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| ncome Certificate Guide

An income certificate is an official document, issued by a government office, that states your or your family's annual
income, certified by a designated revenue official after verification. It is one of the most frequently requested
supporting documents in India - used to determine eligibility for scholarships, fee concessions, reserved-category
economic benefits, subsidised loans, ration card categorisation, and a wide range of welfare schemes.

B Why Schemes Ask For This Specifically

Many benefits are tiered by income - someone from a lower-income household may be eligible for a larger subsidy, a
fee waiver, or priority access, while someone above a certain income threshold may not qualify at all. Self-declaring
your income on a form is not considered sufficiently reliable for most government purposes; an income certificate is the
government's own way of independently confirming the number through a local official who knows the area.

B What Counts as 'Income' for This Certificate

® All earning members of the household are usually counted together, not just the applicant.

® Salary, wages, agricultural income, business profit, pension, and rental income are typically all included.

® Informal or irregular income (daily wage work, seasonal agricultural labour) is usually estimated and self-declared, then
assessed by the verifying official rather than backed by payslips.

® Some states explicitly exclude certain components (e.g. a portion of agricultural income in drought-declared areas) -
ask the issuing office if you believe a special category applies.
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The Open Door Project Income Certificate Guide - Who Issues It & Required Documents

B 1. Who Issues It - and How This Varies

Income certificates are issued by the Revenue Department, through an official usually titled Tehsildar, Sub-Divisional
Magistrate (SDM), Block Development Officer (BDO), or a Municipal Commissioner's office for urban areas. The exact
designation and portal name differs by state. The table below gives commonly used names - always confirm the current
name and portal for your specific state, since these are occasionally renamed or restructured.

State / Region Issuing Office / Portal

Most states (general pattern) Tehsildar / Revenue office, or state e-District portal

Delhi e-District Delhi portal (edistrict.delhigovt.nic.in)

Maharashtra Aaple Sarkar portal / Tehsildar office

Karnataka Nadakacheri / Atalji Janasnehi Kendra, or the Seva Sindhu portal
Tamil Nadu e-Sevai centres or the TN e-District portal

Uttar Pradesh e-District UP portal (edistrict.up.gov.in) or Tehsildar office

West Bengal Block Development Officer (BDO) office or WB e-District portal

M 2. Documents Usually Required

Aadhaar Card (applicant and, in many states, other earning household members)

Proof of address (ration card, electricity bill, or similar)

Proof of income - salary slips or Form 16 for salaried applicants; a self-declaration affidavit on stamp paper if income is
informal or irregular

Passport-size photograph

Ration card (used in several states to cross-check declared household income)

Bank passbook, in some states, as supporting evidence of regular deposits
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The Open Door Project Income Certificate Guide - Step-by-Step Application Process

B 3. Applying Offline (Tehsil / Revenue Office)

1.

Visit your local Tehsil or Revenue office and request the income certificate application form (sometimes available
free, sometimes for a nominal fee).

Fill in personal details, household income details, and the purpose for which the certificate is needed (e.g. 'for
scholarship application’).

Attach copies of all required documents, along with a self-declaration affidavit if part of your income is informal.

Submit the form at the counter; you will usually be given an acknowledgement slip with a reference number -
keep this safely, you will need it to track or collect the certificate.

A local Patwari, Revenue Inspector, or Village Administrative Officer (VAO) may visit or contact you to verify the
declared income before the certificate is approved.

Once approved, collect the signed certificate from the same office, usually by presenting your acknowledgement
slip.

4. Applying Online (e-District / CSC Portal)

Register on your state's e-District portal using your mobile number and Aadhaar, or visit your nearest Common
Service Centre (CSC) if you don't have internet access or an account.

Select 'Income Certificate' from the list of available certificates and fill the digital form with the same details as the
offline process.

Upload scanned copies of your documents - keep each file under the portal's size limit (commonly 100-200KB
per file).

Pay the processing fee online, if applicable - usually a small amount, often under Rs. 50.
Track your application status using the reference number provided after submission.

