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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 Dbehaviour 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.

i Software Technology Parks of India 0

s ‘l Ministry of Electronics & Information Technology Digital India

[l .
Ministry nl“ETeclmnlcs and Government of India Power To Empower

Information Technology
Government of India

Login

Email as Username

Enter Username
Please Enter Email as username
Password
Enter Password
Please Enter Password

1 +45=2 3

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 STPI. All ights 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

T Ministry of Electronics & Information Technology = Digital India
s (lj Government of India Power To Empower f

A
Ministry of Electronics and
Information Technology
Gavernment of India

HOME Add PF details m DOWNLOAD CHANGE PASSWORD LOGOUT

Change Password

Old Password : Enter Qld Password
New Password : Enter New Password

. At least § 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.

Software Technology Parks of India

I =i o ) .
Ministry of Electronics & Information Technology e Digital India
Ministry of Electronics and s (I] Government of India Power To Empower f
Information Technology
Government of India
L
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

Content owned & maintained by STPI Last Updated on: 31 July 2018 Copyright STPL. All rights reserved 2018,
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IBPS SYSTEM

This section provides a detailed description of system functions.

In Principle 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

Ministry of Electronics & Information Technology > Digital India
Ministry of Electronics and s (I] Government of India Power To Empower
Information Technology

Government of India

HOME || AddPFdetails | DOWNLOAD | CHANGEPASSWORD | LOGOUT
Test Entity Private Limited (Dehradun )

IPA PENDING

Target timeline, Signed/ Submitted
Description 2 J 2 / Action Status
Submitted By

igiincelciapicka Y 04-01-2018 Download IPA | AcceptIPA | Error in IPA

Master Service Agreement (MSA) 18-01-2018

Commencement of Operation (CoO) 03-07-2018
QR
03-10-2018
(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 O 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 STPI. 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

4
= 4 Ministry of Electronics & Information Technology hd Digital India
Ministry of Electronics and s (I] Government of India Power To Empower f
Information Technology
B Government of India B
L

HOME | AddPFdetails | DOWNLOAD || CHANGEPASSWORD
Test Entity P e Limited (Dehra

IPA PENDING

Acti

In-Principle Approval (IPA) 04-01-2018 Download IPA Error in IPA o

Master Service Agreement (MSA) 18-01-2018 o
Commencement of Operation (CoO) 03-07-2018
or lick on
03-10-2018 C Cko
(with penalty of 2%) DOWNLOAD IPA

Request for release of VGF1 28-09-2019 0
Reguest for release of VGF2 28-09-2020 o
Request for release of VGF3 ZE0r 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

: Ministry of Electronics & Information Technology - Digital India
Ministry of Electronics and s (l) Government of India Fower To Empower

Information Technology
Government of India

HOME || AddPFdetsils | DOWNLOAD || CHANGEPASSWORD [ LOGOUT
Test Entity P e Limited (Dehradun )

IPA PENDING
imeli S
PesaTET Target Flmellne! |gned,’ ubmitted Action Status
Submitted By
In-Principle Approval (IPA)

04-01-2018 Download IPA AcceplIF'A

Master Service Agreement (MSA) 12-01-2018

Commencement of Operation (CoO) 03-07-2018 1
. Click on

03-10-2018 ACCEpt IPA

(with penalty of 2%)

Request for release of VGF1 28-09-2019

Reguest for release of VGF2 28-09-2020

Request for release of VGF3 28-07-2021

000 O 09

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 STPI. All rights reserved 2018.
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Otherwise, click on “Error in IPA” if the IPA 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 IPA copy will be uploaded.

o Software Technology Parks of India

Hox Ministry of Electronics & Information Technology > Digital India
Ministry of Electronics and s (I] Government of India Power To Empower

Information Technology
Government of India

HOME | AddPFdetsils | DOWNLOAD | cCHANGEPAsswoRD | Locout
Test Entity Private Limited (Dehradun )

IPA PENDING

Target timeli Signed/ Submitted
Description Toidi £ " SIS Action Status.
Submitted By

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

Master Service Agreement (MSA) 18-01-2018 0
Commencement of Operation (CoO) 03-07-2018
OR IPA not
03-10-2018 1
(with penalty of 2%) accepted glve
data and
Request for release of VGF1 28-09-2019
remarks
Request for release of VGF2 28-09-2020

Request for release of VGF3 R 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 STPI. All rights reserved 2018.
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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

7
Ministry of Electronics & Information Technology - 4 Digital India
Minkstry of Elecironics and Government of India Powser To Empower

Information Technology
Government of India B
HOME | AddPFdetails | DOWNLOAD || CHANGE PASSWORD [ LOGOUT
Test Entity Private Limited (Dehradun )

MSA PENDING

Target tlmellne; Signed/ Submitted
Descripti Acti Stat:

In-Principle Appraval {IPA}

04-01-2018 Inad IPA
Master Servi ent
aster Senvice Agreement (M34) 18-01-2018 Intimate MSA signed | Download MSA
Commencement of Operation (CoO) 03-07-2018
OR
03-10-2018

(with penalty of

2%)

Request for release of VGF1 28-09-2019
Request for release of VG2 28-08-2020
28-07-2021

000 0 QQ

Request for release of VGF3

MeitY | Digital India | India.Gov.in | MyGov
Contact Us | 5TPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap

Content owned & maintained by STPI Last Updated on : 21 June 2018 Copyright S5TPI. 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 M5A Signed B Select M3A 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

