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Preface

The Department of Civil Registration and Census under the Ministry of Home and Cultural
Affairs provides a range of civil registration and census services both offline and online

through use of Information and Communication Technology.

As such, the Bhutan Civil Registration System (BCRS) was first introduced in 2004
transcending from a manual based family register to ICT based automated civil
registration system. Spearheaded and coordinated by a Team from the Department, the
BCRS was implemented in all 20 Dzongkhags for issuance of 2nd Generation (2G)

citizenship identity cards from 2004 till early 2008.

The civil registration services since then have improved significantly with enhanced
security features. With the advent of the Government to Citizen (G2C) services initiative
and establishment of Community Centers at the Gewog level, the web-based online
Bhutan Civil Registration System was launched in 2011 taking few of the commonly

availed civil registration services closer to the community level.

Of the 14 web-based civil registration and census services, the citizens and Special
Resident Card holders can access services such as Birth Registration, Death Registration,
Issuing Household Information and processing Census Transfer from the Community
Service Center (CSC), the erstwhile Community Centre (CC). Predominantly, today the

preceding three services are being availed from the CSC.

Therefore, the Department through the Public Service Delivery Initiative (PSD Initiative)
has revised the existing procedures of Census Transfer (hereinafter renamed and used as
Move-in and Move-Out) and New Citizenship Identity/Special Resident Card. The
procedural requirement to complete the required formalities has been shortened without
compromising the security aspects of services to enhance efficiency in delivering services

vis-a-vis the two identified services.
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Move-In and Move-Out

PART A (Move-In & Move-Out)

Service Delivery Points

1. The census transfer service shall be at:

(@) Community Service Centre (CSC)

(b) Drungkhag Civil Registration & Census Office (DrCRCO)
(c) Thromde Civil Registration & Census Office (TCRCO)
(d) Dzongkhag Civil Registration & Census Office (DCRCO)
(e) Department of Civil Registration & Census (DCRC HQ)

Documents required

2. The applicant shall submit the following documents:

(@) Duly completed Move-In and Move-Out Form (BCRS-Move-In and Move-Out-
01) for Inter-Dzongkhag and BCRS-Move-In and Move-Out-02) for Within
Dzongkhag.

(b) The signature or a Letter of Consent of person aged 18 years and above and of
a parent for minor furnished as specified in the form shall be construed as
his/her consent to the application. @ The applicant moving to existing
household shall not require to submit documents specified in (c) and (d)

below;

(c) Copy of land ownership certificate (Lagthram) and authorization letter from
land ownership certificate holder if the applicant is other than the rightful

owner; and

(d) Verification report of receiving Gewog administration/Thromde
Representative/Thromde Tshogpa assuring the legality of newly constructed
houses for persons moving into a new household as per verification form No.

BCRS-VR-Move-In & Move-Out-01.
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Move-In and Move-Out

Framework of Move-In and Move-Out

3. The framework for processing Move-In and Move-Out application

Framework of Move-In and Move-Out

Applicant fills Move-In and Move-Out Form and Documents required:

g gather necessary documents including the signa- : 2 ; 5

2 tures of both receiving and relieving Head of * Bulydlledin Move-Tnand Move Out BCRS Moye
= Houscholds -In & Move-Out-01 form signed by receiving and
o "

Z relieving Head of Households.

e Copy of Lagthram if moving into new household;

Verification & endorsement receiving Gewog/

Applicant visits Receiving gewog administration/ Tharomde Rep/Thromde Tshogpa:

Thromde Representative/Thromde Tshogpa to ob- e Verifies Lagthram if moving into new household;
tain signature
e  Prepares verification report for allotment of proper
House No. for newly constructed house.

W

<

=

-

e

2 'g 1 e Endorses the Move-In and Move-Out application.
(o]

CE’DE Visits Dzongkhag/Thromde Administration to ob-

= tain signatures of DCRCO/TCRCO and Dzongdag/ Verification & endorsement by receiving Dzong-
§ Executive Secretary. khag/Thromde Administration:

-4

e  Verifies Lagthram and gewog report for allotment
of proper House No. for newly constructed house if
moving into new household; and

The physical movement of applicant shall

end here Endorses the Move-In and Move-Out application.

et s DERC o0 s ey Standard TAT for verification, endorsement and

: ; e li bmission in BCRS:

= endorsing shall send email to the relieving DCRCO/ BRI

% TCRCO for verification and endorsement of reliev-

2 o ing Dzongdag/Executive Secretary. L ;

E"E’ ® The relieving DCRCO/TCRCO shall verify, endorse and

g The relieving DCRCO/TCRCO shall process the epply thiongh HCES witten To wosliog hows oo the

?.:ofg application in BCRS for approval by the receiving receipt of mail from receiving DCRCO/TCRCO.

