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I

lepartment:- neei
st.
lr^

Service Sub Service Updated Check List

1

Non-
Encumbrance

Certificate

Non-Encumbrance
Certificate(Computeris

ed Record)

1 Proof of pavment of requisite fees

2
Letter from the Lender (institution/bank) requiring Non
Encumbrance Certificate stating the details of Land/property
including Anchal, Mauja, Khata No, Khesra No / Plot No

3 Dulv Filled ADplication Form 2, Appendix E of BRR

Non-Encumbrance
Certificate(Upto 3

Years)

1 Proof of oavment of reouisite fees

Letter from the Lender (institution/bank) requiring Non
Encumbrance Certificate stating the details of Landiproperty
including Anchal, lvlauja, Khata No, Khesra No / Plot No

3 Dulv Filled Aoplication Form 2, Appendix E of BRR

Non-Encumbrance
Certificate(l\4ore than

3 Years)

1 Proof of oavment of requisite fees

2
Letter from the Lender (institution/bank) requiring Non
Encumbrance Certificate stating the details of Land/property
including Anchal, Mauja, Khata No, Khesra No / Plot No

3 Dulv Filled Aoolication Form 2. ADpendix E of BRR

2

Registration of
Societies /

Firms

Registration of
Societies

1 Dulv filled Application Form

2

2 copies of Memorandum of Association containing details such as
(a) Name of the society, (b) Objects of the society and (c) Names,
address, occupations of the governors / council directors /
committee / other qovernino bodv

J
A copy of Rules and Regulations of the society, certified to be a
true copy duly attested by at least three members of the governing
bodv as provided in section 2

4
A copy of the report of the proceeding of the general meeting in

which the resolution for registration of the society was passed,
certified by two members of the governing body

5 Proof of pavment of requisite fees

6
Self-signed photo of the members of the governing body and photo
of the office of the societv {with location)

7
Proof of identification of president, treasurer and secretary of
societv. address proof of the office

8 Self address stamo envelope (A4 size for reqistered oost)

Registration of Firms

I Dulv filled Apolication to IGR for Reoistration of the Firm
2 Filled uo Form 1 (under Rule 3)
3 Proof of Davment of requisite fees
4 Attested Copv of the Reqistered oartnership deed
5 Self address stamD envelope (A4 size for reqistered post)

3

Search & Copy
work related to
Firms/Societies

Search & Copy work
related to

Firms/Societies

1
Application with details like Name of Registered Firm/Societies,
Registration No, Registered Address and Date

2 Proof of oavment of requisite fees

4
Delivery of
Registered
Documents

Delivery of Registered
Documents 2

Acknowledgment receipt(issued under section 52, clause(b) of
registration act) to be produced by the presentant or his duly
authorized representative



De artmenft-Reg! tration Dq artment.

(in case of

ln case of sale, Gift or

exchange

Registration/
disposal of
documents
presented

Ffr6i6-li-Ease of transfer of
ase of sale with

"on.,o"i"iion 
value greater than 5 lakllg - - - -- ---

oi tnFGntiGr U/n tz of

ffiesandservice
6ilf6Flot (Nazir Naksha

Rli6JlEe5 (Annexure 1bror-+ ulR a(l) ot ginar

ffisandservice
ln case of mortgage
(U mortqage;' tease

Photocopy of identity proof of one of the identifier U/R 12 of BRR

ln case of settlement

Fffioot of payment of stamp duty' eEstration fees and service

(in case of

Photocopy of identity proof of one of the identifier U/R 12 of BRR

ln case of Partition

ffiesandservice
Formorrn 4 U/R 4(1)of Bihar Flies-I995 lAnnexure 1b

ofTneio-entifl e4lrn;qqleEB

Photocopy of identity proof of one of the identifier 
''* " "ti**

ln Case of all other

types of deeds ProoiiiEl,n'ent of stamP duty' R6lEGtion tees and service

of requisite feeq
Search & CoPY

Work



artment:- Tranq rt DepartnqeqL
Updated Check List

DTO Services

lssuance of
Learner's License
(Dro)

Medical certificate (Form 1

Pro;; "s"f 
h"t" 

