority under the Act is not required
to do. At the same time, since the information is not related to anyone
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.



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

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

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

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



N0.F. 10/2/2008-IR 
Government of lndia 

Ministry of Personnel. PG and Pensions 
Department of Personnel 8, Training 

****** 
North Block, New Delhi 

Dated September 24,2010 

OFFICE MEMORANDUM 

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

other public authoritylauthorities. 
****** 

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

12Ih June, 2008 on the above noted subject, clause (iii) of para 3 of which provides that if a 

person makes an application to the public authority for information, a part of which is 

available with that public authority and the rest of the information is scattered with more 

than one other public authorities, the Public lnformation Officer (PIO) of the public authority 

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

make separate applications to the concerned public authorities for obtaining information 

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

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

authorities, the PI0 should inform the applicant that information is not available with the 

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

public authorities for obtaining information from them. 

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

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

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

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

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

8Q (K.G. Verma] 

Director 
Tel. 2309 21 58 

1. All the MinistriesJDepartments of the Government of lndia 
2. Union Public Service CommissionJLok Sabha Secretariat./Rajya Sabha 

Secretariatlcabinet SecretariatJCentral Vigilance Commission/President's 



3. SecretariatIVice-President's SecretariatIPrime Minister's OfficeIPlanning 
CommissionIElection Commission 

4. Central lnformation CommissionIState Information Commissions 
5. Staff Selection Commission, CGO Complex, New Delhi 
6. Office of the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar Marg, 

New Delhi 
7. All Officers/Desks/Sections, Department of Personnel 8. Training and Department of 

Pension & Pensions Welfare 

Copy also to: Chief Secretaries of all the SatesIUTs 



Chapter 7 

 

Implementation of various 

provisions of the Act 

 
S.No. File no Date Subject 

1 1/12/2007-IR 31/07/2007 Preparation of Inventory of Public Authorities under RTI 

Act, 2005. 

 

2 1/4/2006-IR 21/02/2006 Implementation of the various provision of the RTI Act, 

2005. 

 

3 1/2/2007-IR 23/03/2007 Non-Implementation of various provisions of the RTI Act, 

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-IR 20/05/2011 Laying of Annual Reports of the Central Information 

Commission before the Houses of Parliament. 

 

 







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 ,!~February, 2006..:::::--
J ls-t-

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
MinistrieslDepartments 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'slDepartment's budget or
under administrative control of MinistrylDepartment, if they are
not already there.

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

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

4. Some MinistrieslDepartments 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 MinistrieslDepartmentslPublic Authorities to
comply with the directives of the Act and not to ask unnecessary
questions from complainants/applicants.

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

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

To
\ MinistrieslDepartments

Copy to
~S to Secretary (P)
~oJS(AT&A)
0~toJS(E)
~~lfin.)
~l Direc!orlDeputy Secretaries/Section in thethis Minsitry

c::: ---
,

\







N0.411012011-IR 
Government of India 

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

.... 
North Block, New Delhi 

Dated: 1 sth ~ a ~ ,  201 1 
OFFICE MEMORANDUM 

Subject: Strengthening Implementation of the Right to Information Act, 
2005. 

*I* 

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

a) In the Annual reports of the Central MinistrieslDepartrnents and other 
attachedlsubordinate officesPSUs, a separate chapter shall be 
included regarding implementation of the RTI Act in their respective 
offices. This chapter should detail the number of RTI applications 
received and disposed off during the year, including number of cases 
in which the information was denied. In addition to the above, efforts 
made to improve the implementation of the Act in their respective 
offices, including any innovative measures that have been undertaken, 
should also be listed. This is to be ensured for Annual reports for the 
year 201 1-12 onwards. 

b) Each MinistrylDepartment should organize atleast a half day training 
programme for all CPIOsIAppellate Authorities (AAs) every year to 
sensitize them about their role in implementation of the RTI Act. The 
concerned MinistrieslDeuartrnents shall ensure that similar 
programmes are organized for all CPIOslAAs of all 
attachedlsubordinate offices and PSUs under their control as well. 

c) 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. 
MinistrieslDepartments would ensure that these instructions are 
communicated to their attachedlsubordinate offices as well as PSUs 
immediately. Monthly reporting on the above pattern should begin 
latest by loth July, 201 1 for the month of June, 201 1 and thereafter 
continue on a regular basis. 



2. All the MinistriesIDepartments are requested to take action as above 
and also to ensure that these instructions are communicated to their attached 
and subordinate officesffSUs for compliance. 

CK.G.Verma 
Director 

Tel: 23092158 
1.  All the MinistriesDepartments of the Government of India. 
2. Union Public Service CommissionLok Sabha SecretariatIRajya Sabha 

SecretariadCabinet Secretal'iad Central Vigilance Commission I 
President's Secretarianice-Presidents's SecretariatfPrime Minister's 
Officefflanning Commission/Election Commission. 

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

Zafar Marg, New Delhi. 
6. All OfficersDeskslSections, Department of Personnel & Training and 

Department of Pension & Pensions Welfare. 
7. Secretary (Coordination), Cabinet Secretariat, for information 

Copy to: 1 .  Chief Secretaries of all the States~UTs. 
2. State Information Commissioners 



N0.418120 1 1 -1R 
Government of India 

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

... 
North Block, New Delhi 
Dated: 20" May, 201 1 

OFFICE MEMORANDUM 

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

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 
Mistry/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 MinistriesDepartments 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 1 5 ~  April of the subsequent financial 
year. The public authorities who have not uploaded their final retums in'respect of 
the year 2010-1 1 may upload the same on the website latest by 3ofi June, 201 1. 



4. It has also been brought to the notice of this Department that some 
MinistriesDepartments have not registered all the public authorities under their 
jurisdiction with the Central Information Commission. It results into non-inclusion 
of the complete information in the Annual Report. All the Ministries1 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. 

(K.G. Verma) 
Director 

Tel: 23092158 

1. All the Ministries 1 Departments of the Government of India 
2. Union Public Service Commission1 Lok Sabha Sectt.1 Rajya Sabha 

Secretariat1 Cabinet Secretariat, Central Vigilance Commissionl 
President's Secretariat1 Vice-President's Secretariat1 Prime Minister's 
Office1 Planning Commission/Election Commission 

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

Zafar Marg, New Delhi. 
5. All officers/Desks/Sections, Department of Personnel & Training and 

Department of Pension & Pensioners Welfare. 
6.  Central Information Commission, August Kranti Bhawan, Bhikaji Karna 

Place, New Delhi 

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



Chapter 8 

 

Clarification regarding 

‘information’ to be provided 

 

S.No. File no Date Subject 

1 11/2/2008-IR 10/07/2008 Clarification regarding format in which information 

should be supplied under the RTI Act, 2005. 

