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1. Introduction

The Employment Service is included in the concurrent list of the Constitution of India and it is the joint
responsibility of the central government and the state government. While central government is
responsible for lying down of the policies, standards and procedures, the State Government is
entrusted with the administrative control and day to day functioning of the employment exchanges.
The policies, standards and procedures are laid down by central government in the National
Employment Services Manual (N.E.S.M.). The administration of the Directorate of National
Employment Service which was under the control of the Government of India was transferred to the
State Government and tagged with the Department with effect from 1st November, 1956. The
"Craftsmen Training Scheme" which was formerly under Education (CTM) Department was transferred
to the Labour Department on 1st April 1964 and constituted as a wing of the Directorate of
Employment and Craftsmen Training (DECT) under the Labour and Employment Department. Now, the
Directorate of Employment and Craftsmen Training, Assam (DECT) is under the newly created Skill,
Employment and Entrepreneurship Department, Govt. of Assam having two wings — (1) Employment
Service Wing and (2) Craftsmen Training Wing.

1.1 Intended Audience:
This document is intended for any citizen who wishes to apply registration in employment exchange
or PFC operator who wishes to apply registration in employment exchange on applicant’s behalf.

1.2 Eligibility Criteria:
Any citizen who is domicile of Assam for more than 20 years or whose parents and forefathers

has/have continuously resided in Assam for a minimum period of 50 years. The applicant must be having
14 years of age or more.
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1.3 Process Flow:

Process Flow for Registration of employment seeker in Employment Exchange.
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receives the
Reg. Certificate
in email or PFC
prints and
hands over the
certificate.

.

Single-Window
On physical

owledgement

and

Application i i H _
1 D & supporting documents. application to DA. Vi::;cztloﬂciiz ;:Zte
[+ Supporting DA should also be able (EEO ensures equal come;‘ tgFl)Em lovment
doc found to scan & upload on distributions of the ploy
okav? applicants behalf. applications to DAs) Exchange
~ Pp - Pp Operator(EEO)
- 2 = If any fioc missec.i, DA reschedu‘IeS a time-slot DPS/Signing Authority :
> for applicant to bring all supporting documents. DA P
. e o . 5 > verifies, prepares the Reg. Card
= |f physical verification is found unsatisfactory, forwards to .
X L and then generates the certificate
DA forwards to DPS with remarks. DPS/Signing ] ith his/her digital (.
In any case, the SLA should be freezed until Authority V‘_"t is/her digita i
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N ) g
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./"\:Og*'\
i Process Flow for Re-registration of Registration Card of employment seeker in Employment Exchange | %/.'
APPLICANT
Applicant can apply Applicant searches Applicant Applicant
online services himself the reg. no & selects the next Acknowledgement receives the

Receipt is generated
with stipulated time

updates the

ALES available time-
application form or

—> slot for physical —=

or applicant may visit

Reg. Certificate -
nearest PFC(Public > 2

in email or PFC

e fills up the e of delivery from the -
Facilitation Center) application and verification of date ofy hysical prints and
who applies on behalf uploads supporting original iy P y hands over the

. o verification. ge
of applicant. docs. certificate. certificate.

BACK OFFICE

Is EEO:‘oSrSIwgarlij:tag and Single-Window
" Supporti DA verifies the original application to DA On physical verification
‘T ng doc < supporting (EEO ensures equa;l <— time-slot, applicant first
found documents. . ; comes to Employment
okay? distributions of the Exchange Operator(EEO)
applications to DA)
- ] o DA reschedules a time-
> = slot(reserved for this kind of DPS/Signing Authority verifies,
activities) and requests DA prepares the Reg Card and
applicant to bring all forwards to generates the certificate with
supporting documents. DPS/Signing his/her digital
Authority signature/manually sign &
upload.