Ministry of Electronics & Information Technology -4 Digital India
Minksey o Elacironics and Government of India Power To Empower

Information Technology
Government of India N
m Add PF details DOWNLOAD | CHANGE PASSWORD || LOGOUT
Test Entity Private Limited (Dehradun )
Mo rsers [Vt [or oo 000

‘COO PENDING

Target timeline/ Signed/ Submitted
SIS By
load IPA

In-Principle Approval (IPA) LT

Master Service Agreement (MSA) 18-01-2018 11-01-2018 Download MSA 0
Commencement of Operation [CoD) 03-07-2018
COR
03-10-2018 Report to 5TP1 about CoO 0
[with penalty of
2%)
Reguest for release of VGF1 28-09-2019 0
Request for release of VGF2 28-09-2020 0
Request for release of VGF3 AR 0

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 File Upload limit is 10 ME for each decument.

Complete postal address of BPO/ITES setup : Please Enter the complete postal address of BPO/ITES setup
Area of BPO location : (in sqff) Please Enter the Area of EPO location.

Number of current employees : (number only) Please Enter the Number of Employees.

Lease Deed/ Rent Agreement : (pdf only) Choose file | No file chosen

Photographs of premise : {pdf/zip only) Choose file | No file chosen

List of Staff in the Unit : (pdf only) Choose file | Mo file chosen

DOT registration detail : (pdf only) Choose file | Mo file chosen

Undertaking for No additional BPO in the city : (pdf anly) Choose file | No file chosen

Download Undertaking template

< 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 o have) :-

Video clip of premise. : (mp4/zip only) Choose file | Mo file chosen

Memorandum of Association & Article of Association : (pdf only) Choosze file | Mo file chosen

Management structure for the BPO/ITES operation. : (pdf only) Choose file | Mo file chosen

Director |dentification Mumber (DIN) for the operation. : {pdf only) Choose file | Mo file chosen

Other Documents. : (zip only] Choose file | Mo file 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.
Il.  Onsite inspection of the reported unit premise by STPI.
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Government of ladka -

& Software Technology Parks of India
@ gﬂ '1 Ministy of lectoeics # nformution Teckaotogy = I Dtttk

[ [ e | on | oo | omearsw:

000 DECLARED
‘ Qb
e Brite Aoorovs PR R [ cowioas 1 | o
Wpites Gariae Ads L
ko e LY F R X == 0
Cammencempet et Opensen Te0; wonw |
3 :
1 peraty of
N
Regetst 150 roease of WGF ¢ 0
Regutst for reiense of VOF2 3110-4971 0
Rugions? %o release of WGF3 0

MY | Dl s | Pl Lo | WiyBiw
Contact Us {5771 Sarte Cortacts | Mep | Teatiact | Terms & Conaitions | Fmacy folicy | Soven Reader Aocess | Stemap

Cortent owmed & martaned by STR Lt Upcisted o1 18 une 2054 Copyright STPL A rignts resened 2018

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 12nS Bidder Hone x N\ =

< G | D 192.166.2.238/boz/Bidder/index.php? GlHZ-MilZ8&nz - Tl IVja25vdw——

> Software Technology Parks of India
E Ministry of Elecironics & Information Technology = Digital India
sy ot s arg Government of Tndia ( Zowe: T Empowsr
\IIHII\EWIIMIW\M!
=]
Test Entity Private Limited (Lucknow)
e Joaw  ouss Jwwan [moe  Joome e |

W&F-1 FZNDING
e
e -

. o

n Principle Approval {37} 25.06-2)18 Download ITA
Fi7 5

Master Sendce Agreemcnt MSA) 05-07-201E 12-07-2015 m

Curnmernemen o’ Operalivn (Cul) 24-12-2018 12-07-2015
on

Fd-03-2008 &nd FFJ Onmsnurcing detalls

(with penalty o®

2%
4Equast o relese of ik 11020
Aequast for rdease of VGF2 11-10-202C

11-08-2021

Q00 O QG

eyl o rdease of VGF3

MertY | igital India | Indiaavin | Mysor

Conlacl Us | STPI Slale Conilscly [Help [Feevsech | Temmn & Cundilivre | Privacy Pulicy | Sueen Reader Aucess | Silemay
Content owned & maintained by STPI Lact Updated on: 18 July 2018 Copyright STPL AJl r ghts resarved 2012

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

Software Technology Parks of India

Ministry of Electronics & Information Technology -4 Digital India
Minkstry o! Eloctrvnlcs and Government of India Powet To Empower
Information To;l‘:’ﬂd)f;ﬂ!’

HOME Add PF details m DOWNLOAD CHANGE PASSWORD LOGOUT

Add PF Establishment Details

( Test Entity Private Limited )

Added PF Establishment defails Lucknow + Round-6 v Add PF Establishment | Add Outsourcing company defails

Location wise PF Establishment code:-

I e

Lucknow 123456

Outsourcing company details :

No Qutsourcing company details added yet,

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

Ministry of Electronics & Information Technology - 4 Digital India
Ministry of Electronics and Government of India Powes To Empawer
Informatien Technelogy
Government of India

m Add PF details m DOWNLOAD CHANGE PASSWORD LOGOUT

Add PF Establishment Details

( Test Entity Private Limited )

Added PF Establishment details Lucknow + Round-6 T Add PF Establishment | Add Outsourcing company details

Add Outsourcing company details here

Cempany Name Enter Company Name Company Address Enter Company Address

PF Establishment Code Enter PF Establishment Code Company CIN Company CIN

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.

