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START NEW APPLICATION                      
1. New Office Filing
When any insurer opens a new office, they need to fill and submit an application form to IRDA along with the supporting documents.
The application will require an IRDA approval if:
1. New office is opened in Tier 1 cities

2. The insurer has ‘Solvency Ratio’ less than 1.50 (or such ratio as prescribed by IRDA) in the preceding Financial Year
3. The ‘Expenses of Management’ of the insurer is not within the applicable norms prescribed in Rule 17D & Rule 17E of Insurance Rules, 1939 in the preceding Financial Year (25% for Nonlife insurers)
For approval, insurer will have to submit proposals through form PB 1(new office link on office filing home page).
A. New Office Filing – With Approval
[image: image1.png]



1. Login to BAP portal with valid user credentials, User Profile screen is displayed.
2. Click on Office Filing tab for office filing home screen to be displayed.
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Figure 1: Office Filing screen
3. Click New Office on the Office Filing screen. An application form is displayed. 

The new application process has 4 sections: Office Details, Application Details, Expected Business & Proposed Manpower & Digitally Sign.
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Figure 2: New Office filing screen

The buttons available on Office Filing screen are explained in the following table.

	Button
	Description

	Cancel
	Click this to stop the application in progress and go back to the home page. This will clear all the recent unsaved data in the application form.

	Back
	Click this to go back to the previous section.

	Reset
	Click this to restart the application, losing the current application form’s unsaved progress.

	Clear
	Click this to clear all the details filled in the form.

	Save & Continue
	Once details in one section of the form are complete, click on this to proceed while saving the data simultaneously.


Step 1: Office Details

The Office Details requires address details and classification of location where you are opening the office.
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4. Click on Office Filing tab.

5. Click on New Office link. 
The Office Details screen is displayed.
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Figure 3: Office Details screen

The fields in the Office Details screen are explained in the following table.

	Field
	Description

	Name of Insurer
	This displays name of the insurer filing the new office application. This data is prepopulated based on login. 

	Proposed Office Location Details

	Address Line 1
	Enter the address details.

	Address Line 2
	Enter the address details.

	Address Line 3
	Enter the address details.

	State/UT
	Select State or Union Territory from the drop-down list.

	District
	This field will be displayed after you select any state/UT. Select district from the drop-down list. 

	City/Town/Village
	This field will be displayed after you select any district. Select city/ town/ village from the drop-down list.

	Pin Code
	Enter your pin code number.

	Classification of Location

	Location
	Select type of location from the drop-down list.

	Type of Office
	Select type of office from the drop-down list

	Classification
	This field derives tier of the city (tier I-VI) based on City/Town/Village selected.

	Classification as per Census
	Derived field based on masters.


>> When you select a City/Town/Village which belong to Tier II to Tier VI and solvency margin, Expense of management are as per prescribed norms, a pop-up message is displayed as in below screenshot. Click on >>Go to New office – without approval  button.
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Figure 4: Redirect to New office without approval
Click on the link. You will be redirected to a screen where office opening will NOT require IRDA’s approval.
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Figure 5: Redirect to New office-without approval
(Click on this link to view further steps)
>> When you select a City/Town/Village which belong to Tier II to Tier VI and solvency margin, Expense of management NOT as per prescribed norms, a pop-up message is displayed. Click OK to continue.
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Figure 6: Pop-up message
Click on Save & Continue tab, a pop-up message is displayed mentioning the Unique Reference Number (URN) of the application. Click OK.
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Figure 7: URN screen

Step 2: Application Details

In Application Details section, other office related details are entered.
[image: image10.png]



     On Office Details screen, click Save & Continue. 
Application Details screen is displayed. 
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Figure 8: Application Details screen

Fields in Application Details screen are explained in the following table.

	Field
	Description

	Application Submission Details

	Date of submission
	This is a derived field. It displays date of submission of office application.

	How many previously approved offices are pending for opening with the insurer?
	This is a derived field. It displays number of approved offices which are yet to be intimated with actual office opening date.

	Whether the insurer complied with the prescribed ceiling on expenses of management during the previous financial year?
	This is a derived field. It is either YES or NO. It is derived based on data submitted through return filing F&A.

	The ceiling on expenses of management during the previous financial year is 
	This is a derived field. Value is derived from data submitted through return filing F&A.

	Whether the insurer complied with prescribed solvency norms during the previous financial year?
	This is a derived field. It is either YES or NO. It is derived based on data submitted through return filing F&A.

	The solvency margin during the previous financial year is
	This is a derived field. Value is derived from data submitted through return filing F&A.

	Proposed total capital expenditure involved in opening of the new offices
	Enter amount in the text box.

	Whether the office would be connected to the insurer's IT network?
	Select either YES or NO.

	Whether issue of online premium receipts is planned for the proposed offices?
	Select either YES or NO.

	If connectivity is not provided, what alternative servicing arrangements have been made and what is the distance of the proposed office from the nearest supporting office?
	Enter the relevant text in this field. Maximum 500 characters can be entered.

	Date of approval for opening of offices by the Board of Directors
	Enter date of approval in this field.


