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The url of the RTI softwareis : https://rtionline.gov.in

Citizen Module

This is the home screen of citizen module.
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SUBMIT

For submitting RTI application, submit request option has to be clicked.

On clicking on submit request option “GUIDELINES FOR USE OF RTI ONLINE
PORTAL” screen will be displayed. This screen contains various guidelines for using RT1 online
portal.

Citizen has to click on the checkbox 1 have read and understood
the above guidelines.” and then click on submit button.




1 This ‘Wb Pora can Be woegd Dy Indisn crtasns to e AT aoalcabon anine and ko to make sayment for KT applcation online Frss
300cal can ko be fed online.

2, An apphcant who desires to obtain aoy éarmation under the BT A o make 3 fequest throcgh thes Web Pored to the
Mintaries/Ocpartments of Governmen: of ingia.

3, On chcking at “Submiz Boquest”, the apolicant has to fill the roqueed desals on the asge thar will appear
The hokds marked * 3re mandatory whike the others are opnianal
A The test of the appication may e wreten 32 the prescribed column.
5, At presort, the 1est of 3n appicaton that can be uph R hed calumn i confined to 3000 only.
E. In case an applcabion contana more than 30R! characters, it Gn be updoaded 2 an sttachment, by wsing column
“Supporting document’
7. afoer filing the firt page, the applicant nas to cick an “Mato Payment” to mate payment of the preseriboed foe.

8. Tre appicant can pay the arescribed Soc theough the foliowing modes:

(a) iternee Basking
{b} Uzing credr/debit cand of Master/ Vi,
{cd Using FaPay Card.

5, Foo dor making a0 20picanon 5 35 presaribed in the RT] Bukes, 2002

10, Afsor making payment, an dpakcation tan be submittod.

11. Afsor making poymene, if appicant dn't rocehe The FEgIStTamnan number thon agplicant i3 saviecd to wak for the 24 S8 werking hours
34 rogistration number Wil be genarated after reconcliznon. Piase da Aot make sadtonal Jttempt 1o Make payment agin 2 koot
goncrated within 23 48 hours kindly serd an e mall 3¢ helpritaniine doptiatinici dat)in with transacrion detass.

12, Na F7I dee Is required to be pand by any citizon who it below poverty line 35 per BT Ruses, 2012 Howewet the applcant must attach 3
copy of the cornicee isvund by the appeopr inthis segard. al e

13.On ot an a unigue numbcr would be Issuod, whith may be redorred by the applicant for any
refersoces in futune.

14 Tre appicanon filed throug the Wed Portal weeld reach clectronically to the ' Nodal Officer” of concerned Minetry/Departonaes, who

would the AT appk 0 nically t0 the ¢ d ORI

15, in case 2od foc i requind % the cost far providing infarmarion, the CPI0 would the ugh this
portal. The Inttmatien can be soon by the apalcant through Status Acpoct o theough Risthar e mad slem:

1E. For making an appest to the fist A L3n the s oo dick ot “Sabmit Firs Appeal” and #l up-the page that wit
agocat

17. Tre reglatration rember of anginal appicanon has t o used for retercnee.

18. As por RT1 Act, 0o fee hias to be paid for first sppcal.

15, The appdcanttba apocilans shouid submet big/her modie number to mooive SME alert,

20, Status of the AT applcston/finst agpeal filed onling can be soon by the applicant/apocilant by dicking 3t “View Status”.

21 All the requirements tor fiing an AT) Sppicanon and fint apdosl 35 wedl 35 oeher W tme limn, ' o, 3%
orovaded in the R Act, 2IKIS Wik cantinue 1o apoly

{14 have read and understood the abose guidelines.
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Then Online RTI Request Form screen will be displayed. This form can be used to file an
online RTI.

ooy Select Language: publfic Authorities Available

A RTI Online

i O version 2.0
An Inibative of Department of Personnel & Training, Government of India

Home Submit Request Submit First Appeal View Status  View Histonde—] Login User Manual ContactUs FAQ

Online RTI Request Form

Note:Fields marked with * are Mandatary

poc i search Public Authority
Public uthority Detalls | Type name ar part of name of public suthanty ]
* Select Ministry/Department/Apex body l ~Salert— v ]
S S A -~ )
personal Details of AT Applicant:--
* CLmailiD |’:.5 uzer @domam.com |
Mobde Number (For receiving SMS alerts) [—91 J I I
* Confirm Email-ID | |
*Name [ I
Gender
e O Maie '-“-]Fcrrulc "»“"D' ro Gender
* Address [ |
I' |
l' |
Pin code [ I
Country ':Q'hd a 'j-;:'Ctl':‘
State [ —Selet— W
Status Q Rura "‘) Urban
Educational Status @] Literate O lliiterate
Phone Number l:] [
Request Details -
Citizenship .
{Only Indion citizens cen file R1T Request application) | radion B I
* is the Applicant Below Poverty Line 7 [ =Select—- W

(Enter Text tor RTI Request application upta 3000 characters)

Ministry or Department for which the applicant wants to file an RTI has to be selected from
Select Ministry/Department/Apex body dropdown field.




