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From 

To 

Director General of Police, 
Punjab Chandigarh. 

1. Spl. Director General of Police/HRD,Pb, Chd. 
2. Spl. Director General of Police/Policy & Rules,Pb,Chd. 
3. Spl. Director General of Police/GRP,Pb, Patiala. 
4. Spl. Director General of Police/Law& Order, Pb,Chd. 
5. Addi.Director General of Police/Human Rights, Pb, Chd. 
6. Addi.Director General of Police/Technical Services,Pb,Chd. 
7. Addi.Director General of Police /IVC,Pb, Chd. 
8. Addi.Director General of Police /Security, Pb,Chd. 
9. Addi.Director General of Police /Traffic,Pb, Chd. 
10. Addi.Director General of Police/SAP, Jalandhar Cantt, Jalandhar. 
11. Addi.Director General of Police-cum-Director-BOI,Pb, Chd. 
12. Addi.Director General of Police/Intelligence, Pb, Chd. 
13. All Supdtt/Admin wing, CPO,Pb,Chd. 

Memo No. r::,3rg -- 0( /RTI-3 
Dated Chandigarh the: ~,-J , 

Sub: Implementation of Suo Moto disclosure under section 4 of RTI Act, 
2005. 

Ref. on the subject cit.ed above. 

2. Please find enclosed herewith a copy of letter bearing no. 573272-

DGRPG-GRl0MISC/55/2023-GR-1/640756/2023, dated 13.09.2023 received 

from Govt of Punjab, Deptt of Governance Reforms along with its enclosures for 

information and meticulous compliance. It is also requested to ensure 

publishing/updating/uploading the disclosure/manuals under Section 4( l)(b) of 

RTI Act on Punjab Police website and compliance report be sent to this office 

within 15 days so that further compliance report in this regard can be sent to 

State Govt., Department of Governance Reforms,Punjab and Hon'ble CIC.Punjab. 

a,~--~ 
(SupdttfRTI ) 

for. Director General of Police , 
Punjab Cha ndigarh. 

;f;.~1 
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lmplementatlon of Suo Moto disclosure under Section 4 of RTI Act, 2005 . ..... 
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.. SURESH ARORA 
LLM (London) 

,t_ ... 
IOHER ')> 

CHIEF INFORMATION COMMISS 
PUNJAB. f S 16 '_ 

q1,.4Hk~a3 . \.~ , I 

2005. PS 
Dear /1.. ~,.,_,, v-~, {),' 
SUbjec:t: Implementation of Suo Moto disclosure under Secllon 4 of RTI 

•n,f 3 ~J" Please refer to the communications noted In the margin on the above cited 
subject ~R 

\, · 1 ·J?... . Through the communications noted in the margin, It waa brought to the 
•~ of Government that websites of the public authorities In the State have not 

published/ updated / uploaded the disclosure /manuals aa required under Section 4 and 
it waa requested to issue necessary directions to all the Administrative Secretaries to 
ensure compliance of the provisions contained In Section 4 of the said Act. ~-c,....· .lit 

o . It is intimated that Hon'ble Supreme Court of India through order dated 
\ ~ ·· · 17.08.2023 passed in WP {C) No.990 of 2021.Kishan Chand Jain Vs Union of lndla 
i,k-\ and Ors, has directed the Central Information Commission and State Information 

\K • Commissions to continuously monitor the Implementation of the mandate of Section 4 of 
4 ,c «the RTI Act 2005 and to ensure proper Implementation of this provision. Copy of the 

1 i • said order is enclosed which contains detailed steps tci be taken by the public 
re i . ! authorities. ' ' . ' 

4. In view of above, I shall be grateful, if you could issue directions to all the 
Administrative Secretaries to ensure publishing/ updating/ uploading the 
disclosure/manuals under Section. 4{1)(b) of RTI Act on their departmerrUsubordinate 

\ I ~apartment websites under intimation to the Commission. These directions will also 
I!'.. 7 : include Instructions issued by Govt. of India, Ministry of Personnel, Public Grievances 

i::--, and Pensions, Department of Personnel and Training vide No. 1/6/2011-IR dated or" 

lig'9 ~ovember, 2019 . 
. ~-' 1 N_ With regards. 

6 : ~1 
> ' • 

•j.-_ : 

·~ t ·· 
m i '; ·jjh.Anurag Verma IAS, 

t thief Secretary, Punjab, 
Punjab Civil Secretariat, 
Chandigarh. 

