UT Administration of
Daman & Diu
Department of Information Technology
Daman - 396220

No.01/IT/DDeGS/File NO. 41/Part-11/37) Dated: /¢ //2 /2015

NOTIFICATION

Subject: - Electronic Service Delivery under e-District Project

The Administrator of Daman & Diu in exercise of power conferred upon under
section 6 and 6(A) under Information Technology Act, 2000, read with Rule 4 and
Rule 5 of the Daman & Diu, Information Technology (Electronic Service Delivery)
Rules, 2014, is pleased to notify the public services to be delivered through
electronic mode including [From Saral Seva Kendra (SSKs)]. Timelines. list of
documents to be annexed, Authority of different public services and Fees to be

collected under e-District project for Daman district are as under:

2. List of Government to Citizen services, Timelines and Delivery charges:

(i) The list of Government to Citizen services, Maximum Timeline for Service Delivery
and Fee for delivery of services through SSKs shall be as per the Annexure ‘A’ of
this notification. Departmental Fee for Electricity department shall be as per

Annexure ‘B’ of this notification.

(i) The designation of the First, Second and Third Appellate Authorities and the
Maximum Time that may be taken for disposal of Appeal by these Appellate

Authorities shall be as per Annexure ‘C’ of this notification.

(iii) Documents required to be submitted by citizen for availing of e-District services

shﬁ be as per Annexure ‘D’ of this notification.



3. Manner and Procedure of delivery of Government to Citizen Services
thorough SSK:

(i) A citizen can avail any of the e-District services from the SSK nearest to
his/her residence along with all requisite documents mentioned and on payment

of the requisite fee/ user charges.

(ii) The SSK Operator or any other designated officials of the UT Administration

shall be responsible for transmitting the application along with the required

documents to the concerned department.

(i) The SSK Operator shall also be responsible for delivery of the
Certificates/Documents etc. to the citizen at the concerned SSK where the
citizen has deposited the application, as and when finally received from the

concerned departments after due process.

4. Remittance of Department Fee and Service Charges (in case of SSK)

(i) The SSK Operator shall deposit the Departmental Fee as per Annexure A as
collected through the SSK, on a fortnightly basis with the Treasury in the

appropriate head of account through designated pooling account.

(i) The Service Charge amount collected at the SSK in respect of all
transactions shall be credited in the account of DDeGS though the designated

pooling account.

(i) There shall be no Charges/Fees in respect of application status enquiry

services by citizens.



5 The Services mentioned in Annexure ‘A’ of this notification shall also be

available to the citizen online and on online payment of necessary

department fee. No service Charges shall be levied in such cases.

6. All Manual process for delivery of services mentioned in this Notification shall
cease with effect from a period of three months from the date of issue of this

Notification.

By order and on pbehalf of the
Administrator
UT Administration of Daman & Diu

Additional Secretary (IT)



Daman
Municipal
Council

Block
Developmen
t Office

District

3 panchayat

Registration Of Blh (Urban Area) & -
a M |
|ssuance of Birth Certificate of Births 4 ma;ounucriT cipal | Refer Annexure D
Post January 1971 (Urban Area)
Registration Of Death {Ur!a.an Area) & Daman Municipal
lssuance of Death Certificate of . Refer Annexure D 7 NIL
Deaths Post January 1971 (Urban Council
Area)
; : e Daman Municipal
Physically Handicapped / Disability ) Refer Annexure D 45 NIL
Pension (Urban Area) Council
; . Dam icipal
National Old Age Pension (Urban wEnH Mun:u o Refer Annexure D NIL
Council 45
Area)
' | Daman Municipal | _ B -
Widow Pension (Urban Area) Council Refer Annexure D 45 NIL
Blosk Refer Annexure D
Late Registration Of Birth (Rural Area) Development EFARRER
Office
Block
Late Registration Of Death (Rural Development Refer Annexure D
Area) Office
. . PR District
Physically Handicapped/Disability Refer Annexure D
Pension (Rural Area) PanchTyat




- No A
i processed
District Refori D NIL
National Old Age Pension (Rural Area) Panchayat CIERRTIEIRURS 45
District Refer A b NIL
Widow Pension (Rural Area) Panchayat ERINATIERUTE 45
Registration Of Birth (Rural Area) & Refer A b NiL
) Issuance of Birth Certificate of Births | Village Panchayat CIEraInexue 8
4 Village Post January 1971 (Rural Area)
Panchayat
Registration Of Death (Rural Area) & i B NilL
Issuance of Death Certificate of Village Panchayat SErnheNie 8
Deaths Post January 1971 (Rural Area)
i i irth (U
Late Registration Of Birth (Urban ilsinlitiss Refer Annexure D 15 NIL
Area)
Caste - SC/ST/OBC Certificate Mamlatdar Refer Annexure D 5 NIL
Character Certificate Mamlatdar Refer Annexure D 15 NIL
Late registration Of Death (Urban Mamlatdar Refer Annexure D 16 NIL
Area)
Domicile Certificate Mamlatdar Refer Annexure D 7 NIL
5 Revenue 2
Iesme Cantficare Mamlatdar Refer Annexure D ; NIL
Non-Creamy Layet Certificate Mamilatdar Refer Annexure D 15 NIL
Residence Certificate Mamlatdar Refer Annexure D 7 NIL
Mutation in Record of Rights Mamlatdar Refer Annexure D 45 NIL
Solvency Certificate Mamlatdar Refer Annexure D \ 15 NIL

r




a week

No
Dependent Certificate Mamlatdar Refer Annexure D
Family / Legal Heirship Certificate Mamlatdar Refer Annexure D 7 NIL
Earrren Coniliincs Mamlatdar Refer Annexure D 7 NIL
Issuance of Copy of Form | and XIV Mamiatdar Refer Annexure D 3 5/-
New Ration Card PDS Refer Annexure D 30 NIL
PDS Refer A D oo NIL
Consumer Complaints related to PDS SIS Timelines
Defi
i Incorporation of Changes in Ration ==
- n
Distrib
e bl Card (Change in name, address, e Refer Annexure D 14 NIt
System i ;
addition or deletion of name)
Issuance of Duplicate Ration Card s ReferiAnnexure D 30 ik
Surrender/Cancellation of Ration Card PDS Refer Annexure D 5 Wik
social Senior Citizen Identity Card Social Welfare | Refer Annexure D 7 Bt
7 Welfare
Handicapped / Disabled Identity Card | Social Welfare | <eferAnnexure D 7 L
Issuance of Birth Certificate of Births Sub Registrar & Refer Annexure D 7 5/-
before 1971 Civil Registrar
. Issuance of Death Certificate of Sub Registrar & Refer Annexure D
Subgl?n(z:ig‘:isltrar Deaths before 1971 Civil Registrar ’ S
B Registrar Watiking
Registration of Marriage & Issuance ' period of 15
R
of Marriage Certificate Su‘b. egls.trar & Refer Annexure D days after 5/-
Civil Registrar e
that within

f




fun | PRERITS Service Name e Gl U B B LR
Registration of Cases, Case Referk o | bepends:on -
Revenue Adjournments, Issuance of Notice & Mamlatdar CHEh SaTeRdRe Casi i 5
9 Court Cases Issuance of Final Orders
Issuance of Stay Orders Mamlatdar Reterahnie R | Bepetoon N 5
Case to Case
As per RTl act As per RTI As per RTl act
Appeal under RTI o 5
pp Departments 2005 act 2005 2005
For All As per RTl act As per RTI As per RTl act 5
RTI/ Seeking information under RTI Departments 2005 act 2005 2005
| “onsvapses For Al AsperRTiact | AsperRTI | AsperRTIact
Redressal Provide status / feedback of g P P 5
complaints Departments 2005 act 2005 2005
For All As per RTl act As per RTI As per RTl act §
Registration of Complaints Departments 2005 act 2005 2005
istrati i I Heal
public Hesith Regis ratlo_n of Btr‘t‘hl& ssuance of ealth Refer Annexure D Y NIL 5
f1 i Birth Certificate Department
=0 Registration of Death & Issuance of Health Refer Annexure D - NIL 5
Death Certificate Department
Primary
(Education) .
; Distri
Pre Matric Scholarship for Panlcshgstat Refer Annexure D 90 NIL . 5
SC/ST, inority student ! [
/ST/OBC/Minority students Secondary |
12 Education (Education |
Department)
Secondary
. . (Education)
Post Matric Scholarship for Ditectorate of Refer Annexure D | 90 NIL 5
SC/ST inority student
/ST/OBC/Minority students Education
Department h




':5' e i N € ;

‘Office in which
- processed

Complaints/Feedback regarding
material supplied, food, etc.

