FORM 1

[See rule 5 (1)]

Form of notice of ordinary meeting of Gram Panchayat

                           ……………………………….Gram Panchayat           [By Special Messenger]

To:

 Sri/Smt........................................................

....................................................................

                   Notice is hereby given that to transact the undermentioned business, the next meeting of the............................................Gram Panchayat will be held at.....................................(place) at......................a.m./p.m. on the...................day of...................20.........


He is requested to make it convenient to attend the said meeting.


List of business:


1. ..............................................


2. ..............................................


3. ..............................................

              4.……………………………….

              Dated, this ……………………day of …………………….20……..         

                                                                                                      Secretary,

                                                                                 ............................................Gram Panchayat.

FORM 1A

[See rule 5 (1)]

Form of notice of emergent meeting of Gram Panchayat
                             …..………………………….Gram Panchayat        [By Special Messenger]

To:

..Sri/Smt......................................................

....................................................................

                  Notice is hereby given that the next emergent meeting of the............................................Gram Panchayat will be held at.....................................(place) at......................a.m./p.m. on the...................day of...................20......... to transact the undermentioned business.


He is requested to make it convenient to attend the said meeting.


Business:


1. ................................................


Dated, this............... ……day of...........…………20.........

                                                                                                             Secretary,

                                                                                           ............................................Gram Panchayat.

FORM 1B

[See rule 5 (1)]

Form of notice for requisitioned meeting of the Gram Panchayat by the Pradhan

………………………………..Gram Panchayat     [By Special Messenger]

To:

Sri/Smt ......................................................

             .......................................................

             .......................................................

                   Notice is hereby given that a requisitioned meeting of the Gram Panchayat as required by the members in their letter received on...................(dated), shall be held at the office of the Gram Panchayat at..........................................(Place) at................a.m./p.m. on the...........…..day of ...........................(month) 20........ to transact the following business.


He is requested to make it convenient to attend the said meeting.


Business :


1. ................................................


Dated : .............................(Place)

        Pradhan/Upa-Pradhan-in-Charge


This................day of................20.........

Copy forwarded to the Block Development Officer (prescribed authority).......................…………………..

................................................Block.

FORM 1C

[See rule 5 (1)]]

 Form of notice for requisitioned meeting of the Gram Panchayat by the requisitionist members
............………………………….......Gram Panchayat
To:

Sri/Smt ......................................................

             .......................................................

             .......................................................


Notice is hereby given that since the Pradhan/Upa-Pradhan-in-Charge has failed to convene a meeting in accordance with law as required by us, the undersigned members, by a letter served on the Pradhan/Upa-Pradhan-in-Charge on...................(dated), a requisitioned meeting shall be held at the office of the Gram Panchayat at..........................................(Place) at................a.m./p.m. on the………..............day of ........................…...(month) 20........ to transact the following business.


He is requested to make it convenient to attend the said meeting.


Business :


1. ................................................


Dated : .............................(Place)
                            Requisitionist members


This................day of................20.........                     1.

                                                                                                  2.

                                                                                                  3.

                                                                                                  4.

Copy forwarded to the

1. Pradhan..................................................Gram Panchayat

2. Block Development Officer (prescribed authority)

    ................................................................ Block

FORM 2

[See rule 10(1)]

Form of attendance register for the meeting of Gram Panchayat
..............................................................Gram Panchayat

(1) Date of meeting: _______________________________

(2) Place of meeting: _______________________________

(3) Time of meeting: _______________________________

(4) Name of meeting: Ordinary / Emergent

	Sl. No.
	Name of the member
	Signature or * LTI of the member
	Time of Arrival


	Attested by (in case of * LTI only)]

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


· Left thumb impression

FORM 3

[See rule 8]

Form of notice of adjourned meeting of Gram Panchayat
                                                                                            [By Special Messenger]

..............................................................Gram Panchayat

To:

.Sri/Smt......................................................

.................................................…………..

