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Citizens Charter

From the Deputy Commissioner's desk.

.

Need to make citizen charter


Deputy Commissioner works as an important link between State government and general public. To take the state government's programmes and policies to general public and to implement them and in maintaining contact with govt. regarding needs and problems of general public  and regarding districts all-round activities, Deputy Commissioner has an important role to play. 



At the District and Sub-Division level, general public has to face lot of problems for lack of correct information. This charter has been prepared to make the administration people friendly and to fully know and fulfill common man's administrative, social, economic and other needs and problems. In this complete detail of D.C. Office's all branches and all govt. activities being done under them have been provided. 



This citizen charter has become all the more important as now a common man or any citizen of state has a right to get information regarding govt. activity which is covered under Information Act 2005 in his own distt. or area or at personal level. 



Information Act has been enforced by Centre Govt. to bring more transparency in general public and govt. departments. Under this Act one Information Officer has been appointed in each Department, from whom general public has got a right to obtain any type of information within 30 days. If information is regarding life or freedom of a person then department is bound to give that information within 48 hours. If any application is returned, the concerned officer has to specify the reason for that. If application is rejected then applicant can file an appeal with State Information Officer; who can mark an enquiry regarding that complaint. 



At Distt. level Assistant Commissioner (G) is designated as Chief Information Officer, who is committed to supply information under general public's right to information. This information can be obtained in writing by depositing a little fee.




Aim of Citizen Charter


In this charter details of services being provided by D.C. Office to the citizens, to provide high quality services by Govt., Semi Govt, institutions and to take care of citizens facilities have been given. Besides these its purpose is to make the citizens aware of new rules notified or amended from time to time and to maintain contact between govt. & general public regarding all-round development in the distt. Its purpose is also to obtain suggestions of general public regarding govt. works being done in the distt. and to improve the working of the govt., departments and to act upon it. 



Besides these, its aim is to make the people aware regarding natural calamities and to help the people out of these calamities. It also gives information regarding main historical, cultural and religious gatherings in the distt. which have deep relationship with the people.

PUNJAB URBAN PLANNING AND DEVELOPMENT AUTHORITY

GENESIS



The merger of the Directorate of Housing & Urban Development with the Punjab Housing Development Board (PHDB) became the first step towards the constitution of Authority. The Punjab Urban Planning & Development Authority (PUDA) constituted under the Punjab Regional & Town Planning & Development Act, 1995 was notified by the government and has been made effective from 1.7.1995. The Authority been constituted for the execution of plans and programmes under the Act and shall work under the directions of the Punjab Regional & Town Planning & Development Board. The Authority has been empowered to acquire, hold and dispose of property both movable and immovable and to contract Urban development functions which include housing, development of estates, planning and enforcement have been transferred to PUDA.

Achievements of PUDA

Extension of Urban Estates

Land Acquisition undertaken for extension of Urban Estates at SAS Nagar at Bathinda.

MEGA Projects

Empowered Committee on Mega Projects has approved in principle 44projects pertaining to Housing & Township in the State of Punjab. These Projects would be developed over an area measuring 10052 acres. Promised investment that would be attracted through development of these Mega Projects is Rs. 29,696.00 crore. Mohali being the most upcoming investment and IT Centre of the State of Punjab ahs attracted the largest number of Mega projects, District-wise position of these projects is as under: -


1.
Mohali Zone

25



2.
District Bathinda
3



3.
District Jalandhar
4



4.
District Ludhiana
9



5.
District Kapurthala
1



6.
District Amritsar
2

City Centre, Sector-62, SAS Nagar.

Master plan detailed Urban design architectural controls and landscaping plans finalized. Infrastructure development works are being undertaken shortly.

PUDA Complex

PUDA office Complex constructed at SAS Nagar (Mohali), Patiala and Ludhiana for public convenience. Construction of similar office complexes at Bathinda & Amritsar has already been undertaken.
Encouraging private initiative in housing sector

162 licenses granted to private promoters for development of colonies which will add more than 20,000 units to the housing stock in the state.

Mini Secretariats

Construction of Mini Secretariats completed at Jalandhar, Patiala, Bathinda, Hoshiarpur, Moga and Sangrur with a view to bring all district level government officers under one umbrella for public convenience.

Tehsil Administrative Complex

Completed at Jalalabad and Nabha

Construction of Sub Divisional Tehsil Complex at Fazilka undertaken at an estimated cost of 350.00 lac.