M:!mJ!! 

sincere~ 
(Su~a) '!7 

,. f!i A 1. 0.0 letter No. PSIC-20ISystems/1003 dated 03.07.2020. ;U) f 2. D.O letter No. 427 dated 15.03.2022. 

~ c;<i-= 
~ ~.{ .... 
~fu~5..-----:--:~--:-~-~-------

Punjab State !nfom1~ti~11 Com1nisslon 
Red Croas BuPdln~. S~or· 16, Ml\ldhyll ~•81\!. Chandigarh 

Tel.: ,.91112 2864101 F1.x: 017.? ?664110 
t!-mall : surasharorai;,s@gmail.com 

RTI Helplirn?: ·f91 11'2 2q84100 
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_.i. 1\1:.Stt ARORA 

I i a LLM (London) 
CHIEF INFORMATION COMMISSIONER 

l! 
" 'L I ' 

, I- , j 

PUNJAB. / S11 __._ 

i" 'ik:~,: !::: Sub1ect: Implementation of Suo Moto disclosure under Section 4 of RTI Act 
2005. ' 

Dear,fJ._ <i'7v-, 

Please refer to your letter No. DGR-GUIDORGWS/1/2017-DGR-DGR-
Punjab/1723-1724 dated 06.04.2022 on the above cited subject. 

2. Hon'ble Supreme Court of India through order dated 17.08.2023 passed in 
WP (C) No.990 of 2021-Klshan Chand Jain vs Union of India and Ors has directed the 
Central Information Commission and State Information Commissions to continuously 
monitor the implementation of the mandate of Section 4 of the RTI Act 2005 and to 
ensure proper Implementation of this provision. Copy of the said order is enclosed 
which contains detailed steps to be taken by.the public authorities. 

!-i 

3. In view of above, I shall be grateful If you could issue directions to all the J , 
1 Administrative Secretaries to ensure publishing/ updating/ uploading the · 

disclosure/manuals under Section 4(1)(b) of RTI Act on their deparbnent/subordinate 
department websites under intimation to the Commission. These directions will also 
Include Instructions issued by Govt, of India Ministry of Personnel, Public Grievances 
and Pensions, Department of Personnel and Training vide No. 1/6/2011-IR dated 07"1 
November, 2019. 

Wrth regards. 
~

=:=·· =~ 
i"\ ~'f-

Yours sincerely 
J..,. + •" A--,,.-.,:. 

(Suresh Arora) 1 
.~ . ! l ._, 1 Sh.Tejveer Singh IAS, . 
Ii "': 'Ii '1ii Principal Secretary to Govt. of PunJab, t .[ re ce Department of Governance Reforms t -W 'fii Punjab CMI Secretariat-2, Sec-9, 
re h t l Chandigarh. 

Punjab State lnfcmu1tlon Commission 
Red Cross Building, Sector 16, Madl)ya Marg, Chandigam 

TtL: +91172 2864101 Fu: 0172 2864110 
..mall : suresharoralps@gmaj1.com 

Rll Htlpllnt : "'911n 2864100 

I 

j 
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No.1/6/2011-IR 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training ...... 

North Block, New Delhi 
Dated the 5111 November, 2019 

OFFICE MEMORANDUM 7ft 
Sub: Implementation of suo motu disclosure under Section 4 of Right to Information 

(RTI) Act, 2005 - Issue of guidelines regarding: 

The suo tnotu disclosure of information to public is mandated under Section 4 (2) of 
the RTI Act, 2005, so that the public have to resort minimally to the use of this Act to obtain 
information. Section 4(1 )(b) of the Right to tnfom:iation Ad, 2005 lays down the lnfonnation 
which should be disclosed by Public Authorities on a suo motu or proactive basis. Section 
4(3) prescribes for wide dissemination of every information; In such form and manner which Is 
easily accessible to the public. • 

2. The undersigned is directed 1.o refer to this Oepa.rtrnent's O.M. of even number dated 
15in April, 2013 and to reiterate the guidelines therein (Copy endosed), duly incorporating a 
slight revision to Para 4.4 of the above guidelines allowing for third party audit by any 
Government Training lnstitute, in cases where no Training Institute exists under the 
concerned Ministry/Department/Public Authority. 

