Annexure -t

SECTION -4, RTIACT

Section- 4(1} Every public autharity shall—

(a) maintain zll its records duly catalogued and indexed in a manner and the
which facilitates the right to information under this Act and ensure t
records that are appropriate to be computerised are, within a reascnakh
and subject to avallability of resources, computerised and connected thre
network all over the country on different systems so that access to such rec:
facilitated;

{b) Publish the following :

(i}

)]
{iii)
{iv}
(v)
(vi)

(vii)

{viii)

(i

ix}

()

the particulars of its organisation, functions and duties;
the powers and duties of its officers and employees;

the procedure followed in the decision making process, including
channels of supervision and accountability;

the norms set by it for the discharge of its functions;

the rules, regulations, instructions, manuals and records, heid by il cr
under its contro! or used by its employees for dischargng its
functions;

a statement of the categories of decuments 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 refation to the
formulation of its policy or implementaticn thereof;

a statement of the boards, councils, committees and other badies
consisting of two or more persons canstituted as its part or for the
purpose of its advice, and as to whether meetings of those boeards,
cauncils, 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 remunerstion received by each of its officers and
employees, including the system of compensation as provided in its
regulations;

the budget alidcated to each of Its agency, indicating the particulars
of all plans, proposed expanditires and reports on disbursements
made;



(2

(3)

(4}

{xit} the mannel of execution of subsidy programmes, including the >
amounts allocated and the details of weneficiaries of such
programmes;

{xiit) particulers of recipients of concessions, permits of authorisaticns
granted by it}

[xIv} details in respect of the information, available to ©f held by it,
reduced in an electronic form;

{xv] the particulars of facilities avallable 1o citizens  fof obtaining
information, including the working hours of a library of reading room,
if maintained for public use:

(xvi) the names, designations and other particulars of the Public
information Officers;

bevily such other information as may be prescribed and thereafter update
these publications every year,

{a] publish all relevant facts while formulating impartant policies  of
announcing the decisions which affect public;

{d} provide reasons for lts administrative o quasi-;udicia! decisions 19 affected
persons.

Every public authority to take steps in accordance with the requirements
of clause (b} of sub-section (1) to provide as rauch information syo-rmciu 10
the public at regular intervals through various means of communications,
Including internet, 30 that the public have minimum resart to the use of
this Act 2o obtain information.

gvary information shall be disseminated widely and in such form and
manner which 1 gasily accessible to the public.

Al materials shall be disseminated taking into consideraticn the cost
effectiveness, local language ang the most effective method of
communication in that local area and the information gnould be easily
accessible, to the extent possible i electronic format with the Central
public information Officer or State putlic Informaticn Officer, a5 the case
may be, avaitable free orat such cost of the medium or the print cost price
as may be preseribed.

Explanation - v dissem nated” means making known of 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.
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Suo-Motu Disclosure — Key features as mentioned in DotT OM dated 15.04.2013.

Every public authority is required to take steps to provide as much information sL0

. motu to the public at regular intervals through various means of communication, 0 thatthe
public have minimum resort 1o use the Actto obtain information

2.

ili.

vi.

following further guidelines have been provided this regard

information relating to procurement made by Public authorities inclucing
putlication ot noticeftender enquiries; corrigenda therec™, and details of bid awards
detailing the namé of the suppier of goods/services peing procured of the works
coniracts entered or any such combination of these and the rate and total amount at
which such procurement or works contract is to be done should be disclosed.
Howaver information about procurement which fall within the purview of Section 8
of the RTL Act would be exempt.

public Private Partnerships - If Public services are proposed 10 be provided through 8
public Private partnership {PPP), all information relating 1o the ppps must be
disclosed in the public domain by the public Authority entering into the PPP
contract/concession agreement. The dotuments exempted from disclosure under
the provisions of RT! Act would not be disclosed suo Mot

Transfer Policy and Transfer Orders Transfer policy for different grades/cadres of
employees serving in public Authority should be proactively disclosad. Al gransfer
orders should be publicized. This would not be applicable in cases of transfers made
keeping in view sovereignty, integrity, security, strateglc, scientific or economic
interests of the State and the exemptions covered under saction B of the Act.

