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Guidelines on suo motu disciosure under Section 4 of f the RTI Act

1.0 Suo motu disciosure of more items under Section 4
Sub-section 4(2) of the RT! Act, 2005 requires 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 at regular intervals through various means o

ty

communication, inciuding internet, so that the public have minimum resort to u

se the Act to
obtain information. Accordingly, the Public Authorities may proactively disclose the
following items also under the suc ‘motu disciosure provisions of Section 4:
1.1  Information related to Procurement
1.1.1 Information relating to procurement made by Public Authorities inciuding
publication of notice/tender enquiries, corrigenda 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 combination of these and the rate and total amount at which such

procurement or works contract is to be done should be disclosed. All informati

on

disclosable as per Ministry of Finance, Department of Expenditure’s O.M. No 10/1/2013i-PPC

dated 30" November, 2011 on Mandatory Publication of Tender Enquiries on the Centrai

Public Procurement Portal and O.M. No. 10/3/2012- PPC dated 30™ March, 2012 on

Implementation of comprehensive end-to-end e-procurement should be disclosed under

Section 4. At present the limit is fixed at Rs. 10.00 Iakhs In case of procurements made

through DGS&D Rate Contracts or through Kendriva Bhandar/ NCCF, only

need to be published. However information a5out procurement which

purview of Section 8 of the RTI Act would be exempt.

1.2 Public Private Partnerships

1.2.1 I Public services are proposed to be provided through a Public Private Partnership

(PPPj, 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 inciude
details of the Special Purpose Vehicle (SPV), if any set up, detailed project reports,

Gsi Tl

operation and maintenance manuais and other documents

generated as part of the implementation of the PPP project. The documents under the

ambit of the exemption from disciosure of information under section 8{1){d) and 8{1){i} of



the RTI Act would not be disclosed suo motu. Further, inf formation about

’)

es, tolls, or other

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

information in respect of outputs and outcomes, process © f selection of the private sector

party may also be proactively disclosed. All payments made under the PPP project may also

be disclosed in a periodic manner along with the purpose of making such payment.

13 Transfer Policy and Transfer Orders

3.1 Transfer policy for different grades/cadres of employees serving in Public Authority

should be proactively disclosed. All transfe

i

r orders should be publicized through the website
or in any other man

L.

r listed in Section 4{4) of the Act. These guidelines would not be

applicable in cases of transfers made keepme in view sovereignty, integrity, security,

strategic, scientific or economic interests of the State and the exemptions covered under
Saction 8 of the Act.

These instructions would not apply to security anc intelligence

organizations under the second schedule of the RTl Act.

{40}
—J
a
?x
I}
(¥a]
Z
s
ol
o,
w
[0
o
'—)
o
<ty
03
o
s
-

hased on key words. RT! applic

P ~c =

1.5 CAG & PAC pares

3 public Authorities mav oroactivers dicclose the CAG & PAC paras and ins
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six_monthly report on the performance against ti



the nature, place and period of foreign and domest

1,7 Discretionary and Non-discretionary grants

1.7.1 All discretionary /non-discretionary grants/ aliocations to state governments/

NGOs/Other institutions by Ministry/Department should be placed on the website of the

Ministry/Department concerned. Annual Accounts of all legal entities who are provided

grants by Public Authorities should be made available through publication, directly or

indirectly on the Public Authority’s website. Disclosures would be subject to provisions of

ection 8 to 11 of the RTI Act.
1.8  Foreign Tours of PMi/Ministers

1.8.1 A large number of RTI gueries 2re bein

-4?
fh

i

[45)

d on official tours undertazken by

Ministers or officials of various Government Ministries/Departments. Information regarding

stic tours of Prime Minister are aiready

disclosed on the PMQO’s website.
1.8.2 As per DoPT's OM No. 1/8/2012- fated 11/9/2012, Public Authorities may

proactively disclose the details of foreign and domestic official tours undertaken bv the

Viinister(s) and officials of the rank of Joint Secretary to the Government of india a

}org

and Heads of Departments, since 17

ek

= 5 L (o 5 Fi i
January, 2012, The disclosures may b: updated

places visited, the perio
of such travel undertaken. Exempti

view while disclosing the information. These instruct
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2.0 Guidelines for digital publication of proactive disclosure under Section 4

