No.A.60011/22/2014-FTS-216004/2014-RTI Cell
Government of India
Ministry of Health & Family Welfare
Department of Health & Family Welfare
(RTI Cell)

Nirman Bhawan, New Delhi-1 10108
Dated;) | A)_gtober, 2014

OFEICE MEMORANDUM
/
Subject: - Impleméntation of Suo-Motu disclosure under Section 4 of RTI Act, 2005 — issue of
guidelines regarding.

The undersigned is directed to forward a copy of DOP&T’s OM No. 1/6/2011-IR dated
. 22/09/2014 on the above mentioned subject.

2. Attention is invited to RTI Cell’s OM No. A-60012/12/2012-RT1 Cell dated 25/04/2012 and
OM No. A-60011/22/2012-RTI Cell dated 14/05/2013, 25/03/2014, 30/05/2014 (copies enclosed)
whereby all the Senior Officers/Appellate Authorities/CPIOs and other equivalent officers of this
Department had been requested for implementation of the Suo-Motu guidelines of DOPT and also
asked to submiit their report to RTI Cell within a period of one month, However, it has been observed
that even after one year, these guidelines have not been complied by most of the Divisions/Sections
and others have not uploaded, the complete information of their Division/Section concerned, as the
Web-page of this Department is not reflecting the complete Suo-Motu information of the work being
done by each of the Divisions/Sections of this Ministry.

3. All the Joint Secretaries, therefore, are requested to kindly issue necessary instructions to all
the Appellate Authorities (Directors/DS fevel/CP1Os) under their control for full implementation of

—~

{)\t,_,\--{'f'). DOPT’s guidelines by uploading the Suo-Motu information of their Division/Section concerned
&F \\T\\\\’ (copy enclosed) on the website of the Ministry of Health and Family Welfare i.e. www.mohfw.nic.in
7 _
\ i

M
reference URL-E-Citizen/Tender —-» Right to Information —» RTI Act for Ministry and also

advise them to send a copy of the same to RTI Section to enable them to submit a report to the
Secretary (MoHFW) for his review. For uploading the information on the Ministry’s website, please
contact Shri G. Narayan, Director (BoP) and Web Information Manager.

\

5

) ,
O@(B o "'.w(-i{.(:' Wiy

/ (Rajeev Kumar)ﬂ
\® W\ Director

All Joint Secretaries under the Ministry of Health and Family Welfare, Nirman Bhawan (As per list
enclosed). :

V‘l ,@:}J y forwarded:

\? v A. All Nodal Officers of Autonomous Organization/PSUs under‘l)epa .ment-o{lﬁgalth and

, Y< Family Welfare, New Delhi. w3 & X € \@'S}oﬁ \D‘{iv—:ﬂ )t}a-,&,{l“‘ wied yalAg e, L
L

: Dmtaennd TR Ve AnA) T TS 0 e
O 2. DGHS, Nirman Bhawaﬁ‘ﬁew Delhi with a reqs%st to bring the enclose guidelines to the

notice of all concerned officers in Directorate and subordinate officers for compliance and further

necessary action.
3l NIC for uploading this D.O. letter on the website / portal of the Ministry of Health and

Family Welfare.
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15 | Particulars of facilities available to citizens for obtaining Information Facilitation Counter | W&PG
information including the working hours of a library or
reading room, if maintained for public use

16 | The names, designations and other particulars of the Public | List of CPIOs -RTI Cell
Information Officers

17 | Such other information as may be prescribed ¢ Other information - All Sections/Divisions

® Matter related to Public | - W&PG Section
Grievance

18 | Information related to procurement Procurement EPW

19 | Public Private Patnerships Health Insurance

20 | Transfer Policy and Transfer Orders Administrative matter Estt. Vigilance & CHS

21 | RTl applications RTI applications and their replies | all Sections/Divisions

22 | CAG&PAC Paras Budget

23 | Citizens Charter Welfare &PG

24 | Discretionary and Non-discretionary grants Grants Section

25 | Foreign tours of PM/Minister

Foreign / Domestic Tour

1H/IC
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Government of India

o0 T V57ery Ministry of Personnel, PG & Pensions
é’_ 1y &Y \\ * B Department of Personne! Training
... FIS No.... .o,

A Riugh g ) 9 ”7 North Block, New Delhi-110001
‘-'%mm Ol 1 Dated 22" September, 2014
Xor.... / o ~ OFFICE MEMORANDUM

Sub: Guidelines on implementation of suo-motu disclosure under Section 4 of RTl Act,
2005 — Compliance of.

