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1.0 ORGANIZATION OF THE MANUAL

The User manual consists of four sections: General Information, System Summary, Getting Started
and Using the System. General Information section explains the system in brief and the purpose for
which it is intended. System Summary section provides a general overview of the system. The
summary outlines the uses of the system’s access and system’s behaviour in case of any
contingencies. Getting Started section explains how to get login it on the browsers. The section
presents briefly about the system. Using The system section provides a detailed description of

system functions.
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GENERAL INFORMATION

IBPS portal (https://ibps.stpi.in/) is for the execution of India BPO Promotion Scheme (IBPS).
This document provides step by step guidance for using the online system. This document is
intended for the BPO/ITES units operating under IBPS.

SYSTEM SUMMARY

The System Summary section provides a general overview of the system. The summary outlines
system’s requirements, user access and system’s behaviour in case of any contingencies.

System Overview

IBPS Portal is a web-based application, which provide BPO/ITES units online access of every
information, documents and various forms related to IBPS implementation. Unit can download
approvals, apply & upload various forms. It supports browser compatibility, so units can use it
on any latest browser i.e. Chrome, Firefox, IE etc.

System Configuration

IBPS Portal is a web-based application and can be used on any latest web browser like Google
Chrome, Mozilla Firefox, and Internet Explorer etc. The application requires an internet
connection in order to perform the required activities.

User Access Levels

Everyone can use portal for generic information about the scheme, but only qualified BPO/ITES
units registered with STPI under IBPS are able to login and perform the required activities related
to IBPS.
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GETTING STARTED

This section explains how to login into the system.

Login

Below screenshot shows the login page for the BPO/ITES unit. Use the credential
provided in the Registered Email ID.

. Software Technology Parks of India

s Ministry of Electronics & Information Technology = Digital India

v .
Ministry of Electronics and Government of India RowerTR Empawer

Information Technology
‘Government of India

Login

Email as Username

Enter Username

Please Enter Email as username
Password

Enter Password

Please Enter Password

1445222

Forgot Password?

MeitY | Digital India | India.Gov.in | MyGov
Contact Us | STPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap

Content owned & maintained by STPI Last Updated on : 10 May 2018 Copyright STPL All rights reserved 2018.

If the BPO/ITES Unit does not have the username & password, the same can
be requested at ibps@stpi.in using the registered Email id.
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4.2 Change Password

To change the password, navigate to the CHANGE PASSWORD tab after logging
into the system.

Software Technology Parks of India

7
TS Ministry of Electronics & Information Technology h Digital India
s (l) Government of India Power To Empower P

Pyt
Ministry of Electronics and
Information Technology
Government of India

m Add PF details m DOWNLOAD CHANGE PASSWORD LOGOUT

Change Password

Old Password : Enter Old Password

New Password : Enter New Password

. At least 8 characters.
. At least 1 letter.
. At least 1 Capital.
. At least 1 number.

. Up to 3 consecutive equal characters.

Confirm Password : Enter Confirm Password

Change Password

MeitY | Digital India | India.Gov.in | MyGov
Contact Us | STPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap

Content owned & maintained by STPI Last Updated on : 23 August 2018 Copyright STPL All rights reserved 2018.

4.3 Forgot Password

In case a BPO/ITES unit forgets its password, the same can be retrieved by clicking
on the forget password link and by entering the registered Email and registered PAN
No. to receive the password on Email.

g 3 Software Technology Parks of India

o Ministry of Electronics & Information Technology 4 Digital India
Ministry of Electronics and s (l) Government of India Power To Empower f
Information Technology
Government of India
¥ L 4
[ Home | Request Password

Note : Please Enter Registered email and Registered PAN to request new password.

New passowrd will be email to you registered email id.

Enter Registered Email : Enter Email

PAN : Enter PAN

Request Password

MeitY | Digital India | India.Gov.in | MyGov
Contact Us | STPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap

Last Updated on : 31 July 2018 Copyright STPL All rights reserved 2018.

Content owned & maintained by STPI
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5.0 [BPSSYSTEM

This section provides a detailed description of system functions.

5.1  InPrinciple Approval (IPA)

Below mentioned figure shows the Home screen available to a BPO/ITES unit after
logging into the system. The figure highlights all the activities along with their timeline
that the unit need to perform, the detail is available separately for every approved location
(if multiple locations approved). Unit has to click on a location to check its respective
stage

Software Technology Parks of India

7
o Ministry of Electronics & Information Technology > Digital India
Ministry of Electronics and s Government of India Power To Empower f
Information Technology
it of India
| v

Test Entity Private Limited (Dehradun )
T ) o e T

I
Description Target timeline/ | Signed/ Submitted Action o
Submitted By On

e -

Master Service Agreement (MSA) 18-01-2018

Commencement of Operation (CoQO) 03-07-2018
OR
03-10-2018
(with penalty of 2%)

Request for release of VGF1 28-09-2019

Request for release of VGF2 28-09-2020

28-07-2021

Q00 © 00

Request for release of VGF3

MeitY | Digital India | India.Gov.in | MyGov
Contact Us | STPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap

Content owned & maintained by STPI Last Updated on : 21 June 2018 Copyright STPL. All rights reserved 2018.
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Oncelthe Option to Download IPA appears, download the In-Principle Approval (IPA) from
portal.

Software Technology Parks of India

o = Ministry of Electronics & Information Technology p. 4 Digital India
Ministry of Electronics and s (‘ Government of India Power To Empower f
Information Technology
Government of India
T v

m Add PF details | DOWNLOAD | CHANGEPASSWORD [ LOGOUT
Test Entity Private Limited (Dehradun )

- Target timeline/ Slgned/ Submitted Status
Submitted By

In-Principle Approval (IPA) 04-01-2018

Master Service Agreement (MSA) 18-01-2018 0
Commencement of Operation (CoO) 03-07-2018
OR 3
03-10-2018 Clle on o
(with penalty of 25%) DOWNLOAD IPA

Request for release of VGF1 28-09-2019 o
Request for release of VGF2 28-09-2020 0
Request for release of VGF3 28:07:2021 0

MeitY | Digital India | India.Gov.in | MyGov
Contact Us | STPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap

Content owned & maintained by STPI Last Updated on : 21 June 2018 Copyright STPL All rights reserved 2018.

Click on “Accept IPA” option if no error in the document.