Directorate of
Education

Refer Annexure D

NIL

Scholarship/Stipend for SC/ST
students from Std | to Xl

Directorate of
Education

Refer Annexure D

S0

NIL

Providing incentives to girl students
for pursuing higher studies

Secondary
(Education)
Directorate of
Education
Department

Refer Annexure D

90

NIL

Issuance of Attempt Certificate.

Primary
(Education)
District
Panchayat,
Secondary
(Education
Department)

Refer Annexure D

NIL

Issuance of Bonafide Certificate.

Primary
(Education)
District
Panchayat,
Secondary
(Education
Department)

Refer Annexure D

NIL




Maximum

i sr. ! a3 = . -... _ 3 : S .II-_ . + : = i % 0
' Ny Office in which Bﬂmﬂfﬂ T@ehge_hr :
- Service Name Smis e L Required Service
Primafy
(Education)
District
Issuance of Character Certificate. Pancayat Refer Annexure D 7
Secondary
(Education NiL
Department)
Primary
(Education)
District RefeF A b
Issuance of School Leaving Certificate. Panchayat, elerAnnexure 7 NIL
Secondary
(Education
Department)
Addition of Educational Qualification Labour & Refer Annexure D
’ ; ; Employment 5
and experience if any of the candidate NIL
Department
Labour &
Enrollment under Unemployed Employment Refer Annexure D 5
Category Department NiL
Labour& P
13 Employment [ . Labour &
Renewal of names of candidates Ervist . Gk
whose names are registered with mploymen slerannexure D 3 Nil
Employment Exchange Department
. ) Labour &
Sponsoring the names of candidates Empi _—
after receiving the Notification of mployment RETOIETED 10
Govt./Public Enterprises Department | NiL




R : e | M| e fior SSKR Orfine]
Sr | Department L 4 Office in which e -f( ) (N R | service
No : g Service Name A e Required - Service Department |

e T Y processed T e gl o | Charge
: - 1 R RO 6
Labour &
Registration under the Shops & Employment Refer Annexure D 15 Refer 5
Establishment Act. Department Annexure B
Labour &
Refer
Renewal under the Shops & Employment Refer Annexure D 15 B 5
Establishment Act. Department Annexure
Labour &
Empl Refer A D eter
Registration under the Factories Act. Mpapment S 20 Annexure B 5
Department
Labour &
Empl Ref D i)
Renewal under the Factories Act. Impioyment SrerARNERurR 60 Annexure B 5
Department
B Labour &
y - : Refer
Registration of Establishments Employment Refer Annexure D
: 15 Annexure B 5
employing Contractual Labor. Department
Labour & ,
. : Refer
License by the Contractor employing Employment Refer Annexure D
15 Annexure B 5
contract Labor. Department
Labour & Hatai
e
Renewal by the contractor employing Employment Refer Annexure D
15 Annexure B 5
contract labor. Department
- ; ; s Refer
14 Electricity New Connection (Domestic & Electricity Refer Annexure D 30 5
Commercial) Department Annexure B
_ ! 1
. i




Sr _'
No |

Document (s)

Fees (for SSK & Online)

: T B ; Timeline for —
G e (in Days) ~ (inRs)
Electricity Refer
New Connection (Industrial) Department Refer Annexure D 30 Annexure B 5
Electricity Refer
Online Registration of Complaints Department Refer Annexure D 7 Annexure B 5
New Temporary Electricity Electricity Refer
Connection for Domestic, Commercial Department Refer Annexure D 7 Annexure B 5
& Industrial
Electricity Refer Annexure D i
Request for Change of Name 7 Annexure B 5

Department




Annexure B

Electricity Department fees for e-Services

1. Application for New Connection (Domestic, Commercial)

a. Service Connection Charges

Sr. No. Connection Type Tariff (in Rs.)
1 Single Phase L.T 250
2 Three Phase L.T 1000

b. Fees (Non-Refundable) for submission of Test Report of wiring completion

Sr. No. Type of Connection | Fee Per Test Report
(InRs.)
1 Single Phase Lighting / Domestic 10
2 Three Phase Lighting/Domestic 25
3 Single phase Lighting/Non Domestic 50
4 Three Phase Lighting / Non Domestic 100
6 Single Phase / Three phase Agriculture/Streetlight / 50
Public Lighting & other

c. Security Deposit

SrNo Connection Domestic Commercial
1 500 W Rs. 60 Rs. 75
2 Beyond 500W Rs. 45 per 500 W | Rs. 120 per 500
or Part thereof W or part thereof
Sr No Type of Connection Security Deposit (in Rs.)
1 Agriculture Rs. 75/HP

2. Application for new Connection Industrial i.e HT & LTP
a. Service Connection Charges

Sr. No. Connection Tarff (In Rs.)
1 Three phase LT RS. 1000
2 HT (First 500 KVA) Rs. 10000
3 HT (Beyond 500 KVA) Rs 1000 per 100 KVA
or part thereof




b. Fees (Non-Refundable ) for submission of Test Report of wiring Completion.

Sr. No. Connection type Fee Per Unit (In Rs.)
1 Three phase LT Industries 250
1 HT Industries up to 500 KVA 1000
2 HT Industries up to 2500 KVA 5000
3 HT Industries above 2500 KVA 10000

c. Security Deposit

SrNo Type of Connection Security Deposit (in Rs.)
LT Industries Rs. 500/HP
HT Industries 2000/KVA

3. Online Registration of Complaints

a. No Fees

4. Application for New Temporary Electricity connection for Domestic,

Commercial & Industrial

a. Service Connection Charges

Sr. No. Connection Tariff (In Rs.)
1 Single Phase L.T Rs. 250
2 Three Phase L.T Rs. 1000
3 HT ( First 500 KVA) Rs. 10000
4 HT (Beyond 500 KVA) Rs. 1000 per 100 KVA

or part thereof

b. Fees (Non-refundable) for submission of Test Report of wiring Completion

Sr. No. Type of Connection Fee Per Test Report

(InRs.)

1 Single Phase Lighting / Domestic 10

2 Three Phase Lighting/Domestic 25

3 Single Lighting/Non Domestic 50

4 Three Phase Lighting /Non Domestic 100

5 Three Phase LT Industries 250

6 Single Phase / Three phase Agriculture/Streetlight / 50

Public Lighting & other

7 HT Industries up to 500 KVA 1000

8 HT Industries up to 2500 KVA 5000

9 HT Industries above 2500 KVA 10000




C. Security Deposit

sr. No. Connection Security Deposit (in Rs.)
1 Single Phase L.T (CS(In KW) >< 30 Days ><30 ><3 Month
2 Three Phase L.T (CS(In KW) >< 30 Days ><35 ><3 Month
3 Agriculture Rs. 75 per HP
4 LT Industries 500/HP
5 HT Industries 2000/KVA

5. Request for Change of Name:-

a. 1Rs. For change of name for Domestic, Commercial & Agricultural
b. 800 Rs. For change of name in HT & LT industries.

c. Security Deposit:

Sr Cannection Domestic | Commercial
No ) '
1 500 W Rs. 60 Rs. 75
Beyond 500W Rs. 45 per 500 W | Rs. 120 per 500 W or part
or Part thereof thereof
Sr. No. Connection type Security Deposit
(In Rs.)
1 LT Industries Rs. 500/HP
2 HT Industries Rs. 2000/KVA
3 Agriculture Rs. 75/HP

