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s Na.1/6/2011-IR
Government of India
Ministry of Persnnnel, Public Grievances & Pensiong
Department of Personnél & Training

aeems

North Block, Naw Delhi
Dated the 5" November, 2019

OFFICE MEMORANDUM T

Sub: Implementation of suo motu disclosure under Section 4 of Right to Information
{RTI) Act, 2005 - Issue of guidelines regarding:

The suo motu disclosure of information io public is mandated under Section 4 (2) of
tha RTI Act. 2008, so thal the public have to resont minimally to the use of this Act 1o obtain
information. Seclion 4(1)(b) of the Right to Information Act, 2005 lays down the information
which should be disclosed by Public Authorities on 2 - su0 motu or proactive basis, Seclion
2(3) prescribes for wide dissemination of every information, in such form and manner which is
easilv adcessible 10 the public.

2. The undersigned is directed 1o refer to this Department's G.M. of -even number daied
15" April, 2013 and to reiterate the guidelines lharein {Copy enclosed). duly incorporaiing a
slight revision lo Para 4.4 of the above guidelines allowing for third pary audit by any
Governmen! Training Institute, in cases where no Training Instilule exists under the
concemad Ministry/Department/Public Authority. ¢

3. Central Govarnment Ministries/Depariments  are advised to undertake suc motu
disclosure based on these guidalines, in compliange to Sections 4{1}{b) read with Seciion 4(2),
4(3) and 4(4) of the RTI Act, 2005 “

4. The encicsed guidelines may be broughtl to the notice of all Public ‘Authorities under the
Ministeyr  Depanment including those in their Adtached Offices, Subordinaie Offices,
Constilutional Bodies; Statutory Bodies. Autonomous Organizations and Public Sector
Undertakings.

{Varsha Sinha)
Director

T, All the Ministries/Deparimenis of the Government of India

2. Union Public Service Commission, Lok Sabha Secretariat, Rajya Sabha Secretariat,
Cabinel Secretariat, Ceniral Vigilance Commission, President's Secretariat, Vice-
Prasident’s Secretaria:, Prime Minister's Office, NIT| Aayog. Election Commission

3. Ceniral Information Commission, CIC Bhawan, Baba Gangnalh Marg, Munirka, New
Dehi-110087

4, Staff Selection Commission, CGO Complex, New Delhi

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

Oelhi.

Of Prishonna: a,
U TErrey ST
tRCeingE, (g Sectan
! :

T

2opy to:  Chiel Secretaries of all the States/UTs,
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Guidelines on suo motu disclosure wndér Section 4 of the RTI Act

10 Sreo mane disclosure of more items under Section 4

Sub-gectica 4(2) of the RTI Aect, 2005 require's every public authorizy to take szweps in

accordancz with the requiremenis of clause (b) of sub-section 4(1) o provide as much

informatior suo mome to the public at regular intervals through verious me:ins of

communication, including internet. so that the public have minimum resoxt to use the Act to
i

obwin informaiion. Accordingly. the Public Authorities may proactively discloze the

follow’ng i-ams alse under the suo nrore disclosure provisions of Section 4:

L1 infarmution related to Procurement

L1 Information relaiing 1o procuremen: made by Public Awhoritics inz'uding publication
of natice/ierder enquiries. corrigenda thereon, and delails of bid awards detailing the name of
the supzlier of goods/services being procured or the works contracts ertered o any such
combination of these and the rate and total amount at which such procuremen: or works
coniraci is to be done should be disclosed. All information disclosable, as per Ministy of
Finance. Depamment of Expenditere’s O.M. No 10/172011-PPC dated 30% November, 2011
e Mancator: Publication of Tender Enquiries on the Central Public Procurement 2omal 2nd
O Ne. 10722012- PPC dated 30" March, 2012 on Implementation of comprehensive ¢nd-
w-erd ¢-zrocirement should be disclosed under Section 4. At present the limit is fized ac Rs.
10.00 lakhs. i case of procurements made through DGS&D Rate Contracts or through
Kendriya Bhardar/ NCCF, only award details need to be published. Howzver informat.on
about procurement which fali within the purview of Scetion § of the RT! Act would be

exenpt.

