PROCEDURE FOR ISSUANCE OF ONLINE CHARACTER VERIFICATION
REPORT (CVR) AND POLICE CLEARANCE CERTIFICATE (PCC)

1. Introduction:

Delhi Police shall undertake the following police verification services for
the Indian Nationals who are/were residing at address(s) belonging to Delhi:

() Character Verification Report (CVR) which will be issued on a
reference received from Government/Semi Government/ Public
Sector organizations to verify the character and antecedents of the
applicants who is/are newly selected/appointed as employee(s). It
will entail a thorough antecedent and address verification.

(iff Police Clearance Certificate (PCC) which will be of two types:

a. PCC- Address and Antecedent’s verification - This PCC will be
issued after conducting proper field/physical verification for both
individuals and Firms/Agencies for the following categories of
requests/applications:

i. PCC for Emigration purpose.

ii. PCC Request by a Non-Resident Indian (NRI) applying for
his/her period of residency on Delhi.

iii. Any Applicant requesting a proof of his/her stay at the given
address(s) belonging to any category as mention below.

b. PCC - Antecedent’s Verification only- This PCC will be issued
for all categories in which antecedent’s verification is requested.
This PCC will not require a visit to the address of the applicant
and will entail a record check as per the available databases viz.
SCRB, CCTNS, ICJS and Register No. IX, Part-III of the concerned
Police Station.

Categories for which police Clearance Certificates will be issued:

The above types of Police Clearance Certificate will generally be issued for
the following categories: -

1)  Job purposes- either on the application of the individual or reference
received from the employer.



i)  Various categories of license (excluding those covered under Arms
Act) who apply to Licensing Unit of Delhi Police.

iii)  Journalists seeking accreditation from PIB and DIP, GNCT, Delhi.

iv)  Employees of Private Contractors /agencies who have been engaged
by Government, Semi-Government, PSU, Defence Forces, Airport
Authority, Delhi Metro Rail Corporation etc.

v) Agents / companies engaged for post office and any other services to
the Government, Semi-government or PSU. (e.g. Gold evaluators
engaged by any bank, etc.)

vi)  Security agencies and / or their directors or their employees applying
for licenses under PSARA (Private Security Agency Regulation Act).

vii)  Registration of Commercial Vehicles.
viii)  Adoption of Child.
ix)  Miscellaneous category.

The categories mentioned above are subject to change as per the field
requirements after approval of DCP/Special Branch, Delhi.

2. Format of the certificates to be issued:

The format of the certificates of CVR and PCC shall be followed as per the
following annexures:

() Annexure A - Format for CVR in clear case (on field enquiry)

(i) Annexure B - Format for CVR in case of criminal involvement (on:
field enquiry)

(iiif  Annexure C - Format for PCC in clear case (on field enquiry)

(ivy Annexure D - Format for PCC in case of criminal involvement (on
field enquiry)

(v) Annexure E - Format for PCC in clear case (Without field enquiry)

(vii Annexure F - Format for PCC in case of criminal involvement
(Without field enquiry)

However, in case of any particular requirement, a modified certificate can
be issued after approval of DCP/Special Branch, Delhi.

3. Respomnsibilities of Enquiry Officers (EO) and Supervisory Officers
during issue of CVR and PCC - Address and Antecedents’ Verification:

i)  The Applications shall be received in online mode except for sensitive
references which will be entertained in hard copies.

ii)  The EO shall conduct a physical enquiry/ field verification to check
as to whether the applicant is / was residing at the given address of
Delhi along with any of the documentary proof as mentioned in the
application form by the applicant. The following documents may be
considered for the same:



iii)

vi)

vii)

viii)

ix)

xi)

Aadhaar Card

Voter ID card

Driving License

Passport

Notarized Rent Agreement

Bank Passbook with a/c statement updated

Utility Bills such as Water Bill, Electricity Bill, Gas Bill and
landline & mobile post-paid Bill issued in the name of the
applicant.
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The EO shall check the criminal records/antecedents of the applicant
from the record of SCRB, CCTNS, ICJS and Register No. IX, Part -III
maintained by concerned police station of the area.