Applicant will receive sms alerts in case he/she provides mobile number. The
fields marked * are mandatory while the others are optional.

If a citizen belongs to BPL category he/she will select the option Yes in “Is the Applicant
Below Poverty Line?” field and he/she has to upload BPL card certificate in
Supporting document field.

1. Supporting document should be in PDF format and upto 1MB. 2. No
RT]I fee is required to be paid by any citizen who is below poverty line as per
RTI Rules, 2012.

* s the Applicant Below Poverty Line ? | ves v

BPL Card No. ‘ |
(Proof of BPL may be provided os an attachment)

Year of Issue \ |

Issuing Authority ‘ I

(Enter Text for RT] Request application upto 3000 characters)

Note:- Only alphabets A-Z a-z number 0-9 and special characters,.-_ () /@ : & ?\ % are allowed in Text for RTI Request application.

* Text for RTl Request application

* Supporting document  (only pdf upto 1 MB)

Choose File | No file chose
(Upload the proof of BPL status) ‘ o file chosen |
* Enter security code | 915267 ] l |

Refresh

Home | National Portal of India | Complaint & Second Appeal to CIC | FAQ | Policy

Copyrigtit © 2021 All rights reserved. I eloped and Hosted by National Informatics Centre, New Defhi and Contents Owned by DOP&T

In case of BPL category the applicant has to click on submit button, to submit the RTI
application.




On submission of the application, a unique registration number would be issued, which may be
referred by the applicant for any references in future.

Your RTI Request filed successfully.

Please note down the details of registration.

Registration Number DOP&T/R/E/21/00001

Mame rahul

Date of Filing 05-01-2021

Request filed with Department of Personnel & Training
Telephone Number 23040247

Email Id amitjoshi@localhost.com

SIS TN (T

If a citizen belongs to Non BPL category, he/she will select the option NO in “Is the
Applicant Below Poverty Line?” field and has to make a payment of RS 10 as
prescribed in the RTI Rules, 2012.

The applicant can pay the prescribed fee through the following modes:
(@) Internet banking.

(b) Using credit/debit card of Master/Visa and RuPay Card.

(c) UPI




*Is the Applicant Below Poverty Line ? | No v

You are required to pay the RTI fee of T 10

(Enter Text for RTI Request application upto 3000 characters)

Note:- Only alphabets A-Z a-z number 0-9 and special characters, .-_ () /@ : & ? \ % are ollowed in Text for RTI Request application.

* Text for RTI Request application

Supporting document  (only pdf upto 1 MB) | Choose File ] No file chosen |

(915267 | |

Refresh

Make Payment

* Enter security code

Home | National Portal of india | Complaint & Second Appeal to CIC

All'aghts rese wed, Developedan sted by Nationa! informatics Centr hi and Contents Owned by DOPST

“Text for RTI Request application” should be upto 3000 characters. If the text of RTI
application is more than 3000 characters then RTI application can be uploaded in Supporting
document field.

Note:- Only alphabets A-Z a-z number 0-9 and special characters, .- _()/ @ : &\ %
are allowed in Text for RTI Request application.

After filling all the details in the form click on Make Payment button.
On clicking Make Payment button Online Request Payment form will be displayed.
The payment mode can be selected in this form.

Payment mode can be:

1. Internet Banking
2. Credit or Debit Card / RuPay Card
3. UPI




Select the Internet Banking, Credit or Debit Card/RuPay Card, UPI and then click on the
Payment Gateway.
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After clicking on the "Pay" button, applicant will be directed to Payment Gateway for payment.
After completing the payment process, applicant will be redirected back to RTI Online Portal.

- C  # maichant onlinesbisty meechant tartpraloginht a B o &
STATE BANK MULTI OPTION PAYMENT SYSTEM
0 i}
S Nl Babing | poem Othar Narss
Band Crawgen 9 ¢ Dar Charges 00

o - e
Shate Sas Oalst Cary i Saek Dabst Caron Creckt Carsts
Eap Crorges 0 ¢ Bara Chavges 00 Bach Crasges 43

On submission of the application, a unique registration number would be issued, which may be
referred by the applicant for any references in future.




The applicant will get an email and sms alert (if mobile no. provided) on submission of
application.

Your RTI Request filed successfully.

Please note down the details of registration.

Registration Number DOP&T/R/E/21/00001

Name rahul

Date of Filing 05-01-2021

Request filed with Department of Personnel & Training
Contact Details

Telephone Number 23040247

Email Id amitjoshi@localhost.com

EETED GEIES G

The application filed through this Web Portal would reach electronically to the "Nodal
Officer" of concerned Ministry/Department, who would transmit the RT1 application
electronically to the concerned CPIO.
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SUBMIT FIRST APPEAL

For submitting First Appeal application, Submit First Appeal option has to be clicked.
On clicking on this option “GUIDELINES FOR USE OF RTI ONLINE PORTAL” screen
will be displayed. This screen contains various guidelines for using RTI online portal.

Citizen has to click on the checkbox “l have read and understood the above
guidelines.” and then click on submit button.