3. Central Government Ministries/Departments are advised to undertake suo motu 
disclosure based on these guidelines, in compliance to Sections 4(1)(b) read with Section 4(2), 
4(3) and 4(4) of the RTI Act, 2005 

4. The enclosed guidelines may be brought to the notice of all Public Authorities under the 
Ministry/ Department including those in their Attached Offices, Subordinate Offices, 
Constitutional Bodies, Statutory Bodies, Autonomous Organizations and Public Sector 
Undertakings. 

{ 
2. 

3. 

4. 
5. 

\)~ 
(Varsha Sinha) 

Director 

All the Ministries/Departments of the Government of India . . 
Union Public Service Commission, Lok Sabha Secretariat, RaJya Sabha Secretanat, 
Cabinet Secretariat Central Vigilance Commission, President's Secretariat, Vice-
President's Secretariat Prime Minister's Office, NITI Aayog, Election Commission 
Central Information C~mmission, CIC Bhawan, Baba Gangnath Marg, Munirka, New 
Dehi-110067 
Staff Selection Commission, CGO Complex, New Delhi 
O/o the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar Marg, New 
Delhi. ra;r,zr ~":117r 

r?opy to: Chief Secretaries of all the States/UTs. 
nnet & T: 

•~~I • 
ICUG Sec:tlon 

I 

• ., 
" 
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C:uidelines on szw motu dlstlM~1u'i\tter Section 4 of the RTI Act 
2522461/2023/l~.:r 

INDEX 

s. Chapter Page 
No. No. 
l 'Suo motu disclosure of more items under Section 4 1 
2 Guidelines for digital publication of proactive 4 

aisclosure under Section 4 
3 Guidelines for certain clauses of Section 4( 1 )(b) to 7 

make disclosure ·more effective 
4 Compliance with provisions of ~uo motu disclosure 12 

134/191 
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10 

d S tion 4 of the RTI Act Guidelines on suo motu discloSure un er ec 
S110 motu disclosure of more items under Section 4 

• . bl' c authority to take steps in Sub-section· 4(2) of the RTl Act, 200, requires every pu 1 

f b cf n 4( l) to provide as much accordance with the requirements of clause (b) o su -se 10 

· · · I · I through various means of mfonnat1on suo motu to the public at regu ar mterva s 

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; 

11 Information related to Procurement 

lU lnfonnation 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 1fontracts 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 infonnation disclosable as per Ministry of 

Finance, Department of Expenditure's O.M. No IO/l/2011-PPC dated 3011' November, 201 I 

on Mandatory Publication of Tender Enquiries on the Central Public Procurement Portal and 

0.M. No. I0/3/2012- PPC dated 30th March, 2012 on Implementation of comprehensive end-
to-end e-procurement should be disclosed under Section 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 Bhandari NCCF, only award details need to be published. However infonnation 

about procurement which fall within the purview of Section 8 of the RTl Act would be 
exempt. 

12 Publk Private Partnerships 

l2.1 lf Public services are proposed to be provided through a Public Private Partnership 
(PPP), all infonnation 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 
eKemption from disclosure of information under section 8( t )(d) and 8( \ )(j) of 

13~ 
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the RTl Act would not be disclosed suo molll. Further, infonnation about fees, tolls, or other 

kinds of revenue that m~y be collected und~r authorization from the Government, information 

in respect of outputs an_d outcomes, process of selection of the private sector party may also 

be proactively disclosed. All payments made under the PPP project may also be disclosed in a 

periodic manner along with the purpose of making such payment. 

13 Transfer Policy and Transfer Orders 
13.1 Transfer policy for different grades/cadres of employees serving in Public Authority 

should be proactivcly disclosed. All transfer orders should be publicized through the website 

or in any other manner listed in Section 4(4) of the Act. These guidelines would not be 

applicable in cases of transfers made keeping in view sovereignty, integrity, security, 

strategic, scientific or economic interests of the State and the exemptions covered under 

Section 8 of the Act. .J hese instructions would not apply to security and intelligence 

organizations under the s~5ond schedule-ef the RTI Act. 

14 RTI Applications 
14.1 All Public Authorities shall proactively disclose RTI applications and appeals 
received and their responses, on the websites maintained by Public Authorities with search 

facility based on key words. RTl applications and appeals received and their responses 

relating to the personal information of an individual may not be disclosed, as they do not 

serve any public interest. 

