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Through a Government circular No. PER(ARF(7)-2/98-Vol.1 (loose) dated the
g September. 2015 all the Heads of Departments. Principal Secretaries, Secretaries to
the Govt of Himachzl Pradesh were requested to take urgent steps to prepare 17
mannuals as per the provisions of Section 4 of the RTI Act within 120 days and it was
impressed upon these authorities tc assign this impcrtant task to a task committee to be
constituted by them (a photocopy ¢ this circular is enclosed herewith) This circular has
been followed up by Department of Admiriistrative Reforms over a period of time as also
by the State Information Commission but the experience of the State Information
Commission gathered through a number of hearings before it under Section 18 & 19 of
the Act shows that no action on this circular has been taken effectively

In the context of these coservaticns | hase to suggest to take the following
steps immediately in respect of the field cffices under your control and supervision:-

1 Each office must identify the subjects they are dealing with in terms of delivery of
services 1o the common citizens. t ach subject so identified must have a separaie
file strictly as per the guidelines of the Office Mannual. Branch-wise distribution of
subjects must be transparertly by way of a specific office order

2. Each branch of a parucula- offica must have one index file in which listing of
subject-wise files is recorded

3. Section 4 1) (d) of the RTI Act requires tnat 2very public authority shall provide
reasons for its administrativ2 or quasi-judicial decisions to affected persons but it
is common expernence tha: field offices under your control are not following the
system of recording reascns fcr taking a particular decision It is also not
mentioned that under what iaw rule guicelines and instructions a particular
decisions s being taken These offices ars not following the system of notings /
drafting as per the procedure lac down in Office Mannual There is no clarity as
to which system for taking decisions tney are following and under whose
authority It be ncted that ever, Govt department is required to conduct the
official business only as per the procedure given in the Office Mannual unless
there are specific alternate nstructions 1ssued by the competent authority. In this
context it 1s required that a Guard File containing subject-wise rules. laws

2 ﬂtl:/;;gll circulars byg-laws. guiaelines should te kep! in each branch of every office and
=H no agmunistg@auve decision should be taken vithout recording the reasons and the
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’ particular rules, instructions being mentioned as the basis of the decisions. The

must be Clarity by way of specific direction as to how the Papers unc
consideration will pe disposed off

5. There is g system of constant monitoring to review the progress ¢
fmplementation of each subject by way of periodical reports a

The exercise to take the above mentioned steps should have been taken by
every public authority - the administrative departments - jn pursuance to the Govt
directions given to them through above mentioned letter in the year 2005 and over g
period of last ten years. |t js, therefore, expecled that ahove mentioned minimum steps

are put in place and compliance is reported to the Commission within a period of one
month.
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Endst. No. EDN-HE (16)B(15)RTI-01/2015 Even dated  Shimla=1
Copy for information & further direction to:-
1. The State Chief Information commissioner to the Govt. of HP w.r.t his letter No. 2015-16-
4680 dated 08.01.2016 ﬁg_{ruicr}formation please.
The Addl. Chief Secretar\jf‘,;to the Govt. of HP for information please.
The Deputy Secretary (AR) to the Govt. of Himachal Pradesh for information.
All the Principal of Govt. Degree Colleges/ Sanskrit colleges for information & compliance
All the Deputy Director of Higher Education Himachal Pradesh to implement the
instruction /guideline in the schools.
6. All Branch officer/Superintendent (internal) Dte. Of Higher Education (HP)for
information & compliance.
L7 The Incharge Computer Cell, Dte. of Higher Education ,(HP) with the remarks to upload
the said orders on the deptt. Website.
8. Guard file.

RTI CELL

the ¢/ Feb,2016
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Director o'ngigher Education
Himachal Pradesh
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