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Abstract: The Right to Information (RTI) Act, 2005 represents a landmark legislation in India that operationalises the 

fundamental right to freedom of speech and expression under Article 19(1)(a) of the Constitution. This paper examines 

the statutory framework of the RTI Act, its institutional mechanisms (Central and State Information Commissions), 

practical utility across diverse public domains, procedural guidelines for filing applications, exemptions from 

disclosure, penalty provisions, and the appellate structure. Drawing upon the provisions of the Act and documented 

citizen experiences, the study demonstrates how RTI functions as an effective instrument for promoting transparency, 

curbing corruption, and ensuring accountable governance. The paper further provides practical guidance on drafting 

applications, appeals, and understanding fee structures, thereby serving both academic and practical purposes for 

researchers, legal practitioners, and ordinary citizens. 
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I. INTRODUCTION 

The Right to Information is recognised as a fundamental right of every citizen of India under Article 19(1)(a) of the 

Constitution, which guarantees freedom of speech and expression. The Right to Information Act, 2005, which came 

into force on 12 October 2005, provides the statutory mechanism for the exercise of this right. The Act enables citizens 

to inspect works, documents and records; take notes, extracts or certified copies of documents or records; and obtain 

information in electronic form or through printouts where such information is stored in computers or other devices. 

Two principal institutions administer the Act: the Central Information Commission (CIC) at the national level and the 

State Information Commissions (SICs) in the respective states. The legislation has transformed the relationship between 

the citizen and the state by placing the onus of transparency upon public authorities and empowering individuals to seek 

accountability. 

 

II. SCOPE OF THE RIGHT TO INFORMATION 

Under the RTI Act, every citizen has the right to: 

 Inspect work, documents and records; 

 Take notes, extracts or certified copies of documents or records; 

 Take certified samples of material; and 

 Obtain information in the form of diskettes, floppies, tapes, video cassettes or in any other electronic mode, or 

through printouts where such information is stored in a computer or in any other device. 

 

III. UTILITY OF THE RTI ACT 

The RTI Act serves as a powerful tool for seeking information concerning applications or complaints relating to 

problems faced by citizens. Its effectiveness lies in shifting the discourse from mere grievance to interrogative 

accountability—through questions framed as “why”, “what”, “when” and “whether”. By compelling public authorities 
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to respond within prescribed timelines, the Act has proven instrumental in resolving long-pending issues across 

multiple domains of public administration. 

 

IV. DO’S AND DON’TS WHILE FILING AN RTI APPLICATION 

4.1 Do’s 

 Create and securely maintain proper login credentials (ID and password) for online portals. 

 Seek assistance from an experienced RTI practitioner when necessary. 

 Clearly specify the exact information sought relating to the problem at hand. 

 Address the application to the correct Public Information Officer (PIO) of the concerned public authority. 

 Use brief, simple and precise language. 

 Fill in all particulars accurately. 

 Review the application carefully before submission. 

 Submit the application online or by post to the correct address. 

 Track the status of the application and follow up on the response. 

 

4.2 Don’ts 

 Do not disclose user ID and password to any other person. 

 Do not club multiple unrelated queries into a single application. 

 Do not forget to pay the prescribed RTI fee and obtain a proper receipt when filing online or offline. 

 

V. WHERE TO SEND THE RTI APPLICATION 

Applications concerning the Ministry of Corporate Affairs, for example, may be addressed to: 

The Central Public Information Officer (CPIO), 

Ministry of Corporate Affairs, 

5th Floor, A-Wing, Shastri Bhawan, 

New Delhi – 110001. 

For offline applications, the fee is to be remitted through Indian Postal Order, Demand Draft or Banker’s Cheque 

payable to the Pay and Accounts Officer of the concerned Ministry or public authority. Complete addresses of PIOs are 

generally available on the official websites of the respective departments. 

 

VI. ILLUSTRATIVE AREAS WHERE RTI HAS PROVED EFFECTIVE 

Experience across the country demonstrates that RTI applications have successfully addressed a wide range of citizen 

grievances. The following illustrative cases highlight the practical utility of the Act. 

6.1 Obtaining a Duplicate Ration Card 

Where an original ration card has been lost and repeated applications to the local Food and Supply Officer have yielded 

no result, an RTI application can be filed seeking: (i) a report on the daily progress made on the application; (ii) the 

names of officials responsible for processing the application; and (iii) the action proposed to be taken against defaulting 

officials. Such applications frequently result in the prompt issuance of a duplicate ration card. 

6.2 Appointment Despite Selection 

In instances where candidates selected by commissions, colleges or other institutions are denied appointment without 

justification, RTI has proved an effective instrument in securing the rightful appointment. 

