As on 27" July 2026

REGIONAL PASSPORT OFFICE, KOZHIKODE
RIGHT TO INFORMATION

Disclosure of Information under Section 4(1)(b) of the Right to Information
Act, 2005 in respect of Regional Passport Office, Kozhikode.

Section (4) (1) (b) (i):

Particulars of organization, function and duties of Regional Passport
Office, Kozhikode.

Historical Background

The Regional Passport Office, Kozhikode started functioning in June,
1978 to facilitate expeditious issue of passport to the applicants belonging to the
Malabar region of Kerala, residing in the districts of Palakkad, Malappuram,
Kozhikode, Wayanad, Kannur, Kasaragod and Mahe district of Puducherry.
This office was subsequently bifurcated and created a new Passport Office at
Malappuram with effect from 28" August, 2006, having jurisdiction of
Palakkad and Malappuram districts. Subsequently the Palakkad district was
merged with RPO, Cochin. Passport Office, Malappuram was merged back with
this office in 2017. Thus, this office exercises jurisdiction over the five northern
districts of Kerala, viz., Malappuram, Kozhikode, Wayanad, Kannur,
Kasaragod and Mahe region of Puducherry (Union Territory). With a view to
enhancing and streamlining the delivery of Passport services to Indian citizens,
the Ministry of External Affairs (MEA) launched Passport Seva Project in May
2010. The project has been implemented in a Public Private Partnership (PPP)
mode with Tata Consultancy Services (TCS), selected through a Global
competitive procurement process, as the core technology and service partner.
Under this Programme, the sovereign and fiduciary functions like verification,
granting and issuing of Passports, along with the ownership and strategic
control of the core assets including data/information, have been retained by the
MEA. Passport Seva Project enables simple, efficient and transparent processes
for delivery of Passport and related services in a timely manner. Apart from
creating a countrywide networked environment for Government staff, it
integrates with the State Police for verification of applicant’s credentials and
with India Post for delivery of Passports.

As a part of nationwide roll out of Passport Seva Project Version 2.0,
RPO Kozhikode migrated to the upgraded version on 21% April 2025. With this



transition, this Office commenced the issuance of e-Passports, which combines
conventional passport booklet with an embedded Radio Frequency
Identification (RFID) chip bearing the personal and bio-metric information of
the holder. The encrypted data in the chip can be securely authenticated by the
Immigration Authorities globally, thereby safeguarding the security of Indian
Passports and confirming the genuineness at border control points.

Consequent upon implementation of the Passport Seva Project, passport
applications are currently being accepted at Passport Seva Kendras (PSKs) and
Post Office Passport Seva Kendras (POPSKs) and through the Mobile Van
deployed at various camps. Five PSK and three POPSK are functioning under
the jurisdiction of this office as depicted below:

No. | PSK/POPSK Place
1 PSK No.1 Kannur
2 PSK No.2 Kozhikode (West Hill)
3 PSK No.3 Vadakara
4 PSK No.4 Payyanur
5 PSK No.5 Malappuram
6 POPSK 1 Kasaragod (HPO)
7 POPSK 2 Kalpetta
8 POPSK 3 Thavanur

Passport applicants may register and apply online through the Passport
Seva portal at www.passportindia.gov.in or through the ‘Passport Seva App’
mobile application.

Organisation Chart

The Regional Passport Office, Kozhikode has a current deployment
strength of 64 officials including Passport Officer, Assistant Passport Officers,
Officers on Special Duty, Senior Superintendents, Stenographer Gr.-I, Assistant
Superintendents, Senior Passport Assistants, Junior Passport Assistants, Junior
Hindi Translator and Multi-Tasking Staff.

Functions and Duties

This office is responsible for the issuance of passports, travel documents,
and police clearance certificates to citizens residing in the districts of
Malappuram, Kozhikode, Wayanad, Kannur, and Kasaragod, and in the Union
Territory of Mahe, as well as in any other jurisdiction that may be assigned by
the Central Government from time to time.


http://www.passportindia.gov.in/

Section 4(1) (b) (ii):

Powers and duties of the employees of the Passport Office, Kozhikode.

