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Deputy Comm issioner(Ad mn.)
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The Deputy Com m issioner/Director,
Kendriya Vidyalaya Sa ngatha n,

All Regional Offices/ZlETs

Madam/Sir,

With reference to the subject quoted above and to ensure the compliance of

instructions given through 1't Video Conference meeting (Webinar) held on dated

76.02.2024 at 03.00 PM for effective implementation and sensitisation of different RTI

matters as per the RTI Act, 2005 and its contents.

Dopt guidelines for officers designated as Central Public lnformation Officer under

the Right to lnformation Act, 2005 are here by circulated for reference and guidance.
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PS to Joint Commissioner(Admn.l), KVS (HQ), New Delhifor information.
All the CPlOs, KVS(HQ, New Delhi for compliance.
The CPIOs All Regional Offices/ ZIETs for compliance.
The AC(EDP), KVS(HQ), New Delhi with the request to upload the aforesaid letter on
he KVS website.
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le I o>lro1
(Neelam)

Deputy Commissioner(Admn.)

The Guard f ile.

Sub:- Guidelines for the officers designated as Central Public lnformation Officer under
the Right to lnformation Act, 2005.



No.1/69/2007-lR
Government of lndia

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

North Block, New Delhi
Dated: the 27th February, 2008

CFFICE IYIEMORANDUII'

Subject Guidelines for the officers designated as Central Public lnformation
Officer under the Right to lnfarmation Act, 2005. -

the undersigned is directed lo say that the Central Publlc lnformation
Officer (CPIO) of a public authority plays an important role in effective
implementahon of the provisions of the Right to lnformation Act, 2005. At the
same time he is liable for penalt_v in case of default in performance of duties
assigned to him by the Act. lt is, therefore, crucial for a CPIO to study the Act
carefully and understand its provisions correctly. This Department has prepared
a 'Guide' which clarifies some of the important aspec,ts of the Act relating to the
functions of the CPlOs. The Guide so prepared is enclosed as Annexure.

2. The Act provides that a CPIO may seek lhe assistance of any other officer
for proper discharge of his/her duties. Such other officer would be deemed to be
a CPIO and would be liable for contraventions of the provisions of the Act the
same way as the CPIO himself. Since the CFIO may seek the asslstance of any
officer, it is desirable for all the offieers to acquire necessary knowledge about
the provisions of the Act, which a CPIO should have. The Guide would help
them in this task.

3. All Ministries/Departments etc. are requested to bring the contents of the
Guide to the notice of all concerned.

fK.G. Verrna)
Director

Tel:23092158

All Ministries / Departments of Govt. of lndia
Union Public Service Commission / Lok Sabha Secretariat / Rajya Sabha
Secretarrat I Cabinet Secretariat / Central Vigilance Commission /

To
1.

2.

I
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President's $ecretariat / Vice-President's Secretariat / Prime Minister's
Office / Planning Commission
Staff Selection Commission, CGO Complex, Lodi Road, New Delhi.
Office of the Comptroller & Auditor General of lndia, 10, Bahadur Shah
Zatar Marg, New Delhi.
Central Information Commission/State lnformation Commissions.

The guidelines contained in the Annexure apply mutatis mutandis to the
State Public lnformati*n Offlcers (SPlOs). The State Goverxrnents may
like to issue similar guidelines for the SPlOs.

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



ANNEXURE
(OM No.1/69/2007-lR dated the 27th February, 2008)

A GUIDE FO R THE CENTRAL PUBLIC INF ORMATION OFFICERS

The Right to lnformation Act, 2005 empowers citizens to get information from any

'public authority'. The Central Public lnformation Oficer (CPiO) of a public authority plays a

pivotal role in making the right of a citizen to information a reality. The Act casts rspecific

duties on him and makes him liable for penalty in case of default. lt is, therefore, essential

for a CplO to study the Act carefully and understand its provisions conectly. Following

aspeds should par.ricularly be kept in view while dealing with the applicatrons under the Act.

What is lnfo rmation

2. lnformation is any material in any form. lt includes records, documents, memos' e-

mails, opinions, advices, press releases, circulars, orders, logbooks, contracts, reports,

papers, samOles, models, data material held in any electronic form. lt also includes

information relating to any private body which can be accessed by the public authority under

any law for the time being in force.