 

 







Chapter 9 

 

Spreading Awareness 

 
S.No. File no Date Subject 

1 1/26/2007-IR 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 9thJanuary, 2008

:.....

To

Chief Secretaries of all the StateslUTs

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

****

Sir,

I am directed to say that clause (a) of sub-section (1) of Section
26 of the Right to Infonnation 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 infonnation. 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 Infonnation 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. Venna)

Director



Chapter 10 

 

Disposal of First Appeal 

 
S.No. File no Date Subject 

1 10/23/2007-IR 09/07/2007 Disposal of first appeals under the RTI Act, 2005 

 
 







Chapter 11 

 

Maintenance of Records 

 
S.No. File no Date Subject 

1 1/18/2007-IR 21/09/2007 Maintenance of records and publication of information 

under the Right to Information Act, 2005. 

 

2 1/33/2007-IR 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. 

 

 
 









N0.12/192/2009-1R 
Government of lndia 

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

North Block, New Delhi 
Dated the 20Ih January 2010 

OFFICE MEMORANDUM 

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

The Central lnformation 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(l)(a) of the RTI Act, which 
requires every public authority to maintain all its records duly catalogued and 
indexed in a manner and form which would facilitate the right to information. The 
Commission also pointed out that such a default could qualtfy 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 
lnformation 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 MinistrieslDepartments 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. W (K.G. Verrna) 

Director 
Tel. No.23092158 

1. All the Ministries I Departments of the Government of lndia 
2. Union Public Service Commission1 Lok Sabha Sectt.1 Rajya Sabha' 

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

3. Central lnformation CommissionlState lnformation Commission 
4. Staff Selection Commission, CGO Complex, New Delhi 
5 .  Office of the Comptroller & Auditor General of lndia, 10, Bahadur Shah Zafar 

Marg, New Delhi. 
6. All officerslDeskslSections, Department of Personnel & Training, Department 

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

Copy to: Chief Secretaries of all the StateslUTs 



Chapter 12 

 

Suo-motu Disclosure 

 
S.No. File no Date Subject 

1 1/8/2012-IR 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. 

 

 



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

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

North Block, New Delhi 
Dated:ll th  September, 2012 

Office Memorandum 

Sub: Suo motu disclosure on official tours of Ministers and other officials. 

Sub-Section (2) of Section 4 of the RTI Act, 2005 requires every public authority 
to take steps in accordance with the requirements of clause (b) of sub-section (1) to 

provide as much information suo motu to the public at regular intervals through various 
means of communications, including internet, so that the public have minimum resort 
to use the Act to obtain information. 

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

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

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

• 

(San ep Jain) 
Deputy ecretary 

Tele: 23092755 

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

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

3. Central Information Commission. 
4. Staff Selection Commission, CGO Complex, New Delhi 

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

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

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



i 
 

No.1/6/2011-IR 
Government of India 

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

 

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

 

OFFICE MEMORANDUM 

Subject: Implementation of suo motu disclosure under Section 4 of RTI Act, 2005 – Issue of 

guidelines regarding: 

 Section 4(1)(b) of the RTI Act lays down the information which should be disclosed 

by Public Authorities on a suo motu or proactive basis. Section 4(2) and Section 4(3) 

prescribe the method of dissemination of this information. The purpose of suo motu 

disclosures under Section 4 is to place large amount of information in public domain on a 

proactive basis to make the functioning of the Public Authorities more transparent and also 

to reduce the need for filing individual RTI applications.  

2. Since the promulgation of the Act in 2005, large amount of information relating to 

functioning of the government is being put in public domain.  However, the quality and 

quantity of proactive disclosure is not up to the desired level. It was felt that the weak 

implementation of the Section 4 of the RTI Act is partly due to the fact that certain 

provisions of this Section have not been fully detailed and, in case of certain other 

provisions there is need for laying down detailed guidelines. Further there is need to set up 

a compliance mechanism to ensure that requirements under section 4 of the RTI Act are 

met. 

3. In order to address the above, Government of India constituted a Task Force on   suo 

motu disclosure under the RTI Act, 2005 in May 2011 which included representatives of civil 

society organizations active in the field of Right to Information, for strengthening 

compliance with provisions for suo motu or proactive disclosure as given in Section 4 of the 

RTI Act, 2005. Based on the report of the Task Force, the Government have decided to issue 

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

1.0 Suo motu disclosure of more items under Section 4 

Sub-section 4(2) of the RTI Act, 2005 requires every public authority to take steps in 

accordance with the requirements of clause (b) of sub-section 4(1) to provide as much 

information suo motu to the public at regular intervals through various means of 

communication, including internet, so that the public have minimum resort to use the Act to 

obtain information. Accordingly, the Public Authorities may proactively disclose the 

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

1.1 Information related to Procurement 

1.1.1 Information relating to procurement made by Public Authorities including 

publication of notice/tender enquiries, corrigenda thereon, and details of bid awards 

detailing the name of the supplier of goods/services being procured or the works contracts 

entered or any such combination of these and the rate and total amount at which such 

procurement or works contract is to be done should be disclosed. All information 

disclosable as per Ministry of Finance, Department of Expenditure’s O.M. No 10/1/2011-PPC 

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

Public Procurement Portal  and O.M. No. 10/3/2012- PPC dated 30th March, 2012 on  

Implementation of comprehensive end-to-end e-procurement should be disclosed under 

Section 4. At present the limit is fixed at Rs. 10.00 lakhs. In case of procurements made 

through DGS&D Rate Contracts or through Kendriya Bhandar/ NCCF, only award details 

need to be published. However information about procurement which fall within the 

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

1.2 Public Private Partnerships 

1.2.1 If Public services are proposed to be provided through a Public Private Partnership 

(PPP), all information relating to the PPPs must be disclosed in the public domain by the 

Public Authority entering into the PPP contract/concession agreement.  This may include 

details of the Special Purpose Vehicle (SPV), if any set up, detailed project reports, 

concession agreements, operation and maintenance manuals and other documents 

generated as part of the implementation of the PPP project. The documents under the 

ambit of the exemption from disclosure of information under section 8(1)(d) and 8(1)(j) of 
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the RTI Act would not be disclosed suo motu. Further, information about fees, tolls, or other 

kinds of revenue that may be collected under authorization from the Government, 

information in respect of outputs and outcomes, process of selection of the private sector 

party may also be proactively disclosed. All payments made under the PPP project may also 

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

1.3 Transfer Policy and Transfer Orders 

1.3.1 Transfer policy for different grades/cadres of employees serving in Public Authority 

should be proactively disclosed. All transfer orders should be publicized through the website 

or in any other manner listed in Section 4(4) of the Act. These guidelines would not be 

applicable in cases of transfers made keeping in view sovereignty, integrity, security, 

strategic, scientific or economic interests of the State and the exemptions covered under 

Section 8 of the Act. These instructions would not apply to security and intelligence 

organizations under the second schedule of the RTI Act. 