 

 

Step 3: Expected Business and Proposed Manpower
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 On Application Details screen, click Save & Continue. The Expected Business and Proposed Manpower screen is displayed.
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Figure 9 SEQ Figure \* ARABIC : Expected Business & Proposed Manpower screen
Fields in Expected Business & Proposed Manpower screen are explained in the following table.
	 Field
	Description

	Application Submission Details Continue

	Functions proposed to be handled at the proposed office
	Select the functions by clicking on the respective checkbox. Multiple functions can be selected. In case, you select “Others – pls specify”, a text box will be displayed where you can give a text up to 120 characters.

	Expected Business

	Add Row
	To make a new entry, click on this. This table can have multiple rows.

	Year
	Enter the year in this field. 

	No. of New Policies
	Enter the value in this field.

	Premium Income from new business
	Enter the value in this field.

	Delete
	Click on delete icon [image: image14.png]


 to delete the respective entry.

	Proposed Manpower

	Add Row
	Click on it to make a new entry. This table can have multiple rows also, so this is a provision to add new rows in table to enter details for various years.

	Designation
	Enter the designation in this field.

	No. of Employees
	Enter the number of employees employed against the designation entered. 

	Delete
	Click on delete icon [image: image15.png]


 to delete any entry.

	Supporting Documents

	Document Label
	It enlists all the supporting documents that are required.

	Select Document to Upload
	Click on browse to select the document you want to upload and then click on upload. The document will be uploaded.

	View Document
	Click on view return icon  [image: image16.png]


 to view the uploaded document.


Step 4: Digitally Sign

In Digitally Sign, authorised signatories need to attach digital signatures to complete New Office Filing application.
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On Expected Business & Proposed Manpower screen, click Save & Continue. The Digitally Sign screen is displayed. 
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Figure 10: Digitally Sign screen

Fields in Digitally Sign screen are explained in the following table.

	 Field
	Description

	Application Submission Details Continue

	View Form
	Click on this to view the filled office filing application.

	Status
	It displays whether application form has been signed by authorised designator(s) or not. If signature/s is attached, then digitally signed icon[image: image19.png]


is displayed. Else, signature pending icon[image: image20.png]


is displayed.

	Designation
	It displays designations of the authorised officials whose digital signatures are mandatory for application submission.

	User Name
	This displays name of the user submitting the application.

	Cancel
	Click this to stop the application progress and go back to the home page. This will clear all the recent unsaved data in the application form.

	Back
	Click this to go back to the previous section.

	Attach Digital Signature
	Once the form is completed, digital signatures are attached using this button.

	Submit
	Once you have completed the application form and digitally signed, the Submit button will be enabled, on click of Submit, the submission process will end.


After the digital signatures are attached, an acknowledgement message is displayed. Also, Back and Attach Digital Signature icons are disabled and Submit icon is enabled.
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Figure 11: Digital Signatures - Acknowledgement screen

Click on Submit. The following confirmation message will be displayed. Click on OK.
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Figure 12: Pop-up message
A new acknowledgement message will be displayed. Click OK.
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Figure 13: Submission - Acknowledgement screen

After submission, an e-mail notification will be sent to Compliance Officer and IRDA.

B. New Office Filing – Without Approval

[image: image24.png]



1. Login to BAP portal with valid user credentials, User Profile screen is displayed.
2. Click on Office Filing – Without Approval tab for the office filing screen to be displayed.
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Figure 14: New Office Filing – Without Approval screen

The new application process has 2 sections: Office Details & Digitally Sign and Submit.
Step 1: Office Details

The Office Details captures address and classification of location of new office.
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1. Click on Office Filing tab.

2. Click on Office Filing – Without Approval link.

The Office Details screen is displayed.
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Figure 15: Office Details screen

Click on Add New Office button. The screen shown below is displayed.
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Figure 16: Office address details screen

Fields in Office Details screen are described in the following table.

	Field
	Description

	Office Details

	Address Line 1
	Enter the address details.

	Address Line 2
	Enter the address details.

	Address Line 3
	Enter the address details.

	State
	Select the State from the drop-down list.

	District 
	This field is displayed after selecting any state/UT. Select district from the drop-down list. 

	City/Town 
	This field is displayed after selecting any district. Select city from the drop-down list.

	Pin Code
	Enter the pin code.

	Classification of Location

	Location 
	Select the type of location from the drop-down list.

	Type of Office 
	Select the type of office from the drop-down list

	Classification
	This field derives the tier of the city (tier I-VI) based on City/Town.

	Classification as per Census
	Derived field based on masters.

	Other Details

	Distinctive Code
	Enter a distinctive code uniquely assigned to offices across your organisation.

	Date of opening 
	Select the type of office from the drop-down list

	Done
	Once details in one section of the form are completed, you can click on this to proceed while saving the data simultaneously.

	Close
	This will close the screen clearing all the recent unsaved data.


Click on Done. A notification pop-up will be displayed. Click OK.
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Figure 17: Acknowledgement Message screen
Step 2: Digitally Sign & Submit

In Digitally Sign, you need to attach the digital signatures of the authorised designators for the successful submission of the New Office Filing application.
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On Office Details sheet, once all details are filled, this screen will be displayed. 
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Figure 18: Digitally Sign & Submit screen
Fields in Digitally Sign & Submit screen are described in the following table.