                Notice is hereby given that the meeting of the..........................................Gram Panchayat, which was adjourned on the.................day of...........................20.........., will be held at......................................(Place) at............a.m./p.m. on the...........………day of....................20.......... to transact the items of business which were on the agenda of the meeting, dated.................


He is requested to make it convenient to attend the said adjourned meeting.

Dated, this.........................day of.........................20.............

                                                                                                                    Secretary,

.                                                                                                   ...........................................Gram Panchayat.

FORM 3A

[See rules 17(1) & 17(2)]

 Report on the work of ................................................Gram Panchayat for the year__________

   Heads of receipts           Actual receipts during the year           Anticipated receipts during the following

              (1)                                              (2)                                                                       (3)

1. Opening balance

2.  
Contribution by the State Government –

    
(a)  
for maintenance of –

         

(i) Gram Panchayat Karmees.

         

(ii) Executive Assistant / Secretary / Job Assistant / Nirman Sahayak / Sahayak

                             (iii) Tax Collecting Sarkars

               (b)
for development work.

    
(c)  
in the form of incentive grant.

    
(d)   
in the form of matching.

    
(e)  
for fixed traveling allowance for members of Gram Panchayat.

    
(f) 
for honorarium for Pradhan , Upa-Pradhan & Sanchalak.

3.  
Contribution/Grant from Central/State Government for any other special purpose.


(a)


(b)


(c)

4.
Tax Revenue.


(a)
Tax on land and buildings under section 46(1)(a)


(b)
Rates and fees –



(i)  fees on registration of vehicles under section 47(1)(i)



(ii) fee for providing sanitary arrangements under section 47(1)(iii)



(iii) water rate under section 47(1)(iv)



(iv)  lighting rate under section 47(1)(v)



(v) conservancy rate under section 47(1)(vi)

                             (vi) fees on registration for  running trade under section 47(1)(vii)

                             (vii) tolls on persons, vehicles or animals under section 47(1)(viii)

                             (viii) tolls for ferry under section 47(1)(ix)

                             (ix) fees on license of pet dogs under section 47(1)(x)

                             (x) sanitary rates for maintenance of public latrine under section 47(1)(xi)

                             (xi) rate for clearance of common drains under section 47(1)(xii)

                             (xii) fees for use of burning ghat under section 47(1)(xiv)

                             (xiii) fees on registration of deep tube well/mini-deep tube well/shallow tube well for supply of water for commercial purpose under section  47(1)(xv)

                            (xiv) fees on sale proceeds of produces sold in village market under section 47(1)(xvi)

                            (xv) fees for display of poster, banner, hoarding under section 47(1)(xvii) 


(c)
Additional stamp duty on –



(i)  transfer of immovable property under section 46(5)(a)



(ii) payment for admission to any entertainment under section 46(5)(b)

5.
Receipts from State Government under section 22 for performance of functions assigned 
to the Gram Panchayat or for making provision for duties of the Gram Panchayat –


(a)


(b)


(c)

6.
Receipt in respect of management of estates and all interest therein vested in the State.

7.
Receipts from properties and remunerative assets created by the Gram Panchayat.

8.
Contribution/Grant by Zilla Parishad, Panchayat Samiti or any other local authority.

9.
Receipts from gifts and contributions and income from trust or endowment.

10.
Receipts on account of fines and penalties.

11.
Receipts on account of recovery of cost of demolition of building.

12.
Receipts on account of recovery of cost of works carried out.

13.
Receipts for acting as the agent of the Zilla Parishad

14.
Loans and advances –


(i)
from Central/State Government


(ii)
from financial institution and other sources


(iii)
on miscellaneous items.


(iv)
receipts on Deposits and Advances

16.
Miscellaneous receipts, if any, not classified above.

 Total income ...........................

