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1. BookanappointmentthroughPassportSevaPortal http://passportindia.gov.in

2. Visitthe designatedPassportSevaKendra(PSK)per the appointmentdate/time, alongwith
all the requiredoriginaldocumentsandphotocopies.Applicant'spresenceismandatory.



Step1: SecurityCheck



Step2: Pre-processingArea

Collecta token from the TokenIssuanceCounter.



Token:

The token containsa Token Number, which appearsat the top of the token. This Token
Numberisusedfor further sequentialprocessingof applicationat PSK.



Step3: Waiting Lounge

Enterthrough the turnstile and wait in the waiting areatill your TokenNumberis displayed
on the Tokendisplayscreen.



LCDDisplay:

TokenNumbersare displayedon the Tokendisplayscreenin the mannershownbelow. The
CounterNumberwherethe applicantneedsto proceedfor hisprocessingappearsnext to the
TokenNumber. Whenyour TokenNumberis displayed,proceedtowardsthe designatedPSK
CounterΨ!Ω.



Step4: ProcessingZone- PSKCounterΨ!Ω
At the designated service counter, Citizen ServiceExecutive(CSE)will scan and upload
supportingdocumentsinto the PassportSevasystem. The CSEwill click your photograph,
take fingerprints and will collect the applicablepassportservicesfee (if not already paid
online). PersonalParticularsasin the systemwill be printed andgivento you for verification
andsignature,thiswouldbescannedanduploadedin the system.



After completionof processingat PSKCounterΨ!Ω, wait in the waiting loungetill your Token
Number is displayedon the Tokendisplayscreenfor further processingat designatedPSK
CounterΨ.Ω.



Step5: ApplicationVerificationZone- PSKCounterΨ.Ω
At the designatedservicecounter,VerificationOfficer(VO)will checkthe originaldocuments
for completenessandcorrectness.



After completionof processingat PSKCounterΨ.Ω, wait in the waiting loungetill your Token
Number is displayedon the token displayscreenfor further processingat designatedPSK
CounterΨ/Ω.



Step6: GrantingZone- PSKCounterΨ/Ω
At the designatedservicecounter,GrantingOfficer(GO)takesa decisionon grantingof the
passport.



Step7: ExitGate

Collectthe printout of the final statusof yourapplication(AcknowledgementLetter)from the
ExitCounter.KeepthisAcknowledgementLetterto trackthe statusof yourapplication.


