
 
7. Residence Certificate for Passport 

 
A  Residence Certificate is a proof to ensure that the person bearing the 

Certificate is a Resident of the State. A Residence Certificate is generally issued to 
prove that the person bearing the Certificate is a Resident of the State by which the 
Certificate is being issued. This Certificate is required as proof of residence to avail 
Residence/Resident Quotas in educational institutions and in the Government Service, 
and also in case of jobs where local residents are preferred. It is needed of all categories 
of people. 
 
Category Type: B 
User Charges: Rs35/- 
SLA: 7 Days 
Documents Required: 1. Application Form* 

   2. Ration card /EPIC Card/AADHAR Card 
   3. House Tax/Telephone Bill/Electricity Bill 

                    * Denotes mandatory requirement of documents. 

 
Procedure for Applying: 

 
♦ Operator clicks on Revenue Department services to go to Revenue Department 

services. 

 
♦ In Revenue Department Services Select “Residence Certificate” Service like 

shown in the  below screen 

 



 

 
 

♦ After selecting the “Residence Certificate” Service in the Revenue Department 
services, the below screen will be displayed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 

♦ Operator enters all the applicant details and Residence Certificate particulars such 
as Residing Since (In Years) And Purpose etc. Like as below Screen. 



 

 
 
Please note that based on the customer request, the delivery option (either through 
Manual or Speed Post - Local or Speed Post - Non Local at the Franchisee) has to be 
selected properly. Like as below Screen. 

 



 

 
 
Please note that based on the customer request, the Purpose option (Either General or 
Passport) has to be selected properly. Like shown in the below Screen. 



 

 
 

♦ Operator collects the necessary supporting documents as indicated in the service 
page and scans the same documents and uploads into the system. Like shown in 
the below Screen (Here Number of uploads are changed based on purpose). 

 



 

 
 
Please note that all the mandatory fields have to be entered, otherwise request will not 
be accepted by the system. 
 
Please Note That Operator has to select the Permanent Address of the applicant 
correctly as the concerned mandal officials visit this place during the verification of 
his/her Residence particulars 
 

♦ After entering all mandatory fields and uploading the necessary supporting 
documents, Operator Clicks on “Show Payment “ button like shown in the  below 
screen. 

 



 

 
 
 

♦  After Clicking on “Show Payment” button, It will go to Conform Payment.  Like 
shown in the below Screen. 



 

 
 

♦ Based on the delivery option chosen by the citizen, the service charges will be 
calculated and displayed. Like shown in the below Screen.  

Note: The charges for Postal (Local) is Rs. 33/- and for Postal Non Local is Rs. 46/-. 



 

 
 
 

♦ Operator   collects the amount from the customer and submits the request 
by Clicking on “Conform Payment” button. Like shown in the below Screen. 

 
 



 

 
 

♦ On confirmation the receipt will generated as shown below along with Certificate 
Delivery Date . 

 
 
Please note that in case if you do not have sufficient balance with your service provider 
(SCA), system will not accept the request. 

 



 

 
 

♦ On submission, the request will go to respective Tahasildhar workflow for further 
processing. 

 

♦ Once the request is approved by Tahasildhar, then Residence Certificate will be 
dispatched through courier to the customer’s address if Delivery Type is Speed 
Post Local/Non Local.  
 

♦ If Delivery Type Is Manual, then citizen collect the Residence Certificate from 
franchisee where he/she applied for the Certificate. 
 
 

Note: Residence Certificate General also same as above 

 
 
 
 


