INDIAN COUNCIL OF MEDICAL RESEARCH

No. 16/71/2011-Admn.-I1 Dated : 16.6.2011

OFFICE MEMORANDUM

Subject : Effective Implementation of RTI Act, 2005 — Setting up of RTT Cells

In pursuance of instructions issued by the Deptt of Personnel & Training vide
their OM  No. 1/12/2010-IR dt.19.5.2011(copy enclosed) on the subject mentioned
above, the Director-General, ICMR has designated Shri Ranbir Singh, PRO Div. of P&,
ICMR Hqrs. to act as “Central Point” under the overall supervision of Head (P&I) to
dispose of the work as stipulated in the OM dt. 19.5.2011 as referred to above.

This issues with the approval of Director-General, ICMR.
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Administrative Officer
for Director General



No §/122010-1R
Governmaent of India
Ministry of Persomel, PG & Pensions
Department of Personnel & Traiing

North Block, New Pelhi
N Dated: 194k May, 2011
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ﬂﬂ"ﬂ \ OFFICE MEMORANDUM

Subject: Effective Implementation of RT] Act. 2005-Setting up of RTT Cells.

The undersigned is directed to refer to this Department’s OM No.1/32/2007-IR dated 4"
November, 2007 whereby all the public authorities with more than one Public Information

Officer (PIO) were advised to create a Central Point within the organization to receive RTI
- = TN
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applications and appeals and ensure quick distribution

thereof. Experience of past five vears has
shown that there is a need to expand the scope of the Central Point so as to deal with the RT]
related issues effectively.

7. In this context a RTI Cell has been set up in the Department of Pe

(oy regrganizing the staffin Adminisirdion D
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rsonnel and ‘iraining

the following functions:

a) to receive RTI applications/ appcals/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;

¢) transfer applications not pertaining to the public authority to the concerned public

) authority:

d) maintain lists of PIOs, First Appellate Authorities and their link officers; and
e) coordinate the work relating to proactive disclosure. and the Annual Report of the
Central Information Commission etc.

A copy of the OM No. 2/10/2010 dated 9% July, 2010 detailing the roles and functions of the RT]
Cell 1s enclosed at Annexure I

-.“ 1

3. Subsequent to the setting up of the Ceil, detailed instructions were 1ssued to outline the
procedures for handling RTI applications’ appeals vide OM No 2/10/2010 dated]6™ July, 2010
(Annexure [I). This cell has been functioning for the last 9 months and has resulted in better
compliance with the provisions of the RTI Act, 2005,
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4 It is recommended that Ministries: Departmients may set up RT1 Cells 1o streambine the
receipl and disposal of RTI Applications. They may use the arrangements made by DoPT vide
OMs referred to above with suitable modifications.

5. Ministries/ Departments may also avail of a one-time grant of up to Rs. 50,000.00 for
procuring a computer along with a printer und scanner facility for RTI Cells under the Centrally
Sponsored Plan Scheme “Improving  tansparency  and accountability through Effective
Implementation of RTI™ heing implemented by 1his Depaniment.  Balance expenditure may be
met by the Ministries /departments from their own funds. Central Public Authorities may send
detailed proposals as per proforma in ‘Annexure (11" to Deputy Secretary (IR), Room Mo, 280,
North Block, New Delhi -1 10001, Telefax: 23093074, email psdrti-dopt@uic |

6. The status of setting up of RTT Cells by all Central Public Authorities
intimated to this department by 31 July, 2011

Director

Aepactments of the Government of India.
Fublic  Service  CommissionLok  Sabha Secretariat/Bajya  Sabha
Secretariat/Cabinet  Secretarist!  Centrs Vigilance Commission / President's
secretariat’ Vice-Pres Minister's Office/Planning
Commission/Election Commission.
3. Central Information Commission.
Staff Selection Commission, CGO Complex, New Delhi,
Otfice of the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar Marg,
New Delhi.
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MMEDIATE  ANNE RURE -
NG.2/10/2010-CR 3

Government of India
Ministry of Persannel, Public Grevances & Pensions
Department of P&mmn&s & Training

