
State lniormat1on Commission, 
Himachal Pradesh, 

Shlmla-171 002.. r-
Shim Sen ~ID l tJ 1\) 0I~{J5-/6- l( /; ~0 

Chief Information Comr:IISStonei 

1)1 · D(f. fJ /,di o/6 
<;:

~1."-P r;__~lt.._ ,· 
cr<-ev... 

Througn a Government c1·cular l~o PER1AR F(7 l-2/98-Vol.1 !loose) dated the 

g:~ September. 2015 all the Heads Jf Departments Pnnc1pal Secretanes, Secretanes to 

the Govt of H1mach<:l Pradesh v,ere requested to take urgent steps to prepare 17 

mannuals as per the provis1ons of Section 4 of the RTI Act w1th in 120 days and 1t was 

1mpressed upon trese authont1es to ass1gn th1s 1mpcrtant task to a task committee to be 

constituted by them (a photocopy c~ th1s c1rcutar IS enclosed herewith) Th1s c1rcular has 

been foll01.ved up by Department of L\dmmlstrat lve Reforms over a penod of t1me as also 

by the State Information CommiSSIOn but the expenence of the State lnformat1on 

Comm1Ss1on gathered through a n-..mber of heanngs before 1t under Sect1on 18 & 19 of 

the Act shows tha t no action on th1s Circular has been taken effect1vely 

In the context of these coservc:wcns I ha ;e to suggest to take the followmg 

steps Immediately m respect of the field cffices under your control and supervision ·

1 	 Each off,ce must 1dent1fy the sub,Ects tney are dealmg w1th m terms of del1very of 

serv1ces to tne common ~1t 1z ens Eacn suoJeCt so .dent1f1ed m ust have a separate 

f1le stnct.y as pe r the gUidel.nes o; the Office tvlannual. Branch-v11se distribution of 

subjects must be transparer tly by way of a spec1f1c off1ce order 

2. 	 Each branch of a pamcula · off1c ,~ must ra 1e one 1ndex file 111 wh1ch listmg of 

subject-v11se files IS recorded 

3 	 Sect1on 4 , 11 ~d) of the RT I Act requ 1res tnat every p ubl1c authonty shall prov1de 

reasons for 1ts adm1n1strat1 v~ or quasi-JUdiCial dec1S1ons to affected persons but 1t 

IS common expenence tha: f1eld offices ur:Jer your contro l are not followmg the 

system of recordmg reasons fer takmg a particular d ec1sion It IS also not 

ment1oned that under wha t iav, rule g u1ce11nes and instruct1ons a particu lar 

dec1s1ons ,s bemg taken These •)ff,ces are not followmg the system of not1ngs i 

draftmg as per the proced.; ·e la ·c down tn Off1ce lv1annual There IS no clanty as 

to v1hich system for tak.rg deCISIOns t'ley are follow1ng and under whose 

authonty It be noted that ever"; Gcvt department rs required to conduct the 

offic1al busmess only as per tn t:: procedLJ 'e g1ven m the Office Mannual unless 

there are spec1f1c alternate nstr~ :::t1ons ISSued by the competent authonty. In th1s 

con text 1t 1s requr red that a Guard File :::ontainmg subject -wrse rules laws 

Circulars b~- ! av:s gu .ael!nes should be Ke :J! m each branch of every off1ce and~~J 11/cl! 
I_., I, .. ....... .. .. no agmmls t1ve dec1S1on shou lct be :ai<en \'Jitnout recordmg t r e 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 be d1sposed off. 

4. 	 The subject-wise files so opened must be categorized in a permanent ar 
temporary type of record The permanent files I records must be kept in a reco 

room in such a manner lhat the same are easrly accessible to the needy citizer 
The temporary files I records should be weeded out and destroyed as per th 
standing prescribed procedure and its record should also be available to ensurtransparency. 

5. 	 There is a system of constant monitoring to review the progress c 
implementation of each subject by way of perrodical reports and returns. Thesr 

reports & returns should be kept in a separate file in a chronological anc 
progressive order. This will help each public authority to provide the informatior 
to the needy citizen under the RTI Act without going through the different files ir 
which the information remains in a scaltered form. But it must be ensured thai 
the information as contained in these reports and returns is based on data 
available in the specific subject-wise files . 

6. 	 Macro level information in the context of these rssues be proactively disclosed on 

the government departments websile and micro level details should be available 
in the RTI Cell and publicity in this regard needs to be made through the 
department websJte, not1ce board and penodical press reports. 

The exercise to take the above mentioned steps should have been taken by 
every public authority - the administrative departments - in pursuance to the Govt. 
directions grven to them through above mentioned leiter in the year 2005 and over a 
period of last ten years. It is, therefore, expected that above mentioned minimum steps 
are put in place and compliance is reported to the Commission withrn a period of onemonth. 

/ 

( BHIM SEN) 

Sh. 	Dinkar Burathoki, 
Director, 

) 

Directorate of Higher Education, 
Lalpani, Shim/a. 



Directorate of Higher Education 
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Endst. No. EON-HE (16)B(15)RTI-01/2015 Even dated Shimla-17l-OE>1 "' the Y'lt· Feb,2016 ' 

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 ~~~~(~formation please. 
2. 	 The Addl. Chief Secretary"to the Govt. of HP for information please. 
3. 	 The Deputy Secretary (AR) to the Govt. of Himachal Pradesh for information. 

4. 	 All the Principal of Govt. Degree Colleges/ Sanskrit colleges for information & compliance 

5. 	 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. 


f..-.7." The lncharge Computer Cell, Dte. of Higher Education ,(HP) with the remarks to upload 
the said orders on the deptt. Website. 

8. 	 Guard file. 

.ll 	 / / 
Directfit-o'f)-Higher Education 

Himachal Pradesh 
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