15 CAG & PAC paras 
15.l Public Authorities may proactively disclose the CAO & PAC paras and the Action 

Taken Reports (A TRs) only after these have been laid on the table of both the houses of the 

Parliament. However, CAG paras dealing with information about the issues of sovereignty, 

integrity, security, strategic, scientific or economic interests of the State and information 

covered under Section 8 of the RTl Act would be exempt. 

l.6 Citizens Charter 
161 Citizens Charter prepared by the Ministry/Department, as part of the Result 

framework. Document of the department'organization should be proactively disclosed and six 
monthly report on the performance against the benchmarks set in Citizens Charter should also 

be disp\ayed on the website of public authorities. 
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1.7 Discretionary and Non-discretionary grants 

17.1 All 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 

indir~tly on the Public Authority's website. Disclosures would be subject to provisions of 
Section 8 to II of the RT) Act. 

18 Foreign Tours of PM/Ministers 

1&1 A large number of RTI queries are being filed on official tours undertaken by 

Ministers or officials of various Govem,nent Ministries/Departments. Infonnation regarding 

the nature, place and period of foreign and d~mestic t~urs of Prime Minist~ are already 
disclosed on the PMO's website. 

1.8.2 As per DoPT's OM No. 1/8/2012-IR dated 11/9/201-'.?, 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 1s1 January, 20l2. The disclosures may be updated once 
every quarter. 

1.8.3. Infonnation 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. Ex.emptions under Section 8 of the RTI Act, 2005 may be kept in view 

while disclosing the infonnation. These instructions would not apply to security and 

intelligence organisations under the second schedule of the RTI Act, 2005 and CVOs of 

public authorities. 

, 

MIIIUlii4i l&PilEiliiiili!Wtil 
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10 Guidelines for digital publkatiun of proa.:fo:e disclosure under Section 4 

21 Section 4 lays dow-n .tnat information shouid be provided through many mediums 

depending upon the level of the public authority and the recipient of information (for 

example, in case of Panchayat, wall painting may be more effective means of dissemination 

of information), and that more and more proactive disclosure would gradually be made 

through Internet. There is need for more clear guidelines for web-based publication of 

information for disclosure. 

22 The Department of Infonnation Technology has been working on setting of technical 

standards for government ,vebsites and tlre Department of Administrative Refonns &. Public 

Grievances has published guidelines for websites of Government Departments. These 

guidelines prescribe the manner in wltich websites need to be designed and how infonnation 

should be disclosed. While adhering to the standards of government guidelines as laid down 

by Department of Information Technology and Oepartment-·of Administrative Reforms & 

Public Grievances, the following principles additionally should also be kept in view to ensw-e 

that websites' disclosures are complete, easily accessible, technology and platform neutral 

and in a fonn which conveys the desired infonnation in an effective and user-friendly 

manner. 

a) It should be the endeavor of all public authorities that all entitlements to citizens and 

all trans~ctions between the citizen and government are gradually made available 

through computer based interface. The 'Electronic Delivery of Services Bill, 2012' 

under fonnulation in Government of India would provide the necessary impetus. 

bl Websites should contain detailed information from the point of origin to the point of 

delivery of entitlements/services provided by the Public Authorities to citizens. 

c) Orders of the public authority should be uploaded on the website immediately after 

they have been issued. 

d) Website should contain all the relevant Acts , Rules, fonns and other documents which 

are nonnally accessed by citizens. 

qlf --
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e) Websites should have detailed directory of key contacts, details of officials of the 
Public Authority. 

f) ft is obligatory under Section 4( I )(b)(xiv) of the RTI Act for every Public Authority 
- -i 

to proactively disclose 'details in respect of the• information, available to or held by it, 

reduced in an electronic fonn •: The website should therefore indicate which digitally 

held information is made available publicly over theinternet and which is not. 

g) 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 RT£ Act is given adequate consideration at the design 
stage itself. 

h) To maintain reliability of infonnation and its real time updation. infonnation 

generation in a digital fonn should be automatically updated on the basis of key work 

outputs, like a muster roll and salary slip (NREGA in Andltrll Pradesh) or 

formalization of a government order (Andhra Pradesh). Soch an approach will lead to 
automation of proactive disclosure. 

i) 

D 

Infonnation must be presented from a user's perspective, which may require re-

arranging it, simplifying it etc. However, original documents in original fonnats 

should continue to be made available because Uiese are needed for community 

monitoring of government's functioning. 