The EO shall conduct local enquiry with at least two independent
persons of the locality regarding the antecedents of the applicant.

The presence of the applicant is mandatory at the given address at
the time of field verification. In case the applicant is not available at
the given address for some cogent reason, subject to the satisfaction
of the ACP Zone/SB, the enquiry shall be conducted based on the
document(s) submitted/uploaded by the applicant for the given
address, as well as photo identification and local enquiry from
relatives/neighbours.

When the house is under repair/re-construction and the applicant is
staying at some other place and the applicant has valid IDs of the
given address, the CVR/PCC shall not be rejected and a clear report
to this effect should be given after verifying the criminal antecedents
on both the addresses.

An applicant who is not present on the given address or who is unable
to produce necessary documents should be given reasonable
opportunities of being heard and to present his / her documents.

If the applicant is unable to upload the supporting document(s) online
due to some technical issues, the CVR/PCC shall not be rejected
solely on this ground and EO shall make efforts to collect supporting
document from the applicant and upload the same during the enquiry
and mention in the remarks column properly.

Ordinarily, the CVR/PCC shall not be issued to any applicant at a
commercial address/location. An exception can be made where the
person is a resident of that place.

Persons living temporarily in Hostels (students/working women etc.)
or Barracks (defence personnel etc.) can be issued the CVR/ PCC"
after verifying the authority / allotment letter from the competent
authority.

Children living in Orphan Homes etc. may be issued the CVR/PCC
after due verification of the authority letter from the head of the
institution regarding their residency.



Xii)

xii)

Young couples living in safe houses, established in the districts by
order of Hon’ble Supreme Court in the matter of Shakti Vahini vs
Union of India dated 27t March, 2018, may be issued the CVR after
due certification from jurisdictional District Magistrate or DCP
regarding their residency. '

The EO shall complete the enquiry expeditiously and the CVR/PCC
shall be issued within 21 days of receipt of application.

Responsibilities of Enquiry Officers (EQ) and Supervisory Officers

during issue of CVR to a Firm/Agency:

(i)

(iv)

The Applications shall be received in online mode except for sensitive
references which will be entertained in hard copies.

The EO shall conduct a physical enquiry/ field verification to check
the existence of the Firm/Agency on the given address of Delhi along
with the documentary proofs as mentioned/given in the application
form such as Firm Logo, Registration Certificate, Address Proof, ID
proof of all the Director(s)/Owner(s)/Partner(s) etc. The following
documents can be considered for the same:

a) Bank Passbook with account statement.

b) Utility Bills such as Water Bill, Electricity Bill, Gas Bill and
landline & mobile post-paid Bill issued in the name of the
Firm/Agency or any of the Director(s)/Owner(s)/Partner(s).

The EO shall check the criminal records/antecedents of the
Director(s)/ Owner(s)/ Partner(s) from the record of SCRB, CCTNS,
ICJS and Register No. IX, Part -III maintained by concerned police
station of the area or other records as applicable.

The EO shall conduct local enquiry with at least two independent
persons of the locality regarding the existence of the Firm/ Agency at
the given address;

If the department/applicant is unable to upload any supporting
document(s) online due to some technical issues, the CVR shall not
be rejected solely on this ground and EO shall make efforts to collect
supporting document from the applicant and upload the same during
the field visit/enquiry.

An applicant who is not present on the given address or who is unable
to produce necessary documents should be given reasonable
opportunities of being heard and to present his / her documents.

Responsibilities of Enquiry Officers and Supervisory Officers during

issue of online PCC (without conducting any field/physical

verification):

i)

ii)

The EO shall verify the records of SCRB, CCTNS, ICJS etc.
The EO should ensure that the photo on the application matches with

the proof of identity produced by the applicant.



iii)

iv)

The Following proofs of identity will be considered:
Aadhaar Card '

Passport

Voter ID card

Driving License
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e. Bank Passbook duly attested photograph.

In cases of multiple addresses in the document(s) submitted and the
address given by the applicant, the database with respect to
antecedents will be checked for all the addresses belonging to Delhi.

