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Introduction

This document is intended to serve as a User Manual for grant of the service “Fire Safety Recommendation” by Fire
& Emergency Services Govt. of West Bengal through Single window of the State, ‘SilpaSathi’. The service is
integrated with the Single Window (SilpaSathi) and can be accessed through the SilpaSathi portal. This document has
been designed as a user-friendly guide to assist applicants in filling their application forms. It will help them to familiarise
with the entire procedure in a seamless manner for successful submission of application and download final Approval

certificate from the SilpaSathi portal without the requirement of physical visit to the Department(s).

Salient Features of Silpasathi Portal:

e The Single Window Portal of the State of West Bengal (SilpaSathi) allows seamless integration with portals of
different government departments thereby providing single login credential for various applications, eliminating the
need to provide common information multiple times in different forms of various Departments, and ensuring all
clearances are available from a single portal.

e |t serves as a digital gateway for providing the necessary statutory compliances under the applicable Acts, Rules,
Policies and Schemes of the Govt of West Bengal from a single portal.

e Business Entrepreneurs can get certificates and licences required for setting up and operating business in the State
in a smooth and time-bound manner, smooth and time-bound manner, without the need to visit any government

department or office.

About the Service

“Fire Safety Recommendation” by Fire & Emergency Services Govt. of West Bengal is required to ensure the
safety of individuals and properties, it is essential to have a pre-fire planning strategy in place. The West Bengal Fire
and Emergency Services conducts regular checks and inspections to prevent fires from occurring. The online system
has the following features without the requirement of physical visit to the Department: 1) Submission of Application 2)
Online Payment of fees 3) Track Status of Application 4) Online Download of final approval certificate 5) Third Party

Verification.
Comprehensive Checklist of Documents to be submitted online

The applicant is required to submit the following documents in order to apply for the service:

# Documents Required Detailed Description

1. Key Location Plan A key plan is a small map that shows the location of specific elements

within a building's overall design

2. Site Plan A site plan, also known as a plot plan, is a diagram that shows the

existing and proposed conditions of a property or parcel of land
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#

3.

10.

11.

12.

13.

14.
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Documents Required

Section Plan

Floor Plan

Basement Plan

Master plan with ground floor
showing floor wise area

(statement in square metres)

Roof Plan

F.A.R. calculation showing details

of area

F.A.R. calculation showing

calculation of parking area

Sanction plan for existing building

Other Supporting Documents

Applicant’s proof of identity

(Aadhar/ passport/ voter id)

Proof of power of attorney

PAN

Detailed Description

A Section Plan refers to a detailed design or layout of a room,

building, or floor plan

A floor plan is a two-dimensional representation of a building's layout,

typically drawn to scale.

A basement plan refers to a detailed architectural design or blueprint
of the underground level of a building, typically including the layout,
measurements, and features of the space

A master plan with a ground floor floor-wise area breakdown typically
includes a detailed layout of the building's floor space, highlighting
specific areas for various purposes.

A roof plan refers to a detailed design and layout of a roof's structure,

including the type of roofing system, pitch, and design features.

F.A.R. (Floor Area Ratio) is a calculation used in urban planning to
determine the maximum amount of floor area allowed to be built on a

piece of land

F.A.R. (Floor Area Ratio) is a calculation used in urban planning to
determine the maximum amount of floor area allowed to be built on a
piece of land

A sanctioned plan for an existing building is a plan and permissions

granted by the competent authority for a building

Other Supporting Documents

Aadhar/ passport/ voter id

A proof of power of attorney is a legal document that grants one
person (the agent) the authority to make decisions and take actions

on behalf of another

PAN stands for Permanent Account Number, a unique 10-digit

alphanumeric identifier issued by the Income Tax Department in India
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# Documents Required

15. Completion Certificate for existing

building

Timeline (WBRTPS)

Detailed Description

A completion certificate (CC) is a legal document that verifies that a

building has been constructed in compliance with safety regulations

and building plans

“Fire Safety Recommendation” by Fire & Emergency Services Govt. of West Bengal has an WBRTPS timeline

of 30 days till approval by the authorities. (15 days for KMC Area)

Instructions related to the application form

SI. No. Field Name

Applicant Type

N

Applicants Basic Information

w

Address of the Property
Communication Address
Minimum Open Space Details

Means of Access

Details of Licensed Building
Surveyor (LBS) or Architect

Power Attorney Details
Structural Engineer Details
Location of Fire Check Door

Rating of FCD (in HRS.)