Attention is invited to this Departments O.M. of even no. dated 15.4.2013 and

subseqduent reminder dated 10.12.2013 on the subject mentioned above. -

2. In that O.M., it was mentioned that each Ministry/Public Authority shall ensure that the
guidelines for suo motu disclosure under RTI are fully operationalised within a period of 6
months from the date of their issuance i.e. 15.04.2013. It was also mentioned that the Action
Taken Report on the compliance of guidelines should be sent, alongwith the URL link, to the
DoPT and the Central Information Commission soon after the expiry of the initial period of the 6
months. It has been noticed that most of the Ministries/Departments/Public Authorities have not
sent the compliance report/Action Taken Report to this Department and Central Information

Commission.

3. It was required that each Ministry/Public Authority should get its Troactive disclosure
package audited by third party every year and such audit should be cor amunicated to the CIC
through publication on their own website. It has been noticed that mo~4t of the Ministries/Public
Authorities have not yet got their proactive disclosure package auditsd by a third party.

4. It is once again requested that the guidelines r jentioned in O.M. dated 15.4.2013 be
complied with and the proactive disclosure packar e pe got audited by 2 third party. The
corapliance report may be sent to this Departmen* and the Central Informatjon Commission, at
the earliest.

’9164184/'7%‘ A pa"’“‘;\g V{)euﬁz\'»ﬁ : ( Kundra)
v "~ Joint Secretary
f.t.'[.‘) , ) Tel. 2309 4276

Ml the Ministries / Departm’ s of the Government of India. .
00\"2- Union Public Service C ,mmission /lok Sabha Sect/ Rajya Sabdha Secretariat/Cabinet
’i} Secretariall Central ' figijance Commission/ Presidents Seaetariat/ Vice-President's
(V- Secretariat/ Prime M’ yiciar's Office/ Planning Commission/ElectionCommission.

. (Eentrai Info_r matior + Commission/ Stste Information Commisions.
"/\ 3 io H}e Comptrr Sller &Auditor Gensral of India, 10, Bahatur S_hah Zafar Marg, New Delk.
*?"\6' All offiers/Dr ssks/Sections, DOPET and Department of7ension & Pensioners Weifars-

Cop'y to: CF ief Secretaries of all theStates/UTs



No.A-60012/12/2012-RTI Cell L q/l 1
Government of India L,
Ministry of Health & Family Welfare
Department of Health & Family Welfare

L 201134
A Nirman Bhawan, New Delhi
\ - the 25' April, 2012

OFFICE MEMORANDUM

Subject: Maintenance of records in consonance with Section 4 of the RTl Act-reg.

-

The undersigned is directed to invite attention of all Senior Officers/Appeliate
Authorities/CP1Os in the Ministry to the provisions of Section 4 of RTI Act, 2005.

2. This Section provides that “every public authority shall maintain all its records
duly catalogued and indexed, providing as much information suo motu to the public
in accordance with the requirements of clause (b) of sub-section (1) and

dissemination of every information widely and in such form and manner which is

easily accessible to the public”
< It has been observed that the above said provisions are not being complied with in
the Ministry.

4. It is also brought to notice of all concerned that the Central Information Commission
has also highlighted this fact in a case that “the systematic failure in maintenance of records
is resulting in supply of incomplete and misleading information and that such failure is due
to the fact that the public authorities do not adhere to the mandate of Section 4(1)(a) of the
RT! Act” “The Commission has also pointed out that such a default could qualify for
payment of compensation to the complainant. Section 19(8)(b) of the Act gives power to the
Commission to require the concerned public authority to compensate the complainant for
any loss suffered. Proper maintenance of records is vital for the success of the Right to
Information Act but many public authorities have not paid due attention to the issue despite

instructions issued by DOP&T".
5. All the Senior Officers/Appeliate Authorities/CPIOS and other equivalent officers are
requested to comply with the provisions of Section 4 of the RTI Act. By implementation of

this provision maximum information of the Ministry would be available on the website/
internet link of the Ministry and would help in reducing the number of application under the

RTI Act and facilitate the work of CPIOs and FAAs.

A report of compliance of the aforesaid provisions of RT! Act is required to be
|

(S. K. Ra“%zm

Joint Secreﬁm
. All Senior Officers in the Ministry.

