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1 Introduction 

To obviate the process of manual submission of Security deposit in shape of NSC/POTD 
to the Civil License Issuing Authorities. Now Govt. has decided to do the process 
through online in which postal department has vital role to coordinate with the online 
process of civil license. 
  

1.1 Purpose 

This document will help the users to understand how a postal authority can go for 
online verification of National Saving Certificate (NSC) / Post Office Time 
Deposit (POTD) who’s ever applying for Civil License from CDMS portal. 

 

1.2 Procedure 

 Applicant need to have A/c in India Post Payment Bank for Online transaction  

[Physical interaction necessary for KYC purpose]  

 Purchase of POTD and / or NSC by Applicant (Contractor) 

 Pledging of POTD / NSC can be made upon receipt of online request from 

Applicant through CDMS Portal 

 Verification of Pledged Instruments shall be made by Postal Department using 

CDMS Portal upon receipt of request from License Issuing Authority. 

 Dedicated Staff shall be provided by Postal Department for all Online Actions in 

CDMS Portal. 

 

1.3 Process Flow 

There are eight steps of process flow for postal security deposit .In the process 4 steps 
will be attend by Licensing Issuing Authority and other 4 will attend by Post office and 
Contractor. As shown in Fig 1. 
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Figure: 1 
 
 

Online Security Deposit- Post Office

 
2 Postal Process 

2.1 Initiate Security Deposit by LIA 

 
After the documents approved by LIA then the office will initiate security deposit and 
a message will delivered to the contractor for applying NSC/POTD from post office. As 
shown in fig 2. 
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Figure: 2 
 
 

 
 
 

2.2 Fill NSC Details by Contractor 

 
After buying of NSC, contractor will visit to their CDMS Log In portal where they will fill 
their NSC details in Pledge form as shown in Fig: 3. 
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 In Pledge form Serial No will auto generate by the system. 

 Auto fetch of NSC buyer name and authority name with amount as mentioned in 

OPWD code book. 

 Fill the date field in which date the NSC/POTD has buy. 

 Insert the Post Office pin code. 

 Auto fetch of Post office from Postal Pin code Master. 

 Fill the amount. 

 If case of multiple NSC can go for add option. 

 Click to Submit button for further process. 

 

2.3 LIA Verification 

Now the pledge will transfer to LIA for verification as shown in Figure: 4 
 
Figure: 4 
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LIA will forward it to postal department for verification of pledge form. 
 

2.4 Postal Authority Verification 

Now Concerned postal authority will visit to CDMS portal and they will log in to their 
office credential .They can see their pending details activities in there dashboard page. 
As shown in Fig 5 & 6. 
 
Figure: 5 
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Figure 6: 
 

Postal Dashboard

 
Two types verification module has present in Menu list. Where they can see the pledge 
details of applicant which is send by License Issuing Authority and the details will 
verified by the post office then it may be validate.  In case any objection they seek 
clarification from the LIA. Fig 7&8. 
 
Figure: 7 
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Figure: 8 
 

 
 

2.5 Upload Pledge Document by Contractor 

After verified by the HO of Post Office then the applicant will get a message to pledge 
their NSC/POTD by the post office and the same pledge documents to be uploading in 
CDMS portal .Fig 9 
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Figure 9 

 
2.6 Send NSC Pledge Document 

Then the LIA will send NSC pledge document to Post Office for final document 
verification. Figure:10 
 
Figure: 10 
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2.7 Verify NSC Pledge Document 

Now the Post office will verify the authenticity of NSC pledge document and to be 
validated. Fig 11 
 
 
Figure: 11 
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2.8 LIA Final Approval 

Post office validates documents will come to LIA, now they will give their final 
approval. Fig:12 
 
Figure: 12 
 

 
 
 

 
 


