No. RRG.12.2012 1uw ToEn Toame e Lo-TTo

Office Memorandum

Subject: General guidelines regarding the standard procedure to be foliamed fur priveixg ey
relating to issue of Marriage Certificates.
Issuance of Marriage Certificate

An important service which is provided by Marriage Officer of the district i3 10 register ma™ /22 272 %0
issue copy of the Marriage Certificate.

This service can be obtained in the Offices of the Marriage Officer (Deputy Registrar  Sr. Sub-

Registrar/Sub-Registrar who is designated as Marriage Officer).

Eligibility Criteria

An eligible person can apply for registration of a marriage and issue of marriage certificate intended to be
solemnised under Special Marriage Act 1954 or where marriage has already been performed as specified
in this said act.

Procedure

(a) In case of marriage already performed :

Both the parties i.e. the husband and wife will apply in a prescribed format as per Section
|5 of Special Marriage Act, 1954 in triplicate to Marriage Officer with signature of three (3)
other witnesses and deposit necessary fees as applicable. After expiry of thirty days within next
60 days both the partics will appear from the date of application before the Marriage Officer for
Registration of their marriage. If no objection is received within the period of thirty days, the
Marriage Officer, after getting signature of both the Husband and wife along with three (3)
witnesses, the Marriage will be registered and a marriage Certificate will be issued to the
applicant.

(b) In case of intended Marriage :

Persons eligible to enter into marriage (Bride and the Bridegroom) will issue notice of
intended marriage to the Marriage Officer with signature of witnesses in the prescribed form in
triplicate and deposit necessary fees as applicable. After expiry of 30 days from the date of notice,
and within next 60 days both the parties will appear before the Marriage Officer for
Solemnization of their marriage. They will submit a declaration under Section 11 of Special
Marriage Act 1954 before the Marriage Officer with Three (3) witnesses. The Marriage Officer,
after taking declaration from the Bride and Bridegroom will administer an oath by them in
presence of three witnesses issues the Marriage Certificate with signature of both parties along
with three witnesses..

Documents_to be enclosed

For (a) In case of marriage already performed

AN ol

Application in Prescribed Form. (Annexure-1)

Two (2) copies of joint photograph of both husband and wife.
Proof of Residency of both husband and wife and witness.

Age Certificate of hushand and wife.

Proof of marriage already performed or an affidavit in this regard.

For (b) In case of intended Marriage :

SR W

Notice in Standard format. (Annexure-11)

Declaration in standard form at the time of Registration of marriage.(Annexure-11T)
Oath in standard form at the time of Registration of marriage (Annexure-1V)

Two (2) copies of photograph of both Bride and Bridegroom.

Proof of Residency of both Bride and Bridegroom and witness.

Age Certificate of Bride and Bridegroom.

User Charge :- Rs. 200/-
Citizen Charter :- At Appendix-A

Memo No. RRG.12/2012/100-A

Additional Chief Secretary to the Govt. of Assam,

Revenue & D.M. Department.
Dispur, Guwahati — 6.

Dated Dispur the12" April , 2013.

Copy for information and necessary action to :-

1.
2. The Principal Secretary to the Autonomous Council (KAAC, DHAC, BTC).

The Chairman, Assam Board of Revenue, Panbazar, Guwahati — |.



— 0w

All Commissioner of Divisions.

The Director of Land Records & Sunveys etc.. Assam. Rupnagar. Guwahati — 3Z.

The Inspector General of Registration, Assam, Rupnagar, Guwahati — 32.

Deputy Commissioner (All Districts) / Settlement Officers.

The Directot of Land Requisition, Acquisition and Reforms, Assam, Rupnagar, Guwahati — 32.
All Sub-Divisional Officers (Civil).

All Circle Officers.

0. All Sub-Registrars.

i

By order etc.,

[
Deputy SecretaryAo the Govt. of Assam,
Revenue & D.M. Department.
Dispur, Guwahati — 0.



Citizen charter

Notified

Designatio | Stipulated | Designation Time Designation  Time hmit

Public n of the time limit of the limit for of for be encizsed
Service designated | for | Appellate disposal Reviewing disposal by along with tne

public providing \ Authority } by the  Authority the Application

servant the lg | Appellate ‘ Reviewing  for issuance

service. (in | Authority | Authority  of Marriage

days) \ | Certificate.

Marriage | Deputy Within 90( | District 30 (Thirty | Inspector of 30(Thirty) | As mentioned
Certificat | Registrar / Ninety) Registrar days). General days. below.**
e Sr. Sub- days of (Deputy Registration.

Registrar / submission | Commission

Sub- of er of the

Registrar application concerned
designated district)

as Marriage

Officer

**For (a) In case of marriag; already performed
1. Application in the prescribed form (Annexure-T)

2. Two (2) copies of photogrdph of both the parties of both husband and wife.
3. Proof of Residency of both husband and wife and witness.

4. Age Certificate of husband and wife.

For (b) In case of intended Marriage :

1. Notice in Standard format. (Annexure-11)

7. Declaration in standard format.(Annexure-IIT)

3. Qath in standard format.(Annexure-1V)

4. Two (2) copies of photograph of both Bride and Bridegroom.

5 Proof of Residency of both Bride and Bridegroom and witness.

6. Age Certificate of Bride and Bridegroom.

Eligibility Criteria
An eligible person can apply for registration of a marriage and issue of marriage certificate intended to be
solemnised under Special Marriage Act 1954 or where marriage has already been performed as specified

in this said act.




APPLICATION FOR REGISTRATION OF MARRIAGE INDER ST 7 8 7 7 amm e BRI -

Application for registration 9 a marriage, ceiebrated in 2iner 12

(Form should be filled up in Block Letter)

To : The Marriage Officer......... Assam.

We hereby apply for registration of our marriage. under the Special Marn

(1) Name of parties: (1} Srioco (Husband)

(ii) Smti
(2) Date of Birth : (i) Husband 1= (1) W€ 2= oo

(3) Permanent Address :-

(ii) Wife: D/O
P oS DSt

(4) Present Address: Vill...

