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IUAL] TR BT FE N |

9 U3 BT UF U STRIIGdT &I gaeef Ufyd @ o <& 2|

HeTId : Il BT RE U5 a1 w0 H : &I
GIEAR GRS IBEaN]
EaRI DI
e d 8

A I BT AABR ARIH, 2005 B ORT 6 F A=W FAAT BT JRET IF
B0 3 Yo B AT YT T |
SR TR NRaT & 1 o 9 @7 7 31 e Yob <F T 7

el Idb : Yoo TG,
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39 AR b fdeg IfT 3o o dr T & Swa fderl g e
eI, ST udr fear a1 8, 9 39 U &l Uit @ ffSr & 30 A7 & sigrv—aiew
U 31Tl B Hhd 2 |

........................................................................................... qqdryg
............................................................................................ GIEAR GRS IBEaN
............................................................................................ BRI &R
He P 10
IR DI I o7 T YO
FITEI T AH q Ul
EEIC ST EC | R [5G
E 1 |
PUAT JFEEEIEN] BT AR AU ol B AR T
[EEIC BT e UBIT P |

2. AqMUDH gRT AR T AT BT AR Her 7 |
3. = forfaq orif¥res R e & 7 <& 7 |

(1)

)

(3)
5. 39 37QT & AT 4 T3 SIMGN ¥ AT JEIT & dl, A Ui a1 fafey
I 30 AT & 3feR fAuTT & i e e gar fF=1ad 8, orild qRR &~
AHA T |

el d: ITYHR & ATAR ol BT fdaror |
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Annexure-XVII
SEMESRUNE!
RCRIR NI
[T - 266/XX11/2005-9(31)
SIEEIGRACENES!
a1 : 13 3rdcaR, 2005

SR |

RISIUTA, T Dl bR JfAfA 2005 @IFEFH Fwa1 22 /2005) &1 €RT 27 @I
SUIRI—(2) & WU & AT T & e U fdadl Pl YA g0 FferRaa fraH
AT 8 AT -

<iféra A gd aRe ¢
1. 39 Al &1 Hfera A9 gIAT BT MEBR (B Ud ANTa B fafEe) |
2005 2 |

2. A WA H YHRE B AN F ggd BT |
3. IRYTYRI — 39 M1 § S d% &1 FeW A I Juferd 7 &

@) ofRfrm A gE & feR ffa 2005 UG 2|

@) oRT W SR @ aRT AT R,

(M 99 el SR USl B S s UgEd & SR URMINd T8 8 fbeg e
BT AHR AAFTH 2005 § aRFIT &, a8 e g i 99 arfdifm o
=

]

~

4. JAAFTTH B gRT 6 B IUIRT (1) B & FAAT A S B 3Mdad UF &
[T Al YA & o / JEReiEaRT @& A <7 Yo & &I B Sferd
e @& Ufd Fee A1 feare gIUe A1 d6d dd & ARIH Y g fhar
SR |

5, gRT 7 &1 SUERT (1) & &9 gaa1 fad 99 8 WeeRl & o=y /ofar
AR & I <F 1 R P Igwd B SRd ] b ufd dJee a1
feAT=s QT AT 4 o & ATIH | I bl ST 81T |

() T—3 IT T—4 PR & IS (SRT YA AT TIR Fa)) g Wo &I Ufd IS
3R 3AN TS AMHR & U T IRAdD oANId |
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gfferal @ e ¥g UeM gver ¥ P18 Wi g qEl Brl, Sua

SR YRS U=s MAFc (Far S¥a 9N )eg . Ul &l B &l

YA fbar ST g |

Uaell Ud TAl B IS AR BT I [BaT SIEr 86 |

6. JIAFTH & GRT 7 BT IWIRT (5) & AefH a1 A S & Ald IadRI
% O JEien & W <@ 9 R B ogwu B SfUd WE @ ufa

e AT fSHiS QIHC IT dH% oI & ARIH H YA AT S 81T |
(@) fSEhe srET Fald! R o i S 2g o Tamd Uld el / f$&be &Rk
(@) &l gfad ysrem @ gem 3 S9aT FEiRd Jed a1 U gdreHl 3 g0l

# Pl IR B 9RO B g < B9

Slo Po dIfeAT
fra

IANTIA I
AT G favmT
=T : 165/XX1(13)G-2 (2)/2006

QBRIg : fadld 31 #Te, 2006

JfeRgE |

RISgUTe, AT BT ARHR AT 2005 (2005 BT 22) B IWIR—(2) & TS () TqAqT

(M) @ N U wfdd BT TART TR I DI AR f&id 13 IR, 2005 Bl

FFTad HelE &R 1 §8Y WP U&H Hd 5, fIid —

e wifqem=

Henfera urfaem=

TR —3 IMRH & gRT 6 dI SYERT
(1) & el FgE=T AF S 8 S7ded ud
T AT Al TR @ fa /o
AMTPRT & AM I To 1000 P BN,

TRR—3 3MRIH BT ORT 6 ® IYERT (1)
@ JIF I AR S B JMded UF b
AT A UReR @ o fafed e
AT BRI, HeRID Al AT BRI

Sfaa e & ufa e a1 feArs g,
d@%d Uh D ARIH F A fBar Sg |

I Ah WSRT & fa< /o ar SRl &
A T Bo 10.00 (Fo T HIF) B BN
Sfa Wik & gfa g, feAms ge,
dpd dPb, RGN URSS 3difeN, ToN
IAE AT AF YRR T IR &
AEH W I AT SITe |

QEIERID)
Wg |fq |
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Annexure-XXVII
AgUl / dchied

SENEE G CEIRS IR
HaeR 1, H—10 FSbE BIAMI, BT

T : 65 /3.3, /GG, /2005 fadi® : 06 f&THR, 2005

N,

IS CRIRCIR R
SENECESCRIRCIDIN

A 9,
MG FAI—1 @ AR

foua : SIRIFS FEaT RN §RT A58 AR & Aegd 4 (= a1 &1 gegad @t
M drell aiffe Rud—die TRERGl & gRT Yo @ Wies 9 4 Jac
A D SUSH B W g fauriia SMeRt @1 W@ (Suo-Motto) THEIHRT |

g #erea / wele,

STRIA a1 AN g§RT GaAT B AHR AT &1 arT 25(1), ST 39
AR @1 IR den RUIE & sffds 9 Hafdd &, & W I0d WIR D
A 9T gRT, oflh TR & WU § 3MANT &1 aifies RuId & forg /18 @l
wrfa RUIE, Saa o3 # FuiRa el @& IgaR, &1 3FTel 718 &1 10 aNE
& die TReR & ®U H Udd f[a9RT gRT U §RT O |4l @l aT
AMHIRAT A g6 Fag H MMaeAD a1 YT B ST &1 BN | ARRT §RT D]
fMITIR T ol gaT SMEGRNEaR fJarer o A8aR WIfd & w4 d Adfod
PR DT AT q1fes RUE # IINT fhar A1 g=anfad &

2, MBI T GAAT BT JABR ARTIH B gRT 25 (5) TAT IRT 4 B 3R
BT AT 2 RraH T ds UReIRAT gRT GaT & Wied w I The
(Pro-Active Disclosure) &=+ &1 UIfdem= 2 | A=A & gRT 1(3) & SIgAR
IS Al USRI Bl SAfFd &1 gRT 4(1) & Ifdd o i@l @l
AR & gofc Aifcfhaed & 120 9 @ 3r_x i@ 12,/10,/2005 T& qoi
PR T IUfea o, T 39 S & Sidid ga Bl SIEdR S —dH
BT IMAT A G B 9 |

242



ST IRBR BT TAh AURT den fFHeemery die UIiaIiRal & wy § HRikd
g T UAP AU | Sruferd § b a8 faWT & R 9 Rl @ W &
AR T UIBRI SHhIsdl d W e & |

SRS T AN & §RT Y8 ol UHAd S Sff R&1 & b I famT
@ I Ald USRIl §RT 39 Mffq @ arT 4(1) & s=wia fFuiRa
Afierdl Bl IR &R foram & Jgar F81 iR Ife duR o= forar 2 1 98 fow
®Y # R W T E &R Al SHBT HrgedeR wR forar T § 79 9%
g @ A7 furf dese § wfwford far war @ swerar FE? Foan erad
IRE BT B WX fF oMus frT 9 Fafa e WieeIRal gR1 gaer &
WBd ®U A Uhe o) & IuRaldd & aug = el § | faas
afferdl Bl i TR R I8 Gaa1 U9 &R &I fAf 9% o R ferar T
g do fhaw srfieral o1 qof fasar ST sraRiy € dorr S5 orgul sifderdl &1 &4
as gout o) forar SR |

famT & gRT 59 ifferal @ ddg # o, o I @1 aRT 4(1) (29)
# foar T B, MmN ®l Ufdg @ o ' 9 fefalRad € -

(i) Hreq @ fARfedl, o ok &da

(ii) AftrmIRET IR warRal @ wfaaat ik wda

(iii) Al UIHGRI Jferal IHS BHAl §RT U Hdi & fdgd & ford
gIRT T gt fhd oF arel Fem, fafem, ergeer, MR &k

MG D ol

(iv) AT T AT D AT d HET H AT @ FaR d W &
forr a1 S9& Ui & ford e srawen & |wy | Jga

(V) SIS, S |l UdRI gRT 91Rd a1 S9a FE=omiq &, sfvwi
(Categories) & JFER faavor

(vi) grel, uRwal, |ffAl iR o1 Merl &1 faavor, ey & faavor &
T 39 drsl, URY&l, |AfET 3R o= el @1 98@ SHar & ford
efl Bft a1 98! & BRI d6 ST B Ugd BRI |

(vii) S FAT ARHRAT & M, g™ iR 3= fafdrea

(viii) o = BT ufhaT (RIFeeT vd STREdE & WR Afed)

(

(

iX) RT3k dweenRal &1 fdfrer

X) A YD JARHRI R HHARI gRT YT AIRTS qIRSMHS iR IqD
eRor @1 ugfa

(xi) TS AfFHIOT (Agency) B Imafed aoie (T4 TIoRil, &1 uvaral
TJoIT &+ fdarvr &1 =T |fea)
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(xii) I /ISIETIdT drRigAl (Subsidy Programmes) & famaas
AT 2 |