1.4 Supporting Documents
The following documents are required to be submitted.

1) Proof of residency(the candidates or their parent’s residence/place of residence should be for
about 20-25 years within the State of Assam/Ex Land documents/Passport/DL/Voter ID Card,
etc)

Age proof(Birth Certificate/HSLC Admit Card/School Certificate, etc)

Recent passport size photograph

A W N

(9]
—_— — — — — — — —

Cast certificate if any
All educational certificates

)

Additional Qualification Certificates, if any(Computer diploma, skill training, etc)

~

Previous employment certificates

00

Persons with disability certificate, if any

O

Ex-servicemen certificate, if any.
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2. Steps to avail Registration of employment seeker in Employment
Exchange:

2.1: Login to RTPS portal
The applicant or PFC operator logs into the RTPS portal.

& ATy x 4+ a

. pras

RIGHT TO PUBLIC SERVICES ol
AComprehensive Citzen Platorn &)

'

e

Bringing Gavernment
de izens |

| E—

Please Login
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2.2 Apply for services
Once logged in, the applicant or PFC operator goes to “View all available services” from the left menu
pane and clicks on the service he/she wishes to apply from the right hand side list of services.

‘e . . * o »
« O 8 g s ey -4 20
<5 ServicePlus o
\
s Bt a4 €l ey (1 w— db
' 8

ABOUT SERVICE PLUS

Welcome to Service Plus

‘e

R ARTFS | Goves thoayn % 0% a
& npasam gov.evieonadbeneti oy FimangSarace L o Q& o ¢

Right to Public Services /3‘\'

Assam —
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2.3: Online Application for Registration of employment seeker in Employment

Exchange.
All mandatory fields are marked with red colored asterisk (*)

2.3.1 Guidelines

Please Read the Guidelines carefully before filling up the application

B ARTIS | Gowsroment of Amwn * + N - o
- C & rmprasamgoy infenveces rendessppheationform do QA o ° i

Right to Public Services ;&

| )

Appilcation for Rogistrision of emplaymant seeker in Employmani Exchange

AN eitionens of Sarke above The aps of 14 prars who are perstanent resnlents of Assam Jas par Ofice irmmer ariiin e L P34GS0ETE D O80T 987 1) are eligitie 1o Nogiater
Bair names 0 the Emplopment Exchanges of the $2ate af Assan.

2. Thew canaiatatos are algils tar n ose L3 only W Bhe state, where they are . e of the Distiber

3. Applicants whe are slreary sepioyed svd sovking Setter taren to be 2oty mfler of & *No sued hry the srpioper.
4. 0nce s L cating and he in the farm, heshe wil o Iasued o receipl abost the
Aate ant Thave Tor physical of av e

A The candislate is roguired B wiskt I porsos for of ol ariginal oe Galy wad Bire.

@ The e to be ia scigiaal 3t the Local Esployment Exchange cn the date of Prysical verificatioe:.

0 Age Proaf > lirth Cartiicata’ HALC Admiz card’ Schaot Cartificate | Ay ane of thass threa docerments)

000 Prost ot y o Lamd Driving Liconco Copy of Passpart [ Any om0 of 1hese decuments)

o & > Pass LI

V) Cante Cartificate in cases of SCSTOODCMODC ENS applcants

W In case of RWLD 1Py -ith Bdeamitty il

2.3.2 Applicant Details
This section is for collecting RTPS related data.

Apwteomit Mawre Thonses
Nule  ® Fomain (U

Molats Mositer Cremit 1D

Fathed » Masw
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2.3.3 Personal Information of Jobseeker
Please fill all the personal details.

Do

Ot of Baet

s - R ]
-

Serea Uhbans Mot Shasrion Type &

B ) e e b dhmter, e o

2.3.4 Physical Attributes
Please fill all the physical attributes and also mention if the applicant is differently abled and enter the
categories.