Software Technology Parks of India

4
S Ministry of Electronics & Information Technology > Digital India
Ministry of Electronics and s Government of India PowarTo Empower f
Information Technology

Government of India

m Add PF details | DOWNLOAD | CHANGEPASSWORD | LOGOUT
Test Entity Private Limited (Dehradun )

Description Targelr eline/ Slgned/ Submitted Atton Sthius
Submitted By

nsknindple Approval IpA) 04-01-2018 Download IPA | AcceptIPA

Master Service Agreement (MSA)

18-01-2018

Commencement of Operation (CoO) 03-07-2018 Chck on
OR

03-10-2018 Accept IPA

(with penalty of 2%)

Request for release of VGF1 28-09-2019

Request for release of VGF2 28-09-2020

Request for release of VGF3 28-07-2021

000 0 009

MeitY | Digital India | India.Gov.in | MyGov
Contact Us | STPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap

Content owned & maintained by STPI Last Updated on : 21 June 2018 Copyright STPL All rights reserved 2018.
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Otherwise, click on “Error in IPA” if the [PA document needs any correction. A popup
will appear to enter the reason for not accepting the IPA and submit. The request will be
reviewed and if required, a rectified [PA copy will be uploaded.

Software Technology Parks of India

S s i Ministry of Electronics & Information Technology > Digital India
Ministry of Electronics and

Government of India Power To Empower
Information Technology
Government of India

m Add PF details | DOWNLOAD | CHANGEPASSWORD | LOGOUT
Test Entity Private Limited (Dehradun )

Tz t timel Signed/ Submitted
Description arget thpeine/ o / s Action Status
Submitted By

In-Principle Approval (IPA) 04-01-2018

Master Service Agreement (MSA) 18-01-2018 o
Commencement of Operation (CoO) 03-07-2018
or IPA not
03-10-2018 :
(with penalty of 2%) accepted give

data and

Request for release of VGF1 28-09-2019
remarks

Request for release of VGF2 28-09-2020

Request for release of VGF3 RE 072021

MeitY | Digital India | India.Gov.in | MyGov

Contact Us | STPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap
Content owned & maintained by STPI Last Updated on : 21 June 2018 Copyright STPL All rights reserved 2018.
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5.2 Master Service Agreement (MSA)

Click on Download MSA (Master Service Agreement) to download and view the MSA
draft. In case of any issues or error in the draft, inform STPI PMU immediately.

Software Technology Parks of India

4
et Ministry of Electronics & Information Technology -~ 4 Digital India
Ninksry of Electronics snd Government of India Power To Empower
Information Technology

Test Entity Private Limited (Dehradun )
S S

MSA PENDING

Target timeline/ Signed/ Submitted
Submitted By ik e

In-Principle Approval (IPA)

04-01-2018 IPA
L] od Gy 18-01-2018 Intimate MSA signed | Download MSA o
Commencement of Operation (CoO) 03-07-2018
OR
03-10-2018 o
(with penaity of
2%)
Request for release of VGF1 28-09-2019 o
Request for release of VGF2 28-08-2020 0
-07-2021
Request for release of VGF3 Zeia o

MeitY | Digital India | India.Gov.in | MyGov
Contact Us | STPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap

Content owned & maintained by STPI Last Updated on : 21 June 2018 Copyright STPL. All rights reserved 2018.

BPO/ITES unit can select a nearby STPI centre as per its preference for signing the MSA
(after receiving IPA, BPO Unit should inform STPI PMU though email at ibps@stpi.in about
the preferred STPI centre to sign MSA). Visit the selected centre along with two sets of INR
100 Stamp Papers (for each approved location mentioned in IPA), a valid ID proof,
authorization letter, copy of IPA and other required documents within the timeframe
mentioned in RFP to sign MSA. The MSA will be printed (in duplicate) on the stamp papers
at respective STPI centre. BPO Unit has to sign the agreement in front of STPI official and
submit all the copies of MSA.
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After signing the agreement, login into the portal and enter the date of submission by clicking
on “Enter Details” in MSA section.

Declare MSA

Select the Date of MSA Signed i Select MSA Date

Please Mention the remarks about MSA Signed

Mention the remarks about MSA Signed
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The Master Service Agreement copy duly signed by STPI will be uploaded in the portal.
Unit can navigate to Download MSA button to download the signed MSA.

Software Technology Parks of India

7
S Ministry of Electronics & Information Technology -4 Digital India
Ministry of Electronics and Government of India Power To Empower

m Add PF details m DOWNLOAD | CHANGE PASSWORD
Test Entity Private Limited (Dehradun )
T ] T 7 T o S ™ S

COO PENDING

Target (lmellne/ Signed/ Submitted
lo)d IPA

I (1
In-Principle Approval (IPA) 04.01-2018

Master Service Agreement (MSA) 18-01-2018 11-01-2018 load MSA

'Commencement of Operation (CoO) | 03-07-2018
or

03-10-2018 Report to STPI about CoO
(with penalty of
2%)

Request for release of VGF1 28-09-2019

Request for release of VGF2 28-09-2020

Request for release of VGF3 28-07-2021

000 @ QQ

MeitY | Digital India | India.Gov.in | MyGov
Contact Us | STPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap
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5.3  Commencement of Operation (CoO)

5.3.1 Reporting Commencement of Operation (CoO)

BPO/ITES unit has to declare the actual date of Commencement of Operation along with
the documentary proof of the same i.e. Rent Agreement/ Lease Deed, actual photographs

of the location etc on IBPS portal.

Step 1 — Upload Mandatory Documents

Once MSA is signed and uploaded, CoO Phase will be enabled in the portal and the unit
will be able to report following detail to STPI:

Submission of BPO/ ITES Unit’s Location/Address: (Building and Area details only).
Submission of Number of current employees.
Submission of mandatory supporting documents. Browse all the 5 files to upload and click

“Save” button shown on the screen.

Mandatory Documents upload Screen

Declare Commencement of Operation (Co0)

¥ Max Fite Upioad limit is 10 MB for each document.

Complete postal address of BRO/ITES setup: Please Enfer the compiete postal address of EPOATES setup
Area of BPO location : (in 5gft) Please Enfler the Area of BPO location
Number of current employees : {(number only) Please Enter the Number of Employees

Choase file | No file chosen

Ehoos-a-fue Mo file chosen

List of Staffin the Unit : {pdf only) hoose file | No file chosen

Lease Deed/ Rent Agreement : [pdf onky)

Pheotographs of premise ; {pdf/zip only)

1

DOT registration detall ; {pdf oniy} Choose file | No file chosen

Underiaking for Mo additional BPO in the city & (pdf only) Choose file | No file chosen
Download Undertaking template

o Upload Optional documents (Good to have) -

Note: Maximum file upload limit is 10 MB for each file. If multiple files need to be uploaded for
one document, it is recommended to ‘create archive’/compress (Zip) the document/files and upload

the same.
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Step 2 — Upload Optional Documents

Here are optional/additional documents to be submitted:

Optional Documents Upload Screen

== Upload Optional documents (Good to have) -

Vide clip of premise. : {mp4/zip anly) | Ghoase file | Mo file chosen
Memorandum of Association & Article of Assodiation : (pdf only) . Chaoose file | Mo file chosen
Management structure for the BPO/ITES operation. : (pdf only) [ Choose file [ Mo filz chosen
Director Identification Number [DIN] for the operation. : {pdf only) i Choose file | Mo file chasen

Other Documents. : (zip only) Choose file | No fils chosen

a. After uploading/saving all the documents, click on "Submit" button for final
Upload/Submission and reporting CoO to STPI.

b. Once the final submission is done, no changes can be made to the uploaded documents.
A successful upload acknowledgement screen will appear after successful submission.