(xiii) Rargdl, o= w=ll den e RT & uiftqddiall & dae H fqavor |

(xiv) FAl & Fde @ ford venfid A /e |

(xv) el solacife wU # Iudel o & G H @R |

(xvi) LA U R & folg ANTRSI BT Iucte Fraemeli &1 faavor i
QBT AT AT D1 Ife Al SUINT & ford aen &1 T3 8,

al ST Y faawor |

(xvii) VA e gEr o fafka @ S|

MUt e IRy wU F 39 3R Med & & & Ifdf M & orgaR
gRT 4(1) (@) & IWIad AWerdl B 12,/10,/2005 d6 Yof &R foram ST o,
3 o T o I <iffeRg o/ dd qul 9 ol T 81 I= wared UreifHend]
@ SR WR QU1 AR §J §9 U & IR H IFd] WA AT SRINT DI T BT
& SRf |

STRIAE LA RN & §RT IMWRAIGIY & Hrd Bl W Fared a_gar &
AR W for I § TAT 39a Af¥e@ s (Library and Documentation
Center) gRT U& fITT & ol WIRIGRY gRT e &1 aRT 4(1) @7 qregar
@ Iqd IR fHY T AfWerdl I g U9 Wive Ufd & wu H gRied <m
ST | 3T TR & & e fomT & Hafdra o) sfderal @t va ufar emmanT
B oG g B ol YA TR BT L DN |

Wfee® ®U ¥ UHe &I o drell g1 (Pro-Active Disclosure) T wd:
w0 9 (Suo-Mutto) Fa-T USHCSIHRET B 9 AAFTH & g 9ET B, 3N
IMANT & §RT affies U ¥ fawmr qen fvrr g™ aifta offe wiretRal &
ASiHT PR 9T GiF wY 9§ 39 Pro-Active Disclosure @2 Suo-Mutto
Disclosure @1 WAIfT &7 & WH@EAl & SIRAT, 3 SR 2 {6 afefs @t
gRT 4(1) @1 I BT FAI F Yof = 71 favria el ugfa & siava o=
G & WA UHSIPRO BT AR 3T W &9 § T 399 AR B o &l
L N |

RN ®I T8 A H ga~ar 8rfY b 3mud gRT ol UieRl & wU #
Pro-Active Disclosure @ Suo-Mutto Disclosure @ \der # 319 dd T B
o T € Jr 9 < H N B W &, Tfafafe vd ugfomi og o
gaifad €, g9 faavon &1 AT @t @i Rurd # st wu | SwanT fear
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10.

1.

12.

13.

14.

ST yRdTfad & den s9a ford aiffe Ruld & te wda a6 fafed foar
TR

AT BT TSR SMAFIH & Iudel qo AEAT & AJwU HrIdrel DI dd
Je I wU A1 ST §9d 81 € 99 a% Udd [a9RT T dlid UTiSer)
® WR W AN Td yFEaferdl @ MR @ \YRT gave Sude TRl BRIy
S| 39 Gy H U faRy &g S @t gt 2 () (i) @ &R fRar
ST & fORT @ & SR iR & ofaia Pia, xSl ar Afierdl
BT R0, SATES A1 AWl & fewor, IgRT A1 g yfaferd <A den
AR & gAIG T o At fRar T 2| ST 98 S @ §98% ©
& amua fmT & ofaita fafi=1 dre weRAEl & wR W sifieral & R,
gHIfTT GfeRl qem T <9 @ fo T raRen @ ¥ ¥ den ug ghlEa fear
ST AT | U B B 3 |

JMANT SWRIGT RO ToIm WG Ufri <9 &1 S aRdfdd Ja=ell fawmT
$ TR R IUAY IRMg T 2 ISP BRI ol BT $28d © [orad 59 Hae
H S T B S 7 S9dl SR IR TR R S 9@ 9 g 3R
Ify ST IRAT FRA H DI BfSAR BT &I & Al D oy I IR Bl
e gorg vd Fcer A & o |

A WERRT & wu § qur fowri uge afe/9fRE & wy § ST
MUY Y&l HRAT & b 3T AT BT MABR AT & &g 2 F aRT 3 A
gRT 10 Tb Sl UG ToAT I &1 T8 8 IdI W AU WR W Teadl I
T PR AT Bies H N gAd fharaws & forw wgfud sgaRen @1 TE g,
$d oy W d T & IR IR WR W gftedvor ff 9w o |

IR € b 39 uF H SoR M fdgen T A T Gl BT Y U
TR W WRIETIT B B AN Bl Lenforia SR U¥T o7 & & o a
e rfremRal & emem o & 9 rfaf g @ arT 4 (1) (@) # aftfg o
AfeIEl @7 8BS Ud AT Ufd &1 UH AT AN & Ifffeig & Bl U]
PRI S ) egaver W gihfded o |

FUAT TF B I BRI |

SCCR)
(3Ro THo am)
q AT A
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Annexure-VII

EENESININET
LT STFHTT
qEgT—305 / XXI11/2005-9(33) 2005
SIEEIGRACENES!
faTiep 13, faamR, 2005

SfeRgET
e

AT BT SMABR ARIIH, 2005 (SMAFTHA F@AT 22, g9 2005) B GRT 27 B
SURT (2) & WU (8) & M Ued fdadl &I YANT Hxd gU i Iogurel frferRad
o g9 § —

I AT SN (3dier ufshan) 7, 2005)
i A9 U9 gR™T —
(1) 37 i & e Jm 5 GEeE AT @i ufshan) R, 2005 7 |
@ A INUF H AP UBRE B ARG A Ug<T B |

2. IRYTYRI — 39 Ml 3§ 919 9@ & I 9 o1 srufera 7 &1 —

(@) fRfrm @ gE &1 ieR i aH, 2005 IS R,

@) uRT ¥ SRR P aRT IR B

(M) RN | 5T GAAT YT B |

@) B9 el SR UGl &, S 39H Ugad ©, ik uR\ifd Tl 7, faeg g
BT ABR AMRIA 2005 H gRANT 7, 981 31ef B S I a9 # ¢ |

3 YIS DI fATIaRg —3MRANT BT UK @ S aTetl il § o &l fFrferRad
ﬁw—ﬂﬁ Eﬁ"ﬁ 3 —
(i) arderreft &1 9™ 9 U
iy <9 AIE GIAT ABR FHT A T ual, e Mol @ fawg e 3
T 2
@iy  omeEn & v W Afed afe a3 @, s fIwg ordla @ Tl g |
(iv)  31dIcl & H&F Hfera e
(v) I orfier spR |wEh T B A1 U oided uAl & faaRvr, e |fkd
ARG T Al GAT ARBRT B AW AR g1 KT 3mde 3 R
o T e |
(viy  Sftad Irgam T urRiT;
(vii)  Sfoad SIgAN AT URMT & TR |
(viii) IRl gRT WU, 3R
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() I I3 o RN AT it & iy & forg smaeass w9t |

4 YIS & AT U b S aTel SRSl —3MRANT Bl UK dl S dTedl 37dret
# o o frefeRaa favgewg 8rfl, s —
(i) I 3T 9 XA &l WU i e fawg ia uwga &
SIRE R
(iy  ordremeft gRT ol # fafdte ok wwfya e @ ufafaf adr
arfier # R form wam §; @ik
(i) ordiel H Mfde TSI BI ATHATDT |

5 e & vl @7 ufhar— emanT —

(i) Frfrra a7 RRadg aafdd I wue a1 v W AiRae ar forRad aea
g

(ii) SRTaGl, ol 3ifderal I1 I9dT Ufaferal &1 uRefie™ a1 et o<
HD;

(i) H ATHRI gRT TR fIaxoT A7 Tl B FA B D,

(iv) ST Ale Il ARTHN, 5T HeRD Al ol ARHRT AT U1 IR
AEBRT ST g Irdid AR wRar B A1 var Afd e fIwg
Rrerra @1 T 8 S Rafa 81, &1 g da |

(v) TR U B G 3R

(viy fHE TR U AT ST WEIE AP AT JABRI, 5T Al G
AR a1 T ARG AWHR Rra vem i g+ &1 a1 a1 afad
o1 faog RIeRIT 81 3 U U5 W A o qoT |

6 JMRANT gRT Afed drflel fobar STt gRT oIy for # 1 fooeft off R &
drire fham ST A T—

(i) T UETHR B AIH W

(ii) AT wdl & AT | S

(i) UTEdl & AT Uoligd S1dh gRT, AT

(v)  PrITeITedel g1 fAWmITedeT & A |

7 et a1 uRard) @ aafadTa SuRefa: (1) et ar aRard) o=t Rfa &,
B GAdrs & forg gl A1d feaadi & qd Gierd fHar SR |

(2) srdiamelt a1 uRardl Sl 9 Reifa &1, smanT fAgergar srdier a1 uRdre & garg
T g AT wU W AT Repd Ul @ Armw ¥ SuRerd <8 wae A
SURSIT 7 81 BT fadhed of Fab T |
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(3) STeT JMANT &I I FHrEm & o fh i gRRerfor 8, Ra dror e
gRard), St A Ref &1, @ T @t gaars § IuRed 8 & AT AT 7, 9
AT Sdfteef ar uRard), srar A Rerfr &1 &7 siftm fvig o & qd gaaE @

JTTER <M, IT o1 ST 7S AHIS HrIArel HR FaT |

(4) ardrerel ar aRRarel, ST Reifcr 81, amde @ ufshar # ouem deT v+ H bl o1

T BT ASIRT o BT AR FHRIT Afdd BT gt BT MAIAD 8! BT |

(8)  SMANT & MY —3ANT & AT Yol H FAJ SIRAT AR AN gRT 9 FfAa
WG IRy a1 Fawere grT foaRad & sifumiiora fard SIRiT |

(C’ﬁo Po Eﬁﬁ'%?ﬂ)
|frg
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YRT BT ST
The Gazette of India

STHTEN]
Extraordinary

YRT—|| goe—|
PART II- Section |

IO R A YT
PUBLISHED BY AUTHORITY

5 faeell, #TaR S[A 21, 2005 /IS 31, 1927
NEW DELHI, TUESDAY, JUNE 21, 2005/JYAISTHA 31,1927

9 9T ¥ =1 g8 |edT &1 Al B s b 98 ST ddhdd & wy Ao
G ST D |

Separate paging is given to this part in order that it may be filed as a separate
compilation.