Respohsibilities of ACP/Zone/Special Branch, Delhi:

a)

b)

<)

ACsP/Zones/SB will telephonically re-verify/check the verifications
conducted and submit a fortnightly diary as per format prescribed by
DCP/SB. The above report will be compiled through ACP/PIC/SB.

All complaints received in connection with PCC & CVR cases,
enquiries against EOs will be enquired into by Vigilance Branch/SB
and the supervision of ACP/Vigilance/SB.

ACP/Vigilance/SB may also get discreet checks conducted to audit
the verification processes after approval of DCP/SB.

Responsibilities of ACP/Public Interface Cell (PIC) Special Branch,

Delhi:

a)

d)

Once the verification report has-been approved by ACP/Zone/SB, the
ACP/PIC/SB shall ensure that all columns are properly filled-in and
after due satisfaction, the PCC/CVR shall be issued under the digital
signatures of the DCP/SB. All digital copies of issued PCCs/CVRs
shall be stored in the database for record purpose which can be
searched/sorted out easily.

ACP/PIC/SB shall monitor all applications on daily basis and ensure
that the PCC/CVR is issued within stipulated time limit.

ACP/PIC/SB shall also ensure that the entire fee amount deposited
by applicants online is credited to the Account Holder bank and
monthly report is generated by ACP/HQ/SB (DDO) for his perusal
after the deposit of amount in the treasury in specified account
number.

The PIC Branch/SB shall maintain soft copies of each filled-in
application form and verification certificates issued for a period of five
years.

ACP/PIC/SB and ACP/Training/SB shall ensure that police
personnel are trained to operate the PCC & CVR websites and one
person is available in the office to attend helpline during working
hours on official working days.

If any criminal case is noticed against the applicant/aspirants after
issuing the PCC and CVR, the same will be reverted to the concerned
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zonal office for re-verification and updating the criminal record in the
issued PCC and CVR. After updating the same by the concerned
zonal office, a fresh PCC and CVR will be issued to the
applicant/aspirants as soon as possible and a reply will also be sent
to the concerned by PCC Cell and CVR Branch.

g) A report on all the feedback/grievances pertaining to PCC & CVR
cases received from applicants/agency or received on the PCC & CVR
web applications shall be submitted by ACP/PIC/SB to DCP/SB
fortnightly after obtaining the factual report of each PCC & CVR cases
from the concerned ACsP/Insprs./Zones/SB and
clarification/outcome thereof shall be sent to the applicant/aspirants
by PCC Cell & CVR Branch as soon as possible in the interest of
general public.

8. Responsibilities of Inspectors/Zones/SB:

a) Zonal Inspectors/SB will ensure proper supervision of PCC/CVR
Verifications being conducted in their respective zones.

b) They will maintain daily record of verifications conducted and
outcome as per pre-designated format.

c) They shall ensure that staff is adequately briefed with respect to
public handling, while conducting CVR and PCC - Address and
Antecedent's verifications.

d) They shall ensure maintenance of Cyber Highway and all necessary
paraphernalia to ensure timely disposal of verifications in
coordination with Special Branch HQ.

e) They shall: ensure adequate liaison with Police St:ations. for
streamlined record checks.

9, Maintenance of Criminal Records at Police Station Level:

a) All District DCsP shall ensure that the criminal records such as
Register No. IX, Part IIl and CCTNS database are updated regularly
as soon as the accused is arrested, or charge sheeted. Also, the result
of trial (convicted/acquitted/discharged/quashed etc ) should be
updated in the police records promptly. ‘

b) District DCsP shall also ensure that after registration of FIR, an entry
regarding the accused persons, bound down u/s 41A Cr.P.C. & 35
BNSS shall also be made in Register No. IX, Part IIl and CCTNS if the
accused has not been arrested.

c) Similarly, the entry regarding accused persons, who are/were
arrested after obtaining anticipatory bail, shall also made in Register
No. IX, Part Il and CCTNS.

10. Fees to be charged for issue of Verification Report:

The fees for Verification service carried out by Delhi Police (PCC/CVR)
shall be charged as per the rates decided by the Ministry of Home Affairs from
time to time.



