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 Comp. No. 404009 

Ground for compassionate application for an FPS Dealership arises when a Dealer – individual 

passes away. This online module has been designed to streamline the process of 

application, enquiry, and processing of dealership applications on compassionate grounds. 
An application can be submitted online – by the legal heir of the deceased Dealer himself through 

this module. 

1. On Death Ground: 

1.1. Application by the legal heir himself Online mode 
1.1.1.  When an individual Dealer passes away, the FPS is tagged with an alternative Dealer 

by the licensing authority – the RO or SCF&S in the tagging module.  

1.1.2.  When an FPS is thus tagged, it will be available in the public domain to apply against. 

The applicant – a legal heir of the deceased Dealer will click on ‘Apply on 

Compassionate Ground’ in the home page of the Departmental portal. Then a page of 

instruction and link for downloading the required format will appear in the following 

manner.  

 

 

1.1.3. Then on pressing the tab “Proceed to Apply” the applicant will be required to validate 

his mobile no. first. OTP is to be entered for login. 
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1.1.4.  On validation of the mobile no., the applicant will land in this screen where he will see 

the status of previous application submitted by him, if any. 

 

 
 

 

 

1.1.5. If no previously initiated application is there then on clicking the tab “Create new 

Application” the applicant will land in this screen where he will select district, 

subdivision/ Rationing Office and the tagged FPS against which he seeks to apply. 
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1.1.6.  On selecting the FPS against which the applicant intends to apply the applicant will 

land in the screen where he has to validate AADHAAR and email ID. 

 

 

 
 

1.1.7. Then in the next screen the applicant has to select relation of the applicant with the 

deceased dealer and to up load the legal heir and the NOC from the other eligible family 

members. 
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1.1.8. Then in the Part-I of the application the details of previous dealership will appear and 

the applicant has to do nothing in this page. Simply he has to proceed only.  

 
1.1.9. In Part-II details of the applicant are to be entered. However, some of the information 

will be auto fetched from the AADHAAR details. 
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1.1.10. In the next page financial details are to be entered. In case of multiple Bank or Post 

office accounts provision is there to add accordingly. 
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1.1.11. Then in the Part-IV godown and shop details are to be entered. 
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Address and measurements and other details are to enter. 

 

 
 

 
 

1.1.12. In the Part-V information regarding nature of possession of the storage of godown and 

Office/Shop-counter are to be entered. 
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1.1.13. In Part -VI other details like previous experience of business and some specific queries 

are to answer. 

 

 
 

1.1.14. The next page i.e. Part- VII is meant for uploading the all required documents section 

wise. The applicant is to select the document type and to upload the scanned copies 

(JPEG/PDF format only) of the documents. Already uploaded documents like legal heir 

certificate, NOC will be appeared in the respective section of this part. 
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1.1.15. After uploading the documents application preview will be seen for checking any error 

in filling the application. In case any error is detected then necessary correction of entry 

can be made. 

 
1.1.16. In the next page at Part -VIII Payment of application fee is to be made for final 

submission of the application through integrated GRIPs portal. No external payment 

will be acceptable. 

 
 

1.1.16.1. By clicking the ‘Pay Fees’ button, he will be re-directed to GRIPS portal for making the 

payment of application fees. 

 

1.1.16.2. Payee name and contact details will be taken before the re-direction. 
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1.1.16.3. In GRIPS basic details of the payee, amount to be paid and Head of Account will be 

shown. The payee needs to click on ‘Verified and Checked’ check box and click ‘Next’. 

 
1.1.16.4. Next, the ‘Payment Mode’ and ‘Pay through’ have to be selected from drop down. 
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1.1.16.5. A payment initiation message will show with Govt. Reference No. (GRN) which the 

payee has to keep noted for future reference. 

 
 

1.1.16.6. Next, total payment details will be shown. The payee has to click ‘Pay Now’ button to 

proceed. 
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1.1.16.7. The payee now goes to the SBI ePay page where payment can be done in any of the 

Debit/Credit card, internet banking, UPI, eWallets, NEFT and SBI branch payment 

options. Here the illustration is made with debit card. 