MINISTRY OF LAW AND JUSTICE
(Legislative Department)
New Delhi, the 21° June, 2005/Jyaistha 31, 1927 (Saka)

The following Act of Parliament received the assent of the President on the
15™ June 2005, and is hereby published for general information:-

THE RIGHT TO INFORMATION ACT, 2005
No. 22 of 2005
(15" June, 2005)

An Act to provide for setting out the practical regime of right to information
for citizens to secure access to information under the control of public authorities,
in order to promote transparency and accountability in the working of every public
authority, the constitution of a Central Information Commission and State
Information Commission and for matters connected therewith or incidental
thereto.

Whereas the Constitution of India has established democratic Republic;
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And whereas democracy requires an informed citizenry and transparency
of information which are vital to its functioning and also to contain corruption and
to hold Governments and their instrumentalities accountable to the governed;

And whereas revelation of information in actual practice is likely to conflict
with other public interests including efficient operations of the Governments,
optimum use of limited fiscal resources and the preservation of confidentiality of
sensitive information,

AND WHEREAS it is necessary to harmonise these conflicting interests
while preserving the paramountcy of the democratic Ideal;

Now, therefore, it is expedient to provide for furnishing certain information
to citizens who desire to have it;

BE it enacted by Parliament in the Fifty-sixth Year of the Republic of India
as follows:

CHAPTER |

Short title, extent and commencement:

1. (1) This Act may be called the Right to Information Act, 2005.

(2) It extends to the whole of India except, the State of Jammu and Kashmir.

(3) The provisions of sub-section (1) of section 4, sub-sections (/) and (2) of
section 5, sections 12, 13, 15,16, 24, 27 and 28 shall come into force at
once, and the remaining provisions of this Act shall come into force on the
one hundred and twentieth day of its enactment.

Definitions:

2. In this Act, unless the context otherwise requires, -

(a) "appropriate Government" means in relation to a public authority

which is established, constituted, owned, controlled or substantially

financed by funds provided directly or indirectly

(i) by the Central Government or the Union territory administration, the
Central Government;

(i) by the State Government, the State Government;

(b) "Central Information Commission" means the Central Information
Commission constituted under sub-section () of section 12;

()  "Central Public Information Officer" means the Central Public Information
Officer designated under sub-section (l) and includes a Central Assistant
Public Information Officer designated as such under sub-section (2) of
section 5;

(d)  "Chief Information Commissioner" and "Information Commissioner" mean
the Chief Information Commissioner and Information Commissioner
appointed under sub-section (3) of section 12;

(e) "competent authority" means
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(h the Speaker in the Case of the House of the People or the
Legislative Assembly of a State or & Union territory having
such Assembly and the Chairman in the case of the Council
of States or Legislative Council of a State;

(1) the Chief Justice of India in the case of the Supreme Court;

(I the Chief Justice of the High Court in the case of a High
Court;

(IV)  the President or the Governor, as the case may be, in the
case of otherauthorities established or constituted by or
under the Constitution;

(V) the administrator appointed under article 239 of the
Constitution;

(f) "information"” means any material in any form, including records,
documents, memos, e-mails, opinions, advices, press releases, circular,
orders, logbooks, contracts, reports, papers, samples, models, data
material held in any electronic form and information relating to any private
body which can be accessed by a public authority under any other law for
the time being in force;

(g) ‘"prescribed" means prescribed by rules made under this Act by the
appropriate Government or the competent authority, as the case may be;

(h)  "public authority" means any authority or body or institution of self-
government established or Constituted

(a) by or under the Constitution;

(b) by any other law made by Parliament;

(c) by any other law made by State Legislature;

(d) by notification issued or order made by the appropriate

Government
and includes any-
() body owned, controlled or substantially financed;
(i) non-Government organisation substantially financed,

directly or indirectly by funds provided by the appropriate Government;

(i) "record" includes
(a) any document, manuscript and file;

b) any microfilm, microfiche and facsimile copy of a document;

c) any reproduction of image or images embodied in such microfilm.

whether enlarged or not); and

d) any other material produced by a computer or any other device;

) "right to information" means the right to information accessible under this
Act which held by or under the control of any public authority and
includes the right to-

(i) inspection of work, documents, records;
(i) taking notes, extracts or certified copies of documents or records;

(
(
(
(
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taking certified samples of material;
obtaining information in the form of diskettes, floppies, tapes, video-
cassettes in any other electronic mode or through printouts where such
information is stored in a computer or in any other device;
"State Information Commission" means the State Information Commission
constituted under sub-section (/) of section 15;
"State Chief Information Commissioner" and "State Information
Commissioner” mean the State Chief Information Commissioner-and the
State Information Commissioner appointed under sub-section (3) of
section 15;
"State Public Information Officer" means the State Public Information
Officer designated under sub-section (/) and includes a State Assistant
Public Information Officer designated as such under sub-section (2) of
section 5;
"third party" means a person other than the citizen making a request for
information and includes a public authority.

CHAPTER I
RIGHT TO INFORMATION AND OBLIGATIONS OF PUBLIC
AUTHORITIES

Right to information:

3.

Subject to the provisions of this Act, all citizens shall have the right to
information.

Obligations of public authorities:

4.
(a)

(1) Every public authority shall-

maintain all its records duly catalogued and indexed in a manner and the
form which facilitates the right to information under this Act and ensure
that all records that are appropriate to be computerised are, within a
reasonable time and subject to availability of resources, computerised
and connected through a network over the country on different systems
so that access to such records is facilitated;
publish within one hundred and twenty days from the enactment of this
Act-

the particulars of its organisation, function and duties.

the powers and duties of its officers and employees.

(i)  the procedure followed in the decision making process, including

channels of supervision and accountability;
) the norms set by it for the discharge of its function.
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(vi)
(vii)

(viii)

(xi)
(xii)

(xiii)
(xiv)

(xv)

(xvi)

(xvii)

the rules regulations, instructions, manuals and records, held by it or
under its control or used by its employees for discharging its
functions;

a statement of the categories of documents that are held by it or under
its control;

the particulars of any arrangement that exists for consultation with, or
representation by the members of the public in relation to the
formulation of its policy or implementation thereof::

a statement of the boards, councils, committees and other bodies
consisting of two or more persons constituted as its part or for the
purpose of its advice, and as to whether meetings of those boards,
councils, committees and other bodies are open to the public, or the
minutes of such meetings are accessible for public:

a directory of its officers and employees;

the monthly remuneration received by each of its officers and
employees. Including the system of compensation as provided in its
regulations:

the budget allocated to each of its agency. indicating the particulars of
all plans, proposed expenditures and reports on disbursements made;
the manner of execution of subsidy programmes, including the
amounts allocated and the details of beneficiaries of such
programmes;

particulars of recipients of concessions, permits or authorisations
granted by it;

details in respect of the information, available to or held by it, reduced
in an electronic form;

the particulars of facilities available to citizens for obtaining
information. including the working hours of a library or reading room, if
maintained for public use;

the names, designations and other particulars of the Public
Information Officers:

such other information as may be prescribed;

and thereafter update these publications every year;
publish all relevant fact, while formulating important policies or announcing
the decisions which affect public;
provide reasons for its administrative or quasi-judicial decisions to affected
persons.
It shall be a constant endeavour of every public authority to take steps in
accordance with the requirements of clause (b) of sub-section (I) to
provide as much information suo motto to the public at regular intervals
through various means of communications, including internet, so that the
public have minimum resort to the use of this Act to obtain information.
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For the purposes of sub-section (I), every information shall be
disseminated widely and in such form and manner which is easily
accessible to the public.
All materials shall be disseminated taking into consideration the cost
effectiveness, local language and the most effective method of
communication in that local area and the information should be easily
accessible, to the extent possible in electronic format with the Central
Public Information Officer or State Public Information Officer, as the case
may be, available free or at such cost of the medium or the print cost price
as may be prescribed.
Explanation-For the purposes of sub-sections (3) and (4),' "disseminated™
means making known or communicated the information to the public through
notice boards, newspapers, public announcements, media broadcasts, the
Internet or any other means, including inspection of offices of any public
authority.

Designations of Public Information Officers:
5 (1) Every public authority shall, within one hundred days of the enactment of

this Act, designate as many officers as the Central Public 'Information.
Officers or State Public Information Officers, as the case may be, in all
administrative units or offices under it as may be necessary to provide
information to persons requesting for the information under this Act.
Without prejudice to the provisions of sub-section (/), every public authority
shall designate an officer, within one hundred days of the enactment of
this Act, at each sub-divisional level or other sub-district level as a Central
Assistant Public Information Officer or a State Assistant Public Information
Officer, as the case may be, to receive the applications for information or
appeals under this Act for forwarding the same forthwith to the Central
Public Information Officer or the State Public Information Officer or senior
officer specified under sub-section (/) of section 19 or the Central
Information Commission or the State Information Commission, as the case
may be:
Provided that where an application for information or appeal is given to a
Central Assistant Public Information Officer or a State Assistant Public
Information Officer, as the case may be a period of five days shall be added in
computing the period for response specified under sub-section (/) of section 7.
Every Central Public Information Officer or State Public Information
Officer, as the case may be, shall deal with requests from persons seeking
information and render reasonable assistance to the persons seeking such
information,
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(4)  The Central Public Information Officer or State Public Information Officer,
as the case may be, seek the assistance of any other officer as he or she
considers it necessary for the proper discharge of his or her duties.

(5) Any officer whose assistance has been sought under sub-section (4), shall
render all assistance to the Central Public Information Officer or State
Public Information. Officer as the case may be, seeking his her assistance
and for the purposes of any contravention of the provisions of this Act,
such other officer shall be treated as a Central Public Information Officer
or State Public Information Officer, as the case may be,

Request for obtaining information:

6 (1) A person, who desires to obtain any information under this Act. shall make
a request in writing or through electronic means in English or Hindi or in
the official language of the area in which the application is being made,
accompanying such fee as may be prescribed, to-

(a) the Central Public Information Officer or State Public Information Officer,
as the case may be, of the concerned public authority;

(b) the Central Assistant Public Information Officer or State Assistant Public
Information Officer, as the case may be,

specifying the particulars of the information sought by him or her:

Provided that where such request cannot be made in writing, the Central
Public Information Officer or State Public Information Officer, as the case may
be, shall render all reasonable assistance to the person making the request
orally to reduce the same in writing.