=

oy ~. Software Technology Parks of India
Ministry of Electronics & Information Technology - Digital india
Mictsey of Eectisnica and s (I) Government of India Power T Empower
formation Tachnology

Government of India
m Add PF details DOWNLOAD CHANGE PASSWORD LOGOUT

Shakti Infotech Private Limited

IPA Date : 22.08-2016 MSA Date : 07-09-2016 COO Date: 12-05-2017
No of Seats : Target Employment : Location : Patna, Bihar
OO T T T
2019 Jul-Sep July - Choose file | No file chosen Monthly Data to be submitted
2019 Apr-Jun June Signed MPR File 06-08-2019 Received by STPI
2019 Apr-Jun May Signed MPR File 06-08-2019 Received by STPI
2019 Apr-Jun April Signed MPR File 06-08-2019 Received by STPI

Unit has to click on the ADD button (as in above picture) to file QPR.
Unit will get the below screen after clicking on ADD button.
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7

Software Technology Parks of India

Ministry of Electronics & Information Technology =

gl

Ministry of Electronics and

Information Technology
Government of India

Government of India

Digital India

Power To Empower

HOME Add PF details m CHANGE PASSWORD LOGOUT

Test Entity Private Limited

IPA Date : 25-06-2017 M5A Date : 12-07-2017

Monthly Employment Details Center Level Information Project Details

COO Date : 1

Monthly Employment Details
Quarter Jul-5ep Details for the month (July-2017) MNumber
Month July Monthly Employment 0
Year 2017 Maonthly Male Employment 0
Download Excel File : Download Excel Utility Monthly Female Employment 0
Maonthly Differently Abled Employment 0
How t tility file.
R AT Monthly Support Staff Employment [
Upload Employee Details (CSV Format) : Total Employee Count 0
Choose file | No file chosen
Male Employee Count 0
Help file for monthly employment calculation
Female Employee Count 0
Differently Abled Employee Count 0
Upload File
Support Employee Count 0

MeitY | Digital India | India.Gov.in | MyGov
Contact Us | STPI State Contacts | Help | Feedback | Terms 8& Conditions | Privacy Policy | Screen Reader Access | Sitemap

Content owned 8t maintained by STPI

Last Updated on : 05 May 2018

Copyright STPL All rights reserved 2018.

above picture)

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

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 - g ValidateData_ver_7 - Excel B =
File Hame Insert Page Layout Formulas Data Review View Help 2 Tell me what you want to do
o o m P .
0 o Cut Calibri - KA F== #- BWepTe General [:Ej =] Q = EX @ 2 Autosum QY p
ER Copy - > Fill~ ‘
Poste o b ru-|o. =5= erge&eCenter ~ T2+ % 3 | %8 8 FCund\tmnal Formatss Cel Inset Delete Format | Sontdl Find®
- ormatting - Tabler Styles- ¢ - - Filter = Select -
Clipboard ] Font 7] Alignment F] Mumber F] Styles Cells Editing
FA & J | Yes
A E [ o E F G H J K L M n ] P
1| Enter last Date for the month data you are filling here 30-T1-2017)
Employes
Differen State State.
Hy Suppar Lazt day of the month or Inzursnce  Profession
Abled £ Staff Date il emplouee worked ProvidentFund  (ESI) alTan PF Outsources
Hame of Designati Femalel  [Vesiblo (Yesi Dateciisiningthe  inthe company [dd-mm- Aschasr Enrolment Number Accountbumber Contrbutio Applicable Contibution| PFMumber dEmployee
2 |S Mo Employes on Male ) o) Unit(dd-mm-uyn)  ywy) ABDHAARMumber (12341234512 f Eml nlinfs)  GnRd infs) of Emploer Yesia
3 1[Madhu STRPID [Female Yes e 20-11-2017) 30-11-2017) 1234567359122 | 12345675301234[  1200.00| 500.20] 1200.25] 123456753 |Ma
4 2|Radha STRPID [Female WES  |Mes 20-11-2017) 30-11-2017) 123456733125 12 3456 7530123456 789012345678 12345675301235(  1200.00| 550.00] 1200.00] 123456763 Na
5 3| Abbey STRPID [Male YES Ne 20-11-2017) 30-11-2017) 123456 T39124| 1254567E301236| 1200.00) 550.00] 1200.00] 123456763 Na
§ 4| Abbie STRID [Male [ Ne 20-11-2017] 30-11-2017) 123456733015 1254567E301237| 1200.00) 550.00] 1200.00] 123456763 yes
7
v
3
0|
|
2 |
[
" |
5 |
% |
|
" |
1 |
20 |
ER
2 |
2 |
o
2 |
2 |
a7 |
3
errordata | Summary | MonData ® [l
Ready i) o - i
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Enable the macro in excel file

