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Ministry of Personnei, Public Grievances & Penyioiis

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

OFFICE MEMORANDUM

Subject: implementation of suo motu disclosure under Section 4 of RT! Act, 2005 —lssue of
guidelines regarding:

Section 4(1)(b) of the RT! 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
disciosures 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 RTl applications.

2. Since the promulgation of the Actin 7005, 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 cwil

society organizations active in the field of Right to Information, for strengthening

complianeawith-provisions for suo motu or proactive disclosure as given in Section 4 of the

RTi Act, 2005. Based on the report of the Task Force. the Government have decided to issue

guidelines for suo motu disclosure under section 4 of the RTI Act.

{8
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the RT! Act would not he discigsed sun motu. Further, infermation about fees, tolis, or cthei

kinds of revenue that may be collected under authorization from the Government,
information in respect of outputs and 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 2leng with the purpose of making cuch payment.

1.3 Transfer Policy and Transfer Orders

1.3.1 Transfer policy for different grades/cadres of employees serving in Public Authority
should be proactively disclosed. All transfer orders should be publicized through the website
or in any other manier teted in Section 4(4) of the Act. These guidelines would not De
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. These instructions would not apply to security and intelligence

organizations under the second schedule of the RTI Act.

1.4  RTI Applications

1.4.1 Al Public Auzhorities shall proactively disclose RTl applications and appeals received
and their responses, on the websites maintained by Public Authorities with search facility
based on key words. RTI 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

1.5.1 Public Authorities may proactively disclose the CAG & PAC paras and the Action
Taken Reports (ATRs) only sfter 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 RTI Act would be exempt.

1.6 Citizens Charter

16.1 Citizens Charter prepared by the Ministry/Department, a5 part of the Resuit
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 displayed on the website of public authorities.



[N
C

2 Guidelines for digital publication of proactive disclasure under Section 4

2.1 Section 4 lays down that 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.

2.2 TheDepartment of Information Technology has been working on setting of technical
standards for government websites and the Department of Administrative Reforms & Public
Grievances has published guidelines for websites of Government Departments. These
guidelines prescribe the manner in which websites need to be designed and how
information should be disclosed. While adhering to the standards of government guidelines

as laid down by Department of nformation Technology and Depariment of Administrative
Reforms & Public Grievances, the following principles additionally should also be kept in
view to ensure that websites’ disclosures are complete, easily accessible, technology.and

platform neutral and in a form which conveys the desired information in an effective and

user-friendly manner.

a) It should be the endeavor of all public authorities that all entitlements to citizens and
all transactions between the citizen and government are gradually made available
through computer based interface. The ‘Electronic Delivery of Services Bill, 2012'

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

b) Websites should contain detailed information from the point of origin to the point of

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

' Orders of the public authority should be uploaded on the website immediataly after

they have been issued.

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

which are normally accessed by citizens.

Is



hidden in & texiual or tabular presentation of data. in some contexis, 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 meetin‘gs. 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.

Every webpage displaying information or data proactively disclosed under the RTI
Act should, on the top right corner, display the mandatory field ‘Date last updated
{(DD/MM/YYY.
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3.2.2 Additionally, in the roulin® WoOrKk of governance guvernment functicnories are
required to make decisions in a discretionary manner but broad guiding principles are laid

down in some rule or the other. For example, the General Financial Rules lay down
procedures for a variety of operations relating to government finances. How sanction must
be accorded for incurring expenditure; how losses 1O 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 may be procured by a public authority; are all explained in
these manuzals which are updated from tims to time. The challenge is t0 present a simplified

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

333 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/ goods, as applicable, that it is responsible for providing to the

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

Ca

In respect of (a) above, the decision-making chain should be identified in the form of
2 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.

(c) The powers -of each officer including powers of supervision over subordinates
involved in the chain of decision-making must also be spelt out next to the flow chart
or in a simple bullet-pointed format in a text-box. The exceptional circumstances
when such standard decision-making processes may be overridden and by whom,
<hould also be explained clearly. Where decentralization of decision-making has
occurred in order to grant greater autonom\'/ to public authorities, such procedures

must also be clearly explained.

0a g

(d) This design of presentation should then be extended to cover Sitstatutory—and

discretionary operations that are part of the public authority’s mandate under the

AOB read with the TOB.

om



gL, side, U

/e and tangible parameters, {v

0
%3
{14
e
@
:3_.
m
»
v
wr
)
~+
()]
B

e applicable to the gocas and services that are accessibie o

the public.

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

obligated to provide.

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

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

35  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 c.an
be understood easily by general public and place them in public domain. Budgets
and their periodic monitoring reports may also be presented in 2 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 implemnentation calendar method of reporting being

followed in Karnatakais 2 useful model.

[}

i Funds released to yarious autonuimous organizations/ statutory orgamzataons/

attached offices/ Public Sector Encerprises/ Societies/ NGOs/ Corporations etc.

.

should be put on the website on s quarterty basisantbu of such authorities
may be made accessible through links from the website of the Ministry/Department.

f a subsidiary does not have a website then the budgets and expenditure reports of

=
<D



motu {proactiv g} disclosure under the RT: &ct

48  Compilance with Provisions of suo

4.4  Each Ministry/Pubiic Authority shall ensure that these guidelinesare fully
operationalized within a period of 6 months from the date of their issue.

4.2  Proactive disclosure as per these guidelines would require collating a large quantum

of information and digitizing it. For this purpose, Ministries/Public Authorities may engage

consultants or outsource such work to expaditiously comply with these guidelines. For this

purpose, the p!a?/no‘w-plan funds of that department may be utilized.

43  The Action Taken Reporton the compliance of these guidelines should be sent, along
with the URL link, to the DoPT and Central Information Commission soon after the expiry of

the initial period of 6 months.

4.4  Each Ministry/ Public Authority should get its proactive disclosure package audited
by third party every year. The audit should cover compliance with the proactive disclosure
guidelines as well as adeguacy of the items inclided in the package. The audit should
examine whether there are any other types of information which could be proactively
disclosed. Such aud'tvshould be done annually and should be communicated to the Central
Information Commission annually f’nrough publication on their own websites. All Public
Authorities should proactively disclose the names of the third party auditors on their
website. For carrying out third party audit through outside consu!tants also,

Ministries/Public Authorities chould utilize their plan/non-plan funds.

45 The Central Information Commission should examine the third-party audit reports
for each Ministry/Public Authority and offer advice/recommendations 1o the concerned

Ministries/ Public Authorities.

46  Central Information Commission should carry out sample audit of few of the
Ministries/ Public Authorities each year with regard to adequacy of items included as well as

compliance of the Ministry/Public Authority with these guidelines.

D

4.7 Compliance with the proactive-cisttostFe guidelines s audit by third party and its

communication to the Central Informaticn Commission should be included as RFD target.
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