(2)  An applicant making request for information shall not be required to give
any reason for requesting the information or any other personal details
except those that may be necessary for contacting him.

(3)  Where an application is made to a public authority requesting for an
information,-

(i) which is held by another public authority; or
(i) the subject matter of which is more closely connected with the
functions of another public authority;
the public authority, to which such application is made, shall transfer the
application or such part of it as may be appropriate to that other public
authority and inform the applicant immediately about such transfer:

Provided that the transfer of an application pursuant to this sub-section shall
be made as soon as practicable but in no case later than five days from the date
of receipt of the application
Disposal of request:

7. (1) Subject to the proviso to sub-section (2) of section 5 or the proviso to sub-
section (3) of section 6, the Central Public Information Officer or State
Public Information Officer, as the case may be, on receipt of a request
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(6)

under section 6 shall, as expeditiously as possible, and in any case within
thirty days of the receipt of the request, either provide the information on
payment of such fee as may be prescribed or reject the request for any of
the reasons specified in sections 8 and 9:

Provided that where the information sought for concerns the life or liberty of a
person, the same shall be provided within forty-eight hours of the receipt of the
request.

If the Central Public Information Officer or State Public Information Officer,
as the case may be, fails to give decision on the request for information
within the period specified under sub-section under sub-section (/), the
Central Public Information Officer or State Public Information Officer, as
the Case may be, shall be deemed to have refused the request.

Where a decision is taken to provide the information on payment of any
further fee representing the cost of providing the information, the Central
Public Information Officer or State Public Information Officer, as the case
may be, shall send an intimation to the person making the request, giving-
(a) the details of further fees representing the cost of providing the
information as determined by him, together with the calculations made to
arrive at the amount in accordance with fee prescribed under sub-section
(1), requesting him to deposit that fees, and the period intervening
between the dispatch of the said intimation and payment of fees shall be
excluded for the purpose of calculating the period of thirty days referred to
in that sub-section;

(b) information concerning his or her right with respect to review the
decision as to the amount of fees charged or the form of access provided,
including the particulars of the appellate authority, time limit, process and
any other forms.

Where access to the record or a part thereof is required to be provided
under this Act and the person to whom access is to be provided is
sensorily disabled, the Central Public Information Officer or State Public
Information Officer, as the case may be, shall provide assistance to enable
access to the information, including providing such assistance as may be
appropriate for the inspection.

Where access to information is to be provided or in the printed or in any
electronic format, the applicant shall, subject to the provisions of sub-
section (6), pay such fee as may be prescribed:

Provided that the fee prescribed under sub-section (I) of section 6 and sub-
sections (1) and (5) of section 7 shall be reasonable and no such fee shall be
charged from the persons who are of below poverty line as may be determined
by the appropriate Government.

Notwithstanding anything contained in sub-section (5), the person making
request for the information shall be provided the information free of charge
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where a public authority fails to comply with the time limits specified in
sub-section (I).

Before taking any decision under sub-section (I), the Central Public
Information Officer or State Public Information Officer, as the case may be,
shall take into consideration the representation made by a third party
under section 11.

Where a request has been rejected under sub-section (1), the Central
Public Information Officer or State Public Information Officer, as the case
may be, shall communicate to the person making the request,-

(i) the reasons for such rejection;

(i) the period within which an appeal against such rejection may be
preferred; and

(iii) the particulars of the appellate authority.

An information shall ordinarily be provided in the form in which it is sought

unless it would disproportionately divert the resources of the public

authority or would be detrimental to the safety or preservation of the record

in question.

Exemption from disclosure of information:
8. (1) Notwithstanding anything contained in this Act, there shall be no obligation

to give any citizen,

(a) information, disclosure of which would prejudicially affect the

sovereignty and integrity of India, the security, strategic, scientific or
economic interests of the State, relation with foreign State or lead to
incitement of an offence;

(b) information which has been expressly forbidden to be published by

any court of law or tribunal or the disclosure of which may constitute
contempt of court;

(c) information, the disclosure of which would cause a breach of

privilege of Parliament or the State Legislature;

(d) information including commercial confidence, trade secrets or

intellectual property, the disclosure of which would harm the
competitive position of a third part)', unless the competent authority
is satisfied that larger public interest warrants the disclosure of such
information;

(e) information available to a person in his fiduciary relationship, unless

the competent authority is satisfied that the larger public interest
warrants the disclosure of such information;
information received in confidence from foreign Government;

(9) information, the disclosure of which would endanger the life or

physical safety of any person or identify the source of information or
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assistance given in confidence for law enforcement or security

purposes;

(h) information which would impede the process of investigation or
apprehension or prosecution of offenders;

(i) cabinet papers including records of deliberations of the Council of

Ministers, Secretaries and other officers:
Provided that the decisions of Council of Ministers, the reasons thereof, and the
material on the basis of which the decisions were taken shall be made public
after the decision has been taken, and the matter is complete, or over:
Provided further that those matters which come under the exemptions
specified in this section shall not be disclosed;

) information which relates to personal information the disclosure of
which has no relationship to any public activity or interest, or which
would cause unwarranted invasion of the privacy of the individual
unless the Central Public Information Officer or the State Public
Information Officer or the appellate authority, as the case may be, is
satisfied that the larger public interest justifies the disclosure of such
information:

Provided that the information which cannot be denied to the Parliament or a
State Legislature shall not be denied to any person.

(2)  Notwithstanding anything in the Official Secrets Act, 1923 nor any of the
exemptions permissible in accordance with sub-section (J), a public
authority may allow access to information, if public interest in disclosure
outweighs the harm to the protected interests;

(3)  Subject to the provisions of clauses (a), (c) and (l) of sub-section (/), any
information relating to any occurrence, event or matter which has taken
place, occurred or happened twenty years before the date on which any
request is made under section 6 shall be provided to any person making a
request under that section:

Provided that where any question arises as to the date from which the said
period of twenty years has to be computed, the decision of the Central
Government shall be final, subject to the usual appeals provided for in this Act.

Grounds for rejection to access in certain cases:

9. Without prejudice to the provisions of section 8, a Central Public
Information Officer or a State Public Information Officer, as the east: may
be, may reject a request for information where such a request for providing
access would involve an infringement of copyright subsisting in a person
other than the State.
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Severability:
10. (1) Where a request for access to information is rejected on the ground that it

is in relation to information which is exempt from disclosure, then,
notwithstanding anything contained in this Act, access may be provided to
that part of the record which does not contain any information which is
exempt from disclosure under this Act and which can reasonably be
severed from any part that contains exempt information.

Where access is granted to a part of the record under sub-section (i). the
Central Public Information Officer or State Public Information Officer, as
the case may be, shall give a tlot1ce to the applicant, informing

(a) that only part of the record requested, after severance of the record

containing information which is exempt from disclosure, is being
provided;

(b) the reasons for the decision. including any findings on any material

question of fact, referring to the material on which those findings were
based;

(c) the name and designation of the person giving the decision;
(d) the details of the fees calculated by him or her and the amount of fee

which the applicant is required to deposit; and

(e) his or her rights with respect to review of the decision regarding non-

disclosure of part of the information, the amount of fee charged or the
form of access provided, including the particulars of the senior officer
specified under sub-section (/) of section 19 or the Central Information
Commission or the State Information commission, as the case may be,
time limit, process and any other form of access.

Third party information:
11 (1) Where a Central Public Information Officer or a State Public Information

Officer, as the case may be, intends to disclose any information' or record,
or part thereof on a request made under this Act, which relates to or has
been supplied by a third party and has been treated as confidential by that
third party, the Central Public Information Officer or State Public
Information Officer, as the case may be, shall, within five days from the
receipt of the request, give a written notice to such third party of the
request and of the fact that the Central Public Information Officer or State
Public Information Officer, as the case may be, intends to disclose the
information or record, or part thereof, and invite the third party to make a
submission in writing or orally, regarding whether the information should
be disclosed, and such submission of the third party shall be kept in view
while taking a decision about disclosure of information:
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Provided that except in the case of trade or commercial secrets protected by
law, disclosure may be allowed if the public interest in disclosure outweighs in
importance any possible harm or injury to the interests of such third party.

()

Where a notice is served by the Central Public Information Officer or State
Public Information Officer, as the case may be, under sub-section (I) to a
third party in respect of any information or record or part thereof, the third
party shall, within ten days from the date of receipt of such notice, be given
the opportunity make representation against the proposed disclosure.
Notwithstanding anything contained in section 7, the Central Public
Information Officer or State Public Information Officer, as the case may be,
shall, Within forty days after receipt of the request under section 6, if the
third party has been given an opportunity to make representation under
sub-section (2), make a decision as to whether or not to disclose the
information or record or part there of and give in writing the notice of his
decision to the third party.

A notice given under sub-section (3) shall include a statement that the
third party to whom the notice is given is entitled to prefer an appeal under
section 19 against the decision.

CHAPTER Il
The Central Information Commission

Constitution of Central Information Commission:
12 (1) The Central Government shall, by notification in the Official Gazette,

constitute a body to be known as the Central Information Commission to
exercise the powers conferred on, and to perform the functions assigned
to it under this Act.

The Central Information Commission shall consist of-

the Chief Information Commissioner; and

such number of Central Information Commissioners, not exceeding ten, as
may be deemed necessary,

The Chief Information Commissioner and Information Commissioners shall
be appointed by the President on the recommendation of a committee
consisting of-

(i) the Prime Minister, who shall be the Chairperson of the committee;

(i) the Leader of Opposition in the Lok Sabha; and

(iii) a Union Cabinet Minister to be nominated by the Prime Minister.

Explanation-For the purposes of removal of doubts, it is hereby declared that
where the Leader of Opposition in the House of the People has not been
recognised as such, the Leader of the single largest group in opposition of the
Government in the House of the People shall be deemed to be the Leader of
Opposition.
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(4)  The general superintendence, direction and management of the affairs of
the Central Information Commission shall vest in the Chief Information
Commissioner who shall be assisted by the Inforniation Commissioners
and may exercise all such powers and do all such acts and things which
may be exercised or done by the Central Information Commission
autonomously without being subjected to directions by any other authority
under this Act.

(5) The Chief Information Commissioner and Information Commissioners shall
be persons of eminence in public life with wide knowledge and experience
in law, science and technology, social service, management, journalism,
mass media or administration and governance.

