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" Guidelines on suo motu disclosure under Section 4 of the RTI Act

1..0 Suo motu disclosure of more items under Section 4

Sub-section aQl of the RTI Act, 2005 requires every public authority to tal<e.steps in

accordance with the requirements of clause (b) of sub-section a(1) to provide as much

information suo motu to the public at regular intervals thr,ough various means of

communication, including internet, so that the public have minimum resort to use the Act to

obtain information. Accordingtf, the 
'plntic 

Authorities may proactively disclose the

f\ following items also under the suo motu disclosure provisions of Seclion 4:
\,\\ z*\ I/

Wr.r Information related to Procurement 
' 

'

1,1.1 Information rolating to precurement made by 'Public, Authorities including

publication of notice/tender enquiries, corrigenda thereon, and, details of bid. awards

detailing the name of the supplier of goods/services being procured or thl works contracts

entered or any such combination of these and the rate and total amount at which such

procurement or worl<s contract is to be done should be disclosed/ All information
I

disclosable as per Ministry of Finance, Department of Expenditure's O.M, No 1-011/2011--PPC

dated 30th November, 201-1 on Mandatory Publication of Tender Enquiries on the Central

public Procurement Portal and O.M, No. t0/3/20L2- PPC dated 30tn March, 2O72 on

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

Section 4, Ar present the limit is fixed at Rs. 10.00 lalchs. In case of pro.urudl"nts made

through DGS&D Rate Contracts ,or through l(endriya Bhandar/ NCCF, only award details

need to be published. However information about procurement which falliwithin the

purvieW of.Section B of the RTI Act would be exempt.

j..2.1. lf Public services are proposed to be provided through a Public Private Partnership

(ppp), 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 i'nay include

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

concession agreements, operation and maintenance manuals ;and other idocuments

fienerated as part of the implennentation of the PPP project. The documenti under the
I

L.2 Public Private PartnershiPs

ambit of the exemption from disclosure of information under section S(l)(d) and 8(1Xj) of
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the RTI Act would not be disclosed suo motu. [:urther, information about fees, tolls, or other
kinds of revenLle that may be collected under authorization from the Government,
information in respect of outputs and outcomes, process of selection of the private sector
party may also be proactively disclosed, All payments made under the ppp project may also

4qp" disclosed in a periodic manner along with the purpose of mal<ing such payment.

1\/J -/
Y L.3 Transfer policy and Transfer Orders

!

r'3.1 
/rransfer 

policy for different grades/caclres of employees serving in public Authority
should be proactively disclosed. All transfer orders should be publicized through the website
or in any other manner risted in,f9cfrjo1 4(4), of ,the Act)These guiderines wqurd not be

applicable in cases of transfers made keeplng in viev/ sovereignty, integrity, security,

strategic, scientific or economic interests of the State and the exemptipns covered under

Section 8 of the Act. These instructions would not apply to.security and intelligence

,4rganizations underthe second schedule of the RTlAct.
(,('
(\l L-//
YL.O RTlApplications

t'A,I All Public Authorities shall proactively disclose RTI applications and appeals received

and their responses, on the websites maintained by Public Authorities with search facility

based on key *orO)nrr applications and appr-'als received and their responses relating to

the personal information of an individual may not be disclosed, as they do not serve any

public interest,

1.5 CAG & PAC paras

1.5.1 Public Authorities may proactively disclose the CAG & pAC paras and the Action

Tal<en Reports (ATRs) only after these have been laid on the table of both the houses of the

Pa'rliament. However, CAG paras dealing with infornration about the issues of sovereignty,

int$g5[ty, security, strategic, scientific or economic interests of the State and information

covered under Section B of the RTI Act would be exempt,

y' ,.u citizens charter

L.6'1 citizens Charter prepared by the Ministry/Departmgnt, as part of the Result

Framework Document of the department/organization should be proactively disclosed and

six monthly report on the performance against the benchmarks set in Citizens Charter

shbulda|sobedisp|ayedonthewebsiteofpub|icauthorities'
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2.0 Guidelines for digital publication of proactive disclosure under Section 4

Z.t Section 4 lays down that information should be provided through many mediums

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

example, in case of Panchayat, wall paintin5l may be more effective means of dissemination

of infornration), 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,

Z.Z The Department of Information Technology has been working on setting of technical

standards for government weiliite!'rrili ,iil'l Derpartment of Administrative Reforms & Public

Grievances has published guidelines for websites of Government Departments. These

guidelines prescribe the manner in which websites need to be designed and how

information should be disclosed. While adhering to the standaids of government guidelines

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

Reforms & Public Grievances, the following principles additionaf ly should also be kept in

view to ensure that websites'disclosures are complete, easily accessible; technology and

platform neutral and in a form which con\/eys the desired information in an effective and

user-friendly manner.

a) lt should be the endeavor of all public authorities that all entitlements to citizens and

all transactions between the citizerr and government are gradually made available

through computer based interface, The 'Electronic Delivery of Services Bill, 20L2'

under formulation in Government of India would provide the necessary impetus.

