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1 Information regarding the Institution
1.1 Name of the Organization
………………………………………………………………………………………….
1.2 Address of the Organization (If located at several places, addresses thereof)
………………………………………………………………………………………….
………………………………………………………………………………………….
………………………………………………………………………………………….
1.3 Main telephone number of the Organization
………………………………………………………………………………………….
1.4 Main E-mail address of the Organization
………………………………………………………………………………………….
1.5 Website of the Organization
………………………………………………………………………………………….
2 Principal Services rendered by the Institution 
A.
Service no 
01.
[ Ex:- Obtaining a New Driving License ]
B.
Service no 
02.
[ Ex:- Obtaining a Duplicate of a Driving License]
C.
Service no 
03.
[ Ex : Registering a New Motor Vehicle ]
D.
Service no 
03.
E.
Service no 
03.
F.
Service no 
03.
2.1 
Service No 01 : [ Ex:- Obtaining a New Driving License ]
2.1.1 Eligibility :
2.1.2 Method of submitting application:-
2.1.2.1 Places where application form could be obtained:-
2.1.2.2 Payment for application:-
2.1.2.3 Time to submit application:-
2.1.2.4 Fees paying to obtain this service:-
2.1.3 Period taken to provide the Service (Ordinary Service and Priority Service)
2.1.4 Necessary Supporting documents
2.1.5 Staff Officers incharge of the Service
	Post
	Name
	Division
	Telephone
	Fax
	E-mail

	
	
	
	
	
	


2.1.6 Exceptions, instances not included above and special information
2.1.7 Application Form (Attach form)
2.1.8 Completed specimen application form (attach completed form)
2.2 Service No 02 : [ Ex:- Obtaining a Duplicate of a Driving License]
2.2.1 Eligibility :
2.2.2 Method of submitting application:-
2.2.2.1 Places where application form could be obtained:-
2.2.2.2 Payment for application:-
2.2.2.3 Time to submit application:-
2.2.2.4 Fees paying to obtain this service:-
2.2.3 Period taken to provide the Service (Ordinary Service and Priority Service)
2.2.4 Necessary Supporting documents
2.2.5 Staff Officers incharge of the Service
	Post
	Name
	Division
	Telephone
	Fax
	E-mail

	
	
	
	
	
	


2.2.6 Exceptions, instances not included above and special information
2.2.7 Application Form (Attach form)
2.2.8 Completed specimen application form (attach completed form)
2.3 Service No 03 : [ Ex : Registering a New Motor Vehicle ]
2.3.1 Eligibility :
2.3.2 Method of submitting application:-
2.3.2.1 Places where application form could be obtained:-
2.3.2.2 Payment for application:-
2.3.2.3 Time to submit application:-
2.3.2.4 Fees paying to obtain this service:-
2.3.3 Period taken to provide the Service (Ordinary Service and Priority Service)
2.3.4 Necessary Supporting documents
2.3.5 Staff Officers incharge of the Service
	Post
	Name
	Division
	Telephone
	Fax
	E-mail

	
	
	
	
	
	


2.3.6 Exceptions, instances not included above and special information
2.3.7 Application Form (Attach form)
2.3.8 Completed specimen application form (attach completed form)
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