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Government o/India .
Ministry of Person'lel,.P~bllc i3rievances 8.·P~nsions

Department of Pe~onnel 8.Training
•••••••••

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

~ ~ OFFICE MEMO~AN[jUM
f>.o-1l; )j_'P>', . ..
Ijecl:' Guidelines for the officers designated as Central Public Information
• Officer under the Right to Inform<!tionAct, 2005,:

The undersigned is directed to say that the Central Public Information
~er (CPIO) of a public authority plays an important r<:>leip effective
~ementationof the provisions of the Right to Information Act, 2005. At the
,a time, he is liable for penalty in case of default in performance of duties
igned to him by tl1e Act. It is, therefore, crucial for a CPIO to study the Act
,fully and understand its provisions correctly. This Department has prepared
;uide' which clarifies some of the important aspe.cts of the Act relating to the
~ionsof the ePIOs. The Guide so prepared is enclosed as Anne.xure.. ...•..

•• .Of,.
The Act provides that a CPIC may seek the assistance crt'any other officer

Droperdischarge of his/her duties. Such other officer would be deemed to be
PIO and would be liable for contraventions of the provisions, of the Act the
i~way as the CPIO himself. Since the CPIO may seek the assistance of any
:er, it is desirable for all the officers to acquire necessary knowledge about
proviSions of the Act, which a CPIO should have. The Guide would help
i1 in t is task.

inistrieslDepartments etc. are requested to bring the contents of the
e notice of all concerned.

'&0-J~
{K.G. Verma)

Director.
Tel: 23092158

All
ideto t

,,

,
All Mi i~lries IDepartments of Gov!. of India

• Union Public Service Commission / Lok Sabha Secretariat! Rajya Sabha
SecretG\rial / Cabinet Secretariat / Central Vigilance Commission /
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, , ',,', ANNEitliRE
(OM No.1169120ir7~R dale.J Ihe 2in February; 2008)

A'GUIOE FOR THE CENTRALP\JBLlC INFORMATION OFFICERS, .',; ";"

k The Right ',to Inf6nnation Act, 2005 empowers citizens"to"-gei. information from 3r'i
~ljC authority', The "Cer;tral Public Information Officer (CPIO) of a public allthority plays a
~
'otal role in making the right of a citizen to ,information a reality .. The Act casts specific

I~'SO;' 'him and'! makkshim 'Ii'able fdr"'penalty -iri'case·'of defaeJlt." ,It is, 1herefore,essentia'1,

:~aePlo t~st~'(lY"'tHe ACt 'carefuIlY- and understand its pro\li5ions~orrectly: 'FOllowin~
.
~s should particularty-be kept in v!ewwhile dealing with the applications under the Act.
•
}at is Information -: 'f.

\!'- Information is any material in any form. It'includes record.s" documents, memos, e-!,
~~, opinions; advices, press releases, circuiars; orders, ,iogbooks, contracts" reports,

~rs, samples, models, data material held in- any electronic form. It also includes

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

~Iawfor the time being in force.

IItI 10 inforTTIiition under the Act
..;"

::'" A citizen has a right to seek~such information from a publiC: authority which i.':> held by
~~'public authority or which 'is held-:,'under its controL. This right includes inspection of

I~, documents and records; ta~ing notes, extracts or certified copies of documents 'or,
'Ords; and taking certified samples of material held by the public authority or held under

.control of the public authority,
L .
I The Act gives the citizens a right to tnformation at par with the Members of Parliament

d-the Members of State legislatures. According to the Act, the information which cannot

~enjed to the Parliament 'or a State legislature, shail not be denied to any person.

:<" A citIzen ha's a right to obtain a'n information in the form of diskettes, f1oppies;·tapes,

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

~rmation is already stored in a computer or in any other device f:-om which the information"

Iy be transferred to diskettes etc,

T.he information to the applicant should ordinarily b~ provided in the form in which it is .

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

;prOportionately divert the resources- of the public authority or may'cause harm to the

fetyOrpreservation of the records, supply uf information in that form may be denied.