1.4 RTI Applications 

1.4.1 All Public Authorities shall proactively disclose RTI applications   and appeals received 

and their responses, on the websites maintained by Public Authorities with search facility 

based on key words. RTI applications and appeals received and their responses relating to 

the personal information of an individual may not be disclosed, as they do not serve any 

public interest.  

1.5 CAG & PAC paras 

1.5.1 Public Authorities may proactively disclose the CAG & PAC paras and the Action 

Taken Reports (ATRs) only after these have been laid on the table of both the houses of the 

Parliament. However, CAG paras dealing with information about the issues of sovereignty, 

integrity, security, strategic, scientific or economic interests of the State and information 

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

1.6 Citizens Charter 

1.6.1 Citizens Charter prepared by the Ministry/Department, as part of the Result 

Framework Document of the department/organization should be proactively disclosed and 

six monthly report on the performance against the benchmarks set in Citizens Charter 

should also be displayed on the website of public authorities. 
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1.7 Discretionary and Non-discretionary grants 

1.7.1 All discretionary /non-discretionary grants/ allocations to state governments/ 

NGOs/Other institutions by Ministry/Department should be placed on the website of the 

Ministry/Department concerned. Annual Accounts of all legal entities who are provided 

grants by Public Authorities should be made available through publication, directly or 

indirectly on the Public Authority’s website. Disclosures would be subject to provisions of 

Section 8 to 11 of the RTI Act. 

1.8 Foreign Tours of PM/Ministers 

1.8.1 A large number of RTI queries are being filed on official tours undertaken by 

Ministers or officials of various Government Ministries/Departments.  Information regarding 

the nature, place and period of foreign and domestic tours of Prime Minister are already 

disclosed on the PMO’s website.  

1.8.2 As per DoPT’s OM No. 1/8/2012-IR dated 11/9/2012, Public Authorities may 

proactively disclose the details of foreign and domestic official tours undertaken by the 

Minister(s) and officials of the rank of Joint Secretary to the Government of India and above 

and Heads of Departments, since 1st January, 2012. The disclosures may be updated once 

every quarter.  

1.8.3. Information to be disclosed proactively may contain nature of the official tour, 

places visited, the period, number of people included in the official delegation and total cost 

of such travel undertaken.  Exemptions under Section 8 of the RTI Act, 2005 may be kept in 

view while disclosing the information. These instructions would not apply to security and 

intelligence organisations under the second schedule of the RTI Act, 2005 and CVOs of 

public authorities.  

 

 

 

  



4 
 

2.0 Guidelines for digital publication of proactive disclosure under Section 4 

2.1 Section 4 lays down that information should be provided through many mediums 

depending upon the level of the public authority and the recipient of information (for 

example, in case of Panchayat, wall painting may be more effective means of dissemination 

of information), and that more and more proactive disclosure would gradually be made 

through Internet. There is need for more clear guidelines for web-based publication of 

information for disclosure. 

2.2 The Department of Information Technology has been working on setting of technical 

standards for government websites and the Department of Administrative Reforms & Public 

Grievances has published guidelines for websites of Government Departments. These 

guidelines prescribe the manner in which websites need to be designed and how 

information should be disclosed. While adhering to the standards of government guidelines 

as laid down by Department of Information Technology and Department of Administrative 

Reforms & Public Grievances, the following principles additionally should also be kept in 

view to ensure that websites’ disclosures are complete, easily accessible, technology and 

platform neutral and in a form which conveys the desired information in an effective and 

user-friendly manner.  

a) It should be the endeavor of all public authorities that all entitlements to citizens and 

all transactions between the citizen and government are gradually made available 

through computer based interface. The ‘Electronic Delivery of Services Bill, 2012’ 

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

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

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

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

they have been issued.  

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

which are normally accessed by citizens. 



5 
 

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

Public Authority. 

f) It is obligatory under Section 4(1)(b)(xiv) of the RTI Act for every Public Authority to 

proactively disclose ‘details in respect of the information, available to or held by it, 

reduced in an electronic form’. The website should therefore indicate which digitally 

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

g) As departments reorganize their systems and processes to enable themselves for 

electronic service delivery, it is recommended that the requirement of bringing due 

transparency as provided in the RTI Act is given adequate consideration at the design 

stage itself. 

h) To maintain reliability of information and its real time updation, information 

generation in a digital form should be automatically updated on the basis of key 

work outputs, like a muster roll and salary slip (NREGA in Andhra Pradesh) or 

formalization of a government order (Andhra Pradesh). Such an approach will lead to 

automation of proactive disclosure. 

i) Information must be presented from a user's perspective, which may require re-

arranging it, simplifying it etc. However, original documents in original formats 

should continue to be made available because these are needed for community 

monitoring of government's functioning. 

j) The ‘National Data Sharing and Accessibility Policy’ by the Department of Science 

and Technology is based on the principle that all publicly funded information should 

be readily available. The policy has been notified in March, 2012 and the schedule 

should be strictly adhered to. 

k) Information and data should be presented in open data formats whereby it can be 

pulled by different Application Protocol Interfaces to be used in different fashions 

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

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

visual representation of information/ data can give insights that may remain largely 
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hidden in a textual or tabular presentation of data. In some contexts, pictures and 

audio/videos recordings etc may be more useful. There have been moves in some 

parts of the country to video record Gram Sabha meetings. A picture of a NREGA 

worksite, for instance, may tell much more than words can. All such different media 

and forms should be used for proactive disclosure. 

l) Every webpage displaying information or data proactively disclosed under the RTI 

Act should, on the top right corner, display the mandatory field ‘Date last updated 

(DD/MM/YY)’. 
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3.0 Guidelines for certain clauses of Section 4(1)(b) to make disclosure more effective 

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

be disclosed in an integrated manner. For example, the functions and responsibilities of a 

public authority cannot be understood in isolation from the powers and functions of its 

employees, the norms that inform its decision making processes and the rules, instructions 

and manuals that are used in the discharge of its functions. Description of one element 

presupposes the existence of another. So every public authority must endeavour to 

integrate the information mentioned in these sub-clauses while preparing voluntary 

disclosure materials. 

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

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

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

processes, including channels of supervision and accountability”. 