12 Public T'rivate Partnerships

121 If Publiz services are proposed to be provided through a Public Private Parnership
(PPP). all information relating to the PPPs musi be disclosed in the public domair by fae
Public Authoritr entering inio the PPP contracconcession agreement. Th:s may inciude
details of the Ipecial Purpose Vehicle (SPVY, if any sei up, dewarled project repors.
CONCCSSION agresmenis, operziion and maintenance manuals and other docun:enis generaied
as part of the implementation of the PPP project. The documents under the ambit of the

exemption from disclosure of infonmation under seciion 8(1)(d) and (1)) of



the RTIE Act would not be disclosed suo motu, Further: information about fees, tolls. 2 other
kinds of revenue that may be collecied under authorization from the Government, inf=rmation
in respeet of outputs and outcomes. process of sélcc(ion ol the privale sector party may also
2¢ proactively disclosed. Al payments made under tl:c PPP project may also be disclised in a

>27iodic manner along with the purpose of making such payment.

3 Transfer Poliey and Treansfer Orders

i} Transler policy for éifferem gradesfeadres of emplovees serving in Public Authorily
sheald be proactively disclosed. Al ransfer orders should be publicized through the website
zroin any other manner listed in Section 4(4) of the Act. These guidelines would 221 be
wpiicable in ceses of wansfers made keeping in view sovercignty. integrity, sezurity.
sirtegic, seientizic or ¢cconomic interests of the Siate and the cxemptjons covered under
Srxien 8 of the Act. These instructions would not apply to security and intelligence

orgztizations uncer the second sehedule of the RT1 Act,

14 RTT Applicarions .

123 All Publiz Avthorities shall proactively disclose RTI applications and appeals
Teezived and theis respanses, on the websites maintained by Public Authorities with szarch
fzcil ty based on key words. RTT applications and appeais received and their responses

elating 10 the personal information of an individual may not he disclosed, as they da nol

g any public irterest.

e CAG & PaC paras

151 Public Auhorities may proactively disclose the CAG & PAC paras and the &:t.on
Taken Reports (ATRs) only afier (hese have been laid on the wable of bath the houses of he
Paiament. However, CAG paras dealing with information about the issues of sovercignty,
intzarty, security, strategic, seientific or eronomic interests of the Staie and informztion

aevered under Section 8 of the R Act would be exempt.

Le Citizens Charter

161 Citizens Charigr prepared by ihe Ministry/Depariment, as part of the Rzsult
Framework Document of the depanimeny/organization should be proactively disclosed and six
rwarhly report on the performance against the benchmiarks set in Citizens Charter should also

te cisnlayed on the website of public authoritics.




1 Discretionary and Non-discretionary grants

172 ANl discretionary /non-discretionary pgranis/ allocations to state governments/
NGOz Gther instintions by Ministry/Départment should be placed on the website of the
Minisiry/Department concerned. Annual Accounts of all tegal entities. who are provided
urats by Public Awhorities should be made available through publication, directly or
nd:zectiy on the Public Authority's website. Disclosures would be subject to provisions of

Section 8to 11 of the RTI Act,
13 Forcign Tours of PM/Ministers

181 A large number of RTI queries are being filed on official tours undertaken by
Minsiers er officinls of various Govemment Ministries/Depariments, Information regarding
ihe natere. place and period of foreign and domestic tours of Prime Minister are aiready
dischaced an the PMO's website.

182 As per DoPT's OM No. 1/8/2012-1R daied 117972012, Public Authoritics may

azactivaly disclose the details of foreign and domestic official tours undertaken hy the

Minisier’s) and officials of the rank of Joint Secretary to the Government of India and above

end ileuls of Depariments, since 1% Januvary, 20I2.4The disclosures may be updated once
Every quaricr.

L.E3 Irfzrmation to be disclosed proactively may conzain nature of the official tour, places
vis tec. k.2 period. number of people included in the official delegalion and total cost of such
savel undertaken. Exemptions under Section 8 of the RTI Act, 2005 may be kept in view
whie d sclosing the information. These insiuctions would nor apply 1o security and
ininlligencs crganisations under the second schedulé of the RTI Act, 2005 and CVOs of

rLb ic 2uthorities.