The Act gives the right to infonnation only to the citizens of India. It does not make
l)yision for aivino infnrm:=!tinn to r.nrnnr~tiron~ 'O""'C!.,..,,..il'!f-i,... •••., ••••."' ••.••"' .•.•~: •..•~ •..•~~ ••,1-.:_'- •..•~-_ _ . , . "r---"-- _._•••."-,, _.-
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u! • _h "'"i-':'r -,. ""'0 ' ," tlO~'Ass 'lotion f(i;pmpanv'lNGQ;'etc" ,ln~l(lalinghi 'Of 01T1ce ",~~t"i:'{£,9")!py.",~~":rppra"",9-"tk.,."""J?.It1~,,,,,.,.~,~,,."".'.l!i,;:;r,;:v'I.!;"~I..:.,,,,,,_.•_J.!'i;':. '. ,":.~t"."!,·,,;,,:.i'.,,' ,_ S n,
~nd.soCl) ,\,tn,pJQye'fiIoffiye,1>earllmjS~""Ci~;~1} lit JDdijJ,"iQfpJlJlatio~,m~x,b,'!, ~HPpll",
'hiinlh~r,qh! ~;'cl,,,ases:'lt WQuid,be preS1Jm,<i<d,1J,~!,"eitt~~nl~JI§·~ought,i~foqnatian aI., ". - .,-

"...',': ,-

8, "Only, such information is required to. be"supplied"un~er .)hel~et wh,leh alreagy.e
and";s, held by ,1he.pUblic ,authority or ,held,under the c;ontrol "It!)e pu~lie a,ytnority,
GRIC,i~'nol;'suPP9sed ,19 create\j~mnJ;l~lion""r, to..;Qte<prel,,!J:>fp!(IJatlol).:c0,0. ,to.solv~
problems raisec;lby the applicants: or to furnish replies to hypothetical questions, .
·,;·~r;",r;--'\., ~ ;-:- ''',' , ,,": --" -- '.

Igfo[!!lallon!'5xe'llplfdErom Dlsc!osY!l>:'! ' '! "1 i"h' "
o ' "'.,:',, ".,,~'-, :~",,,: :", ,- ':" :',' ' , ',' ,,'

,\Y.-4'SuDif~Cir!4'(j~)lof,"'~,ectiOA,:a,and;:seclion~, of .th~ Act!,numerate ,thetypl
'lifo!~i~(~f"lclriS{'e~emRbfroll\: 'disclo~"'!i<SjJlrs.'<fl~(l (~, ot s.qIlon,.:8".hQ~
--. -,,:>'t""'~';""-'''''.i-.'"-'''''-'''--''':''- ',- -," ,
1'1i:!¥#.t~;j\Ii~fi;JrfOfi1:!~tIo!i1'!Xl)mpted,<••nqe~f~uQ;:~t[9",'~ 1l.t-9[, ~x~IJ:1P!e~iilJ'!llr.~,p
Secr~ts Act, 1923 can be disclosed if public interest In dis.clQsure overweighs theh~

•.' .- , ',','" '::,">-: I"" , ' '",' :,,' ' , ,

tf,#l~lg~~~';\rll!ffest;;:;urther, sub-section (3)'01 sectlQJli6J?[9,'!J~~~,!t)E\\.IDf9f;lI1,.,V9%li!
fiom;cii~CIO~Ur~~;'der sub-seC\ion (1), exQ!!pt~s proxided in clauses (a), (e) and (I) th<

" ';" -',~E-'" . .

;w941C!tcejlS~:lctbli ,exwnpted ~fter'2Q y~a[~ frqm4he date gf opcl!Jrence Oftbe f"1~~~

w_o,~I~.~'!~'f~ b.$, ~I)mp~ i.12Qy~ars have
iCEi'llq~~Inf;idel1t,to whi<;hihe)nlf9rnn,ati'i,{j'fl!l't!l.si"<,,H9,W.~.x~.ri,,'.' .' I

" sec~rlty i!(,~u:~t~,lll!<;,,scl~n~nci,gr.. ecpnom.19dnterest ,
','- I .,9ff~rn~;',,".

dis,elollun., of which .would cause·a bre.oh .pol/neg
" ,>"'~,
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•
j (iii) . cabinet papers including-records of deliberations of the Council of Ministers,

~:r~' Secret~rieS ~nd other {)t:ncers subject-to-the conditi9ns--g'iven in proviso to clause

t" ,ii) ofisui;';,Se,ction(1) ofS.;ition 80t the Act> ." '"':

F·« .,-j:'1tf:;J~;ir·,: , .:.:',' "~~- ,---.---;.y ':~:...;;"::., .'; ,""

Right to Information Vis--a~Vjsother Acts . --;-..
~ ." ,--

1~':;" The RTI Ad has over-riding effect vis-a-vis'bther laws'-'iriasmuch as the provisions of
j . '."
the .RTI Act would,'have effect notwithstanding' anytl)inginconsistent therewith contained in

tie Official Secr~tsAct, 1923; and' any, other iawfor the time being in force or in any
~ ".
Instrument having' effect by virtue of any'law other than the RTI Act.