12




GUIDELINES FOR USE OF RTI ONLINE PORTAL

1 This ‘Wb Foral can B wood Dy Indian crtasns to fie AT applcaton andne and ko0 to make sayment for RTI applcation online. Frss
30003l can ko be Hed online

2, Ao apphicant who desires to obtain sy wformation under the RT1 AC o make 3 fequest throcgh thes Web Portd to the
Minisries/Oopartments of Government of ingia.

3, On choking at “Submiz Boguest”, the spolicant has to fill the rogared deals on the psge thatwill sppear
The fokds marked * 2re mandatory whike the others e opnanal

A The test of the appication may he wreten 32 the preseribed column.

5, At presore, the 1est of 3n appicaton that cn be uplasded 2 The bed column is 4 1o 3000 only,
£. In case an applcabon contans more than 3008 ch tanbe d3zan hi by using column
“Supporting document’
7. afoer filing the first page, the applicant fas to cick an “Mato Payment” to mate payment of tha preseribod foe.
8 Tre Qn paythe o bed Soc the folk modes:
(a) internee hasking

{b} Uzing credd/debi cava of Mastor/ Vi,

{ci Using FPay Card
5. oo Yor making a0 aopicanion 15 35 presaribied in the KT Bukes, 2002
10. Afer making an opol nbe

11. Afsor making poymene, if appicant 3dn't rocehe The rEFIStranan number thon agplicant i3 saviecd to wak for the 24 S8 weeking hours
34 rogistration number will be genarated after reconciliznion. Pase da Aot make sddtonzl tempt 1 mMake payment agin 2 koot
goncratea within 23 48 hours kindly serd an & mall 3¢ helpritaniine doptiatirici dat)in with tranzacrion detass.

12, Na R fee IS requared to Be pand by any citizon who it below poverty line 35 per BT Ruses, 2012 Howewet, the applcant must attach 3
capy of the cormicare istund by the aporopriace government in this segard, alongwith the appicaton.

13, On submizzion of an a unigue number would be lssued, which may be redorred by the applicant for any
refereoces In future.

14 Tre appicanon filad through ths Wied Poetal weuld reach olcctronically to tha ' Nodal Officer” of conceraed Mingtry/Departmcek, wha

would the AT applcaty nicaly to the £ d 0P

15. in case aod foc i requind % tho coct far providing infarmation, the CPI0 wodld e through this
portal. The Intimatien tan be soon by the apalcant through Status Acpoct o theough histhar e mad slem

1E. For making an appeal to the fist Apocilsy the & nas oo dick at “Submit Firs Appeal® and #l up the page that wit
Zootan

17. Tre registration mumber of arginal appicancn has t oo used for referonce.

18. As por RT1 Act, 7o fee has to be paid for first sppeal.

15, The appdcant tba apocilant shouid submit bis/her modie number to recoive SME afert,

20 Status of the AT applcaton/fint agpeal filed onling can be soon by the applicant/apocilant by dicking 3t “View Status”.

21, All the requirements for fiing an AT apaiication and it apposl 35 wedl 35 oeher W fume limi, ' o, 3%
omovided in tha R Act, 2005 Wi cantinun o a0l

11 have: reag and understood the abose guidelines.

=]
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Then Online RTI First Appeal Form screen will be displayed.

Language: (EEE NG Public Authorities Available

RTI Online

Version 2.0
An Initiative of Department of Personnel & Training, Government of India

Home Submit Request Submit First Appeal View Status View Histonded Login UserManual ContactUs FAQ

Online RTI First Appeal Form

If request registration no. is available please provide in the box given below.

* RTI Request Registration No. l J 7]

* Enter Email Id ] : ]

*Enter Security code

Home | National al of india | plaint & Second Appeal to CIC | FAQ. | Policy

yed: P i ¢ Naty -New Dethi and Contents Cwned by DOP&T

Applicant can enter Request Registration no., Email Id and security code in Online RTI First
Appeal Form.

14




On clicking on submit button Online RTI First Appeal Form will be displayed.

Pr—

ST
O

Public Authorities Avaifable

RTI Online

Version 2.0

An Initiative of Department of Personnel & Training, Government of India

Home SubmitRequest SubmitFirstAppeal ViewStatus ViewHistoriosd Login UserManual ContactUs FAQ

Online RTI First Appeal Form

Note:Fizlds marked with * arz Mandatory.

Public Authority Details :-

* Select Ministry/Department/Apex body

[ The Institute of Charterad Accountants of india

%)

Personal Details of Appellant:-

* Request Registration Number

[ocwua/s/zumomz

| @

* Request Registration Date

28/10/2021 J o

Name lAbhishek J
Gender

e @ Male (:) Famale ‘D Third gender

* Address [Nonh Block, 11A J ©
[New Dethi ]
( ]

Pincode [121002 ] @

Country ©!ndia 'D Other

State | peini v|

Status O Rural ® Urban

Educational Status @ Literate '::' llliterate

Phone Number |m [9599645628 ] ©

Mobile Number (For receiving SMS alerts) lEJ (9599645628 ] ©

* Email-id [sbhis,kushawaha@gmail,c-:a.'n J L7

Appeal Details :-
Citizenship .
{Only Indian citizens can file RTI Req ication) [ Indizn VJ
¥ Is the Applicant Below Poverty Line 7 [ Yas V|
* Ground For Appeal | ---Select-—

v

(Enter Text for RT first appeal application upto 500 characters)

Note:- Note:- Only alphabets A-Z a-z number 0-9 and special characters, .-_() /@

= & \ ? % are allowed in Text for RTI first appeal application.

