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

t****

North Block, New Delhi-
Dated the 5™ November, 2019

QEFIQE MEMQBAuDuM ri;

Sub: Implementation of suo motu dlsclcsure under Section 4 of nght to Information
(RTI) Act, 2005 - Issue of guxdelmes regarding: -

The ‘suo motu drsclosure of information to public is mandated under Sectlon 4 (2) of
the RTI Act, 2005, so that the public have to resort minimally to the use of this Act to obtain
information. Sectlon 4(1)(b) of the Right to Information Act, 2005 lays down the information
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 dlrected to refer to this Department's 0.M:. of even number dated

15" April, 2013 and to reiterate the guidelines therein (Copy énclosed), duly incorporating a
slight revision to Para 4.4 of the above guidelines allowing for ‘third party audit by any
Government Training Institute, in cases where no Training Institute exists under the
concerned Nllnlstry/Department/Publrc Authonty

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

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

Undertakings.

(Varsha Sinha)
Director

1. All the Ministries/Departments of the Government of India
2. Union Public Service Commission, Lok Sabha Secretariat, Rajya Sabha Secretariat,

Cabinet Secretariat, Central Vigilance Commission, President's Secretariat, Vice-
President's Secretariat, Prime Minister's Office, NITI Aayog, Election Commissicn
3. Central Information Commission, CIC Bhawan, Baba Gangnath Mang Munirka, New
- Dehi-110067 - :
4. Staff Selection Commission, CGO Complex New Delhi :
5" Olo the Comptroller & Auditor General of india, 10, Bahadur Snah Zafar Marg New

Delhi.

opy to: Chief Secretaries of all the States/UTs.




054 e
T

5

INDEX

. A . C.hapterA

Guidelines on suo mofu disclosure under Section 4 of the RTT Act.

Page

“No.

Suo motu dlsclosure of more items uader SCCthn 4

disclosure under Sectlon 4

Guidelines for d1g1tal pubhcatlon ' ot proactwe;:..

Guidelines for certam clauses of Sectlon 4( 1 ,(b) to-
make disclosure more effective

12

Compliance with provisions of suo motu disclosure




s

A Guidelmec on suo motu disclosure under Sectlon 4 of the RTI Act

10 - Swuo motu disclosure of more ltems under Section 4

. Sub-settion 4(2) of. the RTI Act, 2005 Trequires 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 motu to the public'atiregula‘r intervals through various  means of
communication, including internet,. so that the puBlic have minimum resort-fo use the Act to
obtain infor.nation. A.ceordingly, the Public Authorities may proactivelyldisolose the

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

PO =R Information related to ‘Proicu-'rement _
111  Information relating to procurement made by Publio Authorities including publication
. of notice/tender enc’;uirieé, con'igenda 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
cornbination of these and the rate and total amount at which sueh .progurement or works
. contract is to be done should be disclosed. All information disclosable as per Ministry of
| Finance, Department of Expenditure s O.M. No-10/1/2011-PPC dated 30"’ Nmember, 2011
on Mandatory Publication of Tender Enquiries on the Central Pubhc Procurement Portal and
O.M. No. 10/3/2012- PPC dated 30" March, 2012 en Implementation of comprehenswe end-
to-end e- procurement should be disclosed under Section 4. At present the limit is ﬁ‘ced at Rs.
10.00 lzkhs. In case of procurements made through DGS&D Rate Contracts or through
Kendriya Bhandar/ NCCF, only award details need to be pubhshed. However information
about procurement ivhich fall within the purview of.Section 8 of the RTI Act would be

exempt.

o

12 Public Private Partnerships o
121 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 S-pecialb Purpose Vehicle (SPV), if any set up, detailed projeet reports,
concession agreements, operaticn and maintenance manuals and other documents generateo .
as part of the implementation of the PPP pioject. The documents under the am'/t!)it of‘the

exemption from disclosure of information under section 8(1)(d) and 8(i)(j) of




the RTI Act would not be dlsclosed sio motit. Further mfonnatlon about fees tolls or other '

kinds of revenue that may be collected under authorization from the Government, mformatlon

in respect of outputs and outcomes_, process of selection of the private sect_or party may also

be proactively disclosed. All pay‘lnents 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
131  Transfer policy for different grlades/cadre's' of employees serving in Public Authority
should be proactively 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. These instructions would not apply to security and- intelligence

organizations under the second schedule of the RTI Act.