""py 
of any one of the following):-

(i) Birth Certificate
liil School Certificate

i;i; ;;;; iC;t of first two pases & rast two paees)

(iv) PAN card
(v) LIC Policy

ivi) Age certificate issued by Civil Surgeon

(vii1 Electoral Photo identity card

ii#@ortherollowins)-
(i) Electoral Photo ldentity Card

);it n"lo"",ijr certificate/ caste certificate issued by a C o/B D o/

L"ecutive officer of Municipal Bodies

(v) LIC Policy
(vi) Holding tax recerpl

);;it ro"J,u"C"ro issued bv of anv office of state Govt /central

bovt./Public sector undertaking

aPPlication is for

teainer license transport vehicles onM

of of citizenshiP(
Photo copy of any one of the following):-

;i ;:"#5i il; il il; i;; m unicipltitv or resistrar or birth & death'

llf ;;sp"orisirow,ig place ot ulrhrcitizenship/(-opv of first two pases & last

wo pages)

iiiiin"liou"tlrr certificate issued bv c ole D o

iivi caste certrticate issued by c o/B D o
ivt Electoral Photo identity card

lssuance of
different types of
Driver's License
(Dro)

ZiidFrnels tlcerye ror

ctitionar (For

Renewal of
different tYPes of
Driver's License
(Dro)

Y registered
-trr-eJicJ 

Fractitioner in case the age is-+ov9-69 y9qr9 - - - --

ln case of loss o!

Learner's license or
s(ln Case of

T6-r corw-ersron to smart card



De t:- Transport DepartruQntartment:- ransDo eDa e

st. Name of Sub Service Updated Check List

5

lnternational
Driver's License -

ln case of valid
proof of visa is

not available
(Dro)

Dulv filled Apolication in Form 44
ffinsing?qI!e4y-
Reouired Feeffi
Medical certificate in Form 1 A
Proof of Nationality
Photo copy of any one of the following:-
(i) Passport (First tvvo and last two pages of Passport)

(ii) Voter ldentity Card
(iii) Residential Certificate issued by C O./B D.O

(iv) Caste Certificate issued by C.O./B D.O.

pnoto copv ot tlrst two and last two pa999!Lqe!!p9l!--
phnin rnnv nf\/ica where it is reouired

Dutv filled Application inCR TEMP A

6

Temporary
registration of
vehicles (DTO)

Fee plus tax
Vehicle sale certificate
Dulv filled Application in Form 20
q.la .]artifi.etcin Form 21

Road worthiness certificatein Form 22

Valid lnsurance certificate
Proof of Address
Photo copy of any one of the following:-
(i) Residential Certificate issued by C O/B D O

(ii) Electricity Bill
(iii) Telephone Bill (BSNL onlY)

(iv) LIC Policy
(v) Holding tax receipt

ivi) toentity Card issued by of any Offlce of State Govt /Central

Govt./Executive officer of municipal body

(vii) Aadhar Card.

Registration of
new private
vehicles /
transport vehicles
- For all

categories of
vehicles (DTO)

Proof of CitizenshiP
Photo copy of any one of the following:-
(i) Proof of Birth in lndia from municipality or

registrar of birth & death
(ii) Passport showing place of birth/citizenship/
(Copy of first tvvo pages & last two pages)

(iii) Residential certificate issued by C o/B.D O.

(iv) Caste Certificate issued by C.O/B.D O

lnvoice (Monev Receipt) issued by dealeri agency

Photo copy of PAN Card in Case the cost of Vehicle is more than 4 uu lac (lT

PAN card is not available Declaration in form-60 is reqqlglD--.
photooraohs of the Applicant (2 copies)-
Certificate of temporary registration

@ificate, Licence and Bond

if anv.
Proof of Legal Presence in lndia in addition to Prool ot Resldence ln case or

foreiqners - Photo coPY of visa



De artment:- Trans rt De artment.
Updated Gheck List

iiEse ot venicte purchased from outside state-

Photo copy of proof of Entry tax payment to Commercial Tax Deptt

ln case of Omnl Bus (Seatng Capacity 6 to 12 persons)-

ntfiOauit ttot Notary iExecutive Magistrate in case vehicle is for Private use

of the loss of ii'lt'e potice Station (FlR/Sanaha

of orioinal tax token

Renewal of
Registration
Certificate (DTO)