	 Field
	Description

	Bulk Office Filing

	Check Box [image: image32.png]



	Click on this to select the forms to be digitally signed. When tick mark appears, the form is selected.

	View Form
	Click on this to view the filled office filing application.

	URN of office
	This is a derived field and displays the Unique Reference Number (URN) of the application based.

	Distinctive Code
	Enter a distinctive code uniquely assigned to offices across your organisation.

	Date of opening
	This is a derived field and displays the date of opening of office as mentioned by you in the office details.

	Address
	This is a derived field and displays the address of the office as mentioned by you in the office details.

	Digital Signature
	It displays whether application form has been signed by the authorised designator(s) or not. If the signature is attached, then digitally signed icon[image: image33.png]


is displayed. If not, then signature pending icon[image: image34.png]


is displayed.

	Status
	It displays whether application form has been signed by the authorised designator(s) or not. If signature is attached, then digitally signed icon[image: image35.png]


is displayed. If not, then signature pending icon[image: image36.png]


is displayed.

	Designation
	It displays designations of the authorised officials whose digital signatures are mandatory for application submission.

	User Name
	This displays name of the user submitting the application.

	Cancel
	Click this to stop the application progress and go back to the home page.

	Attach Digital Signature
	Once the form is completed, digital signatures are attached. The application form will be sent to IRDA after this.

	Submit
	Click to submit the application form once it is complete and have attached digital signatures. It will send the form to IRDA.


After the digital signatures are attached, an acknowledgement is displayed. Also, Back and Attach Digital Signature icons are disabled and Submit icon is enabled. Also, status of the application is updated to digitally signed ( [image: image37.png]


).
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Figure 19: Digitally Sign & Submit screen

Click Submit.  An acknowledgement message will be displayed. Click OK.
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Figure 20: Submission - Acknowledgement screen

After submission, an e-mail notification will be sent to the Compliance Officer and IRDA.

2. Relocate Office

This option is used to file relocation of an existing office. An application form with new updated address details and digital signatures of authorised designators will be submitted to IRDA. IRDA’s approval is required if relocation is done across a State, District or City.
[image: image40.png]



1. Login to BAP portal with valid user credentials, User Profile screen is displayed.
2. Click on Office Filing tab for the office filing screen to be displayed.
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Figure 21: Relocate Office screen

Click on Relocate Office tab. The following screen will be displayed.
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Figure 22: Relocate Office screen

The fields in Relocate Office screen are described in the following table.

	 Field
	Description

	Office UIN
	Enter the office UIN. Your application form will be listed.

	State
	Select state from drop-down list. All offices in the state will be displayed.

	District
	Once you select state, this filter will be enabled and you can narrow down your search by selecting district from the drop-down list. All offices in the chosen state and district will be displayed.

	City
	Once you select district, this filter will be enabled and you can narrow down your search by selecting city from the drop-down list. All offices in the chosen state, district and city will be displayed.

	Pin Code
	Enter pin code of the location of your office. All offices in the mentioned pin code area will be displayed.

	Distinctive Code
	Enter a distinctive code uniquely assigned to offices across your organisation.

	Show Offices
	Click on this after selecting the parameter values. All offices as per the parameters chosen will be displayed.

	Clear
	Click this to clear filtered parameters and enter new parameter values.


Select the parameters. Click Show Offices. The list of offices will be displayed.
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Figure 23: Relocate Office – Search List screen

Fields in Relocate Office screen are described in the following table.

	 Field
	Description

	Address
	This displays the address of the office as entered in the application form.

	Distinctive Code
	This displays distinctive code of the office as entered in application form.

	UIN
	This displays the UIN of the application form.

	Created Date
	This displays the date on which the application was created.

	Date of Opening
	This displays the date of opening of the office.

	Status
	This displays status of the application – launched/ approved/ cancelled.

	Application Type
	This displays the type of application – whether it is a new office application or a relocation application or a closure application.

	View Form
	Click on the icon [image: image44.png]


  to view filled office filing application.

	Apply for Relocation
	Click on the icon [image: image45.png]


to open the application form, update address details and submit the application for relocation.


Relocation has 3 sections: Office Details, Relocation Details & Digital Signatures.
Step 1: Office Details

In Office Details, details as per the last filled form are displayed. Also, there are fields to enter new updated address details.
[image: image46.png]


Click on Relocate Office tab. Search the application form. Click on the relocate office icon [image: image47.png]


. . The Office Details screen is displayed. 
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Figure 24(i) : Application Details screen
[image: image49.png]


Figure 24(ii) : Application Details screen

Fields in Office Details screen are explained in the following table.

	Field
	Description

	Name of Insurer
	This is a derived field and displays the name of the insurer applying for relocation of their office.

	Location Details of existing office

	Address Line 1
	This is a derived field and displays address details as entered earlier.

	Address Line 2
	This is a derived field and displays address details as entered earlier.

	Address Line 3
	This is a derived field and displays address details as entered earlier.

	State/UT
	This is a derived field and displays state/UT as entered earlier.

	District
	This is a derived field and displays district as entered earlier.

	City/Town/Village
	This is a derived field and displays city/town/village as entered earlier.

	Pin code
	This is a derived field and displays pin code as entered earlier.

	Location
	This is a derived field and displays location as entered earlier.

	Type of office
	This is a derived field and displays type of office as entered earlier.

