No. 22/28/2003-3G.S.III

From
The Chief Secretary to Government Haryana.
To
1. All the Heads of Departments in Haryana,
2 The Commissioners, Rohtak, Gurgaon, Hisar and Ambala
Divisions.
3. The Registrar, Punjab and Haryana High Court,
Chandigarh.
4. All the Deputy Commissioners in Haryana.
5 The Registrars, Maharishi Dayanand University, Rohtak.
Kurukshetra University Kurukshetra, Ch. Charan Singh
Haryana Agriculture University, Hisar ,Guru Jambeshwar
University, Hisar & Ch. Devi Lal University Sirsa (Haryana).
Dated, Chandigarh, the 30", January, 2004.
Subject:- Streamlining the procedure in the offices regarding issuing
of Resident /Income Certificates and the caste certificate to
Scheduled Castes and Backward Classes.
*kw
Sir,

I am directed to invite your attention to Haryana Government
letters Nos. 62/17/95-2G.8.111, dated 03.10.96, No. 22/51/93-3G.S.111, dated 12.08.93
and even No. dated 14.10.97 on the subject noted above wherein instructions
regarding the caste certificates (SC/BC/OBC). and Resident certificates have been
issued.

The policy has been reviewed keeping in view the various
courts judgements and the hardships caused to the individuals in obtaining above
quoted certificates. Government is of the view that the procedure be institutionalized
by delegating powers at proper level for ensuring speedy disposal of work without
any harassment or exploitation. The present modification of the policy also aims at
simplifying the procedure for obtaining certificate by an individual falling under the

reserved categories.

2% The matter has also been reconsidered in depth by the State

Government in view of the problems being faced by the Government employees in
obtaining these certificates. With a view to improve the existing system in issuing
various certificates, it has been decided by the Government that henceforth Circle
Revenue Officers (Tehsildar/Naib Tehsildar-cum-Executive Magistrate) concerned

will be authorized to issue Resident as well as Caste Certificates (SC/BC/OBC) after
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getting the verification done through the subordinate revenue staff in case of
applicants residing in the rural area and through the Executive Officer/Secretary of
the concerned Municipal Committee/Municipal Council/ Municipal Corporation
concerned in case of applicants residing in urban areas. It has further been decided
that in case of Haryana Government empluyéEE serving in the Offices located at
Chandigarh/Panchkula and residing at Chandigarh/Panchkula, the Resident
certificates and caste certificate to SC/BC employees and for their children , may be
1ssued by their respective Heads of Departments also.

3. The validity of Resident Certificate issued by the competent authority
shall be as long as the holder of this certificate maintains his residential address in
Haryana State.

4. SC certificate once issued shall be valid as long as the caste is
not removed from the Schedule of the Constituttion and BC certificate shall be valid
for life from the date of issue of the certificate or till the applicant does not fall into
creamy layer category as defined from time to time. The applicant applyving for BC
certificate would also submit a self declaration on simple paper that he does not fall
under creamy layer category . The format for this declaration is given at Annexure
‘A’ However, if the certificate has been obtained by fraud or misrepresentation or
concealment of facts or by some other means, the said certificate shall be declared as
invalid /none-st and benefit taken by the applicant will be withdrawn and a criminal
case shall be registered against the applicant misrepresenting the facts as well as
against the guilty officers/officials, if any. In addition, Social Justice &
Empowerment Department, Haryana is being directed to finalize the modelties and
procedure to Constitute the Scrutiny Committee .

The files relating to Caste and Resident certificate shall be
retained for 10 years and Register shall be retained permanently . The proformae of
the application form, Register and SC/BC certificates prescribed by the Government
shall be followed by all the Departments/Institutions in letter and spirit as it has come
to the notice of the Govt. that some Departments/Institutions demand such
certificates in proformae which are at variance with the proformae in which these
certificates are being issued by the competent authorities (Tehsildar/Naib
Tehsildar/HODs). It is, therefore, decided that the Departments/Institutions shall
accept these certificates only in the proformae in which these are being issued by the
competent authorities which have been prescribed by the Govt. itself (copy enclosed)
% To make institutional arrangements, it has also been decided that in
future the Resident and Caste certificates will be issued to all the students studying in
Class 8" every year as per the time schedule given below :-

i filling of application forms by the 1* Nov. to 10™ Nov.
parents/students every year



ii Verification by (a) Sarpanch/ upto 15" November
Namberdar, in case of every year
rural areas and Municipal Councillors
in case of Urban areas.

(b) Verification by Patwari in case of 30" November
rural areas/EQ/Secy.(MC)
any other officer/official authorized by
the local body for the purpose in case
of Urban areas.

