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    Requirement:  

¶ The RCMS at present does not allow any duplicate Aadhaar.  

¶ However, an applicant was able to submit multiple applications and they got processed.  

¶ Though only one Ration card could get activated but submission of multiple applications led to loss of 

man hours at the field level.  

¶ Not only this the cards also got printed leading to unnecessary burden on the exchequer. 

¶ Also, many a times inactive e Ration card were misused to get other documents 

¶ To prevent misuse of e Ration card we have now imposed a check. E Ration Card can now be generated 

only after successful e KYC of Aadhaar.  

¶ To prevent submission and processing of multiple applications by same individual, the Department was 

contemplating to develop a system where application would be processed only on the basis of 

Aadhaar/Birth Certificate after verification through API from UIDAI/Health department server for both 

online & offline application forms.  

 

Memo No:   1089/FNS-26013(11)/3/2023 -REFORM SEC-Dept. of FNS                                              Dated: 19/03/2025 
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A. Online Form for Citizens 

Form 3 and Form 10: Where no one in the family has Ration Card 

 

¶ Citizen visits our portal www.food.wb.gov.in       

¶ Then goes to Citizenôs Home                       

¶ Then goes to Ration Card Related Corner-                                                                                                

Then goes to Services requiring Office Approval-                                                                                     

Then goes to Apply Online-                                                                                                                         

Then  selects either Form 3 (if food grains are required) or Form 10 ( if food grains are not 

required) .  
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The following page would appear where applicant has to enter his/her Aadhaar number. The aadhaar 

needless to say should belong to one of the adult members of the family. It may be noted that this aadhaar 

will be treated as the application number and can be used to track the application. Also it must be linked to a 

mobile number and ii) biometric must not be locked.  
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   After providing consent & pressing Send OTP, OTP would be sent to mobile number linked with Aadhaar.  
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  If no DRC is attached to the aforesaid Aadhaar, following screen would appear where the applicant 

would be prompted to provide DRC number of any of his family member (if any). 
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If no DRC is found to be linked with the Aadhaar in database and the applicant also states ñNoò in 

option above, he would be eligible to apply for Form 3 or Form 10 and the screen below will appear. 

Applicant has to now choose Form 3 if food grains are needed or Form 10 if food grains are not needed but 

Card is needed 

 



 

                          SOP for Common Application Form ( Online) 
(Step-by-Step Guideline for filling up of Common Application Form) 

 
               

Page 7 of 105 
 

After this, the applicant would be requested to provide Mobile number & area of residence i.e whether 

Urban or not? 
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The option of deprivation & auto exclusion criteria would appear in the next step. Applicant would mark 

the applicable deprivation & exclusion criteria here.  
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Once deprivation & auto exclusion criteria are marked, he can add beneficiary and their details by 

entering aadhaar number or Birth certificate Registration Number (for child aged below 5 yrs. not 

possessing Aadhaar). After entering & re-entering aadhaar number/ birth certificate number, applicant 

would click the óVerifyô button. 
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¶ System checks whether the aadhaar/Birth Certificate Registration number already exist in the system 

or not. It also checks whether the Aadhaar being used is existing in any other state or not. 

¶ If the Aadhaar/Birth Certificate is found to be unused and fresh then the beneficiaryôs name, date of 

birth and gender would be auto fetched from aadhaar / birth & death register portal database.  

¶ Applicant will then select Caste, Name of Guardian & relation with guardian, and other required 

details. 

¶ He can then add as many members as required in the same way. 

¶ He/ She would then finally confirm submission. 

¶ Further, if any DRC is linked to the said Aadhaar, the DRC details would be displayed and applicant 

would be requested to apply in Form 4. 

Please note:  

a) In case of Form 3 /10 as a new family is being created, at least one beneficiary of the family must 

be above 18 years of age. 

b) aadhaar is Mandatory for any beneficiary whose age is above 5 years. 

c) However, in case of a child aged below 5 years not having aadhaar, Birth Certificate issued by the 

department of Health & family welfare, GoWB will do. 

d)  aadhaar of the applicant entering the online form i) must be linked to a mobile number and ii) 

biometric must not be locked.   
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However, if any DRC is linked to the said Aadhaar, the DRC details would be displayed and 

applicant would be requested to apply in Form 4. 
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Conversely if the aadhaar is not linked with any Ration Card then Applicant can add all of his family 

memberôs details in the similar process by clicking óAdd Another Memberô option. 