3.3.1 All government departments have specific duties and responsibilities under the 

respective Allocation of Business Rules (AOB) issued by the appropriate Government. The 

constitutional provisions and statutes each department is required to implement are clearly 

laid down in the AOB. The manner of disposal of matters assigned to each 

Department/Ministry is described in the Transaction of Business Rules (TOB). Additionally, 

every department would have a specific set of schemes and development programmes 

which they are required to implement directly or through their subordinate offices or other 

designated agencies. These documents contain the specific operations that every Public 

Authority is required to undertake in the course of implementing the programme or 

scheme. Every operation mandated under the AOB read with the TOB would be linked to a 

specific decision-making chain. All government officers have to follow laid down office 

procedure manual or the other rules which gives details of how representations, petitions 

and applications from citizens must be dealt with. Templates, formats, and basic steps of 

decision-making are briefly explained in such manuals. These descriptions constitute the 

elements of decision-making processes in general. 
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3.3.2 Additionally, in the routine work of governance, government functionaries are 

required to make decisions in a discretionary manner but broad guiding principles are laid 

down in some rule or the other. For example, the General Financial Rules lay down 

procedures for a variety of operations relating to government finances. How sanction must 

be accorded for incurring expenditure; how losses to government must be reported; how 

responsibility for losses may be fixed on any government servant; how budgets, demand for 

grants are prepared and submitted; how public works must be sanctioned and executed; 

how commodities and services may be procured by a public authority; are all explained in 

these manuals which are updated from time to time. The challenge is to present a simplified 

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

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

as follows:  

(a) Every public authority should specifically identify the major outputs/ tangible 

results/ services/ goods, as applicable, that it is responsible for providing to the 

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

(b) In respect of (a) above, the decision-making chain should be identified in the form of 

a flow chart explaining the rank/grade of the public functionaries involved in the 

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

(c) The powers of each officer including powers of supervision over subordinates 

involved in the chain of decision-making must also be spelt out next to the flow chart 

or in a simple bullet-pointed format in a text-box. The exceptional circumstances 

when such standard decision-making processes may be overridden and by whom, 

should also be explained clearly. Where decentralization of decision-making has 

occurred in order to grant greater autonomy to public authorities, such procedures 

must also be clearly explained. 

(d) This design of presentation should then be extended to cover all statutory and 

discretionary operations that are part of the public authority’s mandate under the 

AOB read with the TOB. 
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(e) In the event of a public authority altering an existing decision-making process or 

adopting an entirely new process, such changes must be explained in simple 

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

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

functions”. 

3.4.1 Primarily, the intention of this clause is that every public authority should proactively 

disclose the standards by which its performance should be judged. Norms may be 

qualitative or quantitative in nature, or temporal or statutory norms. In order to ensure 

compliance with this clause, public authorities would need to disclose norms for major 

functions that are being performed. 

3.4.2 Citizen Charters, which are mandatory, for each central 

Ministry/Department/Authority, are good examples of vehicles created for laying down 

norms of performance for major functions and for monitoring achievements against those 

standards.  

3.4.3 Wherever norms have been specified for the discharge of its functions by any statute 

or government orders, they should be proactively disclosed, particularly linking them with 

the decision making processes as detailed earlier. All Public Authorities should proactively 

disclose the following: 

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

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

b) Detailing and describing the processes by which the public can access and/or 

receive the goods and services that they are entitled to, from the public 

authority/office along with the forms, if any prescribed, for use by both the 

applicant and the service providing agency. Links to such forms (online), 

wherever available, should be given. 

c) Describing the conditions, criteria and priorities under which a person becomes 

eligible for the goods and services, and consequently the categories of people 

who are entitled to receive the goods and services. 
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d) Defining the quantitative and tangible parameters, (weight, size, frequency etc,) 

and timelines, that are applicable to the goods and services that are accessible to 

the public. 

e) Defining the qualitative and quantitative outcomes that each public 

authority/office plans to achieve through the goods and services that it was 

obligated to provide. 

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

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

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

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

disbursements made”. 

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

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

that Ministries/Departments prepare simplified versions of their budgets which can 

be understood easily by general public and place them in public domain. Budgets 

and their periodic monitoring reports may also be presented in a more user-friendly 

manner through graphs and tables, etc. 

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

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

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

targets. A monthly programme implementation calendar method of reporting being 

followed in Karnataka is a useful model. 

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

attached offices/ Public Sector Enterprises/ Societies/ NGOs/ Corporations etc. 

should be put on the website on a quarterly basis and budgets of such authorities 

may be made accessible through links from the website of the Ministry/Department. 

If a subsidiary does not have a website then the budgets and expenditure reports of 
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such subsidiary authority may be uploaded on the website of the principal Public 

Authority. 

(d) Wherever required by law or executive instruction, sector specific allocations and 

achievements of every department or public authority (where feasible) must be 

highlighted. For example, budget allocation and target focusing on gender, children, 

Scheduled Castes and Scheduled Tribes and religious minorities should be specially 

highlighted. The sector-wise breakup of these targets and actual outcomes must be 

given in simplified form to enable the vulnerable segments of society to better 

understand the budgets of public authorities. 

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

or held by it, reduced in an electronic form. 

3.6.1 On the one hand, this clause serves as a means of proactively disclosing the progress 

made in computerizing information under Section 4(1)(a) of the RTI Act in a periodic 

manner. On the other, it provides people with clarity about the kinds of electronic 

information that, although not held by the public authority, is available to them. For 

example the stocks of ration available with individual fair price shops may not be held by the 

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

3.6.2 Keeping in view the varied levels of computerization of records and documents in 

public authorities, data about records that have been digitized may be proactively disclosed 

on the respective websites, excluding those records /files /information that are exempted 

under Section 8. The data about digitized record may include the name of the record and 

any categorization or indexing used; the subject matter and any other information that is 

required to be compiled in relation to a file as prescribed by Manual of Office Procedure 

(and to be prescribed by MOP for electronic records that is under finalization by DARPG), 

the division/ section/ unit/ office where the record is normally held; the person, with 

designation, responsible for maintaining the record; and the life span of the record, as 

prescribed in the relevant record retention schedule.  
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 4.0 Compliance with Provisions of suo motu (proactive) disclosure under the RTI Act 

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

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

4.2 Proactive disclosure as per these guidelines would require collating a large quantum 

of information and digitizing it. For this purpose, Ministries/Public Authorities may engage 

consultants or outsource such work to expeditiously comply with these guidelines. For this 

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

4.3 The Action Taken Report on the compliance of these guidelines should be sent, along 

with the URL link, to the DoPT and Central Information Commission soon after the expiry of 

the initial period of 6 months. 

