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Introduction  

This document is intended to serve as a User Manual for grant of “Sarai License” service from the 

Personnel and Administrative Reforms & E-Governance. The provision of service is accessed through 

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. 

Silpasathi portal is the revamped State Single Window Portal for the businessmen and entrepreneurs 

of West Bengal. Single Window Services can be accessed through an EODB-Online Single Window 

Portal using IT-enabled devices which includes desktop PCs and laptops. Silpa Sathi is a dedicated set 

up in West Bengal Industrial Development Corporation Ltd. (WBIDCL) to facilitate investors in obtaining 

services required for setting up and operate business in the State in smooth and time bound manner.  

Salient Features of Silpasathi Portal: 

• The Single Window Portal allows seamless integration with portals of different government 

departments thereby eliminating the need to fill forms multiple times, ensuring time-bound 

clearance, as well as ensuring single login credential for all applications. 

• It 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. 

• Business Entrepreneurs can get certificates and licences required for setting up and operating 

business in the State in a smooth and time-bound manner, without the need to visit any government 

department or office. `` 

About the Service 

The Sarai license by Personnel and Administrative Reforms & E-Governance is issued by the 

Government of West Bengal and is valid for a limited period of time. The license allows the holder to 

use the Sarai for the purpose of rest and relaxation. The license is issued to individuals/agencies who 

are associated with hotelier business and tourist accommodation. The license assists the hotel industry 

and tourism industry entrepreneurs in ensuring customer satisfaction, healthy food and proper 

accommodation. The license is free of cost and is issued on a first-come, first-served basis. 

Checklist of Documents 

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

➢ Land Deed/ Lease Deed of the land 

➢ Parcha of the land 

➢ Conversion Certificate of Land 

➢ Khajna in r/o the plot(s) 

➢ Trade License 

➢ Plan approved by Gram Panchayat Authority 

➢ Food Licence (FSSAI) issued by Health Department, Govt. of W.B. 

➢ Pollution Certificate (Consent to Establish and Consent to Operate) issued by the General Manger, 
District Industry Centre, Govt. of W. B. on behalf of Pollution Control Board, Govt. of W. B. 

➢ Excise License, if bar 
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➢ Fire Safety Certificate 

➢ Profession Tax 

➢ Goods & Services Tax Return 

➢ Latest Electricity Bill 

➢ Affidavit 

➢ Income Tax Return 

➢ Character Certificate of the Keeper of Sarai 

➢ EPIC/ PAN/ Other document of the applicant 

Timeline (WBRTPS) 
Sarai license by Personnel and Administrative Reforms & E-Governance is provided within 90 

days from the date of submission of application.  

Field Instructions 

Sl. 

No.  

Field Name  Instructions  

1. Applicant Name Enter Name of the applicant 

2. Designation Occupation of the applicant/ position held 

3. Mobile Number Enter Contact Details/phone number 

4. Email id  Enter email id 

5. Application for Name of the agency/industry 

5. Application Type Government/Non-Government/ 

6. Address Address details with district, state, city, pincode 
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Application Process 

User Registration 
In order to complete the user registration, the applicant has log on to www.silpasathi.wb.gov.in and click 

on ‘Apply online’ button.  

 
The applicant has to perform Udyam Registration before starting the application process. 

Applicant Log-in: The applicant 

needs to click on the check box of 

‘I Agree and Understand the 

Process described’ on the bottom 

left and ‘Proceed for Registration’ 

button on the bottom right.  

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.Before proceeding for Registration 

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

the screenshot below: 

 

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. 

Once done, a list of services will appear. Applicants need to click on the checkbox adjacent to the 

service named ‘Personnel and Administrative Reforms & E-Governance – P&AR & E-Gov ’ 

 The required service has been selected. 
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After selecting the service ‘Personnel & Administrative Reforms – P&AR’, 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. 

Application Submission in SilpaSathi  
 

 

 

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. Upon completion 

of the process the applicant clicks on the ‘Submit’ button for final submission of the application. Please 

refer to the screenshots below for detailed illustrations. 

 

 

 

CAF ID is generated. 

Click on ‘Apply online’ to proceed with the application. 
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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 above. 

 

 

 

Please note: Prior to filling the application form for the service, the user is required to enter his 

establishment details. The screenshot below provides an illustration. 

 

The establishment section shall appear before proceeding with the main application form. The applicant 

has to correctly fill the necessary details as mandated in the form. After final submission of application, 

the user shall be able to view the updated status of his application in the user dashboard.  

Click on ‘Submit’ option to submit final application 

form. 

Final declaration before submission 
Final submission of application 
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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 or rejection.  

 

 

 

 

 

 

 

 

 

The applicant/user can move to the SilpaSathi dashboard now as illustrated below. He can now click 

on ‘Click to Proceed’ button and he will be further redirected to the official website of Tathyasathi 

(https://tathyasathi.bangla.gov.in/). Refer to the screenshots below detailed understanding. 

 

 

The applicant is required to click on ‘Update Status’ frequently to view the updated status of the 

application. The applicant is now redirected to the official website of TathyaSathi as per the following 

screenshots. 

Application status notified through SMS. 

Application status notified through email. 

To receive updated status of the application 
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Submission of Departmental Application form 
The applicant will now have to fill the relevant document details related to Owner Details, Sarai details, 

Room Details, etc. The related screenshots have been added below: 

 

Fill application details in the form. 
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The applicant is required to fill the details correctly and upload the necessary documents. 

 

Upload necessary documents 

Applicant can preview the filled application. 
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The highlighted portions have the significant checklist of documents to be uploaded by the applicant. 

Checklist of documents 
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The applicant can view the updated status of his application by clicking on the ‘Update Status’ button 

on the SilpaSathi dashboard. The following screenshots provide an illustration on the application status 

processing as each time the applicant clicks on the ‘Update Status’ button. 

Applicant can now finally submit the application 

form 
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The application is now finally approved, and the applicant can now download the generated license 

after approval. The following screenshot illustrates the same. 
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Rejection of application 

If any kind of discrepancy is observed during the review verification process by OC-JM, the application 

might get rejected and the applicant shall have to resubmit the application. 

 

Third Party verification details:  

The applicant has to log on to www.silpasathi.wb.gov.in  

 

 

Click on ‘Establishment information’ section. 

http://www.silpasathi.wb.gov.in/
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The applicant has to enter the service name and the concerned Registration number/ License number. 

 

Upon entering the correct registration and license number the user shall be able to view his 

registration/license details 
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Approval Procedure 
The workflow below represents an illustration of the overall application process starting from registration 

process to approval of the application. 

 

 

 


