Steps to Submit an Application at

Passport Seva Kendra



Glimpse of sequential flow to submit an application at Passport Seva Kendra
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1. BookanappointmentthroughPassporiSevaPortal
2. Visitthe designatedPassporSevakendra(PSKperthe appointmentdate/time, alongwith

allthe requiredoriginaldocumentsand photocopiesApplicant'goresencdas mandatory

About Us - Passport Offices « Citizens' Charter Contact Us - What's New Search...

o Special weekend drive for Passport applications submission is planned. Applicants having valid appointments of future date may also opt to reschedule their appc 43
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Document Required for Fresh Passport

Passport Office Page

Document Required for Re-issue of Passport
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Document Required for PCC and Miscl. services

Mission/Post Page
Document Required for Diplomatic/Official Passport
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Documents required for Background Verification for GEP

Login for Official Users
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Stepl: SecurityCheck




Step2: Preprocessingirea
Collectatokenfrom the TokenlssuanceCounter




Token

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

TOKEN NO. : N 1

—_— J——

Service Area Counter Sequence : A => B == C == EXIT

M 1-2315-09-06 11:02:15.577113-0

Applicant Name : UTSAV

Date of Birth : 01-10-1991

Date & Time - 06-09-2013 11:01 AM

Appointment No. 2 100000131097313

ARN/File No. : BN1073590720113

Service Area : Citizen Service Executive - (A Counters)
Service Required : Re-Issue

Channel : Online

No. of people

Accompanying : ()

Please be alert and watch TV display to know the counter munber on which vour token is called for service.




Step3: Waiting Lounge
Enterthrough the turnstile and wait in the waiting areatill your TokenNumberis displayed
onthe Tokendisplayscreen




LCDDisplay

TokenNumbersare displayedon the Tokendisplayscreenin the mannershownbelow The
CounterNumberwherethe applicantneedsto proceedfor hisprocessingppearaextto the

TokenNumber Whenyour TokenNumberis displayed proceedtowardsthe designatedP SK

Counter¥!. Q
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Step4: Processingone- PSKCounter?! Q

At the designated service counter, Citizen Service Executive(CSE)ill 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 and givento you for verification
andsignature, thiswouldbe scannedanduploadedn the system




After completionof processingat PSKCounter W wait in the waiting loungetill your Token
Numberis displayedon the Tokendisplayscreenfor further processingat designatedP SK
Counter?. Q




Step5: ApplicationVerificationZone- PSKCounter . Q
At the designatedservicecounter, VerificationOfficer (VO)will checkthe originaldocuments
for completenessndcorrectness




After completionof processingat PSKCounterW , wait in the waiting loungetill your Token
Numberis displayedon the token display screenfor further processingat designatedP SK
Counter¥/ Q




Step6: GrantingZone- PSKCounter/ Q
At the designatedservicecounter, GrantingOfficer (GO)takesa decisionon grantingof the
passport




Step7: ExitGate

Collectthe printout of the final statusof yourapplication(Acknowledgemenkt.etter)from the
ExitCounterKeepthis Acknowledgemenietterto trackthe statusof yourapplication