Occupancy and use group de-
tails

Lift Details
FSC Requirement for Floor

FSC Requirement for Base-
ment

Total Plot Area

17

Name and Address to be
printed on Fire Safety Certifi-
cate

Boundaries Details

P
9

Instructions

Select type of applicant

Enter Applicants Basic Information which include name, phone num-
ber, email id, etc

Enter address details of the property
Enter details of the address for communication
Enter open space details

Enter number of entries, maximum width, minimum width, length of in-
ternal road, etc

Enter architect, address, pincode

Enter name and address
Enter name, address, pin code, Registration No., Contact No.
Staircases, Fire Refuge Area, Lift

Staircases, Fire Refuge Area, Fire plan installed, Floor Plan, Number
of staff trained

Enter details for Occupancy and use group

Enter Lift Details
Block No. with floor, FSC needed, etc

Basement Identifier, FSC Needed, etc

Enter Plot details

Enter Name and Address

Enter details of boundaries
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Application Process through SilpaSathi

1. Online Application submission along with online submission of documents

In order to complete the user registration, the applicant has log on to https://silpasathi.wb.gov.in/ and click on ‘Apply

online’ button.

“Come to Bengal, Ride the growth”

Marmata 8o Hor'Bio Chiof Ministor, Woat Hongen

Ease of Doing Business

o Tt e T b s et g ar (OL Ondre

By - pei b -t

1§ OON ) Rarugon 1o0m Casnbaard Online Seple Window Pt

Certtrat mispecton System Oenft Business Ragriavnions Istabashment iInormation

Applicant Log-in: The applicant needs to select the required category as illustrated in the screenshot below and

proceed for registration.
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Select the required category to proceed
with the application.

sjlpasqghi

Silp hi Portal is intended to provide statutory
licences/certificates/registrations/renewals/incentives to Industry | Business /
C cial [ Chari iety | Govt. entities.

i you ave anincustry [ Rusness | Commercial | Chamiolie Society | Govt antity *
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A sign-up window appears on the screen. The user has to select ‘Create New’ if he is a new user. An already registered

user in SilpaSathi portal can fill in the username and password and login to the SilpaSathi portal.

The ‘User Registration’ window will appear with the relevant fields that the applicant needs to fill accurately and click on

‘Register’ as shown by the below screenshot. In case the applicant already has an account, click on the ‘Sign In’ button

and login using valid User ID, password and Captcha.

o

User Registation

Ease of Doing Business

“To Ride the growth,

register your service”

Applicants will receive email confirmation after registering into the single window portal. Please refer to the screenshot

below:
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Online Application submission

Applicants will now be directed to the user dashboard for completing the further procedures. The following screenshots

below illustrate the same.
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The applicant has to click on ‘ALL SERVICES’ to view the list of all services mapped with their corresponding

departments.
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Once done, a list of services will appear. Applicants need to click on the checkbox adjacent to the service named “Fire

Safety Recommendation” by Fire & Emergency Services Govt. of West Bengal

£ Ease of Doing Business | Single Window Sarvices for Businass
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Click to create CAF'.

After selecting the service “Fire Safety Recommendation” by Fire & Emergency Services Govt. of West Bengal
the applicant has to click on ‘Create CAF’. Applicant’s CAF ID will be created. The unique CAF ID is referred to as the

common application form.
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Applicant’s Dashboard

CAF ID generated. Click on ‘Apply Online’ to proceed with the application.
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After clicking on ‘Apply Online’ option, the applicant shall be redirected to the main application form. The applicant will

have to fill in the required details and review the application form (screenshot below):
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Common Application Form - CAF2022000494
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Upon completion of the application process along with document submission, the applicant clicks on the ‘Submit’ button

for final submission of the application.
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The document submission process has been described below. Please refer to the screenshots below for

detailed illustrations.

L e T d e Lt F T A KRS SR SAS

T OATASAWIS SUGCESSIULY

uUpload Documents - CAF2022000494

The applicant has to browse the required files in his system and upload them as described in the screenshots. A dialogue
box appears after clicking on ‘Browse’. Once the required file is selected, the applicant has to click on ‘Upload’ button

to upload the files successfully.
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The applicant is required to upload required documents in pdf format as illustrated in the screenshots. After filling the

application form and uploading the required documents the applicant has to click on ‘Save and Continue’ to proceed

with the application.