O ) = ValidateData ver_7 - Microsoft Excel
> B o Gropn  Rmmm Gn Emmn G A @ - 7 x
== Cut = = ) — | = s ¥ AutoSum -
B Zcopy Calibri -l -] [= S Wrap Text Number - ié ﬁjﬂ = 5= & ;-I . %? lﬂ
M rmarna (B £ [ A | e coser | [T | vt ot | et o | G, Gt
Clipboard = Font = Alignment o Mumber = Styles Cells Editing
@ Security Warning Macros have been disabled. Options... Microsoft Office Security Options T x *
m - £ | @ Security Alert - Macro
A B c D E L ) K ‘i
1 Enter last Date for the i | 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 file.
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 |
Name of Designatio Female/ tly Abled (Yg _— Aadhaar Enrolment Number Account Nu
2 'S.No. Employee n Male (Yes/No) ) Flle Path: - F:ampp htdacs bpsupid utiity WaldateData_ver_7.xsm r (12341234512345ddmmyyyyhh:mm:ss) of Employe
3 1|Madhu STPJD Female Yes Ng O Help protect me from unknonn content (recommended) 122 12345678¢
4 2|Radha STPID Female YES ve ® 123(1234567890123456789012345678 123456789
5 3|Abbey STPID Male YES Ng 124 12345678
6 4|Abbie STPID Male No Ng 015 123456789
7
8
9
10
1 :!
12 Open the Trust Center Cancel
13
14
15
16
17
18
R ST S, Manpat 423 T e
Ready [EEErT ey (+)
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.
i il L (1] ¥ G M i K ] i o [
1
. Check Data
L
.
: Create C5V
ik
1l
1%
11
14
L
i
LT
1R I I
L
i
b
33
il |
k|
m
ik
iF
il
FL
sk
i
1
M4 b M arrdats | Semossy | Maosata o =
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8. If there is any error found in Data sheet then it will reflect error in data sheet.

ANE EAEEDA ValidateData_ver_7 - Microsoft Excel - X
aj -
— T Insert Pagelayout  Formulas Data Review  View Acrobat @)
) — 1 s (| [N pueey B
& cut Calibri -l - AN AT =8| | SiwrepText General *i' ﬁ:}; 4 . §< || Eaduicun % ﬁ
33 copy =l -~ s =s) ] Fill -
Paste X B I U- ~|[Zr - A Merge & Center - | |@8 - % s |[<3 ;9| | Conditional Format Cell Insert Delete Format Sort & Find &
7% Fomat painter | | L | = | I EHMerg =] |[%ae s Formatting - as Table - Styles - - - 2 Clear  Fifter~ Select -
Clipboard £ Font £ Alignment i) Number £ Styles Cells Editing
F13 -0 |
A B C D E F G H 1 J K L
1 ‘ Please check Row 3 as Name of Employee field is not filled |
2 | Please check Row 3 as Support Staff Data is Incorrect. It should be either Yes or No.
3 | Please check Row 4 as Designation field is not filled
4 | Please check Row 4 as Provident Fund Account Number can't be Null
5 | Please check Row 4 PF Contribution is not filled
6 | Please check Row 5 as Male/Female Data is Incorrect. It should be either Male or Female.
7 | Please check Row 5 as data entered is not a date.
8 | Please check Row 5 as start data can't be greater than end date. Microsoft Excel x
9 | Please check Row 5 PF Number of Employee's Company is not filled
10 | Please check Row 5 as Outsourceed Employee Data is Incorrect. It should P"EC’SVE’E 1 or more errors in the data. Please fix those before exporting
o
11 | Please check Row 6 as Differently Abled Data is Incorrect. It should be eit]
12 | Please check Row 6 as data entered is not a date. 3
13 | Please check Row 6 as Aadhar and Aadhar Ack Number both can'nt be Nul
14
15
16
17
18
19
20
21
22
23
24
25
W 4+ b | errordata . Summary . MonData < ¥J [ m
Ready
N
(O il - ™ - ) = ValidateData_ver 7 - Microsoft Excel - X
DL
~ Home Insert Page Layout | Formulas Data Review  View Acrobat =2 X
= 1 ] || 02 e -
& cut Calibri -l A ] S Wrap Text General - ﬂ ﬁ:b Yy | = é‘ | Saduizsun ? ﬁ
- 23 capy £ o o O il & ri-
Paste B I U- ~|[Zr - A Merge & Center ~ - % & |/%9 ;%| | Conditional Format Cell Insert Delete Format Sort & Find &
7 Format painter || Ll | = EMMrg ] et Formatting ~ as Table * Styles ~ - B B (2 Clear~  Fifter~ Select~
Clipboard & Font & Alignment ] Number & Styles Cells Editing
[ [ -0 |
A E = [u] E F (=] H I J K L ] M o P [¥]
1 Enter last Date for the month data you are filling here 30-11-2017)
Employes
Differen State State
ty Suppor Last day of the manth or FravidentFund Insurance  Frofession
Abled ¢ Seaff Date il employes worked Account (ESD alTan PF Ourzourcee
Hame of Designati Femasle!  (vesiho [Yesfd Dateofjoiningthe  inthe company (dd-mm- #Aadhaar Enrolment Number Number of Conuibutio Applicable Contibution( PP Mumber  dEmployss
2 S.Mo. Emploes on Male ] o) Unit{dd-mm-yyus) o) AADHAAR Mumber (12341234512 mim:ss) Employee nlinFs)  linFs)  inFs) of Employer_estho
3 20-11-2017] 30-11-2017] 123456789122] #niiitsed | 1200.00 1200.25] 123456753 [Na
4 20-11-2017) S0-T1-2017) (123956 7600123456 7201245615 20000 S50.00)
5 R | 1200 00
3 30-11-2017 FHRARERRRH | 550.00] 1200.00] 123456783 No
T
&
13 "
il
2
<]
i)
5
15
7
]
13
20
21
22
23
24
25
26
27
28
23
30
Ell
W 4 » M| emordata ,~ Summary | MonData - ¥J [ Im
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Once all the details are filled correctly navigate to the summary sheet in excel file.