Rendering Assistance to Applicants

~12.': 'The centrai::Pu~ftc"lnrortnation Officer has a-oUty to render reasonable 'assistance' to

'the:"persoris' se:e)(irig'~irtfuffnation;-"'As pe~ 'PrOv1S10nS-:Ofthe 'Act,: a -person, ~hO desires to,
obtain any'inform3"tionls reqt.iir'ed'.to,~ake. a ;requesHn·wrtting or through electronic means

in 'English or Hindior.irthe offi2i~f'f~Hgua:ge "f1lie areain'which'the'applic.ation' is made> 'It

a person seeking inf~'~mationis not'able {oiri,ak~'suBti;reQu~stin writing', the Central Public

Information Officer '''should render reasonable' assistance to him to reduce the same ,n

writing,

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

the Central Public Information Officer should provide assistance to such person to enable

him to access the information, He should also provide such assistance to the pe~on as

maybe appropriate for the inspection of records where such inspection is involved.

AsSistance Available to ePlo

,0- 14. The Centrai Public Infortmition Officer may'Seek'-ttie assistance -of any other officer



4
I

.:.,Q -

1f>:""" ..{j,,,,:ACi:·fT1ak"$,;jt:Qbllga~rY.for:~vel¥'PUbIIC,,~uthoritytQ make"suq-molu disclosure

inresp~ct(,f'ihe p~i1icula~ of itS org~niZaUon; functions, duties and" other matlers, as
,'--' , .

provided in section 4 of the Act. The Information so published, according to sub-section (4)
'.0 ;. --, -. ~:'" ", ".,' ..' ";'" .. y_.... '._ _.. '0 ", '

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

should, therefore, make concemed efforts to ensure that the recuirements of. the Section 4

are",mel"and.maximum ;nfolJTlation In ,ie~peC\,of"lI'e,publicauthOrity is made available on the

inter.~~t;' "It would help him In !wQ ways; First, the number of applications under the Act

WQul~";be reducec! and "s61condly,UI ,WOtIld~"focilitate"!)is",,,wQrkof providing infQrmation
,~" ,--., .. , .."..,

inasmuCill~$'mos,t,ofthe Information would"be available to him at one pia",.,
c ,'>t~(,,;<::-,:--<>, .. ' ..: .. " -", '
Fee fOr 'Seeking :Jnforrn,tiQn
_. "J... _.

1S";,,,,,,!!,ti,,~ppli.C.ilnt,,,along,,,wlth,,nl~appIiQapon,,,,,lsreculred';\o."send a demand" draft or a
:'-':".''''',',_:'. ; "', '_', :',,> , '::," "- c , " ' , " , ' "

ba~~~b!:;,~~q~~'Q,an.lfICIlanPo~tal,Qrd"ef<)ff!~.'lO!- (Rupe<:ls,tEln); payable to the Accounts

Officer of. the public authority"a. ~e pre~crlbed for ~eeking information. He can al.o make

" P~Yr)1~~tof"te~bY way. of cashtq !h~Apcounl$ Qfflcer of the public authority or to the

Central AS$ist~nt PUblic InformaVon Officer against proper receipt.

17. Additional fee has been pr"1l"crlbed"by "the Right to Information (Regulation of. Fee

and Cost) Rules, 2005 for supply of information as given below:

(aj rupee.ty.'o(Rs: 2/-) for each page" in A-4 or"A-q si~$ paper) created or copied;
, ,

(b) actual <;harge'or cost price of a copy in larger size paper;

(o) .<;,ual costar price ,for samples or mOdels;
, .,:.;,

(d) for inspection ,of records, nQ lee for/the fil"$t hour; and a"fee of rupees five (Rs,5/-) for _:---":'-'--, . ',.><;<" .. ! '.'. •..

