
 
CHAPTER – 18 (MANUAL – XVII) 

 
OTHER USEFUL INFORMATION 

 
Special Branch, Sigma Intelligence, CID inquiries and other records not for 

public view as they are top secret, Secret, Confidential are barred by courts from 
being shown to public. Since it may adversely affect security of country, safety of 
public life and property, or hamper investigation of cases. 
 
18.1 Frequently asked questions and their answer by public 
 

FAQ’s (Frequently Asked Questions) 
 
1. What is FIR? 

FIR is the abbreviation of First Information Report. Any complaint for 
occurrence of crime should be reported to the Police Station and should be signed 
by the complainant. 
 
2. How to lodge a FIR? 

The complainant should make his complaint orally/writing in the Police 
Station. 
 
3. To whom to lodge the FIR? 

The FIR should be lodged to the officer in-charge of the police station. 
 
4. Which time the public can lodge the FIR? 

The public can lodge an FIR at any time. 
 
5. Can FIR complaint be given orally? 

Yes. 
 
6. Can FIR be given without mentioning witness? 

It is always better to mention witnesses in the FIR to establish the occurrence 
of crime. 
 
7. After registering the FIR, can the complaint be withdrawn? 

A FIR registered at the Police Station cannot be withdrawn by the 
complainant. 
 
18.2 Related to seeking information 

• Application from (a copy of filled application from for reference) 
 
• Fee:- 

 
• Photostat charges of Rs. 5 per page shall have to be paid as per the 

information requested & Rs. 50 per category of information requested. 
 

• Cost of Compact Disc of this Hand Book shall be Rs.100/- 
 



• However citizens are free to download any portion of this Manual from 
Website free of charge. 

• Procedure and fee structure for getting information not available in the 
handbook shall be Rs.100/- with additional Rs.5/- per page of matter 
requested. 

 
• Respective Public Information Officers shall provide the information as 

applicable to their areas of functioning. 
 

• How to write a precise information request – Tips 
To, From, Subject, Date, Reference to be given whether informed to Control 
Room / Police Station etc. to be given to whom? 

 
• Right of the Citizen in case of denial of information and procedure to appeal 

Supervisory Officer to be approached in case information not registered. 
 
18.3 With relation to certificate, no objection certificate etc issued by the Police  
           Dept. included in Manual – 13. 
 

• Name and description of the certificates and NOCs 
• Eligibility for applying – Citizen of any country 
• Contact information for applying – Single Window Counter, Police Head 

Quarters. 
• Application Fee (Wherever applicable) – Rs.100/- 
• Other Fees (Wherever applicable) 
• Applications Form (In case the application is made on plain paper, please 

mention the details which the applicant has to provide) – Copy available with 
Single Window Counter, Police Head Quarters. 

• List of enclosures / documents – Ration Card, Election ID Card, Birth 
Certificate etc. 

• Format of enclosures / documents – Attested copies to be enclosed 
• Procedure of application – Subject written application with 3 Passport size 

Photos. 
• Process followed in the Public Authority after the receipt of application – 

Inquiry by CID, Special Branch & Local Police. 
• Normal time taken for issuance of certificate – 15 / 30 Days 
• Validity period of certificate, If applicable – 3 Months 
• Process of renewal, If any – Fresh application. 

 
18.4 Details of any other public services provided by the Police Department: 
 
Traffic Education Cell: 
 

Road safety education is very essential for all age groups. Road safety 
education for educated road users can be easily done through media, T.V. and 
video. For uneducated road users, road safety education should be simple and 
purposeful. For arranging regular Road Safety programmes at schools, colleges, 
industries, public places, etc. a Traffic Education Cell is functioning under direct 



control of one Superintendent of Police. Various Road safety films in regional 
language (Tamil), road safety exhibitions and use of Public Address systems was 
proved to be very useful in Pondicherry Traffic. It is experienced that propaganda 
and exhortation are powerful tools in the road safety campaign. This cell also 
undertaking the following tasks for public beneficial: 
 

a) Analyzing Road Accidents 
b) Printing and distributing various traffic awareness pamphlets among the road 

users. 
c) Placing banners with Traffic Awareness Slogans at various heavy traffic 

places. 
d) Organizing Children rallies with Road safety slogan written plough cards. 

 
 
2) Children Traffic Corps Scheme: 

 
Each and every year, the Pondicherry Traffic Police imparts training to 88 

students of 11 various schools in Pondicherry Region with Traffic Rules & 
Regulations like Parking, No Parking, Use of Speed Breakers and Traffic Signs, 
provisions of Motor Vehicles Act, Accident Prevention tips, Tips for motorcyclists, 
Tips for Cyclists, Accident Scene, Traffic Control, etc. under “Children Traffic Corps” 
training scheme for creating Traffic Awareness among young generation as a Road 
Safety measure. They are also trained about saluting, marching in threes and are 
being allowed to participate in the Republic Day Ceremonial Parade. 
 
 
ii) Designation of Public Information Officers and Assistant Public Information 
Officers has to done at sub-divisional level appropriate within 100 days of 
enactment. 
 

The respective SPs shall be the PIOs for their respective Units. APIOs shall 
be the Inspectors working under the given SP for the given section / Circle as 
applicable. 
 
iii) Designation of authorities to whom the first appeal lies. 

 
Present system of the Police Dept. shall be continued with SSPs / ASSP as 

the 1st Appellate Authority 
 
iv) Amendments of existing Acts, Rules, etc. 
           

Not applicable 
 
v) Intelligence and Security Organization. 
 

� Special Branch SIGMA (Security) and CID (Crime Team) may be exempt from 
the Act and requisite modification may be issued by the Govt. as done for 
other intelligence and security organizations in other UTs. 

 



� Further all top secret /Secret / confidential documents in any unit may exempt 
from the purview of this Act. 

 
� Also all records pertaining to investigation shall not be divulged. However, any 

citizen is free to approach the necessary Court for copies of necessary orders 
as required. 

 
� As regards enquiry the resultant of the same only can be asked for and not 

the details of the statement s given by different individuals in order to maintain 
the confidentiality which a witness shall desire. 

 
 
vi) Framing Rules 
 

As applicable respective PIOs shall frame necessary rules if not already 
available in the DGP’s / IGPs Standing Orders and get the same approved from the 
respective supervisory officer. 
 
vii) Annual Report of the Central Information Commission 

 
The concerned Public Information Officers and Assistant Public Information 

Officers shall send Annual Report for compilation annually at State / Central level. 