R qht to lnformation under the Act

3 A citizen has a right to seek such information from a public authority which is held by

the public authority or which is held under its contrtl. -.This right includes inspection of

work, documents and records; taking notes, extracts or certified copies of documents or

records; and taking certified samples of matefial held by the public authotity or held under

the control of the public authority.

4. The Act gives the citizens a right to information at par with the Members of Parliament

and the Members of Stale Legislatures. According to the Act, the information which cannot

be denied to the Parliament or a State Legislature, shall not be denied to any person

5. A citizen has a right to obtain an information in the form of diskettes, floppies, tapes,

video. cassettes or in any other electronic mode or through print-outs provided such

information is already stored in a computer or in any other device from which the inlbrrnation

may be transferred to diskettes etc.

6. The information to the applicant should ordinarily be provided in the form in which it is

sought. However, if the supply of information sought in a particular form would

dispropodionately divert the resources of the public authority or may cause harm to the

saiety or preservation of the records. supply of information in that form may be denied.

7. The Act gives the right to information only to the citizens of lndia lt does not make

provision for giving information to Corporations, Associations, Compan-res etc. which are

legal entities/persons, but not citizens. However, if an application is made by an employee
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or office-bearer of any Corporation, Association, Cgmpany, NGO etc. indicating his name

and such employee/office bearer is a citizen of lndia, information may b9 supplied to

him/her. ln such cases, it would be presumed that a citizen has sought information at the

address of the Corporatian etc.

g. Only such information is required to be supplied under the Act which already exists

and is held'by the public authority or held under ttre control ol the public authority The

CplO is not supposed to create information; or to interpret information; or to solve the

problems raised by the applicants; or to furnish replies to hypothetical questions.

lnformation Exem pted From Disclosure

9. Sub-section ('1) of section 8 and section g of the Act enumerate the types of

information which is exempt from disclosure. Sub-section (2) of section 8, however,

provides that information exempted under sub-section (1) or exempted under the Official

Secrets Act, '1923 can be disclosed if public interest in disclosure ovetweighs the harm to

the protected interest. Further, sub-section (3) of section I provi@s that information exempt

from disclosufe under sub-section (1), except as provided in clauses (a), (c) and (i) thereof.

would cease to be exempted after 20 years from the date of occurrence of the related event

etc.

'10. lt may be noted that section 8(3) of the Act does not require the public authorities to

retain records for indefinite period. The records shoujd be retained as per the record

retention schedule applicable to the concerned public authority. lnformation generated in a

file may survive in the form of an OM or a letter or in any other form even after destruction ot

the file/record. The Act requires furnishing of information so available after the lapse of 20

years even if such, information was exempt fiom disclosure under sub-section('1) of Section

8. lt means that the information which, in normal course. is exempt from disclosure under

sub-section(1) of Section B of &e Act, would ceasb to be exempted if 20 years have lapsed

after occunence of the incident to which the information relates. However, the following

types of information would continue to be exempt and there would be no obligation, even

after lapse of 20 years, to gtve any citizen-

(i) information disclosure of which would prejudicially affect the sovereignty and

integrity of lndia, the security, strategie, scientific or economic interest of the

State, relation with foreign state or lead to incitement of an offence;

(ii) inforrnation the disclosure of wlrich would cause a breach of privilege of

Parliament or State Legislature; or



(rii) cabinet papers including recorcis of deliberations of the Council of Ministers

Secretaries and other Officers subiect to the conditions given in proviso tc clause

(i) of sub-section(1) of Section 8 of the Act.

Riqht to I nformation Vis-a-Vis other Acts

11. The RTI Act has over-riding effect vis-a-vis other laws inasmuch as the pmvisions of

the RTI Act wouH have effect notwithstanding anything inconsistent therewith contained in

the Official Secrets Act, 1923, and any other law for the time being in force or in any

instrument having effect by virtue of any law other than the RTI Act.

Renderin Assistance to Aoolicants

12. The Central Public lnformation Ofticer has a duty to render reasonable assistance to

the persons seeking information. As per provisions of the Act, a person, who desires to

obtain any information is required to make a request in writing or through electronic means

in English or Hindi or in the official language of the area in which the application is made. lf

a person seeking information is not able to make such reguest in writing, the Centlal Public

lnformation Offlcer should render reasonable assistance to nim to reduce the same in

writing.