Regional Passport Officers are designated as Heads of Office. For the
smooth functioning of the offices, certain financial and administrative powers
have been delegated to them. The financial powers of the Head of Passport
Office and other employees are governed by the Delegation of Financial Powers
Rules, 1978, and subsequent orders issued thereunder. The detailed delegation
of such powers is contained in the relevant annexures to the Delegation of
Financial Powers Rules and the Passport Rules.

Other statutory and administrative powers of officers of Passport Offices
are derived from the Passports Act and the Passport Rules, which are readily
available on the MEA website at www.passportindia.gov.in .

The duties and responsibilities of officers and employees flow from the
provisions of the Passports Act and the Passport Rules, which are also hosted on
www.passportindia.gov.in.

Section 4(1)(b)(iii):

Procedure to be followed in the decision-making process, including
channels of supervision and authority.

The Regional Passport Office, Kozhikode follows the procedures
specified in Passport Manual, 2020 (Restricted), with subsequent
amendments/directions received from Ministry of External Affairs from time to
time, for decision making in issuance of Passports. The officers from the
Superintendent to the Regional Passport Officer level (Gazetted) officers have
been designated as Passport Issuing Authority (PIA) for issuance of Passport
and taking decisions in accordance with the Passports Rules, 1980, the
Passports Act, 1967 and Passport Manual 2020 (Restricted).

Workflow Chart of Regional Passport Office Kozhikode

Passport applications are accepted at all the five Passport Seva Kendras
(PSKs) located at Malappuram, Kozhikode (West Hill), Vadakara, Kannur and
Payyanur, three Post Office Passport Seva Kendras (POPSKs) at Kasaragod,
Kalpetta and Thavanur, and through the Mobile Van camps (as planned from
time to time), on the basis of the online appointments booked through
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www.passportindia.gov.in or through the ‘Passport Seva App’ mobile

application.

Passport Seva Kendra (PSK): The flow chart followed in PSKs are given
below:

l.

Entry Gate :
Security Check by security personnel

Pre Verification Counter (PV) :
Primary check and issue of Tokens to applicants (by TCS staff).

Counter —A :

Receipt of Passport/ PCC application, data comparison / modification,
scanning of documents, cash collection, capturing of photographs and
biometrics (by TCS staff).

Counter — B :

Verification of Passport/PCC application and documents by Verifying
Officers (VO) (Government officials).

Counter —C :

Index / PAC checking and granting of Passport / PCC or taking further
appropriate action as per Passports Rules and Act, by Granting Officer
(GO) (Gazetted Government officials).

Exit Counter :

Acknowledgement of applications processed/put on hold are generated
online and sent to applicants at the submitted email address/mobile
number.

Processing Stages/ Activities at the Main Passport Office:

. Receipt of Police verification report electronically

. Printing of Passports

. Lamination of Passports

. Stamping seal & signature on Passports.

. Passport delivery through speed post.

. Review of Adverse police reports and follow-up action.

. Police Clearance Certificates [PCC] are issued on receipt of clear
Police verification reports.

. Processing of Escalated files/complex cases received from PSKs.

9. Administration and Establishment function.
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Section 4(1)(b) (iv):

Norms set by the Ministry for the discharge of functions/duties.

The Regional Passport Office, Kozhikode functions as per the norms laid
down by the PSP Division, Ministry of External affairs, New Delhi. It is the
endeavor of the office that all files are disposed within the stipulated time frame
for issuance of passport subject to completion of documentation, police
verification and other checks. The norms are available at
www.passportindia.gov.in.

Section 4 (1) (b) (v):

Rules, regulations, instructions, manuals and records held by or under the
control of the Regional Passport Office, Kozhikode are used by its
employees for discharging its functions.