P S DHSICE ottt
(5) Relationship if any of partics before marriage:-
(6) A ceremony of marriage was performed between R 5 TSSOSOV PO PO UOTROUPPPSPI O and SMtio..oo
O Al and we declare that we have

been living together as husband and wife ever since the above date. We hereby declare that —

(i) Neither of us more than one spouse living on the date mentioned in this application.
(i) Neither of us. is an idiot or lunatic.

(iii) Both of us have completed the age of twenty onc years on the date of this application.
(iv) We are not within the degree of prohibited relationship.

(v) We have been residing within the jurisdiction of marriage OFfICET v at our present address
cited at clause 4 above. for a period not less than thirty days immediately processing the date of this application.

We hereby declare that all the above particulars are true to the best of our knowledge and belief.

Station @ (1)

Date o Signature

Notice: Objection to the marriage. if any. may file within NO. oot AN
30(thirty) days from the date of issue of this notice. Copy to the Marriage Officer, -
U/S 16 of the Special Marriage Act, 1954, for javour of
Marriage Officer. his information and necessary action.
Marriage Officer,. ... s

(Assam).




ANNEXURE-II

(see section 5)
NOTICE OF INTENDED MARRIAGE

Notice - objection, if any, to the marriage, may filed
within 30(thirty) days from the date of issue of this

104

- notice.
1o e Moy Ohcer for the ...District, Assam.
W by v yont { 4 marriage under the Special Marriage Act,
ot b ised between us within three Calendar months Marriage Officer......c.oooomrees
threol -
Condition Occupation Age Present Dwelling Place Permanent dwelling place if present dwelling Length of
(Years) S -~ place is not permanent residence at the
present dwelling
. ﬂm_mnm

HRIDE GROON Unmarried Vill- Vill-
I Widower |l e

Divorcee
SO

o Unmarried

BRI

Widow
Divorcee

D)) e

Withiess our hands this.

Signature of Bridegroom

MemoNO....cc oo e e o Dated ...
Copy forwarded to the Marriage Offfcer, ... coooovvcen e
. U/S 6(3) of the Special Marriage Act. 1954.

|
|

Marriage OFficer. ....ooooovmiemmeeeneseree




Schedule —I1I
(See section 11 of Special Marriage A ==
DECLARATION TO BE MADE BY THE BRIDEGRUOUN
| B TP SO Of o
OF e P S District
............................................. do hereby declare as follows:
1. Tam at present time Unmarried / Widower/ Divorcee.
2. Thave completed............oooiii years of age.
3. Tamnotrelated to Srimati ... e within the degrees of
prohibited relationship
4. Tam aware that if any statement in this declaration is false and if in making such statement, |
cither know or believe it to be false or do not believe it to be true, T am liable to imprisonment and
also to fine.
Signature of the Bridegroom
DECLARATION TO BE MADE BY THE BRIDE
I, SEMati co Daughter Of........oiiiie
OF PS. DHSEEICE. + . e e et eee e ee e
.............. do hereby declare as follows:
1. Tam at present time Unmarried / Widow/ Divorcee.
2. Thave completed.. ..o years of age.
3. Tamnotrelated t0 STl ..ot within the degrees of
prohibited relationship
4. 1am aware that if any statement in this declaration is false and if in making such statement, I
either know or believe it to be false or do not believe it to be true, [ am liable to imprisonment and
also to fine.
Signature of the Bride
Signed in our presence by the above named ) ¢ PV T U TSP P P PPPR PR and
SEIMAL L.oee e PN T PP PP

So far as we are aware there is no impediment to marriage.

Witnesses (Full name and address)

Countersigned
Marriage Officer



No. RRG.12/2012/123 Dated Dispurine ©I17 Armilll

Office Memorandum

Subject : General guidelines regarding the standard procedure to be followed for providing
service of Issuance of Non Encumbrance Certificate

Issuance of Non Encumbrance Certificate

An important service which is provided by Deputy Registrar / Sr. Sub-Registrar/Sub-
Registrar is to issue certificate with respect to an immovable property mentioning whether that
property is encumbered or not.

This service can be obtained in the Offices of the Deputy Registrar / Sr. Sub-
Registrar/Sub-Registrar
Eligibility Criteria

Any eligible person who has interest over the immovable property can apply for non-
encumbrance Certificate.

Procedure

The Applicant can apply in specified format with necessary fee as admissible as per
Registration Manual before Deputy Registrar / Sr. Sub-Registrar/Sub-Registrar and the said
Officer endorse the petition to the assistant concerned and he will inspect all the documents and
submit his findings to Deputy Registrar / Sr. Sub-Registrar/Sub-Registrar. Accordingly the
concerned Officer will issue the Certificate.

Documents to be annexed with application.

1. The applicant must furnish the complete details of the land for which non-
encumbrance Certificate is required in the prescribed format and pay necessary fees
as applicable for-the service.

2. Photocopy of land record/deed of immovable property.

Standard Application Forn :- As per Annexure [
Citizen Charter :- As per Annexure I
User Charge :- Rs. 20/- in addition of searching fees

d / —

Additional Chief Secretary to the Govt. ol Assam,
Revenue & D.M. Department.
Dispur, Guwahati — 6.

Memo No. RRG.12/2012/ 123 -A Dated Dispur the 12" April 2013.

Copy for information and necessary action to :-

The Chairman. Assain Board of Revenue, Panbazar, Guwahati —01.

The Principal Secretary to the Autonomous Council (KAAC, DHAC. BTC).

All Commissioner of Divisions.

The Director of Land Records & Surveys etc., Assam, Rupnagar, Guwahati — 32
The Inspector General of Registration, Assam, Rupnagar. Guwahati - 32.
Deputy Commissioner (All Districts) / Settlement Officers.

Sl el



= 0 %0 3

The Director of Land Requisition. Acguisizin 2n2

All Sub-Divisional Officers (Civily
All Circle Officers.