2. All Appeliate Authorities (Directors/DS or equivalent Officers), D/o H&FW.
3. All the CPIQs in Department of Health & Family Welfare.

6.
furnished by every CPIO to RTI Cell within a period of one month.

Copy forwarded for taking similar action to:-

JDGHS, M/o Health & Family Welfare, Nirman Bhawan.



k —’_7 GV % NI A\

No.A-16611/22/201 ell
Government of India
Ministry of Health & Family Welfare
Department of Health & Family Welfare
ekt dr i

P Nirman Bhawdg. New Delhi
- the!3 May, 2013
“Tai

OFFICE MEMORANDUM
= NMEMORANDUM

Subject: Implementation of Suo-Moty disclosure under Section 4 of RT] Act, 2005 .
- .-"issue of guidelines regarding. -

y : T, T 4 ..

The undersigned is directed to forward a copy of DOP&T's OM No.1/6/2011-IR
. dated 15.4.2013 under which they have circulated the detaileg guidelines for
Implementation of Suo-Motu disclosure under Section 4 of RTI Act, 2005 for compliance.

i -

It is highlighted that based on the report of the Task Force! const@ied by the

Attention is also invited to RTI Cell's OM No.A-60012/12/2012-RTI Cell dated
25.4.2012 (copy enclosed for ready reference) requesting all the Senior Officers /
Appellate-Authorities/CPlOs and other equivalent officers to comply with 1h_e prov_is!'ons

All CPIOs/First Appellate Authorities are requested that necessary steps: may
kindly be taken immediately to comply with the enclosed guidelines so that the

compliance report could be sent to DOP&T and CIC by the stipulated time.

Encl.: 16 pages : .
' _, (G R Khe 1)

Deputy Secretary & Nodal Officer 1)

All Appeliate Authbrities (Directors/DS_or equivalent Officers), D/o H&FW.
All CPIOs in Department of Health & Family Welfare,

:0py forwarded to:

1. Al Joint Secretariesf@CNENCD(Stats)/DDG(Stats)/ Deputy Commissioners/
Assistant Commissioner/Joint Directors _
2. All Heads of Autonomous Bodies/PSUs under Department of Health & Family

Welfare '
3. DGHS, Nirman Bhawan, New Delhi — with a request to bring the enclpsed
guidelines to the notice of all concerned officers in Directorate and sub-ordlnate

. Offices for compliance agd further necessary action.
4. NIC for uploading this OM on the Website/portal of M/o H&FW.



No.A.60011/22/2012-RTI Cell
Government of India

Ministry of Health & Family Welfare
(RTI Cell)

i kk

Nirman Bhawan, New Delhi-110011
Dated 2 §\3\\~‘1

OFFICE MEMORANDUM

Subject: Implementation of Suo-Motu disclosure under Section 4 of the RTI
Act, 2005

Reference is invited to this Ministry's O.M of even number dated
14.05.13 wherein all the Appellate Authorities/CPIOs were requested to
comply with the guidelines/directionsfinstructions of Suo Motu disclosure
under Section 4 of the RTI Act, 2005 as per DoPT's O.M No.1/6/2011-IR,
dated 15.4.13. It has been observed that some of the CPIOs/Appellate
Authorities of this Ministry have not yet uploaded information of Suo-Motu
under Section 4 of the RTI Act, 2005

2 Al CPI0s/Appellate Authorities are once again requested that necessary
steps may kindly be taken immediately to comply with the DoPT’s guidelines
of Suo Motu disclosure under Section 4 of the RTI Act, 2005

%&[ o'g(l"t
(G.R.KHETARPAL)

Deputy Secretary to the Govt.Xof India
Tel.No.011-23062791

All Appellate Authorities under Ministry of Health &FW, Nirman Bhawan,New Delhi
All CPI1Os under Ministry of Health &FW, Nirman Bhawan,New Delhi
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D.NO. A 60011/22/2012-RTI Cell
Government of India
Ministry of Health and Family Welfare
Department of Health and F.W.

