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• 

Duties and responsibilities of Registrars at various levels and General Public in connection 

with NPR; 

District Registrar 

a) Appointment of all functionaries at the district level. 

b) Training of all functionaries at the district level. 

c) Distribution of material for the field work. 

d) Ensuring proper publicity. 

e) Undertaking inspection of data collection and biometric camps from time to time. 

f) Ensuring and certifying complete coverage. 

g) Disposing claims submitted by the individuals as per the rules and instructions issued from 

time to time. 

h) Authentication of the data as per the rules and instructions issued from time to time. 

i) Exercising financial control over expenditure. 

j) Coordinating NPR work at the district level. 

k) Any other task assigned from time to time. 

Sub District Registrar 

a) Appointment of all functionaries at the Sub District level (Taluka/Municipal Corporation/ 

Municipality) 

b) Training of all functionaries at the Sub District level. 

c) Distribution of material for the field work. 

d) Ensuring proper publicity. 

e) Undertaking inspection of data collection and biometric camps from time to time. 

f) Ensuring timely start and completion of NPR work. 

• g) Ensuring correctness and quality of data collection. 

h) Ensuring and certifying complete coverage. 

i) Disposing claims submitted by the individuals as per instructions as per instructions issued 

from time to time. 

j) Authentication of the data as per instructions issued from time to time. 

k) Excercising financial control over expenditure. 

I) Coordinating NPR work at the Sub District level. 

m) Any other task assigned from time to time. 

Local Registrar 

a) Ensuring arrangements for publicity/ awareness campaign in the rural 

areas(Villages/Census Towns/Out Growths) and urban area(Wards of statutory 

Towns) regarding the creation of NPR by making drum beat, mike announcements, 

etc. 

b) Ensuring the full coverage of area under her/his jurisdiction and that no household/ 

individual has been left out. 

c) Displaying the list of "usual residents" in some prominent places in the village/ward 

area. 



d) Marking correction in the list and submitting the same to Sub-District Registrar after 

incorporating the changes/objections. 

e) Authentitating the collected data in respect of "usual residents" as per instructions 

from time to time. 

f) Any other task assigned from time to time. 

General Public 

a) Give information to the enumerator. 

b) Attend the biometric camp on the assigned date and time. 

c) As per rule 7, the head of family and individual to act as informant. 

1) It shall be compulsory for every citizen of India to assist the officials responsible for 

preparation of the National Population Register of Indian Citizens under rule 4 and 

get himself registered in the local register of Indian Citizens during the period of 

initialization. 

2) It shall be the responsibility of the head of every family, during the period specified 

for preparation of the Population Register, to give the correct details of name and 

number of members and other particulars, as specified in sub-rule(3) of rule 3, of 

the family of which he is the head. 

3) It shall be the responsibility of every citizen to register once with the Local Register 

of Citizen Registration and to provide correct individual particulars to that 

authority. 

4) In the case of dependents such as minor who has not attained the age of eighteen 

years, or who is disabled the responsibility of reporting the particulars under this rule 

shall be of the head of family. 

Provided that in so far as inmates of institutions, such as Orphanages, old age 

homes, mental asylums are concerned, the responsibility for providing the requisite 

details shall lie with the head of the institution. 

d) Fill the KYR forms. 

e) Strict discipline should be maintained in the camp. 

f) After the publication of LRUR check their own particulars and if any discrepancy found 

bring it to the notice of Local Register. 

=0= 
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ROLES & RESPONSIBILITIES OF CHARGE OFFICER DURING CAPTURE OF 

BIOMETRICS FOR NPR  

1. Ensure that all the enumerators receive the materials namely Office Copy of 

acknowledgement slip booklets, AHL, Data sheet provided by vendor, blank NPR 

schedules, new acknowledgement slip booklets etc. in time 

2. Make deployment plan for biometric teams in consultation with DCO 

3. Select locations for biometrics camps, which are closest to each EB and take necessary 

permission for using the same 

4. Inform the Police and make proper arrangements for entry and exit 

5. Inform RWAs well in advance and ascertain publicity locations 

• 6. Make arrangements by providing water, seat, shade etc. 

