
Renewal of District Level Society SOP 

Before proceed to Renewal of Society please take a note of following points. 

1. Documents required for Renewal of Societies. 

• Last five years audit and activity reports. 
• Latest CC of Registration Certificate, Memorandum, Bye-Laws and Resolution of The 

General body meeting. 
• In respect of Societies whose average annual income during the last three financial years is 

less than ₹1,00,000 (Rupees One Lakh only), the aforesaid requirement of submission of 
Audit Reports shall not be applicable. In such cases, the President/Secretary shall submit 
an undertaking in the prescribed format. It is a .docx file you need to fill it and convert to 
PDF then upload. How to download this is explained below. 

• Max file size is 10MB per upload. 

 

2. How to Apply for a Renewal of Society. 

a. Visit IGR portal by entering https://www.igrodisha.gov.in 

b. For easy access we have given 3 options to navigate to renewal of society search page. You 

can use any one of this. 

      

c. On clicking any of the above link you will be asked for which type of society you want to 

apply for renewal whether it is “State Level” or “District Level”. You choose “District Level” 

here. 

 

1 

2 3 

https://www.igrodisha.gov.in/
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d. Choose any one option as per your society type. It will redirect to “Login” Citizen login page 

for authentication. Here you enter your “LOGIN ID”, “PASSWORD” and “CAPTCHA” to 

receive OTP on your registered mobile number. Put the OTP when prompt to validate 

yourself. 

 

e. Once validated successfully you will be directly redirected to Society Renewal Search page 

where you can search your society to be renewed by putting Society Name or Registration 

No in the search textbox. 

 

Here you need to take a note of some important points.  

• You need to enter at least 5 characters (although you can enter full name). 

• A dropdown will appear with matching names (if searching by name), you need to choose 

the correct society. 
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f. There may be two types of data available “Legacy Data” and “Full Data” for your society. 

Make sure you choose the “Full Data Available” item in the dropdown and click “Get Details” 

to view the detail. The “Proceed for Renewal” button is activated. 

 

 

 

1. Please select from 

dropdown. 

2. Click to get detail 
of society. 

Click “OK” to view 
the detail. 

“Proceed for Renewal” 
button is activated. 
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In Case you have only Legacy Data available the “Proceed for Legacy Data Entry” button will 

be activated.  

 
 

              Here make sure you provide latest governing and general body member data. 

 
 

 

Now consider you have either enter all latest information in Legacy entry or You have 

already had Complete data. 

 

g. Once you click “Proceed for Renewal” button you will be asked to obtain consent form 

either President or Secretary of the society.  

h. You need to select either President or Secretary and input his/her Aadhaar number. An OTP 

will be forwarded to registered mobile number linked with the Aadhaar. 

Click to directly go to Legacy 

data entry page. 

Click to View the legacy data 

available. 
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i. You need to put the OTP when asked to obtain consent. 

 

 

 

1.Put Aadhaar Number 2.Click to get OTP 

3.Put Aadhaar OTP 

3. Click “verify OTP” to authenticate 

or get consent 

xxxxxx 
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j. Once you click “Ok” you will be redirected to Renewal Data Entry page where you need to 

upload: 

 

Last 5 years audit / under taking and activity report. 

Latest CC of registration certificate 

Latest CC of Bylaws 

Latest CC of memorandum 

Latest CC of Resolution of general body meeting. 

Once consent obtained successfully click “Ok”. 
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In respect of Societies whose average annual income during the last three financial years is less 

than ₹1,00,000 (Rupees One Lakh only), the aforesaid requirement of submission of Audit 

Reports shall not be applicable. In such cases, the President/Secretary shall submit an 

undertaking in the prescribed format  

 

 

Click to download prescribe format. Fill it, convert to PDF and upload 

instead of Audit report where ever required. 
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k. You can view / delete file if you want. 

l. Once you have successfully upload all required files “Submit” button will be activated. 

 

 

Click to upload files and Save. 

“Submit” button 

activated. 

You can view files if you 

want. 

You can delete and 

reupload files if you want. 
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m. Click “Submit” to check society detail confirmation box. 

 

 

n. Tick the check box will activate the “Confirm & Submit” button. Click this button to obtain 

consent from President or Secretary of the society by Aadhaar OTP validation similar to what 

we have done in Society search page. 
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o. Once consent obtained successfully you will be asked for payment as per norms. 

 

p. Pay the amount in IFMS portal. 

 

 

Fees detail as 

per norms. 

Clicking on “Pay” button to 

proceed to IFMS portal for 

payment. 
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q. A receipt will be generated for successful payment. 

 

r. You can track the application status in “State Level Society Status” link in the menu under 

“Society Registration”. 
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s. Once your society get approved you can download certificate from logging in to IGR portal or 

from the publicly accessible list. 

 