	Date of office opening
	This is a derived field and displays date of office opening as entered earlier.

	Classification
	This is a derived field and displays classification of the office.

	Classification as per Census
	This is a derived field and displays classification as per census.

	Details of New Office Location

	Address Line 1
	Enter the address details.

	Address Line 2
	Enter the address details.

	Address Line 3
	Enter the address details.

	State/UT 
	Select the State or Union Territory from the drop-down list.

	District 
	Select the district from the drop-down list. 

	City/Town 
	Select the city from the drop-down list.

	Pin Code
	Enter the pin code.

	Classification of Location

	Location 
	Select the type of location from the drop-down list.

	Type of Office 
	Select the type of office from the drop-down list

	Classification
	This field derives tier of the city (tier I-VI) based on City/Town.

	Classification as per Census
	Derived field based on masters.


Your application will require IRDA’s approval if relocation is being done within same State, District or City.

Step 2: Relocation Details

In Relocation Details, details are displayed based on the selection of city and values of solvency margin and expenses of management.

[image: image50.png]


Click Save & Continue tab on Office Details tab. Relocation Details screen is displayed. 
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Figure 25 : Relocation Details screen
The fields in Relocation Details screen are explained in the following table.

	Field
	Description

	Other Details

	Proposed Date of Relocation
	Enter the proposed date of relocation for office to the new location.

	Date of approval by the Board of Directors for relocating of the office
	Enter the date of approval by the board of directors for relocating of the office to the new location.

	Notified to policy holder on relocation?
	Select YES or NO. If policyholders are notified, select YES else NO.

	Date of notification
	If policyholders are notified for relocation (YES), this filed will be enabled. Enter the date on which the insurers were notified.

	Mode of notification to policyholders
	If policyholders are notified for relocation (YES), this filed will be enabled. Enter the mode through which policyholders are notified. 

	Supporting Documents

	Document Label
	It enlists all the supporting documents that are required.

	Select Document to Upload
	Click on browse to select the document you have to upload and then click on upload. The document will be uploaded.

	View Document
	Click on view return icon  [image: image52.png]


 to view the uploaded document.


Step 3: Digital Signature

In Digitally Signatures, you need to attach the digital signatures of the authorised designators for successful submission of the Relocate Office application.

[image: image53.png]


On Relocation Details screen, click Save & Continue. The Digital Signature screen is displayed. 
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Figure 26: Digital Signature screen
The fields in Digital Signature screen are described in the following table.

	 Field
	Description

	Application Submission Details Continue

	View Form
	Click on view form icon [image: image55.png]


 to view filled relocation application.

	Status
	It displays whether application form has been signed by the authorised designator(s) or not. If signature is attached, then digitally signed icon[image: image56.png]


is displayed. If not, then signature pending icon[image: image57.png]


is displayed.

	Designation
	It displays designations of the authorised officials whose digital signatures are mandatory for application submission.

	User Name
	This displays the name of the user submitting the application.

	Cancel
	Click this to stop the application progress and go back to the home page. This will clear all the recent unsaved data in the application form.

	Back
	Click this to go back to the previous section.

	Attach Digital Signature
	Once the form is completed, digital signatures are attached. The application form will be sent further to IRDA after this.

	Submit
	Click to submit the application form once you have completed the form and have attached digital signatures. It will send the form to IRDA.


After digital signatures are attached, an acknowledgement is displayed. Also, Back and Attach Digital Signature icons are disabled and Submit icon gets enabled.
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Figure 27: Digital Signatures - Acknowledgement screen

Click Submit.  A new acknowledgement message will be displayed. Click OK.
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Figure 28: Submission - Acknowledgement screen

After submission, an e-mail notification will be sent to the Compliance Officer and IRDA.

If the relocation is done within the same state, city or district, the application won’t require any approval and the status of the application will be “Launched”.
3. Close Office

This option is used for closing an existing office. An application form along with digital signatures of authorised designators will have to be submitted to IRDA.

[image: image60.png]



1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the office filing screen to be displayed.
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Figure 29: Close Office screen

3. Click on Close Office tab. The following screen will be displayed.
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Figure 30: Close Office – Search List screen

The fields in Close Office screen are described in the following table.

	 Field
	Description

	Office UIN
	Enter the office UIN. Your application form will be listed.

	State
	Select state from drop-down list. All offices in the state will be displayed.

	District
	Once you select state, this filter will be enabled and you can narrow down your search by selecting district from the drop-down list. All offices in the chosen state and district will be displayed.

	City
	Once you select district, this filter will be enabled and you can narrow down your search by selecting city from the drop-down list. All offices in the chosen state, district and city will be displayed.

	Pin Code
	Enter pin code of location of the office. All offices in the pin code area will be displayed.

	Distinctive Code
	Enter a distinctive code uniquely assigned to offices across your organisation.

	Show Offices
	After you select the parameter values, click on “Show Offices”. The list of all the offices as per the parameters chosen will be displayed.

	Clear
	Click this to clear the filtered parameters and enter new parameter values.

	Address
	This displays the address of the office as entered in the application form.

	Distinctive Code
	This displays distinctive code of the office as entered in application form.

	UIN
	This displays the UIN of the application form.

	Created Date
	This displays the date on which the application was created.