NOAWSOAEE M1 ITTAMIMARINTE 2 AL IEVCES PYCCLIVRE COMPRINENANT L QULE YA

G OATASAWID SUGCESSIULY

Upload Documents - CAF2022000454

-
»

" "s»00

- - POC UMY acnan

= pOCUMEN] action

The applicant shall review the filled in application form and proceed for final submission of application. Once reviewed,
the applicant shall also be required to click on the Declaration checkbox on the bottom left of the application page before

proceeding to ‘Submit’ button, as illustrated in the screenshots below.
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Application Form
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[ Declaration Statement _ Click to submit application.

On clicking on ‘Submit’ link, the following webpage appears post submission of application with updated Status.
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Current Status- CAF2022000494
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The applicant /user shall be notified via SMS and email on his registered phone number and email id respectively. The

applicant receives notifications at different stages of the application - application submission, application approval, etc.

| g VM-WBGOVT

Application status notified through SMS. ]
Application submitted. Status can also

be checked online at any time through
the Applicant Dashboard by logging
into the Silpasathi Portal. Please keep
this CAF number saved for future

reference. <

gLAF No.: CAF24024XX):)X5XX [ Application status notified through email. ]
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2. Online Payment of fees

The applicant is now required to pay the required fees based on the application filled by the applicant. The applicant
has to click on ‘Pay Now’ option and proceed with the payment procedure. The screenshot below provides an

illustration:

Applicant’s Dashboard

B Pt | fase of Barg . v ’ - o

& Ease of Daing Buainess | Single Window Senices lor Business

DASHBOMD & AL FETANIBIONTS b UL SRV
Your Selected Service(s) [rat RN 1o sesiinc sorviee
Ll BUSDESS REFERENCE I CAFI03I000494 v
' [ S - - Py .
B v iy e Vet ] St g V. VS Bt e ] e St el e . G e () et et w6 S —
e et B — B - B—ewrr T e ee—— e W etesic s e

O iy - 2 [P — T — [ Y— B -

—— Wt e o ——

R [ ST T T— B e v — e p—— @ covee

The payment procedure has been illustrated as per the following screenshots. The applicant can proceed with the

payment after clicking on the ‘Proceed to Pay’ option.

O oyt L of Bleg Idness ¥ . v = o

O 8 e

& Ease of Doing Business | Single Window Sarvices for Business

DASMBOARD &5 ALL ESTARUEMMINTS B ALL SERVICTS

Payments Details- CAF2022000494

Oetalls of the dopositor

Dept. Payment Reterence Mumber SODIE4042082207001 Note: By pressing "Confirm Payment” button you ore redirected to Grips portal, plecse do

CAF Nurrder CAFNI000485 not press back button or refresh. You will outomatically redirect to dashboard after

a $hop test FOme successiul payment. Please don't be confused if not redirected automatically, your
payment status will be updated shortly.

trrest OPEYI OO O™

Moble 7322586

Service wisa fees detoils

NAME OF THE STRVICES MEAD OF ACCOUNT PAYARLE AMOuUNT(RS.)

| Fee Sofely Becomymmedotion S for Twe Safety Fec 0070-60+100- 000 W4

Tetal 000

[ Click here to proceed with the payment in GRIPS portal.

The applicant is redirected to the GRIPS portal to complete the payment process. The applicant shall be able to choose

between various modes of payment methods for fees payment.

21
NIC



User Manual

Fire Safety Recommendation

Provided as a service through ‘SilpaSathi’ the Online Single Window portal of State (WB)

@ crvmr e Eatie % 5 D Latiog Lovss e 8 | T sl g v it W | 4 - @ -
- C A W e | SN TRGE P RS PR EITE DR TR — T LT N P R— - *t R0
s erwTraes
o Moaae rowws the einds satefiily Doow aret ohid Verfod 2ad Cheched” If pau son sanirbes! (ol W stirmatae & wikene tonecty
Depesme Svinde
LDl s - Mo e e Mo L
Wy e e, ArIEIAMTT g prbwe =
Lagwsy Axdewd
LE T
Fire Sericen
O st Type Dpmnsstes Ve Ve Ty Feeal Pree
Canvmrmns Foe Sovves [ S41/2003
et ™ - s e A L
o4 g Pagrom® o Sewmnn of bow Baiely S3TR1 002 MATIARE Y Caeammd
Proomrenes es
Serwow annd Tax Detatn
At o e os [wa= gt bowad of Acmzamdt arsast
Seriwa Fom Fows Lindie Went o Fon W08 VORI oo
Barews Aet Sevece fews
YoM e
o e
v - s ] x

