
Do you want
information?

Are you a citizen of
india?

Sorry you can't get the
information through RTI act

Do you know the Name
and Address of PIO ?

Draft RTI request 

Visit the college website
or contact the office

Do you have the format of
 RTI request ?

Visit the college website
or contact the office

Now you are ready with the
request to submit before PIO

Do you belong to
 ''Below Poverty Level" 

?

You don't need to pay fees for
information A

B

PIO - PUBLIC INFORMATION
OFFICER

AA - APPELATE AUTHORITY
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A B

Submit RTI application addressed
to PIO either by hand delivery,
Through RPAD or Speed post

You need to pay Rs. 20 fees. 
How to make payment ?
1. Indian Postal Order

2. Demand draft/Banker's Cheque
3.Court Fees Stamp

4. Cash

PIO receives request for the
information

PIO  shall check 
whether the sought information

belongs to 
his public authority ?

PIO shall forward the request to
the PIO of concerned public

authority within 5 days. Section
6(3)

Concerned PIO receives request
for the information

PIO  shall check 
whether the 

sought information belongs to 
any of section 8 or 9

or 11 of the act ?

Whether 
third party information

 relate to trade or commercial
 secrets protected by law ?

Whether all information
sought are exempted
or only part thereof?

PIO rejects the request for information
within 30 days communicating to

applicant

Section 11
(Third party
information)

PIO may provide access to that part of
the record which does not contain any

information which is exempt from
disclosure

C
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RTI FLOW CHART PAGE 2

Yes

No

No

No
Yes

Partly

All

Section 8 or 9
(Information exempted
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Whether PIO intends 
to disclose any information which

relates to third party and 
treated as confidential 

by that third party ?

PIO shall within 5 days from the receipt of
that request give a written notice to such
third party of the request and invite him to
make submission in writing or orally. Such

submission of the third party should be kept
in view while taking a decision about

disclosure. Section 11(1)

The third party shall within 10 days from the
date of receipt of such notice be given

opportunity to make representation against
the proposed disclosure. Section 11(2) 

Whether the third party is against
disclosure of information ?

Whether the public interest
 in disclosure outweighs in 
importance any possible 

harm or injury to the 
interest of such third party ?

PIO may reject the request for information
within 40 days communicating to applicant

PIO shall within 40 days after the receipt of
request under section 6, make a decision as
to whether or not to disclose the information
and give in writing notice of his decision to

third party. Section 11(3) 

Applicant may prefer to appeal before appellate authority 

D

If the third party is aggrieved at the decision
he may prefer an appeal under section 19

against the decision
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Whether the information
 sought concerns for 

life and liberty of a person ?

PIO shall provide information to the applicant
within 48 hours of the receipt of request of

information. Section 7(1)

PIO shall provide the information
to the applicant within 30 days of

the request for information.
Section 7(1)

PIO will collect information from concerned
officers and then compile those information

to provide to the applicant

PIO check whether 
applicant need to pay 

additional fees for information ?

PIO will calculate the total additional fees
required and intimate to the applicant about
additional fees along with breakup. Section

7(3)

Applicant shall pay additional fees to the
PIO. Section 7(5)

On the receipt of the additional fees, PIO shall provide information to the applicant.
PIO shall provide information within 48 hours/30 days from the date of receipt of

information. (Time elapsed between the date of intimation of additional fees by PIO
and receipt of additional fees by PIO shall not be calculated)

E

Whether the applicant 
satisfied with the information ? G

Congratulations.
You have done

now. 

Yes No
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