5.3.2 Acceptance of Commencement of Operation (CoO)

CoO date will be accepted after following due verification from STPI:

I.  Screening of the uploaded documents provided by the unit.

II.  Onsite inspection of the reported unit premise by STPI.
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5.4

g éi} Software Technology Parks of India 9
g § 4 Minisry of Electosics & Information Techmobogy =\ Diptat tndia
Mty o P Governmen! of ndia ' P

e [ | on | somo | comanoms | i |

= Frreae ook 1R S = o
Wty Rt et (LY - p— - O
o .
ssam G0 (1]
T T
m | |
Frgue® % TEdaie o KGF! o
R e retean o VGFE 31120971 0
Bl o remste o VOFD 0

Wy | Dt imecla | P Lgwin | Wilicw
Cowrturd Us 1T Skt Crdtocty | M ettt | Serwen B oretitiors | Brvmry Sty | boreme Aesder Amima | L2reip
Cortent owrerd IR mariared by ST Lt Upewing om 1 18 hure 2903 Coperaid STFL & nghds resenasd 3018

PF/Outsourcing Details

Click on the Add PF/Outsourcing details to add PF establishment code and outsourcing company
details (if any), as shown in below figure.

PF establishment code of the main bidding/executing entity is to be entered, who is employing
the employees in the BPO/ITES unit.

Outsourcing detail should be entered if the unit is availing the option as per IBPS RFP provision.
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T 1208 Bigder Home B =

ohp?GlHZ-MilZ8ne—TI Mia25vdw——

& G | O 192.150.0.230/ boy/iddar/in
g e S Software Techqology Pgrks of India
L Mimstry of Eleeironics & Information Technology = Digitel India
e e— Guvernment of Tndia ( i il it
e A

Add PF dctails m LOAD CHANGCE PASEWORD

LINTETTEA

Decaiption on Artion Statuc
n Princigle Appova () e s 0
PSR Sy S 08-07-20%& 12.07-2015 Downried MM o
Curpmier el o Oker atidn (Cud) 23122018 12:97-2315

onr

iwith penaity o

29
equest mrresEe ot ULFT T 0
Feguost forrdose of VGF2 18-10-202C o

-0 1

Aegiesl o rdesst LT VGF3 beane 0

BASITY | LHOIEI India | Ingiatanun | Mytsov

Cuiilsed Us | STP Slale Cunlowls | Hzlp | Feeuiouk | Teime & Coqdilivrs | Privecy Puliy | Susen Render Auess | Silemiag
Lontentownec & maintained by STPI Last Updated on : 18 July 201§ Copyright STPL Al rghts resarved 2013

a. Unit will get the below screen after clicking on Add PF/Qutsourcing details.

g - Software Technology Parks of India
et Ministry of Electronics & Information Technology -4 Digital India

Winig¥ry'sf Exctronics. sag Government of India Pawer To Empower
Information Technology
| Govermment of India

m Add PF details m DOWNLOAD CHANGE PASSWORD LOGOUT

Add PF Establishment Details

( Test Entity Private Limited )
Added PF Eslablishment defails Lucknow + Round-6 v Add PF Establishment | Add Quisourcing company details

Location wise PF Establishment code:-

e e e

Luckniow 123456

Outsourcing company details :

No Outsourcing company detalls added yet.

Unit has to add PF establishment code as shown in above figure.
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Software Technology Parks of India

4
ot Ministry of Electronics & Information Technology -4 Digital India
Mty of Eocronics an Government of India PR

Infarmatan Tochnalogy
m Add PF detalls m DOWNLOAD CHANGE PASSWORD LOGOUT

Government of India
Add PF Establishment Details

( Test Entity Private Limited )

Added PF Establishment details Lucknow + Round-5 v Add PF Establishmeni | Add Ouisourcing company details

Add Qutsourcing company details here

Company Name Enler Company Name Company Acdress Enier Company Address

PF Establishment Code Enler PF Establishment Code Company CIN Company CIN

UpcssCorac Docmret | chase e Mofie hose i

To add Outsourcing company details, click on Add Outsourcing company details. Form as shown
above will be enabled to enter the detail.
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Quarterly Progress Report (QPR)

The Quarterly Progress Report (QPR) has to be filed regularly to enable the BPO/ITES unit for
claiming Viability Gap Funding (VGF) under IBPS. QPR may be filled by clicking on QPR
button from menu. The QPR option will be enabled for a location, after acceptance of
CoO from STPI.

When BPO Unit click on file QPR then BPO/ITES Unit will get the below screen for QPR
submission.

1.
2. Unit will get the below screen after clicking on ADD button.

. Software Technology Parks of India
Ministry of Electronics & Information Technology = Digital India
ittt s {l) Government of India Povetr To Empower

Govemnment of India

m Add PF details m DOWNLOAD CHANGE PASSWORD LOGOUT

Shakti Infotech Private Limited

IPA Date : 22.08-2016 MSA Date : 07-09-2016 €00 Date: 12-05-2017
No of Seats: 100 Target Employment : 150 Location: Patna, Bihar
Year Quarter Month Add Download Signed MPR (PDF Only) -
2019 Jul-Sep July Add ‘m No file chosen 0 Monthly Data to be submitted
2019 Apr-Jun June f i Signed MPR File 06-08-2019 Received by STPI
2019 | Apr-Jun May Signed MPR File 06-08-201% Received by STPI
2019 Apr-Jun April N i Signed MPR File 06-08-2019 Received by STPI

Unit has to click on the ADD button (as in above picture) to file QPR.
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2

——
Ministry of Elacironics and
Information Tachnology

Govarmmant of

Test Entity Private Limited

IPA Dat 25-06-2017 MSA Date : 12-07-2017

suhl

Software Technology Parks of India

Ministry of Electronics & Information Technology
Government of India

= Digital India

Pawer To Ernpower

m Add PF detai m DOWNLO, CHANGE PASSWORD

COO0 Date ;

17
s ot (50— Jiton [ o
Maonthly Employment Details Center Level Information Project Details

Monthly Employment Details
Quarter Jul-Sep Details for the month (July-2017) Number
Month luly Monthly Employment 0
Year 2017 Monthly Male Employment 0
Download Excel File : Download Excel Ut Meonthly Female Employment o
Monthly Differently Abled Employment ()
BRIy Monthly Support Staff Employment 1]
Upload Employee Details (CSV Format) : vl tlailabLipioyice Coust 9
| Choose file | No file chosen =
. Male Employee Count (t)
Help filz fi thi i t calculati
e il b Female Employee Count 2}
Differently Abled Employee Count o
Support Employee Count 0

MeitY | Digital India | India.Gov.in | MyGov

Contact Us | STPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap

Content owned & maintained by STPI

Last Updated on : 05 May 2018 Copynight STPL Al rights reserved 2018,

First of all, Unit has to download the Excel (UTILITY)) for Employee details. (As shown in the

above picture)

After downloading the excel file, Unit needs to fill all the mandatory columns in excel file i.e.
(Name of Employee, Designation, Female/Male, differently abled, Support Staff, Date of
joining the unit, Last working day, AADHAAR Number/ Enrolment Number, Provident fund
account Number etc.) as shown below.