4.4 Each Ministry/ Public Authority should get its proactive disclosure package audited 

by third party every year. The audit should cover compliance with the proactive disclosure 

guidelines as well as adequacy of the items included in the package. The audit should 

examine whether there are any other types of information which could be proactively 

disclosed. Such audit should be done annually and should be communicated to the Central 

Information Commission annually through publication on their own websites. All Public 

Authorities should proactively disclose the names of the third party auditors on their 

website. For carrying out third party audit through outside consultants also, 

Ministries/Public Authorities should utilize their plan/non-plan funds.  

4.5 The Central Information Commission should examine the third-party audit reports 

for each Ministry/Public Authority and offer advice/recommendations to the concerned 

Ministries/ Public Authorities. 

4.6 Central Information Commission should carry out sample audit of few of the 

Ministries/ Public Authorities each year with regard to adequacy of items included as well as 

compliance of the Ministry/Public Authority with these guidelines.   

4.7 Compliance with the proactive disclosure guidelines, its audit by third party and its 

communication to the Central Information Commission should be included as RFD target.  
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5.0      Nodal Officer 

5.1 Each Central Ministry/ Public Authority should appoint a senior officer not below the 

rank of a Joint Secretary and not below rank of Additional HOD in case of attached offices 

for ensuring compliance with the proactive disclosure guidelines.  The Nodal Officer would 

work under the supervision of the Secretary of the Ministry/Department or the HOD of the 

attached office, as the case may be. Nodal Officers of Ministry/Department and HOD 

separately should also ensure that the formations below the Ministry/Department/Attached 

Office also disclose the information as per the proactive disclosure guidelines. 

6.0     Annual Reports to Parliament/Legislatures 

6.1 Government has issued directions to all Ministries/Departments to include a chapter 

on RTI Act in their Annual Reports submitted to the Parliament. Details about compliance 

with proactive disclosure guidelines should mandatorily be included in the relevant chapter 

in Annual Report of Ministry/Department. 

 

****** 



Chapter 13 

 

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

information etc. 

 
S.No. File no Date Subject 

1 10/20/2006-IR 21/09/2007 Disclosure of Annual Confidential Reports under the RTI 

Act, 2005. 

 

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

occurrence/event/matter which took place 20 years 

back. 

 

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

to Information Act, 2005. 

 

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

2005. 

 

5 11/2/2013-IR (Pt.) 14/08/2013 Disclosure of personal information under the RTI Act, 

2005. 

 

 











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

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

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

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

The undersigned is directed to say that various Ministries/Departments etc.
have been seeking clarification about disclosure of file noting under the Right to
Information Act, 2005. It is hereby clarified that file noting can be disclosed
except file noting containing information exempt from disclosure under section 8 of
the Act.

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

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

3. Central Information Commission/State Information Commissions.
4. Staff Selection Commission, CGO Complex, New Delhi
5. 010 the Comptroller&Auditor General of India, 10, Bahadur Shah Zafar

Marg, New Delhi.
6. All officerslDesks/Sections, DOP&T and Department of Pension &

Pensioners Welfare.



NO.  8/2/2010-lR 
Govemrnent of India 

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

***  
North Block, New Delhi-110001 

Dated: the 27"'April, 2010 

OFFICE MEMORANDUM 

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

The undersigned is directed to say that the Goveminent,'in a number of 

cases makes inter departmental consultations. In the process, a public authority 

may send some confidential papers to another public authority. A question has 

arisen whether the recipient public authority can disclose such confidential 

papers under the RTI Act, 2005. If yes, what procedure is required to be 

followed for doing so. 

2. Section 11 of the Act provides the procedure of disclosure of 'third 

party' information. According to it, if a Public Information Officer (PIO) 

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

has treated as confidential, the PIO, before taking a decision to disclose the 

information shall invite the third party to make submission in the matter. The 

third party has a right to make an appeal to the Departmental Appellate 

Authority against the decision of the P I 0  and if not satisfied with the decision 

of the Departmental Appellate Authority, a second appeal to the concerned 

Information Commission. The P I 0  cannot disclose such information unless the 

procedure prescribed in section 11 is completed. 

3. As defined in clause (n) of Section 2 of the Act, 'third party' includes a 

public authority. Reading of the definition of the terin, 'third party' and Section 

I 1  together makes it clear that if a public authority 'X' receives some 



information from another public authority 'Y' which that public authority has 

treated as confidential, then 'X' cannot disclose the infonnation without 

consulting 'Y', the third party in respect of the information and without 

following the procedure prescribed in Section 11 of the Act. It is a statutory 

requirement, non-compliance of which may make the P I 0  liable to action. 

4. The Public Information Officers and the First Appellate Authorities 

should keep these provisions of the Act in view while taking decision, about 

disclosure of third party information in general and disclosure of the third party 

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

5 .  Hindi version will follow. 

(K.G. VERMA) 
Director 

Tei: 23052158 

Copy to: 

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

SecretariatlCabinet Secretariat/ Central Vigilance Commission/ 
President's SecretariatlVice-Presidents's SecretariatlPrime Minister's 
Office/PIanning Commission/Election Commission. 

3. Central lnformation Commission/State lnformation Commissions. 
4. Staff Selection Commission, CGO Complex, New Delhi. 
5. Office of the Comptroller & Auditor General of lndia, 10, Bahadur Shah 

Zafar Marg, New Delhi.. , 
6. All Officers/Desks/Sections, Department of Personnel & Training and 

Department of Pension & Pensions Welfare. 

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



No. 11/2/2013-IR (Pt.) 
Government of India 

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

North Block, New Delhi, 
Dated thee. th August, 2013 

OFFICE MEMORANDUM 

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

The Central Information Commission in one of its decisions (copy enclosed) 
has held that information about the complaints made against an officer of the 
Government and any possible action the authorities might have taken on those 
complaints, qualifies as personal information within the meaning of provision of 
section 8 (1) (j) of the RTI Act, 2005. 

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

"The performance of an employee/Officer in an organisation is primarily a matter 
between the employee and the employer and normally those aspects are governed by 
the service rules which fall under the apression 'persona? information', the 
disclosure of which has no relationship to any public activity or public interest. On 
the other hand, the disclosure of which could cause unwarranted invasion of the 
privacy of that individual." The Supreme Court further held that such information 
could be disclosed only if it would serve a larger public interest. 

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

End: As above. 	
)40;frn 

(Maltoj Joshi) 
Joint Secretary (AT&A) 

Tel: 23093668 

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

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

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

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

Welfare. 