A B = =]

Name of

Employe Designati Female/
1 ‘ e e
pd 1a8C1 STRID  Female
¥ 1A802 SR Ferale
& 1 ABCY SIRD Fesale
s 4 ABia SR Female
8 5 ABCS TR0 Femgle
r § ARCS SRR Fesale
] T ARCY ST Pyl
] 3 ABCE STPID Femaie
W 3 AB(S STPID Female
11 10 ABCHD  STRID 1o maiy
12 11 ABCIY  STRID  Femala
13 LI ABCIY STPID  Female
4 L1 ABCIY  STRID Female
15 14 ABCIL STRID Female
3 ¥S ABCIS STRID  Female
17 14 ABCHE  STPID  Female
1E LT ABCIT  STRID Female
1% 5TRID  Female
20 STPID fermgie
ol
B
W
F-
£
7

E & i
Last working Oay o in

Different Support  Date of joining  this month or Date til
Iyabled Staf the Un (dd-mme which VGF is fled (dd- Provident Fund
(resmod (resine) yyyyl me-yyy) AADHARE Number Acrount Number
no wo 01-03- 2007 02-11-2017 1234% 789012 123454785012 34
N Mo 01-03-201 02-11-2017 123454 TE0L3 12356501215
i No 21-03-2017 03-11- 2017 123456 a0l 123567901236
na Mo 91-03-2017 0d-11- 3017 123434 789018 RETLE R LTl b
no Mo 01-03-204Y 05-11- 3017 123454 83014 LIBASETEN2 38
o N 01-03-3m7 06-11-2017 125699017 LIMSGITI0L2NS
] Ny 01-03-J017 Q112017 12MS678501LE 12MS67550141
na Mo O3-03-2017 0F-11- 3017 LIHESETEHLS 12MZ6TEH0L4T
ne Mo 01-08-M17 0511117 LSS TR0 1334567850043
na NO 01.03.2017 12672 1234567950124
no MO 0103 123456789022 1234567390185
no Mo 0103-J0L7 3 MLy LIMESTEH03 123436755012046
no Mo 01033017 13-11-3007 123434755004 124MGTE0LMT
no No 01.03.2017 14112017 123456 789028 1234567390148
no No 01.:03-2007 15112017 123456 7E9004 1234567850145
e No 01-03-2007 L33 TEsRT 124 E0LTS0
e Mo 00-03-30L7 123434 TRS02E 1234540500251
no Mo 61-03-2017 123454 78908 12345478501.252
na %o 01-03-2007F i8-11- 3007 123454 89050 2345478501283

e (ES1)
Cortribut Apglicable
50
30
s
530
550
350
50
2 550
1300 554
1200 550
1200 550
) 550
L300 550
1200 550
1200 550
LI 20
1200 550
1200 850
1200 LT

11.

utility file under the name of “filename.csv”.

Click on create CSV button. It will create CSV file in the same location as the Excel

Check Data

Create CSV

it ol . ¥ ety Dtn - Woiorrsf) Lo ol
- i PR PSESEY Fe—— sabn [ — igw
§ o O o " A QT ey e Ty hee P [re—
A Ty >
e s (B2 A BEE RE Glecmaies: Wow o0 WA oot
a1 - £
A [ [ i [ 1 W ™

e T g

Pt Deanle Rpsns bl iy Mo B

Zo= 47 i

Page 22133



12.

IBPS Portal User Manual

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

L3 0 3 " 3 g 13 " i ) . 3
1 5.No. Name ol Employes Desigration Fermade Male Cifferently Abled Suppor Statl Date of joining the Unit Last working Day 1AADHALR Sumber  Providest Fund Account | Employee State inuranc Siate Professionsd Tas &
2 1 AECL STR0 Ferrale ae No 0383-2017 03-20-2007 LASETREN1T LEAsETEN1IM L0 553
3 2 ABCZ TR0 Female ne L) 01:483-2017 8- EL201T LXMSETTE 12345679901 135 00 553
& 3 ABCS ST Female no Nz 0183-2017 -1 E-20017 LXBNETTRe LISASE75301 238 200 550
3 4 ABCE %0 Fermale -] = 01e3-2017 0-U L2017 LIRSS LM 137 ¥ 1] 553
L] 5 ABCS e Femyle A% ~ Q-7 o-u-amr LEBSETTNIE LI MSEITR I8 ¥, 52
7 & ABCS S0 Fereale -] L 083- 2017 BE-EL-200T LERISE T LSS 00 55
8 T ABC? S0 Fermade no L) 01-83- 3017 e0-RE-200T LERSETE1E LHSETEO1 M 0 550
5 B ABCE 5TH0 Fermale -] Neo 0183-2017 8-y LESETENI1S LSETEN 4D 0 553
29 S ABCS TR0 Female no N 01:83-2017 05112017 L BASERTNGD LI35E73501 243 200 553
11 10 ABCHO ste0 ferale ne L) 00:83-2017 W-AE201T LSRR LI3R8475901 248 200 556
phd 11 ABC11 kAt v Femalbe -] Mo t1<3-217 12007 L2SETTRG LILSETER01 M5 0 3%
pi) 13 ABCLY 0 Ferrybe -] e 013217 12-a-20r L e5ETTNG] LIMSEITNOL 3G 0 35
M 13 ABCLY 0 Famuls L] £3-3017 13- 7 L WSETTROE LTSS WY L3 558
i3 14 ABCIA Eag s Fernale e 01532017 HELxar LYRSETRNGS L2HEETEN1 S 50 550
3% 13 ABCLY STHD Ferale e N2 03-03-3017 pLE A0 EEASETRNOS L34SETEN 45 50 550
17 18 ABCIS TR0 Female e L) 014832017 M- NL201T LXSETRNT LI385579901 250 200 553
318 17 ABCIT ST Ferrale no L) 01483-2017 17 ME-2017 LTS L3401 251 200 553
i 18 ABCLE bais ] Fermale -] e t163-2017 212017 LTSRS LIMSSEA0 152 X0 353
x» 19 ABCIY bRl ] Facrale -] e 0103- 2017 B-a-amr LIpSETTR0 L3 MSE TR 15) ¥ ) 550
H
0
n
]
-]
R
F ol
3
B
E
3
2
4 00w e 7D g ! = — ]