20 Guidctines for digital publication of proactivt disclosure under Section 4

2 Scction 4 lavs down that information should be provided through many mediums
depeading vpon the level of the public authority and the recipient of inforration (for
erarple. in case of Panchayat, wall painting may he more effective means of dissemination
of mformation), and that more und more proa.clive disclosure would gradually be made
thoough Intemet. Theie is need for more clear guidelines for web-based publication of

imzormation for disclosure,

22 The Department of Information Technology has been warking on seit.ng of technical
standards for government websites and the Department of Administrative Reforms & Public
Urevanees-has published guidelines for websites of Govermnment Depattmenzs. These
guidelines prescribe the manner in which websites need to be designed and hisw in‘orination
sidle be disclosed. While adhering to the standards of government guidelines as laid down
by Departimeni of infunnation Technology and Department of Administrative Reforms &
Puiblic Grievances, the following principles additionally should also be kept in view to ensure
that wehsites™ disclosures are complete, easily accessible, technology and platform neutral
and in 2 form which conveys the desired information in an effective anc Lise‘r—f'ﬁendly

mirne:

3) Tushould be the endeavor of all public autharities that all entitlements 15 citizens and
all transactions between the cilizen and government are graduatly made evailable
through computer based interface, The *Electronic Delivery of Servicss Bill, 2012°

undee fanmulation in Government of India would provide the necessary impetus.

websites shouid contain detailed information from the point of erigin t2 the 30im of

detivery of eriitlementsiservices provided by the Public Authonities to citizens.

s Crders of (he public authority should be uploaded on the website immediately afier

ey have been issued.

& Websiie should contain 2l the relevant Acts, Rules, forms and other documenis which

are normally zecessed by citizens,

oY




e}

h)

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

Public Authority.

It is obligatory undler Séction 4(1)}b)(ziv) of the RT1 Act for every Publc Authority
10 proaciively disclose “deiails in respect of the information, available 1o ¢r held by i,
reduced in an electronic form'. The websiie should therefore. indicaie whici digitally

held information is made available publicly over the internet and which is act.
p Y

As departments reorganize their systems and processes 1o enable themselives for
electronic service delivery. it is recommended that the requiremént of bringing due
tanspareney a5 provided in the RTI Ac: is given adequate consideration at the design

stage itself.
L

To mwaimgin reliobility of iaformation ‘and its real time updation, iafornation
zeneretion in a digital form should be automatically updated on the basis o7 kev work
oulputs. like a muster roll and salory slip (NREGA in Andhra Pradesh) or
formaiization of a government order (Ardhra Pradesh). Such an approach wili lead to

zutomarion of proactive disclosure. .

Information must be presented from a user's perspective, which may rzcuire re-

arranging it, simplifying i etc. However, original documenits in original formats
should continue 10 be made available becouse these are needed for comnn. ity

wmonitoring of government's funciioning.

The “National Data Sharing and Accessibility Policy' by ihe Department of 3¢iznce
and Technology is based on the principle thai all publicly funded informatian should
be readily available. The policy has beer: notified in March, 2012 and the schedule

should be steiedy adhered 1.

Information and data should be presented in open data formats whereby i1 cas be
pulled by different Application Protocal Interfaces 1o be used in difterent fzshions
more appropriaie to specific contexis and needs. Information/ data can, for instance,
ke presented in powerful visual ways using visualisation techniques. Such vizual

representation of information/ data can give insighis that may remain largely



hidden in a texiual or tabular presentation of data. In some contexts, piclures and
asudic/ adeos recordings ete may be more useful. There have been moves in some
parts ¢ the country to video record Gram Sabha meetings.-A picture of a NREGA
worksize: for instance, may tell much more than words can, All such different media

and fers should be used for proactive disclosure.

i Every =webpage displaying infornation or data proactively disclosed under the RTI]
Act sheeld, on the 1op right comer, dispiny the mandatory field *Date last updated
{DDNVAYY, '




n

an Ciuidelines for cerrain ctauses of Scetion 4(1}(h) to make disclosure more effective

