Procedure For RTI Application

A person, who desires to obtain any information under this Act, shall make a request in writing
or through electronic means in English or Hindi or in the official language of the area in which
the application is being made, accompanying such fee as may be prescribed, to the Central
Public Information Officer of the concerned public authority.

An applicant making such request for information shall not require to give any reason for
requesting the information.

Option 1: File Online

For Central Government ministries and some state bodies, you can file digitally:

4.

1. Visit the Portal: Go to the official RTI Online Portal (https://rtionline.gov.in).
2.
3. Draft the Application: Keep your request text under specified characters. For longer

Submit Request: Click "Submit Request" and fill out the required details.

documents, attach supporting files in PDF format.
Pay the Fee: Pay the standard application fee Rs.10/- online via internet banking,
debit/credit cards, UPI or attach a BPL certificate for exemption.

Option 2: File Offline (by Post or in Person)

If the target authority is not on the online portal, you must apply physically:

1.

2.

3.

Draft Your Application: On a plain paper, clearly state your specific questions. Include
your full name and postal address.

Address the PIO: Address the application to the "Public Information Officer" (or Assistant
P10) at the specific department or office you are requesting information from.

Pay the Fee: Attach standard application fee Rs.10 in way of Indian Postal Order (IPO),
Demand Draft, or Banker's Cheque in favor of the concerned department/Accounts
Officer or provide a BPL certificate for exemption.

. Submit: Send the application via Registered or Speed Post, or hand it in person to the

office, ensuring you get an official receipt.

Timeframe: The public authority must respond to your query within 30 days. If the
information concerns the life or liberty of a person, the response time is reduced to 48
hours (supporting documents to be provided as proof).

No Response/Rejection: If you do not receive a response within 30 days or are
unsatisfied with the answer, you can file a "First Appeal” to the designated First Appellate
Authority.

*kkkkkkkkkkkkkkkkkk



RTI 3mrager $r gfshar

F15 off cafea, o 39 IMFIT F T8 FIS AETHRY UIod FAT BT &, I8 FaTad FIdel i
TITRRIOT & HAT T Faolr HUFRT & 330, BT a1 39 817 1 3w oo #, @r
3desT fhar S TET &, Ofld &7 & a1 solociieln AT & 3ERY M| 586 Y &
ary AR o off STAT e grem|

STl & fIU QAT e Fel dTel 3MMdceh I SAAhRI HIA HT IS HROT Scdlel Sl
HTGRIHAT &1 greft|

faereq 1: 3iTTaliseT 3TdesT &Y

e THR & AR 3R Fo T Al & AT, 319 Bfocd &9 @ 3MdesT T Fhd &

1. O9Iéd W T I&HIRS RTI 3Hesa dice (https:/rtionline.gov.in) T ST

2. 36U SAT S "3RI SAT B (Submit Request) TR faFeeh Y 3R 31maeae faevor
|

3. 3Tdce & AHGT R H: AU H[AY HT 1S (text) el 3erd H dier & fier
W &9 e&ddet & foU, Gge ®sel PDF Y9 & TeldeT i

4. Yo I P H: Al Al Yooh 10 IUF & AW Hidolls HALTH &
(Fe¥ate dferer, 3faersfse &S, UPI garn) &Y, a1 e & T BPL YA O Heleel &

faehed 2: JThelse 3TAGsT oY (STeh GaNT AT SATFdard &7 )

Ife gafta MRS 3iTdEaT NiEd W 39aed g7 &, dl 39T ifds & & 3T FLar
g

1. 379l 31AGT & HHGT IR & Th G FREN W, 390 fafAse g s &9 &
ford| 3r9er @ @ 3R st gar o enfae Y

2. PIO @ HaIfd &Y 31dee A 30 fAflrse fasmer ar srie & s o s
(T TR SeT AT ITADRRT) I HIET Y, TS0 3T SAARRT AT | 2l

3. [eh 1 AT L Heleh 3deel Yo 10 T, Faftha fqermar/oran JfUsrr & gat
# 33T aed ST (IPO), 'BATS g a1 dax 9% & §T H Hodd & AT B¢ & [ov
BPL YHATOT 99 Y&l HY|




4. STAT & 3Mdce A 'Gollehd ST’ (Registered Post) AT ‘T 91 edRT Hol, IT T
T G HRATET H AT Y Tg AT A foh 3T 38R DR G 9o g1 S|

AT HHAT: ATdolieieh YITAHIOT I 3T 92T &l 30X 30 fear & iR &ar 3ifaay
g1 Ife ARl 715 SeTerRr P SafFa & Sfiae I Taaaar ¥ Gafag g, aF 39¢ & fr g5y
AT TR 48 B T & ST § (38 JHAUT & & H eI GTddsT Telst] Hllel i) |
© WIS A FALIERI: I U 30 AT & AT HIg StarT g Herar § ar 3
Ao Sare & dqse et ¢, dl 319 AAd 9UH ey ity & JHeT 'guH 3der gRR
F THhT B

kkhkkkkkkkkkkkkkkkkkkkk