. All Sub-Registrars.

By opder etc..

/
Deputy Secretaryt the Govt. of Assam,
Revenue & D.M. Department,
Dispur, Guwahati — 6.



Citizen charter

Time Documents Use ¢

Notified | Designat- . Stipulated | Designatio \ Time Designati
public | ion of the time limit | nofthe \imit for | onof | limit for to be . Charx
Service designated for Appeliate disposal Reviewin disposal enclosed
public providing Authority by the g by the along with
servant the Appeliate Authorit Reviewi the
service. Authority y ng Application
(in days) Authorit | for issuancc
y of Non
encumbran
ce
Certificate. |
Non Deputy District Inspector Thirty Along with Rs. 20.- in
Encumb Registrar / Registrar General days petition in additio of
rance St. Sub- of prescribed searching
Certific | Registrar / Registrati format fees.
ate Sub/Regist on. authenticate
rar) d
copy/photoc
opy of land
record/Deed
of the
immovable
moutie | _|

Eligibility Criteria

Any eligible person who has interest OVer the immovable property can apply for non-

encumbrance C ertificate.
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INSPECTION FORM

Date of Application

1

Name of Applicant 2

Year of Inspection 3

Relation of the petitioner with 4

the deed

Description of land. village. 5

Mouza, Patta No., Dag No.

Nature of Deed 6
»ﬁame of the office where 7

Registered

Fee deposited 8

Remarks 9

L

Sub Registrar,

Guwabhati

Signature of Applicant
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No. RRG.12/2012/107 Tiez Doinoms 10 im L

Office Memorandum

Subject: General guidelines regarding the standard procedure to be followed for providing servic for
Issuance of Authenticated copy (certified copy) of registered document.

Issuance of Authenticated copy (certified copy) of registered document:

An important service which is provided by Deputy Registrar / Sr. Sub-Registrar/Sub-Registrai is to

issue of authenticated copy (Certified Copy) of registered document.
This service can be obtained in the Offices of the Deputy Registrar / Sr. Sub-Registrar Sub-

Registrar. »
Eligibility Criteria

Any eligible person who has interest over the registered document can apply for authenticated copy
(Certified Copy) of registered document as per provision of Registration Act 1908.
Procedure

The Applicant can apply in the specified format with necessary fees as applicable before Registering
Officer and the said Officer endorse the petition to the assistant concerned and after receiving necessary fues
he will make a copy of the document and after authentication submit to the Registering officer for his
signature. Accordingly the concerned Officer will issue the copy after satistying himself that the applicant is
eligible to obtain a copy and that the copy being provided is true and authentic to the best of his knowledpe
and belief.

Documents to be annexed with application

The applicant must furnish the complete details of the document for which authenticated copy
(Certified Copy) is required in the prescribed format and pay necessary fees for the service.
User Charge :- Rs. 500/- for GMC area. Rs. 250/- for Urban area other than GMC area and Rs. 100/~ for
Rural area in addition of searching fees.

Standard Application Form :- At Annexure [

Citizen Charter :- At Annexure Il ﬁﬂ -

Additional Chief Secretary to the Govt. of As<ar.
Revenue & D.M. Department.
Dispur, Guwahati — 6.
Memo No. RRG.12/2012/107-A ; Dated Dispur the 12" April 2013,

Copy for information and necessary action to :-

1. The Chairman, Assam Board of Revenue, Panbazar, Guwahati — 1.

2. The Principal Secretary to the Autonomous Council (KAAC, DHAC, BTC).

3. All Commissioner of Divisions.

4. The Director of Land Records & Surveys etc., Assam, Rupnagar, Guwahati - 32.

5. The Inspector General of Registration, Assam, Rupnagar, Guwahati — 32.

6. Deputy Commissioner (All Districts) / Settlement Officers.

7. The Director of Land Requisition, Acquisition and Reforms, Assam, Rupnagar. Guwahati — 32.
8. All Sub-Divisional Ofticers (Civil).

9. All Circle Officers.

10. All Sub-Registrars. ‘ By order etc.,

Lo
Deputy Secrefm‘}’\ﬁ) the Govt. of Assam.
Revenue & D.M. Department.
Dispur, Guwahati —- 6



Citizen charter

ANNENTURE-T

st Notified Designat- Stipulated Designation Time Designation Time Documents to be
No. Public jon of the | time limit for of the limit for | of Reviewing | limit for enclosed along
Service designated providing Appeliate disposal Authority disposal with the
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Authorit Authority Registered
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copy of Registrar / days Registrar days General of | days prescribed format
any Sr. Sub- (Deputy Registration necessary fees as
registered | Registrar/ Commissio per Registration
document Sub- ner) Manual
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admissible
under the
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Eligibility Criteria

Any eligible person who has interest over the registered document can apply

(Certified Copy) of registered document as per provision of Registration Act 1908.
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APPLICATION FOR COPY SEARCH

To,
*
1 | Date of application
2 | Name and address of the apglicant
- .
Name of the parties of the concerned
Document.
4 | Description of Document '/ Land " Marriage " F
5 | Name of the Registering Office where deed was o
registered.
6 | Relation of petitioner with the subject matter. S
7. | No. of Deed and Year
8 | Nature of requirement (e.g. ordinary/urgent) "
9 | Fee Deposited.
10 | Remarks.
Note:-
*  Deputy Registrar,/ Sr. Sub-Registrar,/ Sub-Registrar,/ Marriage Officer, as the case may be.
[.. Sl.No./Document No./ Book No./ Year of Registration etc.
. Mouza, / Revenue Village,/ Patta No./ Dag No./ Area of Land etc.
Il Marriage Certificate No. Year etc.
{V. Urgent requirement is subject to staff position/ how old the document is/ length of period.