Passport Act and Passport Rules:

The Passports Act and the Passport Rules are available on the websites of
the Ministry of External Affairs, namely www.mea.gov.in and

www.passportindia.gov.in.

For discharge of its functions and administration of office affairs, the
Regional Passport Office, Kozhikode follows various Rules, Regulations,
Codes, Manuals, Orders and Instructions issued by the Government of India and
the Ministry from time to time. These are utilized in matters relating to office
administration, financial management, personnel administration and service
conditions of employees.

The office, inter alia, follows the following Rules and Regulations:

* Central Civil Services (Conduct) Rules
* CCS (Classification, Control and Appeal) Rules
* Central Civil Services (Leave) Rules

* Leave Travel Concession Rules

* CCS (Pension) Rules

* General Provident Fund Rules

» General Financial Rules, 2017

* Delegation of Financial Powers Rules

* Fundamental and Supplementary Rules
* Medical Attendance Rules

* House Building Advance Rules

* CCS (Revised Pay) Rules, 2016
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In addition, the office also refers to various Central Acts, judicial
pronouncements of the Hon’ble Supreme Court of India, High Courts and
subordinate courts, as well as manuals, circulars and instructions issued by the
Ministry and other competent authorities from time to time.

The above Rules, Regulations, Instructions, Manuals and Records are
available in the public domain through official publications and other authorised
sources and are used by the officers and employees in discharge of their official
functions.

Section 4(1) (b) (vi):

Statement of the categories of documents that are held by Passport Office,
Kozhikode, under its control.

e The Passports Act, 1967
e The Passports Rules, 1980
e Passport Manual (Restricted)

The administrative side of the office maintains files related to the following:

e Staff Appointments.

e Personal files and service book (including leave account of its
employees).

e Court cases related litigation files.

e Procurement of stationeries & Furniture.

o Electricity & Water bills.

e Circulars & Office Memorandums

e Purchase and distribution of goods and services.

e Maintenance of Annual confidential reports.

e Other Miscellaneous matters.

Note: The files are retained for the period specified as per record retention
schedule prescribed by Ministry from time to time.

Apart from the above, the following documents are also held by this office:

e Passport Booklets Ordinary/Jumbo.
e Official/Diplomatic Passport Booklets.
e C(ertificate of Identity.



Section 4(1) (b) (vii):

The particulars of any arrangement that exists for consultation with, or
representation by, the members of the public in relation to the formulation of its
policy or implementation thereof :

There is no direct dealing with the members of the public in relation to
formation of policies or implementation thereof.

Section 4(1)(b)(viii):

Statement of boards, councils, committees and other bodies consisting of
two or more persons constituted as its part or for the purpose of its advice, and
as to whether meetings of those boards, councils, committees and other are open
to the public, or the minutes of such meetings are accessible for public:

At the level of this office, an Official Language Implementation Committee
consisting of 8 members of this office has been constituted to review progress in
implementation of Rajbhasha Hindi in day-to-day work of office.

Section 4(1)(b)(ix) & (x):

Directory of officers and employees and their monthly remuneration as

on 01-06-2026 is depicted below:

S. No. | Name of official Designation
1. Shri. Arunmohan K Regional Passport Officer
2. Shri. C.M. Shine Assistant Passport Officer
3. Shri. K. V. Bimal Assistant Passport Officer
4. Shri. T. Narayanan Potti Assistant Passport Officer
5. Shri. R.S. Murali Assistant Passport Officer
6. Shri Ajish Babu Assistant Passport Officer
7. Smt. Beenakumari S. Assistant Passport Officer
8. Shri. K.K. Asokan Assistant Passport Officer
0. Shri. P. Venugopalan Assistant Passport Officer
10. | Smt. Saly Joseph Mani Assistant Passport Officer
11. | Smt. C.P. Rema Assistant Passport Officer
12. | Smt. Ushakumari K.T. Assistant Passport Officer
13. | Shri. Sathish KumarK. Assistant Passport Officer
14. | Smt. Baby Shylaja Kuniyil Assistant Passport Officer
15. | Shri. Babu P.K. Assistant Passport Officer
16. | Shri. T.K. Ramadasan Assistant Passport Officer
17. | Smt. P. Beena Assistant Passport Officer