	Date of Opening
	This displays the date of opening of the office.

	Status
	This displays status of the application – launched/ approved/ cancelled.

	Application Type
	This displays the type of application – whether it is a new office application or a relocation application or a closure application.

	View Form
	Click on the icon [image: image63.png]


  to view the filled office filing application.

	Apply for Closure
	Click on the icon [image: image64.png]


to open the application form, fill it and submit the application for closure.


This has 2 sections: Closure Details, Digital Signature.
Step 1: Closure Details

In Office Details, details as per the last filled form are displayed. Also, there are fields to enter the new updated address details.

[image: image65.png]


Click on Close Office tab. Search application form. Click on office closure icon [image: image66.png]


.. The Closure Details screen is displayed. 
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Figure 31(i) : Closure Details screen
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Figure 31(ii) : Closure Details screen

The fields in the Closure Details screen are explained in the following table.

	Field
	Description

	Name of Insurer
	This is a derived field and displays the name of the insurer applying for relocation of their office.

	Location Details of existing office

	Address Line 1
	This is a derived field and displays address details as entered earlier.

	Address Line 2
	This is a derived field and displays address details as entered earlier.

	Address Line 3
	This is a derived field and displays address details as entered earlier.

	State/UT
	This is a derived field and displays state/UT as entered earlier.

	District
	This is a derived field and displays district as entered earlier.

	City/Town/Village
	This is a derived field and displays city/town/village as entered earlier.

	Pin code
	This is a derived field and displays pin code as entered earlier.

	Location
	This is a derived field and displays location as entered earlier.

	Type of office
	This is a derived field and displays type of office as entered earlier.

	Date of office opening
	This is a derived field and displays date of office opening as entered earlier.

	Classification
	This is a derived field and displays classification of the office.

	Classification as per Census
	This is a derived field and displays classification as per census.

	Other Details

	Unique Identification Number (UIN)
	This is a derived field and displays Unique Identification Number (UIN).

	Proposed Date of Closure
	Enter the proposed date of closure for the office to the new location.

	Date of approval by the Board of Directors for closing of office
	Enter the date of approval by the board of directors for closing office to the new location.

	Notified to policy holder on closure?
	Select YES or NO. If policyholders are notified, select YES else NO.

	Date of notification
	If policyholders are notified for closure (YES), this filed will be enabled. Enter the date on which the insurers were notified.

	Mode of notification to policyholders
	If policyholders are notified for closure (YES), this filed will be enabled. Enter the mode through which policyholders are notified. 

	Pin Code
	Enter the pin code.

	Classification of Location

	Location 
	Select the type of location from the drop-down list.

	Type of Office 
	Select the type of office from the drop-down list

	Classification
	This field derives the tier of the city (tier I-VI) based on City/Town.

	Classification as per Census
	Derived field based on masters.


Step 2: Digital Signatures

In Digitally Signatures, you need to attach digital signatures of the authorised designators for successful submission of Close Office application.

[image: image69.png]


On Closure Details screen, click Save & Continue. Digital Signature screen is displayed. 
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Figure 32: Digital Signature screen

The fields in Digital Signature screen are described in the following table.

	 Field
	Description

	Application Submission Details Continue

	View Form
	Click on view form icon [image: image71.png]


 to view filled closure application.

	Status
	It displays whether application form has been signed by the authorised designator(s) or not. If the signature is attached, then digitally signed icon[image: image72.png]


is displayed. If not, then signature pending icon[image: image73.png]


is displayed.

	Designation
	It displays the designations of the authorised officials whose digital signatures are mandatory for application submission.

	User Name
	This displays name of the user submitting the application.

	Cancel
	Click this to stop the application progress and go back to home page. This will clear all the recent unsaved data in the application form.

	Back
	Click this to go back to the previous section.

	Attach Digital Signature
	Once the form is completed, digital signatures are attached. The application form will be sent further to IRDA after this.

	Submit
	Click to submit the application form once you have completed the form and have attached digital signatures. It will send the form to IRDA.


After the digital signatures are attached, an acknowledgement is displayed. Also, Back and Attach Digital Signature icons are disabled and Submit icon gets enabled.
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Figure 33: Digital Signatures - Acknowledgement screen

Click Submit.  A new acknowledgement message will be displayed. Click OK.
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Figure 34: Submission - Acknowledgement screen

After submission, an e-mail notification will be sent to the Compliance Officer and IRDA.

INTIMATION
1. Intimate New Office – Without Approval

[image: image76.png]



1. Login to BAP portal with valid user credentials, User Profile screen is displayed.
2. Click on Office Filing – Without Approval tab. Office filing screen will be displayed.
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Figure 35: Intimate New Office – Without Approval screen

The new application process has 2 sections: Office Details, Digitally Sign And Submit.
Step 1: Office Details

The Office Details asks for address details and classification of location of your company.
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1. Click on Office Filing tab.

2. Click on Office Filing – Without Approval tab.

The Office Details screen is displayed.
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Figure 36: Office Details screen

3. Click on Add New Office tab. The screen shown below is displayed.
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Figure 37: Office Details screen

Fields in Office Details screen are explained in the following table.

	Field
	Description

	Office Details

	Address Line1
	Enter address details.

	Address Line2
	Enter address details.