b) Websites should contain detailed information from thq point of origin to the point of

delivery of entitlements/services provided by the Public Authoritiei to citizens.

c) Orders of the public authority should

they have been issued.

d) Website should contain all the relevant Acts,

which are normally accessed by citizens'

be uploaded on the website,immediately after

Rules, forms and; other documents



e)WebsitesshouIdhavedetaileddirectoryofl<eycontacts,detaiIsofofficialsofthe

Public AuthoritY'

f) lt is obligatory under section a(l)(bxxiv) of the RTI Act for every Public Authority to

proactively disclose 'details in respect of the information,iavailable to or held by it'

reduced in an electr(lnicform'. The website should therefore indicate which digitally

held information is nrade available publicly over the internet and which is not'

ll L

g)Asdepartmentsreorganizetheirsystemsandprocessestoenab|ethemse|vesfor

electronicserv|cedel|ivery,itisrecommendedthattherequirementofbringingdue

transparencyasprovidedintheRT|Actisgivenadequateconsiderationatthedesign

stage itself"

h)TomaintainreIiabiIityofinformationanditsreaItimeupdation,information

generationinadiglta|formshou|dbeautomatica||yupdatedonthebasisofkey

wor|<outputs,|il<eamusterrol|andsa|arys|ip(NREGAinAndhraPradesh)or

formalization of a government order (Andhra pradesh). such an approach will lead to

automation of prc-iar:tive disclosure'

i) |nformation nrust kre presented from a user'S perspective, which may require re-

arrangingit,simpIifyingitetc.However,origina|documentsinoriginalformats

shou|dcontinuetcrbemadeavailab|ebecausetheseareneeded,forcommunity

monitoring of government's functioning' 
'

lj)-The,NationaIDataSharingandAccessibi|ityPo|icy,bytheDepartmentofScience

and Technology is based on the principle that all publicty funded infbrmation should

.l

bereadilyavailabIr:.ThepoIicyhasbeennotifiedinMarch,'2012.apdthescheduIe

should be strictly adhered to'

k)|nformationanddatashou|dbepresentedinopendataformatswhereby...':^oj

pulIedbydifferentAppIicationProtoco||nterfacestobeusedindifferentfashions

moreappropriatetospecificcontextsandneeds.iInformatirrn/datacan,for

instance,bepresentedinpowerfulvisua|waysusingvisualisationtechniques.such

I

rl
IIil

,rl
'l

l

rlil

visual representatiion of information/ data can give insights that may remain largely



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 some

parts of. the country to video record Gram sabha meetings. A picture of a NREGA

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

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/YY)',.

r.il Fr'I ll: I l,,rr i



3,0 Guidelines for certain clauses of S,rction 4(1Xb) to mal<e disclosure more effective

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

be disclosed in an integrated manner" Fol'example, the functionsjand responsibilities of a

public authority cannot be unclerstood in isolation from the powers and functions of its
employees, the norms that inform its decisir:n mal<ing processes and the rules, instructions

and manuals that a"e used in t.he discharge of its functions. Description of one element

presupposes the existence of angthgr. So every public authopity must endeavour to

integrate th .. information nrentionerl in tnese sub-clauses while preparing voluntary

disclosu' inaterials.

3,). Considerl -i . disclosure in regurd to certain sub-clauses huu" beun relatively

weak, detailecl -.ti ,res for four sub-clauses are given below:

3.3 Guidel -s I r section a(lXbXiii) - "the procedure followed in the decision-making

prrri:€r .,' ,Lrng channels of supervision and accountabi!itv".

' .ll government departments lrave specific duties and rqsponsibilities under the

' rve Allocation of Business Rule:; (AOB) issued by the appropriate Government. The

( s .lnal provisions and statutes each department is required to implement are clearly

,vn in the AOB. The manner of disposal of mat1ers assigned to each

ur.i:c. r.rrrertt/Ministry is described in the Transaction of Business Rules (TOB).,Additionally,

every department would have a specific set of schemes and development :programmes

which they are required to implement directly or through their subordinate offices or other

Cesigr.tated agencies. These documents contain the specific operations that pvery Public

nutnority is required to undertal<e in the course of implementing the prpBramrne or

scheme. Every ope-ration mandated under the AOB read with the TOB would {e linked to a
i

specific decision-making chain. All government officers have to follow laidjdown office
; ...; :. 1

procedure manual or the other rules which gives details of how representatiQns, petitions

and aIplicaiibns from citizens must be dealt with. Templates, foqmatg, ald 
!asjc 

sleps of

decision-mal<inq are briefly e4plaine{ in such manuals. These deScr:iptions cpnstitute the

elenrqnls of decision-mal<ing processes in general.

:l ll:,

i : i.l'
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d) Defining the quantitative ancr tangiirre par-anrc.tcrs, (weight, size, frequency etc,)
and timelines' that are applicable to thr-'goods and services that are accessible to
the public.

that each public

services that it was

f) Laying down indiviclual responsibility for providing the goods and services (who is
responsible for delivery/impletnentation and who is responsible for sr-rpervision).