* Text for RTI first appeal application

Supporting document  (only pdf upto 1 MB)

“ Choose File I No file chosen

* Enter security code

290563 ||

Home | National Portal of India | Complaint & Second Appeal to CIC | FAQ | Policy.

and Contents Owned by DOP&T

15




The applicant can select reason for filing appeal application from Ground For Appeal
dropdown field.

* Emad-iD \ Al eI LU ©
Appeal Details :-

Ctizenship

Indian
[Only Indian citizens can file RT! Request applicotion)

* 13 the Applicant Below Poverty Line 7 NO
* Ground For Appesl Salect .
Retfusex Information Requested

Note:« Only alphabets A-Z o-r number 0-9 ond apecha! che No R I first oppeal applcation

* Tuxt for RTI first appesl apphcation

Supporting document  [onfy pdf mreu I A Choosa File no 1

nb84mz

* Enter security code

“Text for RTI first appeal application” should be upto 3000 characters. If the text of RTI
first appeal application is more than 3000 characters then RT1 appeal application can be uploaded in
Supporting document field.

Note:
1. Only alphabets A-Z a-z number 0-9 and special characters, .- _()/ @
: & ? \ % are allowed in Text for RTI Request Application.
2. Supporting document should be in PDF format upto 1MB.
3. As per RTI Act, no fee has to be paid for first appeal.




On submission of the application, a unique registration number would be issued, which may
be referred by the applicant for any references in future.

Y

"

RTi Appeal filed successfully

Registration Numbes
Namu tahul

Date of Filing 0%-0%-20
Raquest filed with

Telephone Number 23040247

Emal

DOPETA /E/21/00001

"4

Department ol Personnel & Trmning

arvitiorshid® localhost . com

D GELTE I

The application filed through this Web Portal will reach electronically to the "Nodal
Officer" of concerned Ministry/Department, who will transmit the RT1 application
electronically to the concerned Appellate Authority.

17




g VIEW STATUS /

Status of the RTI application/first appeal filed online can be viewed by the applicant by clicking
on View Status.

On clicking this option Online RT1 Status Fovrim will be displayed.

English v Public Authorities Available

RTI Online

Version 2.0
An Initiative of Department of Personnel & Training, Government of india

Home SubmitRequest Submit First Appeal  View Status  View Histordn="d Login  UserManual ContactUs  FAQ

Online RTI Status Form

Note:Fields marked with * are Mandatory.

* Enter Registration Number (DOAEF/R/E/21/00001 | @

* Enter Email Id ]'uu..................... |

(187923 (189723 ]

* Enter Security code 2

refresh

Home | National Portal of India | Complaint & Second Appealito CIC | FAQ | Policy

Copyright © 2021 Altrishisreserved. Desipned, Developed and Hosted by Nationalinformatics Centre, Newe Dalhi and Contents Dwned by DOPEY:

Applicant can enter Registration no., Email Id and security code in Online RTI Status
Form.

18




On clicking on show button Online RTI Status Form will be displayed.

Public Authorities Available

RTI Online

Version 2.0
An Initiative of Department of Personnel & Training, Government of India

Home Submit Request Submit First Appeal View Status View Historyke'd User Manual FAQ

Online RTI Status Form

Note:Fields marked with * are Mandatory.

Enter Registration Number DOP&T/R/E/20/07619

Name

Date of filing 26/11/2020

Public Authority Department of Personnel & Training

Status RTI REQUEST APPLICATION RETURNED TO APPLICANT
Date of action 02/12/2020

Reply / Remarks -test

Nodal Officer Details :-

Telephone Number 23040247

Email id sorti-dopt[at]nic[dot]in




In case of additional payment following screen will be displayed.

Online RTI Status Form

Poote f el marsked with © gre Mynaee

Ragntratien Humbaes

Name
Cave of Filing
Raqueit flled wan el A (1 " ' B Traming
] n I
YAt
"
Additionsl Paymant i

Ramarks -~ Pluse provide Ma 100 ot photod apy
Moodul Officwr Detads
Telephane furmbes

Emad \d

T T T

Additional payment can be made by clicking on Make Payment link.

Then the applicant will be directed to payment gateway.

