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Instruction for filling e-gazette template

Instructions for filling e-gazette template

Instructions for filling the template-
1. The information shall be filled and uploaded in the e-gazette template only. The template is in
MS word and shall be uploaded in MS word only.
2. The details can be filled in both Hindi and English Languages.
3. The page size is A4-8.27" X 11.69".
4. The top margin is 0.9, bottom is 17, right margin is 0.9" and left margin is 1".
5. The font sizes are as-
a. English- 12, Times New Roman
b. Hindi- 11, Mangal
6. The spacing between the lines shall be 1.15.
7. No other template will be acceptable for uploading information.
8. No other document type like JPEG/XLSX/TIFF/RTF shall be acceptable in e-gazette for
uploading.

Click here download E-Gazette template
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Select Document type from the drop down
after selection meta data will be populated Click on upload button.
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Approve Document



After Uploading document, Kindly login with Signing authority’s login id.
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Enter comments and click on save
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Signing authority will receive an OTP on mobile number that is linked with his Aadhar ID

Please Enter Valid OTP on your Registered Mobile Number

Enter OTP here
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Converting Word Document to PDF.
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After approval, Printing and Stationary user will receive a notification and they
will set received request in their predefined format.

And they will send that document to department approving authority.



Check document returned from Printing and stationary department.
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Compare both document. If document seems correct then click on save.
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After receiving the updated documents by P&S user,
he will made final changes and publish requested document
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Select sub department
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Fill searching criteria(if any) and click on search
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