31 The elements of iaformation listed in the various sub-clduses of Seczion 4(1}(b) must
e Jistlosed in an integrated manner. For example, the functions and responsibilitics of a
rubliz authority cannot oe undersiood in isolution From the powers and functions of its
enpleyees. the norms that inform its decision making processes and the rules, instructions
and manuals that are used in the discharge of its functions. Description of one element
Eresuzposes the exisience of another. So every public authgrity must endeavour to integraie

the irformation mentiored in these sub-clavses while preparing voluntary disclosure

moir

12 Considering that disclosure in regard 1o cenain sub-clauses have been relatively weak.

deta led guidelines for four sub-clauses are given below:

33 Guidelines for section d{1)}(b)(iii).- “the procedure followed in the decision-making

pracesses, including channets of supervision and accountability™,

33 Al government Cepariments have specific duties and responsibi.ities under the
resyective Allocation of Business Rules (ACB) issued by the appropriate Government. The
cersiidtional provisions cnd statutes cach deperiment is required to implement are clearly
laic down in the AO3. The manner of disposal of matiers ass.gned 0 cach
Depenment/Minisiry is deseribed in the Transaction of Business Rules (TOE). Addiionally.
every department would have a specific set of schemes and development programmes which

1z

ire cequired 1o implement directly or through their subordinaie offices or other
Tes gnsied agenciez. These documents contain the specific operations that every Public
Andiarity is required 10 urdertake in the course of implernenting the programme or scheme.
Zvery vperation mandaied under the AOB read with the TOB would be linked to a specific
de2is.on-making chain. AN sovernment officers have to follow laid down cffice procedure
Tarua or the other mules which gives details of how represeniations, petitions and

a3 ications from citizens must be deall with, Templates, formats, and basie stzps of decision-

meking are briefly explainad in such manuals. Thesc descriptions constitdte the elements of

decizion-making precesses in general.

Ky



332 Addiconally. in the routine work of governance, governmen! funclicnzries are
required > make decisions in a discretionary manner bui broad guiding principles are laid
down it szm= rule or the ather. For example, lf;c General Financial Rules lay down
mocetlurcs for a variety of operatinns relating (o government finances. How sanctior must he
eccorded for incurring expenditure; how losses 10 government must be reported; how
responsib ity lor losses may be fixed on any government servant; how budgpets, demand for
erants ase crepared and submized: how public works must be sanctioned and execu:ad: how
eainmadities 2-d services may be pracured by a public authority: are all explaiaed in these
masvals waizh are updated from iime (o dme. The chalienge is 1o present a simplifiad version

2l'ihe decision-making procedure that is of interest 0 a common citizen.

333 In dew of the above, the guidelines for detailing the decision making processas are as

fciiows:

fa) Every public authority should specifically identily the major outputs/ tan@msle resulis/
serazes: goods, as applicable, that it is responsible for providing 1o the pabiic or to

whasceser is the clieni of the public authority.

i fa respac: of (2) above, the decision-making chain should be identified in -he form of
2 Huw chart explaining the rankgrade of the public functionarics invoivec in the

deczion-making process and the specific stages in the decision-making hierzrchy,

{d The powers of cach officer including powers of supervision over subsrdinates
inveivee sn the chain of decision-making must also be spelt out next to the oz chart
or i1 a smple bullet-poinied format in 2 text-box, The exceptional circumstances
whe s siandard decision-making processés mayv be overridden and by whom,
shoudd glso be explained clearly. Where decentralization of decision-making has
ocemred in order 1o grant greater autonomy to public authorities, such procedures

must alse de clearly explained.

) This casign of préseniation should then be exiended 10 cover all statulyry and
discrztinrary operations that are part of the public awhority's mandate under the AOB

rzad «sith the TOB.



h
(el tn the event of a public authority altering an existing decision-making process oc
adzating an entirely rew process, such changes must be explained-in simpic languagce

in arder 1o enable pedple 1o easily undersiand the changes made,

34 Guairelines for Scetion A(DLYiv) - *the norms set by it for the discharge of its

functions™.