 

Once all of the family member are added successfully and declaration of using aadhaar details like 

name, DOB, gender etc   are submitted, applicant would be prompted to move to next step. 
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Detailed address of the applicant is required to be filled up in next part. 
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 Further, applicant can choose his desired Fair Price Shop. 
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After selecting the FPS, requisite documents of applicants are required to be uploaded. Please note 

Document must be of either PDF / JPG / JPEG format & less than 300 KB. 
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Form 4 

After selecting óCitizenôs Homeô option from the departmental website, following web page would 

appear where applicant has to enter Aadhaar number of any the family member of the applicant.  

 

 

Please note Aadhaar mentioned the application i) must be linked to a mobile number and ii) biometric 

must not be locked.  
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After providing consent to login through Aadhaar, OTP would be sent to registered mobile number.  

 

 



 

                          SOP for Common Application Form ( Online) 
(Step-by-Step Guideline for filling up of Common Application Form) 

 
               

Page 21 of 105 
 

If any DRC is found to be attached with the Aadhaar, details of the DRC would be displayed and 

applicant would be requested to verify the details. 

  

 



 

                          SOP for Common Application Form ( Online) 
(Step-by-Step Guideline for filling up of Common Application Form) 

 
               

Page 22 of 105 
 

System would now ask the applicant to select the desired service which in this case would be Form 4. 

He can also avail other DRC related services i.e., Form 5 to Form 8, From 13 to 15.  
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Once Form 4 is selected by the applicant and if the DRC of the applicant is NFSA in nature, he would 

be informed that since NFSA quota is subject to ceiling, he either may opt to convert all of his family 

memberôs DRC into RKSY I. In such case, e-DRC of the new applicant would be generated 

immediately once his application is approved by the competent authority. If he chooses to opt for the 

same category he might have to wait till availability of NFSA quota. In such case, NFSA DRC would be 

provided once NFSA quota is available and application is approved.    
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After selecting desired option from dashboard, applicant would be prompted to provide phone number 

of his choice. 
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In the next step, family details & current status of DRC associated to applicantôs family would be 

displayed. 
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Next, applicant can add beneficiary and their details either by entering Aadhaar number or by birth 

certificate (in case Aadhaar is not present for below 5 years child). After entering & re-entering Aadhaar 

number/ birth certificate, applicant would click into óVerifyô button for completion of Aadhaar/ birth 

certificate verification. 

 

Once Aadhaar/ birth certificate details are verified with Aadhaar/ birth & death register portal, 

beneficiary name, date of birth and gender of the beneficiary would be auto fetched from Aadhaar / birth & 

death register portal database. Applicant only can select Caste, Name of Guardian & relation with 
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guardian, and other category like physically Challenged, leprosy etc. and finally confirms his submission 

and finally click into óConfirmô button.  

 

Applicant can add more than one beneficiary in the same manner by clicking óAdd Another Memberô 

option. Once done, he may proceed to next step. 
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If existing DRC of the applicant is NFSA and applicant chooses to convert his existing DRC to RKSY I, 

then, in the next step, he has to submit one consent in this regard. 
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Once confirmed, applicant would be able to enter address and submit. 
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Further, applicant can choose his desired Fair Price Shop. 
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After selecting the FPS, relevant address proof of applicant is required to be uploaded. Please note, 

Document must be of either PDF / JPG / JPEG format & less than 300 KB. 
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Form 5 &  6 

After selecting óCitizenôs Homeô option from the departmental website, following web page would 

appear where applicant has to enter Aadhaar number of any the family member of the applicant.   
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Please note Aadhaar mentioned the application i) must be linked to a mobile number and ii) biometric 

must not be locked.  

After providing consent to login through Aadhaar, OTP would be sent to registered mobile number.  