6.3 Antyodaya Ration Cards and Subsidised Rates 

Holders of Antyodaya cards are entitled to food grains at highly subsidised rates. When shopkeepers charge higher 

rates, an RTI application seeking details of rations issued as per record and copies of cash memos often compels the 

dealer to supply rations at the prescribed subsidised rates. 
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6.4 Addition of Names and Issuance of New Ration Cards 

Unnecessary delays by local supply departments in adding names to existing cards or issuing new cards can be 

overcome by seeking copies of all relevant resolutions and process records under RTI. The mere filing of such an 

application frequently accelerates the process. 

6.5 Bad Roads and Sanitation 

Citizens may seek from the Municipal Corporation or relevant local body a list of all development projects awarded in 

their ward along with corresponding maps. Although additional fees for large volumes of copies may be payable, the 

process often results in tangible improvements in roads and sanitation. 

6.6 Access to Examination Answer Sheets 

Section 4 of the RTI Act mandates suo motu disclosure of certain categories of information. Students may seek certified 

copies of their answer scripts by furnishing roll number, college name, personal details, class and year of examination, 

accompanied by the prescribed fee. Refusal on grounds of confidentiality may be challenged before the Central 

Information Commission. 

6.7 Non-Registration of FIR 

Where police officials decline to register a First Information Report despite repeated requests, an RTI application 

addressed to the PIO of the District Police or the office of the Senior Superintendent of Police seeking reasons for non-

registration often results in the lodging of the FIR. 

6.8 Reversal of Unlawful Transfers 

Premature transfer of efficient officers may be questioned by seeking photocopies of the relevant transfer files and 

asking whether the transfer violates any applicable guidelines or law. Such applications have, on occasion, led to the 

reversal of arbitrary transfers. 

6.9 Improvement of Jhuggi-Jhopri Clusters 

Residents of informal settlements may first complain in writing to the local municipal councillor and MCD officials. In 

the absence of action, RTI applications seeking status of complaints and development plans frequently compel 

authorities to initiate improvements. 

6.10 Verification of Records (Food Prices, Vehicles, Land Ownership) 

RTI enables verification of actual controlled prices of essential commodities, service records of public servants, 

ownership and history of vehicles, and title records of land or plots. Applications to the Registrar of the concerned 

registry office with the survey number can establish the true owner and dimensions of a property, thereby protecting 

citizens against fraud. 

6.11 Removal of Encroachment 

An RTI application to the Municipal Commissioner, PIO or Joint Commissioner seeking confirmation of legal authority 

for construction on a particular plot, and demanding a response within the statutory period, can facilitate the removal of 

illegal encroachments. 

6.12 Curbing Corruption in Tender Allotment 

The mere possibility of an RTI application seeking details of tender processes deters higher officials from favouring 

relatives or associates in the allotment of public contracts. 

6.13 Passport and Driving Licence Delays 

Where a passport or driving licence is not issued within the prescribed time despite completion of all formalities, an 

RTI application to the PIO of the Regional Passport Office or the District RTO often expedites the process. 

6.14 Regular Sweeping and Sanitation of Localities 

Persistent insanitation can be addressed by seeking from the Health Officer (PIO) a list of sweepers and sanitary 

officers allocated to the area, copies of attendance registers for specified periods, job responsibilities, contact details of 

supervisory staff, and lists of absentees. Such applications compel regular cleaning of the locality. 

 

VII. IMPORTANT POINTS REGARDING SEEKING INFORMATION THROUGH RTI 

 Examination answer books may be accessed under RTI; disclosure of one’s own answer script is not exempt 

merely on the ground of personal information when it concerns the examinee himself. 
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 Details relating to bureaucrats, within the limits of the Act, can be accessed. 

 The existence of the RTI regime has altered the attitude of many public functionaries; the possibility of 

scrutiny often acts as a deterrent against arbitrary or dilatory conduct. 

 

VIII. INFORMATION EXEMPT FROM DISCLOSURE 

Section 8 of the RTI Act enumerates categories of information that are exempt from disclosure. Broadly, information 

may be withheld if its disclosure would prejudicially affect: 

 the sovereignty, integrity, security, strategic, scientific or economic interests of the State; 

 relations with a foreign State; 

 the detection, prevention or investigation of offences; 

 the enforcement of law; 

 or would involve disclosure of confidential information received in fiduciary capacity, trade secrets, 

intellectual property, or information that would harm the competitive position of a third party. 

Commercial information is particularly protected where it relates to: 

 trade secrets; 

 intellectual property rights; 

 competitive interests of third parties; 

 information received in confidence or in a fiduciary capacity. 

Even in such cases, the Information Commission may order disclosure if larger public interest outweighs the protected 

interest. 