Download the signed digital certificate once approved - most are digitally signed and valid without a physical
stamp, though some offices still require collecting a hard copy.
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The Open Door Project Income Certificate Guide - Timelines, Validity & Common Issues

B 5. Typical Timeline, Validity & Fees

Aspect What to Expect

Processing time 7 to 21 working days, depending on state and how busy the local office is

Validity period Usually 1 year from date of issue; some states issue with a 6-month validity

Renewal Reapply with the same process once expired - there is no separate 'renewal' form in most
states

Typical fee Often free to nominal (Rs. 0 to Rs. 50); CSC operators may charge a small service fee on
top

B 6. Common Reasons for Delay or Rejection

Address proof does not match the address on the Aadhaar card.

Self-declared income looks inconsistent with the household's visible assets, land records, or lifestyle, prompting the
verifying official to ask for clarification or a site visit.

Missing signature or verification from the local Patwari / VAO before the file reaches the approving officer.

Applying at the wrong office for your jurisdiction - boundaries between Tehsils or wards can be confusing, especially in
newly developed or recently re-zoned areas.

Incomplete affidavit for informal income - some offices require this to be notarised, not just self-signed.
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The Open Door Project Income Certificate Guide - Frequently Asked Questions

Do all earning members of the household need to submit documents?

In most states, yes - the certificate usually reflects combined household income, so income proof or self-declaration for each
earning member strengthens the application.

What if my income varies a lot month to month (seasonal or daily wage work)?

State an honest average across the year on the self-declaration affidavit. The verifying official is generally familiar with assessing
irregular incomes in agricultural and informal-sector households and will use local knowledge to judge reasonableness.

Can | use an old income certificate if mine is about to expire?

No - once expired, it is no longer valid as proof for most schemes. Reapply a few weeks before expiry if you expect to need it
again soon, to avoid a gap in valid documentation.

My certificate shows a different income tier than | expected - can | appeal?

Yes. Visit the issuing office, explain the discrepancy, and provide any additional supporting evidence (payslips, bank statements).
Most offices allow a correction request without requiring you to restart the entire process.

Is a digitally signed certificate from the online portal accepted everywhere?

Generally yes, since government scheme offices and banks recognise digitally signed e-District certificates - but it is wise to
confirm with the specific office you're submitting to, especially smaller private institutions, who may still expect a physical copy.
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The Open Door Project

Income Certificate Guide - Income Eligibility & Self-Declaration

B 7. How Different Schemes Use Income Certificates

An income certificate states a number; what that number means depends entirely on the scheme reading it. The table
below gives a general sense of how income certificates typically factor into common scheme categories - always check
the specific scheme's current rules, since exact thresholds change and vary by state.

Scheme Category

Scholarships

Reserved-category economic benefits

Subsidised loan schemes

Ration card categorisation

Fee concessions (schools, colleges)

How Income Certificate Is Used

Often tiered - lower household income can mean a larger scholarship amount or waived fee
Used alongside caste/category certificates to confirm economic eligibility within a category
Some schemes cap eligibility at a maximum household income; others use it only as
supporting context

Determines which ration card tier (and therefore subsidy level) a household is placed in

Many institutions set their own income cut-offs for partial or full fee waivers

B 8. Self-Declaration Worksheet (Informal Income)

If part of your household income is informal or irregular, working through this worksheet before your appointment makes it much
easier to give the verifying official a clear, honest annual estimate on the spot.

HOUSEHOLD MEMBER'S NAME

TYPE OF WORK

AVERAGE MONTHLY EARNING, ACROSS A TYPICAL YEAR (RS.) MONTHS ACTUALLY WORKED IN THE LAST YEAR

ESTIMATED ANNUAL INCOME (MONTHLY AVG. X MONTHS WORKED)
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The Open Door Project Income Certificate Guide - Before You Go - Personal Checklist

B 9. Personal Checklist - Documents

Aadhaar card (mine and other earning household members') and photocopies

Current address proof

Approximate annual income for myself and each earning household member

Recent passport-size photograph

Self-declaration affidavit drafted, if any income is informal (check if notarisation is needed)

Ration card, if my state uses it for cross-verification

10. Personal Checklist - Before Submitting

I know which office or portal handles my specific area
I have kept a copy of my acknowledgement slip / reference number safely

| know the purpose I'm declaring this certificate for, in case asked

OO0 =sOO0O0O00d

Tip
If applying online, keep scanned copies of all documents under 200KB each - most e-District portals reject larger uploads without
a clear error message, which is a common source of confusion and repeated failed attempts.
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