@ ot wao 4% x Lt x | K K x QO Day Amesement 2 B TN Ockoe s Samene X Mbos 3581 - Mmkun X%

€« C  # moninegonin/osqumtpayment phid reguesiFromid=5653865383 88626335 0T TRERISH334363061 306 33197223 165 131 1762323
et i (ETEEED Pudic Authorities Available

RTI Online

Aninitrative uf Department ot

Home Submit Reguesst Submit fint Appesd View Satus. \’lml«isnrm Logn User Manual Contact Us FAQ

Online Request Payment Form

D0 not e Redies and back button of e,

ARy TUANG BATIETL H MEECEE 4111 IVt TR EEITAAT FAEET ) MRS | atebennd 15wl 170 T D 13 8 wansag fesan
21 e et Wt Lo O eTsIed st TeiTE Sarun
MEANWHILE PLEAST DO NOT MAKE ATTEMPT TD REGISTER THE SANTE REQUEST AGAN,

nANE Abiahed Wrifes Tao
Parn A T
Faewss click oMtemay

ot Aftar SAUUA O The “Piy® Buttan, pou wib be duectad i SBI Payment Gateway 10r 2ayment. Alar LoMPIETING the sayment Hrocass, you

e redirect=d back to RTI Onvine Portal to vew the detalls of your applcaton
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In case the document attached at the time of filing RTI Request is not accessible,
then the following screen will be displayed in view status.

Online RTI Status Form

St with ® see Matdat
Regutraton Mumber DOR&T/R/E/20/
S DrEse-
Date of Fiiing L i
Ny soet Hlad with wpmerema W P wveed § Yo <
N O] I
St
Rarmarhe - The S0Cumient oM e bl of e tme of Flng BT Regue ! i 00t a0 evedie The suie G0x LMot My
plrnse be uplnaded ta oo #os youn K70 Begyet
Upioad document Aoy sl wts | MWy Croose Fie
Toropphuie M urmier a1

Froved vd

T T T

Document can be uploaded by clicking on choose file option and then clicking on
Attached button.

The following screen will be displayed when file gets uploaded successfully.

Online RTI Status Form

Note: Fiekds marked with ¢ ara Mandatory

File upload successfully

* Enter RegistrationNo. (2]
* Enter Emall Id

* Enter Security code L':E!!!ii

Can't reagd me imags ! thck Dece 1o refrash

Home | National Portal of India | Complamt & Second Appeal to CIC | FAQ
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In case RTI Request Application is returned to applicant following screen will be
displayed.

Online RTI Status Form

Registration Number
Hame
Date of Fng

Request fled with
Seatun

Ramarks - As mentoned in the msdeines 1or use of th pottal, the facilty n not avaiatée for filing RT

Telaphone Number

Email 4

RTI application will be returned to applicant without refund of amount in
case RTI applications are filed for public authorities, under the state

governments including Government of NCT, New Delhi.




In case RTI Request Application is transferred to other public authority following
screen will be displayed.

Online RT1 Status fForm

Hegutration Numbes
Name
Date of Fling

Reguest fled with

Staras
Oetadls of Publc Autority = Minntry of Mome Allar
o regintration number - NWOME /R/2014/80106 resped tvely

ther Soto e ssiladin euing the viat Fthe ahonve meatboeld v Inguest! tegal

Telephore Number

Emad id

T T

New Registration no will be generated in this case and applicant can see the status of his
application by using this new registration no.
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In case RTI Request Application is forwarded to multiple CPIOs following screen
will be displayed.

Online RTI Status Form

Rogut o€on Numher
e

Dete of Filing
Baneet Ned with
eros

Oatads of CHIO = Tekephone Niambier - _§mall id

Your BT spphcstion hes been furwarded Lo muliple

POy

Telaghone Numter

Crmad b2

On clicking on link Click here to view details following screen will be displayed.

Status of RT1 Request

CP0 Telephome Hiumber Famarhs Dacurnant
S Ne Rag:rtrotuer Nuribser Curvent Statue Fatia Dare
b tmad (¥ amy) (# any)

1 Jdi L | .
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For eg.

If RTI application is forwarded to four CP10s by Nodal officer, four registration numbers will be
generated.
I.e

1. DOP&T/R/E/20/07619

2. DOP&T/R/IE/20/07619/1
3. DOP&T/R/E/20/07619/2
4. DOP&T/R/E/20/07619/3

The application gets divided in four parts and the applicant can see status of these
4 parts by using four different registration numbers.

Four replies will be received by the applicant.

In case the applicant is not satisfied with the reply of a particular CPIO, then appeal
needs to be filed for that particular registration no.

Eg. If the applicant is not satisfied with reply of registration no DOP&T/R/2013/65132/1
then he/should file an appeal for registration no DOP&T/R/2013/65132/1 and not for
original registration no DOP&T/R/2013/65132.

25




—~ VIEW HISTORY -

3

On clicking View History, Online RTI Status Form will be displayed.

et Solect Language: Public Authorities Available

o RTI Onli

-

An Initiative of Department of Personnel & Training, Government

Home Submit Request Submit First Appeal View Status szwllistm\,c.::] Login UserManual ContactUs FAQ

Online RTI Status Form

Note:Fields marked with * are Mandatory.

Enter emall id, mobile number that was used earlier to file RTI request/appeal.