Date:...oivenes e Signature of applicant




No.RRG.iZ2 202110 Taves Togm-o: 10oiTm L

Office Memorandum

Subject : General guidelines regarding the standard procedure to be followed for providing

service for registration of documents

Registration of documents

An important service which is provided. by Registration Officer (Deputy Registrar / Sr.
Sub-Registrar/ Sub-Registrar) is to register document which are required to be registered under

Registration Act, 1908.

This service can be obtained in the Offices of the Deputy Registrar/ Sr. Sub-
Registrar/Sub-Registrar.
Eligibility Criteria

Any eligible person can present documents for Registration as per provision of
Registration Act, 1908.
Procedure

The Applicant can produce the document before Registration Officer or his staff after
writing the document in physical stamp paper of proper denomination or submit with e-stamp
certificate as applicable, as per Registration Act, 1908 and Indian Stamp Act, 1899 (as amended)
with necessary fees as per Act and Registration Manual and the said Officer will endorse the
document to the assistant concerned who will check all the documents and submit his findings to
Registration Officer putting necessary seal etc. Accordingly, the concerned Officer will register
the documents as per provision of the Registration Act, 1908 after fulfilment of all required
formalities as per Manual and above mentioned Acts and take photograph and biometric
impression of all concerned.

Documents to be annexed

1. In case of registration of transfer of immovable property, No Objection Certificate
from concerned Deputy Commissioners and Municipal Authority.
2. Registration fees / other fees as applicable.
3. Documents required as per provision of Registration Act, 1908, Special Marriage Act.
1954 and as per provision of other relevant Acts/rules/instructions.
Standard Application Form :- As per Annexure |
Citizen Charter - As per Annexure [I

User Charge :- No user charge. Stamp duty and Registration Fees to be paid as per admissible
rate.
i
<

Additional Chief Secretary to the Govt. of Assam,
Revenue & D.M. Department.
Dispur, Guwahati — 6.



112

Memo No. RRG.12/2012/111-A Dated Dispur the 12t April ,2013.
Copy for information and necessary action to :-
1. The Chairman, Assam Board of Revenue, Panbazar, Guwahati — 1.

2. The Principal Secretary to the Autonomous Council (KAAC, DHAC. BTC).

3. All Commissioner of Divisions.

4. The Director of Land Records & Surveys etc., Assam, Rupnagar, Guwahati — 32.

5. The Inspector General of Registration, Assam, Rupnagar, Guwahati — 32.

6. Deputy Commissioner (All Districts) / Settlement Officers.

7. The Director of Land Requisition, Acquisition and Reforms, Assam, Rupnagar, Guwahati — 32.
8. All Sub-Divisional Officers (Civil).
9. All Circle Officers.
1

0. All Sub-Registrars.
By D&der ete.,

s
/o
"
Deputy Secretary to’the Govt. of Assam,

Revenue & D.M. Department,
Dispur, Guwahati — 6



ANNEXURE-II

Citizen charter

Sl Notified Designatio | Stipulated Time Time Documents to U crs

Designatio Designati

No. Public n of the time limit n of the limit for on of limit for be enclosed Cl arge
Service designated for Appellate | disposal | Reviewin disposal | along with the
public providing Authority by the g by the Application for
servant the Appellate | Authorit | Reviewi issuance of Non
service. Authority v ng encumbrance
(in days) Authorit Certificate.

St ﬁ)p
duty and

District
Registrar

Registratio
n of
documents
required to
be
registered
as per law.

Deputy
Registrar /
Sr. Sub-
Registrar /
Sub-
Registrar
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General
of
Registrati
on.

1. In case of
registration o
of transfer of :ﬁ:g]l“
immovable per
property. No | adn:issib
Objection le rate.
Certificate
from
concerned
Deputy
Commissione
rs and
Municipal
Authority.

2. |
Registration
fees / other

fees as
applicable.
3. Documents
required as
per provision
of
Registration
Act, 1908,
Special
Marriage
Act, 1954
and as per
provision of
other relevant
Acts.

Eligibility Criteria
Any eligible person can present documents for Registration as per provision of

Registration Act, 1908.
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GOVERNMENT OF ASSAM.
REVENUE AND DISASTER VANAGEMENT DEPARTMENT.
ASSAM SECRETARIAT. DISPUR. GUWAHATI-6.

No. RRG.12/2012/128 Dated Dispur. the 127 April 2013,

Office Memorandum

A s —

Subject : General guidelines regarding the standard procedure to be followed for providing service

for Issuance of Certified copy of Mutation (Registration) Order/Miscellaneous Case Order.

Issuance of Certified copy of Mutation (Registration) Order/Miscellaneous Case Order.

An important service which is provided by Circle Officer/ Asstt. Settlement Officer is to issue
copy of Mutation (Registration) Order/Miscellaneous Case Order.

This service can be obtained in the Offices of the Circle Officer and Asstt. Settlement Officer
where Settlement operation is going on.
Eligibility Criteria
Any one in whose name a mutation is granted or rejected or any person affected by such mutation order
or any person affected by any miscellaneous case order by Circle Office/ Astt. Settlement Officer can
apply for issuance of copy of Mutation (Registration) Order/Miscellancous Case Order.

Procedure

The Applicant can apply in standard format affixing court fee stamp etc. as mentioned below
before the Circle Officer/ Asstt. Settlement Officer of the concerned circle and he will endorse the same
to concerned Assistant/ Copyist. The Assistant /Copyist after copying/taking printout from the computer
will send it to the concerned Lot Mandal/Supervising Kanungo for validation and finally Circle Officer/
Asstt. Settlement Officer will put his signature for its delivery to the applicant.

Documents to be enclosed with application

The applicant must furnish the complete details of the case no. and name of parties for which
copy of Mutation (Registration) Order/Miscellaneous Case Order is sought.
User Charge :- Rs. 20/- per page.
Standard Application Form :- At Annexure |
Citizen Charter :- At Annexure [l <d I -

Additional Chief Secretary to the Govt. of Assam.
Revenue & D.M. Department,
Dispur, Guwabhati — 6.
Memo No. RRG.12/2012/128 -A Dated Dispur the 12" April ,2013.