RTI Cell
Nirman Bhawan, New Delhi-110108.
i Dated: 12.05.2014
‘-':\j,:', \ .:;;;
3 OFFICE MEMORANDUM

ubjegg;_,,Squotu disclosure under Section 4 of the RTI Act, 2005- DoPT’s guidelines

™ regarding,

The undersigned is directed to refer to the guidelines of Department of Personnel &
Training (DOPT)’S circulated vide O.M. No. 1/6/2011-IR dated 15.04.2013 (copy enclosed) on
the above subject whereby Section 4(1)(b) of the RTI Act lays down the information. which
should be disclosed by Public Authorities on a Suo Motu or proactive basis. Section 4(2) and
Section 4 (3) prescribe the method of dissemination of this information. The purpose of Suo
"Motu disclosures under Section 4 is to place large amount of information in the public domain
on a proactive basis to make the functioning of the Public Authorities more transparent and also

to reduce the need for filling individual RTI applications.

The DOP&T vide their aforesaid OM dated 15.4.2013 had circulated the guidelines and
) Z S/ directed all the Public Authorities to ensure that these guidelines are fully operational within a
period of 6 months from the date of its issue.

Accordingly, the. RTI cell had requested all the senior Officers/Appellate Authorities/
CPle and other equivalent officers of this Department vide their O.M of even no. dated
140422013 (copy enclosed) for implementation of the said guidelines of DOPT and also asked
to submit their report to RTI Cell within a period of one month. However, it has been observed
that even after one year, these guidelines have not been complied by some of the
Divisions/Sections and others have not uploaded, the complete information of their
Division/Section concerned, as the Web-page of this Department is not reflecting the complete
Suo-Motu information of the work being done by each of the Divisions/Sections of this

Ministry.

2. All the Joint Secretaries, therefore, are requested to kindly issue necessary instruction to
all the Appellate Authorities (Directors/DS level/CPIOs) under their control for fully
implementation of DOPT’s guidelines by uploading the Sou-Motu information of their

Division/Section concemn on the website of the Ministry and also advise them to send a copy
of the same to RTI Section to enable them to submit a report to the Secretary (MoHFW) for his

review,

All Joint Secretaries under the Ministry of Health and F.W., Nirman Bhawan (As per list

enclosed).
Copy forwarded:
I All Nodal Officers of Autonomous Organization /PSUs under Department of Health and
F.W., New Delhi.
2. DGHS, Nirman Bhawan, New Delhi with a request to bring the enclosed guidelines to
the notice of all notice of all concerned officers in Directorate and subordinate officers

for compliance and further necessary action.
3. NIC for uploading this D.O. letter on the website / portal of the Ministry of Health &

F.w.



dal Officers of Autonomous organisations/PSUs
.

Dr.A.C.Dhariwal,

Director.

Directorate of National Vector Borne.
Disease Control Programme,

22, Sham Nath Marg, Dethi-54

Shri A.K.Adhikari,
Director,

Central Food Laboratory,
3, Kvd Street
Kolkatta-700016

West Bengal

e

i
|
|
|
!

|
|
i
|
i
I
t
|
|
1
l
|
|
I..

Shri G.P.Sharma.
Director

IFood Research & Standarisation Laboratory

Indirapuram
Ahinsakhand -2
Near CISF
Ghaziabad-201014

Dr. D.Ram, Director

Central Institute of Psychiatry
Kanke.

Ranchi-834006

Jharkhand

Shri TS .R'u.\- i l\:muu B

Jawaharlal Institute of Post Graduate Medical Education |

and Rescarch.
Institution of National Importance.

| Dhanvanui Nagar.

Puducherry-603006

Shri Rakesh Kumar Rishi
Budget & Finance Officer

Central Drugs Laboratory

3. Kyd Street

Kolkatta-700016

West Bengal

Mrs. Archna Mudgal,
Registrar-Cum-Secretary,
Pharmacy Counctl of India,
Combined Council Building.
Kotla Road. Awam-E-Galib Marg.
Temple Lane, New Delhi-2




e

10

Shri Yogesh Chawla,
Director,

| Old SHE Building,

Kairon Block,
PGIMER, Sector-12 .
Chandigarh-160012.

' l)r.B.Scm

Director

Pasteur Institute of India PII.
Coonoor,

Nilgris-643103

Shri J. K. Das

Shri A.G.Ahangar.

Director,

North Eastern Indira Gandhi Regional Institute of Health
& Medical Sciences Dhankheli. Opp. Law College.
Shillong-793001

Director,

National Institute of Health & Family Welfare, New
Mehrauli Road.