—d - Wbt

e Sgm e

e pad DeVuisety amad (PAO T by Gy

e e — b/
AsOw! Musbary Tyse fasbewy dcorine

2.3.5 Education & Training Details
Please enter educational qualification in chronological order.

Educstion & Trainiog Dezaie

Major' Elective Subject Subjects’ Other Subjects Board U

Copyright @ARIAS SOCIETY Page 11
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Education 8 Trammg Datads
Highest Educational Level *
Twdiate -
Highest Examination Passod *
Mowse Sehecr o

Fease Sabet
S AS L MNBathelor of Audisiogy i Spesth Lasguage Patralogy l
¥

Ed. {Bacheler of 21 Sachelis
5, (Hachetor of Ayurveda, Med
(Bachelor of Apphed Mathesvatics)
{(Bachelor of Agraslturm)
(Dackeior of Architacturs)

3. L. L (Bactelir of Owl Law)
1. Ch. €. {Bachelor of Cmaca! Engrmening
Chetn, Tech. (Bochekd of Charmicel Tothnology)

2 Con, (Bsckebr ol Comemmics )
8D s

Subjects’ Other Subjects Board U

39zz0

wEEb P>
>ngr»3

peNDEmS®

vy
mae
nn

8 Dwres
.t {Cochelor of Enpnesnng) Date of Fassing
R -

—_— -—— ———— ——— ———— ——— - — ———

2.3.6 Other Qualification
Please enter other qualifications if any.

2.3.7 Work Experience if any
Please enter work experience if any.

ﬁﬂ P Yaingd - B B
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2.3.8 Permanent Address & Office of jurisdiction
Please enter permanent address as per address proof (supporting documents to be provided).

Warww ot (he Hwree b trwrt Humare o Samrrwmet e

Marvy e Bce - AdvEss Locosn Sunermz )

VR T < by P e

Marne o 1he e Lo et Tisis e R tanert M

s oee e Bk - Al et Laaanty Wives vie |

Vi YW Ay oot OTue

2.3.9 Job Preference/Key SKkills & Languages Known

AD FrofmmiiaiGny Shik

uh Preterscce Key Shib

Lasigange Optssss

N B Moo S mine T Sper (<]

‘‘‘‘‘‘ B Rese 8 wie 8 Spes o
B et B e 8 Speas ou

2.3.10 Book Time Slot for Physical Document Verification & choose Employment Exchange to
apply:
Please select your employment exchange to apply and select date & time-slot as per your convenience.

B T Shol foe Pyt Dt Vel bosson

L Seledt Noww wbat ©

=== Setont fane
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2.3.11 Declaration:

Read the Terms & Conditions; check “l agree”, upload signature and submit.
I L EEEE—Ss

Terims & Consttinne
Shnrnnts 458 St o et e by (e & crndTiern o Ay bt ¢ b g s o B AKTPE g
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0 SUPATIAE WE b ITETLITY Sncetert & AETuE Py B LREIMBE SERRE The CRastaT Be Ba¢ i

A T Bownturmne of Exptogment & Cortanen Trmmmy! DECTL Aetormne, Gummtut, Arsms /esctves She mut b5 sy the S & conttios riwr purtisly o fuly ot aey te.
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T tanr of 190 st s wbd Bt hE BN 30 SLI S COPRVENRT B ETRGr Snlamiand Pramerty SRis AV 1 SELS Matmatu iy AN 08 thE DOTIN § M BRSSO 00 MR WY AETERT 1A & SRARE I SO T S N e
T. T BECT vwmerwws st voght tw rupunt & detwtn wny srothn et e svhatel B¢ iemrwmtion fed o1 57 Sam asars 1 mars of vistwton of ey of S artee sewe & reswtees.
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B I B e Tt T I R I ]

VO DO pwmrren e g 18 e W (o, Swn ovonian o e B e R T R AR [T RO

", Tee -ty - - B e e
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2 X0 [

2.4: Application Draft
After submission, the system shows Application Draft to verify the input details; if there is anything to be
modified, applicant can edit the application.

Aokt Briedy

S S— 1O A
S —— Ve Civn

v v e

- Rt T

.~ )
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- Ty
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- - '
- “
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e e -
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T aton & Trnboeg Dot
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L 8

Ak Thr Mt doe H ket B mmmem T Feies

22 2R ) ) ey

If everything is okay, click “Attach Annexure”.
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2.5: ATTACH ENCLOSURE(S)

Here the supporting documents are uploaded.