* Entar Email 1d (For receiving OTP)
* Mobile Number Enter Mobile Number @

| Cadans |
* Enter Security code 594867

oxfrean

Home | National Portal of Inddia | Complaint & Second Appeal to CIC | FAQ | Policy

Citizens can enter Email id, Mobile number and Security code in this form and then click
on submit button.
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Then Online RTI Status Form will be displayed where citizen can enter OTP received in email
& Mobile Number and click on submit button.

STy Slet Language m Public Authorities Available

i\ RTI Onl.i‘,“n‘el

- Q-

An nitiative of Dapartment of Personnel & Training, (

Home Submit Request Submit First Appeal  View Status  View Histork=d Login  User Manual Contact Us  FAQ

Online RTI Status Form (ST0e R G- &5 fe1T 31 wTi)

* are (airéhdl)

Entee OTP Number
[Received In Emsall ONLY): -

oo | rabionad Partal ol indin | Complaint K Se
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After clicking on submit button following screen will be displayed.

VAT mm m Public Authorities Available

itk RTI Onlinq

O

rsion
An Initistive of Degartment of Personnet & Training, Government of India

Home Submit Request  Submit First Appesl  View Ststus View Historde ™3 Login  User Manual Contact Us FAQ

UserName |- el B e =

Request/Appeal Status s on 15-12-2021

Heguests Appeals
Registered 13l Aegistered [2)
Disposed of {3l Disposed of (3l
Pending 13 Pending {ol

sortal of Indls | Complsint & Second Appead to CiC | FAQ

Citizens can see the Registered Requests, Disposed of Requests, Pending Requests, Registered
Appeals, Disposed of Appeals and Pending Appeals.
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i.e.: On clicking on Registered Requests following screen will be displayed.

Public Authorities Available

RTI Online

Version 2.0

An Initiative of Department of Personnel & Training, Government of India

Home SubmitRequest SubmitFirst Appeal View Status View Historyke'd User Manual FAQ

List of Requests Registered
show( 10 v entries Search: |
i . Date of
S.No. Registration Number Name : Status (Status date)
Receipt
RTI REQUEST APPLICATION RETURNED TO
i DOP&T/R/E/20/07619 Rahui Bansal 26/11/2020
APPLICANT (02/12/2020)
RT| REQUEST APPLICATION RETURNED TO
2 DOP&T/R/E/20/02760 Rahul Bansal 27/05/2020
APPLICANT (01/06/2020)
RTI REQUEST APPLICATION RETURNED TO
3 DOPRI/R/E/20/02749 Rahul Bansal 26/05/2020
APPLICANT (31/05/2020)

Showing 1 to 3 of 3 entries

First Previous ‘ 1 Next Last

Home | National Portal of India | Complaint & Second Appeal to CIC | FAQ

Please note that the format of registration number is as follows- AAAAA/B/C/DD/EEEEE where

AAAAA - Public Authority Code
B - R for Request and A for Appeal
C - E - Online Receipt
P - Physical Receipt
T - Transfer From Other Public Authority
X - Part Transfer Cases
L - Legacy Receipt
DD - Last two digits of year
EEEEE - 5 digits serial number
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No. 1/8/2007-IR
Government of India
Ministry of Personnel, Public Grievances & Pensions
(Department of Personnel & Training)

o

New Delhi, the 8™ November, 2007
OFFICE MEMORANDUM

Subject: Guidelines for information seekers under the Right to Information
Act, 2005.

ok ok

The undersigned is directed to say that this Department, soon after the
enactment of the Right to Information Act, 2005, had posted reply to some
‘Frequently Asked Questions’ regarding implementation of the Act on its
website (http://righttoinformation.gov.in/) so as to enable smooth exercise of the
right to information by persons who wish to do so. A number of references have
since been received which would show that there is a need to issue further
guidelines elaborating some provisions of the Act and method of its use by the
general public. The guidelines have, accordingly, been prepared for the
information seekers, a copy of which is enclosed. It is requested that these
guidelines may be given wide publicity.

(Ké Verm
Director

Tel: 23092158
To

[

All Ministries / Departments of Govt. 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 / Planning Commission

3. Staff Selection Commission, CGO Complex, Lodi Road, New Delhi.

4, Office of the Comptroller & Auditor General of India, 10, Bahadur
Shah Zafar Marg, New Delhi.

5. Central Information Commission/State Information Commissions.
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FOREWORD

The Right to Information Act, 2005 has converted the prevailing culmir‘e of
secrecy into a culture of openness and transparency in the working of the Government.
It will go a long way in strengthening our democratic institutions, empowering the
public, removing corruption and greater involvement of citizens in the development of‘

the nation.

This compilation explains the method of making application for seeking
information from the public authorities under the Central Government, the procedure
for preparing appeals and the steps for filing complaints in the matter and other related
issues. The contents of this document would apply mostly in connection with getting
information from the public authorities of the State Governments as well.
Nevertheless, since there are different fee rules and appeal rules in different States, the

States may like to bring out their own guide on the subject on similar lines.

I wish the Right to Information Act is made use of by the public for larger

yavs

(Satyananda Mishra)

Secretary

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

public good.

