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

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

OFFIC A U

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

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

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

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

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

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

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

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

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

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

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



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

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

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

intimated to this department by 31 July, 2011 :

(F.G. Verma)
Director

Tel:23092 158

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

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

3, Central Information Commission.

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

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



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

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

e

Morth Block, New Delhi

Dated 3" July, 2010
OFF M

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

Training : Composition and functions.

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

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

2. The RTI Cel will perform the following functions:

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

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

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

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

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

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

liperly and forward the same to the concerned CPIO without delay so that -
they can be responded to within the time frame specified in the Act;

vi. The Cell will transfer applications nct pertaining to this Department to
the concemed public authority;



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

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

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

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

« Maintaining lists of CPIOs, FAAs and link officers;

Annual Report of the CIC,

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

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

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

Copy to .-

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

Copy for information to :-

EO&SS

AS(SEV

JS(E)

JS(ATEA)

JS(Trg.)

JS(Vig)

Secretary, PESB
PPS to Secretary(P)

m~mnkwh =



ANNEXURE ~TT

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

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

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

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

20

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

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

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

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

(&) Cireciy received by the concemed CPIOs;

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

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

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

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

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

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

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

seporate request o concerned Public Authorities of hisfher own
laved,

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

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

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

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

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

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



3.4
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for eoch of the parls. However, i such coses numbering

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

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

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

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

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

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

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

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

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

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

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

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

Recelpt and Disposal of RTI Appeals

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

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

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

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

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

Monitoring of kTl applicalions and appeals

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

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

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

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

=)

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

(d) Anrnual Reports as prescrived by the CIC.

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

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

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

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

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

(Harish Chander)
Under Secretary|Admn)



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

Copy to =

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

Caopy for information o -

1. EOA&SS

2. AS[3EY]

3. BlE

4, JS[ATEA)

3. J3{Trg.} :
. Jsivig]

5 Secretary, PESE

8. PPS to Secretary(P)



Application Proforma

Annexure “‘II°

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

Right to Information

To be submitted in Five copies.

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

Application in an incomplete form will not be enterlained

A |

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

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

1 Mame of the Institution -

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

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

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

I Date of Setting up of RTI Cell |

2, Dietails of items to be procured

3. | Detailed estimaies of expenditure

I
4. Total amount of grant required
|

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

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

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