(¢) Head Teacher/Head Master upto 15th Dec.
iii. Forwarding of application to CRO 31%. Dec.
by Head Teacher/Head Master
iv. Verification & issue of certificate upto 31%. January
by CRO EVEry year
6. All application forms of a particular School may be sent to the

Tehsildar/Naib Tehsildar concerned preferably at one go so that the certificates are
issued and sent back te the Head masters of Government Schools/Private Schools
for distribution to the concerned students. The Head Teacher/Head Master shall be
responsible for getting the application forms filled and files prepared of all the
students of his/her school. As a one time measure, it has been decided that all the
students presently studying in Class-VIII to XII will be issued these certificates
during the months of January , 2004 to March, 2004. The schedule will be finalized
by the concerned Deputy Commissioner in this regard.

7 It has been further decided that in case of SC/BC students
claiming benefit under various welfare schemes upto Class IX, the benefits will be
given by the Head Master/Head Teacher after getting the verification done from
Sarpanch/Namberdar/MC and a caste certificate issued by the CRO (Tehsildar/Naib
Tehsildar) may not be demanded for this purpose by the School authorities,

8. The matter regarding issue of income certificate to the students for
claiming various benefits in educational institutions has been considered and it has
been decided that in future the income certificate for educational purposes will be
issued by the CRO (Tehsildai/Naib Tehsildar concerned) and income certificate for
other purposes by the SDO (C) concerned taking into account income of the applicant
from various sources including agriculture. trade, profession, salary etc. The
verification will be got done through the subordinate revenue staff in case of
applicants residing in rural areas and through the Executive Officer/Secretary of the
concerned Municipal Committee/Council/Municipal Corporation in case of applicants
residing in urban areas.

9. It has also been brought to the notice of the Government that when
posts are advertised, fairly large number of candidates apply for such posts and
Har.}rana Public Service Commission/Haryana Staff Selection Commission
[Departments demand attested copies of Resident/Caste certificates and other

documents from the candidates. This creates not only financial problems for the
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unemployed youths but also increases the work load in the offices. Similar is the
position in case of admission to educational/professional/Engineering institutions .To
give relief to the public, it has been decided that at the time of applying for job or for
admission in educational institutions including technical/professional institutions etc.
self attested photo copy of the certificate about the residence and caste status shall be
sufficient and at the time of final interview/selection, original papers including castes
and Resident certificate issued by the competent authorities may be
obtained/examined/inspected by the concerned departments/institutions and attested
copies thereof be kept in record. The fact may also be cross checked/verified at the
time of verification of the antecedents of the applicants before he/she joins the
Government service. Similar practice will be followed for degrees/mark sheets/other
certificates of academic qualifications. Necessary action to amend/ revise the
application form in this rﬁgarﬂ shall be taken by Haryana Public Service
Commission/Haryana Staff Selection Commission/Head of the
Departments/Universities etc. at their own level under intimation to the Government.
These instructions may be brought to the knowledge of all for strict

compliance.

Yours faithfully,

o I s ,r——-.__-ﬁ' ----",;

Special Secretary-General Administration,
for Chief Secretary tc Government Har}rallfi_

Endst. No. 22/28/2003-3G.S.I  Dated, Chandigarh, the 30" January, 2004

Copies are forwarded to the Secretary, Ministry of Social Justice &
Empowerment Department, Govt. of India, & Deputy Secretary to Government of
India, Ministry of Personnel , Public Grievances and Pension, Department of
Personnel and Training , New Delhi for information and necessary action.

1_';_/-.____ v | A
Special Secretary General Administration,
for Chief Secretary to Government Haryagl&

Endst. No. 22/28/2003-3G.S.11I Dated. Chandigarh, the 30" anuary, 2004

n ey g o e
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Endst. MNo. 22/28/2003-3G.S.111 Dated, Chandigarh, the 30" J anuary,2004

A copy is forwarded to all the Financial Commissioners & Principal
Secretaries and all the Administrative Secretaries to Govt. Haryana for information
and necessary action.
— _..=1-"

Speci?ﬂ Secretary General Administration,
for Chief Secretary to Government HaxyanraL
To ,
All the Financial Commissioners and Principal Secretaries and all
Administrative Secretaries to Government Haryana.

U.O.No. 22/28/2003-3 G.S. III Dated, Chandigarh, the 30" January, 2003.

A copy is forwarded to the Principal Secretary/DPSCM-I/DPSCM-
[VOSDY/CM/Private Secretaries to the Chief Minister/Ministers/Ministers of State of
information of the Chief Minister/Ministers/Ministers of State, Haryana

_j"'—'r__?‘ -"’" e o it
Special §écretary (Géneral Administration,
for Chief Secretary to Government Haryana
[
To

The Principal Secretary/Secretaries/DPSCM-I/DPSCM-IFOSDYCM

Private Secretaries to Chief Minister/Ministers/Ministers of State,

Haryana.