13. Where access to a record is required to be provideci to a sensorily disabled person,

the Central Public lnformation Officer should provide assistance to such person io enable

him to access the information. He should also provide such assistance to the person as

may be appropriate for the inspection of records where such inspection is involved.

Assistance Available to CPIO

14 The Central Public lnformation Officer may seek the assistance of any other officer

as he or she. considers necessary for the proper discharge of his or her duties. The officer,

whose assistance is so sought by the CPIO, would render all assistance to him. Such an

officer shall be deemed to be a Central Public lnformation Officer and would be liable for

contravention of any provisions of the Act the same way as any other Central Public

lnformation officer. lt would be advasable for the CPIO to inform the officer whose

assistance is so4ht, about the above provision, at lhe time of seeking his assistance.



I

Suo Motu Disclosure

15. The Act makes it obligatory for every public authority to make suo-motu disclosure

in respect of the particulars of its organization, functions, duties and other matters, as

provided in section 4 of the Act. The infonrlation so published, according to sub-section (4)

of section 4, should be easily accessible with the CPIO in electronic format. The CPIO

should. therefore, make concerned efforts io ensure that the requirements of the Section 4

are met and maximum information rn espect of the public authority is made available on the

internet. lt would help him in two ways. First, the number of applications under the Act

would be reduced and secondly, it woulo facilitate his work of providing information

inasmuch as most of the information would be available to him at one place.

Fee for Seeki q Information

16. An applicant, along with his application, is required to send a demand drafi o. a

banker's cheque or an lndian Postal Order of Rs.10/- (Rupees ten), payable to the Accounts

Officer of the public authority as fee prescribed for seeking information. He can also make

payment of fee by way of cash to the Accounts Officer of the public authority or to the

Central Assistant Public lnformation Officer against proper receipt_

17 . Additional fee has been prescribed by the Right to information (Regulation of Fee

and Cost) Rules, 2005 for supply of intormalion as given beiow.

(a) rupees two (Rs. 2l) for each page ( in A-4 orA-3 size paper) created or copied;

(b) actual charge or cost price of a copy in larger size paper;

(c) actual cost or price for samples or models,

(d) for inspection of records, no fee for the first hour; and a fee of rupees flve (Rs.5/-) for

each subsequent hour (or ftaction thereof;;

(e) for information provided in diskette or floppy rupees fifty (Rs.s0/.) per diskette or floppy;

and

(f) for information provided in printed form at the price fixed for such publication or rupees

two per page of photocopy for extracts from the publication.

18. lf the applicant belongs to below poverty tine (BpL) category, he is not required to
pay any fee. However, he should submrt a proof in support of his claim to belong to the
below poverty line. The application nct accompanied by the prescribed fee of Rs. .t 0/. or
proof of the applicant's belonging to below poverty line, as the case may be, shall not be a
valid application under the Act and, therefore, does not entitle the applicant to get
information.



Contents and Format of ADDlication

19. An applicant making request for information is not required to gave any reason for

requesting the information or any other personal details except those that rnay be necessary

for contacting hirn AIso, the Act or lhe Rules do not prescribe any fcrrnat of apclication for

seeking information Thereiore. the applicant shoul0 not be askeci to give justification for

seekrng rnfoimalion or to give details cf hrs job etc. or to submii application ln any paniculai-

form.

lnvalid Applications

20. Soon after receiving the application, the CPIO should check whether the applicant

has made the payment of application fee of Rs. -10 or whether lhe applicant is a person

belonging tc a Beiow Poverty Line (BPL) family. if application rs not acccmpanied by tne

prescribed fee or the BPL Certificate it cannot be treated as a valid application under the

RTI Act and may be ignoed.

Transfer of Application

21 . !f the application is accompanied by the prescribed lee or the Below Poverty Line

Certificate, the CPIO should check whether the subject matter of the application or a part

thereof concerns some other public authority. lf the subiect matter of the application

concems any other public authority, it should be transferred to that public authority. li only a

part of the application concerns the other public authority, a copy of the application may be

sent to that public authority, clearly specifyirE the part which relates to that public authority

While transfgrring the applicataon or sending a c6py tiereof, the cdncemed public authority

should be informed that the application fee has been received. The applicant should alsc

be infisnned about the kansfer of his application and the particulars ot the public authority to

whom ihe application or a copy *reresf has been sent.