(6) The Chief Information Commissioner or an Information Commissioner
shall not be a Member of Parliament or Member of the Legislature of any
State or Union territory, as the case may be, or hold any other office of
profit or connected with any political party or carrying on any business or
pursuing any profession.

(7)  The headquarters of the Central Information Commission shall be at Delhi
and the Central Information Commission may, with the previous approval
of the Central Government, establish offices at other places in India.

Term of office and conditions of service:

13 (1) The Chief Information Commissioner shall hold office for a term of five
years from the date on which he enters upon his office and shall not be
eligible for reappointment:

Provided that no Chief Information Commissioner shall hold office as such
after he has attained the age of sixty-five years.

(2)  Every Information Commissioner shall hold office for a term of five years
from the date on which he enters upon his office or till he attains the age of
sixty-five years. whichever is earlier, and shall not be eligible for
reappointment as such information Commissioner:

Provided that every Information Commissioner shall, on vacating his office
under this sub-section be eligible for appointment as the Chief Information
Commissioner in the manner specified in sub-section (3) of section 12:
Provided further that where the Information Commissioner is appointed as the
Chief Information Commissioner, his term of office shall not be more than five
years in aggregate as the Information Commissioner and the Chief Information
Commissioner.

(3) The Chief Information Commissioner or an Information Commissioner
shall before he enters upon his office make and subscribe before the
President or some other person appointed by him in that behalf, an oath or
affirmation according to the form set out for the purpose in the First
Schedule.
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(4)
()

The Chief Information or an Information Commissioner may, at any time by
writing under his hand addressed to the President, resign from his office:
The salaries and allowance payable to and other terms and conditions of
service of-
(a) the Chief Information Commissioner shall be the same as that of the Chief
Election Commissioner;
(b) an Information Commissioner shall be the same as that of an Election
Commissioner;
Provided that if the Chief Information Commissioner or an Information
Commissioner, at the time of his appointment is, in receipt of a pension, other
than a disability or wound pension, in respect of any previous service under
the Government of India or under the Government of a State, his salary in
respect of the service as the Chief Information Commissioner or an Information
Commissioner shall be reduced by the amount of that pension including any
portion of pension which was commuted and pension equivalent of other forms
of retirement benefits excluding pension equivalent of retirement gratuity:
Provided further that if the Chief Information Commissioner or an Information
Commissioner if, at the time of his appointment is, in receipt of retirement
benefits in respect of any previous service rendered in a Corporation
established by or under any Central Act or State Act or a Government
company owned or controlled by the Central Government or the State
Government, his salary in respect of the service as the Chief Information
Commissioner or an Information Commissioner shall be reduced by the
amount of pension equivalent to the retirement benefits.
Provided also that the salaries, allowances and other conditions of service of
the Chief Information Commissioner and the Information Commissioners shall
not be varied to their disadvantage after their appointment.
The Central Government shall provide the Chief Information
Commissioner and the Information Commissioner with such officers and
employees as may be necessary for the efficient performance of their
functions under this Act, and the salaries and allowances payable to and
the terms and conditions of service of the officers and other employees
appointed for the purpose of this Act shall be such as may be prescribed.

Removal of Chief Information Commissioner or Information Commissioner:

14

(1) Subject to the provisions of sub-section (3), the Chief Information
Commissioner or any Information Commissioner shall be removed from
his office only by order of the President on the ground of proved
misbehaviour or incapacity after the Supreme Court, on a reference made
to it by the President, has, on inquiry, reported that the Chief Information
Commissioner or any Information Commissioner, as the case may be,
ought on such ground be removed.
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(2)  The president may suspend from office, and if deem necessary prohibit
also from attending the office during inquiry, the Chief Information
Commissioner or Information Commissioner in respect of whom a
reference has been made to the Supreme Court under sub-section (i) until
the President has passed orders on receipt of the report of the Supreme
Court on such reference.

(3) Notwithstanding anything contained in sub-section (i) the President may by
order remove from office the Chief Information Commissioner or any
Information Commissioner if the Chief Information Commissioner or a
Information Commissioner, as the case may be,-

(a) is adjudged an insolvent; or

(b) has been convicted of an offence which, in the opinion of the
president, involves moral turpitude; or

(c) engages during his term of office in any paid employment outside
the duties of his office: or

(d) is, in the opinion of the President, unfit to continue in office by
reason of infirmity of mind or body; or

(e) has acquired such financial or other interest as is likely to affect
prejudicially his functions as the Chief Information Commissioner
or an Information Commissioner.

4) If the Chief Information Commissioner or a Information Commissioner in
any way, concerned or interested in any contract or agreement made by or
on behalf of the Government of India participates in any way in the profit
thereof or in any benefit or emolument arising there from otherwise than as
a member and in common with the other members of an incorporated
company, he shall, for the purposes of sub-section, (I), be deemed to be
guilty of misbehaviour.

CHAPTER IV
THE STATE INFORMATION COMMISSION

Constitution of State Information Commission:

15 (1)Every State Government shall, by notification in the official Gazette,
constitute a body to be known as the........... (name of the State)
Information Commission to exercise the powers conferred and to perform
the functions assigned to, it under this Act.

(2)  The State Information Commission shall consist of-

(a) the State Chief Information Commissioner, and
(b) such number of State Information Commissioners, not exceeding ten, as
may be deemed necessary.
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(3)

The State Chief Information Commissioner and the State Information
Commissioners shall be appointed by the Governor on the
recommendation of a committee consisting of-

the Chief Minister, who shall be the Chairperson of the committee;

(i) the Leader of Opposition in the Legislative Assembly; and

(iii)  the Cabinet Minister to be nominated by the Chief Minister.
Explanation- For the purposes of removal of doubts, it is hereby declared that
where the leader of. Opposition in the Legislative Assembly has not been
recognised as such, the leader of the single largest group in opposition of the
Government in the Legislative Assembly shall be deemed to be the Leader of
Opposition.

The general superintendence, direction and management of the affairs of
the State Information Commission shall vest in the State Chief Information
Commissioner who shall he assisted by the State Information
Commissioners and may exercise all such powers and do all such acts
and things which may be exercised or done by the State Information
Commission autonomously without being subjected to directions by any
other authority under this Act.

The State Chief Information Commissioner and the State Information
Commissioners shall be persons of eminence in public life with wide
knowledge and experience in law, science and technology, social service,
management, journalism, mass media or administration and governance.
The State Chief Information Commissioner or a State Information
Commissioner shall not be a Member of Parliament or Member of the
Legislature of any State or Union territory, as the case may be, or hold any
other office of profit or connected with any political party or carrying on any
business or pursuing any profession.

The headquarters of the State Information Commission shall be at such
place in the State at such State Government may, by notification in the
Official Gazette, specify and the State Information Commission may, with
the previous approval of the State Government, establish offices at other
places in the State.

Terms of office and conditions of service:
16 (1) The State Chief Information Commissioner shall hold office for a term of

()

five years from the date on which he enters upon his office and shall not
be eligible for reappointment:

Provided that no State Chief Information Commissioner shall hold office as
such after he has attained the age of sixty-five years.

Every State Information Commissioner shall hold office for a term of five
years from the date on which he enters upon his office or till he attains the
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(4)

(9)

age of sixty-five years, whichever is earlier, and shall not be eligible for
reappointment as such State Information Commissioner:
Provided that every State Information Commissioner shall, on vacating his
office under this sub-section, be eligible for appointment as the State Chief
Information Commissioner in the manner specified in sub-section (3) of section
15:
Provided further that where the State Information Commissioner is appointed
as the State Chief Information Commissioner, his term of office shall not be
more than five years in aggregate as the State Information Commissioner and
the State Chief Information Commissioner.
The State Chief Information Commissioner or a State Information
Commissioner, shall before he enters upon his office make and subscribe
before the Governor or some other person appointed by him in that behalf,
an oath or affirmation according to the form set out for the purpose in the
First Schedule.
The State Chief Information Commissioner or a State Information
Commissioner may, at any time, by writing under his hand addressed to
the Governor, resign from his office
Provided that the State Chief Information Commissioner or a State Information
Commissioner may be removed in the manner specified under section 17.
The salaries and allowances payable to and other terms and conditions of
service of-
(a) the State Chief Information Commissioner shall be the same as that of an
Election Commissioner;
(b) the State Information Commissioner shall be the same as that of the Chief
Secretary to the State Government:
Provided that if the State Chief Information Commissioner of a State
Information Commissioner at the time of his appointment is, in receipt of a
pension, other than a disability or wound pension. In respect of any previous
service under the Government of India or under the Government of a State, his
salary in respect of the State Chief Information Commissioner or a State
Information Commissioner shall be reduced by the amount of that pension
including any portion of pension which was commuted and pension equivalent
of other forms of retirement benefits excluding pension equivalent of retirement
gratuity:
Provided further that where the State Chief Information Commissioner or a
State Information Commissioner if, at the time of his appointment is, in receipt
of retirement benefits in respect of any previous service rendered in a
Corporation established by or under any Central Act or State Act or a
Government company owned or controlled by the Central Government or the
State Government, his salary in respect of the service as the State Chief
Information Commissioner or the State Information Commissioner shall be
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reduced by the amount of that pension including any portion of pension which
was commuted and pension equivalent to the retirement benefits :
Provided also that the salaries, allowance and other conditions of service of
the State Chief Information Commissioner and the State Information
Commissioner shall not be varied to their disadvantage after their appointment.
(6) The state Government shall provide the State Chief Information
Commissioner and the State Information Commissioners with such officers
and employees as may be necessary for the efficient performance of their
functions under this Act, and the salaries and allowance payable to and
the terms and conditions of service of the officers and other employees
appointed for the purpose of this Act shall be such as may be prescribed.

Removal of State Chief Information Commissioner or State Information

Commissioner:

17 (1) Subject to the provisions of sub-section (3), the State Chief Information
Commissioner or a state Information Commissioner shall be removed from
his office only by order of the Governor on the ground of proved
misbehaviour or incapacity after the Supreme Court, on a reference made
to it by the Governor, has on inquiry, reported that the State Chief
Information Commissioner or a State Information Commissioner, as the
case may be, ought on such ground be removed.

(2)  The Governor may suspend from office, and if deem necessary prohibit
also from attending the office during inquiry, the State Chief Information
Commissioner or a State Information Commissioner in respect of whom a
reference has been made to the Supreme Court under sub-section (i) until
the Governor has passed orders on receipt of the report of the Supreme
Court on such reference.