3'5 Guidelines for section. a(lXbXxi)- "the budget ailocated to each of its agency,
indicating the particurarr of ail prans, proposed expenditures and. reports on
disbursements made,,.

3'5'1 1-he public attthorities while disclosing thc.ir budgets shall undertake the following:

(a) l(eeping in view of the technical nature of the government budgets, it is essential
that Ministries/Departments prepare simplifierJ version-s of their budgets which can
be undersiood easily by general irublic and place them in public domain. Budgets
and theirperiodic monitoring reports may also be presented in a more user-friendly
manner through graphs anrJ tables, etc.

(tr) orrtcame budget being prepared by Ministrir:s/Departments of Government of Inclia
shculd be prominently displayed arrd be used as a basis to identify physical tar'ers
planned cluring the budgetary period and the actuar achievement vis-i-vis those
targets' /t monthly programme implementation calendar method of reporting being
followed in Karnatal<a is a r;seful model,

(c) Funds released to various autonomous organizations/ statutory qrganizations/
attached offices/ Public Sector Enterprisesl/ Societies/ NGOs/ Corporations etc.
should be put on the website on a qLrarterly basis ancr budgets of such authorities
may be made accessible through links from the website of the MinistrylDepartment.
'f a subsidiary does not have a website then the budgets and expenditure reports of

e) Defining the qualitative anrJ

authority/office plarrs to achieve

obligated to provioe.

quarrtitative outcomes

throu5lh the goocls ano

10



such subsidiary authority may be ulrloaderl on the website of the principal public

Authority,

(d) wherever required by law or executive instruction, sector specific allocations and
achievemerrts of every deparlment or pr-rblic aLrthority (where feasible) must be

highlighted' For exanrple, budget allocation and target focusing on.gender, children,
scheduled castes and Schedulecl Tribes and religious minorities should be specially

highlighted. The sector-wise brelJlcup 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 +(].Xb)hiv) - details in respect of information, available to
or held by it, reduced in an electronic form.

3'6'l- on the one hand, this clause serves as i moans of proactively disclosing tl.te prrogress

made in computerizing inforrnation under Section +(lXa) of the RTI Act in a 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 stocl<s of ration available with individual fair price shops may not be hetd by the
District civilsupplies office, but may be available at a subordinate formation.

3'6.2 Keeping in view the varied levels of computerization of records and documents in
puLrlic authorities, data about records that have been digitized may be proactively disclosed

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

under section B, The data about digitized record may include the name of the iecord and

any categorization or indexing used; the subject matter arrd any other information that is

reqr-rired to be compiled in relation to a file as prescribed by Manual of Office tprocedure

(and to be prescribed by MOP for electronic records that is untJer finalization by DARpG),

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

prescribed in the relevant record retenLion schedule. l

t1,
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4.0 Compliance with Provisions of suo motu (proactive) disclosure under the RTI Act

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 otttsource such worl< to expeditioursly comply 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 be sent, along

with the URL link, to the DoPT and Central Information Commission soon after the expiry of

the initial period of 6 months.

4'4' Each Ministry/ Public Authority should get its proactive disclosure plckage 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 package. The audit shoutd

examine whether there are any other types of information which could be proactively

disclosed. Such audit should be done annually anrJ should be c.ommunicated to the Central

Information Commission annually through publir:ation on their own websites. All Public

Authorities should proactively disclose the names of the third party auditors on their

website. For carrying out third party ar"rdit through outside consultants also,

Ministries/Public Authorities should utilize their plan/non-plan funds.

4:5 The Central Information Commission should examine the third-party audit reports

for each Ministry/Public Authority 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 r:egard to adequacy of items included as well as

cornpliance of the Ministry/Public Authority with these guidelines.

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

communication to the Central Information Commission should be included as RFD target.

12
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5.0 NodalOfficer

5.1 Each Central Ministry/ Public Authority should appoint a senior officer not below the

ranl< of a Joint Secretary and not below rar':rr of Additional HOD in pase of attached offices

for ensuring compli;,nce with the proactive disclosure guidelines. The Nodal Officer wquld

worl< under the sr,pervision of the Secretary o1'the Ministry/Department or the HOD of the

attached office. as the case may be. Nodal Officers of Ministry/Department and HOD

separately shr",uld also ensure that the formations below the Ministry/Department/Attached

Office also ,;isclose the information a$ per the proactive disclosure guidelines,

6.0 /lnnual Reports to ParliamentlLeglslatures

6.1 Government has issued directions to all Ministrir:s/Departm?nT to inclufle a chapter

r:,n'RTl Act in their Annual Reports submitted to the Parliament..Dretai15 gb,ro.,ut,compliance

with proactive disclosure guidelines should mandatorily be included in the relevant chapter

in Annual Report of Ministry/Department, r

**:l ri.**
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