Munirka, New Delhi-57

Dr.P.Satish Chandra,

Director,
National Institute of Mental Health & Neuro Sciences
(NIMHANS).

NIMHANS, Bangalore-560029

14

Shri S.K.Sharma

Budget & Finance Officer

National Institute of Biological,
A-32, Sector-62,

Institutional Area, Noida, U.P-201307

15

Dr. Anurag Agarwal,

Director

National Board of Examinations,
Ansari Nagar Ring Road,

New Delhi-29

Shri Shikhar Ranjan,
Law Officer,

Medical Council of India,
Pocket No.14, Sector-8,
Dwarka, New Delhi

7/



Dr.Rohit Sarin,

Director,

I.ala Ram Sarup Institute of
Tuberculosis & Allied Diseases,

Sri Aribindo Marg, New Delhi-110 030

18

Prof. S. Ram,
Director & Senior Professor.

International Institute of Population Sciences.

Govandi Station Road.
Chembur. Deonar.
Mumbai-400088

Shri T. Dileep Kumar, Secretary
Indian Nursing Council

Combined Council Building.

Kotla Road, Awam-E-Galib Marg,
Temple Lane,

New Delhi-2

Dr.M.Ayyappan.
Chairman & Managing Director.
Hindustan Latex 1.td..
L.atex Bhawan,
Poojappura.
Thrivanthanpuram-693012

5|

Shri Gyanesh Pandey,

Chairman & Managing Director.
HSCC India Ltd.

E-6(A). Sector-1,

NOIDA (U.P.)

[S9]
o

Mrs.Alka Mehta
Assistant Secetary
Dental Council of India,
Temple Lane,

Kotla Road,

New Delli

Dr. Aniruddh Dam,

Public Information Officer
Chintranjan National Cancer Institute.
37, S.P. Mukherjee Road,
Kolkata-700026

24

Dr.S.R.Savithri,

Director,

Chief Principal Information Officer,

All India Institute of Speech and Hearing
Manasa Gangothrt,

Mysoore-570006

25

Prof. M.C. Mishra

Director

All India Institute of Medical Sciences,
Ansari Nagar Road,

New Delhi-110029




Hon'ble Secretary ‘

|

T
National Academy of Medical Sciences
| Ansari Nagar, Mahatma Gandhi Marg, New Delhi-29 |
77 " Shri Chandan Kumar
Finance & Accounts Officer
( Indian Phaxmacopoeid COIHI]]ISSIOH

(28 [ Dr.LS. Chauhan I
National Centre for Disease Control. !
J Direclorate (ienudl Hcallh Su\lu l

DIFCLIOI‘ Professor
All India Institute of Hygicne & Public IHealth
_H10. Chittranjan Avenue, Kolkata- 700073. West Bengal

)-ﬁ,.__... Shri Partho Gogoi. }{
|
|
l

|

Govt.Analyst cum Director in Charge
Olfice ot the Regional Drugs Testing Laboratory.

| Directorate General Health Services, Sixmile. Guwahati- |

J
|
| 781037 I
P33 Dr.PK, Naval\
I Nodal Officer

Ram Manohar Hospital
'l / Baba Kharak Singh Marg.
- I C.P. . New Delhi- | -
23 DR KT Bhowmik

Additonal M.S
VMMC & Satdarjung 1ospital
| Safdarjung Enclave. New Delhi- &

|
J 34 Shri B.L . Meena

Deputy Director(Admn)

Directorate General Health Service

Lady Hardinge Medical College & Smt S.K.Hospital,
_ New Delhi
3 M.S. Vinod Kotwal

Director

Food Safety & Standards Authority of India, (

FDA Bhawan, Near Bal Bhawan. Kotla Road,New |

|

Delhi-2 I

|
(
|
[36 Shri Jitendra Singh [
{ Deputy Direclor
Directorate General Health service (Attached Office) f
Nirman Bhawan, New Delhi B

37 Dr. Atul Sachdeva

Government Medical Colege & Hospital
! | Sector-32, Chandigarh - 160030
38 Prof.S.Sekharjit,

Director

Regional Institute of Medical Sciences, Lamphelpat,

L [lmphat e ——————

77



No.1/6/2011-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated the 15" April, 2013

OFFICE MEMORANDUM

Subject: Implementation of suo motu disclosure under Section 4 of RTI Act, 2005 - Issue of
guidelines regarding:

Section 4(1)(b) of the RTI Act lays down the information which should be disclosed
by Public Authorities_ On a suo motu or proactive basis. Section 4(2) and Section 4(3)
prescribe the method of dissemination of this information. The purpose of suo motu
disclosures under Section 4 is to place large amount of information in public domain on a
proactive basis to make the functioning of the Public Authorities more transparent and also

to reduce the need for filing individual RTI applications.