(3) Notwithstanding anything contained in sub-section (i), the Governor may
by order remove from office the State Chief Information Commissioner or a
State Information Commissioner if a State Chief Information Commissioner
or a State Information Commissioner, as the case may be-

(a) is adjudged an insolvent; or

(b) has been convicted of an offence which, in the opinion of the Governor,
involves moral turpitude; or

(c) engages during his term of office in any paid employment outside the
duties of his office; or

(d) is, in the opinion of the Governor, unfit to continue in office by reason of
infirmity of mind or body; or
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(e) has acquired such financial or other interest as is likely to affect

prejudicially his functions as the State Chief Information Commissioner or
a State Information Commissioner.

If the State Information Commissioner or a State Information
Commissioner in any way, concerned or interested in any contract or
agreement made by or on behalf of the Government of the State of
participates in any way in the profit thereof or in any benefit or emoluments
arising there from otherwise than as a member and in common with the
other members of an incorporated company, he shall, for the purposes of
sub-section (i), be deemed to be guilty of misbehaviour.

CHAPTER V

POWERS AND FUNCTIONS OF THE INFORMATION COMMISSIONS,

APPEAL AND PENALTIES

Powers and functions of information commissions:
18(1) Subject to the provisions of this Act, it shall be the duty of the Central

Information Commission of State Information Commission, as the case
may be, to receive and inquire into a complaint from any person-

(a) who has been unable to submit a request to a Central Public

Information Officer or State Public Information Officer, as the case
may be, either by reason that no such officer has been appointed,
under this Act, or because the Central Assistant Public Information

(b) who has been refused access to any information requested under
this Act;
(c) who has not been given a response to a request for information or

access to information within the time limit specified under this Act;

(d) who has been required to pay an amount of fee which he or she

considers unreasonable;

(e) who believes that he or she has been given incomplete, misleading

or false information under this Act; and

in respect of any other matter relating to requesting or obtaining

access to records under this Act.
Where the Central Information Commissioner or State Information
Commission, as the case may be, is satisfied that there are reasonable
grounds to inquire into the matter, it may initiate an inquiry in respect there
of.
The Central Information Commission or State Information Commission, as
the case may be, shall, while inquiring into any matter under this section,
have the same powers as are vested in a civil while trying a suit under the
Code of Civil Procedure, 1908, in respect of the following matters,
namely:-
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(a) summoning and enforcing the attendance of persons and compel
them to give oral or written evidence on oath and to produce the
documents or things;

(b) requiring the discovery and inspection of documents;

(c) receiving evidence on affidavit;

(d) requisitioning any public record or copies thereof from any court of
office;

(e) issuing summons for examination of witnesses or documents; and

(f) any other matter which may be prescribed.

Notwithstanding anything inconsistent contained in any other Act of

Parliament or State Legislature, as the case may be, may, during the

inquiry of any complaint under this Act, examine any record to which this

Act applies which is under the control of the public authority, and no such

record may be withheld from it on any grounds.

Appeal:
19 (1) Any person who, does not receive a decision within the time specified in

()

(4)

sub-section (i) or clause (a) of sub-section (3) of section, or is aggrieved
by a decision of the Central Public Information Officer or State Public
Information, as the case may be, may within thirty days from the expiry of
such period or from the receipt of such a decision prefer appeal to such
officer who is senior in rank to the Central Public Information Officer or
State Public Information Officer as the case may be, in each public
authority;

Provided that such officer may admit the appeal after the expiry of the period
of thirty days if he or she is satisfied that the appellant was prevented by
sufficient cause from filing the appeal in time.

Where an appeal is preferred against an order made by a Central Public
Information Officer or State Public Information Officer, as the case may be
under section 11 to disclose third party information the appeal by the
concerned third party shall be made within thirty day, from the date of the
order

A second appeal against the decision under sub-section (i) shall lie within
ninety days from the date on which he decision should have been made or
was actually received, with the Central Information Commission or the
State Information Commission:

Provided that the Central Information Commission or the State Information
Commission, as the case may be, may admit the appeal the expiry of the
period of ninety days if it is satisfied that the appellant was prevented by
sufficient cause from filing the appeal in time.

If the decision of the Central Information Office or State Public Information
Officer, as the case may be, against which an appeal is preferred relates
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to information of a third party, the Central Information Commission or State
Information Commission, as the case may be, shall give a reasonable
opportunity of being heard to that third party.

(5) In any appeal proceeding, the onus to prove that a denial of a request was
justified shall be on the Central Public Information Officer or State Public
Information Officer, as the case may be, who denied the request.

(6) An appeal under sub-section (i) or sub-section (2) shall be disposed of
within thirty days of the receipt of the appeal or within such extended
period not exceeding a total of forty-five days from the date of filing
thereof, as the case may be, for reasons to be recorded in writing.

(7)  The decision, the Central Information Commission or State Information
Commission, as the ease may be, shall be binding.

(8) In its decision the Central Information Commission or State Information
Commission, as the case may be, has the power to-

(a) require the public authority to take any such steps as may be
necessary to secure compliance with the provisions of this Act, including-

() by providing access to information, if so requested, in particular
form.

(i) by appointing a Central Public Information Officer or State Public
Information Officer, as the case may be

(iii) by publishing certain information or categories of information.

(iv) by making necessary changes to its practices in relation to the
maintenance, management and destruction of records;

(v) by enhancing the provision of training on the right to information
for its officials;

(vi) by providing it with an annual report in compliance with clause

(b) of sub-section (i) of section 4;
(b) require the public authority to compensate the complainant for my loss or
other detriment suffered,;
(c) impose any of the penalties provided under this Act;
(d) reject the application.

(9)  The Central Information Commission or State Information Commission,
as the case may be, shall give notice of its decision, including any right of
appeal, to the complainant and the public authority.

(10) The Central Information Commission or State Information Commission, as
the case may be, shall decide the appeal in accordance with such
procedure as may be prescribed.

Penalties:

20 (1) Where the Central Information Commission or the State Information
Commission, as the case may be, at the time of deciding any complaint
or appeal is of the opinion that the Central Public Information Officer or
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the State Public Information Officer, as the case may be, has, without any
reasonable cause, refused to receive an application for information or has
not furnished information within the time specified under sub-section (i) of
section 7 or malafidely denied the request for information or knowingly
given incorrect, incomplete or misleading information or destroyed
informatién which was the subject of the request or obstructed in any
manner in furnishing the information, it shall impose a penalty of two
hundred and fifty rupees each day till application is received or
information is furnished, so however, the total amount of such penalty
shall not exceed twenty-five thousand rupees.

Provided that the Central Public Information Officer or the State Public
Information Officer, as the case may be, shall be given a reasonable
opportunity of being heard before any penalty is imposed on him:

Provided further that the burden of proving that he acted reasonably and
diligently shall be on the Central Public Information Officer or the State Public
Information Officer or the State Public Information Officer, as the case may be.

Where the Central Information Commission or the State Information
Commission as the case may be, at the State of deciding any complaint or
appeal is of the opinion that the Central Public Information Officer or the
State Public Information Officer, as the case may be, has, without any
reasonable cause and persistently, failed to receive an application for
information or has not furnished information within the time specified under
sub-section (l) of section 7 or malafidely denied the request for information
or knowingly given incorrect. incomplete or misleading, information or
destroyed information which Was the subject of the request or obstructed
in any manner in furnishing the information, it shall recommend for
disciplinary action against the Central Public Information Officer or the
Slate Public Information Officer, as the case may be, under the service
rules applicable to him.

CHAPTER VI
MISCELLANEOUS

Protection of action taken in good faith:

21.

No suit, prosecution or other legal proceeding shall lie against any person
for anything which is in good faith done or Intended to he done under this
Act or any rule made there under.

Act to have overriding effect:

22.

The provisions of this Act shall have effect notwithstanding anything
Inconsistent therewith contained in the Official Secrets ACI, 1923, and all)
Other law for the time being in force or in any instrument having effect by
virtue of any law other than tills Act.

270



Bar of jurisdiction of courts:

23.

No court shall entertain any suit, application or other proceeding in respect
of any order made under this Act and no such order shall he called In
question otherwise than by way of an appeal under this Act

Act not to apply to certain organisations:
24(1) Nothing contained in this Act shall apply to the intelligence and security

2)

3)

“4)

()

organisations specified in the Second Schedule being organisations
established by the Central Government or any Information furnished by
such organisations to that Government.
Provided that the information pertaining to the allegations of corruption and
human rights violations shall not be excluded under this sub-section.
Provided further that in the case of information sought for is in respect of
allegations of violation of human rights, We Information shall only be provided
after the approval of the Central Information, and notwithstanding anything
contained in section 7, such information shall be provided within forty-five days
from the date of the receipt of request.
The Central Government may, by notification in the Official Gazette,
amend the Schedule by including by including therein any other
intelligence or security organisation established by that Government or
omitting there from any organisation already specified therein and on the
publication of such notification, such organisation shall be deemed to be
included in or, as the case may be, omitted from the Schedule.
Every notification issued under sub-section (2) shall be laid before each
House of Parliament.
Nothing contained in this Act shall apply to such intelligence and security
organisation being organisations established by the State Government, as
that Government may, from time to time, by notification in the Official
Gazette, specify:
Provided that the information pertaining to the allegations of corruption and
human rights violations shall not be excluded under this sub-section:
Provided further that in the case of information sought for is in respect of
allegations of violation of human rights, the information shall only be provided
after the approval of the State Information Commission and, notwithstanding
anything contained in section 7, such information shall be provided within forty-
five days from the date of the receipt of request.
Every notification issued under sub-section (4) shall be laid before the
State Legislature.
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Monitoring and reporting:
25(1) The Central Information Commission or State Information Commission,as

the case may be, shall, as soon aspracticable after the end of each year,

prepare a report on the implementation of the provisions of this Act during

that year and forward a copy thereof to the appropriate Government.

Each Ministry or Department shall, in relation to the public authorities

within their jurisdiction, collect and provide such information to the Central

Information Commission or State Information Commission, as the case

may be, as is required to prepare the report under this section and comply

with the requirements concerning the furnishing of that information and
keeping of records for the purposes of this section.

Each report shall state in respect of the year to which the report relates-

(a) the number of requests made to each public authority;

(b) the number of decisions where applicants were not entitled to access
to the documents pursuant to the requests the provisions of this Act
under which these decisions were made the number of times such
provisions were invoked.