14 RTI Applications | ' i

141  All Public Authorities shall proactively disclose RTI applications and appeols :

received and their responses, on the websites maintained by Public Authorities with search.

facility based on key words. RTI applications and app'eals received and their responses
relating to the per»onal mfonnatlon of an individual may not be disclosed, as they do not

serve any public interest.

15 CAG & PAC paras _
151" Public Authorities may proactlvely disclose the CAG & PAC paras and the Action

Taken Reports (ATRs) 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'infofmation

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

16 Citizens Charter - o
161  Citizens Charter prepared by the Ministry/Department,. as part of the Result

Framework Document -of the depa*tment/oroamzatlon should be proactively: dlsclosed and six

monthly report on the performance aoamst the benchmarks set in Citizens Charter should aiso - :

be displayed on the website of public authorities.




b Discretion‘ary and Non-discretionax‘y grants

171 All discretionary /non- dlscretlonary grants/ allocatlons to. state governments/
NGOs/Other institutions by Mlmstry/Department should be placed on. the website of the

Mlhlstry/Department concemed.- Annual Accounts of all legal entities who are . provided

grants by Public Authontles should be ‘made avaxlable through publxcatlon directly or .

indirectly on the Public Authonty s website.. Dlsclosures would be SUb}CCt to prov1snons of -

Section 8 to 11 ofthe RTI Act.
18 Foreign Tours of PM/Ministers

181 A large number of RTI queries ‘are being filed ‘on official tours undertaken by

" Ministers or officials of various Gov emment Mnmstnes/Depar’tments Information regarding -

the nature, place and period of foreign and domestlc tours of Prime Mlmster are already
- disclosed on the PMO's websxte -

182 As per DoPT's OM No. 1/8/2012-1R dated 11/9/7017 Publlc Authorities may
) proacmely disclose the details of- foreign and domestlc ofﬁcxal tours undertaken by the
Minister(s) and ofﬁcxals ofthe rank cf 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 ofﬁcxal tour, places

' v151ted the period, number of people included in the official delegatlon and total cost of such

travel undertaken. Exemptlons under Sectlon 8 of the RTI Act 2005 may be kept in view

while dlsclosmg the information. These  instructions would not apply to security and

mtellloence oroamsat1ons under the second schedule of the RTI Act, 200) and CVOs of

public authorities.

e
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20 Guidelines for digital pu'blica'tion of proactive-di’s_cldgure uxider Section 4.

21 Section 4 lays down that information should be provnded through many medlums-
depending upon the level of the public authonty and the recnpxent of mformatlon (for

examble in case of Panchayat wall pamtmg 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 pubhcanon of

information for disclosure.

22 The Department of Informatlon Technolooy has been-working on settmg of technical
standards for government websxtes and the Department of Admmlstratwe Reforms & Public
Grievances has publxshed guidelines for websites of Govemment, Departments. These
guidelines prescribé the manner in which websites need to be designed and how information
should be disclosed. While adheﬁng to the standards of government guidelines as laid down

by Department of Informatlon Technology and Department 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 infonnation in an effective’ and user-friendly

manner.

© . a) It should be the endeavor of all public ahthon’ties %hat' all entitlements to citizens and
all transactions between the citizen and. govemment are oradually made available
through computer based mterface The ‘Electronic Delivery of Services Bill, 2012’

under formulation in Government of India would provide the necessarylmpetus.

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.

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

they have been issued.

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

are normally accessed by citizens.

o
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" o \proactivelif disclose “details in respect of the information, avai‘lable to or held by it,

reduced in an electronic form’. The website éhduld therefore indicate which digitally

h)

j

k)

Publlc Authority.