 
1.1.16.8. When payment is successful, the following screens will appear. 
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1.1.17.  Now, the applicant returns to the Departmental portal. After successful payment the 

application will be submitted and the filled in application & acknowledgement can be 

downloaded. 

 

 

 

 
 

 

1.2. In case any application is sent back with query to the applicant the same will be intimated 

to him through SMS. He can login through same mobile number to check the 

queries/application status and to take necessary action, if any. 

 

 
1.3. In all pages there is a save button and a button to go back to the previous page. While filling 

up the online application previously saved application can be resumed till the final 

submission is done. 

Special Secretary (IT&R) 

to the Govt. of West Bengal 
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The Standard Operation Procedure (SOP) 

1. In the login of SCF
 

1.1.After submission of application in the compassionate vacancy, the 
logins of the concerned 
vacancy ID will show in the table. On clicking the Vacancy ID those will be visible
and application preview is also available here.

1.2. Thereafter, applications submitted under the concerned vacancy ID, the 
will have to be assigned for enquiry.
 
The SCF&S/RO can assign the enquiry to her/himself or can assign it to a team of 
inspectors under her/his jurisdiction. 
 

 
1.3. After assignment of enquiry officer, the same will be shown below on the page

reference. 

SOP for Disposal of Applications  
for FPS Dealership on Compassionate Grounds 

  Date of Release: 

Comp. No. 404009 

The Standard Operation Procedure (SOP) for officials is as follows: 

In the login of SCF&S/RO: 

After submission of application in the compassionate vacancy, the 
logins of the concerned SCF&S/RO. All the fully submitted application under the 
vacancy ID will show in the table. On clicking the Vacancy ID those will be visible
and application preview is also available here. 

applications submitted under the concerned vacancy ID, the 
will have to be assigned for enquiry. 

The SCF&S/RO can assign the enquiry to her/himself or can assign it to a team of 
inspectors under her/his jurisdiction.  

After assignment of enquiry officer, the same will be shown below on the page
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After submission of application in the compassionate vacancy, the same is visible in 
All the fully submitted application under the 

vacancy ID will show in the table. On clicking the Vacancy ID those will be visible 

 
applications submitted under the concerned vacancy ID, the applications 

The SCF&S/RO can assign the enquiry to her/himself or can assign it to a team of 

 

After assignment of enquiry officer, the same will be shown below on the page for 
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2. In the login of Enquiry Officer (
2.1.After assignment of application for enquiry the same will be visible in the login of 

enquiry officer. The EO will click on the 
the same ID will appear in the next view.
 

 

SOP for Disposal of Applications  
for FPS Dealership on Compassionate Grounds 

  Date of Release: 

Enquiry Officer (SCF&S/RO/Inspector)
assignment of application for enquiry the same will be visible in the login of 

enquiry officer. The EO will click on the vacancy ID and all the applications under 
will appear in the next view. 
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/Inspector): 
assignment of application for enquiry the same will be visible in the login of 

vacancy ID and all the applications under 
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2.2.Now the EO has to click on the 
reports. The EO will enter the finding part
and enter the remarks accordingly. 
those are fetched from system or validated online.

 

 

SOP for Disposal of Applications  
for FPS Dealership on Compassionate Grounds 

  Date of Release: 

Now the EO has to click on the “Enquiry” to proceed with the entry of enquiry 
The EO will enter the finding part-wise by selection from dropdown menu 

and enter the remarks accordingly. In some fields EO need not to enter finding as 
those are fetched from system or validated online. 
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to proceed with the entry of enquiry 
wise by selection from dropdown menu 

not to enter finding as 
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2.3. Uploaded documents can be viewed by clicking the names of documents/items with 
blue letters. 
 

 
2.4. After entering the overall comment of the EO the report can be submitted. 

can see the preview of the enquiry report.
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Uploaded documents can be viewed by clicking the names of documents/items with 

After entering the overall comment of the EO the report can be submitted. 
see the preview of the enquiry report. 
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Uploaded documents can be viewed by clicking the names of documents/items with 

 

After entering the overall comment of the EO the report can be submitted. The EO 
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2.5. In case the EO selects the action against any item as Need correction from the 
dropdown menu then the application will be sent back to the applicant automatically 
on submission of primary report.
applicant for necessary correction and resubmission.