H - = ValidateData ver 7 - Bxcel = =
File [SORPM insct  Pagelayout  Formulas  Data  Review  View  Help 2 Tellmewhatyouwantto do a
- - o [P =
o Cut Calibri S AN T== e | DwepTer General E‘—‘ E}I &= E?i E] 3 AvtoSum é‘Y ,O
ER Copy ~ =] W Fin- g
Pate I oW | 5 Merge & Center ~ 3+ 9 3 | %0 80 Conditional Formatas Cell | Insert Delete Format Sort & Find &
- Format Painter = Formatting~ Tabler Styles =  ~ - Clear~ Filter~ Select~
Clipboard & Font W Alignment & Humber & styles cells Editing
F4 = fe || Yes
A 8 | o o | E 3 G H | J K LM 1 o P
[ Enter [ast Date for the month data you are filling here 30-11-2017]
Employes
Diferen Stte State
W Suppor Lastday of the marth ar Insurance Profession
Abled  tStaff Date il employes werked ProvidertFund  (ESI alTax  PF Outsaurcee
Name of Designati Femalel  [Yesito (esil Datecfjoningthe  inthe company Idd-mm- Aadhaar Envoimenst Number AccountNumber Contibutio Applicable Contiibution [ PF Number  dEmployes
2 |5 No. Employee on Male ] o Unitfdd-mmeypy) gl AADHARR Number [ bt ofEmploges _ nfinRs) _ fnFs) _inFsl of Employer_YesfMlo”
3 T[Madhu STPID_[Female [Yes [No 20-1-2017] SOT20T7] tzadseregnee] 12345678301234]  1200.00]  S00.20] 120025 123456753 Na
4 Z[Fadha STPID_[Female [YES |ves Z0-T-2017] SUTI20T7| 123456 789123( 123456 (890123456 89012345678 1234567301235 120000 550.00] 120000 123456753 N
5 3| Abbey STPJD_|Male YES  [Mo 20-11-2017] S0-T1-2017|123456789124) 12345678501236| 120000  550.00] 120000 123956755 |No
5 4[Abkie STPID_|Male fo |l Z0-T2017] SOT-20TT|  1z3seTaa00| TZ345ETan01z3T| 1200.00]  SS0.00|  1200.00] 123456788 ves
7
8
o
[
"
2 |
0|
"
5 |
5
[
]
H |
o |
2l
22
2
2
25
26
a
28
| errordata | Summary \M‘ ® 4]
Ready L} g -—b
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5. Enable the macro in excel file

ValidateData_ver_7 - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Acrobat @ - = x
== % Cut s = (e |l a0 = = H D | S 2 | T Autosum ~
B s Calibri 1 A A == gql-vi_\h S Wrap Text tlumhev }iﬂl fFr‘d \:M o= j\ _‘!J e '{_f Lﬁ
P ot e (B2 O ) 5 GG e cone | [ ) concmomt o, | e oo romat | G, g et
Clipboard F] Font 7] Alignment 7] Number 7] Styles Cells Editing
@ Security Warning Macros have been disabled. Options... Microsoft Office Security Options ? X x
— > £ @ Security Alert - Macro EI
A B c D 3 J K ‘i
1 Enter last Date for the § | Macro
Macros have been disabled. Macros might contain viruses or other security hazards. Do
not enable this content unless you trust the source of this fie.
Warning: It is not possible to determine that this content came from a
Su| | trustworthy source. You should leave this content disabled unless the
Differen Sta content provides critical functionality and you trust its source. Provident F|
Name of Designatio Female/ tly Abled (Ye ol Aadhaar Enrolment Number Account Nu|
2 S.No. loy n Male (Yes/No) ) | Hebuts: -varwp _ver_7.xism r (1234123451 vy ss) of Employ
3 1|Madhu STPJD Female Yes Na O Help protect me from unknown content (recommended) 122| 12345678¢
a 2[Radha STPID Female YES ve content] [123[1234567890123456789012345678 12345678
5 3[abbey STPID Male YES Nd 24 12345678
6 4|Abbie sTPID Male No N 015| 123456785
7
8
9
10
1 :!
12 Open the Trust Center o] [ concel
13
14
15
16
17
18
W 4> W[ errordata ~ Summary | Monbata <¥J T
Ready
6. Please fill employee details in excel.
7. After filling the employee details, go for the check data in summary sheet. Then click on
check data.
. |
iy i e o | [ G H [ | K L ] [ o ]
1
2
1
7 Check Data
.
4.
7
]
"
(11
]
12
it
1
15
ig
Lr
" —
L%
1]
n
Fr)
m
n
2
4
m
-
"
L1}
o
o4 b perilats | Smosery . MonGats P [
e —
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8. [If there is any error found in Data sheet then it will reflect error in data sheet.

N@9-0-)+ ValidateData_ver_7 - Microsoft Excel - O

| Home I Insert Page Layout Formulas Data Review View Acrobat @
ey |
it Calibri HEER SN T ‘g-wmrm General - ﬁ H w g— ? Z Autosun ﬁr o
Past M B~ c | F Cell 1 Delete For @ru- Sort& Find &
e B I =) Merge & Center ~ - onditional Format  Cel Insert Delete Format o ind
- Format Painter | U || A EEEE *' & Merge & Center = |83~ % 9 |38 5% Formatting - as Table - Styles~ | ~ - - 2Clear~  Fitter~ Select~
Clipboard iz Font = Alignment {c Number )| Styles Cells Editing

F18 - £ | ¥
1 A | 8 | c D | E F_G_HvI‘JvK}L_i‘
Please check Row 3 as Name of Employee field is not filled 1
| Please check Row 3 as Support Staff Data is Incorrect. It should be either Yes or No.
Please check Row 4 as Designation field is not filled
Please check Row 4 as Provident Fund Account Number can't be Null
Please check Row 4 PF Contribution is not filled
| Please check Row 5 as Male/Female Data is Incorrect. It should be either Male or Female.
Please check Row 5 as data entered is not a date.
| Please check Row 5 as start data can't be greater than end date.