. d A 'bility Policy' by th.e Department of Science The 'National Data Shanng an ccess1 . 
. h . c'ple that all publicly funded information should 

and Technology ts based on t e pnn l 'fi d . March, 2012 and the schedule 
be readily available. The policy has been not1 e m 

hould be strictly adhered to. 
s . b 

ed . op. en data formats whereby it can e . d h uld be present m h' u I £ nnation and ata s o d . different fas ions 
"' n o . . P tocol Interfaces to be use m 

pulled by different Apphcat1on ro I fonnution/ data can, for instance, 
. c1'fic contexts and needs. n . I 

more appropnate to spe . . ualisation techniqu<,3. Such v1sua 
. • 1 

be presented m powe . . 'ghts that may remam large y 
. d t an give ms1° lation of information/ a a c represen 

n 

\ \ 
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hidden in a textual or tabular presentation of data In some contexts, pictures and 

audio/videos recordings etc may be more useful. There have been moves in some 

parts of the country to video record Gram Sabha meetings. A picture of a NREGA 

worksite, for instance, may tell much more than words can. All such different media 

and forms should be used for proactive disclosure. 

0 Every webpoge displaying information or data proactively disclosed under the RTI 

Act should, on the top right corner, display the mandatory field 'Date last updated 

(DD/M..\11/YY)'. 

9 

• a 
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3.0 Guidelines for certain cl:iuses of Section 4(l)(b) to rruike disclosure more effective 

11 The elements of infonnation listed in the various sub-clauses of Section 4( I )(b) must 

be disclosed in an integrated manner. For example, the functions and responsibilities of a 

public authority caMot be understood in isolation from the powers and functions of its 

employees, the nonns that inform its decision making processes and the rules, instructions 

and manuals that are used in the discharg_e of its functions. Description of one element 

presupposes the existence of another. So every public authority must endeavour to integrate 

the information mentioned in these sub-clauses while preparing voluntary disclosure 
materials. 

3l Considering that disclosure in regard to certain sub-clauses have been relatively weak, 
detailed guidelines for four sub-clauses are given below: 

33 Guidelines for section 4(l)(b){iii) - "the pr,ocedure followed in the decision-making 
I• • .• • • 

processes, Including channels of super,islon and accountability". 

33.1 All government departments have specific duties ·and responsibilities under the 
respective Allocation of Business Rules (AOB) issued by the appropriate Government. The 

constitutional provisions and· statutes- each- department· is- requi!'Cd· to-implement ar~• clear-ly 

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, 

every department would have a specific set of schemes and d~velopment programmes which 

they are required to implement directly or through their_ subor_dinate offices or oth~ 
• d · These documents contain the specific operations that every Public designate agencies. . 

. • · d to undertake in the course of implementing the programme or scheme, Authonty 1s require . · . . 
, d ted under the AOB read with the TOB would be linked to a specific Every operation man a . 

. . k' h ·n All government officers have to follow laid down office procedure dee1s1on-ma mg c a1 , . . . 
h I which gives details of how representations, petitions and manual or the ot er ru es . . . 
• • 1 b dealt with. Templates, formats, and baste steps of dec1s1on-plications from c1t1zens mus e 

ap . 1 . d • h manuuls These descriptions constitute the elements of making are bnefly e~p ame m sue , . 
. , m~kino processes in general. ·· dec1s1on• u "' 

---:--... 
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L 

ill Additionally, in the routine• work of 'governance, government functionaries are 

required to make decisions irt a discretionary manner but broad guiding principles are laid 

down in some rule or the ocher. for example, the General Financial Rules lay down 

procedures for a variety of operations relating to government finances. How sanction must be 

ac~orded for incurring expenditure; how losses to government must be reported; how 
responsibility for losses may be fixed on any government servant; how budgets, demand for 

grants are prepared and submitted; how public works must be sanctioned and executed; how 

commodities and services ma; 6~ procured by a publi~ authority; are all explained in these 

manuals wh.ich 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. 

.. , 

333 In 't1C'-V of the above, the-guidelines for detailing the decision making processes are as 
follows: 

• • • ~,,.I :,_ • - u• • ~: l ; . • ,t I' 

(a) Every public authority should specifically identify the major outputs/ tangible results/ 

services/ goods, 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 ch~rt explaining th~ rank/grade of the public functionaries involved in the 

decision-making process ancl ~he specific stages in the decision-making hierarchy. 