Tl

EEaTn

The following supporting documents should be uploaded:

1) Proof of Residence +: This is mandatory and any one of the document (Land Documents/Driving
License/Certified Copy of electoral rolls/Copy of passport/Electricity Bill/Marriage Certificate/
Voter ID Card) must be scanned and uploaded.

2) Age Proof +: This is mandatory and any one of the document (HSLC Admit Card/School
Certificate/Age Certificate) must be scanned and uploaded.

3) Copy of caste certificate: This is mandatory if caste is selected other than General category and
caste certificate must be scanned and uploaded, otherwise an optional field.

4) Educational Qualification certificate +: This is mandatory and all pass certificate and mark sheets
must be scanned in chronological order into a single PDF and uploaded.

5) Other Qualifications/Trainings/Courses Certificate: This is an optional field.

6) Previous employment certificates: This is an optional field.

7) Persons with disability certificate: This is mandatory if disability category is selected, otherwise
optional.

8) Ex-servicemen certificate: This is mandatory if ex-servicemen is selected as yes, otherwise
optional.

9) Work experience: This is an optional field.

10) Unique Identification Document: This is an optional field.

11) Any other document: If you want to upload any other document not listed here. This is an
optional field.

Copyright @ARIAS SOCIETY Page 16
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ATTROS DVOLOSURELS

Cbeaes

T OV L - —

2.6: Final Application Draft

2
2.

The citizen will submit the application finally to receive an acknowledgement receipt. Please download
PDF for future reference.

Copyright @ARIAS SOCIETY Page 17
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2.7: Acknowledgement Receipt
Save the acknowledgement receipt by “Export to PDF”

T e preeated gt Bavbin et o ap—

The application has now been submitted to the department. The Acknowledgement no is very important
and for any query for future communication, the acknowledgement no should be referred.

3. Steps to avail Renewal of Registration Card of Employment Seeker in
Employment Exchange:

3.1: Login to RTPS portal

R ARTPS | Gowesryms — x + a
8 s assam ooV in A W o t
RIGHT TO PUBLIC SERVICES -

A COIWMI‘V! CNIZM meorm

Iettatve of the Age

Copyright @ARIAS SOCIETY Page 18




USER MANUAL CITIZEN USE — NON-AADHAAR
BASED Registration in Employment Exchange.

Please Login

3.2: Search for the service in “Apply for services” menu

.-., o .“ .A . u— .nc ¥
<> ServicePlus w
atntns tasnd iacgrated clern Debeery frmramps dr

ABOUT SERYVICE PLLS

Welcome to Service Plus

The following are the salient features of the software -

-
PMINDIA
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= ¥ wadep
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e h " W
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3.3: Online Application for Renewal of Registration Card of Employment

Seeker in Employment Exchange.
All mandatory fields are marked with red colored asterisk (*)

3.3.1 Instructions

Please Read the instructions carefully before filling up the application

Registration o

Plensn raas the TeRowing st man caranily batuve Resanal of Rapesranisn Cant

1. FOr Mose (DIt SrsaDy G| FRGINIFSEan CATe Winch 03 NOT RIve FegGIFTTancn susher 10 550 frmat <7 Sgasammma yyyy®, (osss §o 16 He-(aguiration servios s seiect “Saguinesteoew trom
PAPEr-DICAD FOGISTIATON CANT I Th0 “Typas oF Mo 10D ATInn" o SUGK DIGBI0 NIaow e pager Sased Fegiairanon card.