X G OrmmpodlomimgSenond X |-G smpeorabgesemicd X | $

enEe | 2RSLITEINGRPS =SSl T4 S0 DT e St =TS

FACT US | INFORMATION ~ |

Hsarce Degwtma
Szvernmznt of West Beagal

=ven nd Cofaraton Fayment Mode 30d Sk Selecion Trenatos (s
Sever] Vo B
& By * S8 EPay i
o eq

NIC



User Manual

Fire Safety Recommendation

Provided as a service through ‘SilpaSathi’ the Online Single Window portal of State (WB)

o . 0 e . . - - ..
4 ! A * &0
— yoaisty 3 = =g r ar sz 1% a7is T lEIE ELEtI hist £ T
e - i3 s ! v 0 L vefseneam aral cieh Pag Mow’ whan on resaly 19 (rassest 1 RETA Pagmiert partal
Unpesrrs Drraes
Derzies Neve - Mrww trw
AT . ¥ = wup e cuy
s ez
e
Timacstoe Coten
247 Peyows T = bom e 1D [
1 | ST A 1PN TR b 553 by [
1. Firo Servioes & 71000
AN s
' - o,
- [ - -
Lo niiry o sy Sewwewd by Bwyiws o Tee ETWIRITWATIGTY
Sedoy B wervwone
AT XTI 20042
..... v oot Tos Dutwte

o

Fams e vt Bt Poe

0 1N G 4

Sorwrwr Aot Temin Free

The applicant can choose his required mode of payment.

[ Select pavment mode. ]
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0SBlePay
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[ Payment amount displaved ]
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After successful payment of fees, the applicant can see the latest status of his application in the Status Dashboard.

o~ o >
+ 8 et g e et v , vy "N ol o B no

& Foss of Doing Busingss | Sngle Window Senices for Busness

T R G e R M AR S 0o b

Current Status- CAF2022000494

v

[ Latest status updated. ]

RnasaacaagnnannT0nONT

3. Track Status of Application

The applicant has to click on ‘Check Status’ to view the latest status of the application.

H J
Appllcant s Dashboard Click on ‘Check Status’ to check the latest
status of the application.

L e

& toso of Doing Business | Single Window Sondceos tor Business

BATMICARI B AL PETAREMUINTT AL SITVICRT  THIPROCTILIE SOMPRIMIRAT 1IET 15 GUIRT) ANV ARG

S T ey A A T o BRI e

) @ @ Q@ @ 2
Andscabdemenet Wy RIen AT Avaktane ol Assatint Banvice Uanses Yor Tawiem ey Butenission | Yo olte

Trvsags Wood nadestry Trowking

Your Selected Service(s)

(V] DUSINESS REFTRINGE 10 | CAFI2000404

Note: Latest status can be seen any time through Applicant’s Dashboard

Current status appears in the Status Dashboard (Screenshot below).

25
NIC



User Manual

Fire Safety Recommendation

Provided as a service through ‘SilpaSathi’ the Online Single Window portal of State (WB)

§ G dgptwen e, & # - o

Latest status updated. I C O AT SIS IS

BT s ey b s s eiedsabadnsstt S ened son

Current|Status-CAF2022000494

Note: Applicant can click on ‘Check Status’ at periodic intervals and can view the latest status of the application

4. Online Download of final approval certificate

A2 ittt Teute Gt AlEIsIce e Lt berver wcermes F oo Doy bEmEe o Prate
~agp mzye ey “eacteg
Your Selected Service(s)
F owhesE sIHACI O CAPNN000R n Y
i
a-—:-:u--[ Click on ‘Click to Proceed’  owa e |

Thn fuery Smcavveerdson | -

O T~ [PANSSNE  INS ST S R—
: Birmpmrssatoess oo [§rwasenton o
rv e evotoeiat Gwrnctoowve s (e tecn o [ . s

amipeet (et ieetased [ ovesnei

'
G
S

e e (B Sy bt ot o o St G vt o 10 e s b sy £ rvweme

Note: Latest status can be seen any time through Applicant’s Dashboard

The applicant shall now be able to download the final certificate after final approval of application. The applicant has to

click on ‘View and download’ icon to download the Final Approval Certificate issued.
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The certificate as downloaded