Pollution Certificate
reasons for cancellation (no

Cancellation of
Registration
Certificate (DTO)

istration Book
of current tax token

of sale to iunk dealer

ication in Form 16

ln case of
renewal of trade
certificate (DTO)

l.,lo. allotted bv Commercial Tax

oi PAN Card

@lishment and recent tax Payment

size ohotoqraohs of the

letter issued by the rnanufacturer for nominating the dealership

in case of renewal Trade Certificate

Declaration in Form-B1

Tax token amount
Declaration in Form-J

Surrender of
Vehicles

Fitness Certificate
lnsurance Certificate

inal Valid Tax Token

surrendered in RTAJSTA

in Form ll

ln case of
renewal of Petrol
Pump license
(Dro)

of Land Records
Proof of address
NOC issued bV District

tn case ot nenewal, Original Licence& fee

lssuance/Renewa
I of Fitness
Certificate of
transport vehicles
(MVr)

alid Tax Token
of valid lnsurance certificate

Potlution control certif icate

ffiived from the concerned

documents related to the vehicleMVI Services



I

/ Denartment : - Transport D€paf,tlqg4t.a ent:- I rans eDa en
sl. Name of Sub Service Updated Check List

17

lssuance of
second copy of
Fitness Certificate
(MVr)

Dulv filled Application in Form CD

Reoorfif loss of orignalin Police station ofllg !ffldgy!
Required Fee
Copv of valid lnsurance certificate
Coov of Reqistration Certificate
Pollution Certificate

ln case of
temporary
discontinuance

Form K tOutv fitteO APPlication)
Oriqinal Tax Token or its certified copy

hr casercf iemporary dbconiinuance Form-J along with Affitdavit

ln case of refund
of lumpsum tax
(Dro) ffipected proof of circumstances described

in Bihar Motor Vehicle Taxation Act,1994



Department:- Revenue & Land Reforms Department.

sr. Name of
Sprwinc

Sub Service Updated Check List

1

Disposal of
Mutation

application

In Regular Quasi-judicial
court/Camp Court- In cases of
land received through
sale/gift/exchange

Photo copy of registered sale deed/ deed of
gift/deed ol exchange (as applicable)

In Regular Quasi-judicial
courl/Carnp Courl- In cases of
land received through
succession

Photocopy of order ol succession passed by
the competent couft, OR Genealogy
showing relation to jamabandi Raiyat attested

by Mukhia./Sarpanch/Ward

Councilor/ Cram Panchayat Sadasya./

Kachehri Panch

ln Regular Quasi-judicial
courVCamp Courl- In cases ol

I^ -l -^^^;-,^l +L-^,,^L,,,:ll

Photocopy ol registered Will

In Regular Quasi-judicial
court/Camp Cou(- In cases of
land received through
Partition

Photocopy of parlition order passed by a
competent courl OR Photocopy of registered
deed of partition OR Photocopy ofdocument
of Mutual Partition signed by all co-sharers

OR Photocopy ofpartition by Panchayati

In Regular Quasi-judicial
courdCamp Court- In cases of

Photocopy olcourt order passed by a
competent court with regard to the Title Suit
of'land concerned.

land received through a courl
order Photocopy of document of Delivery of

Possession by a competent couft post

declaration of Title by a competent Cou(

2

lssuance of
Land Possession

Certificate

Issuance of Land Possession

Certificate
Photocopy ol Rent Receipt.



Department:- General Administration Department.
/

st.
No

Name of
Service

Suh Service Updated Check List

1

lssuance of
Residential
Certificate ( CO

)

lF Revenue record like
Revenue receipt or.