| Please check Row 5 PF Number of Employee's Company is not filled

| Please check Row 5 as O d Employee Data is It should| There are 1 or more errors in the data. Please fix those before exporting
- to CsV

Microsoft Excel X

:swmqa‘unmm‘w

| Please check Row 6 as Differently Abled Data is Incorrect. It should be eit]
Please check Row 6 as data entered is not a date.

| Please check Row 6 as Aadhar and Aadhar Ack Number both can'nt be Nul

%R

BRBE&ELS &GS

R[N

25

W 4| errordata .~ Summa MonData < ¥3 4 m

Ready |

9. Errors will be marked with red colour

@ || - &) = ValidateData_ver_7 - Microsoft Excel - 8 x
— | Home | Insert Page layout  Formulas Data Review  View Acrobat @ - o x
|
% cut

\ Calibri MR SV el -

S Wrap Text General - ﬁ ﬂ @ S— S( 5::::5um- ir m

42 Copy
Pa e B I i |V M & Center ~ 9 || % Conditional Format  Cell Insert Delete Format Sort & Find &
F Format Painter || U J[E ][> A (== e ) Bveeacemer~ [ % (8. Formatting ~ as Table ~ Styles~ ||~ - - 2Cear~  Fiter~ Select~
Clipboard i} Font i} Alignment i} Number i} Styles Cells Editing
\ ) -Q £
[ B B R Y PO T S 0 BT By ! ol K L M N [ — - ]
1 Enter last Date for the month data you are filling here| 30-11-2017)

ty Suppor Lastday of the month or

Abled  tStaff Date til employee worked

Designati Famhl N-Mo lYum D-mdm\gh hl‘h.ompmldd1m\—
Unit (dd ! )

_
| SS000[  1200.00] 12345678S[Ne |
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Once all the details are filled correctly navigate to the summary sheet in excel file.

A ] C B E F G " ) 1 L v N 0 »
Emploie
Lamt woricing Oay o in e e
Marwrof Diffevent Supporl  Date of jeining  this month or Date il Ingurane Frofessional
hybled Saf thelng [dd-mme s VGF i fibed (dd- Prowident Fand (B8] Tax
1 f5 Mo [reymod resisd yivyl meEERy) SADELAR Numbar Acroant Musher Cortnibect Apslicable
(4 1ABCE no Mo 1032017 B-11- 2010 123454 PR 13456 5301038 260 530
3 1 ABCY [ 1] Mo 01-03-J017 02-11- 1007 L2256 TESOLS | 2JGPEN0121S 1200 k)
u 1 ABRCH .- N 03-11- 2017 i LU L bl LI L0 50
8 i ABCa ma B Ga-1i- KLY L2 M4 ESLS 1LIBAASTEOLU T o] 550
& 5 ABCS ] Mo E-11- Ky (BT LR LSS R b 554
F & ABOE ) L0 0-11- 107 LI MSGESLT LIS b 0
B T ABRCT ] L] 2108317 7111y 1238568501 LEBESGPEI0LE] g 3
-] & ABCE (] Mo O1-08- M7 -1 My (LR LR |EBsETES0I04 k] 550
! 5 ABCS ] Mo o1-08-J017 LIS TR 123456TES01041 1200 L]
P& ABCHD -] L 0103307 LIsE 123456501 24 20 50
Uy ABCYY ] Mo 0103307 13385677 17360145 200 550
LY ABCEE (i Mo O:08-J0T (RERLT Y] | 4RETEA0L 048 L300 k]
L3 ABCIZ e Eo 21033007 EE-1L-307 a7 12346mEs0LMT L300 20
14 ABCIA ] MO 1032007 Ba1 b 2000 3380 PR 1P SHFES01I8E {1 550
IS ABCES ] No 21032017 ES=11. 2017 123854 7850 125690185 20 550
I# ABCEHE m ] 01033007 H-11- 3017 LS FEsRT 12343678010 200 33
LFABCIT o L] 01-03-3017 g Wi i L2345 rnay 134 5meeaas] 1300 5.0
3 15 AaBLEE na Mo 21-05-2013 ES-11- 8Ly L35 M s LT et L2 350
pl 19 ARCTY -] Mo 01-03-2017 11wy (PR s TR e i 120 550
et
¥
=
%
b o
X
MoArm  gowtem | CSWdata  Semmery | masioes 7 ol 2 B
11. Click on create CSV button. It will create CSV file in the same location as the Excel
1+ 13 29
utility file under the name of “filename.csv”.
[ ke Cpln - Bl Lol
- = = [
o i . Allypebpm
¥l - I '
: A L] £ ¥ i L i - n o ¥ [+ L] ] T .
- Check Data
: Create C5Y
.
3 —
Ao e | p— ey 8 =

aany
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12.  Without opening the CSV file, unit needs to upload the file onto IBPS portal

£ " e ) 3 " 7] " ) 7| o L
1 5 Mo, Pl ol i Frerraba Msle O y dddied Luwppord Siall Dre of sining e Unil, List weviing Diay ARADHASR Number  Providest Fund docount | Erglopes Sabe imsuran: Sate Srofesuional Tas &
k| 1 AETL L Fermabe =) L 00535317 DA-HI-TNT LEXLIBETREI1Y LRI 134 5 ) 553
E 2 AR bl 1 Femabe ne L =1 1832007 Log ioret Ty EXSASEATNLY LSS S0 235 e 556
4 3 aBCy im0 Female L] Nz o B0 B-Hi-201F Ly is LB o 23 A 552
3 & MBCH o Fernabe -] No 01-83-3017 Bl-U 20T Hhis b ] LRSS T (%) 35
Ll o ABC EaLs] Fadiale L) N n<-E e-al-amr L HSETTNIIE LIHSETTRIIR 5. 387
7 & ARCH 2L Famaly " N 8- Be-LL-2r 21, i LiMEE T 1Y L) 58
[} T ABCT ST Fermule o Mz 03.83-2017 ET-EL3NT (2 tas s ] SRS TESOL ] 1) 55
3 B AECE 0 Fermabe o Mz 00833017 D-NL-AT LEHSETERI1S IREASETHO0 10 {5 ) 553
¥ S ABCY =P Femabe no ND 83017 D3N L200T fid o, i) LSS R 24 F. L] 552
1 10 ABCIY S Fesrale -] N fE3-M17 NP e ] LSt ey e i s
1 11 ABCLL o Fermade i No b1-23-317 1i-HEEIT (BT e ] LERLSS TN MY (5.1} 55
i 13 ABCLE EaLr ] bt L) Mo memy LEMWEETTL) LW TR e Lo L]
B 1§ ABCLY ol Famaly L) L] 8-m17 L HEETTRO LIRSS TG T .. 55
pi] 18 ABCLA Laie] Ferale e Mz W-E3-20 L RRRETERCE LIEASATER 14 i AR
36 1% ABCLY TR0 Fermalbe =) L 0003 X017 XSS TRE0E LRSS 145 XD 553
ir 16 ABCLS S0 Female ne L= oa3-2017 EXRSERTWET LSS R IS e 556
18 LV ABCLT im0 Female L] N a3 217 L T LIS 8 2 A 552
i 18 ABCLE Lo Feribe -] No 01-23- 5017 Hhi s e s ] LPRLSSITNIN 5] L 36
kS 19 ABCLY O Fadiale ) NS m-E oV LT LSS ) 5. 592
1 ——1