Report on the work of ................................................Gram Panchayat for the year__________

Heads of expenditure       Actual expenditure during the year               Anticipated expenditure during the 

                                                                                                                                   following year

            (1)                                                (2)                                                                             (3)

1.
Cost of its own administration.


(a)
Salary and allowances, etc. of-



(i)  Executive Assistant

                             (ii) Secretary



(iii) Job Assistant/Nirman Sahayak

                             (iv) Sahayak



(iii) Gram Panchayat Karmees


(b)
Contingency.


(c)
Honorarium


(e)
Collections charges for rates, fees, etc.

2.
Expenditure on obligatory duties under section 19.


(a)


(b)


(c)

3.
Expenditure on functions assigned to the Gram Panchayat under section 20.


(a)


(b)


(c)

4.
Expenditure on discretionary duties under section 21.


(a)


(b)


(c)

5.
Control of building operations.

6.
Maintenance and repair of public streets, waterways, etc.

7.
Improvement of sanitation, etc. under section 24.

8.
Epidemic control.

9.
Performance of functions delegated by the Zilla Parishad

10.
Management of estates and all interests therein vested in the State.

11.
Miscellaneous Work Loans and Advances.

12.
Repayment of loans, interest, etc.

13.
Refund of Deposit and Advance.

14.
Miscellaneous expenditure.

               Total Expenditure:

               Closing Balance:


FORM 4
[See rule 18]

Form of application for permission to erect structure or building or to make an addition or alteration to an existing structure or building in a Gram
(To be submitted in duplicate)

............................................. Gram Panchayat 

To:

The Pradhan

............................................. Gram Panchayat


I hereby apply for permission to erect a new structure/building/to make addition/alteration to an existing structure/building as mentioned in column 1 of the table below on a land covered by C.S./R.S. plot Nos ............................ of mouza ....................... of jurisdiction list No. ..................................... of Police Station ................................. the boundaries of which are shown below, on payment of the fee of Rs...................... as deposited by me as indicated in column 2 of the said table.

               Nature of structure/building                                                                                  Fee to be paid

                                                                                                                                             (in rupee) 

1.
Thatched, tin, tile or asbestos shed without brick will covering as area


of more than 18 square metres but not more than 40 square metres

30.00

2.
Thatched, tin, tile or asbestos shed without brick wall covering area of


more than 40 square metres





60.00

3.
Boundary wall made of brick or cement concrete if the bounded area is


not kept as vacant plot but is used or likely to be used as stack yard or


for my commercial or institutional purpose, either on open or by erecting


temporary shed when the bounded area is –


(i)
not more than 40 square metres




30.00


(ii)
more than 40 square metres




50.00

4.
Any brick-walled one storeyed structure or building covering an area


of not more than 40 square metres





100.00

5.
Any brick-walled one-storeyed building or structure covering an area


of more than 40 square metres





150.00

6.
(i)
Any brick-walled two-storeyed structure or building covering an



area of not more than 40 square metres on the ground floor
               250.00


(ii)
Additional fee for each floor above first floor


60.00

7.
(i)
Any brick-walled two-storeyed structure or building covering an



area of more than 40 square metres on the ground floor

400.00


(ii)
Additional fee for each floor above first floor


150.00

8.
(i)
Any one-storeyed workshop or structure or building covering an area



of not more than 100 square metres



              500.00


(ii)
Additional fee for each floor above the ground floor

              150.00

9.
(i)
Any workshop, shed or one-storeyed structure or building for



commercial or business purpose covering an area of more than



100 Square metres





 1000.00


(ii)
Additional fee for each floor above the ground floor

               300.00

10.
Any remodelling of existing structure or building, increasing the existing


area of the structure or building –


(i)
by one-fifth of the existing covered area



 100.00


(ii)
by more than one-fifth of the existing covered area

               200.00


Boundaries –


East –


West –


North –


South –

2.
I hereby declare that I have unencumbered right, title and interest in the land on which the structure/building is proposed to be constructed/on which the existing building/structure stands to which additions/alterations are proposed to be made. I am enclosing copies of documents in support of the claim.