	Address Line3
	Enter address details.

	State
	Select state from the drop-down list.

	District 
	This field will be displayed after you select any state. Select district from the drop-down list. 

	City/Town 
	This field will be displayed after you select any district. Select the city from the drop-down list.

	Pin Code
	Enter the pin code.

	Classification of Location

	Location 
	Select the type of location from the drop-down list.

	Type of Office 
	Select the type of office from the drop-down list

	Classification
	This field derives the tier of the city (tier I-VI) based on City/Town.

	Classification as per Census
	Derived field based on masters.

	Other Details

	Distinctive code
	Enter a distinctive code uniquely assigned to offices across your organisation.

	Date of opening 
	Select the type of office from the drop-down list

	Done
	Once details in one section of the form are completed, you can click on this to proceed while saving the data simultaneously.

	Close
	This will close the screen clearing all the recent unsaved data, if any.


Click on Done. A notification pop-up will be displayed.
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Figure 38: Acknowledgement Message screen

Click OK. This will take you to Digitally Sign & Submit screen.

Step 2: Digitally Sign & Submit

In Digitally Sign, you need to attach digital signatures of the authorised designators for the successful submission of the New Office Filing application.

Application needs to be signed by Chief Executive officer/Managing director and Compliance officer.

[image: image82.png]


On Office Details sheet, once all details are filled, this screen will be displayed. 
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Figure 39: Digitally Sign & Submit screen

The fields in Digitally Sign & Submit screen are described in the following table.

	 Field
	Description

	Bulk Office Filing

	Check Box [image: image84.png]



	Click on this to select the forms to be digitally signed. When tick mark appears, the form is selected.

	View Form
	Click on this to view the filled office filing application.

	URN of office
	This is a derived field and displays the Unique Reference Number (URN).

	Distinctive Code
	This is a derived field and displays the distinctive code of the office as entered earlier.

	Date of opening
	This is a derived field and displays the date of opening of office as entered earlier.

	Address
	This is a derived field and displays address of office as entered earlier..

	Digital Signature
	It displays whether application form has been signed by the authorised designator(s) or not. If signature is attached, then digitally signed icon[image: image85.png]


is displayed. If not, then signature pending icon[image: image86.png]


is displayed.

	Status
	It displays whether application form has been signed by the authorised designator(s) or not. If the signature is attached, then digitally signed icon[image: image87.png]


is displayed. If not, then signature pending icon[image: image88.png]


is displayed.

	Designation
	It displays designations of the authorised officials whose digital signatures are mandatory for application submission.

	User Name
	This displays name of the user submitting the application.

	Cancel
	Click this to stop the application progress and go back to the home page.

	Attach Digital Signature
	Once the form is completed, digital signatures are attached. The application form will be sent to IRDA after this.

	Submit
	Click to submit the application form once you have completed the form and have attached digital signatures. It will send the form to IRDA.


After the digital signatures are attached, an acknowledgement is displayed. Also, Attach Digital Signature icon is disabled and Submit icon gets enabled. Status of application is updated to digitally signed ( [image: image89.png]


).
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Figure 40: Digitally Sign & Submit screen

Click Submit.  A new acknowledgement message will be displayed. Click OK.
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Figure 41: Submission - Acknowledgement screen

After submission, an e-mail notification will be sent to the Compliance Officer and IRDA.

2. Intimate New Office

When any insurer opens a new office, then you need to intimate IRDA about the new office.
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1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the office filing screen to be displayed.
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Figure 42: Intimate New Office screen

Click on Intimate New Office tab. The following screen will be displayed.
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Figure 43: Intimate New Office screen

The fields in Intimate New Office screen are explained in the following table.

	 Field
	Description

	Address
	This displays address of the office as entered in the application form.

	Distinctive Code
	This displays distinctive code of the office as entered earlier.

	UIN
	This displays the UIN of the application form.

	URN
	This displays the URN of the application form.

	Created Date
	This displays the date on which the application was created.

	Date of Opening
	This displays the date of opening of the office.

	Application Type
	This displays the type of application – whether it is a new office application or a relocation application or a closure application.

	Intimation
	If this entry is enabled, then you need to submit the intimation else the intimation is already done.

	View Form
	Click on view form icon [image: image95.png]


  to view the filled office filing application.


Click on Intimate New Office link. The following screen will be displayed.
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Figure 44: Intimate New Office screen
The fields in Intimate New Office screen are explained in the following table.
	Button
	Description

	UIN
	This displays the Unique Identification Number (UIN) of the application.

	Name Of Insurer
	This displays the name of the insurer giving intimation to IRDA.

	Distinctive Code
	Enter a distinctive code uniquely assigned to offices across your organisation.

	Date of Office Opening
	Enter the date of office opening.

	Office Location Details

	Address Line 1
	Enter the address details.

	Address Line 2
	Enter the address details.

	Address Line 3
	Enter the address details..

	State/UT
	This displays the state/UT as entered in the office filing form.

	District
	This displays the district as entered in the office filing form.

	City/Town/Village
	This displays the city/town/village as entered in the office filing form.

	Pin code
	Enter pin code of the location.

	Classification of Location

	Location
	This is a derived field and displays location as entered earlier.

	Type of office
	This is a derived field and displays type of office as entered earlier.