Government Of West Bengal
Office Of The Deputy Director
West Bengal Fire & Emergency Services
Station Feeder Road, P.O & P.S Siliguri,
District: Darjeeling, Pin - 734005

Memo no.:FSR/0225186220400464 Date: 04-11-2022

From:

Deputy Director

North Zone, HQ Wing,

West Bengal Fire & Emergency Services

To: Sample name
Sample address

Sub: test
Application Reference : OSWP(Shilpasathi) (CAF-CAF2022000484) received on 02-11-2022 regarding the test

The plan submitted by you was scrutinized and marked as found necessary from Fire Safety point of view. In returning one
set of plan with recommendation, this office is issuing Revised Fire Safety Recommendation in favor of the aforesaid
building subject to the compliance of the following fire safety measure.

Recommendation:
test

Deputy Director
West Bengal Fire & Emergency Services

The authenscity of this document can be vertfied by accessing the URL: edisyict whb.gov.in and then dicking on the Vecfication of D) ed Document’ knk and n the
Unigue Number - 0225188220500081 i " o oty S e

Page - 1

NIC
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5. Third Party verification details

Third party verification is a process by which any independent user / third party verifies an individual’s license and

registration details online check authenticity of the Certificate without logging into the portal.

Third part verification process

The applicant or any user has to log in to www.silpasathi.wb.gov.in.

A user (any third party) needs to click on ‘Third party Verification’ section in the homepage and enter registration number

/ license number and then click on ‘Search’ link, for Verification of Certificate.
(Screenshots below):

SilpaSathi Homepage

|—[ Type the homepage Url ]
€ > C M =% shpasathiwb govin F—I a ¥ 0 d &

WO ABSUT S RNOMW YOUN COMMUAAGES ©  ALTS & KUASS »  HIRVIEES  mOOVTAAS] Suisls/ SUMEMES SO MAF MRS  SRZTOX SADAC LEINEE +  CONTACT S

i e BErewg et g 405 oot Ouicy Resperas Team # SRIZIRISRRS ¢ Sewewa Thaet t2 Spew on Vieresay 82 Pricey (Ecept ¢

“Come to Bengal, Ride the growth”

Mamgta 8o e ~ Horr'ble Chief Minister, West Bangal

-
20 ns 269565 Tasza 679448 13580482 E

< > C @ & siknmsathi wh g in a W 0 & O

104 ng indow Porta

Silpasathi

FoDa In Bengal ol Dashboard Cntne Single Winoow Portod

Cantral imepection Systam Draft Business Regulatione And
Firmal Notificutons

Third Party Varfication

-
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Applicant selects the service and then enter the Certificate/ Approval number in the text box beside it and clicks on

‘Search’ to view details of certificate.

&~ (& v_}]l = sipasathiwh gov.in/thrg panty venfication F—‘ R 2 \i' s
[ User can also directly use this url J

)

L

WOMAL  ABDAUT  SMOW YOUN COMRAMAGEE = AUTS & BALS~  E-SIRVEES  WODNTAVIS! SURNDMS! SOMEMES  SISMAF  NEWS  SICTON SPIDNG UOINS = COMTACT 4§+

SRS NS 8 NS ) e LASREY BYR A peinr N

Siipasathi

The Revomped State Single Window Portal

Third Party Verification

Trock Registration/Ucense detalls through Sitpasothl Portal

a szuznce o Occuponsy Centthcate IDRARK m =

‘- C @ %+ silpasathiwb.govin/thed-party verification/KONFZUZMX p2U0ZEQURRIVWBESR 09/ NmVEKMXALcORSHoDRma WS EDat Vd r0Y aQ & ) KRR -

o anoyr - MW YOLR COMPUAMCEY - ACTS & B - 1-swec NCIMTIVTR) BURRENEs) My O WA ~rey BICTON TPICEC SIS - COMTACT UR -
ST e T ey Wy 0 & e GLSAMSERGRALO0N | W S g et Dok siiine 86, (40 See! TR0 348 A3

siipasathi

The Revomped Stote Singla Window Partal

Third Party Verification

Trock Registration/Ucense details theough Silpasathi Portal

License details can be viewed after entering correct license number and
clicking on Search.
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The third party can view the details as illustrated below:

mYKMXatcOhSHpE
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Silpasathi

he Revamped State Single Window Portal

Third Party Verification

Trock Registration/Uicense detalls theough Slipasathl Portol
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Query | Gelaverce
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