18. | Smt. Bindu K. Assistant Passport Officer
19. | Smt. Reeja V. Assistant Passport Officer
20. | Smt. Shilpa Dahiya Officer on Special Duty
21. | Smt. Praseeda Santhosh Officer on Special Duty
22. | Smt. M. K. Anithakumari Senior Superintendent

23. | Smt. U.V. Smitha Senior Superintendent

24. | Shri M. Sunil Kumar Senior Superintendent

25. | Smt. A. R. K. Rema Senior Superintendent

26. | Smt. O. K. Pankaja Senior Superintendent

27. | Smt. V. Sobhana Senior Superintendent

28. | Smt. P. Mini Senior Superintendent

29. | Smt. Jaya S. Senior Superintendent

30. | Shri V. D. Jayachandran Senior Superintendent

31. | Smt. T. Lalitha Senior Superintendent

32. | Smt. Simi Somanath Steno Grade |

33. | Shr1 Akhil V Manoj Assistant Superintendent
34. | Shri. Rahul S. Assistant Superintendent
35. | Shri. G.K. Santhosh Assistant Superintendent
36. | Shri. A.P. Sudheer Assistant Superintendent
37. | Smt. K.P. Bindu Assistant Superintendent
38. | Shri. Vishnu Prakash Assistant Superintendent
39. | Shri. C. Rajesh Assistant Superintendent
40. | Shri Saurabh Kumar Meena Assistant Superintendent
41. | Smt. P. Lekshmi Assistant Superintendent
42. | Smt. P. Remlath Assistant Superintendent
43. | Smt. Sheeja T. Assistant Superintendent
44. | Shri. Anilkumar K. Assistant Superintendent
45. | Shri. Anoop Babu K. Assistant Superintendent
46. | Shri. J. Udayaraj Assistant Superintendent
47. | Shri. Rakesh Shaw Junior Translation Officer
48. | Shri. Vijay Kumar Meena Junior Translation Officer
49. | Shri. Noble Anto C. Senior Passport Assistant
50. | Shri Kuldeep Yadav Senior Passport Assistant
51. | Shri. George P. Junior Passport Assistant
52. | Smt. Vikee Junior Passport Assistant
53. | Shri. Keshav Choudhary Junior Passport Assistant
54. | Shri. Anil Kumar Bungla Junior Passport Assistant
55. | Shri. Rohit Yadav Junior Passport Assistant
56. | Shri. Himanshu Sharma Junior Passport Assistant




57. | Shri. Sahil Junior Passport Assistant
58. | Shri. Ashutosh Kumar Junior Passport Assistant
59. | Shri. Kunal Kumar Junior Passport Assistant
60. | Shri. Sandip Kumar Baitha Junior Passport Assistant
61. | Shri. Ashish Kumar Meena Junior Passport Assistant
62. | Shri. Adhithya S. Junior Passport Assistant
63. | Kum. Sreedevi Thamarakulam Junior Passport Assistant
64. | Kum. Tiyasha Naskar Junior Passport Assistant
65. | Shri. Sajeesh C.A. Multi-Tasking Staff
66. | Shri. Ravi Kant Kumar Multi-Tasking Staff
67. | Kum. KavyaR. Multi-Tasking Staff
68. | Kum. Megha K. Multi-Tasking Staff
69. | Shri. Girish K. Multi-Tasking Staff

Details of monthly remuneration of officers and staff of Regional Passport

Office, Kozhikode
S.No Category of Officers Pay
1. Regional Passport Officer Level-12 (78800-209200)
2. Deputy Passport Officer Level-11 (67700-208700)
3. Assistant Passport Officer Level-10 (56100-177500)
4. Officer on Special Duty Level-10 (56100-177500)/