(c) the number of appeals referred to the Central Information Commission
or State Information Commission, as the case may be, for review, the
nature of the appeals and the outcome of the appeals.

(d) particulars of any disciplinary action taken against any officer in respect
of the administration of this Act;

(e) the amount of charges collected by each public authority under this
Act;

(f) any facts which indicate an effort by the public authorities to administer
and implement the spirit and intention of this Act;

(g) recommendations for reform, including recommendations in respect of
the particular public authorities, for the development, improvement,
modernisation, reform or amendment to this Act or other legislation or
common law or any other matter relevant for operationalising the right
to access information.

The Central Government or the State Government, as the case be, may as

soon as practicable after the end of each year, cause a copy of the report

of the Central information Commission or the State Information
commission, as the case may be, referred to in sub-section (i) to be laid
before each House of Parliament or, as the case may be, before each

House the State Legislature, where there are two Houses, and where

there is one House of the State Legislature before that House.

If it appears to the Central Information Commission or State Information

Commission, as the case may be that the practice of a public authority in

relation to the exercise of its functions under this Act does not conform

with the provisions or spirit of this Act, it may give to the authority a
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recommendation specifying the steps which ought in its opinion to be
taken for promoting such conformity.

Appropriate Government to prepare programmes:
26(1) The appropriate Government may, to the extent of availability of financial

and or her resources.

(@) develop and organise educational programmes to advance the

understanding of the public, in particular of disadvantaged communities as
to how to exercise the rights contemplated under this Act;

(b) encourage public authorities to participate in the development and

organisation of programmes referred to in clause (a) and to undertake
such programmes themselves;

(c) promote timely and effective dissemination of accurate information by

public authorities about their activities; and

(d) train Central Public Information Officers or State Public Information

Officers, as the case may be, of public authorities and produce relevant
training materials for use by the public authorities themselves.
The appropriate Government shall, within eighteen months from the
commencement of this Act, compile in its official language a guide
containing such information, in an easily comprehensible form and
manner, as may reasonably be required by a person who wishes to
exercise any right specified in this Act.
The appropriate Government shall, if necessary, update and publish the
guidelines referred to in sub-section (2) at regular intervals which shall, in
particular and without prejudice to the generality of sub-section (2), include
the objects of this Act;
the postal and street address, the phone and fax number and, if available,
electronic mail address of the Central Public Information Officer or State
Public Information Officer, as the case may be, of every public authority
appointed under sub-section (I) of section 5;
the manner and the form in which request for access to an information shall
be made to a Central Public Information Officer or State Public Information
Officer, as the case may be;
the assistance available from and the duties of the Central Public
Information Officer or State Public Information Officer, as the case may be,
of a public authority under this Act;
the assistance available from the Central Information Commission or State
Information Commission, as the case may be;
all remedies in law available regarding an act or failure to act in respect of a
right or duty conferred or imposed by this Act including the manner of filing
an appeal to the Commission;
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(9) the provisions providing for the voluntary disclosure of categories of records
in accordance with section 4;

(h) the notices regarding fees to be paid in relation to requests for access to an
information, and

(i) any additional regulations or circulars made or issued in relation to obtaining
access to an information in accordance with this Act.

(4) The appropriate Government must, if necessary, update and publish the

guidelines at regular intervals.

Power to make rules by appropriate Government:

27 (1) The appropriate Government may, by notification in the Official Gazette,
make rules to carry out the provisions of this Act.

(2) In particular and without prejudice to the generality of the foregoing power,
such rules may provide for all or any of the following matters, namely:-

(@)  the cost of the medium or print cost price of the materials to be
disseminated under sub-section (4) of section 4;

(b)  the fee payable under sub-section (i) of section 6;

(c) the fee payable under sub-section (i) and (5) of section 7;

(d)  the salaries and allowances payable to and the terms and conditions of
service of the officers and other employees under sub section (6) of
section 13 and section (6) of section 16.

(e)  the procedure to the adopted by the Central Information Commission or
State Information Commission as the case may be. In deciding the
appeals under sub-section (10) of section 19 and

(f) any other matter which is required to be, may be, prescribed.

Power to make rules by competent authority:
28 (1) The competent authority may, be notification in the Official Gazette, make
rules to carry out the provisions of this Act.
(2) In particular, and without prejudice to the generally of the foregoing power
such rules may provide for all or any of the following matters, namely
(i) the cost of the medium or print price of the materials to be desalinated
under sub-section (4) of section 4.
(i) the fee payable under sub-section (i) of section 6;
(i)  the fee payable under sub-section (i) of section 7, and
(iv)  any other matter which is required to be, or may be prescribed

Making of rules:

29 (1) Every rule made by the Central Government under this Act shall be laid as
soon as may be after it is made, before each House of Parliament, while it
is in session, for a total period of thirty days which may be composed in
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one session or in two or more successive sessions, and it, before the
expiry of the session immediately following the session or the successive
sessions aforesaid both Houses agree in making any modification in the
rule of both House agree that the rule should not be made, the rule shall
thereafter have effect only in such modified form or be of no effect, as the
case may be, so, however, that any such modification or annulment shall
be without prejudice to the validity of anything previously done under that
rule

(2) Every rule made under this Act by a State Government may be after it is
notified, before the State legislature.

Power to remove difficulties:

30(1) If any difficult arises in giving effect to the provisions of this A the
Government may, by order published in the Official Gazette, make such
provision not inconsistent with the provisions of this Act as appear to it to
be necessary or expedient for removal of the difficulty;

Provided that no such order shall be made after the expiry of a period of two
years from the date of commencement of this Act.

(2) Every order made under this section shall, as soon as may be after it is
made, be laid before each Houses of Parliament.

Repeal:
31.  The Freedom of Information Act, 2002 is hereby repeated

THE FIRST SCHEDULE
(See Sections 13 (3) and 16 (3)

FORM OF OATH OR AFFIRMATION TO BE MADE BY THE CHIEF
INFORMATION COMMISSIONER/THE INFORMATION COMMISSIONER
STATE CHIEF INFORMATION COMMISSIONER/THE STATE INFORMATION
COMMISSIONER

Ly e having been appointed Chief Information
Commissioner/Information Commissioner/State Chief Information
Commissioner/State Information Commissioner swear in the name of God that |
will bear true faith and allegiance to the solemnly affirm

Constitution of India as by law established that | will uphold the
sovereignty and integrity of India, the will duly and faithfully and to the best of my
ability, knowledge and judgment perform the duties of my office without fear or
favour, affection or ill-will and | will uphold the Constitution and laws”
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THE SECOND SCHEDULE
(See Section 24)

Intelligence and security organisation established by the Central Government
1. Intelligence Bureau
2 Research and Analysis Wing of the Cabinet Secretariat.
3 Directorate of Revenue Intelligence.
4, Central Economic Intelligence Bureau.
5. Directorate of Enforcement.
6 Narcotics Control Bureau.
7 Aviation Research Center.
8 Special Frontier Force.

9. Border Security Force.
10. Central Reserve Police Force.
11. Indo-Tibetan Border Police.

12.  Central Industrial Guards

13.  National Security Guards.

14.  Assam Rifles.

15.  Special Service Bureau

16.  Special Branch (CID), Andaman and Nicobar.

17.  The Crime Branch C.I.D.-CB, Dadra and Nagar Haveli.
18.  Special Branch, Lakshadweep Police.

T.K. VISWANATHAN,
Secy. to the Govt. of India

Forwarding Information Requests and Appeals
A Step by Step Guide
for
State Assistant Public Information Officers
under the
Right to Information Act, 2005

Introduction

The Right to Information Bill was introduced in the Lok Sabha in December
2004. It was passed by both houses of Parliament in May 2005. The assent of
the President was received on 15" June and the Act was notified in the Gazette
of India on 21 June. The Right to Information Act will become operational by the
12" October, 2005 after the completion of 120 days from the date of Presidential
assent. The Freedom of Information Act passed by Parliament in 2002 has been
repealed.
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The Right to Information Act (RTI Act) will cover all level of government-Centre,
State, district and local self governing bodies like Panchayats and Municipal
bodies. It will also cover non- governmental organisations - Le. NGOs, VOs and
other private bodies - that are financed substantially with public funds provided by
the government. This means every citizen has the right to put in an application
requesting information or copies of records held by these bodies and such
information should be given by the concerned body.
The citizens right to information is not explicitly mentioned in the fundamental
rights chapter of the Constitution. But in more than 10 cases the Supreme Court
of India has declared that the fundamental right to life and liberty [Art. 21] and the
fundamental right to freedom of speech and expression [Art. 19(1)] include every
citizen's fundamental right to access information held by public authorities.
Parliament passed the RTI Act to enable all citizens to use their fundamental right
to access information from public bodies.
The main objectives of the RTI Act are

e To promote transparency and accountability in the working or every public

authority and
e to set up a practical regime for giving citizens access to information that is
under the control of public authorities.

The Three Level Regime for Accessing Information
At the first level of the regime, every public authority has designated officers for
receiving applications (also called information requests) from citizens.
At the second level, every public authority has designated senior officers to look
into those cases where citizens' requests for information have been refused. If
citizens do not get the requested information or are unsatisfied with the
information they have received, under this law they have the right to send an
appeal to the Departmental Appellate Authority (DAA) designated within the
concerned public authority.
At the third level, an independent State Information Commission (SIC) has been
set up to look into those cases where citizens are unsatisfied with the decision of
the DAA. The SIC also has the powers and responsibility to monitor compliance
of public authorities to this Act and submit an annual report to the State
Legislature.
Role of Courts
According to the RTI Act the decision of the SIC is binding on all parties. Courts
are barred from inquiring into the decision of the SIC. But it must be remembered
that this law gives effect to a fundamental right of citizens. According to the
Constitution, the High Courts (Art. 224) and the Supreme Court (Art. 32) have the
power to look into any matter relating to the fundamental rights of citizens.
Technically, a citizen has the right to approach the High Court or the Supreme
Court if he/she is not satisfied with the decision of the SIC.
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Role of the Public Information Officer

Under the RTI Act, Public Information Officers (PIOs) should be designated in all
administrative units of every public authority in order to receive information
requests from citizens. They also have the responsibility and duty to provide the
requested information within 30 days. The PIO is the main point person whom
citizens will contact for exercising their right to information under this law. In
public authorities controlled by the State Government they are called State Public
Information Officers (SPIOs).