U.0.No. 22/28/2003-3 G.S. III Dated, Chandigarh, the 30" January, 2004
Endst. No. 22/28/2003-3 G.S. IIl  Dated, Chandigarh, the 30" January, 2004

A copy is forwarded to Member Secretary, Haryana Bureau of Public
Enterprises for information and necessary action. They are requested to send the copy

of these instructions to all the Boards/Corporations in the State of Haryana for taking
necessary action.

L_:;f—.__ B

Special Secretary General Administration,
for Chief Secretary to Government Haryana.
i\_l,_,..-'-

Endst.No. 22/28/2003-3G.S.111 Dated, Chandigarh, the 30" January, 2004.

A copy are forwarded to the following for information and action
where necessary :-
L The Director, Local Bodies Haryana for circulating these
instructions to all the M.C./ Council/Corporations in the State.
2. The Director Public Relation Haryana, Chandigarh for giving
appropriate publicity.

N e S "j?_ —
Special Secretary General Administration,
for Chief Secretary to Government Haryana
f—

A copy 18 forwarded to all the Branch Officer/Superintendents/Deputy
Superintendents of Haryana Civil Secretariat/F.C. Office for information and



necessary action.

= PR = .
Special Secretary Genetal Administration,
for Chief Secretary to Government Haryana

2-
To

All the Branch Officers/Superintendent/Deputy Superintendents of
Haryana Civil Secretariat/F.C. Office.

U.0.No. 22/28/2003-3G.S. 11 Dated, Chandigarh, the 30" January, 2004.
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AFFIDAVIT OF THE PARENT/GUARDIAN TO BE ATTESTED BY
EXECUTIVE MAGISTRATE /OATH COMMISSIONER/NOTARY PUBLIC

I- - father/mother/guardian e of
Miss/Mr -mmsmm e resident of-e--meemeecsnncens do hereby solemnly State and
affirm as under:-

i That Iam a citizen of India :-

2 That neither the deponent nor the Child/ward of the deponent

have obtained the benefit of Residence in any other State .

Dated ; DEPONENT

YERIFICATION

Verified that the contents of my above affidavit are true and correct to the
best of my knowledge and belief and nothing has been concealed therefrom.

Dated DEPONENT

SIDENCE CERTIFICATE TO BE ISSUED BY THE PRINCIPAL/

HEADMASTERS OF THE GOVERNMENT/ RECOGNIZED SCHOOL/
COLLEGE.

It is certified that Miss/Mr.------mmmeee e eememen D0 Shirresrmrmareresmnes
has been a student of this School/College for a period of - Year, from----
B (¢ o . He left the school/college on----smeemreeeemev
Dated Signature of Principal/Headmaster of

the school/College (with seal )

RESIDENCE CERTIFICATE TO BE ISSUED BY HEAD OF DEPARTMENT

Certified that Sh S/o Sh. father
of Miss/Mr. is an employee ofthe __ (Name of office)
of Haryana Government. He is working as , and 1s posted at

He has more than three years service at his credit.

Place: Head of the Department
Dated : (with seal)
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RESIDENCE CERTIFICATE TO BE ISSUED BY THE RESPECTIVE HEAD OF
THE DEPARTMENT IN THE CASE OF THE EMPLOYEES OF GOVERNMENT
OF INDIA.

Certified that Sh. S/o Sh. father of Miss/
Mr. is an employee of Government of India working as . He
has been posted at Chandigarh/ Haryana in connection with the affairs of Haryana
Government for the past three years.

Dated: Head of Department
{with seal)

RESIDENCE CERTIFICATE TO BE ISSUED BY THE DEPUTY
COMMISSTONER, SUB DIVISIONAL OFFICER (CIVIL), GA. TO D.C. D.R.O.
EM AND TEHSILDAR.

Certified that Sh. S/o  Sh.
father/guardian of Miss/ Mr. ____ hold (name of Child/ward with full
address) immovable property at (  place and District ) in the State of
Haryana for the past years.

OR

Certified that Miss/Mr. S/o Sh. resident
af . was born in Haryana as per birth certificate.
Dated: Signature of the Authority

(mentioned above)
(with seal)

The validity of Resident Certificate shall be as long as the holder
of this certificate maintains his residential address in Haryana State.



PERFORMA OF REGISTER TO BE MAINTAINED BY THE ISSUING AUTHORITY (TEHSILDAR/NAIB TEHSILDAR)

| Sr.No. of | Date Name of the Applicant & Verification done by Name Signature of issuing
| certificate Address Sarpanch/Nambardar | Patwari J Headmaster Authority.
| issued = ] A S| Pl =)
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