3.
I hereby undertake to raise the walls of the proposed structure/building at a distance of at least nine-tenth metre from all sides of boundaries.

4.
I am enclosing two copies of site plan and building plan for the proposed construction.

5.
I further undertake hereby to make construction strictly following the building plan submitted with such modifications as may be directed by the Gram Panchayat.

6.
I also hereby declare that I am not erecting any structure/building within Calcutta metropolitan area or near or in the vicinity of any aerodrome tending to hazard or near any other prohibited area.

Or


I also hereby declare that the structure/building I am proposing to erect lies within Calcutta metropolitan area or near or in the vicinity of an aerodrome or a prohibited area and the proposed construction/building plan has been prepared keeping this point under consideration.

7.
I also hereby undertake that I shall not start the construction work before receipt of permission of the Gram Panchayat with the approved copy of the building plan or before the expiry of the statutory period of according such approval.

8.
I also hereby undertake to make payment of further fee as may be directed by the Gram Panchayat in accordance with the rule and procedures. 

(Strike out the words not applicable)

                                                                                               Signature ......................................................

                                                                                              Name in block letter .......................................

                                                                                             Address ........................................................

                                                                                             Date ...................................

FORM 5
[See rule 49 (5)]


I, ........................................................................, having been selected for appointment as 

................................ of the ........................................................................ Gram Panchayat, do hereby declare that 

I was born at ................................................................(birth place) on .......................................(Date, month and 

year). I also annex herewith the following documents in support of the statement:


i)


ii)

I do, further declare that the year, month and date of birth as recorded herein are binding on me and I shall not ask for any modification thereof at my subsequent date.

  D a t e: _______________                                  S i g n a t u r e: ______________________________

[Orders of the appointing authority]

                                                                                          S i g n a t u r e: ________________________ 

                                                                                          Designation: ___________________________

                                                                                            D a t e: _______________

FORM NO. 6
[See Rule 58]

Register of particulars of Land and Building

located within Gram Panchayat

	Sl. No.
	Description of the property
	Area
	Name of the owner with address as per ROR
	Name of the Gram Sansad
	Market Value as on 1st September
	Revised Market Value 

as on ____
	Remarks

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)
	(8)

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	

	8.
	
	
	
	
	
	
	

	9.
	
	
	
	
	
	
	

	10.
	
	
	
	
	
	
	


Dated: ______________ 


Signature:
__________________________    

Pradhan ........................................ Gram Panchayat

FORM 7
[See Rule 59 (3)]

Form of Registration Certificate for owners of vehicles 

[Not registered under the Motor Vehicles Act]


Registration Certificate No. ................... 


Registration of vehicle for the year ending on March 20....


Name ...........................................................


………………………………………..

Father’s/Husband’s Name..........................................……...


..................................................………..


........................................Gram Panchayat


Registration Certificate No. ................... 


in village.....................................…………………..

	under rule 59 (3) of the West Bengal Panchayat (Gram Panchayat Administration) Rules 2004 and 

acknowledges to have received in consideration thereof  a fees of Rs...................…………..               (                                                                   in words). This Registration Certificate shall remain in force upto March 31st ............…………...


 ___________________________________

__________________________________

      Signature of Pradhan



            Signature of Pradhan

.......................................Gram Panchayat.

............................................... Gram Panchayat.

Dated:  ___________________


Dated:  ___________________



FORM 8
[ See Rule 59 (3) ]

Register for registration of vehicle

and other fees.
	Sl.No.
	Name of the Applicant
	Father’s/ Husband’s Name
	Description of Vehicle
	Date of Registration
	Registration No. allotted to the vehicle


	Particular of fees
	FEES
	

	
	
	
	
	
	
	
	For vehicle
	Others
	Total
	Remarks

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)
	(8)
	(9)

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


______________________                     _______________________            _______________________ 

     Counter Signature of


Date of approval


Signature of  Secretary

       Pradhan with date


 by Gram Panchayat

         with date.