(c) The powers of each officer including powers of supervision over subordinates 
, I b lt out next to the flow chart ·nvolved in the chain of decision-making must a so e spe . 

I . . Th xceptional ctrcumstances 
or in a simple bullet-poi'nted fo~at in a. text-box~ b: :~erridden and by whom, 

hen such standard decision-making processes m y . . ak' has 
w . ed clear\ 'Where decentralization of decmon~m mg 
should also be explain y. ublic authorities, such procedures 

d . order to grant greater autonomy to p occurre in 

must also be clearly explained. 
. all statutory and . . should then be extended to cover 

(cit This design of presentation blic authority's mandate under the AOB 
. . ary operations that are part of the pu . d1scret1on 

read with the TOB. 

142/j.91 1.i~) ,,.-
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(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. 

3A Guidelines for 'Section 4(l)(b)(iv) - "the norms set by it for the discharge of its 
functions". 

3.4J. Primarily, the intention of this clause is tha.t ev~ry public authority should proactively 

disclose the standards by which its performance should be judged. Nonns may be qualitative 

or quantitative in nature, or temporal or statutory norms. !n order to ensure compliance with 

this clause, public authorities would need to disclose norms for major functions that are being 
performed. 

142 Citizen Charters, which are 

Ministry/Department/Authority, are good examples of ~eilicl~-~ ,c_reat~ for laying down 

norms of performance for major functions and for monitoring achievements against those 
standards. 

mandatory, for each central 

3.43 \vberever nonns have been specified for the discharge of its functions ,by any statute 

or government orders, they should be proactively discloseq, particularly linking them with the 

decision making processes as detailed earlier. All Public Authorities should proactively 
disclose the follo\\-ing: 

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

directly (or indirectly through any other egencyl~ontractor). 

b) Detailing and describing the processes b~ which the public can access and/~r 

. h ds d services that they are entitled to, from the PU:hhc receive t e goo an 

. f escribed for use by both the authority/office along with the forms, i any pr , . 

t·nk to such fonns (onhne), applicant and the service providing agency. i s . 

wherever available, should be given. 

. . . d wh1"ch a person becomes . . · · and· rionties un er c) Describin.o the cond1ttons, cntena p . f I ho 
c, , ently the categones o peop e w eligible for the goods and services, and cons.equ 

are entitled to receive the goods and services. 

11.. 
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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 qu:mtitative outcomes that each public 

authority/office p\~ns to achieve through the goods and services that it was 
obligated to provid<;. 

ij Laying down individual responsibility for providing the goods and services {who 
is responsible for delivery/implementation and who is responsible forsupervision). 

3.5 Guidelines for Se_ction 4(1)(b)(:d)- "the budget allocated to each of its agency, 

indicating the particulJrs of all plans, proposed expenditures and reports on 
disbursements made'' . . ft1> . , .I 

351 The public authorities while disclosing their budgets shall undertake the following: 

(a) Keeping in ~·iew 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 a more user-friendly 
manner 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 Kamataka is a useful model. 

(c) Funds released to various autonomous organizations/ statutory organizations/ attached 
offices/ Public Sector Enterprises/ Societies/ NGOs/ Corporations etc. should be put 
on the website on a quarterly basis and budgets of such authorities may be made 

accessible through links from the website of the Ministry/Depnrtment. If a subsidiary 
does not hove a website then the budgets and expenditur~ reports of 
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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 instruct[on, sector specific allocations and 

achievements of every department or public authority (where feasible) must be 

highlighted. For example, budget allocation and target focusing on gender, children, 
Schequled Castes and Sche<iuled Tribes and religious minorities should be specially 

highlighted. The sector-wise breakup of these targets and actual outcomes must be 

given in simplified fonn to enable the vulnerable segments of society to better 
understand the budgets of public authorities. 

3.6 Guidelines for Section 4(l)(b)(xiv) -details in respect of information, available to 
or held by it, reduced in an electronic form. 

3.6.1 On the one hand, this clause serves as a means of proactively disclosing the progress 

made in computerizing infonnation under Section 4(l)(a) of the RTI Act in a periodic 

manner. On the other, it provides people with clarity about the kinds of electronic infonnation 

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. 

