Standard  Application Format                                      Appendix A

                                                                         (see Rule 3)

To                                                                                        Affix 10 rupee Court fee stamp.
The Public Information Officer,

( Designation and address of the concerned office)

1. Full name of Applicant:

2. Address:

3. Particulars of Information required:

(i) Subject matter of information:

(ii) The period to which information relates: Current.

(iii) Description of Information required:

I had made an application/complaint for the following reason (copy of application/complaint is

attached) but no satisfactory action has been taken on my application so far.

Please provide the following information with respect to the same:

a) Please indicate the progress made on my application so far. i.e. when did my application reach which officer, for how long did it stay with that officer and what did he/she do during that period?

b) Please give the names and designations of the officials who were supposed to take action on my application and who have not done so?

c) If the file has been with any official for more than seven working days,- which is in contravention of Section 10 (1) of Act XXI of 2006, detail of action initiated against him under Section 10 (2) of the Act.(Maharashtra).

d) Please give a list of applicants for         during the last          months, giving names, date of application and date on which                        was issued. 

(iv) Whether information is required by post or in person: Post

(v) In case by post: Ordinary, registered or Speed post): Speed Post

(4.) Whether applicant is below poverty line: Not applicable

(if so attach photocopy of below poverty line card.

Place:

Date:

                                                                               Signature of applicant.

Note:

In italics-suggested for typical cases, like non-reciept of ration card, passport, pension etc.

(Please affix 10 rupee court fee stamp for Maharashtra Govt. bodies;
For Central Govt. Bodies you can give the application fee of Rs.10/ by attaching an Indian Postal Order, which is available at most Post Offices. In the space for pay to….. leave it blank. Put your name and address in the space for Sender.)

Questions for say non-receipt of rations, kerosene etc.:

I want the following information about …… dealer, registration no.     address…..:

1. In the last two/one months how much kerosene/grains were supplied to the dealer.

2. A Xerox copy of his register, showing how much was sold by him to which consumer. 
Note: Under Section 2 (f), “information relating to any private body which can be accessed by a public authority under any other law for the time being in force;” has to be given by you.

First Appeal Format when no reply received in 30 days. Must be made within 60 days of receipt of RTI application by PIO.         

                      Appeal under RTI Act 2005

                                Annexure B                                         Affix Court fee stamp Rs. 20/

                                See Rule 5 (1)

Appeal under Section 19 (1) of the Right To Information Act 2005

From.. :

(Appellant’s name and address)

To: First Appellate Authority 

C/o Public Information Officer,

1. Full name of the Appellant: 

2. Address: 

3. Particulars of the State Public information officer: PIO, Dept, Address
4. Date of receipt of the order appealed against: Not received.
5. Last date for filing the appeal:                                 (60 days from application date).
6. The grounds for appeal: In my requisition for information dated                   , I had asked for the information, as per the copy enclosed. This has been received by the PIO on 

Though the mandated period of 30 days is over, the PIO has sent no reply, which is violative of my fundamental right and contravenes the law.

Relief Sought: a) Please instruct the PIO to give the information forthwith.

b)Recommend to the State Information Commission that a penalty should    

Levied on the PIO under Section 20 (10) of the Act 22 of 2005, for not providing the information as mandated in the law. No reasonable cause can be there for not replying at all.
7.Particulars of information-

     a.)Nature and subject matter of the information required: . 

      b.)  Name of the office or department to which the information relates: .

Place:                                                                                          

Date:                           

                                                                                              Signature of appellant

Enclosed: Copy of RTI application of with proof of receipt by PIO. 

Since it is the PIO’s responsibility to inform me of the particulars of the appellate authority as per 

Section 7 (8) (iii), and he has not done so, it is his responsibility to forward it to the First Appellate Authority

Note: In italics, my suggestion of what you could write. The rest is the specified format.
For Central government bodies there are no fees for appeals.