It is obligatory hndt;r Seqtionﬁ( l'),(b)(xiv) of the RTI Act for every Public Authority

held information is made available publicly over the internet and which is fiot.

As departments reorganize their systems and processes to enable themselves for
electronic s,eryice delivery, it is recommended that the requirement of bringing due
transparency as provided in the RTI 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 a muster- roll and salary slip (NREuA in Andhra Pradesh) or

formalization of a 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, origindl documents in ‘original” formats

should contmue to be made available because these are needed for community

monitoring of oovemment S f“unctlomnc

‘The ‘National Data Sharing and.Accessibility Policy’ by the Department of Science

i ' o
e) Websntes should have detailed dlrectory of key contacts, detalls of ofﬁcnals of the

and Technology is based on the pﬁnciple that all publicly funded information should” =~

be readily available. The policy has been notified in March, 2012 and the schedule

should be strictly achered to.

Information and data should be presented in open data formats whereby it can be

pulled by different- Application Protocol Interfaces to be used in diffcrent fashions

more épprobn'ate to specific contexts and reeds. Inforrﬁétion/ data can, for instance, .

be presented in powerfm visual ways usmc visualisation techmques Such ‘visual

/
’

representatlon ofmformanom data can give insights that may remain laroely
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hidden in a textual or tabular presentation of data In some. contexts pictures and<

audro/vrdeos recordings etc may be more-useful. There have been moves in some
parts of the country to vrdeo record Gram Sabha meetmos A pxcture of a NREGA

worksite, for mstance may tell much more than words ¢an. All such drfferent media

and forms should be used for proactlve drsclosure 4
% . .

Every webpaoe displayint7 information or data proactively discloséd under the RTI .

. Act should, on the top right comer, drsplay the mandatory field ‘Date- last updated

(DD/M\/I/YY)

~
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3.1 The elements of mformatlon lxsted in the vanous sub clauses of Section 4(l)(b) must

- be dlsclosed in an mtegrated manner. For example, the functlons and responsnbllttles of a

publlc authonty cannot be understood in isolation from the powers and functions of its:
employees the norms that inform its decision making processes and the rules mstructtons
and manuals that are used in the discharge of its functions. Description of one element
presupposes the existence of another So every public authority must endeavour to integrate

the mformatton mentioned in these sub -clauses while preparing voluntary dtsclosure

: matenals

\

32 Considering that disclosure in regard to certam sub-clauses have been relattvely weak,
detatled gu1delmes for four sub- clauses are given below: .
33 Guidelines for section 4(1)(b):(ii»i) - “the procedure followed in _the decision-making

~

processes, including channels of supervision and accou,ntabi,lfity”.

331 All governmernt 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 required to implement are clearly

laid down in the AOB. The manner of dlsposal of matters” assigned to - each
Department/Mxmstry is descnbed in the Transactton of Busmess Rules (TOB). Addltlonally,
every department would have a specxﬁc set of schemes and development programmes which
they are required to implement directly or through their subordinate offices or other

designated agencies. These documents contain the specific operations that every Publie

Authority'is required to undertake in the course of implementing the programme'or scheme.

‘Every operation mandated under the AOB 'read_\‘vith the TOB would be linked to a specific
decision-making chain. All government officers have to follow laid down office procedure

manual or the other rules which gives details. of how representations, petitions and

. applications from citizens must be dealt with. Templates, formats, and basic steps of decision-

~ making are briefly explained in such manuals. These descriptions constitute the elements of

decision-making processes in general. ' : C
o . : : /

30 1 Cuidelines for certain clauses of Section 4(1)(5)' to make disclosure more effective
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332 Additionally, in the routine work~of" govemance _government functronanes ‘are ﬁ ﬁ%
required to make decisions in a discretionary manner but broad gurdmo principles are laid '
down in some rule or the other. For example, the General Fmancral Rules lay: down -
procedures for a vanety of operations relating to government finances. How sanction must be
accorded for incurring. expenditure; how losses to govemment must be reported; how -
re’sponsxbr-llty for losses may be fixed on any government servant how budgets demand for .
' grants are prepared and submrtted "how public works must be sanctioned and executed; how
commodities and services may be procured by a publrc authonty, are all explamed 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.