Level 8 (47600-151100)

Technical)

5. Senior Superintendent Level-8 (47600-151100)
6. Superintendent Level-7 (44900-142400)
7. Stenographer Grade-I Level-7 (44900-142400)
8. Assistant Superintendent Level-6 (35400-112400)
0. Junior Translation Officer Level-6 (35400-112400)
10. | Senior Passport Assistant Level-4 (25500-81100)
11. | Junior Passport Assistant Level-2 (19900-63200)
12. | Multi-Tasking Staff (Non- Level-1 (18000-56900)

In addition to the above, 10 Data Entry Operators and 18 Printing &
Dispatch Staff are outsourced in this office, whose remuneration is being made
directly by the hiring agency appointed by the Ministry.



Section 4(1)(b) (xi):

Budget Estimates of F.Y.2026-27 and Expenditures incurred during FY 2025-

26 :
BUDGET EXPENDITURE DURING
BUDGET HEAD ESTIMATES 2026-27 F.Y.

(Rupees) 2025-26
Salary 38617000 35225642
Rewards 6786000 6585574
Allowances 30186000 29107399
Leave Travel Concession 317000 296708
Wages 0 0
Medical 800000 1366317
Domestic Travel Expenses 20000000 20700978
Office Expenses 5300000 6112821
Fuel & Lubricants 0 0
Repair & Maintenance 50000 37454
Other Revenue Expenditure 206000 195175
Postal & Freight Charges for Travel 26000000 26958078
Documents
Rent, Rates & Taxes For Land & 0 0
Buildings
Minor Civil & Electric Works 5522000 0
Professional Services 800000 790550
Information Technology (Digital 400000 299214
Equipment)
Swachhta Action Plan 700000 693475
Motor Vehicles 0 0
Information, Computer, 0 0
Telecommunication
Equipment(ICT)
Furniture & Fixture 0 0




Section 4(1) (b) (xii):

The manner of execution of subsidy programmes, including the amounts
allocated and the details of beneficiaries of such programmes:

Nil

Section 4(1) (b) (xiii):

Particulars of recipients of concessions, permits or authorizations granted by it:
Issue of passports to general public:

Travel agents are not authorized to submit the passport applications. The
passport applicants have to appear in person at Passport Seva Kendra and

submit the passport application along with supporting documents in originals, as
required.

Section 4(1)(b)(xiv):

Details in respect of the information, available to or held by Passport
Office, Kozhikode, reduced in an electronic form:

All information regarding issuance of passports and status thereof have been
uploaded on website: www.passportindia.gov.in

Section 4(1) (b) (xv):

The particulars of facilities available to citizens for obtaining information,
including the working hours of a library or reading room, if maintained for
public use

Citizens can obtain information through the website of the office at

www.passportindia.gov.in. Apart from this, citizens are provided passport
issuance information through Enquiry Counters and also over telephone.
Citizens can also visit the Officers during the office hours on all working days
(except Wednesday) between 09.30 a.m. to 01:00 p.m. Enquiry can also be
made at the Tel. No. 0495 2766936 (Monday to Friday 9:30 AM to 05:00 PM,
except holidays and lunch hour (01:00 PM to 02:00 PM)).
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Section 4(1) (b) (xvi):

The Names, designations and other particulars of the Public Information
Officers:

Central Public Information Officer:

Shri K. V. Bimal,

Assistant Passport Officer,

Regional Passport Office,

P.O. Eranhipalam,

Kozhikode — 673 006.

Phone: 0495 2767789

Email ID: rpo.kozhikode@cpo.gov.in

First Appellate Authority

Shri. Arunmohan K., IIS

Passport Officer,

Regional Passport Office,

P.O. Eranhipalam,

Kozhikode — 673 006.

Phone: 0495 2767789

Email ID: rpo.kozhikode@cpo.gov.in

Section 4(1)(b)(xvii):
All such information as may be prescribed is updated annually on website.
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