Central Information Commission, New Delhi 

File No.CIC/SM/A/2013/000058 

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

Date of hearing 26/06/2013 

Date of decision 

Name of the Appellant 

Name of the Public Authority 

26/06/2013 

Sh. Mario] Arya, 

(RTI Activists and Social Worker) 67, Sec- 

12, CPWD Flats, R K Puram, New Delhi 

-110022 

Central Public Information Officer, 

Cabinet Secretariat, 

(Vigilance & Complaint Cell), 2nd Floor, 

Sardar Patel Bhawan, New Delhi -110001 

The Appellant was not present in spite of notice. 

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

present. 

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

Chief Information Commissioner 	 Shri Satyananda Mishra 

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

the case. 

3. In his RTI application, the Appellant had sought the copies of the 

complaints made against the third party in the case and the details of the action 

taken including the copies of the enquiry reports. He had also wanted the 

copies of the correspondence made between the Cabinet Secretariat and the 

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

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

CIC/SM/A/2013/000058 



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

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

Information (RTI) Act. Not satisfied with this decision of the CP10, the Appellant 

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

a speaking order in which he had endorsed the decision of the.  CPIC.: 

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

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

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

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

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

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

entire class of information was qualified as personal information within the - 

meaning of the provisions of Section 8 (i) (1) of the RTI Act. 'In this connection, it 

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

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

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

matter between the employee and the employer and normally those aspects 

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

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

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

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

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

larger public interest3The information sought by the Appellant in this case is 

about some complaints made against a government official and any possible 

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

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

Therefore, the information is completely exempted from disclosure under the 

provisions of the RTI Act which both the CP10 and the Appellate Authority have 

CIC/SM/N201 3/000058 



rightly cited in their respective orders. 

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

The appeal is rejected. 

Copkis of 	 ordaT be c,?iveri fR.--;€7 ot cos' 	 arties. 

(Satyananda Mishra) 

Chief Information Commissioner 

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

application and payment of the charges prescribed under the Act to the CP10 of this 
Commission. 

(Vijay Sheila) 

Deputy Registrar 

OICISMIAl2613/003058 



Chapter 14 

 

 

Can 'Reasons' be asked under 

RTI Act 

 

S.No. File no Date Subject 

1 1/7/2009-IR 01/06/2009 Decision dated 3.4.2008 of the High Court of Bombay at 

Goa in Writ Petition No. 419 of 2007 in the case of Dr. 

Celsa Pinto Vs. Goa State Information Commission 

regarding information under the Right to Information 

Act, 2005 

2 1/7/2009-IR 20/05/2011 Decision dated 03.04.2008 of the High Court of Bombay 

at Goa in Writ Petition No. 419 of 2007 in the case of Dr. 

Celsa Pinto Vs. Goa State Information Commission 

regarding Information under the Right to Information 

Act, 2005. 

 

 
 



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

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

North Block, New Delhi
Dated: the 15t June, 2009

Subject: Decision dated 3.4.2008 of the High Court of Bombay at Goa in Writ Petition
NoA19 of 2007 in the case of Dr. Celsa Pinto Vs. Goa State Information
Commission regarding information under the Right to Information Act, 2005.

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

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

"The definition of information cannot include within its fold answers to the
question "why" which would be same thing as asking the reason for a
justification for a particular thing. The public information authorities cannot
expect to communicate to the citizen the reason why a certain thing was done
or not done in the sense of a justification because the citizen makes a
requisition about information. Justifications are matter within the domain of
adjudicating authorities and cannot properly be classified as information."

(K.G. Verma)
Director

Tel: 23092158

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

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

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



No.l/7/2009(R 
Gorernm6nt of lndla 

Mlnbty  of Personnel, Publk Grievances & Pensionr, 
Department of Personnel & Training . **.**** 

North Block, New Delhi, 
Dated the 20'" May, 2011. 

Subject : Dalslon dated 03.04.2008 of the High Court of Bombay at Gor In Wrlt Petltbn No.419 
of2007 In the case of Dr. 6br Pinto Vs. G w  State InformaUon Commlrrlon mmrdlng 
lnhrmatbn under the Rlght to Informotion Act, 2005. 

The undenlgned is directed to invite attentioh to this Department's Offlce Memorandum 
of even number dated l* June, 2009 on the subject mentioned above (copy enclosed) and to say 
that some persons have obserwd that the High Court of Bombay at Goa in the above referred case 
did not use the word 'like' In the Judgement and that inclusion of this word in the O.M. before the 
word 'why' is creating confusion. It is hereby stated that the word 'like' used before the word 
'why' in line 3 of the O.M. may be treated as deleted. The relevant part of the Judgement is again 
being quoted below : 

The deflnltbn of Information cannot Include wkhin Its fold answers to the questlon "why" 
whkh would be same thlng as asklng the reason for a justification for a particular thlng. 
The public infonnatbn authorities cannot expect to communicate to the citlzen the reason 
why a certain thlng was done or not done In the sense of a justMcatlon because the cltlzen 
makes a requisklon about information. Justifications are matter within the domain of 
adjudicating authorltles and cannot properly be classifled as infonnatlon.' - 

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

(LC. verma)- 
Director 

Tele : 23092158 

1. All the Ministries/Departments of the Government of India. 
2. Union Publk Senrice Commisslon/Lok Sabha Secretarlat/Rajys Sabha Secretakt/Cabinet 

Secretarlat/Central Vigilance Commlsskn/ Presidents Secretarlat/Vlce-President's 
Secretarlat/Prime Ministefs Office/Plannlng Commission/Ekdion Commlssbn. 

3. Central Information Commlsslon/State lnformatlon Commlxslons. 
4. Staff Selection Commission, CGO Complex, New Delhl. 
5. Offlce of the Comptroller & Auditor General of lndla, 10 Bahadur Shah Zafar Mar& New 

Delhi. 
6. All offlcen/Desks/Sedions, DOP&T and Department of Pension & Pensionen Welfare. 

Cow to : Chlef Secretaries of all the States/UTs. 



Chapter 15 

 

Issues relating to Information 

Commissioners 

 
S.No. File no Date Subject 

1 1/1/2009-IR 22/05/2009 Clarification on constitution of Bench by Central 

Information Commission (CIC). 

 

2 1/1/2009-IR 22/05/2009 Clarification on constitution of Bench by State 

Information Commission (SIC). 

 

 



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

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

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

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

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

2. It is observed that the Central Information Commission and some State
Information Commissions are taking decisions on the complaints and the appeals
by constituting Benches. The matter has been examined in consultation with the
Department of Legal Affairs who have pointed out that the Central Information
Commission or the State Information Commissions could function through
Benches only if there was a specific provision in the Act regarding constitution of
Benches. That Department has further opined that provision of Section 12(4) of
the RTI Act does not empower the Chief Information Commissioner to constitute
the Benches.