	Classification
	This is a derived field and displays classification of the office.

	Classification as per Census
	This is a derived field and displays classification as per census.

	Remarks
	Enter the remarks in the given text box.

	Back
	Click this to go back to the previous section.

	Reset
	Click this to restart the application, losing the current application form’s unsaved progress.

	Clear
	Click this to clear all the details filled in the form.

	Submit
	Click this to submit the intimation and proceed further.


Click on Submit. Following acknowledgement screen will be displayed. Click OK. 
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Figure 45: Submission – Acknowledgement Screen
3. Intimate Relocated Office

When any insurer relocates any of its office, then you need to intimate IRDA regarding the new office.
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1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the office filing screen to be displayed.
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Figure 46: Intimate Relocated Office screen

Click on Intimate Relocated Office tab. The following screen will be displayed.
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Figure 47: Intimate Relocated Office screen
The fields in Intimate Relocated Office screen are explained in the following table.

	 Field
	Description

	Address
	This displays address of the office as entered in the application form.

	Distinctive Code
	This displays distinctive code of the office as entered earlier.

	UIN
	This displays the UIN of the application form.

	URN
	This displays the URN of the application form.

	Created Date
	This displays the date on which the application was created.

	Date of Opening
	This displays the date of opening of the office.

	Application Type
	This displays the type of application – whether it is a new office application or a relocation application or a closure application.

	Intimation
	If this entry is enabled, then you need to submit the intimation else the intimation is already done.

	View Form
	Click on view form icon [image: image101.png]


  to view the filled office filing application.


Click on Intimate Relocated Office link. The following screen will be displayed.
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Figure 48: Intimate Relocated Office screen
The fields in Intimate Relocated Office screen are explained in the following table.
	Button
	Description

	UIN
	This displays the Unique Identification Number (UIN) of the application.

	Name Of Insurer
	This displays the name of the insurer giving intimation to IRDA.

	Distinctive Code
	This displays the distinctive code of the office.

	Date of Office Relocation
	Enter the date of office relocation.

	Office Location Details

	Address Line 1
	Enter the address details.

	Address Line 2
	Enter the address details.

	Address Line 3
	Enter the address details.

	State/UT
	This displays the state/UT as entered in the office filing form.

	District
	This displays the district as entered in the office filing form.

	City/Town/Village
	This displays the city/town/village as entered in the office filing form.

	Pin code
	Enter pin code of the location.

	Classification of Location

	Location
	This is a derived field and displays location as entered earlier.

	Type of office
	This is a derived field and displays type of office as entered earlier.

	Classification
	This is a derived field and displays classification of the office.

	Classification as per Census
	This is a derived field and displays classification as per census.

	Remarks
	Enter the remarks in the given text box.

	Back
	Click this to go back to the previous section.

	Reset
	Click this to restart the application, losing the current application form’s unsaved progress.

	Clear
	Click this to clear all the details filled in the form.

	Submit
	Click this to submit the intimation and proceed further.


Click on Submit. The following screen will be displayed. Click OK.
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Figure 49: Acknowledgement Message Screen
4. Intimate Closed Office

When any insurer closes any of its office, then you need to intimate IRDA regarding the new office.

[image: image104.png]



1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the office filing screen to be displayed.
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Figure 50: Intimate Closed Office screen

Click on Intimate Closed Office tab. The following screen will be displayed.
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Figure 51: Intimate Closed Office screen

The fields in Intimate Closed Office screen are explained in the following table.

	 Field
	Description

	Address
	This displays address of the office as entered in the application form.

	Distinctive Code
	This displays distinctive code of the office as entered in the application form.

	UIN
	This displays the UIN of the application form.

	URN
	This displays the URN of the application form.

	Created Date
	This displays the date on which the application was created.

	Date of Opening
	This displays the date of opening of the office.

	Application Type
	This displays the type of application – whether it is a new office application or a relocation application or a closure application.

	Intimation
	If this entry is enabled, then you need to submit the intimation else the intimation is already done.

	View Form
	Click on view formicon [image: image107.png]


  to view the filled office filing application.


Click on Intimate Close Office link. The following screen will be displayed.
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Figure 52: Intimate Closed Office screen.
The fields in Intimate Closed Office screen are explained in the following table.

	Button
	Description

	UIN
	This displays Unique Identification Number(UIN) of application.

	Name Of Insurer
	This displays the name of the insurer giving intimation to IRDA.

	Distinctive Code
	This displays the distinctive code of the office.

	Date of Office Closure
	Enter the date of office closure.

	Office Location Details

	Address Line 1
	This displays the address details as entered in the application form.

	Address Line 2
	This displays the address details as entered in the application form.

	Address Line 3
	This displays the address details as entered in the application form.

	State/UT
	This displays the state/UT as entered in the office filing form.

	District
	This displays the district as entered in the office filing form.

	City/Town/Village
	This displays the city/town/village as entered in office filing form.

	Pin code
	This displays the pin code of the location.

	Classification of Location

	Location
	This displays the location as entered earlier.

	Type of office
	This is a derived field and displays type of office as entered earlier.

	Classification
	This is a derived field and displays classification of the office.

	Classification as per Census
	This is a derived field and displays classification as per census.