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 I~ e e D = e e
@ Ministry of Electronics & Information Technology -4 Digital India
Miniskry of Electronics and Government of India Power Ta Empower
Information Technology
Government of India
=3
Test Entity Private Limited
IPA Date : 25-06-2017 MSA Date : 12-07-2017 COO Date :
ooses [ Lomemmomen [0 o Juaron v |

Monthly Employment Details

Quarter Jul-Sep Details for the month (July-2017) Number
Menth July Monthly Employment 24
Year 2017 Monthly Male Employment 1.2
Download Excel File : Download Excel Utility Manthly Female Employment 2
Monthly Differently Abled Employment 1.8
How to use utility file.
Y Monthly Support Staff Employment 0.6
Upload Employee Details (CSV Format) : Total Employee Count 4
Choose file | Mo file chosen -
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.Gov.in | MyGov

Contact Us | STPI State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | 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

[ mailstpiin x Y T 1921683.238/bps/Bidce x ([ 1921683153 /ibpstest/® X \|_\ o

€« C | ® 192.168.3.238/ibps/Bidder/qpremp.php?MPRX=NjA1 Q | i

ﬁ ~ Software Technology Parks of India

== Ministry of Electronics & Information Technology -4 Digital India
Ministry of Elactronics and i Government of India il
Information Tllm.‘ﬂdﬂﬂl

Gowernment
HOME | Add PF details m pownoap | cHance passworp | LocouT
Test Entity Private Limited

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

Monthly Employment Details f| Center Level Information | Project Detals

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

Cumulative Revenue from COO (in
Area of Operation Description of Activity in the unit Revenue (in Lakhs) Lalchs)

Automobile [}
Aviation

Banking and Financial Services
Retail

Telecommunications

4

Health Care and Pharmaceutica
Fower

Agriculture

Travel and Tourism

Legal

Any Other

Save Monthly Details

MeitY | Digital India | India.Gov.in | MyGov
Contact Us | TP State Contacts | Help | Feedback | Terms & Conditions | Privacy Policy | Screen Reader Access | Sitemap
Content owned & maintained by STP| Last Updated on : 05 May 2018 Copyright STPL All rights reserved 2018.

BT
D o T2
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16. Unit needs to fill the project details as shown in below image.

. Software Technology Parks of India

oy Ministry of Electronics & Information Technology -4 Digital India
Ministry of Electronics and

Government of India Pewer To Empowsr
Infarmation Technology
Government of India

HOME Add PF detail m DOWNLOAD CHANGE PASSWORD LOGOUT

Monthly Employment Details Center Level Information Project Detai

Project Details "Please Provide the details of the projects

s e S

SelectCoun ¥ Selestlangu ¥

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 : 05 May 2018

Copyright STPI. 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.

Ministry of Electronics & Information Technology

. Software Technology Parks of India a

ox Digital India
Minkstry of Electronics and Government of India Power To Empawer
Information Technalogy
N Government of India
HOME Add PF details m DOWNLOAD CHAMGE PASSWORD LOGOUT
Test Entity Private Limited
IPA Date : 25-06-2017 MSA Date : 12-07-2017 COO0 Date : 12-07-2017
No of Seats : Target Employment : 150 ion : Lucknow, Uttar Pradesh

Hon - SEneEMER(FBROR) Sete otpiesd

2017 Jul-Sep July m m Gnnnse file | Mo file chosen Signed Data to be Submitted

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 STP! Last Updated on: 17 May 2018

Copyright STPI. 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)

Enter Date of submission of VGF1 claim i Select Date @
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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.

Enter Date of submission of VGF1 claim :‘ﬁ 11-05-2018

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

Upload List (CSV file only) Choose file | Mo file chosen

ltem details CSV File

Generate CA Certificate

Generate VGF1 Claim Form

Unload VGF1 claim documents 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

