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 FBO WITH COMPLETED 

FORM B DOCUMENTS & 

DEMAND DRAFT 

RECEPTION COUNTER  

 DEO TO CHECK DOCUMENTS AS 

PER CHECK LIST, ENTER 

APPLICATION DETAILS, PROVIDE 

RECIEPT TO FBO (SAME DAY-T 

DAY) FBO GOES HOME 

 DEO TO PASS COMPLETE SET 

TO UDC WITH THE ENTRY NO. 

ON THE FIRST PAGE OF FORM B 

(SAME DAY) 

FBO HAS NO DOCUMENTS 

/FEE OR FORM B 

CONTACT  FSO AT THE 

COUNTER  

 AFTER COMPLETION, UDC TO 

SORT THE APPLICATIONS AND 

BUNDLE  DISTRICT WISE. SENT 

TO DO ON THE SAME DAY. 

TAKE RECEIPT FROM THE LDC 

(DO OFFICE) SAME DAY TILL 

5.30 PM 

AFTER RECEIVING THE 

APPLICATIONS  DEO (DO 

OFFICE) ENTER FURTHER 

DETAILS IN THE EXCEL SHEET 

(T+1 DAY) 

DEO (DO OFFICE) E MAIL ALL 

THE DETAILS TO ACCOUNT 

BRANCH TILL EVENING (T+1 

DAY) 

DO  

1. SCRUTNIZE APPLICATION (T+1 DAY) 

2. ASSIGN UNIQUE ID (T+1 DAY) 

3. ASSIGN DATE FOR INSPECTION (T+2 DAY) 

4. SMS TO FBO ABOUT INSPECTION DATE (T+2 DAY) 

5. ISSUE LICENSE IF NO INSPECTION IS DESIRED (T+5 DAY) 

6. SEND THE APP. TO THE FSO PHYSICALLY AS WELL AS BY EMAIL 

ABOUT THE DATE OF INSPECTION (T+2 DAY) 

7. TO SEND THE DRAFT/PAY ORDER TO AAO ACCOUNTS 

BRANCH(T+1 DAY) 

DEO ALSO MAILS THE COMPLETE 

LIST OF THE APPLICATIONS 

RECEIVED ON THE DAY DISTRICT 

WISE TO EACH D.O. IN EXCEL SHEET, 

TAKE PRINT OUT IN DUPLICATE 

DISTT WISE SAME DAY TILL 5.30 PM 

DO TO SEND ALL THE DRAFTS 

/PAY ORDERS TO AAO 

ACCOUNTS ON THE NEXT DAY 

BEFORE LUNCH (T+1 DAY) 

FSO FOR INSPECTION OF UNIT ON ASSIGNED 

DATE. FSO TO REPORT BACK IN  3 DAY  

(AFTER INSPECTION DATE) RECOMMENDING 

OR OTHERWISE 

 

 A.DO SHALL DIRECT THE DEO TO PRINT OUT 

THE LICENSE IN PRESCRIBED FORM 

 B. ISSUE IMPROVEMENT NOTICE TO THE 

FBO AS RECOMMENDED BY FSO  

 C. ORDER TO INSPECT AGAIN THE UNIT BY 

OTHER FSO OR BY HIMSELF. (WITHIN TWO 

DAYS OF SUBMISSION OF REPORT BY FSO) 

 

A-LICENSE TO BE SEND TO FBO BY 

SPEED POST ONLY 

B-IMPROVEMENT NOTICE BE SENT 

TO FBO BY SPEED POST  

C-IN CASE OF NON-COMPLIANCE  

BY FBO IN 30 DAYS REVOKE LICENSE 

OF FBO 

ALL FILES CONTAINING APPLICATION,  INSPECTION 

REPORT AND COPY OF LICENSE BE KEPT DISTRICT 

WISE AT CENTRAL STORE UNDER HEAD CLERK (LIC 

BRANCH) 

AAO TO DEPOSIT THE DD/PAY 

ORDER IN SBI ON T+2 DAY 