11. Maintenance of accounts of fee received on behalf of PCC:

a)

ACP/HQ/SB (DDO) shall ensure that amount received by the Special
Branch- PCC Account No. 914020026655761 in Axis Bank, is
properly accounted for on a monthly basis. He will ensure that a
monthly statement is received from Axis Bank regarding transferring
the fee amount in the Head of Account 0055- Police Misc. in the
Treasury and entries are updated in the cash book by Accounts
Branch.

ACP/HQ (DDO) will put up a monthly statement along with receipt of
deposited amount before DCP/SB. The monthly report shall be
signed by ACP/HQ (DDO) and countersigned by DCP/SB and
maintained in a Cash Book as per treasury rules. The cash book
shall be certified by ACP/HQ (DDO) on the first & the last page

specifically mentioning the pages contained in the Cash Book. All

copies of statements & receipts shall be neatly pasted page-wise
marked page 1/A (statement) page 1/B (deposit receipt) & so on by
the Accountant/Special Branch. All procedures required by the
treasury rules shall be meticulously followed.

12. Maintenance of the website of the application:

With regards to the maintenance of the website the SCRB/PHQ & Special
Branch shall undertake the following: -

(1)

Special Branch:-

a) Development, maintenance, troubleshooting, up-gradation/
modification of website, as per dynamic needs by the website
developer as per the project awarded/AMC to them.

b) ACP (HQ)/SB & ACP PIC/SB Shall maintain the above features as
per signed MOU with Vendor (Software Developer/ AMC Awardee).

c) Periodical charges to keep the applications of CVR & PCC working.

d) Keep custody of source code in the server with the help of SCRB
(Crime Branch) and authorized software developer/ AMC awardee.

SCRB (Crime Branch):-

a) Proper Maintenance of server for smooth functioning of CVR &
PCC on respective servers.

b) Uploading/hosting of App/Web pertaining to CVR & PCC on
respective servers.

c) Security audit from any CERT-IN empanelled firm from time to
time.

d) Cyber Security Measures of the server/Website to avoid any miss-
happening/ threats from cyber-attacks.

e) One technical expert shall be posted by the SCRB (Crime Branch)
New Delhi or hire a private person/technical official from Gem



Portal through General Branch/SBfor web applications as back-
end support in case of any emergency or failure of the Application.

13. Supersession Clause:

This Standing Order supersedes the previous Standing Order No.
Int./03/2022 issued vide No. 1201-1350/Record Branch/PHQ dated Delhi, the
21.01.2022.

14. Disclaimer:

It is made clear that this Standing Order is exclugsively for internal
functioning of the Police Department. 6

\

~J
TR
(SANJAY ARORA)

COMMISSIONER OF POLICE:
DELHI.

No. 20| - 2550 /Record Branch/PHQ, dated Delhi the 2|/ oy /2025

Copy Forwarded to:-

1. All Special Commissioners of Police, Delhi.

All Joint Commissioners of Police, Delhi including Jt. Director,Delhi
Police Academy, Delhi/New Delhi.

3. All Additional Commissioners of Police, Delhi.

All Deputy Commissioners of Police, Districts/Units including PHQ, C.P.
Sectt., FRRO and Deputy Director/Delhi PoliceAcademy, Delhi/New
Delhi.

DCP/HQ (IV)/PHQ with the direction to upload the Standing Order on
Intra-DP.

OSD to C.P., Delhi.

LA to CP and FA to C.P., Delhi.
All ACsP/Insprs./PHQ.
PS/Reader to C.P., Delhi.

10. HAR/PHQ.

11. Inspr./Knowledge Center/PHQ.
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Annexure A

OFFICE OF THE DEPUTY COMMISSIONER OF POLICE: SPECIAL BRANCH,
DELHI POLICE BHAWAN, 3-5, ASAF ALI ROAD, NEW DELHI-110002
Tel. No. 011-23236234, Email ID: dpcvr-sb-dl@nic.in

CHARACTER VERIFICATION REPORT (CVR)

1. Application No. :  DLSB-CVR/2025000000

2. Applicant Name :  Sample CVR

3. Father’s /Husband’s Name : Sample CVR

4. Nationality : As mentioned by EO

S. Residential Address of = @ XXXXXXXX
Delhi

6. Period of Stay at above :  From Date: To Date :
Address

7. Previous Address of Delhi D XXXXXXX

8. Period of Stay at Previous :  From Date: To Date :
Address

9. Date of report generation : dd-mm-yyyy

As verified by the field enquiry the applicant is/had been residing at the above
address(s). No criminal records has been found against the applicant during his stay
period at the above mentioned address(s) as per Crime Record Office (CRO) and
concerned Police Station records.

