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• The Dealing Officer logs in through the “Department Login” option on the portal. 
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 First-Level 
Verification by Dealing 
Officer: 
 

•  The Dealing Officer 

opens the application for 

review. 

•  The Dealing Officer 

downloads and 

examines all supporting 

documents uploaded by 

the applicant. 
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• If the application 

is complete and 

correct, the Dealing 

Officer proceeds to 

the next step. 
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• If there are any 

queries or missing 

information, the 

Dealing Officer notes 

these in the remarks 

column. 
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• The Dealing 

Officer forwards the 

application (with 

remarks, if any) to 

the Section Officer 

for second-level 

verification. 
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• The Section Officer 

logs in through the 

“Department Login” 

option on the portal. 
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• Once Dealing Officer process will be completed, same application ID will be forwarded to Section 
Officer Login. At Section Officer Login Show all Pending Documents for verification, Click an 
Application Id for verification. 
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•  View the entered society 
details and body members. 
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• Then View the 
 uploaded files 
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• Then enter Remark 
and Forward the 
Document to Next 
Level. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Once Section Officer 
Process will be 
completed, same 
application ID will be 
forwarded to Registrar 
of society (ADM). 
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• The ADM logs in through the “Department Login” option on the portal. 
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• At Registrar of society Login, show all Pending Documents for Approval, Click an Application Id for Approval. 
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• View the entered society details and body members. 
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• Then View the uploaded files. 
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•  In Case of Approval, Approver will approve the online application through their digital sign. 
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• In case of objection Additional Registrar of society (ADM) click on Objection button with his remarks. 

 

• Citizen resolves the query according to the Additional Registrar of society (ADM) Remark and resend the 
application for approval. 
 

 



 

      Online District Level Society Registration (DEPARTMENT) Procedure     
 

 

 
 
 
 

 
 



 

      Online District Level Society Registration (DEPARTMENT) Procedure     
 

 

• In case of Field verification Registrar of Society send the application to Dealing Officer with his/her Remark. 
 
 
 
 
 

Dealing Officer Login 
 

 
 
 
 
 
 
 
 
 

Initiate Field Verification  

o The Dealing Officer 

forwards the application 

to the relevant authority 

(e.g., BDO or Municipal 

Authority) with a 

verification letter. 
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o The Field Verifier (e.g., BDO/Municipal Authority) conducts an inquiry, uploads an enquiry letter, and 

provides remarks. 
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Final Review and Approval  

• After Field verification, DO (Dealing Officer) Can view the Field verification enquiry report and forward the 
application to the next level SO (Section Officer) login. 
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Section Officer Login 

• At SO (Section Officer) Login Show all Pending Documents for verification, Click an Application Id for 
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 verification. 
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• Then View the uploaded files along with field verification letter. 
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• Then enter Remark and Forward the Document to Next Level Additional Registrar of Society (ADM) for approval. 
 

Additional Registrar of 
Society (ADM) 
 
 
 
 
 
 
 
 
 
 
 

• At Registrar of 

society Login Show all 

Pending Documents for 

Approval, Click an 

Application Id for 

Approval. 
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• Then View the 
uploaded files 
along with field 
verification letter. 
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• Approver will 
approve the online 
application through 
their digital sign. 
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Download Certificate  

• Once approved, log in to 

the IGR portal to download 

the digitally signed society 

registration certificate. 
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