22. Transfer of application or part thereof, as the case may be, should be made as soon

as possible and in any case within five days from the date of receipt of the application. lf a
cPIo transfers an application after five days from the receipt of the application, he would be

responsible for delay in disposing of the application to the extent of number of days which

he takes in transferring the application beyond 5 days.

23 The cPlo of the public authority to whom the application is transferred, should not

refuse acceptance of fansfer ol the application on the ground that it was not transfened to
hrm within 5 days.
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24. A public authority may designate as many CPIOs for it as it may deem necessary. lt

is possible that in a public authority with more lhan one CPIQ, an application is received by

the CPIO other than the concerned CPIO. ln such a case, the CPIO receiving the

application should transfer it to the concerned CPIO immediately, preferabty the same day.

Tirne period of five days for transfer of the applicatron applies only when the application is

transferred from one public authority to another pubiic authority and not for transfer from one

CPIO to another in the same public authority.

Supolv of lnformati on

25. The answering CPIO should check whether the information sought or a part thereof

is exempt ftom disclosure under section 8 or Section 9 of the Act. Request in respect of the

part of the application which is so exempt may be rejected and rest of the information

should be.provided immediately or after receipt of additional fees, as the case may be.

26. Where a request for information is rejested, lhe Central Public lnformation Offieer

should communicate to the person making the request-
(i) the reasons for such rejection,

(ii) the period within which an appeal against such rejection may be preferred; and

(iii) the particulars of the authority to whom an appeal can be made.

27. lf additional fee is required to be paid by the applicant as provided in the Right to
lnformation (Regulation of Fee and Cost) Rules.2005, the Central Public lnformation Officer
should inform the applicant:

(i) the details of further fees required to be paid;

(ii) the calculations made to arrive at the amount of fees asked for;
(iii) the fact that the applicant has a right to make appeal about the amount of fees so

demanded;

(iv) the particulars of the authority to whom such an appeal can be made; and
(v) lhe time limit within which the appeat can be made.

Suoolv of Part lnfo ation bv Severance

28. where a request is received for access to information which is exempt from
disclosure but a part of which is not exempt and such part can be severed in such a way
that the severed part does not contain exempt information then, access to that part of the
information/record may be provided lo the applicant. where access is granted to,a part. of
the record in such a way, the Central Public lnformation Officer should inform-the applicant
that the information asked for is exempt from disclosure and that only part of the record is



being provided, after severance, which is not exempt tom disclosure. While doing so, he

should give the reasons for the decision, including any findings on any material question of

fact, referring to the material on which those findings were based. The CPIO should take

the approval of appropriate authority before supply of information in such a case and should

inform the name and desrgnation of the person giving the decision to the applicant also.

Time Period for Supplv of lnformation

29. The CPIO should supply the inlormation within thirty days of the receipt df the

request, Wtrere the information sought for concerns the life or libefi ot a person, the same

should be provided within forty-eight hours of the receipt of the request.

30. Every public authority is required to designate an offcer at each subdivisional level

or other sub-district level as a Central Assistant Public lnformation Officer (CPAIO) to

receive the applications or appeals under the Act for forwarding the same to the Central

Public lnformation Officer or the first Appellate Authority or the Central lnformation

Commission. lf request for information is received through the CAPIO, the information may

be provided within 35 days of receipt of application by the CAPIO in normal course and 48

hours plus 5 days in case the information sought concerns the life or liberlry of a person.

31 . ln case of an application transferred from one public authority to another public

authority, as referred to in para 21, reply should be provided by the concemed public

authority within 30 days of the receipt of the application by that public authority in normal

course and within 48 hour$ in case the information sought concerns the life or iiberty of a

person.

32. The Central Public lnformation Officers of the intelligence and security crganisaticns

specified in the Second Schedule of the Act may receive applications seeking information

pertaining to allegations of corruption and human rights violations. lnformation in respect of

allegatioi'rs of violation of human rights, which is provided only after the approval of the

Central lnformation Commission, should be provided within forty-five days from the dale of

the receipt of request. Time limit prescribed for supplying information in regard to

allegatiqns of corruption is the same as in otlrer cases.