Testing Fee for various Metering Equipment for FY 2013-14

Sr. No. Type of Metering Equipment Fee Per Unit (In Rs.)
1 Single Phase 100
2 Three Phase 300
3 Three Phase Tri-vector Meter (0.5 Class) 500

Industrial LT Consumer
4 Three Phase Tri-vector Meter (0.5 Class) 500
11 KV HT Consumer
5 Three Phase Tri-vector Meter (0.2 Class) 1000
66KV EHT Consumers
6 Combined CTPT Unit for 11 KV Consumer 500
7 66 KV CT/PTUnit 500
8 Three Phase CT Block 300
9 CT Coil 100




e Labour & Employment Department
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[

(Quantity Maximum Number of Workers to be employed on any during the year.
B.H.P. Upto | From21 | From |From | From | From | From From Above
Installed |29 |50 [Sito [101to [251to [SOIto |1001to |2001to | 5000
! 100|250 500 | 1000|2000 5000
one day
of the
Year
L 2 | 3 4. 5. 6. i 8. 9. 10
Fees Payable
Above 10 9600
HP upto 2400
50 HP 12000
Above 18000
| 1000 HP 5200
upto 2000 23200

HP




No. LE/LI/DMN/S&E/AMD./95/2009/02 | Dated - 04/04/2011
NOTIFICATION

Wihcreas certaln rules further '0 amend the .Gon, Damah and Diy Shop &

Establishinent Rule, 1975 were Published as required by sub-section 3 of section 59 of the
Goa, Daman & Diy Shup and Establishment Act 1973 (lj_ 0f 1974) in the OFficlal Gazette No.
1" 5uries 11 dated 14 May, 2010 under Notification No. LE/U!DMN}S&E{AMD.{QS!ZUOQ/11'1
tated 11/05/2010 of the U, T, Admintstration of Daman & Dlu, Department of Labour &
Employinent, Darman, Imviting wblections any suygestion from all persons Dkely to be

dtected thursby betore the expiry of 45 days from the date of publication of the sald
Notification in the Gfficial Gazetle,

(£)  Aud whereas the sald Officlal Gazette was made avallable to the public on
117052010 -

(3] And whereas objections and suggestions recelved from the public on the said draft
have been considerad by the U.T, Administration of Daman & Diu,

(1) Now, therefore, In exerclse of the powers conferred by section 59 uf the Goa, Daman
and Diu Shops and Establishments Act, 1973 (Act 13 uf 1974), and all other powers enabling
Lt that behall, the U.T, Administration of Daman & Giy hereby makes the folloviing rules

suas o further amend the Goa, Daman and Diy Shops and Establishments Rules, 1475,
namely -

1. These rules may be call
(Amendiment) Rules, 2010,

They extend 1o the whale of the Unlon Territory of Daman & Dy, They shall come
Into force at once,

3. In the Goa, Darnan and Diu Shop a
Sthadule shall ha substituted namely |

SCHEDULE A

(See tule - 5)

ed the Gua, Daman and Diy Shop and Establishment

L}
e

nd Establishiment Rules, 1975, the following

The Statement In Forn

11 shall be sent to the Inspector together with the fees
prescribad in this schedyle

2 M g Cotegores of Estabishments | g Fae ]
L _S_!_ijEs_tglgf}shment_e_nn_p_[gy_l_ng no persons Rs. 20/-
2. Shop/Establishment employing 5 or less than five Rs. 40/-
hess persons e — e
|73, —[snc?;}f&stabilshmenl employing more than five Rs, 150/~

|~ | butless than 10 persons ) ,
4. | Shop/Establishment emplaying 10 and above but Rs. 300/- '

- — |loss than 20 persons ——
[ s | Hotels, Rastaurants, Residential Hotelz, Theatres
[ or  other places of Pubiic amusement  or

entertalnment or Shop/Establlshment employlng
[ 20 or more persons

Rs. 600/ 1

|
By Order and In the name of the
Administrator of Daman & Diu.

Sd/-
’ ( P.J. Bamania )
Jolnt Secretary (Lab.),
Daman,




NOTIFICATION

Whereas certain draft rules further to amend the Goa, Daman & Diu Contract Labour
(Regulation and Abolition) Rules, 1972, were published as required by sub-section (1) of Section
35 of Contract Labour (Regulation and Abolition) Act, 1972 (37 of 1970) in the Official Gazette
No. 27 Series II dated 10/07/2015, vide Notification No.LE/LI/DMN/C.L/AMD/168/2015/148

dated 00072015 of the U.T. Administration of Daman & Diu, Department of Labour &
Employment, Daman inviting objections and suggestions from all persons likely to be affected
thereby before the expiry of 30 days from the date of publication of the said Notification in the

Official Gazette: !
i

(2)  And whereas the said O ficial Gazette was made available to the public on 09/07/2015.

(3)  And whereas no objections and suggestions has been received from the public on the said
draft, } 5

(4)  Now therefore, in exerci e of the powers conferred by sub-section (1) of Section 35 of the

Goa, Daman & Diu Contract [Labqur (Regulation and| Abolition) Act, 1970 (37 of 1970), the

Administrator of Daman & Diu hefeby makes the following rules further to amend the Goa,

Daman & Diu Contract Labour {Re'gulmion and Abolition) Rules, 1972, namely:-

1) These rules may be called the Goa, Daman & Diu Contract Labour (Regulation and

Abolition) (Amendment) Rules, 2015.
2) They extend to the whole of the Union Territory of Daman & Diu.
3) In the Goa, Daman & Diu Contract Labour (Regulatmn and Abolition) Rules, 1972,

herein after referred to as in the|principal rules;

(i) In rule-24 for thejﬁgu{e «Z 30/-" the figure and words ‘¥ .270/- (Rupees Two
Hundred & Seventy)" shall be substituted.

26, the following nﬂes shall be substituted namely!
s to be idl for theigrant Jf a certificate of registration under

ified olev: |

(ii)  Inthe said rules for) Rul¢
(a) “26”. Fees.—(1) The fk
section 7 shall be sp

If the nﬁrﬁber off Wi kmen p p!psed to be emplb c1 on contract on any ray—--i
ot exce (To Rs -450!-(&? ur Hundred Fifty)
b !

(a) is 20 or inore but dijes
(b) exceeds 50 but doefi o exceed Rs} 900/- (» me Hundred)
\bo Ttmu.';land Four undrqd) _

(c) exceeds. lOﬂ but d n texceed 200 Rst 2400/H(
(d) exceeds!ZDl) butd l_n t;)_dﬁeed 400 Rs. 3600/ iree THotsand Six Hundred)
(¢) exceeds 400 5 Rs. 45001‘- d’dm Thousand Five undred

’ C%#TE%)JW ||




]

(b)  (2) The fees to be paid for the grant of licence under section 12 shall be as

specified below:

If the number of workmen employed by the contractor on any day—

(a) is 20 or more, but does not exceed 50 Rs. 113/-( One Hundred Thirteen)

(b) exceeds 50 but does not exceed 100 Rs. 225/- (Two Hundred Twenty Five)

(c) exceeds 100 but does not exceed 200 Rs. 450/- (Four Hundred Fifty)

(d) exceeds 200 but does not exceed 400 Rs. 900/- (Nine Hundred)

(e) exceeds 400 Rs. 1125/~ (One Thousand One Hundred

Twenty Five)
(iii)  In sub-rule (3) of rule-29, the fees chargeable for renewal of license shall be the same

as for the grant thereof.

(iv)  In rule-30 for the wcj'rds “fee of rupees five”, the figure and words “¥ .45/-" (Rupees
Forty Five) shall be substituted.
|

] ; By Order and in the name of the

Administrator of Daman & Diu,

! (R.C. Seena) Cq! E]Jf

Deputy Secretary (Lab & Emp),
Daman.

Copy to:
1. The Secretary (Labo
2.The Labour Commiss
3.The Deputy Labour
4.The Dy. Director (Pl
Official Gazette.

|
), Administration of Daman & Diu, Daman.

ner, Dam Diu.

mimissioner, Daman & Diu.
| i
ing), Govt. Printing Press, Daman for publication in the

5.The President, Indusu%ies Association, Daman/Diu.