Place: New Delhi
Dated: (system generated)

SEAL
(By default)

[Signature of the Authorized Officer]
Deputy Commissioner of Police,
Special Branch, New Delhi
Note:
i)  The authenticity of the CVR certificate may be checked from the CVR web portal.
ii)  An email can be sent at dpcvr-sb-dli@nic.in for any feedback.



Annexure B

OFFICE OF THE DEPUTY COMMISSIONER OF POLICE: SPECIAL BRANCH,
DELHI POLICE BHAWAN, 3-5, ASAF ALI ROAD, NEW DELHI-110002
Tel. No. 011-23236234, Email ID: dpcvr-sb-dl@nic.in

CHARACTER VERIFICATION REPORT (CVR)

1. Application No. :  DLSB-CVR/2025000000

2. Applicant Name :  Sample CVR

3. Father’s /Husband’s Name : Sample CVR

4. Nationality : As mentioned by EO

5. Residential Address of o XXXXXXXX
Delhi

6. Period of Stay at above :  From Date: To Date :
Address

7.  Previous Address of Delhi 1 XXXXXXX

8. Period of Stay at Previous :  From Date: To Date :
Address

9. Date of report generation : dd-mm-yyyy

As verified by the field enquiry the applicant is/had been residing at the above
address(s). The applicant is/was found involved in the following case(s) as per Crime
Record Office (CRO) and concerned Police Station records:-

Sl FIR No. Dated Under Section | Police Station Present Status
No.
1.
2.

Place: New Delhi

Dated: (system generated)

SEAL
(By default)

[Signature of the Authorized Officer]
Deputy Commissioner of Police,
Special Branch, New Delhi
Note:
i)  The authenticity of the CVR certificate may be checked from the CVR web portal.
il)  An email can be sent at dpcvr-sb-dl@nic.in for any feedback.

10



Annexure C

OFFICE OF THE DEPUTY COMMISSIONER OF POLICE: SPECIAL BRANCH,
DELHI POLICE BHAWAN, 3-5, ASAF ALI ROAD, NEW DELHI-110002
Tel. No. 011-23236040, Email ID: dppcc.sb@delhipolice.gov.

POLICE CLEARANCE CERTIFICATE (PCC)

1. Application No. :  DLSB-PCC/2025000000

2. Applicant Name :  Sample PCC

3. Father’s /Husband’s Name : Sample PCC

4. Nationality : By default Indian

5. Residential Address of 1 XXXXXXXX
Delhi

6. Period of Stay at above :  From Date: To Date :
Address

7. Previous Address of Delhi D XXXXXXX

8. Period of Stay at Previous :  From Date: To Date :
Address

9. Purpose . :  As mentioned in application

form .

10. Passport No. and date of :  Passport No. Date of issue
Issue
(Mandatory for Immigration
purpose)

11. Date of report generation : dd-mm-yyyy

As verified by the field enquiry the applicant is/had been residing at the above
address(s). No criminal records has been found against the applicant during his stay
period at the above mentioned address(s) as per Crime Record Office (CRO) and
concerned Police Station records.

Place: New Delhi
Dated: (system generated)

SEAL
(By default)

[Signature of the Authorized Officer]
Deputy Commissioner of Police,
Special Branch, New Delhi
Note:
i)  The authenticity of the PCC certificate may be checked from the PCC web portal.
ii)  An email can be sent at dppcc.sb@delhipolice.gov.in for any feedback.
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Annexure D

OFFICE OF THE DEPUTY COMMISSIONER OF POLICE: SPECIAL BRANCH,
DELHI POLICE BHAWAN, 3-5, ASAF ALI ROAD, NEW DELHI-110002
Tel. No. 011-23236040, Email ID: dppcc.sb@delhipolice.gov.

e wN R

10.