2 DCRCO/TCRCO.

& ®  The receiving DCRCO/TCRCO shall approve the applica-
tion within 16 working hours from the date of online appli-
cation.

On completion of physical verification of Move-In Approval and updation in BCRS by receiving
and Move-Out application forms, the relieving DCRC/TCRCO:

g D(lj.RCg/C'[‘RCSRCO (Operators) processes  through e Downloads and verifies the Move-In and Move

E 2 onine & -Out application form BCRS-Move-In & Move

o e 2

'&8 The Move-In and Move-Out application reaches in DRl

< My Task dashboard of the receiving DCRCO/ e Verifies and approves to update the application
TCRCO for approval through online web-based in online BCR%p g Ly

BCRS.
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Move-In and Move-Out

Consent of Receiving and Relieving Head of Households

4. The applicant shall obtain the endorsement from the receiving and relieving Head

of Households.

Endorsement of Receiving Gup/Thromde Representative/Thromde Tshogpa

5. The receiving Gup/Thromde Representative/Thromde Tshogpa shall endorse the
Move-In and Move-Out application if it is signed by both receiving and relieving
Head of Households, and all persons aged 18 years and consent of one of parents
for minors. A Letter of Consent shall be required in case a person is not able provide

his/her signature in the Move-In and Move-Out application form.

A person moving into new household shall be required to submit the additional

documents:
(@) The copy of Land Ownership Certificate (Lagthram); and

(b)  Anauthorization letter of the Lagthram owner if the applicant is other than the

rightful owner.

6. The receiving Gup/Thromde Representative/Thromde Tshogpa shall submit the
verification report No. BCRS-VR-Move-In & Move-Out-01 along with a copy of

Lagthram for those moving into a new household.

Upon completion of verification, the Gewog administration/Thromde
Representative/Thromde Tshogpa shall facilitate submission of application to
respective Dzongkhag/Thromde with proper official recording if applicant requests

and desires so.
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Move-In and Move-Out

Endorsement of Receiving DCRCO/TCRCO, Dzongdag/Executive Secretary

7. The receiving DCRCO/TCRCO and Dzongdag/Executive Secretary shall endorse the

Move-In and Move-Out application on fulfilling the followings:

(@) The Move-In and Move-Out application form is duly signed by the receiving
and relieving Head of Households, receiving Gup/Thromde
representative/Thromde Tshogpa along with the required documents

outlined in Section 2;

(b) The signature or a Letter of Consent of person aged 18 years and above and of
a parent for minor, furnished as specified in the form shall be construed as

his/her consent to the application.

(c) A verification report specified for this purpose in the Move-In and Move-Out
application form by the Gewog administration/Thromde
Representative/Thromde Tshogpa assuring the legality of newly constructed

houses for persons moving into the new household.

8.  The receiving DCRCO/TCRCO shall send the Move-In and Move-Out Form (Inter-
Dzongkhag only) through email to the relieving DCRCO/TCRCO to verify and obtain

endorsement of relieving Dzongdag/Executive Secretary.
Endorsement of relieving DCRCO/TCRCO and Dzongdag/Executive Secretary

9.  The relieving DCRCO/TCRCO shall verify the application form received from the
receiving DCRCO/TCRCO and seek endorsement of Dzongdag/Executive Secretary

provided the following conditions are fulfilled:

(&) The Move-In and Move-Out application form is duly signed by the receiving
and relieving Head of Households, Gup/Thromde Representative/Thromde
Tshogpa, receiving DCRCO/TCRCO and Dzongdag/Executive Secretary;

(b) All the persons aged 18 years moving-in and moving-out have consented with

their signature in the space provided for this purpose or a Letter of Consent;
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Move-In and Move-Out

(c) The additional documents specified in Section 2 (c) and (d) above for person

moving into new household;

(d) He/she is not an incumbent elected member of the Local Government and

Parliament at the time of application; and

(e) He/she is not amongst those who had once move-out his/her name during the

resettlement program after receiving the Kidu Land from His Majesty the King.

Updating of application in Bhutan Civil Registration System (BCRS)

10. The relieving DCRCO/TCRCO shall process the Move-In and Move-Out application

in Bhutan Civil Registration System upon completion of all the required formalities.

11.  The receiving DCRCO/TCRCO shall approve/resubmit/reject the application in the

Bhutan Civil Registration System.

Move-In and Move-Out of Resettlers

12.  The prevailing principles and norms shall be adhered to while processing Move-In
and Move-Out application for a person who had once move-out his/her name in the

Civil Registration Record upon receipt of the Kidu Land as resettler.