7. Brief the Enumerators about their duties 

8. Ensure arrangements for publicity / awareness campaign regarding NPR, biometry by 

suitable procedure. 

9. Issue NPR biometry information printed forms and ask enumerators to put EB No. 

Household No and serial No in the form and distribute the forms to each household well 

before the date of biometrics. 

10. Ensure full coverage of area under his/ her jurisdiction, no person has been left out from 

biometry. 

11. Make frequent visits to biometric camps and ensure that work is smoothly in progress 

and gets completed in time. Taking remedial measures, if required well in time in 

consultation officers of DCO 

12. Authenticating the collected data in respect of usual residents as per instructions from 

time to time. 

• 13. Take quick remedial action on the problems received from enumerators under their 

charge. 

14. After biometric camp is over, retrieve all documents relating to NPR from enumerators 

under you. After checking, hand them over to DCO. 

15. Any other task relating to NPR biometry is assigned to you. 

=0= 
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ROLES & RESPONSIBILITIES OF ENUMERATOR DURING CAPTURE OF 

BIOMETRICS FOR NPR  

a) Collect appointment letter and identity card from the Charge Officer. 

b) Check the date and venue of biometric camp for the allotted EB. 

c) Collect the following items 

i) Office copies of the acknowledgement slips booklets for the EB assigned to you 

ii) Blank NPR Schedules to be used at biometric camp for the persons not covered in 

NPR/ shifted to the EB assigned to you from any other area 

iii) New acknowledgement slips booklet for the persons for whom new NPR Schedules 

are being filled 

• 
iv) 	"Form for NPR biometry information". Ensure the location of camp, date and time 

of biometry duly and correctly printed on it. 

v) 	Abridged House list for the allotted EB. 

Write the following numbers on each "Form for NPR biometry information" from 

enumerator block lists and office copy of acknowledge slips booklets held with you. 

i. Enumeration block number 

ii. House hold number 

iii. Form number (as printed on NPR schedules) 

e) 	These forms are to be distributed to every household in the allotted EB personally 

well before commencing of biometry (at least 2 days). 

f) 	At the biometry camp, you have to reach well in time. The following steps are to be 

followed by you. 

i) Collect respondent's copy of the acknowledgement slip from the person coming for 

biometry. Match it with the copy in the counterfoil. 

ii) Record, how many persons from the household have come for biometry, in the box 

provided in the office copy of the acknowledgement slip. Put a tick ( ) mark against 

the name at the space provided there and return the respondent's copy of 

acknowledgement slip to the person. 

iii) Ask the respondent to fill up the "Form for NPR biometry information", if not filled 

already. You may ask for either of identity proof listed in it but do not insist for 

producing the same. 

Now send the person(s) for biometry team and ask for return of the "Form for NPR 

biometry information" after the capture of biometrics is over. 

g) 	There may be three cases: 

• Firstly, resident has the slip. In such case, the resident's identity is established by 

the Household No. and EB no. and he/she may be directed to proceed to the 

biometric team. 

• Secondly, resident has been covered in NPR, but the slip is not available with 

him/her. In such case, identify him/her from teh data sheet provided by the vendor/ 



from the AHL. The Household No. and EB No. is available and direct him/her to teh 

biometric team. 

• Thirdly, resident has not been covered in NPR in the first phase/ the resident has 

shifted to this EB from adjacent EB or from any other area. The particulars will be 

available in Section III of the AHL. For them, fill up a new NPR form with the same 

location codes and identification particulars like EB No., household number, 

household member serial no. etc. 

h) The particulars provided in the new NPR forms need to be authenticated by you like 

names, date of birth, address etc. from the respondent in the household. No 

documentary proofs are required to be insisted upon for authentication. 

i) No biometrics will be captured for these cases till the data is entered from the NPR 

form. Once the data in entered, notice will be sent to the resident to visit either the 

second round camp of biometrics or visit the NPR centre later. 

j) In case of any doubt, please contact Charge Officer for clarifications. 

k) Hand over all records to Charge Officer at the end of the camp under proper 

acknowledgement. 

I) 	Leave the biometry camp only after you have been properly relieved by the Charge 

Officer. 

• 

• 
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