x

n

4

-

X

IT

H

H

o

n

- v flnae T i i ==

Note: - Please do not edit the format of the CSV file.
Date format for last working day should be in (dd-mm-yyyy).
All the fields except “State Professional Tax Applicable” are mandatory.
The QPR utility has been tested with Microsoft Excel software on Microsoft Windows

platform. It is advised that the same software and platform may be used by the BPO/ITES units
for filling QPR data.

13. Unit has to select the month for the quarter and upload the Employee details for the respective
month.

14. After upload click on Save to see calculated employment.

T e T ———— ] = e m———
7~ o7
f&_@ Ministry of Electronics & Information Technology = Digital India
Mnkeky of Etciaciis sn Government of India L
informaton Technology
Govarnmani of India
Home | Add P details m DOWNLOAD | CHANGEPassworp || LocouT

1PA Date : 25-06-2017 MSA Date = 12-07-2017 COO Date :

Monthly Employment Detaiis [l Genter Level Information | Project Detaiis

Monthly Employment Details

Test Entity Private Limited

Quarter Jul-Sep Details for the month (July-2017) Number

Month July Monthly Employment 24

Year 207 Monthly Male Employment 12

Download Excel File : Download Excel Utifty Monthly Female Employment 1.2
Monthly Differently Abled Employment 18

How to use ufility file.

Monthly Support Staff Employment 06
E . Total Employee Count 4
Upload Employee Details (CSV Format) : —
Choose file | No file chosen T
‘—l Male Employee Count 2
Help file for monthly employment calculation Uploaded File Female Employee Count 2

Differently Abled Employee Count 3
Upload File
- Support Employee Count 1

MeitY | Digital India | India.Gowv.in | MyGov
Contact Us | STPI State Contacts | Heip | Feedback | Terms & Conditions | Privacy Poficy | Screen Reader Access | Sitemap
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All the calculated monthly employment will be shown as in the above figure.

Unit can verify the employment. If it finds any discrepancy, the data can be updated in the Excel
Utility, CSV file can be re-generated and uploaded.

15.  After submitting monthly employment details, Unit need to fill the following
information

e Area of operation
e Description of activity in the unit
e Revenue (in lakhs) from the unit for the respective month

Below is Current Level Information mandatory to fill

/'D mailstpiin X )/I 192.168.3.238/ibps/Bidd: X ' [ 192:1683:153/ibpstest/e ® L e = x

&« C | @ 192.168.3.238/ibps/Bidder/gpremp.php? MPRX=NjA T Q |

g . Software Technology Parks of India
&2 ‘i Ministry of ics & ion T i V) oieatindia
Minisiy of Electronics and Government of India Power To Empawer
information Technelogy
pls

of India

HOME || Add PF details m DOWNLOAD | CHANGEPASSWORD | LOGOUT

i

Monthiy Employment Details ] Center Level Information | Project Details

Center Level Information "Please Provide the high level information of the Center”

Cumulative Revenue from COO Gn
Area of Operation Description of Activity in the unit Revenue (in Laks) Lakhs)
) e

Automobile ]
Aviation

Banking and Financial Services 4
Retail

Telecommunications

Health Care and Pharmaceutical

Power

Agricutture

Trevel and Tourism

Legal

Any Other

Meity | Digital India | India.Gov.n | MyGoy
Conttact Us | STPI Staite Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap
Content owned & maintained by STPI Last Updated on : 05 May 2018 Copyright STPI, All rights reserved 2018,

- Loy 64
@ "2 EY g B
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16.  Unit needs to fill the project details as shown in below image.

Software Technology Parks of India

Ministry of Electronics & Information Technology
Government of India

HOME [ Add PF detall m DOWNLOAD | CHANGEPASSWoORD | LOGOUT
Test Entity Private Limited

IPA Date : 25-06-2017 M5A Date : 120 7 €00 Date:
I S S R e [ Y S

Monthly Employment Details Center Level Information

Project Details "Please Provide the details of the

e e e e —_

v

=
Mty of Elocironics and Power To Empower

Infarmation Tochnalogy
Govermment of India

Select Count ¥ Select langu

MeitY | Digital India [ India:Gov.in | MyGov
Contact Us | STPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap

Gontent owned & maintained by STPI Last Updated on : 05 May 2018 Copyright STP. All rights reserved 2018.

If Unit has filled the above detail of respective month, then Print button will be enabled to
print/download the QPR.

Software Technology Parks of India

Ministry of Electronics & Information Technology * Digital India
Government of India Pawer Ta fmpawer

CHANGE PASSWORD 1LOGOUT

7

et

Ministry of Elactronics and

Information Techol
it of India

Test Entity Private Limited

2017 | JulSep uly m | Choose file | No file chosen Upload Signed Data to be Submitted

MeitY | Digital India | India.Gowin | MyGov

Contact Us | STP! State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap

Content owned & maintained by STPI Last Updated on : 17 May 2018 Copyright STPL All rights reserved 2018.
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17. Unit has to print/download the QPR (as shown in the above image)
18. Then BPO Unit has to upload the signed and scanned QPR of the respective month.
19. Click on Save to submit.

Submitted QPR needs to be approved by STPI

To claim one-time waiver up to three months, (available from RFP Round 6), BPO/ITES Unit need to
click on CLAIM ONE TIME WAIVER and select the effective start date of employment as shown in

the below image.

Claim one time waiver

5.6  Viability Gap Fund (First Instalment)-VGF1

QPR has to be filled for the complete period after commencement of operation as per Implementation
timelines mentioned in RFP/MSA, for enabling to claim the first instalment of Viability Gap Funding
(VGF1).

After clicking on the Submit VGF1 Claim, is required to enter date of submission of VGF1
claim. (As shown in the image below)

VGF1 Claim

Enter Date of submission of VGF1 claim i Select Date

2633
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1. After selecting the date, BPO Unit has to download CSV format file for details of
items procured for the BPO/ITES unit.