2. Since the promulgation of the Act in 2005, large amount of information relating to
functioning of the government is being put in public domain. However, the quality and
quantity of proactive disclosure is not up to the desired level. It was felt that the weak
implementation of the Section 4 of the RTI Act is partly due to the fact that certain
provisions of this Section have not been fully detailed and, in case of certain other
provisions there is need for laying down detailed guidelines. Further there is need to set up
a compliance mechanism to ensure that requirements under section 4 of the RTI Act are

met.

3. In order to address the above, Government of India constituted a Task Force on suo
motu disclosure under the RTI Act, 2005 in May 2011 which included representatives of civil
society organizations active in the field of Right to Information, for strengthening
compliance with provisions for SUo0 motu or proactive disclosure as given in Section 4 of the
RTH Act, 2005. Based on the report of the Task Force, the Government have decided to issue

guidelines for suo motuy disclosure under section 4 of the RTI Act.
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Guidelines on suo motu disclosure under Section 4 of the RTI Act

1.0 Suo motu disclosure of more items under Section 4

Sub-section 4(2) of the RT] Act, 2005 requires every public authority to take steps in
accordance with the requirements of clause (b) of sub-section 4(1) to provide as much
information suo moty to the public at regular intervals through various means of
communication, including internet, so that the public have minimum resort to use the Act to
obtain information. Accordingly, the Public Authorities may proactively disclose the

following items also under the suo motu disclosure provisions of Section 4:

1.1 Information related to Procurement

1.1.1 Information relating to procurement made by Public Authorities including
publication of notice/tender enquiries; corrigenda thereon, and details of bid awards
detailing the name of the supplier of goods/services being procured or the works contracts
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. All information
disclosable as per Ministry of Finance, Department of Expenditure’s O.Mm. No 10/1/2011-PPC
dated 30" November, 2011 on Mandatory Publication of Tender Enquiries on the Central
Public Procurement Portal and O.M. No. 10/3/2012- PPC dated 30" March, 2012 on
Implementation of comprehensive end-to-end €-procurement should be disclosed under
Secti.on 4. At present the limit is fixed at Rs. 10.00 lakhs. In case of procurements made
through DGS&D Rate Contracts or through Kendriya Bhandar/ NCCF, only award details
need to be published. Howevgr information about procurement which fall within the

purview of Section 8 of the RTJ Act would be exempt.

1.2 Public Private Partnerships

1.2.1 if Public services are proposed to be provided through a Public Private Partnership
(PPP), all information relating to the PPPs must be disclosed in the public domain by the
Public Authority entering into the ppp contract/concession agreement. This may include
details of the Special Purpose Vehicle (SPV), if any set up, detailed project reports,
concession agreements, operation and maintenance manuals and other documents
generated as part of the implementation of the ppp project. The documents under the

ambit of the exemption from disclosure of information under section 8(1)(d) and 8(1)(j) of
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covered under Sectjon 8 of the RTI Act would be exempt.

1.6 Citizens Charter
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1.7 Discretionary and Non-discretionary grants

1.7.1 Al discretionary /non-discretionary grants/ allocations to state governments/
NGOs/Other institutions by Ministry/Department should be placed on the website of the
Ministry/Department concerned. Annual Accounts of all legal entities who are provided
grants by Public Authorities should be made available through publication, directly or
indirecﬂy on the Public Authority’s website. Disclosures would be subject to provisions of

Section 8 to 11 of the RT| Act.
1.8 Foreign Tours of PM/Ministers

1.8.1 A large number of RTI queries are being filed on official tours undertaken by
Ministers or officials of various Government Ministries/Departments. Information regarding
the nature, place and period of foreign and domestic tours of Prime Minister are already
disclosed on the PMO’s website.

1.8.2 As per DoPT's OM No. 1/8/2012-IR dated 11/9/2012, Public Authorities may
proactively disclose the details of foreign and domestic official tours undertaken by the
Minister(s) and officials of the rank of Joint Secretary to the Government of India and above
and Heads of Departments, since 1% January, 2012. The disclosures may be updated once
every quarter.