Swimming Pool and Club House:

Construction of Swimming Pool and Club House at Urban Estate, Phase-III, Patiala undertaken at an estimates cost of Rs. 375.00 lac.

Budget Provision of Rs. 62711.00 lac for acquisition of land at Khanna, Nawanshahr, Gurdaspur, Sujjanpur, Ferozepur, Zirakpur and Jalandhar.

Budget Provision of Rs. 16155.00 lac for carrying out development work at various Urban Estates.

Budget Provision of Rs. 5070.00 lac for construction of houses during the year 2006-07.

Land Allotment - During 2005-06 land allotted to 25 schools, 12 sites to PSEB for installation of Power Grid Sub Station, 2 sites for dispensaries.

Land Allotment - 48 institutional sites, 9 sites for nursing home and 156 LIG houses would be allotted during the year 2006-07

Investment Opportunities Offered

· Developing shopping malls/multiplexes

· Creating commercial officer

· Establishing integrated residential education institutions 

· Setting up supper specialty hospitals

PUDA's new policy initiatives.
· Rate of interest on half yearly/yearly installments reduced by 3%

· Penalty on late payment of installments reduced.

· Building by laws simplified

· Procedure for change of land use simplified

· Conversion of trade in commercial sites permitted.

· Land allotment for setting up of old age homes, schools for deaf/dumb/blind/handicapped /mentally retarded/Pingalwara. Lunatics hospitals, Nari Niketan.

List of certificates/cards are issued in the office of Deputy Commissioner, S.A.S. Nagar.

	Sr.No
	Type of Certi/

Cards
	Dealing Branch
	List of required documents
	Officer in charge
	Time Frame
	Remedial Measures

	1
	Legal Heir
	MA
	Application  from concerned deptt.(For Govt. employees only)
	AC(Gen)
	One week after verification report
	In case any person faces any problem, he/she can approach directly the officer in charge, then the ADC, but the final authority is the DC. It applies for all the works mentioned in this list.



	2
	Dependency
	MA
	Application  from concerned deptt.(For Govt. employees only)
	AC(Gen)
	One week after verification report
	

	3
	Freedom Fighter
	MA
	1.Application

2.Certified copy of pension 

3.Affidavit 
	AC(Gen)
	One week after verification report
	

	4
	Nationality
	MA
	On the basis of document produced by the applicants i.e.

1.Birth Certificate

2.Resident Certificate issued by the concerned Tehsildar/SDM

3.Affidavit showing that the applicant does not belong to any other country.
	AC(Gen)
	Three days
	

	5
	Counter Attestation
	MA
	1.The documents produced by the applicant for counter signature. 2.The same may be got reverified from the concerned deptt, then is submitted for counter signature of ADC.
	AC(Gen)
	Three days after verification from issuing authority.
	

	6
	Solvency
	MA
	1.Application

2.Documentary proof of property, to be verified by SDM.

3.Detailed reports from concerned SDMs then issue.
	AC(Gen)
	Three days after verification
	

	7
	Permission for functions
	MA
	1.Application.

2.Report/NOC obtained from the SSP/AETC.
	AC(Gen)
	Three days after verification
	

	8
	Bus Pass for Handicapped persons
	MA
	1.Application

2.Handicapped certificate issued by Civil Surgeon.

3.Two Photographs.
	AC(Gen)
	Four days
	

	9
	Bus pass for Freedom Fighter
	MA
	1.Application

2.Copy of Pension
	AC(Gen)
	Four days
	

	10
	OBC certificates for GOI Jobs
	MA
	1.Application

2.Affidavit

3.Copy of Ration Card.

4.Voter List.

5.Attested copy of the Caste certificate issued by Tehsildar

6.Income report sent by the concerned SDM
	AC(Gen)
	One week after verification report
	

	11
	I.Cards for Elections
	Election Cell
	Voter list.
	AC(Gen)
	
	

	12
	Type Licence
	Nazir
	1.Application

2.Matric Certificate+ Experience (if any)
	AC(Gen)
	One week after verification report subject to availability of space & felt need for the service.
	

	13
	Arms Licences

(Renewal)
	PLA
	1.Application

2.Challan according to Weapons

3.Weapon to be produced for inspection or inspection report by SDM
	AC(Gen)
	15 days
	

	14
	Entry & Deletion of weapons
	PLA
	For Deletion

1.Application 2.Certified copy of bill if sold to the Gun Dealer.

3.Affidavit if sold to licencee. 

For Entry

1.Certified copy of Bill if purchased from Gun Dealer.