New Delhi

Dated: the 8 November, 2007



A GUIDE FOR THE INFORMATION SEEKERS UNDER THE RIGHT
TO INFORMATION ACT, 2005.

~ Object of the Right to Information Act

The basic object of the Right to Information Act is to empower the citizens,

promote transparency and accountability in the working of the Government, contain-

corruption, and make our democracy work for the people in real sense. An informed
citizenry will be better equipped to keep necessary vigil on the instruments of
governance and make the government more accountable to the governed. The Act has
created a practical regime through which the citizens of the country may have access
to information under the control of public authorities.

What is Information

2. Information is any material in any form. It includes records, documents,
memos, e-mails, opinions, advices, press releases, circulars, orders, logbooks,
contracts, reports, papers, samples, models, data material held in any electronic form.
It 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.

Right to Information 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 control. This right includes
inspection of work, documents and records; taking notes, extracts or certified copies
of documents or records; taking certified samples of material held by the public
authority or held under the control of the public authority.

4, The public authority under the RTI Act 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. Only such information can be had under the
Act which already exists with the public authority.

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

tapes, video cassettes or in any other electronic mode or through print-outs provided
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information is already stored in a computer or in any other device from which the
information may be transferred to diskettes etc.

6. The information to the applicant shall ordinarily be provided in the formr in
which it is sought. However, if the supply of information sought in a particular form

would disproportionately divert the resources of the public authority or may cause

harm to the safety 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 India. It does not
make provision for giving information to Corporations, Associations, Companies etc.
which are legal entities/persons, but not citizens. However, if an application is made
by an employee or office-bearer of any Corporation, Association, Company, NGO etc.
who is also a citizen of India, information shall be supplied to him/her, provided the
applicant gives his/her full name. In such cases, it will be presumed that a citizen has
sought information at the address of the Corporation eic.

Exemptions from Disclosure

8  The right to seek information from a public authority is not absolute. Sections 8
and 9 of the Act enumerate the categories of information which are exempt from
disclosure. At the same time Schedule II of the Act contains the names of the
Intelligence and Security Organisations which are exempt from the purview of the
Act. The exemption of the organisations, however, does not cover supply of
information relating to allegations of corruption and human rights violations.

9. The applicants should abstain from seeking information which is exempt under
Section 8 and 9 and also from the organizations included in the Second Schedule
except information relating to allegations of corruption and human rights violations.
Central Public Information Officers

10.  Application for seeking information should be made to an officer of the public
authority who is designated as Central Public Information Officer (CPIO). All the
public authorities have designated their Central Public Information Officers and have
posted their particulars on their respective web-sites. This information is also available

on the ‘RTI PORTAL’ (www.rti.gov.in). Persons seeking information are advised to

refer to the web-site of the concerned public authority or the ‘RTI PORTAL’ for
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ascertaining the name of the concerned CPIO. 1If it is found difficult to identify or
locate the concerned Central Public Information Officer of a public authority,
application may be sent to the Central Public Information Officer without specifying
the name of the CPIO at the address of the public authority. "
Assistance Available From CPIOs

11. The Central Public Information Officer shall render reasonable assistance to th'e

persons seeking information. If a person is unable to make a request in writing, he

may seek the help of the CPIO to write his application. Where a decision is taken to
give access to a sensorily disabled person to any document, the Central Public
Information Officer, shall provide such assistance to enable access to information,
including providing such assistance to the person as may be appropriate for the
inspection.

Suoe Motu Disclosure

12.  The Act makes it obligatory for every public authority to make suo-motu
disclosure in respect of the particulars of its organization, functions, duties etc. as
provided in section 4 of the Act. Besides, some public authorities under the Central
Government have published other information and have posted them on their

websites,

Method of Seeking Information

13. A citizen who desires to obtain any information under the Act, should make an
application to the Central Public Information Officer (CPIO) of the concerned public
anthority in writing in English or Hindi or in the official language of the area in which
the application is made. The applicant can send the application by post or through
electronic means or can deliver it personally in the office of the public authority. The
application can also be sent through a Central Assistant Public Information Officer
appointed by the Department of Post at sub-divisional level or other sub-district level.
Fee for Seeking Information

14, The applicant, along with the application, should send a demand draft or a
banker’s cheque or an Indian Postal Order of Rs.10/- (Rupees ten), payable to the
Accounts Officer of the public authority as fee prescribed for seeking information.

The payment of fee can also be made by way of cash to thel Accounts Officer of the

4
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public authority or to the Central Assistant Public Information Officer against proper

receipt.

15. The applicant may aiso be required to pay further fee towards the cost of

providing the infprmation, details of which shall be intimated to the applicant by the

CPIO as prescribed by the Right to Information (Regulation of Fee and Cost) Rules,

2005. Rates of fee as prescribed in the Rules are given below: .

(a) rupees two (Rs. 2/-) for each page (in A4 or A-3 size paper) created or copied;

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

(¢) actual cost or price for samples or models;

(d) for inspection of records, no fee for the first hour; and a fee of rupees five (Rs.5/-)
for each subsequent hour (or fraction thereof);

(e) for information provided in diskette or floppy rupees fifty (Rs.50/-) 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.