 

IX. PENALTIES UNDER THE RTI ACT, 2005 

Section 20(1) empowers the Central or State Information Commission, while deciding a complaint or second appeal, to 

impose a penalty on the Public Information Officer in the following circumstances: 

failure to furnish information within thirty days of receipt of the application; 

refusal to receive an application; 

furnishing of misleading, incorrect or incomplete information; 

destruction of information that was the subject of the request. 

The penalty is calculated at the rate of ₹250 per day of delay, subject to a maximum of ₹25,000. The amount is 

recoverable from the salary of the PIO. Before imposing the penalty, the Commission is required to give the PIO a 

reasonable opportunity of being heard. Under Section 20(2), the Commission may also recommend disciplinary action 

against the erring PIO. 

 

X. FEES AND CHARGES 

The application fee is ordinarily ₹10. Document charges are ₹2 per A4-size page and ₹50 per compact disc. Inspection 

of records is free for the first hour; thereafter ₹5 is charged for every subsequent hour. Payment may be made by Indian 

Postal Order, Demand Draft or Banker’s Cheque drawn in favour of the Accounts Officer of the public authority, or in 

cash against a proper receipt. Certain bodies such as Parliament, the Supreme Court, High Courts and State Legislatures 

have their own specific rules regarding mode of payment. 

 

XI. MODE OF SUBMISSION AND FORMAL REQUIREMENTS 

An RTI application may be submitted by registered post, speed post, hand delivery, or through a Central Assistant 

Public Information Officer (CAPIO). The application should be in Hindi, English or the official language of the State 

and should preferably follow the prescribed format. It must contain the full name, complete postal address (including 

PIN code) and mobile number of the applicant. The subject should be concise, for example: “Information under the RTI 

Act, 2005 regarding repair of road by the Municipal Corporation”. The application need not name the individual PIO; 

addressing it to “The Public Information Officer” of the concerned authority is sufficient. 
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XII. APPEALS UNDER THE RTI ACT 

12.1 Grounds for Appeal 

An appeal may be preferred inter alia on the following grounds: 

 error in the decision of the PIO; 

 existence of rules or provisions supporting the applicant’s claim; 

 expectation of a correct course of action from the PIO. 

 

12.2 First Appeal 

A person aggrieved by non-response, incomplete information, misleading information or outright denial may prefer a 

first appeal to the First Appellate Authority, who is an officer senior in rank to the PIO. The first appeal should, as far 

as practicable, contain: 

 date of filing of the original RTI application; 

 precise description of the information sought; 

 decision or action (or inaction) of the PIO; 

 information that was supplied and that which was withheld; 

 reasons, if any, given by the PIO for non-supply, together with the applicant’s grounds for challenging those 

reasons. 

 

12.3 Specimen Formats of First Appeal 

Three common situations call for slightly different formulations of the first appeal: (a) supply of only partial 

information; (b) complete denial of information; and (c) demand for excess fee. In each case the appeal should set out 

the gist of the original request, the PIO’s decision, the reasons why that decision is incorrect, the public interest 

involved, and a specific prayer for direction to the PIO to supply the information (or to waive excess fee). The appellant 

should also request an opportunity of personal hearing. Supporting documents—copy of the original application, copy 

of the PIO’s reply, and any other relevant papers—must be enclosed. A verification clause affirming the truth of the 

contents and the timeliness of the appeal is mandatory. 

 

XIII. THIRD-PARTY INFORMATION 

Section 2(n) of the RTI Act defines “third party” as a person other than the citizen making the request and the public 

authority to which the request is made. Where information relating to a third party is sought, the PIO is required to give 

notice to that third party and consider any representation made. Disclosure may be ordered only if the larger public 

interest outweighs the possible harm to the third party’s interests. The CPIO ultimately decides the matter on the merits 

of each case. 

 

XIV. SUO MOTU DISCLOSURE 

“Suo motu” (of its own motion) refers to action taken by a public authority without a formal request from any party. 

Section 4 of the RTI Act mandates every public authority to publish a wide range of information proactively within 120 

days of the enactment of the Act and to update it regularly. The objective is to minimise the need for individual 

applications by placing as much information as possible in the public domain. 

 

XV. CONCLUSION 

The Right to Information Act, 2005 has emerged as one of the most potent instruments of democratic accountability in 

contemporary India. By converting the abstract constitutional right to information into a concrete, enforceable statutory 

right, the Act has empowered ordinary citizens to question the functioning of public authorities, expose 

maladministration and secure redress of legitimate grievances. While exemptions and procedural safeguards are 

necessary to protect legitimate state and third-party interests, the overall architecture of the Act—timelines, penalties, 

independent Information Commissions and the right of appeal—ensures that transparency remains the rule and secrecy 
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the exception. Continued public awareness, rigorous use of the appellate mechanisms, and a culture of proactive 

disclosure by public authorities will further strengthen the RTI regime and deepen the roots of participatory democracy 

in India. 
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