RULES

Appeal or Complaint should be typed with double spacing.
8. Contents of appeal or complaint:- (1) An appeal or a complaint to the
Commission shall contain the following information, namely:-

(i) name, address and other particulars of the appellant or complainant, as
the case may be;

(ii) name and address of the Central Public Information Officer (CPIO) or
the Central Assistant Public Information Officer (CAPIO) against whom a
complaint is made under Section 18 of the Act, and the name and address of
the First Appellate Authority before whom the first appeal was preferred
under Section 19(1) of the Act.

(iii) particulars of the decision or order, if any, including its number and
the date it was pronounced, against which the appeal is preferred;

(iv) brief facts leading to the appeal or the complaint;

(v) if the appeal or complaint is preferred against refusal or deemed
refusal of the information, the particulars of the application, including
number and date and name and address of the Central Public Information
Officer to whom the application was made and name and address of the First
Appellate Authority before whom the appeal was filed;;

(vi) prayer or relief sought;

(vii) grounds for the prayer or relief;

(viii) verification by the appellant or the complainant, as the case may be;
and

(ix) any other information which may be deemed as necessary and helpful for
the Commission to decide the appeal or complaint.

(2) The contents of the complaint shall be in the same form as prescribed
for the appeal with such changes as may be deemed necessary or appropriate.

9. Documents to accompany appeal or complaint:-

Every appeal or complaint made to the Commission shall be accompanied by
self attested copies/photo copies of the following documents, namely:-

(i) The RTI application submitted before the CPIO along with documentary
proof as regards payment of fee under the RTI Act;


(ii) The order, or decision or response, if any, from the CPIO to whom the
application under the RTI Act was submitted.

(iii) The First appeal submitted before the First Appellate Authority with
documentary proof of fling the First Appeal.

(iv) The Orders or decision or response, if any, from the First Appellate
Authority against which the appeal or complaint is being preferred;

(v) The documents relied upon and referred to in the appeal or complaint;

(vi) A certificate stating that the matters under appeal or complaint have
not been previously filed, or are pending, with any court or tribunal or
with any other authority;
 (vii) An index of the documents referred to in the appeal or complaint; and

(viii) A list of dates briefly indicating in chronological order the
progress of the matter up to the date of filing the appeal or complaint to
be placed at the top of all the documents filed.
 10. Service of copies of Appeal/Complaint

Before submitting an appeal or complaint to the Commission, the appellant or
the complainant shall cause a copy of the appeal or complaint, as the case
may be, to be served on the CPIO/PIO and the Appellate Authorities and shall
submit a proof of such service to the Commission.

Provided that if a complainant does not know the name, address and other
particulars of the CPIO or of the First Appellate Authority and if he
approaches the Commission under Section 18 of the Act, he shall cause a copy
of his complaint petition to be served on the concerned Public Authority or
the Head of the Office and proof of such service shall be annexed along with
the complaint petition.
. 


Appeal to be typed with double spacing. One set to be sent to CPIO and one to Appellate Authority. Send two copies of Second Appeal/Complaint to Information commission. Giving below a format for convenience.  

Appeal/ Complaint under Section 18 /Second Appeal under Section 19 of the RTI Act 2005

To,

The Central Information Commission,
Club Building, Old JNU Campus, New Delhi - 110 067. Phone:26761137, 26105041

1. Name of appellant/complainant:

2. Address:

3. Name and address of CPIO:

4. Name and address of Appellate Authority:

5. Particulars of the decision or order, of the PIO if any, including its number and
the date, against which the appeal is preferred: 

6. Particulars of the decision or order, of the PIO if any, including its number and
the date, against which the appeal is preferred: 

7. Brief facts leading to the appeal or the complaint;

8. If the appeal or complaint is preferred against refusal or deemed
refusal of the information, the particulars of the application, including
number and date and name and address of the Central Public Information
Officer to whom the application was made and name and address of the First
Appellate Authority before whom the appeal was filed;

9. Relief sought;

10. Grounds for relief;

11. Verification by the appellant/complainant, as the case may be: I hereby verify that all the information given above.

Place:

Date:                                          

                                                                         Signature of complainant/appellant.

Make an index and chronology of events put it all together and number the pages.

Here is an example from one of my second appeals:

                                                                                                             Page no.

1. Index                                                                                                     

2. Second Appeal                                                                                 

3. The RTI requisition submitted to the CPIO:                                    

4. Decision from CPIO dated        /or proof of receipt of RTI application by PIO.                                                       

5. Copy of first Appeal dated                                                                                                                             

6. Copy of Appellate Order   dated            / or proof of receipt of appeal by AA.                                             

8. Other Documents relied upon: 

9.Certificate that matter is not before any tribunal or Court: .  

10. Chronology of the events.                                                           

11. Service of copy of appeal to

          PIO and Appellate Authority:                                               

       With proof of receipt  attached
                                                                                           Signature

Chronology of events in this appeal:

1. RTI application filed – on              (date),    received by CPIO on              (date) .

2. Order of CPIO recd. On            . (date)  /Or no order received in 30 days.

3. First Appeal filed on                (date) recieved by AA on         (date). 

4. Appellate Order received on               (date)/ Or no order received  

       5. Present Second appeal filed -     (date)