6.President, Hostelries ?;sso:ciation, Daman/Diu.

I 1 1
Wl | lii] it Bt~ 0 |



Annexure C

Timelines of Appellate Authorities for disposal of appeal

_ Annexure B
. Designatio | Maximum | Maximum | Designati
Sr. Name of _ : . n of the Time for : Time for | on of the
No. | Department | "~ De;‘;";tfd First disposal of t;:sgf'::: disposal |  Third
' ' Appellate | Appeal(ln | "PRC € | of Appeal | Appellate
Registration Of Birth
Daman (Urban Area) & Issuance . ; : Director
1 Municipal of Birth Certificate of Adm{;r;:;:twe C::f::if;r 15 Days Municipal 15 Days -- -
Council Births Post January 1971 Administration
(Urban Area)
Registration Of Death
Daman (Urban Area) & Issuance 5 ) . Director
2 Municipal of Death Certificate of Ad mc;r;;is:;z:twe chrf‘;:; 15 Days Municipal 15 Days -- -
Council Deaths Post January 1971 Administration
(Urban Area)
Daman Physically . . . Director
3 Municipal Handicapped/Disability Re mc;r;fl::twe ;f}f];:fr 15 Days Municipal 15 Days = e
Council Pension (Urban Area) € Administration
Dar.na.m National Old Age Pension | Administrative Chief Dnre.c'for
4 Municipal 5 _ 15 Days Municipal 15 Days = =
. (Urban Area) Officer Officer . .
Council Administration
Dar‘ngn Widow Pension (Urban Administrative Chief Dlre'ctvor
5 Municipal . , 15 Days Municipal 15 Days -- =
; Area) Officer Officer . .
Council Administration




e Late Registration Of Birth |  EXecutive D District
6 Development (Rural Area) Magistrate Divisional - Mawistrate = = =
Office (Rural) Magistrate &
Bieck Late Registration Of Exe:_:utwe : SUb District
7 Development Death (Rural Area) Magistrate Divisional -- Kamieinata = =5 o
Office (Rural) Magistrate &
Physi -
District hy5|.cally T Administrative Ch'ef Director
8 ParichaviE Handicapped/Disability Officer Executive == A s - -
Y Pension (Rural Area) Officer ¥
District National Old Age Pension | Administrative Chref Director
B Panchayat | (Rural Area) Officer raBeytive a Panchayat . a a
Officer
® : § - . Chief :
District Widow Pension (Rural Administrative ; Director
10 Panchayat Area) Officer FRNEGEES B Panchayat - B a
i Officer ¥
i i irth )
. Registration Qf Birth & Additional o Additional
11 Village Issuance of Birth — Distriet B District - Chief B
Panchayat | Certificate of Births Post & b Registrar P aissd
January 1971 (Rural Area) g . g
Regi -
; =gistration Of Death & Additional Frsim Additional
12 Village Issuance of Death — District B District B Chief B
Panchayat Certificate of Deaths Post & Registrar Registrar RewtFsT
January 1971 (Rural Area) Bis g
Late Registration Of Birth Exe§ut|ve Sub District District
42 Revene (Urban Area) wiagistate Magistrate B Magistrate B B B
(Urban) g &
Caste - SC/ST/OBC Deputy
B i — - —
4 Revenue Bartificss Mamlatdar Collector Collector
15 Revenue Character Certificate Mamlatdar Deputy - Collector - - =
Collector
Late registration Of Deputy
.t M = = < =
6 Revenue Beath {Urban Area) amlatdar esllaetar Collector




17 Revenue Domicile Certificate Mamlatdar Depty - Collector -- -- --
Collector
18 Revenue Income Certificate Mamlatdar Deputy - Collector i = -
Collector
Non-Creamy Layer Deputy
19 Revenue Cenibeane Mamlatdar Collectos Collector - - -
Deputy
20 Revenue Residence Certificate Mamlatdar Collector(H - Collector -- -- --
Q)
Hon |
221 Revenue Muta el L Mamlatdar DEpUty - Collector - - -
Rights Collector
D
22 Revenue Solvency Certificate Mamlatdar eputy -~ Collector -- -- -
Collector
23 Revenue Dependent Certificate Mamlatdar Peputy -~ Collector - -- --
Collector
Family / Legal Heirship Deputy
24 Revenue Certificate Mamlatdar Eollatar - Collector -- - --
5 Revenue Farmer Certificate Mamlatdar DEpURY - Collector -- - -
Collector
Issuance of Copy of Form Deputy
M - o~ = e
26 Revenue | and XIV amlatdar Enlineras Collector
D
Publie SH anSpaTior; Corﬁ?n‘;z:io Commissioner Secret
27 | Distribution | New Ration Card Civil Supply 35 35 ol 35
ner / (FCS) (FCS)
System Officer
Secretary
Public : Sub Inspector, Depoty' .
. ) Consumer Complaints on Commissio Commissioner Secretary
28 Distribution Civil Supply 35 35 35
related to PDS ner / (FCS) (FCS)
System Officer
Secretary
Public !ncorp‘uoratlon of Changgs SiibiInspattor Depu.ty. o
e, i in Ration Card (Change in e Commissio Commissioner Secretary
29 Distribution e Civil Supply 35 35 35
name, adidress, addition 5 ner / (FCS) (FCS)
System ; Officer ~
or deletion of name) | Secretary |,




Deputy

& v Issuance of Duplicate Sannsperor; Commissio Commissioner Secreta
30 | Distribution _ P Civil Supply 35 2 35 " 35
Ration Card ) ner/ (FCS) (FCS)
System Officer
Secretary
Public . Sub Inspector, Depn{ty_ .
oy " Surrender/Cancellation = Commissio Commissioner Secretary
31 Distribution X Civil Supply 35 35 35
of Ration Card i ner/ (FCS) (FCS)
System Officer
Secretary
Reputy Secreta
Social Senior Citizen Identity Statistical Secretary Director (Social . Y
32 : 7 7 (Social w
Welfare Card Officer (Social Welfare)
Welfare)
Welfare)
Deputy Secreta
5 Social Handicapped / Disabled Statistical Director 5 Director (Social 5 (Socialw 2
Welfare Identity Card Officer (Social Welfare)
Welfare)
Welfare)
Sub Registrar | Issuance of Birth Devel ot Administr
34 & Civil Certificate of Births Civil Registrar Collector - = gp@e -- w --
. Commissioner ator
Registrar before 1971
Sub Registrar | Issuance of Death T — Adliviiict
35 & Civil Certificate of Deaths Civil Registrar Collector == c_)p_ en - st =
. Commissioner ator
Registrar before 1971
Sub Registrar | Registration of Marriage ;=
36 & Civil & lIssuance of Marriage Civil Registrar Collector == Develgpwent = Administr e
: i Commissioner ator
Registrar Certificate
Registration of Cases,
Revenue Case Adjournments Reputy
37 = Mamlatdar Collector / - - - - --
Court Cases | Issuance of Notice &
. Collector
Issuance of Final Orders
Deputy
38 RENENDR Issuance of Stay Orders Mamlatdar Collector / -- - -- -- -