33. Where the applicant is asked to pay additional fee, the period intervening between

the dispatch of the intimation about payment of fee and the payment of fee by the applicant

shall be excluded for the purpose of calculating the period of reply. The follorrring table
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No

shows the maximum time which may be taken to dispose off the applications in difbrent

situations:

Sr. S itu atio n Time limit for disposing off

a pplications

Supply of information in normal course 30 oays

Supply of information if it concerns the life or 48 hours
libe ofa
Supply of information if the application is
received through CAPIO.

05 ciays shall be added to
the time period indicated at
Sr. No. 1 and 2.

$upply of information if application/request is
received after transfer from another public
authority:
(a) ln normal course

1

2

4

5

(b) ln case the information concerns the life or
liberty of a person

Supply of information by organizations specified
in the Second Schedule:
(a) lf information relates to allegations of

violation of human rights.
(b) ln case information relates to allegations of

Supply of information if it relates to third party
and the third party has treated it as confidential

Supply of information where the applicant is
asked to pay addilional fee

{a) \l/ithin 3O days of the
receipt of the application
by the concerned public
authority.

(b) Within 48 hours of receipt
of the application by the
concerned public
authori

(a) 45 days from the receipt
of application.

(b) Within 30 days of the
rece ofa lication.

Should be provided after
following the procedure
given in para 37 to 41 of
these uidelines.
The period intervening

I between informing the
applicant about additional
lee and the payment of fee
by the applicant shall be
excluded for calculating the

od of re

6

7

34. lf the CPIO fails to give decision on the request for idbrmaticn within the prescribed

period, the Central Public lnformation Officer shall be deemed to have refused the request

It is pertinent to note thal if a public authority fails to corply with the specilied time limit, the

information to the concerned applicant would have to be provided free olcharge.

I

I I coruption.
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Third Partv lnformatigr.t

35. Third party in relation to the Act means a person other than the citizen who has made

raquest for information. Any public autheirity other than the public authority to whom the

request has been made shall also be included in the deflnition of third party.

36. lt may be noted that in+ormation including corlrnercial ccnficjence, trade secrets or

intellectual property, the disclosure of which would harm the competitive position of a third

party, is exempt from disclosure. Section 8(1)(d) requires that such information should not

be disclosed unless the compelent authonty is satisfied that larger public interest warrants

the disclosure of such informaiion.

37. lf an applicant seeks any information whrch relates to or has been supplied by a third

party and that third party has treated that information as confidential, the Central Public

lnformation Otficer should consider whether the information should be disclosed or not. The

guiding principle in such cases should be that except in the case of trade or commercial

seciets pr'ctected by law, disciosure rnay be allowed if the public interest in disclosure

ouhrveighs in irnportance any possible narm or injury to the interests of such third party.

However, procedure as given below should be followed before disclosrng such informatron.

It may be noted that this procedure need be followed only when the third part has treated

the information as confidential.

33. lf the CPIO intends to disclose the information, he shouici within five days from the

recetpt of the application, give a written notice to the third party that the information has

been sought by the applicant under the RTI Act and that he intends to disclose the

information. He should reguest the third party to rnake a submission in writing or orally.

regarding whether the infonnation should be disclosed The third party should be given a
time of ten days. from lhe date oi receipt of the notice by him, to make repreientation
against the proposed disclosure. if any.

39. The Central Public lnformation Offjcer should make a decisron regarding disciosure

of the irrformation keeping in view the subm;ssion of the third party. Such a decision should
be taken within forty days from the receipt of the request for information. After taking the
deciston. the CPIO should give a notice of his decision to the third party in writing. The
notice given to the third party shouid include a statement that the third party is entiled to
prefer an appeal under section 19 against the decision.

40. The third party can prefer an ap.peal to the First Appellate Authority against the
declslon made by the Central Public lnformation Oiflcer within thrrty days from the date of
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the receipt of notice. lf not satisfied with the decision of the First Appellate Authority, the

third party can prefer the seaond appeal to the Central lnformation Commission.