341 Pritarily. the intention of this clause is that every public duthority should proactively
disclose k2 standards by which its performance should be judged. Norms may be qualitative
Or quantita:.ve in nature, or timporal or statutory norms. In order to ensure compliance with
this clause. public authorities would need 1o disclose norms for major functions that are being
performed. '

342 Citizen Charters, which are mandatory, for each central
Minisiry Thzpanmens’Authority, are good examples of vehicles creaied for laying down
norms of rarformance for major functions and for monitoring achicvemenis against those

standards.

343 Whzrever nonns have been specified for the discharge of its functions by any statute
ar goverament orders, they-sasuld be proactively disclosed, particularly linking them. with the
decision: inzking processes €3 detailed earlier. All Public Authorities should proactively

disclos ths tollowina:

4] Jefining the senvices and goods that the particular public authority/office provides

directly (or indire2:ly through any other agency/contractor).

B} Derailing and deseribing the processes by which the public can access andror
teccive the goods and services that they are entitled to. from the public
adthoritvioffice along with the torms. if any prescrbed, for use by both ihe
eoplicant and the service providing aggncy. Links 0 such forms (onling),

wherever availablz. should be given.

2b Leseribing the cordivions. criteria and, priorities under which a person becomes
e'igible for the goads and services, and conscquently the categories of puople who

ore entitled 10 receive the goods and services.
3

-



33

=

d) Defining the quantitative and tangible parameters. (weight, size, frequency et,)
and unclines. that are applicable 10 the 800ds and services tha: are aceessible to

the public, ?

&) Defining  the qualitative and quantitative outcomes thxt  each public
authonitw/affice plans 1o achieve through the goods and services that it was

obligatz 10 provide.

B Laying down individual responsibility foreproviding the goeds end services (who

is respensible for deliverv/implementation and who is responsible forsupervision).

Guidelines for Section 4(N(b)(xi)- “the budget allocated to éaca of its agency,

indicating the parriculars of all plans, proposed expenditures aad reports on

disbursements mzde,

[
[
ot

{3

b

]

U

The public athorities while disclosing their budgets shall underiake the following:

Keeping in view of the technical nature of the government budgets, il is essential that
Ministries/Departments preparc sixﬁpliﬁcd versions of their budge:s which can be
understood easily by general public and place them in public domein. Budgews and
s periodic monitoring reporis mav also be presented in a more user-friendly

manner throwgh eraphs and tables, etc.

Outcome brdget being prepared by Ministries/Departments - of Gove mment of India
should be prymjnerly displayed and be used as a basis to identify physical targets
planned during the budgetary periad and the actua] achievement vis-i-vis those
fnrgess. A monthly programme implementation calendar method of reporting being

followed in Mamataka is a useful model.

Funds releaszd to various awtonomous organizations/ statutory organizations/ attached
eifices! Publiz Sector Enterprises/ Sociciies/ NGOs/ Corporations_ete. should be put
on the websi:e on a quarerdy basis and budgets of such awhorities may be made
aceessible through links from the website of (e Ministry/Deparimem [f a subsidiary

does not havs o website then the budgets and expenditure reports of




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

Authanty.

(e} Wherever required by law or execurive instruction, sector specific allocations and
achievements of every depariment or public: authority (where' feasible) must be
highlighted. For example, budget allocation and targer focusing on gender, children,
Scheduled Tastes and Scheduted Tribes and religious minaritics should be speciatly
kighlighied The scctor-wise breakup of these targets and actual, outcomes musi be
given in simplificd form to enabie the vulnerable segments of socicly 10 better

understand the budgets of public awthorities.

kY Guidelines for Section AN (xiv) ~ details in respeet of information, available to;

or held hy it, reduced in an cleetronic form,

361 On the one hand. this clause serves as a means of- proactively disclosing the progress
made in compuicrizing information under Section 4(1)a) of the RTI Act in a perodic
manier. On the othar, it provides people with <larity about the Xinds of electronic information
that. alihough noi heled by the public authority, is available 1o them, For example the stocks of
raton available wits individual fajr price shops may not be heid by the Districi Civil Supplies

office, but may be zvailable at a subordinate formation.