2 For hees (Mreaty duitiead) FeginIranus CATds witch I rOgRATATIon MUmbor i e formmat 4T it S mme UyyYy>, SHRee enser yaur “Bate of AegIstratian® St “Regitration Me” s CACR “Ret Pravicus
AP anen DatE” 1 1e0Ch The Gaoalag Hata s M sanmit 1o My e Nogretiatas Canll

3.3.2 Applicant Details
This section is for collecting RTPS related data.
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Nale  ® Fomsin e

1 |
23
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Mobade Mumited Creaut 10

Father's Mas

3.3.3 Application Information

For those (already digitized) registration cards which has registration number in the format <7
digit></mm></yyyy>, please enter your "Date of Registration" and "Registration No" and click "Get
Previous Application Data" to fetch the existing data.

Appiarson R e

Mare of batprrgemt bacrarge
Uate of Magmiralion '«

Neghriranes i,

If it does not fetch the data, it displays an alert.

Note: In case applicant is already registered and has paper-based registration card and wish to renew,
he/she will have to apply Re-registration services and select “Digitize/Renew from paper-based
registration card”. Please refer “4. Steps to avail Re-registration of employment seeker in Employment
Exchange.”.

AP TS e . WO et ured el Do sabie grisiled Mabue provse socter wakie
ard rotry Othwin

Futher's Hane -~ »
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e | L
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FUT Parw Passpart Paute ' »
Oncone Fe
Cursber Date of Brth
"eie Purmmrs Ol -

FuTTas s M B s e Mo s N
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If it fetches the application data, click submit to generate output certificate automatically.

Terms & Constiione
Shnornnss 800 A4ttt B vy (e a & v dliera Lo ALy bkt v bns Egl Sl o B AKTPE g
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0 RPETIAE WE b SITETCITY Sretet & AETue Py B LREIMBE SERRE The Clantat Be por i
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4. Steps to avail Re-registration of employment seeker in Employment

Exchange:
An applicant may carry out the following from re-registration service:

i) An applicant who has existing paper-based registration card and the card is expired and
he/she wants to renew the registration card, he/she will come to Re-registration service and
select “Already Registered” as “Offline” and enter details in the textfields and select
“Digitize/Renew from paper-based registration card”

ii) An applicant who has existing paper-based registration card and the card is not expired and
he/she wants to upgrade new qualification:

iii) An applicant who has existing paper-based registration card and the card is not expired and
he/she wants to transfer (new permanent address):

iv) An applicant who has existing paper-based registration card and the card is not expired and
he/she wants to update mobile number & profile:

V) An applicant who is digitally registered and he/she wants to upgrade new qualification or
update mobile number & profile or transfer (new permanent address):

Please refer section 4.3.3.

4.1: Login to RTPS portal

R w x + o

8 s assam oV In

I, <[ 1]+«
RIGHT TO PUBLIC SERVICES
A Comprehensive Citizen Platfon:r R

At \ettatwe of the Agrresctiatve Safonm 0 et Pt Govevances Depiattment
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Please Login

4.2: Search for the service in “Apply for services” menu

* o 'A - ~7 .-’0 .
<> ServicePlus w
et e ekegraied et by fonmmst d'.'b

ABOUT SERYVICE PLLS

Welcome to Service Plus

The following are the salient features of the software -

PMINDIA
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B ARTPS | Goverroment of Assm % + . a

C & npzassamgoy.evieoncesdbensticeny PrimanySaracetua1.00 (<}

Right to Public Services
Assam

4.3: Online Application for Re-registration of employment seeker in

Employment Exchange.
All mandatory fields are marked with red colored asterisk (*)

4.3.1 Instructions & Guidelines

Please Read the instructions and Guidelines carefully before filling up the application
B ARTIS | Goseoprentt o Ascar x +

Right to Public Services

o
- C 8 npsasiamgavinieracew render eI st F onm 40 a u o :
Assam /3

T T

Copyright @ARIAS SOCIETY Page 25




USER MANUAL CITIZEN USE — NON-AADHAAR
BASED Registration in Employment Exchange.