eaeh subsequent hour (or fraction thereof); "." -~~

(e) for information provicted in disketleor floppy rupees fifty (Rs.50/-) per disketle or floppy; ,
. . ,,', , ',I

and

(f)fo(Jnf\lima~6n provided in printed form at the price ffxed for such publication or ;upees ,~

two!p"fpli~e of photOcopy for ex'tractll from the publication. ",!~

18,/"·'lflhe'1.i\pllcant belongs to below poverty line (BPl) 6alegOl¥. he is notrecuired to-i

p~Z.~~y~";;':H,,?~ever. he ShO~ld submit a proof In support of his claim. to belong to the j
j:ielo\llpbVertYlir\e,,, The' application not aCcorrip~nied by the prescribed lee of Rs,10/· o[·,~

proof 01 the applicant's belonging to below poverty line, as the"case may be, shall not be a",~
. . _ . . .' 1

valjd :~BP[if"tion" under the Act and, therefore. does not entitle th" applicant to get •
"I
jinforrii~tion.
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!l! .nd Format of Application
AA. applicant making request for information i~not required to give any Teason for

~~g the information or any other perso.n'al details except those that may be necessary

t~cting ,him. ,Also, the Act or th~ ,Rules do not prescribe any format 'of application for

;IJnfo~atjOn. Therefore, the applicant should not be asked to give: justification for

l information or to give details of his job etc, or to submit application in any particular
,

ontt'i1
he At. APplications
matic )oon after receiving the application, the ePlo should check whether the applicant

,de the payment of application fee of Rs. 10 or whether the applicant is a person

19 to a Below Poverty Line (BPL) family. If application is not accompanied by the

)r rupee 1
I

,<uired ~,

ng to til"
,5.101- or

Inotbe'

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

and may be ignored.

r of Application
, the application is accompanied by the prescribed fee or the Below Poverty Line

Ite:':the ePlo should check whether the subject matter of the appl~cation or a parr

concerns some other public authority. If the subject' matter of the application

sany other public authority, it should be transferred to that public authOrity. If only a

'.application concerns the other public authority, a copy of the application may be,
~at public authority, clearly specifying the part which relates to that public authority.

lnsferring the application or sending a copy thereof, the concerned public authority

e .i9formed that the application .fee has been received. The applicant shouid also,', --

'Jeij about the transfer of his application and the particulars of the public authority to

e application or a copy thereof ,has been sent.

'ansfer of application or part thereof, as the case may be, should be made as SOO;"'l

ble and in any case within five days from the date of receipt of the application. If a

Iflsfers an application after five days from the receipt of the application, he wouid be

ble.for delay in disposing of the applicaijon to the extent of number of days which

intransferring the applicatlon beyond 5 days,

~eCPIO of the public authority to whom the application is transferred, should not

Cceptance of transfer of the appllcation on the ground that it was not transferred t8

~5 davs.

,---
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24. A public ~uthority may designate as many CPIOs fOr it, as It may deem ne<
is possible thaI" In a public authority with ."ore than one CPIO, an application is rt

the CPIO· other than the concerned CPIO.}' In such a case, the CPIO reo

applicatiorJ':$hauld trans.!er it to the COn,,~nedCPIO immediately, preferably the!

Time period of fiv~ days far transfer of the application applies anly when the opp
transferred from one public authority to another public authority and not for trans!

ePIQ to.an'1th~r·I" the same public authority. t
SUl1plYbflniarmatloO .:..1

· .2.5;",-.,.,ri,.t;answering.:OPIO shaul<,lcheck whether the. information sought or 0 ·pi
.~IS:~~fj!1\Il~~k.dl~Pla.ure.undersecllon8:0r Section~ of the Act. Request in ~
· ". ,-.... :" -. , . . ~
·Pllr,t~lbf.i\ll1~:,.application,which Ie 80 exempt· oiaybe rejected and rest of the im
;" . ~: "-." .';' : '--:', .' -:- . ,.' :t

.s~G~IIiiP~i'f.i>~jd~;lmmadlateIYOr after r~CeiPt'ofaddltlonal.fees, as the case maYi
·2~·."00 'W~ere ~..request for Information IS rejected, the Central Public InformaHc
'" ..,' "
sli~uld cOnlrnu'nlcate to the person making the request- c' 1

(i) 00 .' the reasons for such rejeclion; . ,
• •

(ii)., .. the period within which an appeal against such rejection may be preferredi.
(Iii) . the particulars of the authority to whom an appeal can be made. '

27.. Wadditlonal fee is required to bepaidbyttle' applicant as provided in th1

Information.(Reg~lation of Fee and Cost).Rules, 2005, the Central Public Informati"l
1-•. .~should 'Inform. the applicant

(i).c' ..!bi> details of further fees 'required to be paid; .

