GOVERNMENT OF KERALA
GENERAL ADMINISTRATION (CO-ORDINATION) DEPARTMENT

No0.69503/Cdn.5/2015/GAD Thiruvananthapuram, Dated: 30.03.2016
CIRCULAR

Sub:- General Administration - Format for giving information to the applicants
under the RTT Act - issue of guidelines —reg.

Ref:- Letter N0.10/1/2013-IR dated 06.10.2015 from Government of India.

It has been observed that different public authorities provide information to RTI
applicants in different formats. Though there cannot be a standard format for providing
information, the reply should however essentially contain the following information:

1. RTI application number, date of its receipt in the public authority.

2. The name, designation, official telephone number and email ID of the SPIO.

3. Incase the information requested for is denied, detailed reasons for denial quoting the
relevant sections of the RTT Act should be clearly mentioned.

4. In case the information pertains to other public authority and the application is
transferred under section 6(3) of the RTI Act, details of the public authority to whom
- the application is transferred should be given.

CE 5. In the concluding para of the reply, it should be clearly mentioned that the First Appeal,
2 & B AND aonfiany, against the reply of the SPIO may be made to the First Appellate Authority within
30 days of receipt of reply of SPIO.

6. The name, designation, address, official telephone number and e-mail ID of the First
Appellate Authonty should be dearly mentioned.

2) In addition, wherever the applicant has requested for 'certified copies' of the
documents or records, the SPIO should endorse on the documentTrue copy of the
document/record supplied under RTI Act”, sign the document with date, above a seal
containing name of the officer, SPIO and name of public authority; as enumerated below

True copy of the document/record supplied under RTI Act
Sd/-

Date|

(Name of the Officer)

SPIO

(Namne of the Public Authority

Further in case the document to be certified and supplied is large in nu;lber,
information on RTI application should be supplied by a designated PIO. But the certification of
_the document, if need be, could be done by an other junior gazetted officer.




To

3) This may be brought to the notice of all concerned.

KRUPANANDAN K.R.
Additional Secretary

The Secretary, State Information Commission, Thiruvananthapuram.
All Heads of Departments/Offices.

_ All District Collectors

The Departments (All Sections), All Officers of the Secretariat.

The Secretary, Kerala Legislature Secretariat, Thiruvananthapuram (with C.L)

All'Public Sector Undertakings.

The State Police Chief, Thiruvananthapuram

The Director, Sports and Youth Affairs Department, Thiruvananthapuram.

The Secretary, Kerala Public Service Commission, Thiruvananthapuram (with C.L)

The Registrar, High Court of Kerala, Emakulam (with C.L)

The Advocate General, Ernakulam (with C.L)

The Secretary to Governor, Raj Bhavan, Thiruvananthapuram (with C.L)

The Registrar, University of Kerala/Kochi/Calicut/Mahatma Gandhi/Kannur

The Registrar, Kerala Agricultural University, Mannuthi, Thrissur.

The Registrar, Sree Sankaracharya University of Sanskrit, Kalady, Aluva.

The Registrar Thunchathu Ezhuthachan Malayalam University, Thiroor, Malapuram.

The Registrar, Kerala Veterinary and Animal Science University, Camp Office,
Kerala Agricultural University Campus, Mannuthi, Thrissur.

The Registrar, Kerala University of Health and Allied Science, Thrissur.

The Registrar, Kerala University of Fisheries and Ocean Studies, Panngad, Cochin.

The Registrar, Kerala Administrative Tribunal, Vanchiyoor, Thiruvananthapuram
(with C.L)

The Secretary, Kerala State Electricity Board, Thiruvananthapuram.

The Managing Director, Kerala State Road Transport Corporation, Thiruvananthapuram.

The Additional Secretary to Chief Secretary

The Director, Information & Public Relations Department.
(For wide publicity through media)

Web & New Media ( for uploading in the Government Website)

Stock file/Office Copy

Forwarded / By Order

T

Section Officer