13.  However, the Move-In and Move-Out application within Dzongkhag and Gewog shall
be processed provided the applicant has landed properties in his/her name as

evidenced by the Land Ownership Certificate or moving into an existing household.

Public Service Delivery Initiative 2021 6



New CID/Special Resident Card

PART B (New Citizenship Identity/Special Resident Card)

Service Delivery Points

14.  The service for processing CID/SR card shall be available at:

(a) Thromde Civil Registration & Census Office (TCRCO)
(b) Dzongkhag Civil Registration & Census Office (DCRCO)
(c) Department of Civil Registration & Census (DCRC HQ)

Documents required

15.  The applicant aged 15-17 years shall be required to submit the following

documents:

(@) Duly filled in CID/Special Resident Card application form No. BCRS-CID/SRC-
01 signed by the applicant and HOH or either of parents;

(b) Original Health card/MCH handbook and Citizenship Kasho for Naturalized
citizen used during the initial registration in the BCRS. In absence, the
respective Gup/Thromde Representative/Thromde Tshogpa shall identify the

person with his/her signature as specified in the application form;

(c) One recent passport size photograph (In national dress and white

background); and
(d) Legal stamp.

NOTE:

The applicant aged 18 years and above shall be required to obtain signatures of
Gup/Thromde Representative/Thromde Tshogpa, DCRCO/TCRCO and
Dzongdag/Executive Secretary as per the CID/SRC application form No. BCRS-
CID/SRC-02 as per the existing procedures.

In addition to above, the applicant aged 25 years and above shall be required to
submit a verification report of Gup and Tshogpa stating reasons for late reporting to
process card as per the existing procedures.
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New CID/Special Resident Card

Framework for processing new Citizenship Identity Card /Special Resident

Card

16. Framework for processing new CID/SR card (Aged 15-17 Years) application

Framework for Processing New CID/SR Card

Documents required:
®  Duly filled in CID/SR card application for No. BCRS-CID/
Applicant fills forms and gather necessary docu- SRC-01 form signed by father/mother/HoH;
ments for processing CID/SR Card like passport size Original Health card (MCH book);
photograph and Health Card (MCH book) ®  (Citizenship Kasho if citizenship is obtained through Naturaliza-
tion;
®  Legal Stamp;

Applicant

1 ®  Forms available at: www.mohca.gov.bt and Community Ser-

Verification and endorsement:

®  The applicant shall obtain signature of concerned Gup/Thromde

Representative/Thromde Tshogpa as prescribed in application

= . form No. BCRS-CID/SRC-01 and BCRS-CID/SRC-02. (Only

% Only for those aged 15'1_7 YEALS without MCH those applicant aged 15-17 years without original MCH book/
= book/Health Card and applicant aged 18 years and Health Card and applicant aged 18 years and above.

7]
above

E ®  The Gup/Thromde Representative/Thromde Tshogpa shall verify

and endorse with signature, official seal and stamp with gewog

1 seal on the passport size photograph affix on the application

sentative/Thromde

Gup/Thromde Repre-

form.

Irrespective of where the census is registered, the o
applicant directly visits the nearest Dzongkhag/ Verification & endorsement by DCRCO/TCRCO/DCRC

Thromde Civil ~Registration & Census Office/ HQ Where the person resides:
Department of Civil Registration & Census where he/ e Verify based on the Original Health card (MCH book) produced

@ she is residing to process card with Original Health by applicant against the BCRS. (If required. other national
jus) Card. census records) by the DCRCO/TCRCO/DCRC HQ.

1S}

=7 2 ; ;
@) e g : 3 Applicant aged 18 years and above shall be required to obtain
a ggius’labl I;\Io);al lK aStl.lO for apphctan} lj:.ngtelll]e.d ];n signature from DCRCO/TCRCO and Dzongdag/Exccutive
= 5y oY atuAlizg SO DOMREtANUIOECITZCH S 1D DY Secretary of respective Dzongkhag and Thromde administration
.2 His Majesty The King. as per application form No. BCRS-CID/SRC-02.

The applicant may also take latest academic tran-
script.

