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1. GENERAL INFORMATION 
 

1.1 What is an Appeal? 
 

Presently,188 services of various Government Departments have been notified under 
the Meghalaya Right to Public Services Act, 2020. Citizens who apply for any of these 
services are entitled to receive these services within the stipulated timeframe and can 
approach the Commission as the second Appellate Authority in case the services have 
been denied or delayed wrongfully. 
In case service has not been provided by the Designated Officers [DO’s] within the 
specific time [SLA as notified against each service] as defined under this Act or rejected, 
they can Appeal to the Appellate Authority [First Appeal]. 
 
The Appellate Authority is bound to dispose off appeals within 30 days from the date of 
receipt of the Appeal. 
The appeal is first submitted to an Appellate Authority. If it is not disposed within 30 
days, the citizens can make a second appeal which is submitted to the Commission. 
 

1.2 Who is an Appellate Authority? 
 

The Appellate Authority is an officer above the Designated Officer with the powers to 
hear appeals against the orders passed by a Designated Officer. 

Against each service notified, the Designated Officer and the Appellate Officer are also 
notified. 
 

1.3   Who is the second Appellate authority? 
 

Citizens who apply for any of the notified services have the right to receive these 
services in time and can approach the Commission as the second Appellate Authority in 
case the services have been detained or delayed wrongfully. They can approach the 
commission only after having filed the First Appeal. The First Appeal if unheard within 
30 days or the citizen is unhappy with the judgement of the Appellate Authority can 
move to Commission to filed second Appeal. 
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2. GENERAL INSTRUCTIONS 

2.1 What all Menus the website has? 
 

On opening the website of the commission i.e 
mspsdc.meghalaya.gov.in various menus are 
provided.  
 
1. Home – This will bring the user to the home page 
of the website 

2. About Us – This menu provides informa on about 
the Commission, Func ons and Du es, Review 
Mee ngs, Presenta ons and Gallery. 

3. Acts & Rules – This menu provides the ci zens 
with the Acts, Rules and the various no fica ons on 
many services under the Act. 

4. Services – This menu will provides 
ci zens informa on of the services 
no fied under the Act. The ci zen will 
be able to see the services 
Department wise, the number of 
services and most importantly it 
provides links to various services so 
that the ci zen can apply from this 
portal. 

5. Contact – Important contact details 
of the Commission is provided here. 
The ci zen can reach out to the 
Commission for any assistance. 

6. Login – To file appeals the ci zen 
will need to login. 
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2.2 How do I apply for services no fied under the Act? 

There are two ways for the ci zen to get the list of services no fied under the Act along with the 
links to apply for them.  

1. In the menu – Services , there is 
a sub menu – Apply for Services. 
 
 

2. You may click on the Card in the 
landing page with cap on 
“Apply for Services”. 

 

 

A er accessing the page, you’ll find that most of the services are already available online. For those 
few services that are currently offline, we’ve included applica on formats and the necessary 
enclosures to facilitate ci zens. 

For those which are online, the ci zen needs to click on the “Apply” bu on to apply for these 
services. 
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On clicking the apply bu on, the ci zen would be informed that they would be redirect to an 
external website which would also require ci zens to register in that pla orm.  

 

They will then need to enter the creden als to apply for the service. 

 

 

 

 

 



 
 

7 
 

 

The ci zen can fill the form along with the enclosures. On submi ed the form, an acknowledgement 
form will be generated. They will also receive no fica ons in the form of SMS and email. 
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2.3 How do I track the Status for the Services applied? 
 

To track the status of the services applied, the ci zen needs to go to the link “Apply for services” 
either from the Card in the Landing Page or from the menu op on.  

Here the ci zen can find the Track bu on against  each service. On clicking it, they will be required to 
enter the reference number of the applica on. On filling details and submi ed, the current status of 
the applica on will be shown. 
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3. GETTING STARTED 
 

3.1 How do I file an appeal? 
 

Step 1.  The ci zen can file an appeal for any service no fied under the Act. To file first appeal he will 
need to click on the Card shown below.  

 

Step 2. To file an appeal the ci zen needs to first register in this website. 



 
 

10 
 

Step 3. The ci zen if not registered , has to fill the registra on form as shown below. The login ID of 

the ci zen will be his mobile number. 

 

Step 4. A er the registra on is successful, the ci zen needs to enter his newly created login 

creden als.  
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Step 5. A er logging in, the user will see the dashboard as shown below. To file appeal he needs to 

Click on bu on – “File First Appeal” 

 

 

Step 6. The citizen will now need 

to select the service against which 

he intends to file appeal. Besides, 

he also needs to mention the 

Application ID, Date of Submission, 

and will need to upload certain 

enclosures.  

The citizen is also provided an 

option wherein he can opt for 

online hearing. 
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3.2 How do I check the status of an appeal –  
 

To track the status of an appeal, the ci zen needs to login and then click on the Track Appeal 
Status Card. The ci zen will be shown the tracking history of his appeal. 

 
Click on the Track Appeal Status Tab and a popup will appear 

 
In the popup, enter the Appeal Reference Number you wish to track and click submit (This 
Reference Number is available in your Inbox) 
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3.3 Appeal to the Commission  

You can file an appeal with the Commission if your appeal with the Appellate Authority is delayed 
beyond 30 days or it you disagree with the decision of the Appellate Authority   

You will also receive an SMS or email when your first appeal has been disposed or has crossed the 
SLA.  

You can follow the steps on how to track an appeal at Sec on III above and click on the “File Appeal 
to Commission” bu on as shown below 

The File Appeal to Commission form will appear as shown below. 

Fill all the fields and click on submit 

 
Alternately, You can also click on the inbox tab or menu, which will show you all your appeals. 



 
 

14 
 

 

Click on the ‘VIEW’ button and it will take you to the appeal status page as shown below 
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3.4 How do I Change password –  
 
The ci zen is provided with an op on to change password. On changing the password, he 
will be asked to enter his current password and then key in the new password. 
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3.5 What happens if I forget password –  
 
If the ci zen has forgo en his password, the ci zen is provided with a feature, wherein only 
keying in his login ID, which is his mobile number and SMS will be triggered to his mobile 
with a system generated password. Using this he can logging, and change the password.  

 

 

 

 