16.  If the applicant belongs to below poverty line (BPL) category, he is not

required to pay any fee. However, he should submit a proof in support of his claim to

belong to the below poverty line, The application not accompanied by the prescribed

fee of Rs.10/- 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.
Format of Application

17. There is no prescribed form of application for seeking information. The
application can be made on plain paper. The application should, however, have the
name and complete postal address of the applicant. Even in cases where the
information is sought electronically, the application should contain name and postal
address of the applicant.

18.  The information seeker is not required to give reasons for seeking information.

Disposal of the Request

19. The CPIO is required to provide information to the applicant within thirty

days of the receipt of a valid application. If the information sought for concerns the
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life or liberty of a person, the information shall be provided within forty-eight hours
of the receipt of the request.  If the CPIO is of the view that the information sought
for cannot be supplied under the provisions of the Act, he would reject the application.
However, while rejecting the application, he shall inform the applicant the reasons .for
such rejection and the particulars of the appellate authority, He would also inform the
applicant the period within which appeal may be preferred.

20. If an applicant is required to make payment for obtaining information, in
addition to the application fee, the Central Public Information Officer would inform
the applicant about the details of further fees alongwith the calculation made to arrive
at the amount payable by the applicant. After receiving such a communication from
the CPIO, the applicant may deposit the amount by way of cash against proper receipt
or by Demand Draft or by Banker’s cheque or by Indian Postal Order in favour of the
Accounts Officer of the concerned public authority. The CPIO 1s under no obligation
to make available the information if the additional fee intimated by him is not
deposited by the applicant.

21.  Where an additional fee is required to be paid, the period intervening between
the dispatch of the intimation regarding payment of additional fee and payment of fee
by the applicant shall be excluded for the purpose of computing the period of thirty
days within which the CPIO is required to furnish the information.

22.  If the CPIO fails to send decision on the request on the information within the
period of thirty days or forty-eight hours, as the case may be, the information may be
deemed to have been refused.

First Appeal

23.  If an applicant is not supplied information within the prescribed time of thirty
days or 48 hours, as the case may be, or is not satisfied with the information furnished
to him, he may prefer an appeal to the first appellate authority who is an officer
senior in rank to the CPIO. Such an appeal, should be filed within a period of thirty
days from the date on which the limit of 30 days of supply of information is expired or

from the date on which the information or decision of the CPIQ is received.



24, The appellate authority of the public authority shall dispose of the appeal
within a period of thirty days or in exceptional cases within 45 days of the receipt of
the appeal.

Second Appeal

25.  If the appellate authority fails to pass an order on the appeal within the-

prescribed period or if the appellant is not satisfied with the order of the first appellate

authority, he may prefer a second appeal with the Central Information Commission

within ninety days from the date on which the decision should have been made by the
first appellate authority or was actuaily received by the appellant. The appeal made
to the Central Information Commission should contain the following information: -

(i) Name and address of the appellant;

(i) Name and address of the Central Public Information Officer against the
decision of whom the appeal is preferred;

(iii) Particulars of the order including number, if any, against which the appeal is
preferred;

(iv)  Brief facts leading to the appeal;

(v} I the appeal is preferred against deemed refusal, particulars of the application,
including number and date and name and address of the Central Public
Information Officer to whom the application was made;

(vi) Prayer or relief sought;

(v)  Grounds for prayer or relief,

(vi) Verification by the appellant; and

(vit) Any other information, which the Commission may deem necessary for
deciding the appeal.

26. The appeal made to the Central Information Commission should be

accompanied by the following documents:

(1)  Self-attested copies of the orders or documents against which appeal is made;

(i) Copies of the documents relied upon by the appellant and referred to in the
appeal; and

(iii) An index of the documents referred to in the appeal.



Complaints
27. If any person is unable to submit a request to a Central Public Information

Officer either by reason that such an officer has not been appointed by the concerned

_public authority; or the Central Assistant Central Public Information 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 required to pay an amount of fee which he
considers unreasonable; or he believes that he has been given incomplete, misleading
or false information, he can make a complaint to the Central Information Commission.

Disposal of Appeals and Complaints by the CIC
28. The Central Information Commission decides the appeals and complaints and

conveys its decision to the appellant/complainant and first appellate authority/CPIO.
The Commission may decide an appeal/complaint after hearing the parties to the
appcal/éomplaint or by inspection of  documents produced by the
appellant/complainant and CPIO or such senior officer of the public authority who
decided the first appeal. If the Commission chooses to hear the parties before deciding
the appeal or the complaint, the Commission will inform of the date of hearing to the
appellant or the complainant at least seven clear days before the date of hearing, The
appellant/complainant has the discretion to be present in person or through his
authorized representative at the time of hearing or may opt not to be present.

Important Web-sites

29.  Given below are the addresses of some important web-sites which contain
substantial information relevant to the right to information:

(1)  Portal of the Government of India (http://indiaimage.nic.in).

(ii)  Portal on the Right to Information (www.rti.gov.in).

(iiiy  Website of the Central Information Commission (http://cic.gov.in).
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