VGF1 Claim -

Enter Date of submission of VGF1 claim ) 11-05-2018

Download Excel utility File for Details of ltems Brought into EPQ/ ITES Unit

Upload List (CSV file only) Choose file | No file chosen

ltem details CSV File

Generate CA Certificate

Generate VGF1 Claim Form Print

Unlaad VGF1 elaim dacuments in below section.

2. BPO Unit has to fill the CSV format file for details of items procured for the BPO/ITES unit.

Below is the CSV Format

VGF_Utility_ver 3 - Bxcel

inset  Pagelayout  Formules  Data  Review  View  Help 2 Tell mewhatyouwantto da
= = —— 5 B
% cut Calibri -0 AN == | R WepTet General - = 2] W | g Ex B 2 Autasum AY p
FR Copy - — =] = = = o [ Fin- Z
Paste T U~ DA~ === =5 EMerge&Center - - 9% » |5 % Conditional Formatss Cell | Insert Delete Format Sort & Find &
- Format Painter Formatting= Table~ Styles= - - - & Clear - Filter = Select =
Clipboard ~ Font i Alignment 5 Number 5 Styles Cells Editing ~
AL - fe || s.no. v
a 8 c o £ F 5 M i 4 K i M N o s
Online Transaetion I0¢ | Online Transaction 1D Guantity Inwoice BFOATES
Inwoiset il Onlne Transsetion | Chequef DO No.Date | Cheque? DD recsived  [uae [0 p APEN)
Supplersamesnd | wsioe/Bil | Datefgmm-|Toa invoiee | IDF Cheque! DONo. | of Paymendg-mm. | ameuntof Hsme of Bank snd ana ascepted(Fl | emstequipment | snaorcpetationat
1 [5.m0 ) agaress o ) Amount(Fis)| of Paument ) PaymentFiz) ranch Desotpton of Remsi equipment | scoepted |5 damm gy expendiure (OPEX)
2 i ] T30 30000y e R 3000008 | Cubar SEN Storage W T ZHos. 0000 TETC
3 oot 2017 200000 238557 02017 13000000 Desht W0hios 000000 02017 OPEx
h o0 2017] 3000000 Ta3sse7 02017 13000000 Dot 10 Hos. 1000000 02017 OPE
5 | [ 2017 3000000} 1234567 )-10-2017 ] 13000000 i 1000 Mus 50000] )-10-2017 | OFEX
1] [T )-2017 ] 500000} 1234567 ] )-10-2017) 13000000 r System: 5 Nos. 500000} )-10-2017| CAPEX
7
8
9
o
n
2
[
"
15
&
”
®
®
a
2
22
2
24
P}
2
27
2
25|
S
ar
32
ko] o
| MonData | errordata | Summary | @ [ D
i § + 705
i — —

3. After filling all the required details, BPO Unit need to click on create CSV and upload the CSV
file, on the portal as shown in above image, for details of items procured for the BPO/ITES unit
BPO Unit can print:

a. Format for CA Certificate
b. Format for claiming VGF
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Format for CA Certificate

Tndia BPOY Promoticn Schemse 3172018

nolix —I

R FICATE

CHARTERED ACCOINTANT
L'We hercby confirm that L'We have examined the item/equipment receipt registers. books of account and the bank
statcment in respoct of the items/cguipment mentionced in the Table-1 appended, and cach cntry of the application
Infotech Private Limited in respoct of Master Service Agreement (MSA) signed on dared
OF-9-2016 for location Patna.Bihar is from the date of issuc of [PA and hereby cortify that:

1. The following documents/records have been fumished by the applicant and have been examined and verified
books of accounts and Bank Statcament

by mc/us, namcly material handling registers, onginal invoice/
Relevant registers bave been authenticated under my/our scals. signatwres. It has been ensurced that the
imformation furnished is tuc and correet in all respoci=s, o part s false or mislcading and o relovant
information has been concealed or withheld.

Ihe paymecnts have heen made by the said M /s Shakti Infotech Private Limited io the supplicrs in respect
of items/equipment received against the ariginal invoice bill{s) as indicated in the Table-1 annexed hereto_
4. The payments have been made through noomal banking channel and have been credited o the accounts of

14

i

the supplicrs.
Al the itoms shown in the table arc admissible for reimbursement provisions of India BPO Promotion

Scheme(IBPS).

W

cither L'We nor any of our partners is a partner/Dircctor or an employee of the above named entity of its
ms. I fully understand that any submission made in this coertificate if proved incorrect or false. will
blc to face any penal action or other conscquences as may be prescribed in the law or othcrwise

associated conc
render mefus lxal
warrantod.

Signaiure & StampyScal of the Signatony

Mamec

Membership Mo,

Address of Firm

Name and Address of the Instinstion where registered:
Date:

Place:

Table-1

DETAILS OF ITE

Online Online Online |
Suppl o a1 ozt L : :“'rm Date of recei (Quantity] | i
e - otal g o ate of receipt j S8 Invaice
o] Name z o oy o ) hedes | Description of |received | TS
5 and Date heque/DD | )| ’ . and
i) _ Amonnt q and e (xiv)
Address (iv) s No. of Date of | Amount of || """ i (xi)
(i) Payment | Payment | Payment |0 (i)
i) i}

Note - For VGF caleulation lower of the total expenditure i column (vur) or (xiin) will be consider. All monctary figures should be INR.

31-07-2018 3
e __________________________________________________________________|
31-07-2018

BPO Promotion Scheme

Signature & Stamp/Scal of the Signatory -

Name
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Format for Claiming VGF:

India BPFO Promotion Scheme 31-07-2018

Form For Claiming Viability Gap Funding(VGF) towards Capital
Support under India BPFO Promotion Scheme(IBPS)

Sepambe form for each MSA

n §
Name of the Linn Jskakai Intoacch Privane Limited In Principal Approval Number STPLTQP DA 2 7=1 840
Shakti Infiech Privabe Linuited, 3rd
Lddmess of the BPOCTTES [Floor, Kaneddia Bhowan, Kachanri C In Principal Approval Date
Limit Near Marayani Kanya School, Potma loommencement of Operations Dete
) ey RODOOE (Bibar). Paina. Behar

Foany: Patna Pan:

- WGF 1 Claim Duates 1 1-05-2018
{a) Nember ol BPONTTES Seats as per MEA 10

b Enmployment Targcii |5 tsmes of {23} 130

o1 Bid Amount per scat 75 LY

b Total Expendicare an
jadmesshle HemsiLisied in
| Annexwre A) with demils

e} 5% of Totml Expenditurd for which

f purchase and CA s 01,00 _ Fis. 0040
B i ‘:Lr = lcapitnl suppart is claimed }S0% of (d)))
[ Appendiz- A and
[ Appendix-B respectively
) Total Capital Suppart={ic)Xia} oc (e} whichcver is lower s 11061
Scction 2 (Instuflment Claim Caloulation) VIGF 1

