1. Form-I – can be downloaded from  www.mea.gov.in
2. Affidavit in Form-II can be downloaded  www.mea.gov.in
3. Copy of Shops & Establishment License.

4. Copy of applicant’s degree or 2 years Diploma certificate of equivalent from a

Government recognized University.

5. Office area having 540 sq. ft. built up area minimum.

6. Copy of ownership/lease deed of the office premises, duly notarized, along with blue print ofthe layout of the office.

7. Demand Draft of Rs. 25,000/- in favours of PAO, MOIA, New Delhi.

8.. Security deposit of Rs. 50 lakh in form of Bank Guarantee.

9. Copy of Balance Sheet of the previous financial year (or a statement of accounts showing assets and liabilities), duly verified by a Registere

d Chartered Accountant, showing financial soundnessof the applicant at minimum Rs. 50 lakhs of Fixed Assets and liquid assets of Rs. 50 lakh).

10. Statement of returns for the last 3 years.

11. Copy of valuation report of the office premises and assets issued by a

Government approved valuer.

12. 3 Passport size photographs, attested on theback by a Gazetted Officer.

13. Statement of residential address and age of the applicant with nature of business activities undertaken during last 3 years.

14. Police verification certificate of the residential and office premises.

15. Inspection Report of the office premises by the POE.

