Process Manual of Kolkata Gazette Part-lIl Website

Version 1.2.0

e Website - https://www.wbgazettepart2.in/

e Read the guidelines and manual then click close button.

» Registration
Go to Register Button for the first time. Read the Guidelines and click [V] & Proceedbutton. Registration Page will be

appeared.

Verify the registered mobile number with OTP and fill up the below mentioned details.

Applicant Name

Father’s Name

Date of Birth

Mail Id

Present Address

Permanent Address (if permanent address will be same as present address then click [V] same as present address).

S

After verification of mobile number fill up the required details and click Proceed button. The message shows “Registration is
successful. Please Login.”

> Login

Login with registered Mobile No. Click Send OTP button. OTP will generate on the registered mobile number. Give OTP and clickLogin
button.
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% Step-1

> Apply For Application

After Login ‘Application Status’ page will be appeared.

) / Applicant User

Application Status

Application No Applicant Name Application Date Type of Application Status Remarks

UNDERTAKING OF PUBLICATION OF
NOTIFICATION

WB/PART-11/2023/SARC | 01-06-2023 CHANGE OF SURNAME

e

WB/PART-11/2023/SA AR 02-06-2023

Revised option (if any) will be available only for next day after final submission of application.
Click ‘New Application button’ for the application of
= Change of Name
= Change of Surname
= Change of Gender

= Change of Religion
= Undertaking for Publication of Advertisement by PSUs/Government Organisation

Click any one of these button which user want to apply.
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Undertaking for Change of Name

Undertalang for Change of Sumame

Undertalang for Change of Religion

Undertalang for Change of Gender

Linderaiing for Enmoillment a2 an Advocats n the Bar Counc
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+* Application details for Change of Name

I (Applicant Name) Son/Daughter/Wife of (Guardian’s Name)
R/o (Residential Address) , have changed my Name from (Existing
Name) to (New Name) vide Affidavit No. (Affidavit No) sworn before the (1
Class district magistrate name) .
Henceforth, | shall be known as (New Full Name) instead of (Existing Full Name)__

and all my relevant documents should be corrected accordingly. Itis further stated that (Existing FullName)

and (New Full Name) is the same and one identical person.

The above statement made by me is true & correct to the best of my knowledge and belief. If any legal issue arises in this regard at any stage, | shall
personally responsible for any consequences arising therefrom.
**All Fields are the mandatory fields.

Applicant User

(&) =) (&)

Files Upload

Undertaking for Change of Name

1{ExisTING FU AME  |[_ Seiect Reistion - ] of [RELATION FULL NAME | Residential Address | ADDRESS

. have changed my Name from [S05710G ATE Jao [NEW NamE ] vide Attigavit No. [AFFiDAUT NO | swomn before the |

Henceforth. | shall be known as [MEw FULL NAME |instead of [Ex1sTING FULL MaME | and all my relevant decuments should be corrected accordingly.

1t is further stated that [EXISTING FULL NAME  |and [MEW FULL NAME Jis the same and one identical person.

The above statement made by me is true & correct to the best of my knowledge and belief. If any legal issues arises in this regard at any stage, | shall for any c es arising
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7

< Application details for Change of Surname

| (Applicant Name) Son/Daughter/Wifeof  (Guardian’s Name)

R/o_ (Residential Address) , have changed my Surname from___ (Existing

Surname) to (NewSurname) ~ videAffidavitNo.  (AffidavitNo)  swornbeforethe (1%

Class district magistrate name) .

Henceforth, | shall be known as____ (New Full Name) instead of (Existing Full Name) and all my relevant documents should be
corrected accordingly. Itis further stated that (Existing FullName)___and (New Full Name) is the same and one

identical person.
The above statement made by me is true & correct to the best of my knowledge and belief. If any legal issue arises in this regard at any stage, | shall

personally responsible for any consequences arising therefrom.
**All Fields are the mandatory fields.

« Application details for Change of Religion

I (Applicant Name) Son/Daughter/Wife of (Guardian’s Name)
Residential Address (Residential Address) do hereby solemnly affirm and declare that |
have embraced__ and renounced with effect from

It is certified that | have complied with other legal requirements in this connection.
The above statement made by me is true & correct to the best of my knowledge and belief. If any legal issue arises in this regard at any stage, | shall

personally responsible for any consequences arising therefrom.
**All Fields are the mandatory fields.
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«+ Application details for Change of Gender
I (Old Name) Son/Daughter of (Guardian’s Name)_assigned
as Male/Female/Transgender at the time of birth residing at
hereby undertake that | want to change my name to and gender as
I (Old Name)henceforth be known as Son/Daughter/Transgender of

The above statement made by me is true & correct to the best of my knowledge and belief. If any legal issue arises in this regard at any stage, | shall
personally responsible for any consequences arising therefrom.
**All Fields are the mandatory fields.

Rl

< Undertaking for Publication of Advertisement by PSUs/Government Organisation

| Son/Daughter/Wife of R/o (Address) have been authorized by the (Name of Organization) to
publish the Rules & Regulations/Notifications as per the enclosed text matter .
It is certified that, | on behalf of (Name of Organization) have complied with all other legal requirement in this

connection .
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After fill up the details system will show the green signal for fill up the application details.