1 Duly filled Application form
2 Self - Declaration

lF Revenue record like
Revenue receipt or,
Land related
document or, Record
of land allocated to
landless is availble

1 Duly filled Application form

2

Revenue record like Khatiyan/Danpatra/Land related
document/Record of land allocated to landless Or
Ration Card Or Voter - | - Card Or Electricity Bill Or
Telephone Ball or Self - Declaration

2

lssuance of
Resident'al
Certificate (

SDO )

lssuance of
Residential Certificate
(sDo)

1 Certificate issued by Circle Officer

2 Prescribed Format Application Form

3

lssuance of
Residential
Certificate ( DM

)

lssuance of
Residential Certificate

1 Certificate issued by CO, As per circular No. 11490
dated 1 6. 08.20'1 2[P ata-2(1 )1

(DM)
2 Prescribed Format Application Form

4

lssuance of
lncome
Certificate ( CO

)

Salary / Pension Slip
Or lncome Tax Return

1 Dulv filled Application form
2 Self - Declaration

Salary / Pension Slip
Or lncome Tax Return
is available

1 Dulv filled Applicatlon form
2 Self - Declaration

3 Salary / Pension Slip Or lncome Tax Return

5

lssuance of
Income
Certificate (

SDO )

lssuance of lncome
Certificate ( SDO )

1 Certificate issued by Circle Officer

2 Prescribed Format Application Form

6

lssuance ol
lncome
Certificate ( DM

)

lssuance of lncome
Certificate ( Dlil )

1 Certificate issued by CO, As per circular No. 1 1490
dated 1 6.08.201 2lPara-2(1 )l

2 Prescribed FormatApplication Form

7

lssuance of
Caste
Certificate ( CO

)

sc/sr(co)rF
Revenue record like

1 Duly filled Application form
2 Self - Declaration

sc/sr(co)rF
Revenue record like
Revenue receipt or,

Land related
document or, Record
of land allocated to

1 DulV filled Application form
2 Self - Declaration

3

Revenue record like Revenue receipt or, Land related
document or, Record of land allocated to landless-

optiona I

lssuance of Caste
Certificate - OBC

I Dulv filled Apolication form
2 Self - Declaration

lssuance of Caste
Certificate - OBC

Dulv filled Apolication form
2 Self - Declaration

BC/EBC(CO)rF
Revenue record like

Dulv filled Apolication form
2 Self - Declaration

BC/EBC(CO)rF
Revenue record like
Revenue receipt or,
Land related
document or, Record
of land allocated to

Dulv filled Application form
2 Self - Declaration

3
Revenue record like Revenue receipt or, Land related
document or, Record of land allocated to landless

lssuance of Caste Dulv filled Aoolication form



;
Gener@ Denartrqe4!,

Denartmenl[

UPdated Check List

certificate issued by the Circle Officerc6rtiti-cate (sc / ST) at

lssuance of

Caste
Certificate
(sDO)

iifed APPlication form

Certificate issued by the Circle Officer

certificate issued by the Circle Officer

o-iilitteonPPllFlig!-tglm

Certificate (BC / EBC) certificate issued by the Circle Officer

lssuance of Caste

certificate (sc / sT) at

DM level
Certificate issued by CO, As per circular No 11490

dated 16.08.2012[Para-2(1

lssuance of
Caste

certificate (DM)

SliiTilled APPllcation form
issuance of Caste

Certificate (OBC

CreamY LaYer for

State Services) at DM dated 16.08 201
Certificate issued by CO, As per circular No l'1490

iFsuance of Caste

Certificate (OBC

CreamY LaYer for

Central Servicellq!

Certificate issued by CO' As per circular No 1 1490

dated 16.08.201

[-L]lv fl ed ApPlication form

lssuance of Caste

Certificate (BC /EBC)

at DM level
Certificate lssued by CO, As per circular No 11490

dated'1 6.08.201 2[Para-2(1



Department:- Home Department.

/ SI.N Name of Sub Service Proposed Sub
(anrina Nemo

Updated Check List

Character
Certillcate

For Tender or
Any Agency

1

FOR

CONTRACTORS/

BUSINESS

PURPOSE/OTHE

R COM14ERCIAL

PURPOSE

1) Three Copies of Application Duly filled up in the prescribed format
along with two self attested Photographs and Contact Phone No./ E

2) Postal Order for Rs. 10/-

3) Copy of any of the following:
(Proof of Address) (Proof of ldentity)
i) Electricity Bill. i) PAN Card.

ii) Bank Statement. ii) Passport

iii) Aadhaar (UID) iii) Driving License No.
h/\ Pefi^n aer.l iv\ Vntpr Tt)

4) An Undertaking/ Affidavit that he/ She was/ is not involved in any
case any where in

the country.