4.3.2 Search Registration Number & Types of Re-registration
Applicant may be able to apply for the following services from Re-registration:

i) Renewal from paper-based registration card: An applicant who has existing paper-based
registration card and the card is expired and he/she wants to renew the registration card,
he/she will come to Re-registration service and select “Already Registered” as “Offline” and
enter details in the textfields and select “Types of Re-registration” as “Digitize/Renew from
paper-based registration card”

PAtrn A Ereprbry et €eshange Aliamly Negisrorme

Oalise  # OMme

Darte Of Medistratios o Roghe atien N,

Typee & Re-regmtratien

ii) Upgrade qualification from paper-based Registration Card: An applicant who has existing
paper-based registration card and the card is not expired and he/she wants to upgrade new
qualification, he/she will come to Re-registration service and select “Already Registered” as
“Offline” and enter details in the textfields and select “Types of Re-registration” as
“Qualification Upgrade”

iii) Inter-district transfer from paper-based Registration Card: An applicant who has existing
paper-based registration card and the card is not expired and he/she wants to update the
permanent address as new address and wish district transfer, he/she will come to Re-
registration service and select “Already Registered” as “Offline” and enter details in the
textfields and select “Types of Re-registration” as “Inter District Transfer (Permanent

Address Change Documents Required)”

Name of Tregloyrmant Cachiangs Al vacty Regmwierod
Ovtne * OfMiem
Cats of Registzwtion ' ¥ Ragivtratioe Wo. &
=
Typos at Rereyintration
iv) Update mobile number or profile from paper-based Registration Card: An applicant who

has existing paper-based registration card and the card is not expired and he/she wants to
update mobile number & profile, he/she will come to Re-registration service and select
“Already Registered” as “Offline” and enter details in the textfields and select “Types of Re-
registration” as “Update Profile”
V) Re-registration for already digitized registration card: An applicant who is digitally registered
and he/she wants to upgrade new qualification or update mobile number & profile or transfer
(new permanent address), he/she will come to Re-registration service and enter “Date of
Registration” and “Registration No.” and click “Get Old Data”. The application details will be
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fetched.
Agptcation Informaton
Nane ot bepoyment ¥ecrange Almaity Registmod
v * Onts Ui
s of Megtintion ' & Rogremratoas s,

—

Trus of Mo ceghsts stoom

Applicant will be able to apply for —

a) Inter District Transfer (Permanent Address Change Documents Required): Here, the permanent
address will be updated and the application will be applied to the corresponding Employment
Exchange.

b) Profile Update: This is for updating mobile number/email and personal profile.

c) Qualification Upgrade: In case application needs to update the qualification, he/she may do so
by selecting this.

Note: The rest of the application is similar to Registration process. Please refer registration process
section 2.3.

4.3.3 Applicant Details
This section is for collecting RTPS related data.

Apwar it Mesre Bonses
Nele  ® Fomin [

Molate Moaites Cremit 1O

Father s Mo

4.3.4 Personal Information of Jobseeker
Please fill all the personal details.
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4.3.5 Physical Attributes
Please fill all the physical attributes and also mention if the applicant is differently abled and enter the
categories.

— - b (e
'
e Sgm e tren)
e pad DeVaiety amad (PaO T Eraasey Cangmy
e e e b’
AA0ONw! Miaba ) Vyse feateTy Moo

4.3.6 Education & Training Details
Please enter educational qualification in chronological order.

Educstion & Trainiog Detais

Major' Elective Subject Subjects’ Other Sutijects Board U

Highest Educational Level  »
Highest Examination Passed
Mowse Sehecr ad

Hease Sebet -
S AS L MNBatheler of Audiziogy dnd Spesth Lasguage Patrakogy]

A 8 B4 [Bacheler of Aats Sachels Efucston)

A M. 5 (Bachetor of Ayurveda, Med snd Sargery)
AN, (Bachetor of Apghied Mathes
Agr. (Bachelor of Agrasltume)

Zrch. (Deckoior of Architecture)

Subjects’ Other Subjects Board U

A
"
5
A
L

0
(Bacteler of Owl Law)
Ch. £, (Sachelor of Cmiral Engreening)
Chetn, Tech. (Bocdeld of Chermice Tothnology)

]
a
a.