(ii~ the calc:ulations made to arrive at the amount of fees asked for: ..~

. (iii) . '.' tlie fact. that the applicant has a right to make appeal about the amount 01.•
d~manded: •

(Iv) . the particulars of the authority towhom such an appeal can be made; and'''j

(v) ·.tl1\l.time limit within which the appeal can be made. '. ,j
Supply of Part 'nfonnallon by Severnnce . "

2~. ;-.••Wh~~a· reque.t 'is received· .for .access to Information whic.h is exem~~ ',- .,' ,~
disclosure but a part of which is not exempt and' such part can be severed in such:

. , l ,

that. tl)e'leyered part doe.s not contain exempt iriformationthen, acces, to th"t partI

Informati6n/record may be provided to the applicant. .Where access is granted to 01
the recorci In such a way, the Central Public Information Officer should inform the opp

,"',' ".'-, " "
that ttle information asked for is exempt from disclosure and that only part of the reG

"
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'jng provided, after severance, which is not exempt from disclosure. While doing so, he

iOuldgive U16 reasons for the decision, inciuding any findings on any material question of

ct, referring to the material on which those findings were based. The ePlo should take

approval~ofappropriate authority before supply of information in such a case and should

,orin the name and designation of the person giving the decision to the applicant also.

ImaPeriod for Supply of Information .

~. The CPIO should supply the information within thirty days of the receipt of the
0'

uest. v\lhere the inform~~on sought for concerns the life or liberty of a person, the same
C',' Fe " . .' ,_

,~Idbe provide~ within forty·eight hours of the receipt of the request.

:-: Every public authority is required to" designate an officer at each sub-divisional level

tq~e.r.;S;~~,'di~trict:}e~el as a Central Assistant Public Information ?fficer (CPAIO) to
~!ve tl:le'~pphcatlons' or appeals under the Act for forwardIng the same to the Central

t:ll7. Inform_~tion Officer. or the" first ~ppe!!ate Authority or the Central Information
., ' ~',~'" . C'I,' - '. .". • •

rnrnlss:on . .1f request for mformatlon IS received through the CAPIO, the InformatIon may

I'P;Oyidedwithin 35 days of receipt of application by the CAPIO in normal course and 48

~rs plus '5 days in case the information sought concerns the life or liberty of a person.t . .. , "
t· ,In case of an application transferred from one public -authority to another public

~onty, as referred to in para, 21, reply should be provided by the concerned public

1I10rity.within 30 days of the receipt of the application by that public autllorily in normal
-', \

$-e-an~ within 48 hours in case the Information sought concerns the lih~ or liberty of a. " ' ' , ,

a9h.' .
r'The'Centrat Pll~lIc Information Officers of the intelligence and security organisations

fcifiedin the Second Schedule of the Act may receive applications seeking infom'!ation

~.ining_t9 allegations of corruption and ·human rights violations. Information in respect of

gatioris of violation of human rights, which is provided only after the approval of the,
~tralInformation Commission, should ·be provided within forty-five days from the daie of

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

~ationsof corruption is the same as in other cases.

Where the applicant is asked to pay additional fee, the period intervEming betwee! I

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

IbeeXcluded for the purpose of cal~Ula!inri the period of reply, The following table
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.
shows the maximum time which may be taken to dispose off the applications in.

"~situ'stions:
r-..~r----- "
! ~~' Situation II Time limit for~isPO'ln~",

"__'+==:""",,....,, " . applications . ~_
[I. Supply of ,"lormalton In normal course. ! 30 days , ,,~

I :'!. Supply of information If It concerns the life or II 48 hours 1
, libartv' of a parson ' , "
~:,l'" ,SuPPly, of 'information if the appHcation Is: 05 d,ays shaH be a~~l 'received thr(,ugh CAPIO, ~; ~:;:~ ~:;~02d Indica,

4" Supply of Il1fQrmation ~ appli~tion/r.equest is .I,
reCeived aft'9r transfer from another public! .~~~

, authOrity: i (a) Within 30 days at
,(a) In normaloourse I receipt of the appliq"

by the concerned ,~
I authority,'

