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2 Regularity Filing Process 

To Regularity file of a periodical in India under the Press and Registration of Periodicals Act, 2023, the 

owner must intimate the Press Registrar General of India (PRGI) and the PIB officer within 48 hours of 
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publication. This intimation can be submitted through the Press Sewa Portal. Physical applications for 

Regularity are also accepted by the PIB. The PIB officer will accept the periodical's regularity.  

3 Objective:  

To provide a comprehensive and user-friendly guide that enables owners to effectively utilize the 

Regularity Module for the purpose of submitting requests to Regularity publication, and to 

understand the subsequent approval and notification process involving PRGI and PIB Officer. 

 

3.1 How to Navigate 

Regularity file request is raised by Owner/Publisher can apply by following steps: - 

• Go to the URL https://www.prgi.gov.in/  

• You will be redirected to the PRGI website. 

• Click on Press Sewa Portal Login In/Sign up as shown in the below figure 

• From this page you will be redirected to the login page. 

• User will be required to provide Username & Password as shown in the figure below. 

 

• Alternatively, you can directly access the Press Sewa Portal at https://www.presssewa.prgi.gov.in 

 

https://prgi.gov.in/sites/default/files/2025-03/advisory_no_5.pdf
https://www.prgi.gov.in/#_blank
https://www.presssewa.prgi.gov.in/#_blank
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• Click on “Login” button as shown in the figure to successfully login into your respective account. 

• Enter the captcha code.  

 

 

 

 

• You will be redirected to the dashboard section as shown in the below figure. 
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3.2 Apply for Regularity 

Owner/Publisher can apply for Regularity request by following steps: - 

• Click on the “Regularity” tile from the dashboard as shown in the below figure. 

 
• Owner/Publisher will be redirected to “Regularity” page as shown in the below figure. 
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3.3 Upload First Publish Copy 

 

• Click on “File First Publish Copy” Tile from the dashboard, you will be redirected to “File First Publish Copy” 

page as shown in the below figure. 

 

 

 

 

• The Owner/Publisher needs to acknowledge the pop-up messages that will appear based on the number of 

registered titles. (For example, if an applicant has 2 registered titles, they will receive 2 pop-up messages to 

acknowledge, as shown in the below figure). 
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• On Click of “Acknowledged” button opens the “File First Publish Copy” page as shown in the below figure. 

 

 

 

• The Owner/Publisher click on “Upload First Print Copy” button for open the upload the First print page as 

shown in the below figure. 
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• The Owner/Publisher click on “Upload First Print Copy” button for open the upload the First print page as 

shown in the below figure. 

 
• The Owner/Publisher Upload the First Print Copy only JPG, JPEG, PNG and PDF file format then click on 

submit button as shown in the above figure. 

 

3.4 Upload Copy Within 48 Hours of Publication 

 

• On Click “Upload Every Copy Within 48 Hours of Publication” Tile from the dashboard, you will be 

redirected to “Upload Every Copy Within 48 Hours of Publication” page as shown in the below figure. 
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• The Owner/Publisher can Upload Every Copy Within 48 Hours of Publication on the page of “Upload Every 

Copy Within 48 Hours of Publication” as shown in the below figure. 

 

• The Owner/Publisher click on “Upload Every Copy Within 48 Hours of Publication” to open the Periodical 

Print Details Submission page as shown in the below figure. 
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• The Owner/Publisher will enter details “No. of Copies Published”, “Date of Publishing” and “Scanned Copy 

of the printed periodical (Digital copy News Paper in PDF Format will not be acceptable)” Only JPG, JPEG, 

PNG, PDF and maximum 500 KB size allowed as shown in the above figure. 

• Submission status will show the status of filed regularity “On Time”, “Delayed” depending on periodicity of 

title and submission date. 

• Users will click on Regularity act below and after reading the act, user will click on Submit button to file the 

regularity application which will directly transfer to State PIB Officer for further process (approval / 

rejection). 

• After submitting file, it will redirect to list page where status of an application will show as “Submitted” as 

shown in below figure. 

 
 

3.5 View E-Copies of Uploaded Previously 
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• Click on “View E-Copies of Uploaded Previously” Tile from the dashboard, you will be redirected to “View 

E-Copies of Uploaded Previously” page as shown in the below figure. 

• The Owner/Publisher after the click on “View E-Copies of Uploaded Previously” button the View page of 

Previously Uploaded E-Copies as shown in the below figure. 