Copy for information and necessary action to -

1. The Chairman, Assam Board of Revenue, Panbazar, Guwabhati— 1.
2. The Principal Secretary to the Autonomous Council (KAAC, DHAC, BTC).
1. All Commissioner of Divisions.
4. The Director of Land Records & Surveys etc., Assam, Rupnagar, Guwahati — 32.
5. The Inspector General of Registration, Assam, Rupnagar, Guwahati — 32.
6. Deputy Commissioner (All Districts) / Settlement Officers.
7. The Director of Land Requisition, Acquisition and Reforms, Assam, Rupnagar, Guwahati — 32.
8. All Sub-Divisional Officers (Civil).
9. All Circle Officers.
10. All Sub-Registrars. \
By i}rder etc.,
\
V!
Deputy Secretary to the Govt. of Assam,
Revenue & D.M. Department.
Dispur, Guwahati — 06.



Citizen charter

ANNENTL Rz-00

St Notified Designat-  Stipulated  Designano Time Designaus T.=¢ Dowomensinom=
No. Public ion of the time limit n of the limit nof hmit for encilsed aiing
Service designated for Appellate for Reviewing  dispasal with the
public providing Authority  disposa Authority by the Appheatian for
servant the service. | by the Reviewi issuance of
(in days) Appella ng Certified copy of
te Authorit Mutation
Authori v (Registration)
ty i Order/Miscellan
| eous case order.
1. Certified Circle 5(Five) days | Additional 30 Deputy 30 Petition in
copy of Officer / ifno Deputy (Thirty | Commissio (Thirty standard format / |
Mutation Circle objection Commissio days) ner days) format with
(Registrati Officer from any ner. required court fee
on) / Misc. | (Attached)/ person is or
Case Order | Sr. Asstt. itled. Settlement
Settlement Officer
Officer / (wherever
Asstt. applicable)
Settlement
Officer
(whenever
L applicable)

Eligibility Criteria

Any one in whose name a mutation is granted or rejected or any person affected by such mutation order

or any person affecting from any

miscellaneous case order by Circle Office/ Astt. Settlement Officer

can apply for issuance of copy of Mutation (Registration) Order/Miscellaneous Case Order.

i
I
{
|

——
Rs.20/-
per
page




APPLICATION FOR CERTIFIED COPY OF MUTATION ORDER PARTITION MISC
CASE ORDER ETC.

Name of Applicant

Father’s/Husband’s Name of the Applicant

Address of the Applicant

No. of Mutation Case/Misc. Case etc.

Details of land (Name of Circle, Mouza,

Village, Patta No.,.Dag No.)

Signature of the Applicant
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GOVERNMENT OF ASSAM.
REVENUE AND DISASTER MANAGEMENT DEPARTMENT.
ASSAM SECRETARIAT. DISPUR. GUMW AHATI-0.

No. RRG.12/2012/119 Daec Dosporime 20 Apn 100G

Office Memorandum

Subject : General guidelines regarding the standard procedure to be followed for providing service
for Issuance of Certified copy of Jamabandi or Record of Rights / Chitha from Circle Office.

Issuance of Certified copy of Jamabandi or Record of Rights / Chitha from Circle Office.

An important service which is provided by the Revenue and Disaster Management Department is
Issue of copy of Jamabandi or Pattadar’s Record-of-Rights.

This service can be obtained in the Offices of the Circle Officers and Asstt. Settlement Officers
where Settiement operation is going on.
Eligibility Criteria

A pattadar or his/her legal heir or attorney holder or anyone having interest over the land can

apply for issuance of Certified copy of Jamabandi/Chitha.

Procedural steps for issuance_of Certified copy of Jamaband/Chithai.

The Applicant has to apply in Standard application format affixing required court fee stamp
before the Circle Officer/ Asstt. Settlement Officer of the concerned circle and he will endorsc the same
to concerned Assistant/ Copyist and Lot Mandal. The Assistant /Copyist after copying/taking Printout
from the computer will send it to Lot Mandal/Supervising Kanungo for validation and finally Circle
Officer/Asstt. Settlement Officers will put his signature for its delivery to the applicant.

Documents to be annexed with application.

I. The applicant must furnish the complete details of the land for which copy of Jamabandi is
sought by him/her such as Patta No. Dag No. and name of the Revenue village and Mauza where
the land is situated in the prescribed format.

2. He must furnish an up-to-date Land Revenue receipt/ Land Revenue clearance receipt in respect
of the land applied for.

This notification does not bar issuance of copy of Sadar Jamabandi from the office of the Deputy
Commissioner.

Standard Application Form:- As per Annexure — |

User Charge :— Rs.20/- for first page and Rs. 10/- for subsequent pages.
Citizen Charter :-As per Annexure-11 .
Citizen Charter :-As p 2d /,.

Additional Chief Secretary to the Govt. of Assam.
Revenue & D.M. Department.
Dispur, Guwahati - 6.
Memo No. RRG.12/2012/119 -A - Dated Dispur the 12" April .2013.

Copy for information and necessary action to :-

The Chairman, Assam Board of Revenue, Panbazar, Guwahati — 01.

The Principal Secretary to the Autonomous Council (KAAC, DHAC, BTC).

All Commissioners of Divisions.

The Director of Land Records & Surveys etc., Assam, Rupnagar, Guwahati — 32.

The Inspector General of Registration, Assam, Rupnagar, Guwahati — 32.

Deputy Commissioner'(All Districts) / Settlement Officers.

The Director of Land Requisition, Acquisition and Reforms, Assam, Rupnagar, Guwahati — 32.
All Sub-Divisional Officers (Civil).

All Circle Officers. |

By d‘xjer etc.,

Y
Deputy Secretary {o ble Govt. of Assam,
Revenue & D.M. Department,
Dispur, Guwahati - 6.