Court Cases

Collector




RTI / As per RTI Act | As per RTI | As per RTI As per RTI Act As per RTl | As per RTI | As per RTI Act
39 Grievances | Appeal under RTI 2005 Act 2005 Act 2005 2005 Act 2005 | Act 2005 | 2005
Redressal
A RTI t A T | A r RTI | As per RTI Act
‘ RTI/ Seekingrinformation s per RTI Act | As per RTlI | As per RTI As per RTI Ac s per R s pe s per c
40 Grievances 2005 Act 2005 Act 2005 2005 Act 2005 Act 2005 2005
under RTI
Redressal
A RTI A RTI | A RTI A
. RTI/ Brovides statas: [ fondback s per RTl Act | As per As per RTI As per RTI Act As per RTI s per s per ct
41 Grievances : 2005 Act 2005 Act 2005 2005 Act 2005 Act 2005 2005
of complaints
Redressal
A RTI A As per RTI Act
' RTI/ Registration of s per RTI Act | As per RTI | As per RTI As per RTI Act s per RTI | As per RTI pe C
42 Grievances ; 2005 Act 2005 Act 2005 2005 Act 2005 Act 2005 2005
Complaints
Redressal
. . Developm
; Registration of Birth &
43 Pablic Hesith Issuance of Birth Registrar Birth Director 7 Secretary, -- ent‘ : =
Centre o Health Commissi
Certificate
oner
: Developm
R i f th &
Public Health e Registrar . Secretary, ent
44 Issuance of Death Director 74 i i o ==
Centre 2 Death Health Commissi
Certificate
oner
Pre Matric Scholarship : Deputy .
. : . t
45 Education for SC/ST/OBC/Minority As.mstant Director 15 Dnrect{:)r 15 Secre ?W 15
Director ) Education Education
students Education
Post Matric Scholarship . Deputy ;
. . A
46 | Education | for SC/ST/OBC/Minority Baiatant Director 15 Hirector 15 oo 15
Director > Education Education
students Education
i k
: Compl'fnnts/Feec_ibac Assistant QQPUTY Director Secretary
47 Education regarding material ; Director 15 - 15 : 15
. Director . Education Education
supplied, food, etc. Education
Scholarship/Stipend for ) Deputy <
48 Education SC/ST students from Std | AS.S'Stant Director 15 DarectFJr 15 Secrete.lry 15
Director Education Education

to XlI

Education




iding incenti ) De <
. P‘row g s to_ Assistant . puty Director Secretary
49 Education girl students for pursuing : Director 15 ) 15 . 15
2 Director : Education Education
professional course Education
Head
ance of A Assi i
50 Education Issu_ ttempt Master/ichng 5.5|s1:ant 2 Directpr 7 Secreta_:ry 5
Certificate. . Director Education Education
| Principal
Head Master i y
51 Ediicii Issuance of Bonafide School / Assistant 7 Director - Secretary .
o Certificate. s Director Education Education
Principal
Head Master . .
; Issuance of Character / Assistant Director Secretary
52 Education ' School : 7 5 7 ; 7
Certificate. Wi Director Education Education
Principal
Head Master ; .
53 Ediicai Issuance of School School / Assistant 7 Director 7 Secretary -
an Leaving Certificate . S Director Education Education
Principal
it f -
Addl.lon (.J Educational Assistant Director of
Labour& Qualification and
54 i y Employment | Employme - -- -~ - -
Employment | experience if any of the
. Officer nt
candidate
Assistant i
Labour& Enrollment under Director of
33 Empl t | Employment Exchange Employsment Emplayme a B B B B
pIEymen i g Officer nt
wal of
Rene. names of Assistant Director of
Labour& candidates whose names
56 ’ . Employment | Employme - - - -- -
Employment | are registered with
Officer nt
Employment Exchange
Sponsoring the names of
candidates after Assistant Director of
Labour& s s v
57 Eriplo " receiving the Notification Employment Employme - - s - -
praymen of Govt./Public Officer nt
Enterprises
istration u Collector
Labour& Reg n‘der the Labour - _/
58 Shops & Establishment Commissio -~ - -- - -
Employment Act Inspector -




(Labour)

Collector /
59 Labour& Renewal under the Shops Labour Commissio N B
Employment | & Establishment Act. Inspector ner -
(Labour)
Chief
60 Labour& Registration under the Inspector of Secretary
Employment | Factories Act. Factories & (Labour) - B
Boilers
Chief
61 Labour& Renewal under the Inspector of Secretary
Employment | Factories Act. Factories& (Labour) - - -
Boilers
Registration of Deputy i
. Labour Commissio
Labour& Establishments
62 ) Comm/ ner - s 2o s 2
Employment | employing Contractual
Labor Deputy (Labour)
’ Collector
License by the Contractor Deputy Commissio
Labour& " Labour Comm
63 o S ——— employing contract et ner -- - - - -
ploy La bor. FEY (Labour)
Collector
t
Renewal by the deputy Commissio
Labour& . Labour Comm
64 R —— co ntractor employing Depiit ner -- - - - -
e 4 contract labor. By (Labour)
Collector
New Electricity Junior Sub - Assistant £ ‘i
65 Electricity Connection (Domestic & Engineer Division 7 Engineer (T) 7 Exetfu e 7
Commercial) (O & M) Officer Division Office RENREr




Assistant

;g Junior 2 .
66 Electricity New Eiec;tr:c:ty _ —_ Engfn.et'er Execiutrve Secretary
Connection (Industrial) (Tech) (T) Division Engineer (Power)
Office
. . Junior Sub — Assistant
. £ 2
67 Electricity nggneial?:tgststratlon e Engineer (O & | Division Engineer (T) EET?:Z::
P M) Officer Division Office B
T .
e 'e‘mporar\/ ; Junior Sub— Assistant ;
. Electricity Connection for : W . Executive
68 Electricity . . Engineer (O & Division Engineer (T) .
Domestic, Com mercial & M) Officer Division Office Engineer
Industrial i
Junior Sub — Assistant
R h f i
69 Electricity Ni?rl:sﬂ fenChange 0 Engineer (O & Division Engineer (T) ifi::::?
M) Officer Division Office &
D




Annexure D

List of supporting documents required for all e-District Services

Issuance of Birth
Certificate of Births
Post January 1971
(Urban Area)

:; Department Service Name Documents Required
1 Daman Registration Of Birth * Self-attested photocopy of proof of occurrence of birth which can be one of the
Municipal (Urban Area) & following -
Council Certificate from private hospital

Testimony from ward councilor & self-declaration
Self-attested photocopy of order from Mamlatdar for late registration of birth
(Required only if the birth is registered late i.e. after 30 days)
Self-attested photocopy of ID Proof & Residence Proof
Self-attested photocopy of Aadhaar (Optional)
Fees for the services
Late fees (if the birth is registered after 21 days to 30 days)

Registration Of Death
(Urban Area) &
Issuance of Death
Certificate of Deaths
Post January 1971
(Urban Area)

Self-attested photocopy of proof of occurrence of death which can be one of the
following -
Certificate from private hospital, for the deaths at hospital
Testimony from ward councilor & self-declaration
Death certificate from church
Testimony from the registered priest who did the final rituals
o For the case of unnatural death, police report is mandatory
Self-attested photocopy of order from Mamlatdar for late registration of death
(Required only if death is registered late i.e. after 30 days)
Self-attested photocopy of ID Proof & Residence Proof
Self-attested photocopy of Aadhaar
Fees for the services
Late fees (if the death is registered after 21 days to 30 days)

0O 0 o o0




Department

~ Service Name

Documents Req‘uiréﬂ

Physically
Handicapped/Disabilit
y Pension (Urban
Area)

Domicile Certificate (Mandatory)

Annual Income Certificate (Mandatory)

Birth Certificate (Mandatory)

Handicapped/Disability certificate (Mandatory)

Voter ID card (Mandatory only if Age is 18 Years and Above)

Ration Card (Optional)

One copy of passport size photograph (Mandatory)

Affidavit for declaration of not getting any financial aid from any other scheme/agency
(Mandatory)

Aadhaar Card (Optional)

National Old Age
Pension (Urban Area)

Domicile Certificate (Mandatory)

Annual Income Certificate (Mandatory)

Birth Certificate or Doctor Certificate(Mandatory)

Voter ID card (Mandatory)

Ration Card (Optional)

Passport size photograph (Mandatory)

Affidavit for declaration of not getting any financial aid from any other scheme/agency
(Mandatory)

Aadhaar Card (Optional)

Widow Pension
(Urban Area)

Domicile Certificate (Mandatory)

Annual Income Certificate (Mandatory)
Birth Certificate (Mandatory)

Husband’s Death Certificate (Mandatory)
Marriage Certificate (Mandatory)

Voter ID card (Mandatory)

Ration Card (Optional)

Passport Size Photograph (Mandatory)
Affidavit for declaration of not getting any financial aid from any scheme/agency
(Mandatory)

Aadhaar Card (Optional)




Sr.