For General

FOR ACADEI,4IC

PURPOSE/ JOB
PLACET4ENT

PURPOSE

1) Three Copies of Application Duly filled up in the prescribed format
alono with two sFlf attested photooranhs and Contact Phone No./ E

2) Postal Order for Rs. 10/-

3) Copy of any of the following:
(Proof of Address) (Proof of ldentity)
i) Electricity Bill. i) Student ID card.

ii) Bank Statement. ii) A letter form local

l"1ukh iya,
iii) Aadhaar (UID) Ward Councillor as

Identity Proof

iv) Ration Card

v) A letter form local Mukhiya,

4) Undertaking by Parent/ Guardian that the applicant is not involved

in any case any where in the country.

For Passport FOR PASSPORT

1) Three Copies of Application Duly filled up in the prescribed format
along with two self attested Photographs and Contact Phone No./ E

2) Postal Order for Rs. 10/-

3) Copy of any of the following:
(Proof of Address) (Proof of

Identity)
i) Electricity Bill. i) PAN Card.

ii) Bank Statement. ii) PassPort

iii) Aadhaar (UID) iii) Driving

License No.

iv) Ration Card iv) Voter ID

4) PhotocoDv of PV. SliD.



Department:- Social Welfare Department'

Updated Gheck ListSt. I \ame of I Sub Service
\'^ I s--i.- I

- i Pensron

I Scheme

lndira Gandhi
National Old Age
Pension Scheme

1

2 copies of the duly tllleo Appllcalor I rur I I I rr !

prescribed Format

2 r ^^^ioc ^f n2qsnort stze onotoqraprt

@ormin
^-^-^/iha.l F^rmrt

lndira Gandhi
National Widow

Pension Scheme

1

2 copies of passport size photograph

-rl^^+i^^ E^rh in2

Pension
Scheme

lndira Gandhi
National Disability
Pension Scheme

1

2 coples or Ine auly lllrcu ^PPrrvouv
^.^-^riha.l tr^rmai

2

Certificate of 80% or more olsaDlllry rssueu L,,y

Competent Authority

3
n ^^^;^^ ^+ ^accn^rt eiTp ohotoofaon

@̂
.-c^riha.l Fnrmat

Pension under Bihar
Disability Pension

Scheme

1

2

Certificate of 40% dlsablllry ot flrore rssueu uv

competent authorily 

-

3 -^io" nf naqqn.irt size Dhotoqrapn
ffirmin

Pension
Scheme

Lakshmi Bai Social
SecurltY Pension

Scheme

z coples ol tl ls uury rlrsv ' rPP

^.^.^.iha.l F.1rmet

2
Proof of the name belng ln tne brL rrst - rrrutuuvPr

of the relevant page of the current BPL list

. ^^^i^. ^f ^accnnrt 
qize ohoto0fa0n

z vvlJ've vi r,gvvr--_ - i "

Pension
Scheme

Bihar Social Security
Penslon Scheme

^^/n|.^+^ ^^^\, ^{

2
Mukhyamantri
Kanya Vivah

Yojna

Mukhyamantri Kanya
Vivah Yojna 

-

1

lncome cenlTlcale lssucu uY

aDl I ict

2

Residence or land relateo cenlTlcatc ur ru5rut'rrue

certificate isssued by SDO/CO or Photo Copy of

oDl I ict

3
Certiflcate of marrlage reglslrallorr rsbut'v uv Lr ru

competent authoriiY

4 ^{-fi.l^,,ir 
{^r n^t .!ivind dowrv

Death certificate

3

RashtriYa
Parivarik Labh

Yojana

Rashtriya Parivarik
Labh Yojana

2

Self declaration about not recelveo oerrern ur Ir rc

scheme earliar