Can, (Bmckalor of Come
D S

a
n
8
L]
n
a
3
a
o
8
L]
L]
a
L]

Dwrex
£ {Cachebor of Enpreenng) Date of Passing

&4 -

e
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4.3.7 Other Qualification
Please enter other qualifications if any.

4.3.8 Work Experience if any
Please enter work experience if any.

[ 14 [r— w B B

Cuiwnl Esphepeeat St *

4.3.9 Permanent Address & Office of jurisdiction
Please enter permanent address as per address proof (supporting documents to be provided).

Hawe ot 1he Wmrne b trmrt Hmme o Bpmrrwmet e

Ty e Bch . Advess Locadny Sunerz )

Marne o 1he ene L trmat Misis e R tanrt N

I Al et Laaanty Wives vie |

Ve YW Sy ¢ Pen OTue

Putes Tiamen | P Caee
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4.3.10 Job Preference/Key Skills & Languages Known

AD FrofmmiaiGy Shik

uh Pretersccs Key Shibi

Laciganys Opteass

SO B Mo S mine T g o
B Rese 8 wite B Spess o
B et B e 8 Spem oU

4.3.11 Book Time Slot for Physical Document Verification & choose Employment Exchange to
apply:
Please select your employment exchange to apply and select date & time-slot as per your convenience.

Bom T Shol Joe PSynecst Dot Vel bosson

L Selodt Noww sbit ©
You & e

=== Nebeet Olara

4.3.12 Declaration:
Read the Terms & Conditions; check “l agree”, upload signature and submit.

Terins & Constliane
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4.4: Application Draft

After submission, the system shows Application Draft to verify the input details; if there is anything to be
modified, applicant can edit the application.
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Bk Thr Bt he g B T E e

AE e wl tedn

e ] s o JR e o]
If everything is okay, click “Attach Annexure”.
4.5: ATTACH ENCLOSURE(S)
Here the supporting documents are uploaded.
o =
B B
o =
il ..: :
S n -
- B
E=Sca

The following supporting documents should be uploaded:

1) Proof of Residence +: This is mandatory and any one of the document (Land Documents/Driving
License/Certified Copy of electoral rolls/Copy of passport/Electricity Bill/Marriage Certificate/
Voter ID Card) must be scanned and uploaded.
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2) Age Proof «: This is mandatory and any one of the document (HSLC Admit Card/School
Certificate/Age Certificate) must be scanned and uploaded.

3) Copy of caste certificate: This is mandatory if caste is selected other than General category and
caste certificate must be scanned and uploaded, otherwise an optional field.

4) Educational Qualification certificate «: This is mandatory and all pass certificate and mark sheets
must be scanned in chronological order into a single PDF and uploaded.

5) Other Qualifications/Trainings/Courses Certificate: This is an optional field.

6) Previous employment certificates: This is an optional field.

7) Persons with disability certificate: This is mandatory if disability category is selected, otherwise
optional.

8) Ex-servicemen certificate: This is mandatory if ex-servicemen is selected as yes, otherwise
optional.

9) Work experience: This is an optional field.

10) Unique Identification Document: This is an optional field.

11) Any other document: If you want to upload any other document not listed here. This is an
optional field.
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4.6: Final Application Draft

-
2.

The citizen will submit the application finally to receive an acknowledgement receipt. Please download
PDF for future reference.

4.7: Acknowledgement Receipt
Save the acknowledgement receipt by “Export to PDF”

ACENTWLEDGEMENT

L

O PP —

ENCT==0 e

The application has now been submitted to the department. The Acknowledgement no is very important
and for any query for future communication, the acknowledgement no should be referred.
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5. Processing of the application by dept, checking application status and

Output Certificate

Once application is submitted by applicant, the application is landed into corresponding employment
exchange office. The status of the application can be checked by login into RTPS portal and checking
“View Status of Application -> Track application status”.

i |

e —— s m— e b o bt

Output Certificate: Once Registering Officer has delivered the certificate, applicant is notified by
SMS/Email and the certificate will be delivered to his/her email. The output certificate could also be
downloaded from RTPS portal in the “Track application status”.
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Click on the Output Certificate link to download the certificate.