Service Name

Documents Required

Block
Development
Office

Late Registration Of
Birth (Rural Area)

L]

Non availability of record certificate issued from Village Panchayat(Mandatory)
A testimony of Village Panchayat Secretary for the birth of applicant(Mandatory)
ID proof (Mandatory)

Residence proof (Mandatory)

Residence proof for all four witness (Mandatory)

ID proof for all four witness (Mandatory)

Aadhaar Card (Optional)

School Leaving Certificate or Affidavit of illiterate (Mandatory)

Janmotary (Optional)

Samaj Letter (Optional)

Passport Size Photograph (Mandatory)

Ration Card (Optional)

Late Registration Of
Death (Rural Area)

A testimony of Village Panchayat Secretary for the death of person mentioned in the
application (Mandatory)

ID proof of the Deceased (Optional)

Residence proof of the deceased(Optional)

ID proof (Mandatory)

Residence proof (Mandatory)

Residence proof for all four witness (Mandatory)

ID proof for all four witness (Mandatory)

Aadhaar Card (Optional)

Samaj Letter (Optional)

Passport Size Photograph (Mandatory)

Ration Card (Optional)

Non availability of record certificate issued from Village Panchayat (Mandatory)




te Department ‘Service Name : e Documents Requ:rad
3 District Physically  Birth Certificate (Mandatory)
Panchayat Handicapped/Disabilit | ® Income Certificate (Mandatory)

y Pension (Rural Area)

= Domicile Certificate (Mandatory)

* Disability Certificate of 40% and above, Issued from Medical Board (Mandatory)

¢ Bank Passbook (Mandatory)

« |dentity Proof (Optional)

* Two Passport size Photograph (Mandatory)

» Undertaking for declaration of not getting pension from any scheme/Agency (Mandatory)
= Ration Card (Optional)

e Voter Card(Optional)

* Aaadhar Card (Optional)

National Old Age
Pension (Rural Area)

* Annual Income Certificate (Mandatory)

* Domicile Certificate (Mandatory)

* Birth Certificate or Age Certificate issued from Govt. Hospital/PHC (Any one Mandatory)

» Disability Certificate of 40% and above, Issued from Medical Board (Mandatoryl)

* Bank Passbook (Mandatory)

* Two Passport size Photograph (Mandatory)

= Undertaking for declaration of not getting pension from any scheme/Agency (Mandatory)
= Ration Card (Optional)

* VVoter Card(Optional)

* Aaadhar Card (Optional)

Widow Pension (Rural
Area)

* Annual Income Certificate (Mandatory)

¢ Domicile Certificate (Mandatory)

*Death Certificate of Husband ( Mandatory)

*Undertaking for declaration of not getting pension from any scheme/Agency (Mandatory)
* Bank Passbook (Mandatory)

* Two Passport size Photograph (Mandatory)

= Undertaking for declaration of not getting pension from any scheme/Agency (Mandatory)
= Ration Card (Optional)

« Voter Card(Optional)

* Aaadhar Card (Optional)]




Service Name

Docu ments Required

by

Village

Panchayat

Registration Of Birth &
Issuance of Birth
Certificate of Births
Post January 1971
(Rural Area)

Completely filled Birth Registration Form

Registration Of Death
& Issuance of Death
Certificate of Deaths
Post January 1971
(Rural Area)

Completely filled Death Registration Form

Revenue

Late Registration Of
Birth (Urba n Area)

Affidavit of four witnesses affix with 2 Rs. Stamp court fees (Mandatory)

Non availability of record certificate issued from Municipal Council (Mandatory)
A testimony of ward counselor for the birth of applicant (Mandatory)

ID proof (Mandatory)

Residence proof (Mandatory)

Aadhaar Card (Optional)

Residence proof for all four witnesses (Mandatory)

ID proof for all four witnesses (Mandatory)

-—

L

/




Department

Service Name

Documents Required

Caste - SC/ST/OBC
Certificate

Certificate from Samaj Concerned (Mandatory)

Parent’s Cast Certificate Issued by Competent Authority (Mandatory)
Aadhaar Card (Optional)

For OBC:-

School Leaving Certificate (Mandatory)

Birth Certificate of Self and Father or Mother (Mandatory)
Ration Card (Mandatory only if income is 100000 or below)
Election Identity Card (Mandatory)

Samaj Certificate (Mandatory)

Cast Certificate of Self & Father

Residence Certificate (Mandatory)

Land revenue Receipt (Mandatory)

Form No | & XIV (Mandatory)

Income Certificate/Salary Certificate (Mandatory)

Character Certificate

Birth Certificate (Mandatory)

School Leaving Certificate (Mandatory)
ID Proof (Mandatory)

Address Proof (Mandatory)

Aadhaar Card (Optional)

Late registration Of
Death (Urban Area)

Declaration on Plain Paper (Self attested) (Mandatory)

Affidavit of four witnesses affix with 2 Rs. Stamp court fees (Mandatory)

Non availability of record certificate issued from Municipal Council (Mandatory)
A testimony of ward counselor for the birth of applicant (Mandatory)

ID proof (Mandatory)

Residence proof (Mandatory)

Aadhaar Card (Optional)

Residence proof for all four witnesses (Mandatory)

ID proof for all four witnesses (Mandatory)




i

Department

Service Name

Documents Reguired

Domicile Certificate

Birth Certificate (Mandatory)

Ration Card (Optional)

School Leaving Certificate (Mandatory)

Election Identity Card (Mandatory)

Proof of Residence for Last 10 Years (Mandatory)
Aadhaar Card (Optional)

Income Certificate

Ration Card (Optional)

Salary Certificate (Optional)

Aadhaar Card (Optional)

Any other Document(s) in support of proof of Income (Optional)

Non-Creamy Layer
Certificate

OBC Certificate (Mandatory)

Birth Certificate /School Leaving Certificate (Mandatory)
Income Certificate/Salary Certificate (Mandatory)

ID Proof (Mandatory)

Land revenue Receipt (Mandatory)

Aadhaar Card (Optional)

Ration Card (Mandatory)

Residence Certificate

Birth Certificate (Mandatory)

Ration Card (Optional)

School Leaving Certificate (Mandatory)

Any other document in support of residence proof (Optional)
Election Identity Card (Mandatory)

Aadhaar Card (Optional)

Mutation in Record of
Rights

ID Proof (Mandatory)

Residence Proof (Mandatory)

Aadhaar Card (Optional)

Form | & XIV of the property acquired (Mandatory)

Sale Deed/Gift Deed/Succession Deed or any such document (Mandatory)
Declaration on Rupees 2 Stamp Paper (Mandatory, if registered document (Sale
Deed/Gift Deed) is not gttached)




Sr.