3.52 Keeping in view the varied levels of computerization of records and document~ 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 Proce<iure (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, 

responsible for maintaining the record; and the life span of the record, as prescribed in the 
relevant record retention schedule. 

I 
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4.0 Complianc~ with Prn\·· i~i 11 ns of rn1111111111 (proac:ri, c) di.sclo5ure under thl- RTI Act 

.u Each Ministrv.'Pubi°ic ,-\urhorit, shall c:1:sur.; thal these guiddines . . . arc fully 

operationalized "ithin a period of6 111<.;111hs from 1he dat :-: of their issm: . 

. tz Proactive disclosure us per these guidelines \\Ould require collating a large quantum 

of information and digici,dng i1. For this pltrpose. Ministries/Public Authorities may engage 

consultants or outsource such work to expt:ditious!y ci)mply ,vith these guidelines. For this 

purpose. the pJan/non-pl:ln fonds of thiit department ma;,· be utilized. 

4.3 The Action Taken R~port on the compliance of these guidelines should be sent, 

along with the URL link. to the Central lnformution Com!nission soon after the expiry of the 

initial period of 6 months. 

4.4 Each Ministry/ Publ1c Authority should get its prnactive disclosure package audited 

by third party every year. T~e audit ,should cover compliance with the proactive disclosure 

guidelines as \,ell ns adequacy of the items included in the packngc. The audit should 

examine whether there are uny other types of information which could be proactively 

disclosed. Such audit should be done annually nnd should be communicated to the Central 

Information Commission annually through publication on their own websites. Further. the 

rask of undertaking tr:insparency audits may be given to tho:: respective Training lnstitues 

under each Ministry/Department/Public Authority an~ across the States and Union 

T o:rritories. '"H,nr,:n:r. in ca.ws 1rhen• no training inslilu/ue exists unc/,:r the 

;\./i11is1riex.iDepa1"1111,:11/.1:'f'uhlic Allflwl'i1ies th,: tusks ,fumlertuking transp{lrenc_r uudits may 
he gh-e11 lo any CJ01·er11111e111 frcrining /,1sit11tm•, ,. A Ir' Public Autiiorities should proactively 

disclose the names of the third pnn_v auditors 011 their website. For carrying out third party 

audit through outside consult:mts also. Ministries/Public Authorilies should utilize their 

plan/non-plan funds. 

-t5 The Central l11funm1tion Commission should ex11mine the third-parly audit reports 

for each Ministry/Public Authority and ofter advice/ro:com111endations to the conct:rned 

Ministries/ Public Authorities. 

4.6 Central Information Commission should carry out s:lmple audit of tew of the 

Ministries/ Public Authorities ~ach y~ar with regard to ack:quacy of items included as well 

as compliance of the i\linistry/Public Aurhorir) ,drh rh~st: guidelines. 
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·'-7 Compliance l\•irh the p1 o:ict!,·t: disclt•:Sure guideli111.:s. its nudir hy third rnrty and its 

communication \l) the Ccmr;ll lnrorm,ninn Commis~; on should bl! im.:ludcd :ls Rf[) tnrget. 

5.0 Nodul Officer 

5.1 E:ich Central Ministry/ Public Authority should appoint n senior ollker not bdm1• 

the rnnk or a Joint Secret.iry and not bdcm rank of Adcfition:il HOD in case of utt3cht.'<f 

otlices for ensuring ClH11pli:111cc with the proactive disciost11-c guidelines. The Nodal Otlicer 

wmdd work under the supervision of the Secretary of the M inistryiDc:p:trlnh:111 or the HOD 

of the attached olfo:e. as the case may be. Nodal Otlicers of Ministry/Department and HOD 

sepnr:1tely should also ensure that the ti.m11atio11:; belo\\ th<! Ministry/Department/Attached 

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

6.0 Anuuul Report." to Pa1rliament/Legislatures 

6.1 Go\'ernmcnt hns isswd dinx:tions to all Ministric::s/Deparcments to include a chapter 

on RTI Act in tht'ir f\ nnu::I Reports submitted to the Padiyment. Dewils about compliance 

with proactive disdosur~ guidelines should mnnda1orily be includc:'d in the relevant chapter 
in Annuul Repl)rl of"fvlinistry/Dcp:irtmenc 
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