Norh Block New Delhi
Cated 9" July, 2010

Setting-up of RTI Gei% in the Department of Personne! and
Training : Composition and functions.

rengthen the system of RT| implementation in the
Personnel and Training, a RTI Cell has been set up. The RTI
Cell shall act as a nﬁda! point for all RT implementation issues within the
Baﬁaﬁmani The Cell is hosted in the Administration Division and is headed

m&drmnmﬂaﬂ} under overall supervision of

2. The RTI Cell will perform the following functions:

. The Cell will be 3 &ﬂg,& reference point to receive applications.
appeals, complaints and decisions of the Central Information Commission;

. The Cell will ensure upieading of all applications. and appeals recei
by it on the RTI-MIS;

iik A% replies to RT| reque

by R&
for damsﬁ‘k uf itional

and decisions of CIC on

egate applications and appeals mﬂa%nmg to life and
%he am& to the mamm@d (;P’if:i without delay so that -

necihied %tm ﬁtdﬁ

ﬁh&y can h& }

Vi, Th& G@ﬂ will transfer applications not pertaining to this Department to
iy e '* atﬁh Wﬁ?;




wil. Coordination for the Department regarding.
« Proaciive disclosures under Section 4.

= Systemic changes that can be infroduced to reduce the
number of quenes on a particular area/process

* Formulation of FAQs on information that can be accessed
from the Depariment:

« Information dissemination through the information Facilitetion

= Maintaining lists of CPIOs, FAAs and fink officers;
» Annual Report

of the CIC;

vill. - Preparation of periodic monitoring répoﬁs regarding disposal of RT|

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

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

Copy to ;-

Copy for information to -

EQ&SS
AS(5&Y)
J3(E)
JS(ATBA)
JS(Trg.)
J5(Vig)
Secretary, PESB
PPS to Secretary(P)

badned b g ol o e
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IMMEDIATE
No.2/10/2000-CR
Government of India '
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

L P T=

Neorth Block, New Delhl
Doted 16% july, 2010

Subject: Streamiining Receipt, Disposal and foliow-up of RTl requests and
Appeals.

1.0 W5 noted that the receipt, foliow

~JD and monitoring systern for RTI
requests and gppeals s not sireamiined which hos resulted in lote

dispost of such requests and on many occasions i has alo invited
displeasure of the Central information Commsioner [CIC)

2.0 An BT Cel has been et up under the charge of US {Adminisiration] 1o
coordinate ol work relating fo disposol of BT request and appeals and
its funciions have been detailed vide OM No. 2/10/2010-CR dated 7
duly, 2010, In continuation

n of the aforesaid OM detalted instructions for
deagling with RTl Reguests ond or

appeack ae given here under which
néed to be scrupulously followed by dll concermned,
Recelpt of BTl Applicalions

4.1 BTl Reguests are received in this Department through following means

3.0

ig] Cirect receipt in the Central Receipt (CR) Section;
() Clhractly received by the concemed CPRIOs,

] Received by Senior Officers s reference from ofmer Depariments
or from ofher Public Authorifies especially, PMO ana ©
Secretariot

abined

32

s 5 received by any officer or in any

tely serd to 50 (RTI Cell), clong with the
payment, # any, enciosed. This will apply even to the applications
received by the CPIOs

&%ﬁ&% it w;!ﬁ m immed

33 BN Cel wil nondie the oppicalions in the oilowing manner
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It an 87 reques! does rol concerr 3 Twouid rrmadialol e
58N 10 he concerned pubi- auttonity,  Such croses wil be
fincized by US |Adrnistration),  wha oY  corsalt Dvecior
iAdministration) os per need. However, sucr

corsuohions shoula
be done on on urgent Hoss and nat in Q rovting monrer.

