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Note: This SOP is to be followed by “MGPSY Service Provider” during the offline subscriber 
enrolment process in MGPSY, to ensure the thorough completion of the application form to fulfill 
requirements of all the (three) scheme partners.  
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STANDARD OPERATING PROCEDURE FOR ENSURING COMPLETENESS AND 

CORRECTNESS OF PARTNER SCHEME FORMS 

Introduction 
 

This Standard Operating Procedure (SOP) provides a detailed checklist that would be followed by the 

Service Provider, at the offsite camp, for enrolling a subscriber in MGPSY scheme. This SOP details out the 

activities that need to be performed when subscribers are registered at offsite camps. This is done in order 

to ensure the forms are not rejected by scheme partners due to incomplete/missing information / 

supporting documents and a subscriber’s registration happens smoothly and successfully in the partner 

schemes under MGPSY, namely – NPS-Lite for Pensions, UTI-MIS for Return and Resettlement and LIC for 

Insurance. 

This document highlights essential sanctity checks to be performed by the Service Providers’ staff –  

1. MGPSY Enrolment – Offline Integrated Application Form (main section first five pages) 

2. NPS-Lite Form – Declaration & Authorization section (pages six and seven) 

3. UTI-Mutual Fund’s – Declaration section (page eight) 

4. LIC Application Form – Declaration Section (page nine) 

5. SI/ECS Mandate Form 

The complete form captures the requirements as prescribed by the respective partner agencies / 

regulators. Service provider should ensure that all the requirements (as per the checklist given in this 

document) are followed to ensure successful registration in partner schemes. 
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OIAF Section – 1: MGPSY (PLIF) Main Form 
 

   

 
Note: 

 This page should be attached with the System generate Form of NPS-Lite before forwarding it for 

processing.  

 A photocopy of the form should be taken for Record-Keeping -by service provider.  

Color Photograph Here. 

A color photo must be 

“pasted” properly  

 

IMPORTANT: DO NOT PIN 

OR STAPLE THE PHOTO AND 

DO NOT WRITE ANYTHING 

ON THE PHOTO 

 

1 

Signature/Thumb 

Impression of Subscriber 

Ensure subscriber signs/puts 

thumb impression in BLACK 

INK ONLY inside the box 

below the photograph.  
 

NOT TO BE LEFT BLANK. 

 

This page is to be attached to 

NPS-Lite form; a photocopy 

should be taken  

 

2 
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Residential Status 

In case the subscriber 

is NRI, ensure that his 

overseas address is 

captured 

3 

Nominee Details 

Subscriber should 

provide at least 1 

nominee (it is 

mandatory). 

 

First Nominee will be 

used as Nominee for 

LIC 

4 
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Nominee’s Guardian 

Details 

If a Nominee is Minor, 

his/her Guardian 

Details are Mandatory 

5 
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Signature/Thumb 

Impression of 

Subscriber Ensure 

subscriber signs/puts 

thumb impression 

inside the box  
 

NOT TO BE LEFT 

BLANK. 

 

6 

Place and Date Ensure 

Place, where the form is 

filled, and the Date, on 

which the Form is filled are 

captured  
 

NOT TO BE LEFT BLANK. 
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OIAF Section – 2: NPS-LITE – Declaration Section 
 

 

  

Signature/Thumb 

Impression of 

Subscriber Ensure 

subscriber signs/puts 

thumb impression inside 

the box  
 

NOT TO BE LEFT BLANK. 

 
8 

Section to be completed 

by Service Provider as 

NPS-Lite Aggregator 

Ensure that signature 

of authorized person is 

put, form is rubber 

stamped, NL-AO and 

NL-CC are correctly 

written on the form 

Important: NL-CC 

Registration Number 

must be mentioned 

clearly along with Rubber 

Stamp impression of 

Aggregator. 

9 
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Note: 

 This section of the form, Page 6, should be attached with the System generated Form of NPS-Lite, before 

sending it for processing. 

 Additional Documents required with the NPS-Lite Form: Passport Copy (First and Last page) 
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 OIAF Section – 3: UTI – Declaration Section 
 

 
 

Signature/Thumb 

Impression of 

Subscriber Ensure 

subscriber signs/puts 

thumb impression inside 

the box  
 

NOT TO BE LEFT BLANK. 

11 

Nominee’s Address 

Ensure address of all the 

Nominees is captured. 
 

NOT TO BE LEFT BLANK. 10 
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Note: 

 This section of the form, Page 7, should be attached with the System generated Form of 

UTI-MIS, before sending it for processing. 

 Please attach a subscriber attested photocopy of the passport/any other address proof, 

if available 

 Please attach a completed copy of the SI/ECS mandate form 

 Please ensure that the name, address, bank account details, nationality, passport 

number, PLIF number are captured on the UTI form 
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OIAF Section – 4: ECS/SI Registration Form 

ECS Mandate Registration Form  

 

 

  

Signature/Thumb 

Impression of Subscriber  

Ensure subscriber signs/puts 

thumb impression in BLACK 

INK ONLY  

 

NOT TO BE LEFT BLANK. 

 

16 

Bank Details 

Ensure details of the Bank 

(including branch) of 

Subscriber’s account are 

completed.  
 

NOT TO BE LEFT BLANK. 

 

12 

Account Number 

Bank Account Number of the 

subscriber to be used for ECS  
 

NOT TO BE LEFT BLANK. 

MICR Code 

MICR Code appearing on the 

Cheque issued by the Bank 

Branch 
 

NOT TO BE LEFT BLANK. 

 

13 

Account Type 

Account Type allowed is NRE 

and NRO only. 
 

NOT TO BE LEFT BLANK. 
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SI Mandate Registration Form 

 

  

 

Bank Stamp & 

Authorized 

Signatory’s seal 

 

Ensure that the 

Bank’s Stamp and 

signature of the 

authorized official 

from the bank is 

put here 

Subscriber’s 

Signature 

 

Capture the date 

and subscriber’s 

signature here 

 

 

 

 

Account 

Number 

Bank Account 

Number of the 

subscriber to be 

used for SI  
 

NOT TO BE 

LEFT BLANK. 

Account Type 

Account Type allowed is NRE and NRO only. 

NOT TO BE LEFT BLANK. 
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Additional documents required 
 

 Passport Copy (First Page and Last Page) 

 Copy of Employment Letter  

 Work Permit Copy 

 Copy of Visa 

 Three color photographs 