5. Grievance Redressal

Public Grievance Redressal is at the heart of Service Delivery. Public redress of grievances as a
cornerstone of ‘Minimum Governance’ is envisaged as one of the key aspects for New India 2022. The
Department of Administrative Reforms and Public Grievances (DARPG) has developed a framework
called ‘Sevottam’, which essentially means Excellence in Public Service wherein every Government
Department must have a Citizens’ Charter outlining the main services with service standards and
timelines, a Public Grievance Redress Mechanism, and a system with assessment and improvement of
public service delivery standards. The Government of India has established an internet based Centralised
Public Grievances Redress and Monitoring System (CPGRAMS) to facilitate all citizens to lodge
grievances for redressal. Along with alternate dispute redressal mechanism like, lokadalat, jansunwais
and social audit, CPGRAMS can be an effective tool for addressing public grievances in a centralized,
transparent, accountable and efficient manner. CPGRAMS does not cover topics/ subjects like RTI
Matters, Court related / Subjudice matter and Religious matters.

The World Bank financed Assam Citizen-Centric Service Delivery Project (ACCSDP) has put special
emphasis on receiving and responding adequately to key grievances of citizens particularly relevant with
service delivery. A mechanism has been developed in the RTPS Portal wherein the grievances lodged in
the Portal will be forwarded to the concerned Public Grievance Officer of the Service Delivery
Department/Line Department for redressal. The GRM has been integrated with CPGRAMS at the
backend for processing of the grievance smoothly.

The project has supported in establishment of a Call Centre with a Toll Free Helpline No: 1800-345-3574
that would register, collate and forward any reported grievances to the RTPS Portal for further
processing. Ease of use of the channels which will be receiving grievance namely, the departments, field
offices, call centre and the RTPS Portal would be the key drivers of the Grievance Redressal Mechanism
(GRM), so that it can be easily accessed by the people of the state, specially living in remote areas. All
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grievances received through any of the above mechanisms would then be routed to the CPGRAMS
portal for redressal of the grievances within its existing mechanism.

RIGHT TO PUBLIC SERVICES i
A Comprabasave Ci¥iren Platform M

6. Appeal Management

ARTPS Act 2012 and the amendment 2019 mentions that any person, whose application is rejected
under subsection (2) of section 7 or who has not been provided the notified service within the stipulated
time limit, may file an appeal to the Appellate Authority within thirty days from the date of rejection of
application or the expiry of the stipulated time limit. In case the applicant is not satisfied with the verdict
made in 1st Appeal, he can also make a 2nd Appeal. However, the decision of the 2nd Appeal shall be
binding on both the applicant and DPS. 1st Appeal is mainly handled at the Department level with Appel-
late Authority having the powers to make the decision on the appeal. 2nd Appeal is addressed at the
RTPS Commission with the Chairman having all the powers and authority to make the final verdict. As
per the notification vide no. AR.39/2017/149, it has been mentioned that Assam Administrative Tribunal
will exercise the powers and perform the functions of the Assam State Commission for Right to Public
Services. The ARTPS Act also mentions about levying penalty of Rs.250 per day for the number of days of
delay from the stipulated date for the delivery of service/ disposal of grievance to the DPS in case he/
she is found responsible for service delivery delay or rejections.

The manual details out the pre-conditions and the workflow of Appeal as per the provisions of ARTPS
Act, 2012 (as amended in 2019). It also details out the technical flow of the Appeal Management system
developed to handle and maintain the online appeals.

For further information on the grievance system, the following portals can be used.
https://www.rtps.assam.gov.in/
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Thank You.
For any queries, please contact:
ARTPS Helpline Ph. No.: 1800-345-3574

Email: rtps-assam@assam.gov.in
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