RTI Applications - Jo disciose RTI applications and appeals received and their
responses, on the websites, with search facility based o7 key words.

To proactivelv disclose the CR&AG & PAC paras and the Action Taken Repoits {ATRS}
only after these have been laid on the yaple of both the houses af the parliament.
However, CBAG paras dealing with information abcut the issues of sovergignty.
integrity, security, strategic, scientific or economic interests of the s{ate and
informatich covered under section 8 of the RT! Act wou!d be exempt.

Citizens Charter should be proactively disclosed and §iX monthly report an the



vii.

vill,

Xi.

xil,

xiil.

XV,

performance against the benchmarks set in Citizens Charter chould also be displayed
on the website.

Al discretionary Incn-discretionary grants/ allocaticns o state goverr-men:s!
NGOsfOther institutions by M'm'lstrnyepartment should be placed on the website of
the MinistryiDepartment concerned.

To proactively disclose the details of foreign and domestic official tours undertaxen
by the Minister(s) and officials of the rank of Joint Secretary 1o the Goverament of
India and abave and Heads of pepariments. The disclosures may pe updated oncé
gvery quarter.

information {0 be disclosed proaciively may contain nature of the official tour,
places visited, the period, number of people included In the official delegation and
total cost of such travel undertaken. This would not apply 1@ secunty and
intelligence organizations.

All entitlaments to citizens and all transactions between the citizen and government
pe gradually made available through computer based interface. Websites should
contain detailed information from the point of origin to the point of delivery of
entitiements/services provided to cltizens. Orders of the public authority should be
uploaded on the website Immediately after they have been issuad. Website should
contain ail the relevant Acts, Rules, forms and othel documeants which are narmally
accessed by citizens.

websites shouid have detailed directory of key contacts, detalis of officials of the
public Authority.

Every webpage displaying information oF data proactively disclosed under the RTI
Act sheculd, on the top right comer, display the mandatory field ‘Date last updated
{DD/MM/YYY.

The elements of information listed in the various sub-clauses of 5ection a{1){p} must
be disclosed in an intdgrated manner. for example, the functions and respensibilities
of a public authority cannot be understood in isolation from the powers and
functions of its employees, the norms that inform its decision making processes and
the rutes, instructions and manuals that are used in the discharge of its functicns.

Defining the services and goods provided directly (or indirectly through an other
agancy]contractor).

)
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Detailing and describing the processes by which the public can access and/of receive
the gocus and Services that they 3fé entitled o, from the public authori.w."cfﬂce
along with the forms, if any prescﬂbed, for use Dy poth the applicant and the service
praviding agency. Lirks to such forms {ontine), should be given.

Laying down individual responsibility for providing the goods and services fvsho is
respensible for deliueryfimplementat‘.on and who is responsibie for supervision}.

Keeping in view of the yechnical nature of the government budgets, {13 essential 10
prepare simplified yersions of budgels which can be understoot easily By general
public and place them in public domain.

Funds released @ varlous aytonomous organlzations/ statutory organizat'lonsf
attached offices/ Public sector Enterprises/ societies/ NGOs/ Corporaticns ete.
should be put on the website on 8 guarterly pasis and budgets of such authorities
may be made accessible through finks from the website of the Department

Wherever required by faw OT executive jastructions, sector speciflc allocations and
achievernents must be highlighted where feasible.

Guldalines for section 4(1]\b}(xiv) — details in respect of informaticen, available to OF
held by it reduced in an electronic form.

Keeping in vlew the varied tevels of computerization of records and documants in
public authorities, data about records that have been digisized may be proactively

disclosed on the respective wehbsites, excluging those records ffiles [information
that are exempted under Section 8.

Gettng proactive disclosure package audited by Third Party -