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

follows:

(@) Every public a‘uthon‘ty should speciﬁdally iderrtif‘y 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 shorild be identified in the forrh 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.

o) The powers of each officer including ﬁo\V'ers, 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 exceptio’nal circumstances
when such standard decision-making processes may be overridden and by whom,
should also be explarned clearly. Where decentralization of decrslon makrng has
occurred in order to grant greater autonomy to pub[rc authorities, such procedures

must also be clearly explained,

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

read with the TOB. o Ly

r s




adoptmo an entirely new process such changes must be explained in srmple language

in order to enable people to easrl.y understand the changes made.

34  Guidelines for Section 4(1)(b)(iv) - “the norms set by it for the discharge of its
functions”.
341 ananly, the intention ofthns clause is that every publrc authority should proactrvely

~ 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 ma)or functions that are being -
-~ \ ) . . .

performed.

342 - Citizen Charters, ~ which are mandatory, for each central

Ministry:Department/Authonty, are good examples of s/ehicles created for laying down

norms of performance for major functions and for monitoring. achre»ements against those

standards.

343  Wherever norms have been speciﬁed for the discharge of its functions by any statute

or govemment orders, they should be proactively disclosed, particularly lmkmo them wrth the

decision making processes as detailed earlrer ‘All PubliciAuthorities should proactrvely

<

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) Detalhno and describing the processes by which the public can access and/or
receive the goods and services that they are entitled to, trom the pubhc
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.

¢ Describing the conditions, criteria and priorities under which a person becomes
eligible for the goods and services, and consequently the cateoones of people who

are entitled to receive the goods and services.

|2

(e) ln/the event of a public authority altering an existing decision-making process or

S50
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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 accessnble to- .

the public.

¢) Defining the qualitative "and quantxtatlve outcomes that each publlc-

authonty/ofﬁce plans to achieve th:ough the goods and services that it wasg

obligated to provide.

f) Layino down individual responsibility for providing the goods and services (who -

is responsible for delnery/lmplementatlon and who is respon51ble forsupervxslon) -

Guidelines for Secuon 4(1)(b)(x1)- “the budoet allocated to each of its aoency,

mdlcatmo the partlculars of all plans, proposed expenditures and reports on

dlsbursements made”.

351

(@

The public authorities while disclosing their budgets sl-lall llnde“rtak'e the following:

Keeping in view of the technical nature of the government budgets, it is essential- that

Ministries/Departments prepare simplified versions of their budgets wh]ch can be

understood easxly 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)

does not have a website then the budgets and expendlture reports of

Outcome budget beino prepared by Mihistries/Depar‘fments of Government of India
should be prominently displayed and be used as a basis to 1dent1fy physical taroets

planned during the budoetary period and the actual achievement vis-a-vis those

targets. A monthly programme 1mplementatlon calendar method of reporting being

followed in Kamataka 1S a useful model

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

accessnble throubh links from the web51te of the Ministry/Department. If a sub51dlary
F

’
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- 4.0 ~ Compliance \nm P;mmons of suo motu (proactive) disclosure under the RTT Act

, 4 .glch Ministry/Public - Authority shall “ensure that these guidelines are: fully

operationalized within a period of 6 months from the date of their issue.

4.2 . Proactive dtsclosux as per these «ruldel nes would require collating a lawe quamum
| of information and dwnmnu it. For this purpose. Ministries/Public Authorities ma) engage
i
' ‘ consultants or outsource sud1 work to expeditiousty compl\ with' these omdelmes For this

purpose. the. plan/non pl'm tunds ofthat department may be urilized.

The Actlon Taken Repoxt on the. Lomplmnce of these umdulmes should be sent,

along with the URL link. to the Central Information ‘Commission soon afier the e\pm of the

initial per lOd 01 6 months.”