+ Step-2

’0

Payment details

*,

Version 1.2.0

O O O O O

Printing Charges for Publication of Change of Name —Rs. 1100/-

Printing Charges for Publication of Change of Surname including all cases as mentioned in point 3(b)—Rs. 1100/-
Printing Charges for Publication of Change of Religion —Rs. 1700/-

Printing Charges for Publication of Change of Gender —Rs. 1400/-

Printing Charges for Publication of Notification of the PSU/Government Organisation —Rs. 1400/-

"
£

Applicant User

Application Number - WB/Part-11/2023

for Change of Name - Rs. 1100/-
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After fill up required information Payment Details page will be appeared.

The payment link - https://wbifms.gov.in/GRIPS/v2/#/g2-payment

Do payment in Grips portal under Head of Account 0058-00-501-001-14 and upload the payment receipt copy and

required information in this website.Follow the screenshots of payment procedure manual of Grips Portal.
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% Step-3

Enter the bank details for payment.

After complete the payment in the GRIPS Portal, Payment receipt copy will be generated.

After then Enter Deposit Amount, Deposit Id, Upload Payment Receipt Copy in the wbgazettepart2 portal. Click Upload
button and Proceed button.

Enter the details and upload receipt copy. System will show the green signal for completing works for Payment Details.

«+ Files Upload details

The applicant will be required to upload the following documents in the portal for publication.

] [ Upload Advertisement —]Scanned copy of one recent advertisement on the subject in Daily Local national newspaper or a copy

of the PSU/Government organizations Notification duly signed by the Appropriate Authority.

. [Upload Id Proof ] Scanned copy of any of the following Photo Id Proof : Aadhaar Card/ Passport/Driving License or Apart
from point (ii), in case of Government employee any photo identity proof issued by the Government of the Applicant. (Not
more than 2 MB)

Upload Photo J - Passport size photograph. (Not more than 100 KB).
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Additional documents for Categories of Applicants :-

For Change of Name

e Upload Scan Copy of original affidavit duly attested by First Class Judicial Magistrate showing therein full details of
father's/husband's name along with residential address before taking oath with residential address before taking oath in
the affidavit.

For Change of Surname
e Upload Scan Copy of original affidavit attested by First Class Judicial Magistrate of Competent Court in case of
surname/deletion of surname.
e Upload Scan Copy of original decree/order of Competent Court in case of Divorce/separation.
e Upload Scan Copy of death certificate issued by the competent authority in case of death of the husband.
For Change of Religion
e Upload Scanned Copy of original Conversion Certificate.
Conversion Certificate must be only from the Mandir, Masjid, Monastery, Gurudwara or from the church. Conversion
Certificate issued from any Society, Educational Institutions, Trust etc. will not be accepted. A conversion certificate must

contain Registration Number, Sign and Stamp, Conversion Date, Old Name, New Name with S/o, D/o, W/o along with
his/her residential address.

For Change of Gender

e Upload Scanned Copy of original Gender Identity disorder {GID} certificate issued by CMO /Head of Department of the
respective hospital where treatment has been done.

For Publication of Notification of the PSU/Government Organization

e Upload Scan Copy of original Authorization letter issued by Board of Directors of PSU/ Govt. Organization or scanned copy
of original Govt. Notification.

e Upload PDF Copy of original Text Matter of the Rules & Regulations required to be published.
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After upload the above mentioned documents for final submission of application, system will show the green signalfor
completing works for Uploading files.

After click Uploaded all Required Documents [V]. By clicking the checkbox Final Submit button will be appeared. Usercan check
their application by clicking Preview button.

After that user must have to click Final Submit button. System will show the application number WB/PART- [I/202X/XXXXXX has
been submitted successfully. A confirmation message will be sent to applicant’s registered mobile number.

If User want to revise the application, click ‘Click to revise’ button within 24 hours from final submission. After 24 hours from
Final submit of new application could not revise the application. The application status will show into Pendingmode. Applicant
can check their application status after Login from Application Status page.

C @ localhost:17235/NameFilesUpload Q 1w O
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B9 The Kolkata Gazette Part-1l
Puhlic Es T & Indnstrial ion Depar
G Guvernment of West Bengal

/ Applicant User

Application Status

A_pplication No | Ap_plicant Name 1l A_pplicatinn Date Il T_ype of A_ppli:a'lion I S_tatus Remarks
WB/PART-11/2023 TEST 02-06-2023 CHANGE OF NAME E
UNDERTAKING OF PUBLICATION OF Faedl
_ 3 _06- i
WB/PART-II/2023 D KAR 02-06-2023 NOTIFICATION
WB/PART-I1/2023 TEST 02-06-2023 CHANGE OF SURNAME

o1 vt

Revised option (if any) will be available only for next day after final submission of application.
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> Feedback

User can give feedback by clicking Give Feedback button. In this section user can rate their experience and also share
and clicksave button.

> Logout

Click logout option.

After approval, applicant will receive the approval message through registered mobile number and can also check the statusofapplication
in the web portal by login.

After then applicant may download their gazette notification in the website Home page. Applicants

can download the Monthly Gazette from the website (Monthly Gazette Tab).
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