Department

Service Name

Documents Required

Solvency Certificate

.Declaration on Plain Paper (Self attested) (Mandatory)

ID Proof (Mandatory)

Form | & XIV (Mandatory)

Nil Encumbrance Certificate (issued by Sub-Registrar) (Mandatory)

Bank Guarantee (Mandatory only if the applicant does not own any immovable
property)

Aadhaar Card (Optional)

Dependence
Certificate

Ration Card (Optional)

School Leaving Certificate (Optional)

Birth Certificate (Mandatory)

Death Certificate of Father/Mother (Optional)

Election Card (Optional)

Aadhaar Card (Optional)

Any other Document(s) in support of proof of their residences (Optional)

Family / Legal Heir
ship Certificate

Ration card (Optional)

Death Certificate (Mandatory only for dead members of family mentioned in
application)

ID proof of Applicant (Mandatory)

Aadhaar Card (Optional)

Farmer Certificate

ID Proof (Mandatory)
Residence Proof (Mandatory)
Form | & XIV (Mandatory)
Aadhaar Card (Optional)

Issuance of Copy of
Form | and XIV

ID proof (Mandatory)
Aadhaar Card (Optional)




Gk Department Service Name Documents Required
6 Public New Ration Card s Self-Attested ID Proof (Mandatory)
Distribution e Residence Proof (Mandatory)
System e Certificate Regarding House Number From Competent Authority (Optional)

e Rent Agreement (Mandatory, if the applicant stays in rented house)

¢ Proof of Residence for company provided house (Mandatory, if the applicant stays in
company's guest house)

e |dentity Card of Company (Mandatory, If the applicant the applicant stays in company's
guest house)

e Income Certificate/Salary Certificate (Mandatory)

e Bank Passbook (Optional)

e (Caste Certificate (Mandatory, if the applicant belongs to the category SC/ST)

e Cancellation/Surrender/Deletion certificate from applicant’s earlier place of residence
issued by Food & Civil supplies department (Mandatory, if the applicant has old ration
card)

e Applicant’s earlier ration card (Mandatory, if the applicant has old ration card)

e Passport Size Photograph of Applicant / Head of Family (Mandatory)

e Aadhaar Card (Optional)

Consumer Complaints

related to PDS N.A

Incorporation of e Original Ration Card (Mandatory)

Changes in Ration e Certificate from competent authority (Mandatory, for Change is Address)
Card (Change in name, e Birth Certificate / Marriage Certificate / School Leaving Certificate (Any One)
address, addition or e Certificate of Name Change (Mandatory for Change in Name)

e Death Certificate (Mandatory in case of death of any member of the family and if they

deletion of name)

are applying Deletion of Name)

Proof of House Number (Mandatory in case of Change in Address)
NOC from landlord (Mandatory if the applicant stays in rented house)
Self-Attested ID Proof (Mandatory)

Residence Proof (Mandatory)

Passport Size Photograph of Applicant / Head of Family (Mandatory)
Aadhaar Card (Optional)




Department 3

Service Name

Documents Required

Issuance of Duplicate
Ration Card

Declaration form duly filled and signed by Head of Family (Mandatory)
Self-Attested ID Proof (Mandatory)

Residence Proof (Mandatory)

Passport Size Photograph of Applicant / Head of Family (Mandatory)
Old Ration Card (Optional)

FIR regarding Loss of Ration Card (Mandatory)

Aadhaar Card (Optional)

Surrender/Cancellatio
n of Ration Card

Self-Attested ID Proof (Mandatory)

Residence Proof (Mandatory)

Original Ration card (Mandatory)

Death Certificate (Mandatory in case of death of any member of the family and if they
are applying for Surrender / Cancellation)

Passport Size Photograph of Applicant / Head of Family (Mandatory)

Aadhaar Card (Optional)

Social
Welfare

Senior Citizen Identity
Card

Date of Birth Proof (Mandatory)

Residence Proof (Mandatory)

ID Proof of Applicant & Emergency Contact (Mandatory)
Proof of Blood Group (Mandatory)

Passport Size Photograph (Mandatory)

Aadhaar Card (Optional)

Handicapped/Disable
d Identity Card

Birth Certificate (Mandatory)

Residence Proof (Mandatory)

ID Proof of Applicant & Emergency Contact (Mandatory)
Medical Certificate (Optional)

Passport Size Photograph (Mandatory)

Aadhaar Card (Optional)

Sub Registrar
&

| Civil Registrar

Issuance of Birth
Certificate of Births
before 1971

True copy of ID proof of self (Mandatory)

Self-Birth certificate if applying for parent or grand parent.

Father's Birth Certificate if applying for grandparent Father Side TEOR (Mandatory)
Mother's Birth certificate if applying for grandparent Mother Side TEOR(Mandatory)
Self-attested photocopy of Aadhaar Card (Optional)




T

Department Service Name Documents Required
L
Issuance of Death e True copy of ID proof of self (Mandatory)
Certificate of Deaths s Self-Birth certificate if applying for parent or grand parent.
before 1971 e Father's Birth Certificate if applying for grandparent Father Side TEOR (Mandatory)

e Mother's Birth certificate if applying for grandparent Mother Side TEOR(Mandatory)

e Self-attested photocopy of Aadhaar Card (Optional)

Registration of e Original Birth Certificate of both (must be issued within last 3 months) in case if the
Marriage & Issuance applicant is born in Daman. Original Birth Certificate of both and photocopy of Original
of Marriage Certificate Birth certificate (must be issued within last 6 months) for those who are born outside

Daman (Mandatory)

Note:-

Original Birth certificate of both are given back after registration

e Resident certificate of either, must be issued within last 6 months (Mandatory)

e |D proof of both (Mandatory)

e ID proof & residence proof of three witnesses (Mandatory)

e Church Certificate (“No Objection Certificate” is issued by the Sub and Civil registrar
and on the basis of this NOC, Church issues Church Certificate){Required only if either
of the applicants belongs to Christian community)

e Joint photograph of the bride & groom, duly attested by Gazette Officer (Mandatory)

* Aadhaar Card (Optional)

e Passport or declaration on plain paper for those who doesn't have passport
(Mandatory)

9 Revenue Registration of Cases, e Copy of Form | & XIV (Optional)
Court Cases Case Adjournments, e Proof of Land Possession (Optional)
* Residence Proof (Optional)

Issuance of Notice &
Issuance of Final
Orders

Any supporting document (Optional)
ID Proof (Optional)
Aadhaar Card (Optional)

Issuance of Stay
Orders

ID Proof (Optional)
Residence Proof (Optional)

Aadhaar Card (Optional)

Final Order (Mandatory) ‘
7
éﬁ@




Certificate

i Department | Service Name : Documents Required
10 RTI / Appeal under RTI ID Proof
Grievances Passport/Driving License/ldentity Card/Election ID/Photo Debit Card/Pan
Redressal Card/Pension Payment Order/Freedom Fighter Pass/Arms License/Bar Council ID
Residential Proof
Adhaar Card (Optional)
Seeking information ID Proof
under RTI Passport/Driving License/ldentity Card/Election 1D/Photo Debit Card/Pan
Card/Pension Payment Order/Freedom Fighter Pass/Arms License/Bar Council ID
Residential Proof
Adhaar Card (Optional)
Provide status / ID Proof
feedback of Passport/Driving License/ldentity Card/Election ID/Photo Debit Card/Pan
cornplaints Card/Pension Payment Order/Freedom Fighter Pass/Arms License/Bar Council ID
Residential Proof
Adhaar Card (Optional)
Registration of ID Proof
Complaints Passport/Driving License/Identity Card/Election ID/Photo Debit Card/Pan
Card/Pension Payment Order/Freedom Fighter Pass/Arms License/Bar Council ID
Residential Proof
Adhaar Card (Optional)
Public Health | Registration of Birth & Original Birth Report received from the PHC / CHC (Mandatory)
Centre Issuance of Birth ID Proof (Optional)
11

Aadhaar Card (Optional)

|




Sr.

12

Department

Education
Department

Service Name

Documents Required

| Registration of Death

& Issuance of Death
Certificate

Original Birth Report received from the PHC / CHC (Mandatory)
ID Proof (Optional)
Aadhaar Card (Optional)

Pre Matric Scholarship

Previous Standard Mark Sheet Certificate (Mandatory)
Family Annual Income certificate (Mandatory)

Caste Certificate (Mandatory)

Proof of Permanent Residence (Mandatory)

Bank Account Passbook (Mandatory)

for e Aadhaar Card (Optional)
SC/ST/OBC/Miinority | agditional documents for OBC Category:-
students e Passport Size Photograph with signature
® OBC declaration — affidavit on non-judicial stamp paper by the student that he/she
belongs to any one of the OBC(Castes) notified by central government
Additional documents for Minority communities Category:-
e Passport Size Photograph with signature
e  Minority community declaration — affidavit on non-judicial stamp paper by the student
that he/she belongs to any one of the minority communities notified by central
government. Or Community Certificate issued by principal of concerned
school/institute may also be accepted.
Post Matric e Previous Standard Mark sheet Certificate (Mandatory)
Scholarship for e Family Annual Income Certificate (Mandatory)
SC/ST/OBC/Miinority e Caste Certificate (Mandatory)
students .

