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This Department has consituted a commitiee o evolve model format for RT!
repiies, comprising representztives of Department of Personnel & Training, Ministry
of Home Affairs and Central Information Commission. The report submitied by the
commitiee is attached for information, before issue of guidelines in this regard.
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Report of the Commities to evolve model format for RTI replies

The Commitiee constituted vide DoPT OM. No. 10/1/2013-1R dateg 16"
October, 2014 fo evolve 8 model format for giving information under the RTI Aci,
held its meeting on 29™ October, 2014 st 11:30 a.m. After examining in detadl the
provisigns of the RTI Adt and the existing practice generally followed by' the CFIOs in
replying to RT1 applications, the Commitize has made the following observations:

|| There is neither any provision in the RT! Act or RTI Rules for =z
model/standard format of RT! - application  nor any provision for 8
model/standard format for reply to the RT1 apphcailms

i, Presently, neither any standard practice nor any standard format is being

used by the CPIOs in repiy o the RT! applications.

in view of the above observations, the Committes has made the following

recommandations:

a) There shou!d not be a modeiisxandard format for repty to the RTI apphcat;on _

=5 there is no such provision in the RTHAgt or the RTi rules.
b} Moreover, keeping in view that there is no stendard format for RTI
applications, there could not be a standard format for their reply.
¢) . However, the fallowing points can be uniformify adopted by the CPIOs while
) replying to the RT! apphcauons
“ i,  The nams, desnonatlon official ielephonﬂ no. and smailL.p. or the CPIDc.
should ‘be clearly mentioned. .
_,\,-’ ii.  In case the information requested for is denied, reasons for denial quoting the
relevant sections of the RT1 Act should be ci.,arly mentionsd.
in case the information periains to other public authonty and the application is
transferred under section 8 (3) of the RTI Act, detalls of the pubhc authority 1o

~ fil.

whaorm the application is fransferred should be given.

“iv.  In the conchading para of the reply, there should be clearly mentioned thal the
First Appeal, if any, against the reply of the CPIO may be mads fo the First
Appetliate Authority within 30 days of receipt of reply of GPIO.

r,,-" v. The name, designation, address, official telephone no. and e-maif 1.D. of the

First Appeliate Authority should also be clearly mentionad.
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