In case, informatfion pergins 1o DOPT and one ofher Publc
Authorty, part that concems the oiher Pubific Aulkority would be

frarsterred 1o them by Rl Cell at the level of US (Admerustration),

I case, part of the information pertairs fo DOET and remaining
port partains 1o move than ore Pubic Authority, further processing
will be made only regarding the part that congarns DOPT and o
per existing instructions applicant will be nformed to make o

seporate request 10 concerned Public Authorities of his/hier own
v,

Rl Cell would examine that comect tee [by corect mode] has
been received. In case it s not 5o, the application would be
retumed with the remarks that It may be resubmitted giong with
covrac! e §b"y' correch m%&}

For applications where corect fee hos been submiiied the faa will
be deposited by RN Cell and receip! abtained, Thereafter:

]| If fhe RTl application concerns only one CPIO it would be
marked to the concermed CPIC along with the fes receipt

fter making necessary enfries into the RT-08, Tnereafier,
the appiicalion would be handied under the relevant
provisions of BTl Act by the concermed CPIO.

lif W the infarmation scught from DoPT concems mare an one

CPIO, the originial application would be enfered inio the BT.
MIS and thereatter, separaie copies would be marked to
he relevont CPIOs who would then handle them as
independent R opplication. in these cases the fee recept

will be sent to 1he CPIO dedling with the first oart of aquary,

fi] In ol coses o unique RN Registralion number wil be
generated, which wil enable monitoring 1l the application
Is disposed off. In case, paris of one application i being sent
fo more than cre CPIO, unique numbear wil be generaied




3.4

KL

4.0

ior eoch of the o Howeve

Iy Such

ohoCones nombedng
would o& such thal 1 wewz be possitle 10 0nk all ine par's
together

U may De renergted thal vide Order N2/ 2010-CR cated 7/6/2010, ¢
has Deen aid down that no CRIO will refuse ‘o accept an apolication
which has bean marked fo them by e Coordination Section inow w17
cefl]. In cosa this happens, RT Call would immediately biing this to the
notice of Diector |Adminisirction) who will take furtner Y EsL Oy
aclion urgently and It needed, bring it to the nofice of the higher
outnorities o3 mentioned in the cloresoid Order. Such cases of refusal

by CPIO would be viewed exiremely serlousty and may result in
disciplinary ¢ ;

However, in cose a CPIC & genuinely aggrdeved with wrong marking of
an KTl request, he will personclly bring 1t fo the notice of Drecior
{Adminisirafion] who will either refuse the request or agree to fransfer
fin tull or o part of} the RY| request to another CPRIO |s), If a change is

made, the application will be routed again through 2T cell which wili
moke neceassary corections in the RT-MIS. It 5. however, raitergied thal
til the fime the application [or o part therect) s fransfened o another
CPIO by the RT| cel, the CPIO fo whom It wes originally

coniinue 1o remain responsibie,

Disposal of RTI applicalions by CPIOs

morked wili

la] The concerned CPIO would hondie the RTI reguest os per the
provisions of the Act/Rules and once the reply i ready 1o be sert,
enfry wii be made into the RTMIS and the reply w -
uplooaded, An intimgiion will autormaotically reach the BT cell, s
soon s the above 5 done, BN cell will not dispateh BT letiers /
replies unless this infimafion is received ihrough the sysiem.

Afier relevan! entry B made in fhe RTHMIS, the CPID will keep he
repty in the envelope and detalls of the BT Regisiration no. ond
nature of feply elc. wouid be supencriped on the enwvelope,
Director {Adminishotion) will be providing specia envelopes
{colled RN envelopes] to of CPIOs ond AAs and ol

conespondence with appicants will be maolled In these
enveiopes.




50

icl These envelopes wil be tenl to the BT Sell o who wil herente

ensufe depalch of these replies freugh BA!D el gy e ne
established procecure and make NBCEssaY Sntry inte the BT-aai0
regarding dispatch dols and meagns.

In order 1o ersure thal the lime limivs for distrozai of applicalions
are met, CPIOs {and A43) are required o w@nd the replies 1o £
cell af leas! 2 days beiore the deadline.

it & possible that additional fee s required to be paid belore o
requast can be entertained. The concemed CPIO will make
relevard snfry info the RTIMES which would result in o slandord
letter being generated thraugh the sofhware giving i delait of
the BTl query as well os additional fee o be deposited, This iefler
be sent to RNl Cell for further dispateh. Such additional fee
enever received (either directly by the CPIO or through CR
Ee@hcm] will ogain be send to BTl Cell who will thereafier deposit
this with the Caosh Section and update the RTL-MIS accordingty,
Thereafter, the intimation of receipt of additiongl fee will be sent
fo the concemed CPIO for further action In the matier.