Rl Aol b e



Citizen charter
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i pubtic providing Authority disposa by the alomg witr
servant the service. I by the Review) the
(in days) Appell ng Applicana
ate Authorit n for
Author N issuance of
ity Certified
copy of
Jamabandi
1. Certified Circle 3 (Five) Settlement 30 Deputy 30 Along with | Rs.20/- for
copy of Ofticer / days Officer ¢ (Thirty) | Commissioner | (Thirty) standard first page
Jamabandi Circle i Wherever days days format and Rs.
/ Chitha Officer ! applicable) petition | 0/- for
(Attached). with subsequent
AsstL. required pages
Settlement court fee.
Officer
(wherever
applicable)
L

Eligibility Criteria

A pattadar or his/her legal heir or attorney holder or anyone having interest over the land can

apply for issuance of Certified copy of Jamabandi/Chitha.



APPLICATION FORM FOR COPY OF JAMABANDI/CHITHA

[

- Name of the Applicant.

2. Father’s/ Husband’s Name of the Applicant.

- Full address of the Applicant.

121

- Details of the land { Name of Circle, Village,

Patta No., Dag No. etc.)

- Is the Applicant a pattadar or legal heir of
Pattadar.

—

-If not, how petitioner’s interest is related

with the land.

Signature of the Applicant
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GOVERNMENT OF ASSAM.
REVENUE AND DISASTER MANAGEMENT DEPARTMENT.
ASSAM SECRETARIAT. DISPUR. GUWAHATI-¢c.
No. RRG.12/2012/114 Dated Dispur. the 12 April . 2013.

Office Memorandum

Subject : General guidelines regarding the standard procedure to be followed for providing
service relating to perfect partition.
Perfect Partition (In case of no objection from Co-pattadars).

Section 96 of the Assam Land and Revenue Regulation, 1886 defines Perfect Partition.
Perfect Partition means the division of a revenue paying estate into two or more such estates,
each separately liable for the revenue assessed thereon. Rule 214 of Assam Land Records
Manual denotes the undisputed cases of Partition.
Eligibility Criteria l

As per Section 97 of the Assam Land and Revenue Regulation, 1886.

Every recorded proprietor of a permanently-settled estate and every recorded land holder
of a temporarily-settled estate may, if he/she is in actual possession of the land. in respect of

which he/she desires partition, claim perfect partition of the estate.

Procedural steps for obtaining of Office Partition.

1. The application shall have to be submitted in prescribed format specifying the arca of the
estate, the applicants interest therein and the names of other proprietors or land holders
along with other documents such as Land Revenue Receipt and affidavit etc. to the Circle
Officer of the concerned Revenue Circle.

2. On receipt of the Application, the Circle Officer will initiate a Partition Case and obtain a
report from the concorned Lot Mandal and SK about the land status viz. its location, the
name of the present Pattadars and possession etc.

3. Notices will be issued to the pattadar/co-pattadars inviting objection, if any. and to appear
for hearing in the above Partition Case as per section 99(I) of the Assam Land & Revenue
Regulation Act, 1886 and submit objection to the above partition. Where for any reason.
notice cannot be personally served on any proprietor or land holder. the proclamation
should be deemed sufficient notice under this section 99(2). If no objection to the above
partition is submitted within the stipulated period, then the Circle Officer will proceed to
pass the partition order after the expiry of the above period. If on the other hand,
objection has been filed with regard to the above partition, he will hear the parties
concerned and pass necessary orders either passing partition orders or rejecting the
application for partition. In either case he should pass speaking orders stating clearly why
he has passed the partition orders or rejected the application for partition.

4. After passing partition orders, the land records staff will make necessary correction in the
Jamabandi or recordof right, Chitha and map to enter the name of the person in whose
name the partition is granted and the copy of new patta should be sent to Deputy

Commissioner for his signature. (Time required for signature of Deputy Commissioner in
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the Citizen Charter)

Documents to be annexed with application:-

1.

The applicant must furnish the complete details of the land for which Perfect partition is
sought by him/her such as Patta No. Dag No. and name of the Revenue village and
Mouza.
He must furnish an up-to-date Land Revenue receipt/ Land Revenue clearance receipt in

respect of the land applied for.

Standard Application Form : - As per Annexure — I

User Charge :- Rs.2000/- (in Guwahati Municipal Corporation area) ; Rs.100/- (in rural areas) :

Rs.1000/- (In Urban areas)

Citizen Charter :- As per Annexure-I[

Memo No. RRG.12/2012/114-A

Sl

Additional Chief Secretary to the Govt. of Assam,
Revenue & D.M. Department,
Dispur, Guwahati—6.

Dated Dispur, the 12" April,2013.

Copy for information and necessary action to :-

1
2
3
4
5.
6.
.
8
9
1

The Chairman, Assam Board of Revenue, Panbazar, Guwahati —01.

The Principal Secretary to the Autonomous Council (KAAC, DHAC, BTC).

All Commissioner of Divisions.

The Director of Land Records & Surveys etc, Assam, Rupnagar, Guwahati — 32.

The Inspector General of Registration, Assam, Rupnagar, Guwahati — 32.

Deputy Commissioner (All Districts) / Settlement Officers.

The Director of Land Requisition, Acquisition and Reforms. Assam. Rupnagar. (ihv -
All Sub-Divisional Officers (Civil).

All Circle Officers.

32

0. All Sub-Registrars.

By ‘order etc,

/‘v/:\ ’.'\\ e
Deputy Secretary to the Govt. of Assam,
Revenue & D.M. Department,
Dispur, Guwahati—6.



As per Section 97 of the Assam Land and Revenue Regulation, 1886.