Dzongkhag/Thromde Administra-

?3) The designated officials at DCRC HQ verifies and Approval and Printing of cards at the DCRC HQ
= approves/re-submits/rejects CID/SR card applica- e The approvers verifies and approves/re-submits/
Eo tion through online BCRS. rejects application in BCRS;

£ T e . . . e The Printing Section prints card and disbursed to
g = The Printing Section prints and disbursed card for concerned official at the DCRC HQ for those who
= 8 issuance by relevant officials at DCRC HQ and have processed card from the service counter in

= Dzongkhag/Thromde Civl Registration and Census DCRC HQ and for those requested for release on
1= Office. urgency which were processed from Dzongkhag/
= Thromde;

Those applicant who have processed/requested the The official of DCRCO/TCRCO comes and collects

card comes to collect the card on the following day cards from DCRC HQ on monthl :
y or quarterly basis
(after 1 day) from counter No. 7 for issuance to the applicant;

NOTE: The applicant aged 18 years and above shall be required to obtain signatures of Gup/Thromde Representative/Thromde Tshogpa,
DCRCO/TCRCO and Dzongdag/Executive Secretary as per the CID/SRC application form No. BCRS-CID/SRC-02 as per the existing procedures. In
addition, the applicant aged 25 years and above shall be required to furnish a verification report of Gup and Tshogpa stating reasons for late
reporting to process card as per the existing practice.

=== The direction of arrow indicates the movement of clients to avail service
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New CID/Special Resident Card

Documents verification and endorsement by DCRCO/TCRCO/DCRC HQ

17. Irrespective of where a person’s census is registered, the DCRCO/TCRCO/DCRC HQ
shall:

(8) Verify the application form No. BCRS-CID/SRC-01 for new CID/SR card has
been duly filled in all respects and signed by applicant and Head of Household
or either of the parents who shall be accountable to the declaration made

therein;

(b) Verify the applicant is aged between aged 15-17 years (age in completed

years) at the time of application;

(c) Verify the application form has a legal stamp and a recently taken passport size
photograph affixed and stamp with official seal of Gewog/Thromde
Representative/Thromde Tshogpa office;

(d) Verify the information in health card or citizenship kasho (For Naturalized

citizen) produced by applicant matches with the BCRS for identification; and

(e) Ensure no application is processed for correction of Date of Birth if the
credentials in original health card/MCH book and BCRS are identical. The
concerned organization and institution must update such details in their

record as per the new CID card and Civil Registration and records.

18. The verifier at the DCRCO/TCRCO/DCRC HQ shall endorse and process the new
CID/SR card through the BCRS in consonance with the procedures detailed in the
standing Standard Operating Procedures (SOP) if the provisions in Section 17 are

fulfilled.

19. However, a person aged 18 years and above shall be required to obtain signatures
of the respective Gup/Thromde Representative/Thromde Tshogpa, DCRCO/TCRCO
and Dzongdag/Executive Secretary as per the CID/SRC application Form No. BCRS-
CID/SRC-02. In addition, for a person aged 25 years and above shall be required to
furnish a verification report of Gup/Thromde Representative/Thromde Tshogpa

stating reasons for late reporting to process the card.
Public Service Delivery Initiative 2021 9
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APPLICATION FORMS

Move-In and Move-Out form Inter-Dzongkhag
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Move-In and Move-Out form Within Dzongkhag/Thromde/Gewog
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Verification report of Gewog/Thromde Representative/Thromde Tshogpa for a

person moving to new household
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New CID/SR Card application form (Aged 15 -17 years

New CID/SR card application form for 15 -17 years

AR RN ImAL MR o5 fForm No. BCRS-CID/SRC-01 FFE, R 5 fpagelof 1

FA RT3 VINISTRY OF HOME AND CULTURAL AFFAIRS
{ANIRRAGNWEN/DEpA RTMENT OF CIVIL REGISTRATION AND CENSUS
RS Et AR R F A E e A RERG AR [(FIF pupn FAITLTHFITR

NEW CITIZENSHIP IDENTITY/SPECIAL RESIDENT CARD APPLICATION FORM (For 15-17 years ONLY)

s | M =Y Individual Particulars E SRR S W

Euxglgas fqERty

s S et R 2R D
TR AENL /1D No. - RIS gex OF/MaIe O é?/Female L :‘Kas‘lﬁ
E
E5% /Name: .
Affix photo and

Ea P y y : CinsH TR R o i
3 Date of birth N/DDAMMA/YYYY): | | || | || | | | | PR )

isasper category 3 of SL No. 4.
I/ Religion: “sBTHY /Mother Tongue:
¥ EHES S/ Highest Education Attained: H¥4/Occupation:

S=NE4%Disabled: ™/Yes %4/No

2. PF Present Address:

= ™T/Dzongkhag: /Ay /Gewog/'rhmmde' T Village:

s "\l <RI /Details of Father

¥/ 1D No.: 3= /Name:
) =Y Details of Mother
3 /1p No.: 8= /Name:

WSupgoning Documents
@3*%“§=’ﬁﬁ‘“ﬁ°r@°wﬁ‘ amdgaesd a¥sRa w3 3 XY produce original health card/MCH book used during the initial registration in BCRS.
@ s FranshyRgeadiqsdy Aea i X E 5% proguce original Citizenship Kasho if citizenship is acquired by Naturalization.

