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Return to applicant if 

incomplete 

JSK- processing as per views by 

Tahsildar and Urban Authority 

Accepted by D.C 

If   fit case 

O.M. signed by D.C. after conversion 

fine is deposited. 

Notice to deposit prescribed 

conversion fine 

Rejection signed by D.C. 

If  not  fit case 

1. NA FILE WORK FLOW CHART 

Urban or Town  Planning  Authority 

for / report and opinion 

Tahsildar for report and opinion 

Processing if complete application as 

per checklist, generation of covering 

letter and notice 

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission 

of complete application 

(Copy of application form 

enclosed  herewith) 

Receipt 
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Return to applicant if 

incomplete 

JSK- processing as per views by 

Tahsildar and SP 

Accepted by D.C 

If   fit case 

Gun License to be issued by DC.  

Notice to deposit prescribed fee 

Rejection signed by D.C 

. If  not  fit case 

2. GUN LICENSE  WORK FLOW CHART 

Supt. Of Police, Ramnagar, for report 

and opinion 

 

Tahsildar for report and opinion 

Processing if complete application as 

per checklist,  

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission 

 of complete application 

(Copy of application form enclosed  herewith) 

 

Receipt 
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Return to applicant if 

incomplete 

Accepted by D.C 

Renewal in Licence book for a period 

of three years 

Rejection signed by D.C. 

with reason 

3. GUN LICENSE RENEWAL WORK FLOW CHART 

Processing if complete application as 

per checklist,  

 

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission of 

complete application(Copy of 
application form enclosed  herewith) 

Receipt 
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Return to applicant if 

incomplete 

Rejection signed by D.C. 

with reason 

 

4. CERTIFICATE OF OBC WORK FLOW CHART 

BCM  officer  for / report and opinion 
Tahsildar for report as to confirm 

the issue of  original caste 

certificate 

Processing if complete application as 

per checklist, generation of covering 

letter and notice 

Accepted by D.C 

Certificate issued by DC who is the 

Chairman of the Committee  

 

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission 

of complete application 

Receipt 

Processing of reports by JSK 
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Return to applicant if 

incomplete 

JSK- processing as per views by 

Tahsildar and SP 

Accepted by D.C 

Certificate signed by D.C.. 

 

Rejection signed by D.C. 

with reason 

5. BORDER AREA WORK FLOW 

Supt. Of Police, Ramnagar, for report 

and opinion 

Tahsildar for report and opinion 

Processing if complete application as 

per checklist, generation of covering 

letter and notice 

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission 

of complete application 

Receipt 
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Return to applicant if 

incomplete complete 

JSK to process the reports 

Accepted by D.C 

Certificate issued by DC who is the 

Chairman of the Committee  

Rejection signed by D.C. 

with reasons 

6. VALIDITY CERTIFICATE WORK FLOW CHART 

Dist. Social Welfare officer  for 

/ report and opinion 

Tahsildar for report 

and opinion 

Processing if complete application as per 

checklist, generation of covering letter and 

notice 

Applicant/  

Employiong Agency 

Application Submission in JSK 

Verification  at JSk as to Submission 

of complete application 

Receipt 

Request Employing 

Agency to submit 

relevant details but 

application not 

returned  

Documents & details given 

by applicant upon notice 
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Return to applicant if 

incomplete 

Processing of the reports by JSK 

Accepted by D.C 

Certificate signed by DC 

Rejection signed by D.C. 

with reason 

7. CHARACTER VERIFICATION WORK FLOW CHART 

Supt. Of Police, Ramnagar, for 

report. 

Processing if complete application as 

per checklist, generation of covering 

letter and notice 

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission of 

complete application 
(see application form) 

Receipt 
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Return to applicant if 

incomplete 

8. FREEDOM FIGHTERS PENSION WORK FLOW CHART 

Asst. Comm. & Chairman of the 

Committee 

Tahsildar for report and opinion 

Processing if complete application as 

per checklist, generation of covering 

letter and notice 

JSK- processing as per views by 

Tahsildar and AC 

Accepted by D.C 

Report sent ot Government by  D.C.  