1.8.3. Information to be disclosed proactively 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. Exemptions under Section 8 of the RTI Act, 2005 may be kept in
view while disclosing the information. These instructions would not apply to security and
intelligence organisations under the second schedule of the RTI Act, 2005 and CVOs of

public authorities.






f)

)

Public Authority.

It is obligatory under Section 4(1)(b)(xiv) of the RT| Act for every Public Authority to
proactively disclose ‘details in respect of the information, avaijlable to or held by it,
reduced in an electronic form’. The website should therefore indicate which digitally

held information js made available publicly over the internet and which is not.

- As departments reorganize their systems and processes to enable themselves for

electronic service delivery, it is recommended that the requirement of bringing due
transparency as provided in the RTJ Act is given adequate consideration at the design

stage itself,

To maintain reliability of information and its real time updation, information
generation in a digital form should be automatically updated on the basis of key
work outputs, like g muster roll and salary slip (NREGA in Andhra Pradesh) or
formalization of 3 government order (Andhra Pradesh). Such an approach will lead to

automation of proactive disclosure.

Information must be presented from a user's perspective, which may require re-
arranging it, simplifying it etc. However, original documents in original formats
should continue to be made available because these are needed for community

monitoring of government's functioning.

The ‘National Data Sharing and Accessibility Policy’ by the Department of Science
and Technology is based on the principle that all publicly funded information should
be readily available. The policy has been notified in March, 2012 and the schedule

should be strictly adhered to,

pulied by different Application Protocol Interfaces to be used in different fashions
more appropriate to specific contexts and needs. Information/ data can, for
instance, be pPresented in powerfuyl visual ways using visualisation techniques. Such

visual representation of information/ data can give insights that may remain largely



Every webpage displaying information or data proactively disclosed uhder the RTI
Act should, on the top right corner, display the mandatory field ‘Date [ast updated
(DD/MMYYYY,



= 7

S99

3.0 Guidelines for certain clauses of Section 4(1)(b) to make disclosure more effective

disclosure materials,

3.2° Considering that disclosure in regard to certain sub-clauses have been relatively

weak, detailed guidelines for four sub-clauses are given below:

3.3 Guidelines for section 4(1)(b)(iii) - “the procedure followed in the decision-making

processes, including channels of Supervision and accountability”.

3.3.1 A-H government départments have. specific duties and responsibilities under the
respective Allocation of Business Rules (AOB) issued by the appropriate Government. The
éonstitﬁtional provisions and statutes éach department is required to implement are clearly
laid down in the AOB. The manner of disposal of matters assigned to each

Department/Ministry is described in the Transaction of Business Rules (TOB). Additionally,



how commodities and services may be procured by a public authority; are all explained in
these manuals which are updated from time to time. The challenge is to present a simplified

version of the decision-making procedure that is of interest to a common citizen.

3.3.3 In view of the above, the guidelines for detailing the decision making processes are

as follows:

(a) Every public authority should specifically identify the major outputs/ tangible
results/ services/ 8oods, as applicable, that it is responsible for providing to the

public or to whosoever is the client of the public authority.

(b) In respect of {a) above, the decision-making chain should be identified in the form of
a flow chart explaining the rank/grade of the public functionaries involved in the

decision-making process and the specific stages in the decision-making hierarchy.

(d) This design of presentation should then be extended to cover all statutory and
discretionary operations that are part of the public authority’s mandate under the

AOB read with the TOB.



(e) In the event of a public authority altering an existing decision-making process or
adopting an entirely new process, such changes must be explained in simple

language in order to enable people to easily understand the changes made.

3.4  Guidelines for Section 4(1)(b)(iv) - “the norms set by it for the discharge of its

functions”.

3.4.1 Primarily, the intention of this clause is that every public authority should proactively
disclose the standards by which its performance should be judged. Norms may be
qualitative or quantitative in nature, or temporal or statutory norms. In order to ensure
compliance with this clause, public authorities would need to disclose norms for major

functions that are being performed.

3.4.2 Citizen Charters, which are mandatory, for each central
Mim’stry/Department/Authority, are good examples of vehicles created for laying down
norms of performance for major functions and for monitoring achievements against those

standards.