2.1 Section 4 lavs down that information should be provided througn many mediums
b nd 7

depending upon the level of the public authority and the recipient of information (for

example, in case of Panchayat, wall painting may be more e ffective means of dissemination

of information), and that more and more proactive disclosure would gradually be made

through Internet. There is need for more clear guidelines for web-based publication of

information for disclosure.

o

Grievances has published guidelines for websites of
guidelines prescribe the manner in which websites n

information should be disclosed. While adhering to th

as laid down by Department of Information Technology and Department of Administrative

Reforms & Public Grievances, the following principl

ionally should also be kept in
view to ensure that websites’ disclosures are complete, easily access

platform neutral and in & form which conveys the desire

fal

information in an effective an

a) It should be the endeavor of ali public authoriti all entitlements to citizens and
all transactions between the citizen and e gradually made available

through computer based interface. The ‘Electronic Delivery of Services Bill, 2012’
o

under formulation in Government of India wouid pro

svide the nacessary imnet

uid p netus,

b) 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

uthority should be uploa

(@

ebsite shouid contain all the reievani Acts, Rules, forms and other documents

which are normally accessed by citizens.
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Websites should have detailed directory of key contacts,

Public Authority.

It is obligatory under Section 4(1)(b)(xiv) of the RT! Act for every Public Authority to
proactively disclose ‘details in respect of the information, available to or heid by it

reduced in an electronic form’. The website should therefore indicate which di

18!

igitally

held information is made available publicly over the internet and which is not.

of remselves foi
electronic service delivery, it is recommended that the requirement of bringing due
transp ey as provided in the RTI Act is given adeguate consideration at the desig

stage itself.

g

To maintain reliability of information anc

ts real time updation, information

generation in a digital form should be automati

ULy

cutputs, like a muster roll and saiary

tion of a government order (Andhrea Prade

o

omation of proactive disclosure.

be readily available. The policy has been notified in March, 2012 ana the schedule
sh ered to

information and data should be preseni=¢ in open date formats whereby it can be
pulled by different Application Protoco! Interfaces to be used in dif fashians
more appropriate to fic contexts and ne “formation 2tz ¢
siancs, DeSREenten W powey isual ways using visualisation technigues. Such
visual representation of information/ data can give insights that may remain largeh



hidden in a textual or*tabular presentation of data. In some contexts, pictures and

audio/videos recordings etc may be more useful. There have been moves in so

3
m

parts of the country to video record Gram Sabha meetings. A picture

worksite, for instance, may tell much more than words can. All such different medi

D
o

and forms should be used for proactive disclosure.

Every webpage displaying information or data proactively disclosed under the RTI

Act should, on the top right corner, display the mandatory field ‘Date last updated
(DD/MM/YYY.
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Guidelines for certain clauses of Sectio n 4{1j{b} to make disclosure more effective

(08}

il The elements of information listed in the various sub-clauses of Section 4(1)(b) must

be disclosed in an integrated manner. For example, the functions and responsibilities of a

public authority-cannot be understood in isolation from the powers and functions of its

.
employees, the norms that inform its decision making processes and the rules, instructions

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 information mentioned in these sub-clauses while preparing voluntary

disclosure materials.

3.2 Considgering that disclosure in regard to certain sub-cizuses have been relatively

weak, detailed guidelines for four sub-clauses are given b

H

3.3 Guidelines for section 4{1)b)(iii) ‘the procedure followed in the decision-making

processes, including channels of supervision anc accountability™

government departments have specific duties and responsibilitias under the

respective Allocation of Business Rules (AOB) issued by the appropriate Government. The

constitutional provisions and statutes each dep partment is reg

laid down in the AOB. The manner of

every department would have z specific set of schemes and development programmes

which they are required to implement directiv or through their subordinate offices or othe:
designated agencies. These documents contain the specific operations that avery Public
Authority is required to undertake in the course of implementing the p ogramme or
scheme. Every operation mandated under the ACB read with the TOB wouid be linked tc a2
specific decision-making chain. All government officers have to follow lzid down office
procedure manual or the other rules whicr =ives details of how representations, petitions
and applications from citizens must be dezit with. T

decision-making are briefly expiained in

ot
rocessesin gern=igl.