41 . lf an appeal has been filed by the third party against the decision of the CPIO to

disclose the'thjrd party information, the information should not be disclosed till the appeal is

decided.

Appeals and ComDlaints

42. lf an applicant is not supplied information within the prescribed time limit, or is not

satisfied with the information furnished to him, he may prefer an appeal to the first appellate

authority who is an offcer senior in rank to the CPIO. Such an appeal can be made within a

period of 30 days from the date on lvhich time limit for supply of infonnation expires or the

decision of the CPIO is received. The appellate authority,of the public authority is expected

to dispose of the appeal witiin a period of thirty days or in exceptional cases within 45 days

of the receipt of the appeal. lf the first appellate authority fails to pass an order on the

appeal within the prescribed period of if the appellate is not satisfied with the order of the

first appellate authonty, he may prefer a second appeal with the Central lnformation

Commission within ninety days from ihe date on which the decision shor-rld have been made

by the first appellate authority or was actually ieceived by the appellant.

43. lf any person is unable to submit a request to a Central Public lnformation Officer

either by reason that such an officer las not been appointed by the concerned public

authority; or the Central Assistant Central Public lnformation Officer has refused to accept

his or her application or appeal for forwarding the same to the Central Public Information

officer or the appellate authority, as the case may be: or he has been refused access to

any information requested by him under the RTI Act; or he has not been given a response

to a request for information within the time limit specified in the Act; or he has been requtred

to pay an amount of fee which he considers unreasonable; or he believes that he has been
given incomplete, misleading or false iniormation, he can make a complaint to the Central

Information Cornmission.

Imposition of Penaltv

44. As pointed out above, an applicant under the Act has a right to appeal to the central
lnformation Commission and also to make complaint to the Commission. Where the Central
lnformation commission at the time of deciding any complaint or appeal is of the opinion
lhat the Central Public tnformaiion Officer has without any reasonable cause, refused to
receive an application for information or has nat furnished infonnation within the time
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specified or malafidely denied the request for information or knov,/ingly given incorect,

incomplete or misleading information or destroyed information whlch was the subject ol the

request or obstrucled in any manner in furnishing the intormation, it shall impose a penalty

of two hundred and fifty rJpees each day till application ls recerved or information is

turnjshed subjeci lo the condrtron tnat the totai amount of such penalty shall not exceed

twenty-five thousand rupees. The Central Public lnformatron Officer shall. hcwever be given

a reasonable opportunity of being heard before any penalty is imposed on hirn The burden

of proving that he acted reasonably and diligently and in case of de ial cJ a request that

such denral was justified shall oe on the Central Public lntormaiion Ofilcer

Oisciplinarv Aciion Aoainst CPIO

45. Where the Central lnformation Commission at the lime of deciding any complaiqt or

appeal is of the opinion that the Central Public lnformation Officer has without any

reasonable cause and persistently. failed to receive an appircation for infoamatron or has not

fumished information withln the time specifed or malalidely denied the request for

infgrmation or knowingly given incorrect, incomplele or misleading information or destroyed

information which was the subject of the request or obstructed in any manner in turnishing

the infomation. it may recommend tor disciplinary actaon against the Central Public

lnformation Officer.

Protection for Work Done in Good Faith

46. Section 21 of the Act provrdes that no suit, proseculicn or other legal proceeding

shall lie against any person for anything which is in good faith done or intended to be done

under the Act or any rule made thereunder. A CPIO shouid however, note that rt u/oJlC be

his responsibility to prove that his action was in good faith.

Annual RaDort of the CIC

47 The Central lnformation Commission prepares a report on the implementation of the

provisions of lhe RTI Act every year, whicb is laid before each House of the Parliament.

This report, inter-alia. has to i.clude information about the numb€r of requests made to

each public authority. the number of decisions where the applicants were not entitled tc

access to documenls reqlested ior, lhe provisions of the Act Lrnder which these decisions

were made and the number of times such provisions were invoked, the amount of charges

collected by each public authority under th3 Act Each Ministry/Department is required to

collect such information from all the public authorities under its jurisdiction and send the

same to the Commission The CPIOs should main:ain the reqLrs,te rrformatron rn this regard
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so that it may be supplied to their administrative Ministry/Department soon after the end of

the year, which in turn may supply to the Commission.