The Assistant Public Information Officer
The RTI Act requires that the State Government designate Assistant Public
Information Officers at the sub-divisional or sub-district level.
Please remember
- the Assistant Public Information Officer is not an assistant to the CPIO or the
SPIO.
In public authorities controlled by State Governments they are called State
Assistant Public Information Officers (SAPIOs).
DUTY TO FORWARD INFORMATION REQUESTS TO THE PIO
Under the law the SAPIOs will act like a Post Office. Every SAPIO has the
duty and responsibility to receive information requests from citizens and
forward them to the PIO of the concerned public authority that is likely to have
the information being sought by the applicant.
Please remember - a SAPIO is not responsible for giving information to the
requestor. (It is the responsibility of the Public Information Officer to give
information to the requestor.)
- a SAPIO does not have the power to ask the requestor why he/she wants
such information.
(The RTI Act states clearly that the requestor should not be asked to give
reasons for seeking information)
Duty to Forward Appeals to the DAA and the Information Commission
The SAPIO also has the duty and responsibility to receive appeals against
the decision of PIOs and forward them to the Departmental Appellate
Authority or the State Information Commission as required in the letter of
appeal submitted by the aggrieved citizen.
Please remember-
e The SAPIO must forward all applications received by him immediately-
(The RTI Act allows the PIO only 5 extra days over and above the limit of
30 days to give information to the applicant if the request is forwarded
through the SAPIO. So it is important to send the application to the PIO
without any delay
e The SAPIO must forward all appeals received by him to the concerned
DAA or the SIC immediately.
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e The citizen has the right to send a complaint to the IC if the SAPIO does
not accept his application and forward it to the PIO, if proven guilty the
SAPIO may be fined by the SIC from a minimum of Rs. 250/- up to a
maximum of Rs. 25,000/- for each offence.
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Forwarding Information Requests
A step by Step Guide

For Application received in person

Step 1 : Receiving the Application

As far as possible receive citizens’ applications for information personally.

Advice:

If you are on leave or travelling on duty please delegate the task of receiving

applications to your colleague or subordinate in writing. This standby

arrangement must be displayed on the main notice board for the benefit of

common people.

Step 2: Checking the Application

Please check whether the application contains the following details and

enclosures-

i) name of the applicant

i) name of the father/husband (as the case may be) of the applicant.

iii) contact details of the applicant including complete postal address, telephone
numbers and email address (if any)

iv) name of the public authority from whom the information is being requested

v) nature and details of the information requested

vi) whether proof of payment of application fee is attached or not

vii) if the applicant claims fee waiver whether proof of BPL status is attached or
not

viii)date on which application is being submitted.

Advice:-
1) If the application is not legible please assist the applicant to write it clearly.
2) If the applicant has not filled in one or more of the above details please

bring the same to his/her notice and request him/her to fill in the details.

3) Please make sure that the date mentioned on the application matches with
the date on which you are actually receiving the application. This is very
important for calculating the deadline while forwarding the application to the
PIO.

4) The Government will notify the amount of application fee payable.

5) The applicant may have attached a bank draft, postal order, court fee
stamp or proof of payment of application fee by any other mode prescribed by
the Government. All such payments are valid. Please do not insist on a
particular mode of payment.

6) The applicant may not always know the exact name and complete postal
address of the public authority who has the information he/she wants. So
please do not insist upon the applicant to furnish these details. It is the duty of
the SAPIO to send the application to the concerned PIO. (The PIO directory
published by the State Government may be consulted for this purpose.
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7) If claiming fee waiver, the BPL applicant must attach a photocopy of a
BPL/Antyodaya ration card or any other valid proof of BPL identity that may
be prescribed by the Government.

Step 3: Collecting Application Fees/Proof of Identity

If the applicant has not already attached proof of payment of application fees you

may collect the prescribed application fee in cash.

or

If the applicant has not attached proof of BPL identity in support of his/her claim

for fee waiver please request the applicant to furnish the same.

Step 4: Issuing Receipt

Please issue a written receipt in the prescribed for every complete application

received.

Advice:

A complete application must include all details mentioned in Step 2 above
and proof of payment of application fee or proof of BPL identity (as the case may
be).

Receipt format will be printed in triplicate. Please issue the original to the
applicant.

Receipt must be issued to BPL applicant also. The receipt may include details

such as the name and address of the applicant, the date on which the application

was received and whether application fees has been paid in cash or by any other
mode. If fee waiver is being claimed please mention so. Please sign and stamp
the receipt.

Advice:

Please remember this is not just a cash receipt. It is a receipt issued as
proof of having received the citizen’s application for information with or without
the prescribed fees.

Please issue this receipt immediately. Do not request the applicant to
come back another day to collect the receipt.

Please remember to mention the date on the receipt dearly.

Step 5: Registering Complete Applications

Please enter the details of the complete application into the RTI Applications

register prescribed by Government. All complete applications should be entered

into this register the same day they are received.

Step 6: Dispatching Complete Applications to the concerned PIO

Please dispatch the complete application along with the duplicate of the receipt

issued, to the concerned SPIO by post or courier on the same day you receive it.

If for some reason you are unable to dispatch the application on the same day

you should dispatch it the following working day. The prescribed format may be

used for the covering letter. This format will contain details such as your name,
designation and contact address, date of receipt of application, registration
number, fees collected (if any) and enclosures (if any).
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Advice:

If the application is not addressed to a specific SPIO or a public authority
please read through the nature of information being requested. This will help you
identify the public authority that is most likely to possess the information
requested. You may then dispatch the complete application to the concerned PIO
using the P1O directory published by the Government.

You need not maintain a copy of the application for your records.

For applications received by post or courier

o  Please follow Step 2.

o If the application is complete in all respect, please enter the details of the
application in the prescribed RTI Applications register on the same day you
receive it.

o  After registering the application in the RTI Applications Register please
issue a receipt in the prescribed format and dispatch it to the applicant by
post/courier on the same day. If for some reason you are unable to dispatch
the receipt on the same day you should dispatch it the following working
day.

o If the application clearly mentions the public authority from which information
is being requested please dispatch it to the concerned SPIO on the same
day you receive it. If for some reason you are unable to dispatch the
application on the same day you should dispatch it the following working
day.

o If the application is not addressed to a specific public authority please read
through the nature of information being requested. This will help you identify
the public authority that is most likely to possess the information requested.
(The PIO directory published by the State Government may be consulted for
this purpose). You may then dispatch the complete application to the
concerned SPIO with a covering letter in the prescribed format.

Advice:

If the applicant has not attached proof of payment of application fees and
has also not claimed fee waiver-please send a communication by post/courier to
the sender requesting him to furnish proof of payment of the prescribed
application fees or visit your office to pay the fees in cash. If the application
contains a contact telephone number please call up the applicant advising
him/her to pay the application fees. This action saves time and effort and
prevents wastage of stationery.

Similarly if the applicant has not attached proof of payment of despite
claiming fee waiver in the application-please send a communication by
post/courier to the sender requesting him to furnish proof of payment of BPL
identity. If the application contains a contact telephone number please call up the
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applicant advising him/her to furnish proof of BPL identity. This action saves time
and effort and prevents wastage of stationery.

If any of the details are missing or illegible please return the application by
post/courier to the sender requesting him/her to fill in the missing or unclear
details. If the application contains a contact telephone number please call up the
applicant requesting him/her to visit your office to fill in the missing details.

Forwarding Information Requests
A step by Step Guide

For Application received in person

Step 1: Receiving Appeal

As far as possible please receive citizens’ appeals personally. A SAPIO is
empowered to receive appeals addressed to the Departmental Appellate
Authority (DAA) and the State information Commission (SIC).

Advice:

If you are on leave or travelling on duty please delegate the task of receiving
appeal to your colleague or subordinate in writing. This standby arrangement
must be displayed on the main notice board for the benefit of common people.
Step 2: Checking Appeals

Please check whether the application contains the following details and
enclosures-

i) name of the appellant

ii) name of the father/husband (as the case may be) of the appellant.

iii) contact details of the applicant including complete postal address,
telephone numbers and email address (if any)

iv) Authority to which appeal is being sent (whether DAA Sic)

V) nature of the authority/against whose decision the appeal is being
made whether PIO or DAA)

Vi) nature and details of the information requested original.

Advice:-

1) If the application letter is not legible please assist the applicant to

write it clearly.
2) If the applicant has not filled in one or more of the above details

please bring the same to his/her notice and request him/her to fill in the
details.

3) Please make sure that the date mentioned on the application
matches with the date on which you are actually receiving the application.
This is very important for calculating the deadline while forwarding the appeal
to the concerned application authority.

4) The applicant may not always know the exact name and complete
postal address of the public authority who has the information he/she wants.
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So please do not insist upon the applicant to furnish these details. It is the
duty of the SAPIO to send the application to the concerned PIO. (The PIO
directory published by the State Government may be consulted for this
purpose.

Step 3: Issuing receipt
Please issue a written receipt in the prescribed format for every complete appeal
received.
Advice:
The appellant is not required to pay any fees for sending an appeal.
The appeal letter must be treated as complete if it contains the above details and
enclosures relevant to the case.
Step 4: Registering the Appeals
Details of every complete appeal letter should be entered in the RTI Appeals
register prescribed by the Government.
Step 5: Dispatching Appeals
Every complete appeal must be dispatched to the concerned DAA or the SIC (as
the case may be) on the same day you receive it along with a covering letter in
the prescribed format. If for some reason you are unable to dispatch the appeal
on the same day you should dispatch it the following working day. The covering
letter will include details such as your name, designation and contact address,
date of receipt of appeal, registration number and details of enclosures.

Advice:

- You need not maintain a copy of the appeal for your records.

For appeals received by post or courier

o Please follow Step 2. If the appellant has not filled in one or more of the above
details please return the appeal letter by post/courier to the sender requesting
him/her to fill in the missing or unclear details. If the appeal letter contains a
contact telephone number please call up the appellant requesting him/her to
visit your office to fill in the missing details. This action save time and effort
and prevents wastage of stationery.

o If the appeal is complete in all respects, please enter the details of the appeal
in the prescribed RTI Appeals register on the same day you receive it.

o After registering the appeal please issue a receipt in the prescribed format
and dispatch it to the appellant by post/courier on the same day. If for some
reason you are unable to dispatch the receip