Every recorded proprietor of a permanently-settled estat

of a temporarily-settled ¢

which he/she desires partition, claim perfect partition of the estate.
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ANNEXURE-1I
Citizen Charter :
Notified | Designati | Stipulate Designati Time Designa?1 Time limit | Documents “tsers
Public on of the d time on of the limit for on of for to be C harge
Service designate | limit for | Appellate disposal | Reviewin disposal by enclosed
d public | providing Authority by the g the along with
servant the Appellate | Authority Reviewing the
service. Authority Authority Application
(in days) for office
mutation |
Perfect Circle Total Addl. 30 Commissi 30 1. Photocopy | 2000/-
partition Officer / | 90(Ninety Deputy (Thirty) oner of (Thirty) the original m )
in case of Circle ) days, if | Commissi days Division days patta/ ' r‘u w:ah_aul
~funicipa
o Officer no. oner Jamabandi . ‘orpnr;i
objection | (Attached) objection | nominated X R
where the onarca) @
from Co- from any | by Deputy e
pattadars. person is | Commissi app ‘Lfﬂm(s s 100/-
filed oner . name 15 tn - rural
during the recorded as crens):
proceedin pattadar.
c. 5. 1000/-
2. An (In Urban
(20 affidavit frea)
(twenty) stating that
days for d licant
M/ ‘1e. applican
10(ten) is in absolute
days for possession of
SK’s the quantum
report and of land
Tiseven) applying and
days for is/he
his/her
Process ific sl
Servers specific share
report) over the plot
of land.
3. Up to date
Land
Revenue
paying
receipt/
Clearance
certificate.
I \________l———L'__J___ —_——
Eligibility Criteria

e and every recorded land holder

state may, if he/she is in actual possession of the land, in respect of
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APPLICATION FOR PARTITION

Name of the
Applicant, Father’s
Name and
residential address.

118

Particulars of the | Extent of interest or | Name of the other | Date of application Partition whether Remarks Applicant’s

land to be share of the shareholders in the perfect or imperfect declaration and

partitioned applicant in the land with their Signature
viz.village, Mouza, land. respective shares.
Patta No., Dag No.,

Class and land
revenue.
2 3 4 5 6 7 8




GOVERNWENT 17 23y2v
REVENUE AND DISASTER
ASSAM SECRETARIAT.

No. RRG.12/2012/132 Datec Discomime 2oaor Ik

Office Memorandum

Subject : General guidelines regarding the standard procedure to be followed for providing Office
Mutation by Revenue Circle Officers.
Office Mutation

Section 50 of the Assam Land and Revenue Regulation, 1886 lays down that any proprietor or
land holder succeeding to any estate whether by transfer or inheritance and obtaining possession of the
same, and every joint proprietor or joint fand holder assuming charge of a estate or every person assuming
charge of any estate of a proprietor or land holder or of any share therein as manager and every mortgagee
obtaining possession of any estate of a proprietor or land holder or of any share therein shall within six
months from the date of his taking possession or assumption of charge apply to the Deputy
Commissioner of the district on the General Registers of which the estate is borne for registration of his
name as such land-holder, proprietor, manager or mortgagee and of the nature and extend of the interest
in respect of which the applivation is made. This form of Registration is more commonly known as
Mutation as it is concerned with alteration or correction of the land records by replacing the name of the
proprietor, land holder with the name of the person succeeding to the estate.

The power for passing Mutation orders has been conferred to the Deputy Commissioners under
the ALRR 1886. At present this power has been delegated to the Circle Officers and Asstt. Settlement
Officer of the State.

There are two types of mutations, namely office mutation and field mutation. The field mutation
is a suo moto and should be carried out in the field by the Circle Officers during field tours and by
organizing Rajah Adalats (Revenue Courts) where large numbers are mutations are passed in the presence
of the public. The other type of mutation is called office mutation. This type of mutation is carried out in
the office of the Circle Officer.

This Office Memorandum deals only with the process of office mutation as per the provisions of
Assam Land and Revenue Regulation 1886 (If no objection received from any corner).

Eligibility Criteria

Any proprietor or land holder succeeding to any estate whether by transfer or inheritance and
obtaining possession of the same, and every joint proprietor or joint land holder assuming charge of a
estate or every person assuming charge of any estate of a proprietor or land holder or of any share therein
as manager and every mortgagee obtaining possession of any estate of a proprietor or land holder or of
any share therein shall within six months from the date of his taking possession or assumption of charge
apply to the Deputy Commissioner of the district on the General Registers of which the estate is borne
for registration of his name as such land-holder, proprietor, manager or mortgagee and of the nature and
extend of the interest in respect of which the application is made.

Procedural steps for obtaining of Office Mutation.

1. The application shall have to submitted in prescribed format along with other documents such as
Land Revenue Receipt and affidavit etc. to the concerned Circle Ofticer of the Revenue Circle.

2. On receipt of the Application, the Circle Officer will initiate a Mutation Case and obtain a Report
from the concerned Lot Mandal and Superving Kanungo (SK) about the land status viz. its

location, the name of the present Pattadars and possession etc.



Notices will be issued to the pamadar co-patiadars nhv.ir 2.0t T EThoaTIonnoiTrIe:
hearing in the above Mutation Case and submit objection to the above mutation. 17 nd opjesiicn &
the above mutation is submitted within a period of thirty days from the date of receipt of the
notice, then the Circle Officer will proceed to pass the mutation order after the expiry of the
above period. If on the other hand, objection has been filed with regard to the above mutation.
he/she will hear the parties concerned and pass necessary orders either passing mutation orders o1
rejecting the application for mutation. In either case he/she should pass speaking orders stating
clearly why he/she has passed the mutation orders or rejected the application for mutation. He/she
should see the original or the certified copy of the deed of transfer. The proceeding under section
53 and 54 is a proceeding of judicial nature and the provision of CPC shall follow. The provisions
of CPC relating to trial of suits, the evidence and examination of witnesses and production of
documents shall apply to the proceedings of mutation.

Time period for presenting the cases at different level: Assistant. 2 days, LMs report is 15 days,
for SK’s report is 5 days and 7 days for Jarikarok’s report.

After passing mutation orders, the land records staff will make necessary correction in the
Jamabandi or record of right to enter the name of the person in whose name the mutation is

granted.

Documents to be annexed with application.