3.4.3  Wherever norms have been specified for the discharge of its functions by any statute
or government orders, they should be proactively disclosed, particularly linking them with
the decision making processes as detailed earlier. All Public Authorities should proactively

disclose the following:

a) Defining the services and goods that the particular public authority/office

provides directly (or indirectly through any other agency/contractor).

b) Detailing and describing the processes by which the public can access and/or
receive the goods and services that they are entitled to, from the public
authority/office along with the forms, if any prescribed, for use by both the
applicant and the service providing agency. Links to such forms {online),

wherever available, should be given.

c) Describing the conditions, criteria and priorities under which a person becomes
eligible for the goods and services, and consequently the categories of people

who are entitled to receive the goods and services.



d) Defining the quantitative and tangible parameters, (weight, size, frequency etc,)
and timelines, that are applicable to the goods and services that are accessible to

the public,

e) Defining the qualitative and quantitative outcomes that each public
authority/office plans to achieve through the goods and services that it was

obligated to provide.

f) Laying down individual responsibility for providing the goods and services (whois

responsible for delivery/implementation and who is responsible for supervision).

3.5  Guidelines for Section 4(1)(b)(xi)- “the budget allocated to each of its agency,
indicating the particulars of all plans, proposed expenditures and reports on

disbursements made”.
3.5.1 The public authorities while disclosing their budgets shall undertake the following:

(a) Keeping in view of the technical nature of the government budgets, it is essential
that Ministries/Departments Prepare simplified versions of their budgets which can
be understood easily by general public and place them in public domain, Budgets
and their periodic monitoring reports may also be presented in 3 more user-friendly

Mmanner through graphs and tables, etc.

(b) Outcome budget being prepared by Ministries/Departments of Government of India’
should be prominently displayed and be used as a basis to identify physical targets
planned during the budgetary period and the actual achievement vis-a-vis those
targets. A monthly programme implementation calendar method of reporting being

followed in Karnataka is a useful mode].
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such subsidiary authority may be uploaded on the website of the principal Public

Authority,

(d) Wherever required by law or executive instruction, sector specific allocations and
achievements of every department or public authority (where feasible) must bé
highlighted. For example, budget allocation and target focusing on gender, children,
Scheduled Castes and Scheduled Tribes and religious minorities shouid be specially
highlighted. The sector-wise breakup of these targets and actual outcomes must be
given in simplified form to enable the vulnerable segments of society to better

understand the budgets of public authorities.

3.6 ° Guidelines for Section 4(1)(b)(xiv) — details in respect of information, available to

or held by it, reduced in an electronic form.

3.6.1 Ontheone hand, this clause serves as 3 means of proactively disclosing the progress
made in computerizing information under Section 4(1)(a) of the RTI Act in a periodic
manner. On the other, it provides people with clarity about the kinds of electronic
information that, although not held by the public authority, is available to them. For
example the stocks of ration available with individual fair price shops may not be held by the

District Civil Supplies office, but may be available at a subordinate formation.

3.6.2  Keeping in view the varied levels of computerization of records and documents in
public authorities, data about records that have been digitized may be proactively disclosed
on the respective websites, excluding those records /files /information that are exempted
under Section 8. The data about digitized record may include the name of the record and
any categorization or indexing used; the subject matter and any other information that is
required to be compiled in relation to a file as prescribed by Manual of Office Procedure
(and to be prescribed by MOP for electronic records that is under finalization by DARPG),
the division/ section/ unit/ office where the record is normally held: the person, with
designation, resp.onsible for maintaining the record; and the life span of the record, as

prescribed in the relevant record retention schedule.
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5.0 Nodal Officer

51 Each Central Ministry/ Public Authority should appoint a senior officer not below the
rank of a Joint Secretary and not below rank of Additional HOD in case of attached offices
for ensuring compliance with the proactive disclosure guidelines. The Nodal Officer would
work under the supervision of the Secretary of the Ministry/Department or the HOD of the
attached office, as the case may be. Nodal Officers of Ministry/Department and HOD
separately should also ensure that the forr'nations below the Ministry/Department/Attached

Office also disclose the information as per the proactive disclosure guidelines.

6.0 Annual Rep;)rts to Parliament/Legislatures

6.1 Government has issued directions to all Ministries/Departments to include a chapter
on RTI Act in their Annual Reports submitted to the Parliament. Details about compliance
with proactive disclosure guidelines should mandatorily be included in the relevant chapter

in Annual Report of Ministry/Department.
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