2 Additionally, in the routine work of governance, government functionaries are

=3

(9]
(O8]

required to make decisions in a discretionary manner but broad

guiding principles are laid

down in some rule or the other. For example, the General Financial Rules lay down

procedures for a variety of operations relating to government finances. How sanction must

be accorded for incurring expenditure; how losses to government must be reported; how

responsibility for losses may be fixed on any government servant; how budgets, demand for
grants are prepared and submitted; how public works must be sanctioned and executed;
how commodities and services may be procured by a p

N Sra iindarond fr ~ Fiv ey Firme T ha
these manuals which are updated from time to Uime. Ihe cn

3.3.3 in view of the above, the guidelines for detaiiin dng processes are

== , ] ' - J »

{a) Every public authority should specifically ident the major outputs/ tangible

3 el ! c =~ - ~ ten$ iF i ~cn - EAr it - In

results/ services/ goods, as applicable, that s responsibie Tor providing 1o tne
o hhacAao v ic Fh ~liaont Af Ltie anrthAars
sublic or to whosoever is the client of the public authorit

i ey —~ < o bha Aas =~ 3 bha icilaaiitian £, £

{901} {y respect 07 (g) abOve, THE QEC SNICUIC De 1iaenitied in the form of

% Hawi ch=rt nynlzinne the ra nhbe ineticnsce el i Ehe

a flow cnart expizining tne ran ublic U cnarfes mvolvea in the

- - & NP ASOEE B I A = i~ cFamns i, ~ ~1C 1 ~ - | = ) o
gecision-maKking process and the spectiic stages s gecision-maKing nierarcny.
\ Tl B 7 5o (., ST o T (=
(c) The powers of each officer including powers of supervision over subordinates
L T e e T L o g O
involved in the chain of decision-making must z2lsc be spelt out next tc the flow chart
or in a@ simpie bulier-point=c ormat in a text-bo The exceptional circumstances
| SR, vr". - - - - - g ~ - - —~ ~ -
wWineRn sUch C 2CISION-MaKINg processes De £ age iNa
5
»uid also be explained clez Where dsgenirzlization of decision-r
occurred in order to grant grester autonomy tc authorities, such p
R e S e s e RN = = " PR R, Je - = T o
{aj ths gesign pDiesenalion S uld then be exience or ell si2 &

part of the public authority’s mandate under the
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(e} In the event of &

public authority altering an existing decision-making process or

adopting an entirely new process, such changes must be explained in simple

tanguage in order to enable people to easily understand the changes made.

3.4  Guidelines for Section 4{1)(b){iv) - “the norms set by it for the discharge of its

functions”.

3.4.1 Primarily, the intention of this clause is that every public authority should proactively
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 major

functions that are being performed.

3.4.2 Citizen Charters, which are mandatory, Tor each - central

Ministry/Department/Authority, are good examples of vehicles created for laying down

norms of performance for major functions and for monitering achieverments against the

standards.

3.4.3 Wherever norms have been specified for the discharge of its functions by anv statute

r government orders, they should be proactively disclosed, particulariy linking them with

the decision making processes as detailed earlier. All Public Authorities shouid proactiveiy

=

disciose the fo OVVH'\O'

a) Defining the services and goods that the particular public authority/office

provices directly (or indirectly theough any other agency/contracior)

b) Detaiiing and describing the processes by which the public can zccess and/or
receive the goods and services that they are entitled to, from the public
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 ¢!

c) Describing the

"ldOW> criteria and pr iorities under which & person pecomes

eligible for the goods and services, and consequently the categories of people

who are entitled to receive the goods and services.



3.5

indicating the particulars of all plans, proposed expenditures and reports on

——

d

1]

oy,
ey

Guidelines for Section 4{1)}{(b}{xi}- “the budget al!

) Defining the quantitative and tangible paramaters, (weight, size, frequency etc,)
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ie 10 the goods and services that are accessibie to

the public.

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

obligated to provide.

U

Lay fmc down individual responsibility for providing the goods and services (who is
Y g

!

e ndn € ks e A bt is rac S A s e o S
responsidle for delivery/irmplementation and who is responsible for supervision).