A. In case Mutation (Registration) is sought on the basis of transfer of land by way of purchase. gift,
Mortgage or in heritance zlong with the specified form with required court fee :-

Photocopy of Original Registered Deed / certified copy of the deed of transfer.

Photocopy of up to date land revenue receipt / land revenue clearance receipt of the land for
which the mutation (Registration) is sought.

A declaration stating that the Applicant does not possess land in excess of the limit laid down
under the Assam Fixation of Ceiling on Land Holding Act, 1956.

B. If Mutation (Registration) is sought by way of inheritance.

I
2.

a)
b)
<)

3.

Proof of death of the deceased Pattadar in whose place Mutation (Registration) is sought.

An Affidavit swearing that

the Applicant / Applicants is / are the son / daughter / wife / legal heirs of the deceased pattadar.
the Applicant / Applicants have not transferred the property to any one earlier nor mortgaged

nor created any charge over the property to be mutated.

the person to whom the Applicants applied as successor had not transferred the properny during
his / her life time.

Copy of NOC obtained from D.C. in case of transfer of land.( Not applicable in case of prayer of
mutation by inheritance

Standard Application Form : - As per Annexure -1

Citizen Charter :- As per Annexure-I1

User Charge :- Rs. 200/- in urhan areas and Rs. 50/- in rural areas.

Gd [~

Additional Chief Secretary to the Govt. of Assam,
Revenue & D.M. Department,
Dispur, Guwahati - 6.

Memo No. RRG.12/2012/ 132-A Dated Dispur the 12" April , 2013.

Copy for information and necessary action to :-

I.
2.
3.
4.

The Chairman, Assam Board of Revenue, Panbazar, Guwahati -01.

The Principal Secretary to the Autonomous Council (KAAC, DHAC, BTC).

All Commissioner of Divisions.

The Director of Land Records & Surveys etc., Assam, Rupnagar, Guwahati — 32.



5. The Inspector Genara. I7r
6. Deputy Commissiorer,
7. The Director of Land Requisition, Acquisinon 2n3 Relimms, R5337 5072227 Sowe il = 1o
8. All Sub-Divisional Orficers «Civil:
9. All Circle Officers.
10. All Sub-Registrars.

By\order etc.,

Deputy Secretary td the Govt. of Assam,
Revenue & D.M. Department,
Dispur, Guwahati - 6.



Citizen Charter :-

Sl. | Notified & Designati  Stipulated  Designati Time Designat Time Documents User
No. Public on of the time limit on of the  limit for 10n of fimit for to be Char:
Service | designate for Appellate  disposal  Reviewi disposal enclosed
d public providing  Authority by the ng by the along with
servant the Appellat  Authorit  Reviewin the
. service. (in ‘ e v g . Application
| days) | Authorit i Authority for office
v mutation
] Office Circle Total Sixty | Deputy Thirty Commiss | Thirty A. In case Rs.200 - |
mutation | Officer/ days, ifno | Commissi | days ioner of | days Mutation inurba: .
(Registra | Circle objection oner or Divisions (Registration) | areas
tion) If Officer from any Addl. is sought on and Rs
no (Attached) | person is Deputy the basis of 50/~ in
objection filed during | Commissi transfer of rural
is filed. the oner land by way areas.
proceeding. | nominated of purchase. (nilin
by Deputy gift. case of
Commissi Mortgage or mutatic
oner in heritance n sougl:
(wherever along with by way
applicable the specified | of
) form with inherita
required court | nce in
fee :- rural
areas.)

1. Photocopy
of Original
Registered
Deed /
certified copy
of the deed of
transfer.

2. Photocopy
of up to date
land revenue
receipt / land
revenue
clearance
receipt of the
land for
which the
mutation
(Registration)
is sought.

3. A
declaration
stating that
the Applicant
does not
possess land
in excess of
the limit laid
down under
the Assam
Fixation of
Ceiling on
Land Holding
Act, 1956.

B. If
Mutation
(Registration)
is sought by
way of
inheritance.

I. Proof of
death of the

t




Motanon
. (Registration)
is sought.

2. An
Affidavit

(a) Swearing
that the
Applicant /
Applicants is
/ are the son /
daughter /
wife / legal
heirs of the
deceased
pattadar.

(b) Swearing
that the
Applicant :
Applicants
have not
transferred

i the property
to any one
earlier nor
mortgaged /
nor created
any charge
over the
property to be
mutated.

(c) Swearing,
that the
person to
whom the
Applicants
applied as
successor had
not
transferred
the property
during his /
her life time.
3. Copy of
NOC
obtained from
D.C. in case
of transfer of
land.( Not
applicable in
case of prayer
- of mutation :
by |
inheritance). J

Eligibility Criteria

Any proprietor or land holder succeeding to any estate whether by transfer or inheritance and
obtaining possession of the same, and every joint proprietor or joint land holder assuming charge of a
estate or every person assuming charge of any estate of a proprietor or land holder or of any share therein
as manager and every mortgagee obtaining possession of any estate of a proprietor or land holder or of
any share therein shall within six months from the date of his taking possession or assumption of charge
apply to the Deputy Commissioner of the district on the General Registers of which the estate is borne
for registration of his name as such land-holder, proprietc., manager or mortgagee and of the nature and

extend of the interest in respect of which the application is made.
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Application for Mutation
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APPLICATION FOR MUTATION

1 ; No. as per Register of current year

2 | Name of Applicant, Father’s name
and permanent residertial address

3 | Name of the Village, Mouza, Patta No. and Dag
No. of the land for which mutation is sought.

4 | Name of the present pattadars with Father’s
Name

5 | Manner in which the applicant has acquired
ownership of land viz. by way of purchase, gift,
mortgage, inheritance etc.

6 | Extent of interest (area of land) of the
applicant/applicants.

7 | Date on which the applicant has taken
possession of the land.

8 | Total land in the name of the applicant and his
family in different localities.

9 | Other information, if any.

10 | Remarks.

The information stated above is true to best of my knowledge and belief.

Signature of Applicant.