3. In the login of SCF
3.1. After submission of enquiry report by the EO the same will appear in the login of 

SCF&S or RO for further processing of the enquiry report. Now the Vacancy ID is to 
be clicked. 

SOP for Disposal of Applications  
for FPS Dealership on Compassionate Grounds 
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In case the EO selects the action against any item as Need correction from the 
dropdown menu then the application will be sent back to the applicant automatically 
on submission of primary report. Then the same will be available at the login of 
applicant for necessary correction and resubmission. 

In the login of SCF&S/RO after enquiry: 
After submission of enquiry report by the EO the same will appear in the login of 

S or RO for further processing of the enquiry report. Now the Vacancy ID is to 
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In case the EO selects the action against any item as Need correction from the 
dropdown menu then the application will be sent back to the applicant automatically 

Then the same will be available at the login of 

After submission of enquiry report by the EO the same will appear in the login of 
S or RO for further processing of the enquiry report. Now the Vacancy ID is to 

 



 

SOP for
for FPS Dealership

Version: 2.0 
 

 

 

3.2. After opening the individual application ID the 
report, verify and select the action from the dropdown menu. Then enter the remar
Here, if it is decided to send back the application then the same will be available in 
the login of the concerned EO. Thereafter the EO may send back the same to the 
applicant with the queries
the queries. 

3.3.In case the SCF&S/RO intends to upload any additional document then the same may 
be done here. In such cases necessary comment should be mentioned in the remarks 
section. 

3.4.If the SCF&S/RO recommends the application then the same will be made 
in the login of DCF&S/DDR for further consideration. In that case all applications 
against same vacancy ID are to be sent in bundle.
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After opening the individual application ID the SCF&S/RO will view the enquiry 
and select the action from the dropdown menu. Then enter the remar

Here, if it is decided to send back the application then the same will be available in 
the login of the concerned EO. Thereafter the EO may send back the same to the 
applicant with the queries as “need correction” for resubmission or he may meet up 

In case the SCF&S/RO intends to upload any additional document then the same may 
be done here. In such cases necessary comment should be mentioned in the remarks 

If the SCF&S/RO recommends the application then the same will be made 
in the login of DCF&S/DDR for further consideration. In that case all applications 
against same vacancy ID are to be sent in bundle. 
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SCF&S/RO will view the enquiry 
and select the action from the dropdown menu. Then enter the remarks. 

Here, if it is decided to send back the application then the same will be available in 
the login of the concerned EO. Thereafter the EO may send back the same to the 

or he may meet up 

 
In case the SCF&S/RO intends to upload any additional document then the same may 
be done here. In such cases necessary comment should be mentioned in the remarks 

 
If the SCF&S/RO recommends the application then the same will be made available 
in the login of DCF&S/DDR for further consideration. In that case all applications 



 

SOP for
for FPS Dealership

Version: 2.0 
 

 

4. In the login of 
SCF&S/RO: 

4.1.After opening the individual application ID the 
report and select the action from the dropdown menu. Then enter the remarks. Here, if 
it is decided to send back the application then the same will be available in the login 
of the concerned SCF&S/RO.
back to the applicant with the queries for resubmission
If the DDR/DCF&Srecommends the application then the same will be made available 
in the login of VO of the Directorate of DDP&S/Rationing for further conside
In that case all applications against same vacancy ID are to be sent in bundle.
 

 

 
 

5. In the login of VO of DDP&S/DR after recommendation of 
DDR/DCF&S: 

SOP for Disposal of Applications  
for FPS Dealership on Compassionate Grounds 

  Date of Release: 

In the login of DDR/DCF&S after recommendation of 

After opening the individual application ID the DDR/DCF&S will view the enquiry 
report and select the action from the dropdown menu. Then enter the remarks. Here, if 
it is decided to send back the application then the same will be available in the login 

SCF&S/RO. Thereafter, if required the enquiry report 
back to the applicant with the queries for resubmission through EO.
If the DDR/DCF&Srecommends the application then the same will be made available 
in the login of VO of the Directorate of DDP&S/Rationing for further conside
In that case all applications against same vacancy ID are to be sent in bundle.