I} In some cases, an inferim reply Is sent fo the opplicant, Although
these communications will aiso be dispotched through BT Cel, no
entry info fhe RTEMIS will be made regarding such interm replies,

Recelpt and Disposal of RTI Appeals

The systermn for receiving and handiing the opp

el will be simpler as in
such cases the name of the Appellale autharity [AA) s known 1o the RTI

applicant and no payment of fee & Involved,
fa] As ond when on appeal is received by an AA, s/he wil make
necessary entry info fne RTEMIE and will handie it s per the
provisions of the Acl/ Fules.

padl is received directly in the CR Section or by an officer
whio is mi the concemed AA, all such references will be sent 1o
the BTt Call who will make necesary entry inte RTI MIS and iorward

i fo the concemed AA for taking necessary action.

ic] I cose apped is received fnrough e-mall, @ print out wiil be taken
and endry will be mode into the RTLME and thereafter it wouid be
d ke ony other appedl received through post.

e ¥ i



el On dsposal of appess pracadue for nonding them wouid
the same o5 getadad for disposatl of BT applications

LA

&0  Monlioring of RTI applic alions and appeals

Time imits have been prescrioed under {he BT ac

1 and rules regarding
disposal of BT appiicohons ond apoeci and ok the CF iOs and Ak; cre

supecied o adhere 1o them, kTl cell wouls gererate
(9} Exception reports of coses where disposal has nof peen rmade
within 25 days of the recest of RT reguest and uppﬁr;ls Trese
would be posted on the Inlta—ta0P, so that 1Ss anc other
supervisory officers may also follow up with the concermed CPIO

A monthly report of.all RT requests received and disposed off

during the month with a comparmiive picture. Tnese repaorts will
also be posted on the Intra S0P,

(€] A guorterly report regarding disposal and receipts including CPIC
wise analysis of disposal,

(d}  Annual Reports o5 prescribed by the CIC.

7.0 Tnis systemn of centralzed management of BTl appli cations/ appeals wil
be followed by all divisions locoted in Norh Block., As for as ofiices

ocated in JNU Comious [T Q Division] or Lok Nayvok Browon are
concermed, they wil confinue fo handle the RY requests and appeals
as per cumen! amongements. However oll the opplications and

!0'

peals would necessarly be entered info the RTIHMIS so that comect

e of receipts and disposaks for the depariment may olways be
o -d,

8.0

fuctions will come info effect rom 1 August 2010, Prior to fhol,
bnef fraining session will be orgonized by the BTl cell with the
cooperation of NIC, to demonstrate the working of the RTI-MIS and fo
remove doubts, it any, about the procedure detalled above

0 Thess instructions issue with the approval of Secratary P, / ‘
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All the CRIC ofhicers/Desks/Sechtns in Depariment of Personnet & Tianing

Al the appeliate Authigrities /O

epariment of Personnel & Training
Capy for informatio

AS(SEVI
(e
IS(ATEA)

2.
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4.

5. BS{rgl
7

8.




Anmexure “fi°
B )

Apphication Proforma
Centrally Sponsored Scheme on Improving Transparency and Accountability
in government through effective implementation of
Right to Information

Ta be submitted in Five camee T

_The format given below should neatiy typed on separaie cheets grven iletn-wise information

| AApplication in an incomplete form will not be enterlained

e -

ment for which assistance sought

. | Setting up of RTI Cells
" 2 | Public Authority (Min/Deptt/ Attached / Subordinate Office) T

_B. Details of Tustitution
1| Name of the Institution

(2. | Particulars of the Institution .
Complete postal address _ . |

3 Particulars of Nodal Officer i

i | Designation
i Tel and Fax

Details of items o be_procured

3. | Detailed estimates of expenditure

as ¢ ble and the grant assessed on the basis of these cstimates,
they shall not be modified by the institution without prior approval
§ % of the sanctioni thory

rtaking that once the estimates of expenditure are approved %

f};;% atiiory ¥ Qf Ihe W %