3, In view of this legal position, it is advised that decisions on the complaints
and appeals should be taken by the Central Information Commission as defined in
Section 2(b) of the RTI Act, 2005 and not by the Benches of the Commission.

22 MAY2009 (K.G. Verma
Director

Tel: 23092158
~ ~/'SSUE

~R/S\9·



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

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

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

TO~
The Chief Secretaries of all the States

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

2. It is observed that the Central Information Commission and some State
Information Commissions are taking decisions on the complaints and the appeals
by constituting Benches. The matter has been examined in consultation with the
Department of Legal Affairs who have pointed out that the Central Information
Commission or the State Information Commissions could function through
Benches only if there was a specific provision in the Act regarding constitution of
Benches. That Department has further opined that provision of Section 12(4) or
Section 15(4) of the RTI Act does not empower the Chief Information
Commissioner to constitute the Benches.

3. In view of this legal position, you are requested to advise the State
Information Commission that decisions on the complaints and appeals should be
taken by the State Information Commission as defined in Section 2(k) of the RTI
Act, 2005 and not by the Benches of the Commission.

(K.G. Verma)
Director

Tel: 23092158



Chapter 16 

 

Supreme Court judgement 

regarding advice/opinion 

 
S.No. File no Date Subject 

1 1/18/2011-IR 16/09/2011 Observation of Honourable Supreme Court on Right to 

Information Act, 2005 in Civil Appeal no.6454 of 2011, 

arising out of SLP (C) No.7526/2009 in the case of 

Central Board of Secondary Education and Anr.Vs. 

Aditya Bandopadhyay and Ors. 

 

 







Chapter 17 

 

RTI Rules 

 
S.No. File no Date Subject 

1 34012/8/(S)/2005-Estt(B) 16/09/2005 Right to Information (Regulation of Fee and 

Cost) Rules, 2005 

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

3 34012/8/(S)/2005-Estt(B) 17/05/2006 Right to Information (Regulation of Fee   and 
Cost) Amendment  Rules, 2006 

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

 



MlNSTRY OF PERSONNEL, PUBLIC GNLiANCES AND PENSIONS 

(Department of Pel-sonnel and TI-;kinin& 
. . 

New Ddhi, the 16th Septenlber, 2005 . -  - 
G.S.R 336.-111 exercise of the powers conferred by clauses (b) and (c) ofsu~b-section (2) of Scction27 of tlle 

Right to Iniormation Act, 2005 (22 0f2005), the Central Governnlent hereby lilakcs tllcfollowingnlles, naillely :- 

1. Short title imd CommenCerncnt-41) These rules lllaybe called tlieRight ta InI~~mation (Regulation ~ [Fee  and 
Cost) Rules, 2005. 

. . (2) Tliey sliall come . I  illto force on thc dale of tl~eir public;ition in ilic Oficinl Gaxcllc. 

2. Definitions--In tlle rilles, ullless the contest othcnvise requires,- 

(a) 'Act' nleans the Rigllt to Infomlation Act, '2005; 

@) 'section' incalls sectid11 of the Act; 

(c) all other words and espressioils used herein but not definbd a ~ ~ d  dcfincd in tlie Act sh~ill I i : i \ ~  the meanings 
assigned to them in the Act. \ 

3. Arequest for obtaiilingiilforillalion under sub-section (1) of Sectio116 shull be accompan~ed thya,l application 
fee of rupees ten by way of against proper receipt or by demand drdt or bankers cllcquc payab!-. tc: rhe Accoullts 
Officer of the public authority. 

A. for providing the iilIormation under sub-sectiol; ( I )  or Scclio1l7, tlic fcc sllall bc cl~arged by n.ay of cash 
against proper receipt or by demald draft or balkers cheque payable to tlle Accou~lts Officcr of the publ~c authority at tlle 
follo>viilg rates :- 

(a) stqxes two for each pagc (in.A-4 or A-3 sizc paper) creatcd or copied: 

6) actual charge or cost price of a copy in larger size p;lpcr: 

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

(d) for ilisl~ection ofrccords, 110 fec for tl~c first hour; 311d a fee of'rupccs l i ~ c  l o r  c;;c11 fillcc~r rl~il~utes (or fraclioli 
thereof) Ulereafter. 

1 5. For providing tlle infonilation under sub-section (jj ofsectidn 7. tile fce shall be chargedby way ofcash 
against proper receipt or by dellland draft or bankers cheque payable to tlic Accounts Orficcr or t!le public authority at tlie 
following rates :- 

I (il) for idormation provided in diskette or floppy nlpces fifty pcr diskc[tc-or floppy; and 
I 
I @) for illforinntion provided in printcd form a! tllc prlcc fixed for S I I C I I  pi1blic:i11011 or nlpces Iw'o per page 0 5  

i photocopy for extracts Iron1 the publication. 
I 
\ F. No. 3;012/S(S)/2005-E~tt. (B)] 

HART KUMAR Director . 



2 THE GAZETTE OF INDIA : EXTRAORDINARY PART II-SEC. 3(i)] . -- 

~vE\=TKY OR PEWONNEL, PUBLIC GRIEVANCES AND PENSIONS 

(Department of Persoanel and Training) 

NOTIF'ICAl'ION 
, , - 9 

New Delhi, the 27th October, 2005 
' -. 

G.S.R 649(E).-In exercise of the powers conferred by clauses (b) and fc) of Sub-section (2) bf Section 27 
of the Right to Information Act, 2005 (22 of 2005), the Central Government hereby makes the following rules to amend 
the Right to Information (Regulation of Fee and Cost) Ru€es, 2005, namely :- 

1. Short title and commencemed- (1) These rules may be called the Right to Infomtion (Regulation of Fee 
and Cost) (Amendment) Rules, 2005. 

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

2. In the Right. to Information (Regulation of Fee and Cost) Rules, 2005, in rule 4, for clause (d), the following 
clause shall be 'substituted, namely :- 

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

T. JACOB, Jt. Secy. 

Note :-The principal nfles were published in the Gazette of India vide Ministry of Personnel, Public Grievances and 
Pensions Wartment of Personnel and Training) notification No. 3401U8(S)/2005-&tt.@) dated 16th September, 
2005 [No. G.S.R. 336 dated 1st October, 2005, Part 11, Section 3, Sub-section (i)]. 