4.4 EdCh Ministry/ Pubhc Authoutv should get its ploactlve disclosure packaue audned : ‘
by third party every year. The audit should cover LomphanCc with the ploacme disclosure '

guidelines as well as ”I(IL.(]UdC\ ol the items included in the package. The audit should

,

« « examine whether there are any other Lypes. of mtonmanon “which could be ploaclwelv ’

disclosed. Such audit should be clont annually 'mcl \hould be Lommunu.aled to the Central _ i

Information Commission annuall_v through publu.auon on their own websites. Further, the

N . .
task of undertaking transparency audits may be given to the respective Tmmmﬂ [nstitues

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

Territories.  “However. in cases where no.lraining ,jh.s'/iltr/ue exists under’ the

Ministries/Departineits. ’l"uh/lc Authorities the /uxks of undertaking transparency aucdits may -
be given to uny Governmenl 7/cumnu Insitutue.” “All Pubhc Authorities should proactively ' ‘
dlSC|OSt. the names of lhc third pam auditors on their websne For carrying out third party

audlt through outside consultants also I\/Imustnes/Publu Authorities should utilize their

plan/non-plan funds.

The Central Information Commission should examine the third-party audit reports _ ' r

for each Ministry/Public Authority and ofter advice/recommendations to the concerned

Ministries/ Public Authorities.

4.6 Central Information Commission should carry out sample audit of few of the

Ministries/ Publac Authorities each véar with regard to adequacy of items included as well

¢

/

as compliance of the '\Imlsll\/Puth Au[hont) with the ‘gnd:lmes ’ L
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- Authority. Co -

Wherever required by law or executive instruction, sector specific allocations and
achieverﬁents' of every department or public authority (where feasible) must be
hrahh(,hted For example budget allocation and target focusing on gender, children,

Scheduled Castes and Scheduled Tribes and religious minorities should be specially

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

given in srmphﬁed form to enable the vulnerable segments of society to better

understand the budgets of public autherities.

36 Guidelines for Section‘4(l‘)(b)(.‘<‘iv) — details in respect of information, available to

or held by it, reduced inan electronic form.

361  On the one hand, this clause serves as a means of proactiv.ely disclosing the progress

245
;.o

' A
~such subsxdrary authonty may be up]oaded on the website of the pnncrpal Publrc

made in computeriiing information under Section 4(1)(a) of the RTI Act in a periodic .

manner. On the other, it provides people with ctarity about the kinds of electronic information

- that, althduOh not held by the‘publx:c authority, is available to them. For example the stocks of

ration available with individual fair pnce shops may not be held by the Dtstnct Civil Supplres

office, but may be avarlable ata subordmate formatron

362 Keeping in view the varied 1evels of computerization of records and documents in

public authorities, data about records that have been digitized may be proactxvely disclosed

on the respective websites, excludmc 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 mformatlon that is requrred
to be compiled in relation to a file as prescnbed by Mandal 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,

responsible for mamtdrnmo the record; ‘and the life span of the record, as prescnbed in the

. relevant record retention schedule

T
~N




E 47 Compliance with lhc pxoacnve disclosure uu:delmu its audit by third party and its
Lomnul.(mumon to the Central lnfoc matxon.(‘ommisgion should be included as RFD ;az‘gel;
5.0 * Nodal Oificer : A

¥ Each Centrad Mlmsu\/ Pubhc Aulhoutv should appoint a senior officer not below
the :anl\ of ‘a Toint Scuelan and n')t bLIO\\ uank of Addmonal HOD in case of altathed

f
i - Oﬂl(.eb for ensuring Lomplmnu. with thc ploactwe dlsckmnc Umdchnu The Nodal Oﬂtcel

would work under the supu\mon of the Secrelm\ of the Ministry/Department or the HOD‘

; of'the attached oflice. as the case may bc Nudal Officers of |\lumsm/ocpammnt and HOD
scpamul\ should also ensure that the lmnmuom bélow the Ministry! DLp"llImCHt/A[[dLhed

Office also disclose the m!ormat‘ion as per the pl oactive dnsclosuu Luidelines.
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