Keeping in view of the technica! nature of the government budgets, it is essential
that Ministries/Departments prepare simplified versions of their budgets which can
be G easily by general public and place them in ic domain Sudge?s
and their periodic monitoring reports may also be presented in a more user-friendis
manner through graphs and tables, eic

Outcome budget being prepared by Ministries/Departments of Government of India
should be promine displayed and be used as z basis to identify physical
piatined Quring the buagetary period and the actual achisvement vis-a-vis those

monthiy progren lement n calendar method

icliowead arnataksa is g ussful model

Funds rsiez 0 various 2uionomous organizatic statutory
attacheg offices h Secior ZInterprises/ Socizsties 50s/ Corporations etc
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such subsidiary authority may be uploaded on the website of the principal Public

Authority.

{d) Wherever required by law or executive instruction, sector specific allocations and
achievements of every department or public authority (where feasible) must be
highlighted. 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 simplified form to enable the vulnerable segments of society to better

understand the budgets of public authorities.

3.6 Guidelines for Section 4(1){b)(xiv] — details in respact of information, available to

or held by it, reduced in an electronic form.

3.6.1 On the one hand, this clause serves as a means of proactively disclosing the progress

made in computerizing information under Section 4{1)}(z) of the RTl Act

P

in & periodic

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

information that, although not held by the public authority, is available to them. For

example the stocks of ration available with individual fair pri

ce shops may not be heic by the

District Civil Supplies office, but may be available at z subordinate formation.

3.6.2 Keeping in view the varied levels of computerization of records and documents in

131

public authorities, data about records that have been digitized may be proactively disclose

Q.

on the respective websites, excluding those records /files /information that are exempted

The data about digitized record may inciude the name of the record and

inaer Section 8.
any categorization or indexing used; the subject matter and any other information that is

required to be compiled in relation to a file as prescribed by Manual of Office Procedure

(and to be prescribed by MOP for electroni is that is under finalization by DARPG

the division/ section/ unit/ office where the record is normally held; the person, with
designation, responsible for maintaining the record; and the life span of the record, as

prescribed in the relevant record retention sched



£.G Compliance with Provxsxons of suo motu {proactive} disciosure under the RT}

uL

4.1 Each 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 disclosure as per these guidelines would require collating a large quantum
of information and digitizing it. For this purpose, Ministries/Public Authorities may engage
consultants or outsource such work to expeditiously comp!y with these guidelines. For this

purpose, the plan/non-plan funds of that department may be utilized.

4.3 The Action Taken Report on the compliance of these guidelines should

> G e
uld be sen 1L, GiCil

L < QDY g
with the URLlink, tc the DoPT and Caatral Information Commission soon after the eypiry of

the initial period of 6 months.

4.4 Each Ministry/ Publiic Authority should get its proactive disclosure package audited

by third party every year. The audit should cover compliance with the proactive disclosure

guidelines as well as adequacy of the items included in the pack

& ;
e age. The audit should

examine whether there are any other types of information whick could be pro

o}
o
0O
cond
<
m
e

audit should be done annually and should be communicated to the Central

i .

ly through publication on their own websites. All Public

suthorities should proactively disclose the names of the third party auditors on their
wehsite. For ¢

g out third party audit through outside consultants also,

Ministries/Public Authorities should utilize their plan/non-pl
4.5 The Central informa

1tion Commission should ex e the third-party audit reports

for each Ministry/Public Authoritv and offer advice/recommendations to the concerned

Ministries/ Public Authorities.

4.6 Central Information Commission should carry out sample audit of few of the
Ministries/ Public Authorities each year with regard to adeguacy of items included as weli as
compliance of the Ministry/Public Authority with these guidelines

&7 Compliance with the proactive disclosure guidelines, its audit by third party and its

communication to the Central lnxorfnauon Commission should be included as RED tar

1)



5.6 Nodal Officer

5.0 Each Central Ministry/ Public Authority should appoint a senior officer not below the
rank of a Joint Secretary and not below rank of Additional HOD in case of attached offices
for ensuring compliance with the proactive disclosure guidelines. The Nodal Officer wouid
work under the supervision of the Secretary of the Ministry/Department or the HOD of the
attached office, as the case may be. Nodal Officers of Ministry/Department and HOD

separately should also ensure that the formations below the Ministry/Department/Attached

Office also disclose the information as per the proactive disclosure guidelines.

6.0 Annual Reports to Parliament/Legislatures

5.1 Government has issued directions to all Ministries/Departments to inciude a chapter

on RTI Act in their Annual Reports submitted to the Parliament. Details about compliance
with

proactive disclosure guidelines should mandatorily be included in the relevant chapter

in Annual Report of Ministry/Department.
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