362 Keeping in view ihe varied levels of computerization of records and documents in
public aathorities. data ahout records that have been digitized may be proactively disclosed
on the respective websites, excluding those records /files /information that are exernpted
under Seciion §. The data about digitized recosd may include the name of the record and any
categorization or in lcxmn used; the subject matter'and any other- informatjon that is requirdéd
w0 be compiled in rolation to a file as preseribed by Manual of Office Procedure (and 1o be
precenbed by MOP far electronic records that is under finalization by DARPG). the division/
seetion’ unit? office where ihe record is normally~ held: the person, with designation.
responsible for maivaining the record: and the life span of the record, as prescnbed in the

relevant record retention schedule,

~——
—ri-



4.0 Conpliance with Provisions ol suo ot (proactive) disclosure untler the RTI A

4.1 Lidhy Misistro/Pobliy Authoriey shall cosure that thesd guidélines are fully

operational zed within a period af 6 months from the dare ol their issue,

42 Prouciive disclosure as per these guidelines would require collating a fuiwe quantum
af informaz on and digitizing i Far this purpose. Minisiries/Public Authorities ey engayge
consultant: or ausuuree such werk n expeditiousty comply with these guidelines. For this

purpose. the planfien-plan Tunds of that department miy be wilized.

43 The Action Taken Report on the complianee of' these guidelines should be sent.
atong with tye URL link. 1o the Cemiral Information Commission soon afier the exairy of the

initid vericd of 6 monghs,

4.4 Fac* Minisin/ Public Authority should get its proactive disclosure package audited
oy third paaiy every year, The audit should cover compliance with the proactive disclosure
anidelines s well as adequacy of the iems included in the package. The asdit should
examine wsether thers are any other types of i|'1i'm'ﬁmu'm1 which could be p-oactively
dlisclosed, Such audit should be done annually and should be communicared 10 1he Central
Information Commission annaally through publication on their own websites. Fursher. the
sk of undzraking tansparency audisg may be given (o the respective Tiainirg Institnes
uiter each MintstryDepartmenizPublic Authority and across the States e Union
Veritories. “However, in o coves where training instituine exists ander the
Hnistries Trepartmenc Pubdic Dihorities the asks of underiaking transparency niding mey
£ given o cant Goverimem Training Insitnrue. ™ Al Public Awthorities should proactively

Tose the mames of e third party auditors on their websiie, For carrying out hi-d party
audit vwouzh mnside consuhtants also. Minisiries/Public Authorities should wiiize their

Hannon-plan funds,

43 Yhe Centeal Information Commission shouid exumine the third-party audit repons
tor éach Ministviublic Authority and ofter advice/recommendations 19 the concerned

“inisties! Pablic Awmhorities, .

6 Coniral Information Commission shauld carry out sample awdic of lew af the
st Pablic Authorities ench vear with regard (0 adequacy of items includec as well

e compiiang s of the Mindsiny /Public Auihorin with these vuidelines.




47 Complianee wills the proactive disclosure guidélines. its audit by third party and its
cormunication o the Central Fnformation L"nmmis,\'ibon should be included as RFD targer.

S Nodat Off.cer

S Fach Ceniral Miniswy/ Public Authiority should appoint a ‘senior oflicer noi below
the rank ol o Joint Sceretary and not below rank of Additional HOD in casc of atiached
offices for ensuring complianee with the proective disclosure vuidelines, The Nodal Olficer
would work under the supervision ol ihe Seeretary 6t the Ministry/Depariment or the HOD
el e atached office. as the case may be. Nodal Ofticers of Ministry/Department and HOO
separately should also ensue that the tormations befow the Minisiry/Depanment/Attached

Q1N e adsa discloze the information as per the prouctive disclosure vuidelines.
[ PI¢ u !

600 Annual Reparts (o Puarltanment/Legistatures

6.1 Government has issued directions to all Minii%(ricx/Dcpprﬂnwn(s W include a chapier
on BT Actin their Annual Reports submitted o the Parlioment. Detwils about compliance
with proactive disclosure guidefines should mandatorily be included in the relevant chapter

i A nual Report 2 Minisiny /Department.
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