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission of 

complete application¸ 

(See application form) 

Receipt 
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Return to applicant if 

incomplete  

JSK- processing as per views by Tahsildar and SP 

Accepted by D.C 

Appointment Order sent to applicant  

by RPAD. 

O.M. signed by D.C.  

 

Rejection signed by D.C. 

with reasons 

9. COMPASSIONATE APPOINTMENT WORK 

FLOW CHART 

Supt. Of Police report Report from concerned Dept 

as to the and death of the 

employee & the legal heirs 

of the deceased employee 

Processing if complete application as per checklist, 

generation of covering letter and notice 

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission 

of complete application  (See 

application form) 

Receipt 

Report of the Tahsildar 
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Notice to third party if it is connected 

with third party information 

10. RTI COPIES WORK FLOW CHART 

Furnishing of certified copies of the 

required information 

Transfer application to concerned 

office if the same is not connected 

with this office with intimation to 

applicant within 5 days 

Applicant 

Application  with prescribed fee 

submission in JSK 

Verification  at JSk as to Submission of complete 

application (only prescribed fee is mandatory , together 

with applicant details) 

Receipt 

Notice for Payment of prescribed fee 

for information by the applicant 
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Return to applicant if 

incomplete complete 

JSK- processing as per views by 

Tahsildar and concerned Authority 

Accepted by D.C 

License  signed by D.C.  

Notice to deposit of prescribed fee 

Rejection signed by D.C. 

with  reason 

11.  AN Y LICENSE WORK FLOW CHART 

Concerned Authority  for / report and 

opinion if necessary 

Tahsildar for report and opinion 

Processing if complete application as 

per checklist, generation of covering 

letter and notice 

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission of 

complete application 
(see application form) 

Receipt 
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Return to applicant if 

incomplete 

JSK- processing as per views by 

Tahsildar and concerned Authorities 

NOC sent concerned Oil Company 

Accepted by D.C 

 

Rejection signed by D.C. 

with  reason 

12. NOC FOR PETROL PUMP WORK FLOW 

SP,  PWD, Fire Services, Local 

Authorities, for / report and opinion 

Tahsildar for report and opinion 

Processing if complete application as 

per checklist, generation of covering 

letter and notice 

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission of 

complete application 
(see application form) 

Receipt 
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Return to applicant if 

incomplete 

JSK- processing as per views by 

Tahsildar and concerned Authority 

Accepted by D.C 

NOC sent to concerned  Authority 

Rejection signed by D.C. 

with  reason 

 

13. ALL OTHER NOCs WORK FLOW 

Concerned   Authority for / report 

and opinion 

Tahsildar for report and opinion 

Processing if complete application as 

per checklist, generation of covering 

letter and notice 

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission of 

complete application 

(see application form) 

Receipt 
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Return to applicant if 

incomplete 

JSK- processing as per views by 

Tahsildar and Authority 

Accepted by D.C 

Issue of Solvency Certificate 

Furnishing of Stamp papers for issue 

of Solvency Certificate 

Rejection signed by D.C. 

with  reason 

14. SOLVENCY CERTIFICATE WORK FLOW 

Concerned   Authority for / report 

and opinion 

Tahsildar for report and opinion 

Processing if complete application as 

per checklist, generation of covering 

letter and notice 

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission of 

complete application 
 (see application form) 

Receipt 
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Return to applicant if 

incomplete 

JSK- processing as per views by 

Tahsildar and Urban Authority 

Accepted by D.C 

Original License renewed by DC 

Notice to deposit prescribed 

conversion fee 

Rejection signed by D.C. 

with  reason 

15. ALL RENEWALS WORK FLOW 

Concerned  Authority for / report and 

opinion 

Tahsildar for report and opinion 

Processing if complete application as 

per checklist, generation of covering 

letter and notice 

Applicant 

Application Submission in JSK 

Verification  at JSk as to Submission 

of complete application 
 (see application form) 

Receipt 


