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Govemment of India

Ministry of Personnel, PC & pension
Department of Personnel &'frainine

North Block. New Delhi
Dated 6'h October. 201-5

Office Memorandum

Subject: Format for giving information to the applicants under Rl'I Act- issue of guitJelirrcs
regarding.

It has been observed that different public authorities provide infbrmatron to 1t'tl
applicants in different formats. Though there cannot be a standard format for providing
information, the reply should however essentially contain the following information:

(i) RTI application number, date and date of its receipt in the public authonty.
(ii) The name, designation, official telephone number and email ID of the Cplo.
(iii) In case the information requested for is denied, detailed reasons for denial quotilg

the relevant sections of the RTI Act should be clearly mentioned.
(iv) In case the information pertains to other public authority and the applicatio' is

transferred under section 6(3) of the IITI Act, details of the public authority to
whom the application is transfened shouid be given.

(v) In the concluding para of the reply, it should be clearly mentioned that the Firsr
Appeal, if an5', against the reply of the CPIO may be made to the First Appellate
Authority within 30 days of receipt of reply of CpIO.

(vi) The name, designation, address, official telephone number and e-rnail ID of the
First Appellate Authority should also be clearly mentioned.

2- In addition, wherever the applicant has requested for 'certified copies' of the
documents ol records, the CPIO shouid endorse on the document ',True copy of the
document/record supplied under RTI Act", sign the document with date, above a seal
containing name of the officer, CPIO and name of public authority; as enumerated below:

True copy of the document/recorA supptied;"

(Name of the Officer)
CPIO

fName of the Authori

Further in case the documents to be certified and supplied is large in number, inforrnation on
RTI application should be supplied by a designated PIO but the certification of the documents.
if need be, could be done by an other junior gazetted.officer.

3. This rnay be brought to the notice of all concerned.
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1' All the Ministries / Departments of the covernment of india.
t . . ) l-



2. Union Publie Service Commissio" ih; r#t*"", etaiat/Rajya Sabhd Secretariat/ Cabinet
' SecretariiV Central Vigilance Commission/ President's Secretariat/ Vice President's

s ecretariav Prime Minister's offirce/ NITI Ayo g/Election commission.
3- central lnforrnation commission/ State Information commissions.
4. StaffSelection Commission, CGO Complex, New Delhi.
5- O/o the Compholler &Auditor General of Indi4 10, Bahadur Shah Zafar Marg,New Delhi.

Copy to: Chief Secretaries of all thc States/UTs