Proof of Permanent Residence (Mandatory)
Bank Account Passbook (Mandatory)
Aadhaar Card (Optional)

Additional documents for OBC Category:-

Passport Size Photograph with signature

OBC Declaration [OBC Declaration is an Affidavit on non-judicial stamp paper by the
student mentioning that s/he belongs to any one of the OBC(Castes notified by central
government)] '




Sr.

Service Name

Documents Required

Complaints/Feedback
regarding material
supplied, food, etc.

Photograph of the damaged material (Optional)
Aadhaar Card (Optional)

Scholarship/Stipend
for SC/ST students
from Std | to Xl

Proof of Permanent Residence (Mandatory)
Family Annual Income Certificate(Mandatory)
Bank Account Passbook (Mandatory)
Previous standard Mark Sheet (Mandatory)
Caste Certificate (Mandatory )

Aadhaar Card (Optional)

Providing incentives
to girl students for
pursuing higher
studies

SSC Examination Mark Sheet (Mandatory)

SSCE Attempt Certificate (Mandatory)

HSSC Examination Mark Sheet(Mandatory)

HSSC Attempt Certificate(Mandatory)

School Leaving Certificate(Mandatory)

Schooling Certificate of last 5 years (Mandatory)

12 years Permanent Residence Certificate of parents (in case Father/Mother is not
Alive) or Guardian Residence Certificate (Mandatory)

5 years Permanent Residence Certificate of parents (parents is employee of U.T.
Administration or Central Government from Mamlatdar, Daman/Diu) (Mandatory)
Dependent Certificate, if claiming to be under guardianship (Mandatory)

Domicile Certificate (Mandatory)

Caste Certificate (SC/ST/OBC(Mandatory)

BPL Certificate/Card(Mandatory)

Fee Receipt (Mandatory)

All Qualifying Examination Mark Sheet (Mandatory)

Certificate from Controlling Officer regarding Syears service of parents in Daman &
Diu(Mandatory)

Bank Account Passbook(State Bank of India only) (Mandatory

Last Year Examination Mark Sheet(Two Semesters/yearly) (Mandatory)

Fee Structure as approved & notified by the Component Authority of College/Institute
(Mandatory)

Aadhaar Card (Optional)




f" Department Service Name _ - Documents Required
Issuance of Attempt e Proof of admission in School (Mandatory)
Certificate. e Last Result obtained from the school (Mandatory)
e Aadhaar Card (Optional)
Issuance of Bonafide ® Last Result obtained from the school (Mandatory)
Certificate. e Aadhaar Card (Optional)
Issuance of Character e Proof of provisional admission in school/college (optional)
Certificate. e Aadhaar Card (Optional)
Issuance of School Proof of admission in School (Mandatory)
Leaving Certificate. Last Result obtained from the school (Mandatory)
e Aadhaar Card (Optional)
13 Labour& Addition of e Original Registration Card (Mandatory)

Employment

Educational
Qualification and
experience if any of
the candidate

e Original Additional Qualification Document(s)/Original Experience Certificate(s)
(Mandatory)
e Aadhaar Card (Optional)
Note: -

The addition of Educational Qualification/Experience Certificate is added maximum of 3 times

for an applicant.

Enrollment under
Unemployed Category

e School Leaving Certificate / Birth Certificate (Mandatory)

e (Caste Certificate (Mandatory only in case of SC/ST/OBC/Minority)

e Residence Certificate/Domicile Certificate (Mandatory)

e All Educational qualification Certificates (Mandatory)

= Experience Certificate (Mandatory only if the applicant has any work experience)
e Aadhaar Card (Optional)

Renewal of names of
candidates whose
names are registered
with Employment
Exchange

e Original Employment ID card (Mandatory)
e Aadhaar Card (Optional)




Sr.

Department

Service Name

Documents Required

Sponsoring the names
of candidates after
receiving the
Notification of
Govt./Public
Enterprises

Covering Letter (Optional)
Aadhaar Card (Optional)

Registration under the
Shops &
Establishment Act.

S.S.I. Registration Certificate [True Copy] (Mandatory)

Affidavit to be given by the Director/Partner/Owner (Mandatory)
Partnership Deed/Memorandum Articles of Association (Mandatory)
Challan (Mandatory)

Lease Agreement and Leaser's ownership document (Mandatory)
Aadhaar Card of Director / Proprietor / Partner / Owner (Optional)

Renewal under the
Shops &
Establishment Act.

e @ ® o ° @ @& & @

Original Registration Certificate of Establishment (Mandatory)
Challan (Mandatory)
Aadhaar Card of Director / Proprietor / Partner / Owner (Optional)

\J




p% pt]

Department

~ Service Name

Documents Required

Registration under the
Factories Act.

Paid Challan as a proof of payment of Registration fees (Mandatory)

Occupancy Certificate from PWD / Concerned Authority / District Panchayat
(Mandatory)

Certificate regarding stability of the structure from a qualified structural engineer
(Mandatory)

List of safety equipment / precautionary measures taken on site, on company’s letter
head and signed (Mandatory)

Machinery layout drawing approved by architect (Mandatory)

Approved plan (Mandatory)

Provisions of Health, Safety and Welfare under the Factory Act, 1948 (Mandatory)
Onsite/off site plan, if applicable or signed statement on company's letterhead that it is
not applicable (Mandatory)

Approval of the plans from Chief Controller of Explosives, Nagpur in respect of the
storage of Petroleum and Hazardous substances, if applicable or signed statement on
company's letterhead that is not applicable (Mandatory)

Sale Deed/Agreement for sale/Lease Agreement, if applicable or signed statement on
company's letterhead that it is not applicable (Mandatory)

Signed Project Report including flow chart (Mandatory)

Land document Form | & XIV (Mandatory)

Questionnaire duly filled and signed by the manager and the Occupier (Mandatory)
SSI Registration / Industrial License / In principle clearance in case if MSI/LSI (Optional)
Details of ETP on company’s letter head and signed (Optional)

Aadhaar Card of Director / Proprietor / Partner / Owner (Optional)

Renewal under the
Factories Act.

Challan {(Mandatory)

Original License of the factory (Mandatory)

Questionnaire duly filled and signed by the manager and the Occupier (Mandatory)
Application on company letter head (Mandatory)

Aadhaar Card of Director / Proprietor / Partner / Owner (Optional)

Registration of
Establishments
employing Contractual
Labor.

Challan (Mandatory)
Aadhaar Card of Director / Proprietor / Partner / Owner (Optional)

A

1 [




Sr.

=  Department Service Name Documents Required
License by the * Copy of Registration Certificate (Mandatory)
Contractor employing e Challan (Mandatory)
contract Labor. e Aadhaar Card of Contractor(Optional)
Renewal by the e Original License by the contractor employing contract Labour (Mandatory)
contractor employing e Challan (Mandatory)
contract labor. e Aadhaar Card of Contractor (Optional)
New Connection * Prescribed requisition form with passport size photo
(Domestic & e ID Proof
Commercial) e Completion Test Certificate of Electrical installation issued by Licensed Electrical
Contractor.
e Occupancy Proof
e Ownership Proof
New Connection Prescribed requisition form with passport size photo
14 Electricity (Industrial)

ID Proof

Completion Test Certificate of Electrical installation issued by Licensed Electrical
Contractor.

Occupancy Proof

Ownership Proof

Memorandum and article of Association (For Pvt. Ltd. And Ltd. Company)

RIO Approval (IN case of HT Connection)

Online Registration of
Complaints

NA

New Tempaorary
Electricity Connection
for Domestic,
Commercial &
Industrial

Prescribed requisition form with passport size photo

ID Proof

Completion Test Certificate of Electrical installation issued by Licensed Electrical
Contractor.

Copy of Approved Building Plan

Ownership Proof

|




Sr.

| Department

Documents Required

Request for Cﬁa n.ge of

Name

Prescribed requisition form with passport size photo
ID Proof

Occupancy Proof

Ownership Proof
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