	
	
Your Reference:                                    

									Date:                                   


RTI ANNUAL REPORT

Introduction – Section 77 (1) of the Right to Information Act, (Act 989) states that “A public institution shall within 60 days after 31st December each year, submit a written report on the activities of the public institution under this Act during the preceding year to the Commission.” This report therefore contains Right to Information (RTI) activities of [                                    ] for the year ending 2025.

CONTACT DETAILS OF INSTITUTIONS AND INFORMATION OFFICERS
	Details
	Information

	Name Of Institution
	                                       

	Contact Number
	                                       

	Email Address
	                                       

	Digital Address
	                                       

	P. O. Box Address
	

	Information Officer/ Designated Officer’s Name
	                                               

	Contact Number
	                                                

	E-Mail Address                  
	                                                

	Report Prepared by
	                                                

	Signature
	                                                
	Date
	                                                
	Head of Institution
	                                                  

	Signature
	                                                   

	Date
	                                                 
	Affix Institutional Seal
	

	

SECTION 1: APPLICATIONS AND REQUESTS 
[Indicate the appropriate responses to the indicators]
	Indicators
	Remarks

	1. Number of applications received
	                                                 

	2. Number of requests received 
	                                                

	3. Number of requests fully approved 
	                                        

	4. Number of requests partially granted
	                                        

	5. Number of requests transferred 
	                                        

	6. Number of requests referred 
	                                        

	7. Number of requests deferred 
	                                        

	8. Number of requests rejected
	                                       

	9. Reasons for the rejection
	                                       

	10. Number of internal reviews requested 
	                                       

	11. Number of internal review requests granted
	                                       

	12. Number of internal review requests dismissed together with reasons 
	                                       

	13. Number of requests that have been sent to the court for judicial review 
	                                       

	14. Results of the judicial review, if any  
	                                        

	15. Average response time (in days) per application
	                                         

	16. Average internal review response time (if applicable)
	                                      



SECTION 2: SENSITISATIONS AND TRAININGS

RIGHT TO INFORMATION COMMISSION ORGANISED SENSITISATIONS
[Click the sensitisation date to indicate when the programme was organised by the RTI Commission in the year under review]
	Sensitisation Date

	                                                              	
                                




INFORMATION OFFICERS AND DESIGNATED OFFICERS TRAINING
(Indicate whether the information officer / designated information officer has undergone any RTI related training in the year under review)
	Training Date
	Remarks

	                	                             		

                                   

	                 	                                       

                              

	




SECTION 3: INFORMATION MANUAL FOR PUBLIC INSTITUTIONS
Indicate “YES or NO” in the box provided.
Does your institution have an information manual?
	                                       

 ANS:

Has your institution published the information manual on their website? 
	                                       

 ANS:

	                                            

Does your institution have a copy of the information manual displayed where any person can have access to?
ANS: 

Does your institution proactively publish information on its website?
	                                             

ANS: 	 

Was the information manual reviewed/updated during the year?  
	                                             

ANS:





SECTION 4: CHALLENGES AND RECOMMENDATIONS
Indicate any challenges faced with RTI implementation in your institution
	
                                                      




 


Provide any recommendations to improve RTI implementation in your institution.
	
                                              






SECTION 5: BIODATA OF APPLICANTS
	Age Group
	Number Of Males
	Number Of Females

	0 – 17
	                                       
	                                      

	18 – 29
	                                               
	                                              

	30 – 49
	                                       
	                                      

	50 – 69+
	                                       
	                                              

	TOTAL
	                                                       
	                                          









SECTION 6: TYPE AND MODE OF APPLICATIONS 
[Indicate the appropriate responses to the indicators

Indicate the type of application
	Indicators
	Remarks

	1. Number of written applications received
	                                                       

	2. Number of oral applications received
	                                                       





 Indicate the mode of application
	Indicators
	Remarks

	1. Number of in-person applications received
	                                                      

	2. Number of electronic applications received
	                                                      




SECTION 7: RECORDS MANAGEMENT AND COMPLIANCE
Indicate “YES or NO” in the box provided.
Does your institution maintain a central register of RTI applications?
	                                         

 ANS:

Do you record the time you respond to the applicant? 
	                                         

 ANS:

Has the institution established a filing system for RTI requests and decisions?
	                                         

 ANS:
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