 

If any DRC is found attached to the Aadhaar, details of the DRC would be displayed and applicant 

would be requested to verify the details. 
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In case, any DRC is found linked to one Aadhaar (example mentioned in Point 3), system would not 

allow the applicant for applying for Form 3 or Form 10. In such cases he can only other DRC related 

services i.e., Form 4 to Form 8, From 13 to 15. If the applicant wants to update beneficiary details / 

address or changing of FPS for entire family then he would select óForm 5 &6ô from dashboard. 
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After selecting desired option from dashboard, applicant would be prompted to provide phone number, 

area of living (Municipality / corporation etc.) and associated service that he wants. 
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In the next step, family details & current status of DRC associated to applicantôs family would be 

displayed. 
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In the next page, applicant would be able to edit necessary beneficiary details by clicking corresponding 

óEditô option. 
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Once óEditô option is clicked, following page would appear where by selecting ID type (e.g., Aadhaar/ 

birth certificate) and aadhaar/ birth certificate no, applicant has to verify the same. On successful 

verification, Name, date of birth and gender would be auto fetched from aadhaar/ birth & death register 

database. Applicant can enter Gurdian name, relation with guardian and caste. Once entered, he has to 

submit the data accordingly. 
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In the next step, he may modify other beneficiary details else he has to confirm the data.  
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Once beneficiary details are modified, address modification page would be displayed if applicant 

chooses the option at the beginning. 

 

After submission of óAddress Modificationô page, applicant can change his FPS for entire family. 
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Once FPS name is selected and submitted, below mentioned pop up message would appear 
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In the next page, applicant would be able to upload address proof. Please note Document must be of 

either PDF / JPG / JPEG format & less than 300 KB. 
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Form 7 

After selecting óCitizenôs Homeô option from the departmental website, following web page would 

appear where applicant has to enter Aadhaar number of any the family member of the applicant.   

  

Please note Aadhaar mentioned the application i) must be linked to a mobile number and ii) biometric 

must not be locked.  
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After providing consent to login through Aadhaar, OTP would be sent to registered mobile number.  

 

If any DRC is found attached to the Aadhaar, details of the DRC would be displayed and applicant 

would be requested to verify the details. 
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In case, any DRC is found linked to one Aadhaar (example mentioned in Point 3), system would 

not allow the applicant for applying for Form 3 or Form 10. In such cases he can only other DRC 

related services i.e., Form 4 to Form 8, From 13 to 15.  
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After selecting correct option from dashboard, applicant would be prompted to provide phone number of 

his choice. 
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In the next step, family details & current status of DRC associated to applicantôs family would be 

displayed. 
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Next, applicant has to select the particular DRC that he wants to surrender. 
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In the next step, applicant would be able to mention the reason of surrender and finally he can 

submit his application. 

 

Form 8 

Following kind of DRC conversion can be done through Form 8. 
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 ̧ RKSY II /GEN to RKSY I. 

 ̧ Any kind of NFSA/RKSY II/ RKSY I to GEN 

 ̧ SPHH/PHH to RKSY I 

After selecting óCitizenôs Homeô option from the departmental website, following web page would 

appear where applicant has to enter Aadhaar number of any the family member of the applicant.   

  

Please note Aadhaar mentioned the application i) must be linked to a mobile number and ii) biometric 

must not be locked.  
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After providing consent to login through Aadhaar, OTP would be sent to registered mobile number.  

 

If any DRC is found attached to the Aadhaar, details of the DRC would be displayed and applicant 

would be requested to verify the details. 
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In case, any DRC is found linked to one Aadhaar (example mentioned in Point 3), system would not 

allow the applicant for applying for Form 3 or Form 10. In such cases he can only other DRC related 

services i.e., Form 4 to Form 8, From 13 to 15.  
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After selecting Form 8 option from dashboard, applicant would be prompted to provide phone number, 

& type of change (mentioned in Point 1) that he wants. 
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In the next step, family details & Category of DRC & its current status associated to applicantôs family 

would be displayed. Please note, in case of RKSY II / GEN to RKSY I conversion, applicant has to select 

deprivation criteria. But, if any applicant chooses to convert his NFSA DRC to RKSY I, no such criteria is 

required to be selected. 
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Further, if any applicant chooses to convert his subsidized DRC to General (mentioned in step 1), he can 

choose individual family member for whom it would be done. No such category conversion would be 

taken place for rest of the family members. The same has been illustrated in the below screenshot. 

 

 