, (b) In case th" Information concerns the life or! (b) Within 48 hours of;g,
libeny of a Derson. ! of the' application bi

1 concerned J
authority, ;;

Supply of inforn!atfon by organizations specified I 'i
in the Second SI.;heduie: 1 ~
(a) If information relates to allegations of I' (a) 45 days from the ri

violation of human rights. of application, .'!\
(b) In case information relates'to allegations of (b) Within 30 days,qI

corruption,_ i receipt of application;
Supply of Infcrmetlon If It relates to third pany I Should be provided'l
and the third party has treated It as confidential i following the proci

! .",". ' -'__;'-:-_. I given in para 37 ~o1
~ " these Quidelines. .•

; 6.

the applicant is The period Interii
between informin9J

,applicant about addtl
fee and the payment'
by the appHcant s~~
excluded for calculan~

I oarlad of reelY. ~

7, ' ". Supply' 6f information where
, asked to p"y additional fee,

, ' '

,,;'.,',1,':., I.,.'"

"

", --'",,
34",', ,If the CPIO fails to give decision on the request for Information within til'!.
Pe~R\l( the,(;entraIPublic Information Officer shall be deemed to I,ave refused V

, '" ,., ,,' " '" , , ,

ltis'flIlrtlflehltono!teI~~t Ita public authority fails to comply with the specified ti~

Information to the concerned applicant would have to be provided free of charge,;
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rr,-, .. ' .... : ,,"-- .'--~llt.e.,(!)Ilnfor!ll~!iolJ
;;-_. Third partY in relation to the Act means ~ person other than the citizen wh.o has made

!:~e$t for information. Any public authqrity other than the public authority to whom the

:~~E!~tP~Sbe~n_m~d~shall also be incluqed,in the definition_of third party.

iF-, It may be 'noted that informatjon including commercial confidence, trade secrets or

!~lIectualproperty, the disclosure of which would harm the competltiv13 posi:tion of a third

!rt¥!.J~e.~.~.mR\fr0rT).dtsclo~ure. S"ctioD ~(1)(<;I)requires that such information should not
"c_, ,-' .,',' '" .. ..

CBjS,clpS~d unless tl1e competent -author.lty. is satjsfied that Jarger- public interest warrants
ilG;!·'~·;-' .,' ,

~~JSRI~.~yr!C<?'fsuph irformation. ,
';';. 'Itan applicant seeks any information which relates to or has been supplied by a third~"'~~-, ., ,<
ijy:.and)r,at !hird party has treated that. information as confidential, the Central Public

!\t~~li~'(,gftl""lr .hqUld consider whether the information should be di"closed or not. The

idingpJ.I.m'i~l~insych cases si:lould be that except in the case of tr,ade or commercial

"

,rejsprotected by law, disclosure may be allowed if the public interest in disclosure

~eigh.s.in ,importance any possible harm or injury to the interests of such third party..~.'"" - ..
~e\lE!r~~rocedurea.s given below should be foUqwed before disclosing suell information.

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

:information;as COrlfidentiai.
:.- '.' :.' . f"'''' - -," . " "._.

<,;·lfil)~.c.~.I(J intends to disclose the. information, .he should within five days from the
" "

aipt of the application, give a written n",tice to the third party that the information has

!)1,i~O~ghhby,1heapplicant undeLJh~\'.RTi .Act and that he. intends to disclose the" ~, - - ..
~1"j!!f9n",t!~ should request the thM party to make a submission in writing or orally.
~rding "'iliet,her the information should be disclosed. The third party should be given a

!.~Uen .days, from the date of receipt of the notice by him, to make representation
linst the proposed disclosure, If any.

The. Central Public Informatlpn Officer should make a decision regarding disclosure
!he information keeping in view the submission of th~third party_ Such a de~isionshould

taken within forty days from the j·eceipt of the request for information. After taking the

.~is,ion, the CPIO should give a notice of his decision to the third party in writing. The

'Uc~giveri' tp the third party should include a statement that the third party is entitled to .

~~ranappeal under Section 19 .again~tthedecision.

l·X'.;.t~ell:ti~d ,party·ca~ prefer an appeal to the First Appellate Authority against the

~S.i9',"·rn~jj#;RY.th~ Central Public Information Officer within thirty days from the date of
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so that it r,lay be supplied to their administrative MinistrylOepartment soon after thl
the year, which In turn may supply tG the Commis!:'ion,

**"..•.•••
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