2.Affidavit if purchased from licencee.
	AC(Gen)
	15 days
	

	15
	Petrol Pump NOC
	PLA
	1.Letter from authorized Oil Company

2.Site Plan

3.Report from  SSP, concerned SDM, XEN B&R, D.F.O, DTP, ACA PUDA, Environment Engg. Pollution Control Board
	AC(Gen)
	One week after verification report from different agencies
	

	16
	Explosive Licence
	PLA
	1.Application form

2.Site Plan

3.Affidavit

4.Report from SSP, concerned SDM, XEN B&R, E.O. M.C., Environment Engg. Pollution Control Board.
	
	
	

	17
	Stamp Vendor
	HRC
	1.Application

2.Matric Certificate

3.Affidavit
	DRO
	Not time bound
	

	18
	Certificate for riots affected persons
	RRA
	1.Application

2.Copy of Red Card
	AC(Gri)
	One week
	

	19
	Passport App.
	Passport Cell
	1.Application

2.Seven Front View Passport size Photos.

3.Proof of DOB with Matric. Certificate

4.Copy of Ration card as proof of residence, or Telephone bill/Bank Passbook/Voter's I.Card.

5.Draft

6.Passport fee only in the form of Demand Draft payable to the concerned Passport Office.

7.NOC for Govt. employees.
	EM
	One month
	

	20
	Registration of Marriages
	Peshi
	1.Notice in Performa

2.Affidavit both by the boy and girl.

3.Proof of DOB

4.Residence Proof

5.Notice under Registration fee Rs. 119/-

6.Publication fee in Newspaper.

7.Notice of one month.
	DC
	45 days (including one month Public notice)
	

	21




	Copying Agency
	Record Room
	1.Form CD-1

2.Copy of Old judgment upto 3 years Rs. 50/-

3.Copy of Old Judgment 3 yrs to 5 yrs Rs.100/-

4.Above 5 yrs Rs.100/-

5.Application fee Rs. 1.25/-

Inspection of File

1.Application Rs.1.25/-

2.Inspection fee Rs.5/- Per Hour.
	AC(Gri)
	For getting a copy after application

One week.
	


Office of Sub Divisional Magistrate

Court cases

· Chowkidari Cases

· Cases U/s 133 Cr.P.C.

· Cases U/s 107/ 151 Cr.P.C.

· Cases U/s 109 Cr.P.C.

· Cases U/s 110 Cr.P.C.

· Cases U/s 145 Cr.P.C.

· Cases U/s 97 Cr.P.C.

Backward Certificate

· Application on Simple paper with 1.25 stamp

· Affidavit

· Residential Proof of Backward Area( copy of Ration Card)

· Applicant must be the resident of Backward area.

Permission of Loud Speaker.

· Application in prescribed performa with 1.25 stamp for one day and thereafter Rs. 5/- for every day.

Copies of Judgments of the Court of Sub Divisional Magistrate

· Stamps of Rs.51/- for copy of  judgment upto 3 years old.

· Stamps of Rs.101/- for copy of  judgment  above 3 years old.

Sub Divisional Magistrate (Collector)

· Appeal Mutation

· Appeal Demarcation

· Appeal Girdawri

· Cases under P.P.Act.

· Redemption

Sub Divisional Magistrate (Agrarian)

· Surplus Cases

Sub Divisional Magistrate (Asstt. Collector First Grade)

· Lambardari Cases

· Executions

· Contested Mutation.

Sub Divisional Magistrate (Sales Commissioner)

· Package Deal

Office of Tehsildar

· Disposal of Court Cases reg. Lands.

· Chowkidari Cases.

S.C.Certificates

· Application on simple paper with 1.25 stamp.

· Copy of Ration Card as Residential proof.

· Affidavit.

OBC Certificate

· Application on prescribed performa.

· Copy of Ration Card as Residential proof.

· Affidavit & no other residential certificate of another state should be possessed by  the applicant.

· Proof of annual income of family from all sources.

· This certificate cannot be issued to those whose family income is above one lac.

Residential Certificate

· Application on simple paper.

· Copy of Ration Card as Residential Proof.

· Affidavit on 15/- Stamp paper.

Category (1)

· Minimum 5 year’s Residential proof by the names of Children which must show the study of children in concerned city.

Category (2) (A)

· Under this category the employee should have served in Punjab at least for 3 years.

Category (4)

· Under this category any employee of any State whose service in Punjab is upto 5 years, can obtain this certificate.

Category (5)

· Under this category the applicant or his/her parents who are in possession of immovable property upto 5 years in Punjab can obtain this certificate.