H - s VGF_Utility_ver 3 - Excel = =
File GEWM insert  Pagelayout  Formulas  Data  Review  View  Help P Tell mewhat you want to do £ Share
2 o 11 .
% Cut Calibri oA E=1 ®- B wiepTe General - B 2] 4 e Ex @ 2 AutoSum Ay p
Em Copy ~ - & & B o e Fill~ a
=== 2 <0 oo
Paste e rormatPainter | B 1 W 7| D- A = =55 ElMegesiCemer + O0- % o 50 3 Conditional Formstas Cel nsen Delete Fomnat Sort & Find &
- Formatting - Table- Styles~ - - - Filter - Select -
Clipboard ] Font =] Alignment F] Humber F] Styles Cells Editing
AL - e S. No.
) ] c o E F G H J K L [ 1
Online Transaction I/ | Online Transastion D/ Quantity | Inusie EPOITES
Inusize Bil Online Transaction |Chequs/DONo.Date |ChequetDOMa. | | |recslus 4 |uslue Dt of racsipt of the | aperations towards cspital expenditure (CAPEX]
[Suppliers Name and Invgic! Bill | Ciate(dd-mm- IO Chequet DD N, Amaunt of Hlame of Bank and and accepted(Fi |emst equipment | andrar aperational
1 |5.o laddress 0. i Amount(Fis.)| of Fayment ] Payment{Fis.] Eranch o ofitemst equipment | sccepted | =] e mm-yauy] sapenditure [OPEX]
2 . Hoida it 020773000000 @3A5ET 20T 3000000 Citbank, Nzw e 10 Tt 2 Hos WO0000 07| CAPER
E] 2[HCL, Hoida v 02017 200000 234567 2017 73000000 i 100 Hos. 2000000 2017 | OPE:
4 3 w3 -i0-2077| 3000000 239567 2017 E000000] [0 fios. Won000 2017 | OPE:
5 4 alury inwnd -i0-2017] 3000000 1234567 2017 T3000000] Citbank, New ing 000 Mirs 50000) 2017 | OPE:
5 5[ IEM India, Mumbai 005 2017 500000 234557 201 E000000] Cit " Sonoool 2017 CAPER
7
E]
3
0
i
2
[
"
5
1
[
[
19
0
21
2z
=
2
25
2
o1
2
2
an
at
az
33
MonData | errordata Summary @ L]
T +

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

Indiaz BPO Promotion Scheme 3I1-0T7T-Z018
Appendix —B

CHARTERED ACCOINTANT CERTIFICATE

L'We herchy confirm that L'Wie have cxamined the item/equipment reccipt registers, books of account and the bank
statcment n respect of the items/cquipment mentioned m the Table-1 appended. and cach entry of the application
of MMYs Sha Infotech Private Limited in respect of Mastcor Scrvice Agrocment {MSA) sagned on dated
07092016 for location Patna. Bihar is from the date of issue of IPA and hercby certify that:

1. The following documents/records have been fumished by the applicant and have been examined and verified
by mc/us. nam<ly matcrial handling registers, original invoice/®b books of accounts and Bank Statcmcnt.

2. Relewvant registers have been anthenticated under n ur scals, signatures. It has been ensured that the
information furnished is truc and correct in all respects, mo part is false or misleading and po relevant
information has boen conccaled or withheld.

3. The payments have been made by the said M/s Shakti Infotech Private Limited 1o the suppliers in respect
of items/equipment received against the original invoice billis) as indicated in the Table-1 annexed hereto.

4. The payments have been made through normal banking channel and have been credited to the accounts of
the supplicrs.

5. All the items shown in the table arc admissible for reimburscment provisions of India BPO Promotion
Scheme(IBFS ).

MNeither L'We nor any of our parnners is a panner/Director or an employee of the abowve named entity of its
associated concerns. I fully understand that any submission made in this certificate if proved incorrect or false. will
render mefus liable to face any penal action or other conscquences as may be prescribed in the law or otherwisc
wearranted.

Bignaturce & Stamp'Scal of the Signatory

Mamc

Membership Mo.

Address of Firm

Mame and Address of the Institution where registencd:
Date:

Place:

Table-1

ILS OF ITEMS/EQUIFMENT BROUGHT INTO BROVITES UNIT

Sepamine for esch UsiDMSA)

Online Online Online
N N - ronl ol Transaction| Nome ) ouantny]
sing| Name ice/Bil icemin,  Total my m/ ny “:L\ D‘“'::}rt::“"“ Description of |received ':’;ﬁ;:‘ CapexiOpes
o] e No. Dae "o ChequenD| ChequeDb | Chequenn| E | " i i and )
Address (iv) o Na. of Date of | Amount of py (xi) af*
(i) P Payment |10 (i)
(vi) viii)

MNote - For VGF calculation lower of the total expenditure in column (viii) or (xiii) will be consider. All monetary figures should be INR

31-07-2018

India BPO Promotion Scheme 31-07-2018

signature & S

MName :
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Format for Claiming VGF:

Indiz BPFO Promoticn Scheme J1-07-2018

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

Separate form for each MEA

son |
Mamne of the Unin Shakti Infotech Private Limsited In Principal Appraval Mumber STPLHOQ PO 201 7-18035'5
Shakiti Infoiech Private Limited, 3rd
uddress of the BPOVITES [Floor, Kanodia Bhawan, Kachaur Gali, [In Principal Approval Date 22-08-2006
Linit Mear Marayani Kanya School, Patna [Commencement of Operations Date 12.05.2007
o wty. BONBOR (Bikar). Patra, Bihar

[ty Pamna Pin:

. WGF | Claim Dages L1-05-20018
ia) Mumber of BMVYITES Seais as per MSA 1 0:0

b Employment Target(1 .5 times of (a)) 1 50

i) Bid Amount per sest TG DD

i d) Total Expenditune an
admissible liemsiListed in
Lnnexwre A with details
lof purchase and CA LE ]
certificate as per
LAppendix-A and
LAppendix-B respectively
i) Todal Capital Support={{c)X{a}) or (e) whichever is lower Rs. .00
Section 2 (Installmeent Clainn Calculation) VGF 1