() A Rmi g iy e e e g R B ARy Ry TSS9 % Concerned Gup/Thromde Representative/
Thromde Tshogpa shall verify with their Official Seal and Signature and stamp with Official Seal on photo, if above document is not available.

e e 8 S R AR S A
SRR AP GEERARGIR| PRI RG RS g S Rnsyapeysad Ge@ne 38 3%9| | geclare that all the information

provided above is true and correct. If proved to be false, I shall be liable for punishment as per the Law of the Land.

Faeray
Affix legal
v o g s 3y AR N R SRS stamp

Sig. of Father/Mother/HoH (AepwR¥ssy o WERwor , wysiyudapaadaeh)

EERRANS | o
Seal & Sig. of GUP/Thromde Representative/Thromde Tshogpa
q%‘““%“‘/Mobile No:- (Sig. is required only if it is as per S1 No. 3 of Section 4) ﬁ‘mﬁﬂﬂi
2
2 pate LESU N Signature of Applicant
@gﬂ[Datc:
RTINS\ obile No:

6. | WY For Official Use

qBaw=y, Application No.:

S5 Ev R AT =R S
ERNTERBREY/ID card Fee (Nu.).- Seal & Sig. of DCRCO/TCRCO/DCRC HQ

ARG Receipt No.: SSN/ Date:
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New CID/SR Card application form (Aged 18 years and above)

New CID/SR card application form for 18 Years and above

G FRRUINAR MR o2 fForm No. BCRS-CID/SRC-02 FE) R 5 fpagelof 1

FRA RT3 MINISTRY OF HOME AND CULTURAL AFFAIRS
{AFIRRAZNWEN/ D pA RTMENT OF CIVIL REGISTRATION AND CENSUS

R TFrET AR R F A Sy S ARG R [(FIF o WqEBFUTHITR|
CITIZENSHIP IDENTITY/SPECIAL RESIDENT CARD APPLICATION FORM FOR THOSE
REPORTING FOR THE FIRST TIME (For 18 years and above ONLY)

2 "I\l =MW [ndividual Particulars
iR d3Res /D No - w@3%/gex: O F/vtate O Ffremale Sy usiiiey
E3/Name: [N CANI L S v e
. - 5
3%ate ofbirtn GDDAMM yyyyy [ [ [ [ [ [ [ | | _
Affix photo &

smmpwith
EEI Religion: «s®7¥5/Mother Tongue: Gup/Thromde @i:.gg stive
%Vl\h ritalstatus:

o *‘lagl/single O "@q@::ﬁm'/}vlarﬂed O Q"W“’a?/\‘vidow QO €1/ widower O ﬂl"—'@Qr/Divomed O iqﬁxgﬁﬁ/Sepamted
(Pl Presfsy Paingeaey AT

WO Submit spouse updation form with mearriage certificate if married)

A e oy ghest Education Attained: H%M4/Occupation:

$F | Present Address:

E5/Dzongkhag: #7%7/5% /Gewog/Thromde: Y Village:

2 “\l A=Y/ Details of Father

TS/ ID No.: 3= /Name:
T\ Y Details of Mother
FETE/D No.: E3= /Name:

m'/Supmg" Documents
= %Nﬁ au WHESTATRE ":'m“ﬁﬁ/é“@s“ﬁ‘wgg"\w&azisﬁ'%ﬁ?ﬁ‘ A verification report of Gup/Thromde Representative/Thromde Tshogpa

« WY Undertaking
Waﬁ'@iw W“aﬁu‘“\:ﬁ"ﬁ M@"%ﬂ'ﬁ‘“@‘ Mﬁ I declare that all the information

provided above is true and correct. If proved to be false, I shall be liable for punishment as per the Law of the Land.

Rarrgapy
Affix legal
stamp
B Sal o
Signature of Applicant Seal & Sig. of Gup/Thromde Representative/Thromde Tshogpa
gaﬂlDatc: 35“'[
3 - Date:
gy qaqw"/Mobile No: .

6. | BT For Official Use
e prRR AT =R SN G I AT
Seal & Sig. of DCRCO/TCRCO

B RS I8

Seal & Sig. of Dzongdag/Executive Secretary

ﬁng:'/Application No.:
SERTEIED card Fee (Nu.)-: A L T Ee T o R R R
q§x‘;q«w:' /Receipt No- Signature of Director General/Director/Division Head
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