 

 
• The Owner/Publisher after the click on “View E-Copies of Uploaded Previously” button the View page of 

Previously Uploaded E-Copies as shown in the below figure. 

 

 
• The Owner/Publisher can view the details of all titles which regularity has been submitted and click on 

view for any title to see the details of regularity submission against the title as shown in below figure. 
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3.6 Download Regularity Report 

 

• Owner/Publisher after the click on “Download Regularity Report” button the View page of Download 

Regularity Report as shown in the below figure. 

 
 

 

• The Owner/Publisher can Download the “Regularity Report” as View page as shown in the below figure. 
 

 

 

• Once clicked on Download icon, it will show the preview of Regularity Certificate as shown below figure: 
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• User can click on download icon to save the certificate on system in PDF format. 
 

 

 

 

 

3.7 Periodicity & Logics 
 

 

• Daily: 

o Description: Users can file regularity on a daily basis. 

o Logic: A user can file a new regularity exactly 1 day (24 hours) after the previous filing. 

o Example: If a user files a regularity at 9:00 AM on January 1st, they can file again at 9:00 
AM on January 2nd. 

• Weekly: 

o Description: Users can file regularity at 7-day intervals throughout the year. 

o Logic: A user can file a new regularity exactly 7 days (168 hours) after the previous filing. 
The day of the week remains the same. 

o Example: If a user files a regularity on a Monday, the next regularity can be filed on the 
following Monday. 

• Fortnightly: 

o Description: Users can file regularity at 14-day intervals throughout the year. 

o Logic: A user can file a new regularity exactly 14 days (336 hours) after the previous filing. 
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o Example: If a user files a regularity on January 1st, the next regularity can be filed on 
January 15th. 

• Monthly: 

o Description: Users can file regularity every month on the same date as the initial filing. 

o Logic: 

▪ The system stores the day of the month when the user first files the regularity. 

▪ For subsequent months, the user can file on the same day of the month. 

▪ If the month of filing does not have the date, then the last day of the month is 
considered. 

o Example: 

▪ If a user files on January 15th, they can file again on February 15th, March 15th, 
and so on. 

▪ If a user files on January 31st, they can file again on February 28th (or 29th in a 
leap year), March 31st, April 30th, and so on. 

• Bi-Monthly: 

o Description: Users can file regularity once every 60 days, based on the initial filing date. 

o Logic: A user can file a new regularity exactly 60 days after the previous filing. 

o Example: If a user files a regularity on January 1st, the next regularity can be filed on 
March 2nd. 

• Quarterly: 

o Description: Users can file regularity at 90-day intervals. 

o Logic: A user can file a new regularity exactly 90 days after the previous filing. 

o Example: If a user files a regularity on January 1st, the next regularity can be filed on April 
1st. 

• Half-Yearly: 

o Description: Users can file regularity at 180-day intervals. 

o Logic: A user can file a new regularity exactly 180 days after the previous filing. 

o Example: If a user files a regularity on January 1st, the next regularity can be filed on June 
30th. 

• Annual: 



 

Owner /Applicant – Regularity Process                                                                                                

U n e e c o p s  T e c h n o l o g y  L T D . |  C o n f i d e n t i a l  P a g e  17 | 17 

 

o Description: Users can file regularity once a year (365 days). The next filing is allowed after 
365 days. 

o Logic: A user can file a new regularity exactly 365 days after the previous filing. 

o Example: If a user files a regularity on January 1st 2024, the next regularity can be filed on 
January 1st 2025. 

• Bi-Annual: 

o Description: Users can file regularity once every two years (730 days). 

o Logic: A user can file a new regularity exactly 730 days after the previous filing. 

o Example: If a user files a regularity on January 1st, 2024, the next regularity can be filed on 
January 1st, 2026. 

• Four-Monthly: * Description: Users can file regularity once every 120 days. * Logic: A user can file 
a new regularity exactly 120 days after the previous filing. * Example: If a user files a regularity on 
January 1st, the next regularity can be filed on May 1st. 

• Once in 19 Days: * Description: Users can file regularity after every 19-day interval. * Logic: A user 
can file a new regularity exactly 19 days after the previous filing. * Example: If a user files a 
regularity on January 1st, the next regularity can be filed on January 20th. 

• 10th Day in a Month: * Description: Users can file regularity on the 10th of every month. * Logic: 
The user can only file the regularity on the 10th day of every month. * Example: User can file 
regularity on 10th January, 10th February, 10th March and so on. 

 