VO of DDP&S/DR after recommendation of 
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DDR/DCF&S after recommendation of 

will view the enquiry 
report and select the action from the dropdown menu. Then enter the remarks. Here, if 
it is decided to send back the application then the same will be available in the login 

the enquiry report may be sent 
. 

If the DDR/DCF&Srecommends the application then the same will be made available 
in the login of VO of the Directorate of DDP&S/Rationing for further consideration. 
In that case all applications against same vacancy ID are to be sent in bundle. 

 

VO of DDP&S/DR after recommendation of 
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5.1. The Verifying Officer of the directorate will verify the 
comment accordingly. They can’t send back any case directly but may propose 
accordingly. If he recommends the case the same will be made available in the 
of ADMIN VO for further processing.
 

 
 

6. In the login of Admin VO of DDP&S/DR 
recommendation of VO

6.1. The Admin Verifying Officer of the directorate will verify the 
enter the comment accordingly. He may send back any case directly to the 
DCF&S/DDR with query. If he recommends the case the same will be made av
in the login of Director for final disposal of the applications. 

7. In the login of 
recommendation of Admin

7.1. The Director may verify the application, enquiry reports and recommendations here. 
Director can approve or 
proper. If the Director approve an application, then the same will be made available in 
the login of concerned licensing authority for issuing offer letter.

SOP for Disposal of Applications  
for FPS Dealership on Compassionate Grounds 

  Date of Release: 

The Verifying Officer of the directorate will verify the enquiry report
comment accordingly. They can’t send back any case directly but may propose 
accordingly. If he recommends the case the same will be made available in the 
of ADMIN VO for further processing. 

Admin VO of DDP&S/DR after 
recommendation of VO: 
The Admin Verifying Officer of the directorate will verify the 
enter the comment accordingly. He may send back any case directly to the 
DCF&S/DDR with query. If he recommends the case the same will be made av
in the login of Director for final disposal of the applications.  

In the login of Director of DDP&S/DR after 
recommendation of Admin-VO: 
The Director may verify the application, enquiry reports and recommendations here. 

approve or reject or send back the application as he deems fit & 
If the Director approve an application, then the same will be made available in 

the login of concerned licensing authority for issuing offer letter. 
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enquiry report and enter the 
comment accordingly. They can’t send back any case directly but may propose 
accordingly. If he recommends the case the same will be made available in the login 

 

The Admin Verifying Officer of the directorate will verify the enquiry report and 
enter the comment accordingly. He may send back any case directly to the 
DCF&S/DDR with query. If he recommends the case the same will be made available 

 
Director of DDP&S/DR after 

The Director may verify the application, enquiry reports and recommendations here. 
the application as he deems fit & 

If the Director approve an application, then the same will be made available in 
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8. In the login of SCF&S/RO after 
8.1. SCF&S/RO will issue offer letter through the online mode to the approved candidate.

8.2. The SCF&S/RO is to mark required documents for issuance of license from 
Additional document. 
 

SOP for Disposal of Applications  
for FPS Dealership on Compassionate Grounds 
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In the login of SCF&S/RO after approval of Director:
SCF&S/RO will issue offer letter through the online mode to the approved candidate.

The SCF&S/RO is to mark required documents for issuance of license from 
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f Director: 
SCF&S/RO will issue offer letter through the online mode to the approved candidate. 

 

The SCF&S/RO is to mark required documents for issuance of license from 
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8.3. Here, the SCF&S/RO can mark the details of previously deposited security money 

for adjustment. 
 

 

 

9. In the login of approved applicant:
9.1. After generation of offer 

payment for license &
FPS license. 
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S/RO can mark the details of previously deposited security money 

approved applicant: 
After generation of offer letter, the candidate can download the offer letter, make 
payment for license & security deposit and upload the required documents for getting 
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S/RO can mark the details of previously deposited security money 

 

the candidate can download the offer letter, make 
security deposit and upload the required documents for getting 

 