Avern h wise employment from Comim of Operations Date * (Till WVGF1 Claim Date)

by =200 7[hen-201 7frut-201 fang-201 7[Sep-201 T0ee201 7lNov-201 Dee-201 7Pan- 201 5[Feb-201 8] Mar- 201 8[A pr- 200 8May- 201 8
5700 Jer.o0 feRoe [reo0 [uded [tiioo Joiioo fiiion oo oo (1m0 Eroo fez
(g} Total Average Monthly Employment g={MI+M2._ +Mn}'n Q16T
(b} Percentage of Employment Target h=(g)b (h>=0.5(t0 Claim Capital Support) if h>1 b6l
then consider factor 1 to calculate capital support) -
(1)Eligible capital support for First Installment i=f X 0.4 X h (.00

Section 3(Tao be filled only in case Special mcentive Claimed for Wider Dispersal)
Incentive for wider Dispersal within State including Rural Areas
Is the BPO Located other than Siate Capital : No

(k} Special Incentive(% of Eligible

Wider Dispersal Capital Support)

Amount Clammed{ k()%

Special Incentive] 5% of cligible capitnl support)
for units setting up BPOATES operations at 0%a
locations other than the State Capital.
Section 4 (Totl Final Calculation)

Total Amount Clammed (i+k) LKL

2% Penalty Period In Case of delay in COO(IN Momh) .02 Months)

Total Eligible Amount After Penalty 000

Advance Amouont SO0 00

lNotal Eligible Amount After Deduct Advonce Amount - S0.000_040

India BPO Promotion Scheme 31-07-2018

Secteon 4

S Mo Docunents Checklist {-,:‘i":::
To b

1 Bank Guarantos Furnishod valid for 2 years{5% of (<) X (a)) ’:‘,’S;,shf'i i
ppproved

> Details of regular employees recruited/Joined the umit afier Commencement of opcration{as

por OQuasrtorly Progress Report)

5 MNecossary permissions and registrations required as per BT Gusdelines wort BPO
= Opcrations

Proof of Provident Fund Account Number of Regular Employess (recruited’ joimed the unit

i after the issuance of IPAY

= Proof of Employce State Insurance{ ES1) contribution for the segular cmployees cligible

r undcr this scheme and recnunted/joined the unst afics the issuannce of TP

() Cortificate of disability issucd by a medical authority{ Notificd by State Gowvt ). if applicable

— Proof of expenditure incurred on admissible itemss like imvoice in the name of
company/authorized person

= Proof of owncrship of space/lcase agrecment for at lcast 3 yoars.

o Ouaterly progress report submatted to STPL for cach quarter after Commencoment of
Opcration

1 Any other relevant documents

Derails of [

Chbher i

Dhocurments] T

Note: Any further documents if deemed reguired by STPL for clarification will be communicated to the unit
while processiong the claim.
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India B Promotion Seheme
Und ki 1 Decl N
1I'We hereby solemnly undertake/declare that the particulars stated sbove are true and correct to the best of my/our

knowledge and belicf. No other application for Capital Support has been made or will be made in future against
purchase covered by the application.

J1-07-2008

(a) The items‘equipment for which the claim has been made are covered under IBPS {as per list of
admissible items {Annexure-A) of MSA) and meant for utilization of the BROVITES unst and will be utlized
only in our unit and we shall not divent or dispose-off the items/'eguipment procured after commencement of
operations al least up to three years.

(b} The tems/equipment for which the claim has been made have been entered into the stock register
maintained by the unit.

(c) Any information, if found to be mcomrect, wrong or misleading, will render/us liable to rejection of our
claim for capital support without prejudice to any other action that may be taken against us in this behalf.

(2} The amount overpaid, if any will be refunded by mefus to the extent of the excess amount paid.

Signature of Authorzed Signatory:

Mame i Block Letters:

Designation:

MName of the Applicant:

Uniiz

Date and Place:

Instrsctions:
1. It is mandstory to completely fll in all fields provided in the form.
2. In Scotion 4, row number 1 1o 9 fill only cither Yes or No.

3. In Section 4. row no. 10 fill the details of the documents submatted, if any.

4. All submitted supporting documents should be sclf-attested.

4. BPO Unit need to upload the below listed documents to claim the VGF (as shown in the
image below): -

i.  Signed Format for CA Certificate.
ii.  Signed Format for Claiming VGF.

iii.  Documents supporting PF remittance.

Note: Only PDF file of above mentioned documents will be accepted.
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Upload VGF1 claim documents in below section.

Max File Upload limit is 10 MB for each document. (Up

ad PDF files only)
Mandatory documents *

1. CA Certificate *

Arichiding Invoice) Choose file | No file chosen
LT i nvoice) |

2. VGF claim farm * . .
= | Choose file | No file chosen

3. Documents supporting PF remittance * rE————
i PpOFing Choose file | No file chosen

Ma file chosen

Click here to upload Optional documents

Choose the respective files required to be uploaded then click on the SAVE button and BPO Unit will
get the below image

Upload VGF1 claim documents in below section.
Max File Upload limit is 10 MB for each document. (Upload PDF files only)
Mandatory documents *

1. CA Certificate *

CA Certificate Delete
(Including Invoice)

~ -
2. VGF claim form Claiming VGF Delete

3.D t rting PF itt x = 3
3. Documents supporting PF remittance B i e Delete

Click here to upload Optional documents

m Submit VGF1 Claim

After uploading all the mandatory documents, BPO Unit can also upload the optional documents.
When BPO Unit click on “click here to upload optional documents” then the below image will
appear

Pa
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Click here to upload Optional documents

4, ESI Related D t )
Sisted Hocuments | Choose file | No file chosen

n

L. State Proof T )
RN | Choose file | No file chosen

6. Disability Certificate ;
25 Choose file | No file chosen

Other (If you want to upload multiple files. Please make a zip file y
¥ B g ¥ | Choose file | No file chosen

m Submit VGF1 Claim

then upload. )

5. BPO Unit can upload the below listed optional documents: -
i.  ESI Related documents.
ii.  State Prof Tax related documents.

iii.  Disability Certificate.

After uploading all the documents, BPO Unit can submit their request for VGF claim.

Q
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REFERENCE

IPA

MSA

CoO

QPR

VGF1

VGF2

SI

BSD

EMD

PBG

FBG
BPO Unit

PMU

IBPS Portal User Manual

In Principle Approval

Master Service Agreement

Commencement of Operation

Quarterly Progress Report

Viability Gap Fund (First Instalment)

Viability Gap Fund (Second Instalment)

Special Incentive

Bid Security Deposit

Earnest Money Deposit

Performance Bank Guarantee

Financial Bank Guarantee
Eligible BPO Unit Under IBPS

Project Management Unit
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