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





MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES AND PENSIONS 

(Department of Personnel and Training) 

NOTIFICATION 

New Delhi, the 31st July, 2012 

GS.R.603(E).—In exercise of the powers conferred by Section 27 of the Right to Information Act, 2005 (22 of 2005) 
and in supersession of the Central Information Commission (Appeal Procedure) Rules, 2005 and the Right to Information 
(Regulation of Fee and Cost) Rules, 2005 except as respects things done or omitted to be done before such supersession, 
the Central Government hereby makes the following rules, namely :— 

I. Short title and commencement —(1) These rules may be called the Right to Information Rules, 2012. 

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

2. Definitions.—In these rules, unless the context otherwise requires,— 

(a) "Act" means the Right to InforrnationAct, 2005 (22 of 2005); 

(b) "Commission" means the Central Information Commission constituted under sub-section (1) of Section 

12 of the Act; 	 • 

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

(d) "Registrar" means an officer of the Commission so designated and includes an Additional Registrar, 

Joint Registrar and Deputy Registrar; 

(e) "Section" means a Section of the Act; 

(Call other words and expressions used herein but not defined in these rules shall have the same meanings 

assigned to them in the Act. 

'g q8 6-112--2 
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3. Application Fee.—An application under sub-section (1) of Section 6 of the Act shall be accompanied by a fee 
of rupees ten and shall ordinarily not contain more than five hundred words, excluding annexures, containing address of the 
Central Public Information Officer and that of the applicant: 

Provided that no application shall be rejected only on the ground that it contains more than five hundred words. 

4. Fees for providing information.—Fee for providing information under sub-section (4) of Section 4 and 
sub-sections (I) and (5) of Section 7 of the Act shall be charged at the following rates, namely :— 

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

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

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

(d) rupees fifty per diskette or floppy; 

(e) price fixed for a publication or rupees two per page of photocopy for extracts from the publication; 

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

(g) so much of postal charge involved in supply of information that exceeds fifty rupees. 

5. Exemption from Payment of Fee.—No fee under rule 3 and rule 4 shall be charged from any person who, is 
below poverty line provided a copy of the certificate issued by the appropriate Government in this regard is submitted 
alongwith the application. 

6. Mode of Payment of fee.—Fees under these rules may be paid in any of the following manner, namely:— 
(a) in cash, to the public authority or to the Central Assistant Public Information Officer of the public authority, 

as the case may be, against a proper receipt; or 

(b) by demand draft or bankers cheque or Indian Postal Order payable to the Accounts Officer of the public 
authority; or 

(c)
by electronic means to the Accounts Officer of the public authority, if facility for receiving fees through 
electronic means is available with the public authority. 

7. Appointment of Secretary to the Commission.
—The Central Goveinment shall appoint an officer not below 

the rank of Additional Secretary to the Government of India as Secretary to the Commission. 

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

(i) a copy of the application submitted to the Central Public Information Officer; 

(ii) a copy of the reply received, if any, from the Central Public Information Officer; 

(iii) a copy of the appeal made to the First Appellate Authority; 

(iv) a copy of the Order received, if any, from the First Appellate Authority; 

(v) copies of other documents relied upon by the appellant and referred to in his appeal; and 

(vi) an index of the documents referred to in the appeal. 

9. Return of Appeal.—An appeal may be returned to the appellant, if it is not accompanied by the documents as 
specified in rule 8, for removing the deficiencies and filing the appeal complete in all respects. 

10. Process of appeal.—(1) On receipt of an appeal, if the Commission is not satisfied that it is a fit case to proceed 
with, it may, after giving an opportunity of being heard to the appellant and after recording its reasons, dismiss the appeal: 

Provided that no appeal shall be dismissed only on the ground that it has not been made in the specified format if 
it is accompanied by documents as specified in rule 8. 

(2) The Commission shall not consider an appeal unless it is satisfied that the appellant has availed of all the 
remedies available to him under the Act. 
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(3) For the purposes of sub-rule (2), a person shall be deemed to have availed of all the remedies available to him 

under the Act: 

(a) if he had filed an appeal before the First Appellate Authority and the First Appellate Authority or any other 

person competent to pass order on such appeal had made a final order on the appeal; or 

(b) where no final order has been made by the First Appellate Authority with regard to the appeal preferred, dnd 

a period of forty five days from the date on which such appeal was preferred has elapsed. 

11. Procedure for deciding appeals.—The Commission, while deciding an appeal may.— 

receive oral or written evidence on oath or on affidavit from concerned or interested person; 

(ii) peruse or inspect documents, public records or copies thereof; 

(iii) inquire through authorised officer further details or facts; 

(iv) hear Central Public Information Officer, Central Assistant Public Information Officer or the First Appellate 

Authority, or such person against whose action the appeal is preferred, as the case may be; 

(v) hear third party; and 

, 	 (vi) receive evidence on affidavits from Central Public Information Officer, Central Assistant Public Information 
Officer, First Appellate Authority and such other person against whom the appeal lies or the third party. 

12. Presence of the appellant before the Commission.—(I) The appellant shall be informed of the date at least 

seven clear days before the date of hearing. 

(2) The appellant may be present in person or through his duly authorised representative or through video 
conferencing, if the facility of video conferencing is available, at the time of hearing of the appeal by the 

Commission. 

(3) „Where the Commission is satisfied that the circumstances exist due to which the appellant is unable to attend 
the hearing, then, the Commission may afford the appellant another opportunity of being heard before a final 

decision is taken or take any other appropriate action as it may deem fit. 

13. Presentation by the Public Authority.—The public authority may authorise any representative of any of its 

officers to present its case. 

14. Service of notice by Commission.—The Commission may issue the notice by name, which shall be served in 

any of the following modes, namely:— 

(i) service by the party itself; 

(ii) by hand delivery (dasti) through Process Server; 

(iii) by registered post with acknowledgement due; 

(iv) by electronic mail in case electronic address is available. 

15. Order of the Commission. —The order of the Commission shall be in writing and issued under the seal of the 

Commission duly authenticated by the Registrar or any other officer authorised by the Commission for this purpose. 

[F. No. I/35/2009-1R] 

MANOJ JOSHI, R. Secy. 

APPENDIX 

FORMAT OF APPEAL 

(See Rule 8) 

I. Name and address or the appellant 

2. Name and address of the Central Public Information Officer to whom 

the application was addressed 

3. Name and address of the Central Public Information Officer who gave 

reply to the Application 
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4. Name and address of the First Appellate Authority Who decided the 
First Appeal 

5. Particulars of the application 

6. Particulars of the order(s) including number, if any, against which the 
appeal is preferred 

7. Brief facts leading to the appeal 

8. Prayer or relief sought 

9. Grounds for the prayer or relief 

10. Any other information relevant to the appeal 

I I. Verification/authentication by the appellant 
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