Category (6)

· Birth certificate of a child on the basis of which the said certificate can be issued.

Rural Certificate

· Application on simple paper with 1.25 stamp.

· Copy of Ration Card as Residential Proof.

· Affidavit on 15/- Stamp paper.

· The applicant should have done the Matriculation or +2 from rural area.

(Tehsildar) Registrar of Marriages

Marriage Registration Certificate.

· Attested copy of Ration Card.

· Application on prescribed performa.

· Affidavit on 15/- Stamp from Boy and Girl.

· DOB certificate.

· One photograph of Marriage.

· Personal appearance of boy & girl.

· Personal appearance of Mother or Father from both sides.

· Personal appearance of Lambardar or M.C or Sarpanch or any Gazetted Officer who would identify the persons get married.

Copies of Judgments of Sub Divisional Magistrate

· Stamps of Rs. 51/- for obtaining the copy of judgment of 3 yrs. Old.

· Stamps of Rs. 101/- for obtaining the copy of judgment more than 3 yrs old.

(Tehsildar) Asst. Collector Ist Grade

· Disposal of Mutation of Unregistered wills.

· Disposal of the cases of partition.

(Tehsildar) Asst. Collector IInd Grade

· Cases of Nambardari.

· Cases of Mutation.

· Correction of Khasra Girdawari.

· Works of Jamabandi.

· All Work related with revenue like demarcation etc.

· Registration Memoranda.

· Enquiries of Kanungoes.

· Mutations of non-disputed land like Nazool, Rehabilitation, Surplus land etc.

Copies of judgments of Sub Registrar

· Application form on 1.25 stamp.

· Rs. 100/- as fees for obtaining a copy of the judgment which is 20 years old.

· A judgment which is more than 20 years old, the fees is 175/- & Rs. 10/- more for per year.

· Stamp-paper worth Rs. 5/-.

Non encumbrance certificate.

· Application form on 1.25 stamp.

· Rs. 2/- for the first year and Re. 1/- for further years on receipt.

Registries  of Sale deeds

· 6% of stamped paper of total amount of Registry & 1% fee.

· Three days old Fard.

· Witness of Lambardar/M.C

Fee for obtaining attested copies of Registration deed.

· Rs. 100/- for 20 years old copy upto 5 pages.

· After 5 pages Rs. 15/- for each page for 20 years old copy. 
· Rs. 175/- for 5 pages for more than 20 years.

· Rs. 20/- for each page after 5 pages which is more than 20 years.

Rate of Stamp fee

Category


Rate of Stamped paper
Fee

Pasting fee.

Sale deed


9%



1%

Rs.20/-

Mortgage deed


4%



1%

Rs.20/-


(With possession) 

Mortgage deed


2%



1%

Rs.20/-


(Without possession)

Gift deed


6%



1%

Rs.20/-

Lease deed(Less than

2%



1%

Rs.20/-

1 Yr. of Total rent) 

From  1  to 5 Yrs of Annual
2%



1%

Rs.20/-

Rent.

Double of annual rent from
3%



1%

Rs.20/-

5 to 10 yrs.

Double of 10 to 20 yrs.
3%



1%

Rs.20/-

Triple of 20 to 30 Yrs.

3%



1%

Rs.20/-

Four times of 30 to 100 Yrs.
5%



1%

Rs.20/-

Note: Separate amount of 3% for Advance

Transfer deed (Big amount)
3%



1%

Rs.20/-

Partition deed(Big or equal
2%



1%

Rs.20/-

Part of amount)

Agreement deed

3%



1%

Rs.20/-

Sale Certificate

12%



1%

Rs.20/-

Urban property more than
45/-



1%

Rs.20/-

Rs.1000/-

If Rural property more than
30/-



1%

Rs.20/-

Rs.1000/-

Tatima Nama


15/-



1%

Rs.20/-

Adoption deed


200/-



100/-

Rs.20/-

General Power  of Attorney
300/-



50/-

Rs.20/-

Special Power of Attorney
100/-



25/-

Rs.20/-

Will



On Stamp paper

200/-

Rs.20/-

If amount Rs.1000/- 

On Stamp paper

100/-

Rs.20/-

Mentioned in the will

Affidavit


15/-



-

-

Naib Tehsildar Asstt. Collector IInd Grade

· Works of Jamabandi.

· All Work related with revenue like demarcation etc.

· Memoranda.

· Enquiries of Kanungoes.

· Mutations of non-disputed land like Nazool, Rehabilitation, Surplus land etc.