FORM 9

[See rule 60]

Assessment List – Part-I

List of persons liable to pay tax on land and on building.

1) Village.................................................................... 

2) Gram Sansad..........................................................

3) Gram Panchayat....................................................

4) Panchayat Samiti...................................................

5) Police Station.........................................................

6) District...................................................................

	Sl. No.
	Name of the owner or occupier of land or building
	Father’s Name
	Description of the property possessed
	Market Value of the property **
	Estimated Total Annual Value 
	Amount of Tax payable quarterly
	Grounds of exemption (if any)

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)
	(8)

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	


** See section 46 of the Act & explanation-I of rule 58

______________________                     _______________________            _______________________ 

     Counter Signature of


Date of approval


Signature of  Secretary

       Pradhan with date


 by Gram Panchayat

         with date.

Part – II

[See Rule 59 (2)]

List of persons liable to pay annual enlistment fee for

obtaining provisional certificate for running a trade.

	Sl. No.
	Name of the person with address liable to pay annual enlistment fees
	Father’s Name
	Description of trade with detailed location
	Amount Payable
	Remarks

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	


_________________                     _______________________            _______________________ 

   Counter Signature of

Date of approval

                Signature of Secretary

     Pradhan with date

 by Gram Panchayat
                        with date.

Part – III

[See Rule 59 (3)]

List of persons liable to pay fees for

Registration of vehicles.

	Sl. No.
	Name of the person with address liable to pay fees for registration of vehicles
	Father’s Name
	Type of Vehicle
	Amount of fees payable
	Remarks

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	


______________________                     _______________________            _______________________ 

     Counter Signature of


Date of approval


Signature of Secretary

       Pradhan with date


 by Gram Panchayat

         with date.

Part – IV

[See Rule 59 (3)]

List of organisation / persons liable to pay water rate / lighting rate / conservancy rate 

and other rates 

	Sl. No.
	Name and address of the assessee 
	Father’s / Owner’s Name
	Location of the holding owned or occupied
	Purpose for which rate is assessed
	Amount of the rate thus assessed
	Remarks

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	


______________________                     _______________________            _______________________ 

     Counter Signature of


Date of approval


Signature of Secretary

       Pradhan with date


 by Gram Panchayat

         with date.

FORM 10
[See rule 61 (3)]


Dated___________________


___________________________________



Signature of Pradhan







……………………………………Gram Panchayat

Form 11

[See rule 59(2)]

………………………………….Gram Panchayat


Name of Panchayat Samiti:


Name of Zilla Parishad: 
                                         District:

Trade Certificate Issue No:                                     Date: 


Trade Registration No: 
                                        Date: 


Miscellaneous Receipt No:                                     Date:    


Provisional Certificate of Trade for enlistment for the period of ……………..


The Gram Panchayat is satisfied to issue Provisional Certificate of Trade for enlistment of ……………………………………………………………………

                                                     (Name of Proprietor / Partner / Director)


Gram Sansad / Part No:

            Full Address:
            Description of Trade:



The Gram Panchayat acknowledges to receive a sum of Rs. …………………..(in words……………………………….)only from M/S …………………………….


in consideration of enlistment fee for Provisional Certificate of Trade.

             ………………………………..           …………………………………….

            Executive Assistant /Secretary 
                         Pradhan
            N.B.- The Pradhan of the Gram Panchayat has every right to cancel or revoke or not issuing 

                       any fresh enlistment prayer at any time.

                                                                                                                By order of the Governor,

                                                                                                                          M.N.Roy,

                                                                                                        Secy. to the Govt. of West Bengal

Draft Assessment list for the year_________________ of ___________________ Gram Panchayat under _______________ Block of _______________________ District is hereby published for general information. If any member of the Gram Sabha or any other interested / concerned person has any objection / recommendation to the draft assessment list, he / she may in writing inform to the Pradhan within _____________________ (here mention the date to be calculated)   as tenth day from the date of publication of draftr assessment list.).








