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ISSUANCE OF INCOME & ASSET CERTIFICATE FOR ECONOMICALLY 

WEAKER SECTIONS (EWS)  

1. INTRODUCTION: 

1.1  About Income & Asset Certificate for Economically Weaker Sections (EWS): 

Economically Weaker Sections (EWS) is a term used to refer to those citizens or households with 
income below a certain threshold level. Though there may be other economic factors in deciding 
on the economic weakness of the citizen/household, income is the dominant criterion. However, 
the definition of EWS may include those categorized as “Below Poverty Line (BPL)”. 
Benefit of reservation under EWS can be availed upon production of an Income and Asset 
Certificate issued by a Competent Authority. The person belonging to EWSs who are not covered 
under the scheme of reservation for SCs, STs, and OBCs shall get reservation in direct recruitment 
in civil posts and services in the Government of India. 
To avail this service, citizen needs to apply through visiting nearest MeeSeva Franchise along with 

the required KYC documents. 

Important Note: 

 Persons who are not covered under the scheme of reservation for SCs, STs and OBCs and 
whose family has gross annual income are to be identified as EWSs for benefit of reservation.  

 Income shall also include income from all sources i.e. salary, agriculture, business, profession, 
etc., for the financial year prior to the year of application. 

 

1.2  Service Details: 

Table 1: Service Details 

Category Type B 

Department Revenue 

Issuing Authority MRO 

User Charges 45/- 

SLA 30 Days 

 
 
Documents Required 

 Application Form* 

 Ration Card/EPIC Card/Aadhaar Card* 

 Copy of IT Returns/Pay Slip 

 Affidavit 

 Photo* 
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2. WORK FLOW DIAGRAM:  

The following is the Process flow diagrams by Tahsildar (MRO) for processing the requests of 

Income & Asset Certificate for Economically Weaker Sections (EWS); 

 

Diagrams 1: Work Flow Process by Tahsildar 

3. PROCEDURE FOR PROCESSING REQUESTS OF EWS: 

3.1  MRO PROCESS: 

MRO (Tahsildar) login to MeeSeva Portal with their secured credentials & Digital Token as 

shown in below figure; 

 

Figure 1: MRO Login (Username & Password) 

 MRO logins with their Username & Password and Click on ‘LOGIN’. 
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3.2  SELECTION OF SERVICE: 

MRO (Tahsildar) selects respective service under Application Processing as shown in below 

figure; 

 

Figure 2: Selection of Service (EWS) 

 Operator Selects 'Issuance of Income & Asset Certificate for Economically Weaker Sections 
(EWS)'  from list of Services under Application Processing. 
 
 
 
 
 

3.3  SEARCH CRITERIA: 

1. Issuance of Income & Asset Certificate for Economically Weaker Sections (EWS) Application 
Form will be fetched from Sever as shown in below figure; 
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Figure 3: Search Criteria 

 
2. MRO eneter the Search Criteria Details as shown in below figure; 

 

Figure 4: Selection of Request Status – Under Search Criteria 

 

 Request Status to be selected with; ‘Not Viewed/Open/Approved/Rejected’. 
 
 
 
 
 
 

3. MRO selects Search Criteria details to fetch the applications as shown in below figure; 
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Figure 5: Selection of Request Status – Under Search Criteria & Click Get Details 

 

 Search Criteris Details to be captured with; From Date, To Date, Request Status. 

 Once Details ae Captured, MRO click on ‘GET DETAILS’. 
 
 

3.4  LIST OF REQUESTS (for Processing): 

List of Citizen requests will be shown in dash board as shown in below figure; 
 

 

Figure 6: List of Requests 

 

 Details will be displayed with; S.No., Application No., Applicant Name, Father Name, 
Mandal, Village, Status, Application Date. 
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3.5  APPLICATION FORM: (for processing) 

Application Form of Selected Application Number details will be shown in below figure; 

 

Figure 7: Application Form – for processing 

 

 MRO verifies – Income Applicant Details, Permanent Address, Postal Address Details, 
Income Certificate Details, Upload Documents. 

 If MRO requires any clarification in applicant details, MRO will conduct the field level 
enquiry with Sub ordinates. 

 If there are any corrections in Permanent Address details, MRO is having a provison is to 
modify the details. 
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3.6  ACTION TAKEN: 

MRO takes an action based on the application details as shown in below figure; 
 

1. APPROVAL CASE: 
If application details are genuine, MRO select ‘Accept’ and process the request as shown in 
below figure; 

 

Figure 8: On Approval Case – Accept 

 

 MRO Uploads ‘Proceedings Document’ & enter ‘Remarks’, click on SIGN for approval of 
Request. 

 
 
 
 

2. REJECTION CASE: 
If application details are mis-matching, MRO select ‘Reject’ and process the request as shown 
in below figure; 
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Figure 9: On Rejection Case - Reject 

 

 MRO Uploads ‘Proceedings Document’ & enter ‘Remarks’, click on SIGN for Rejecting of 
Request. 

 
 

3. APPLICATION TRANSFER TO OTHER MANDAL: 
MRO select ‘Application Transfer to Other Mandal’ as shown in below figure; 

 

Figure 10: Application Transfer to Other Mandal 
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 If application is not related to MRO judirictation, MRO is having a Provision to Transfer to 
the respective Mandal by select ‘Application Transfer to Other Mandal’. 

 MRO to Capture Details with; Mandal, Village. 

 MRO Uploads ‘Proceedings Document’ & enter ‘Remarks’, click on TRANSFER for transfer 
to respective mandal. 

 
 

4. CLARIFICATIONS REQUIRED: (by applicant) 
MRO click on ‘Send SMS to Applicant’ for clarifications of applications as shown in below figure; 

 

 

Figure 11: Send SMS to Applicant 

 

 If MRO required any clarification of citizen application (which was placed at kiosk operator), 
MRO is having a Provision to Send SMS to application regarding Clarifications. 

 MRO Uploads ‘Proceedings Document’ & enter ‘Remarks’, click on SEND SMS for 
clarifications required by applicant/citizen. 

 
 
 

3.7  APPROVAL CASE: 

A Confirmation Message will be fetched from Server once request is approved as shown in 
below figure; 
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Figure 12: Approval Message 

 

 Once Request is approved, a confirmation message will be fetched from Server with ‘Your 
Application has been Approved’. 

 A ‘Print Certificate’ label will be binded once the request is approved. 

 For generating the Certificate, Click on ‘PRINT CERTIFICATE’. 

 On Approva/Rejection case, an SMS will be sent to citizen regiseted mobile number 
regarding the Status. 

 
 
 
 
 
 

3.8  CERTIFICATE: (EWS) 

Income & Asset Certificate for Economically Weaker Sections (EWS) approval certificate as 
shown in below figure; 
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Figure 13: Income & Asset Certificate for Economically Weaker Sections (EWS) Certificate 

 

 Once the request is approved, an SMS will be sent to citizen registered mobile number. 

 Citizen to visit MeeSeva franchise (where request is placed) for collecting certiifcate. 

 Based on the Application Number or Transcation ID, Kiosk Operator Search the details and 
generates the Cerificate, hand overs to Citizen. 
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4. APPROVALS: 

Table 2: Approval Authorities 

Inspected By Date Signature 

Ragavendra Rao Jakka   

Approved By Date Signature 

B. Bala Kishore   
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