POLICE CLEARANCE CERTIFICATE (PCC)

Application No.
Applicant Name

Father’s /Husband’s Name
Nationality

Residential Address of
Delhi

Period of Stay at above
Address

Previous Address of Delhi
Period of Stay at Previous
Address

Purpose

Date of report generation

DLSB-PCC/2025000000
Sample PCC

Sample PCC

By default Indian
KXXXXXXX

From Date: To Date :

XXXXXXX

From Date: To Date :

As mentioned in application
form

dd-mm-yyyy

As verified by the field enquiry the applicant is/had been residing at the above
address(s). The applicant is/was found involved in the following case(s) as per Crime
Record Office (CRO) and concerned Police Station records:-

Sl1. FIR No. Dated | Under Section | Police Station Present Status
No.
1.
2.
Place: New Delhi
Dated: (system generated)
SEAL
(By default)
[Signature of the Authorized Officer]
Deputy Commissioner of Police,
Special Branch, New Delhi
Note:

i)

ii)

The authenticity of the PCC certificate may be checked from the PCC web portal.
An email can be sent at dppcc.sb@delhipolice.gov.in for any feedback.
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Annexure E

OFFICE OF THE DEPUTY COMMISSIONER OF POLICE: SPECIAL BRANCH,
DELHI POLICE BHAWAN, 3-5, ASAF ALI ROAD, NEW DELHI-110002
Tel. No. 011-23236040, Email ID: dppcc.sb@delhipolice.gov.

POLICE CLEARANCE CERTIFICATE (PCC)

1. Application No. :  DLSB-PCC/2025000000
2. Applicant Name :  Sample PCC
3. Father’s /Husband’s Name : Sample PCC
4. Nationality : By default Indian
5. Residential Address of T XXXXKXXX
Delhi
6. Previous Address of Delhi T XXXXXXX
7. Purpose : As mentioned in application
form
8. Date of report generation :  dd-mm-yyyy

No criminal records has been found against the applicant as per Crime Record Office
(CRO)} and concerned Police Station records. The certificate is based as per record
check only. The factum of his/her residence at the given address has not been verified
by conducting field enquiries. ’ ‘

Place: New Delhi
Dated: (system generated)

SEAL
(By default)

[Signature of the Authorized Officer]
Deputy Commissioner of Police,
Special Branch, New Delhi
Note: ‘
iii) ~ The authenticity of the PCC certificate may be checked from the PCC web portal.
iv)  An email can be sent at dppcc.sb@delhipolice.gov.in for any feedback.
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Annexure F

OFFICE OF THE DEPUTY COMMISSIONER OF POLICE: SPECIAL BRANCH,
DELHI POLICE BHAWAN, 3-5, ASAF ALI ROAD, NEW DELHI-110002
Tel. No. 011-23236040, Email ID: dppcc.sh@delhipolice.gov.

ahr N

o

POLICE CLEARANCE CERTIFICATE (PCC)

Application No.

DLSB-PCC/2025000000

Applicant Name :  Sample PCC

Father’s /Husband’s Name : Sample PCC

Nationality : By default Indian

Residential Address of XXXXXKXXX

Delhi

Previous Address of Delhi T XXXXXXX

Purpose : As mentioned in application
form

Date of report generation : dd-mm-yyyy

The applicant is/was found involved in the following case(s) as per Crime Record Office
(CRO) and concerned Police Station records:-

Sl
No.

FIR No.

Dated

Under Section | Police Station Present Status

1.

2.

The certificate is based as per record check only. The factum of his/her residence at
the given address has not been verified by conducting field enquiries.

Place:
Dated:

: New Delhi
(system generated)

SEAL
(By default)

Note:
i)

ii)

[Signature of the Authorized Officer]
Deputy Commissioner of Police,
Special Branch, New Delhi

The authenticity of the PCC certificate may be checked from the PCC web portal.
An email can be sent at dppcc.sb@delhipolice.gov.in for any feedback.
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