Avcrage month wise employment from Commencement of Operations Date * (Till VIGF1 Claim Date)
Mol =200 T Hum-201 7 Tul-201 7 L Aung-200 7| Sep-201 T Oer-201 T|MNov-201 7| Dec-200 7lan- 201 l"ill"l:b-l'“] B0 ar-201 8 A pr- 200 ﬁlﬂ-lu}'-l'“] ]
SR 5T BH. Th.H 111 AWy L11.00 111400 1110480 101040 IH:.LH:I 11100 |5 2.00 IH:
(g) Total Average Monthly Employment g=(M1-+M2. +Mn}'n GO.167
(h) Percentage of Employment Target h=(g)/b (h>=0.5(to Claim Capital Support) if h>1
then consider factor 1 to calculate capital support)
(i)Eligible capital support for First Installment i=f X 0.4 X h 00
Section 3(To be filled only in case Special incentive Claimed for Wider Dispersal)
|Incentive fior wider Dispersal within State incl'm:li.nE Rural Arcas
Is the BPO Located other than State Capital : No

5% of Total Expenditure for which

Fs. 0L}
fcapiial support is clasmed {5024 of (d1)) =

0661

(k) Special Incentive(%s of Eligible

Wider Dispersal Capital Support}

Amount Claimed(k)*(f)%

Special incentive{ 5% of cligible capital support)
for units serting up BPOVITES operations at 0%
|locations other than the State Capital.
Section 4 (Total Final Calculation)

Total Amount Claimed (i+k) (.00

205 Penalty Period In Case of delay in COO{IN Month) 0.0 2 Months)
Total Eligible Amount After Penalty (.00

Advance Amount RG]

Total Eligible Amount After Deduct Advance Amount - 50,000 (W)

India BPFO Promotion Schense S1-0T7T-Z018
Scction 4

5. Mo|Documents Checklist Enclosed
(¥ es™No)
To be
furnished after
VGE
pproved

Bank Guarantee Furnished valid for 2 years( 5% of (c) X (a))

Dwetails of regular employees recruitedJoined the unit afier Commencement of operation(as
Jper Qarterly Progress Report)

MNecessary permissions and registrations required as per Do T Guidelines w.r t BPO
Operations

Proof of Provident Fund Account Mumber of Regular Employees {recruited! joined the unit
aftcr the issuancce of IPA)

Proof of Employce Statc Insurance{ ES1) contribution for the regular cmployecs cligible
under this scheme and recruited/joined the unie afier the issuannce of TP.AC

Certificate of disability issucd by a medical authorityviMNotificd by Statc Govi), if applicable
FProof of cxpenditurc incurred on admissible itcms like invoice in the name of
company/‘autharized person

FProof of ownership of space/lecase agreemem for at least 3 years.

o ()uatcr!}' progress report submitted to STPI for cach quarter after Commencement of
Operation

10 Any other relevant documents

Details of

Oaher

Dhocurnmemnts)™

MNote: Any farther documents if deemed required by STPI for clarification will be communicated to the unit
while processiong the claim.
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Undertaking and Declaration
I/'We hereby solemnly undertake/declare that the particulars stated above are true and correct to the best of my/‘our

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

(a} The items/equipment for which the clmm has been made are covered under IBPS (as per hst of
admissible items {Annexure-A) of MSA) and meant for utilization of the BROVITES unat and will be utilized

only in our unit and we shall not divert or dispose-off the items‘equipment procured after commencement of
operations at least up to three years.

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

(¢} Any information, if found to be incorrect, wrong or misleading, will renderus liable to rejection of our
claim for capital support without prejudice to any other action that may be taken against us in this behalf.
(d) All Claims are being made for BROVITES Operation set up under IBPS.

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

Signature of Authorized Signatory:

Mame in Block Letters:

Designation:

Name of the Applicant:

Unit:

Date and Place:

Instructions:
1. It is mandatory to completely fill in all ficlds provided in the form.
2. In Section 4, row number 1 to 9 fill only either Yes or No.

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

4. All submitted supporting documents should be self-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. (Upload PDF files only)
Mandatory documents *

1. CA Certificate *

(Including Invoice) Choose file | No file chosen

2. VGF claim form * - )
Choose file | No file chosen

3. Documents supporting PF remittance * - )
J PP d Choose file | No file chosen
Mo 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

Uplead 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 *
(Including Invoice)

CA Certificate Delete

i =
2. VGF claim form Claiming VGF Delete

3. Documents supporting PF remittance *

PF remittance 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
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—

Click here to upload Optional documents

4. ES| Related Documents - )
Choose file | No file chosen

L

. State Proof Tax - )
Choose file | No file chosen

6. Disability Certificate - )
Y Choose file | No file chosen

Other (If you want to upload multiple files. Please make a zip file - )
ary P 7 P 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.
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REFERENCE

IPA : In Principle Approval
MSA : Master Service Agreement

CoO : Commencement of Operation

QPR : Quarterly Progress Report

VGF1 : Viability Gap Fund (First Instalment)
VGF2 : Viability Gap Fund (Second Instalment)
Sl : Special Incentive

BSD : Bid Security Deposit

EMD : Earnest Money Deposit

PBG : Performance Bank Guarantee

FBG : Financial Bank Guarantee

BPO Unit : Eligible BPO Unit Under IBPS

PMU : Project Management Unit
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