	Remarks
	Enter the remarks in the given text box.

	Back
	Click this to go back to the previous section.

	Reset
	Click this to restart the application, losing the current application form’s unsaved progress.

	Clear
	Click this to clear all the details filled in the form.

	Submit
	Click this to submit the intimation and proceed further.


Click on Submit. The following screen will be displayed. Click OK.
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Figure 53: Submission - Acknowledgement screen
REAPPLY
1. Reapply Declined Office

When any office filing application is declined, then you can re-apply for it. You can re-apply only after 3 months from the date of rejection by IRDA. 
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1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the office filing screen to be displayed.
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Figure 54: Reapply Declined Office screen

3. Click on Reapply Declined Office tab. The following screen will be displayed.
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Figure 55: Reapply Declined Office screen
The fields in Reapply Declined Office are explained in the following table.

	 Field
	Description

	Address
	This displays address of the office as entered in the application form.

	Distinctive Code
	This displays distinctive code of office as entered in application form.

	UIN
	This displays the UIN of the application form.

	URN
	This displays the URN of the application form.

	Created Date
	This displays the date on which the application was created.

	Date of Opening
	This displays the date of opening of the office.

	Application Type
	This displays the type of application – whether it is a new office application or a relocation application or a closure application.

	View Form
	Click on the icon [image: image113.png]


  to view the filled office filing application.

	Reapply
	Click on the icon [image: image114.png]


to re-apply for the declined application.


Click on Reapply link. Further proceeding will vary based on these application types - New Office, Closure & Relocate.
A. Reapply Declined Office – New Office

[image: image115.png]



1. Login to BAP portal with valid user credentials,

2. Click on Office Filing tab.

3. Click on Reapply Declined Office tab.

4. Click on reapply icon[image: image116.png]


 for any application with application type New Office.
 The following screen will be displayed.
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Figure 56: Reapply Declined Office – New Office screen
The fields in Reapply Declined Office – New Office screen are explained below:
	 Field
	Description

	City
	This displays the city in which office is located as entered in the application form.

	Distinctive Code
	This displays the distinctive code of the office as entered in the application form.

	URN
	This displays the Unique Reference Number (URN).

	Remarks
	Enter the remarks in the given text box.

	Reapply
	Click on the tab to re-apply for the declined application.

	Cancel
	Click this to stop the application progress and go back to the home page. This will clear all the recent unsaved data in the application form.


Enter the remarks. Click on Reapply tab. 

The application will be automatically submitted for re-applying.
B. Reapply Declined Office - Relocate

[image: image118.png]



1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab.

3. Click on Reapply Declined Office tab.

4. Click on reapply icon[image: image119.png]


 for any application with application type Relocate.
This has 3 sections: Office Details, Relocation Details & Digital Signatures.
Step 1: Office Details

In Office Details, details as per the last filled form are displayed. Also, there are fields to enter the new updated address details.
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Figure 57(i) : Office Details screen

[image: image121.png]


Figure 57(ii) : Office Details Screen
The fields in the Office Details screen are explained in the following table.

	Field
	Description

	Name of Insurer
	This is a derived field and displays the name of the insurer applying for relocation of their office.

	Location Details of existing office

	Address Line 1
	This is a derived field and displays address details as entered earlier.

	Address Line 2
	This is a derived field and displays address details as entered earlier.

	Address Line 3
	This is a derived field and displays address details as entered earlier.

	State/UT
	This is a derived field and displays state/UT as entered earlier.

	District
	This is a derived field and displays district as entered earlier.

	City/Town/Village
	This is a derived field and displays city/town/village as entered earlier.

	Pin code
	This is a derived field and displays pin code as entered earlier.

	Location
	This is a derived field and displays location as entered earlier.

	Type of office
	This is a derived field and displays type of office as entered earlier.

	Date of office opening
	This is a derived field and displays date of office opening as entered earlier.

	Classification
	This is a derived field and displays classification of the office.

	Classification as per Census
	This is a derived field and displays classification as per census.

	Details of New Office Location

	Address Line 1
	Enter the address details.

	Address Line 2
	Enter the address details.

	Address Line 3
	Enter the address details.

	State/UT 
	Select the State or Union Territory from the drop-down list.

	District 
	Select the district from the drop-down list. 

	City/Town 
	Select the city from the drop-down list.

	Pin Code
	Enter the pin code.

	Classification of Location

	Location 
	Select the type of location from the drop-down list.

	Type of Office 
	Select the type of office from the drop-down list

	Classification
	This field derives the tier of the city (tier I-VI) based on City/Town.

	Classification as per Census
	Derived field based on masters.


Click on Save & Continue tab.
Step 2: Relocation Details

In Relocation Details, details are displayed based on the selection of city and values of solvency margin and expenses of management.
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Click Save & Continue on Office Details tab. Relocation Details screen is displayed. 
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Figure 58 : Relocation Details screen
The fields in the Relocation Details screen are explained in the following table.

	Field
	Description

	Other Details

	Proposed Date of Relocation
	Enter the proposed date of relocation for the office to the new location.

	Date of approval by the Board of Directors for relocating of the office
	Enter the date of approval by the board of directors for relocating of the office to the new location.

	Notified to policy holder on relocation?
	Select YES or NO. If policyholders are notified, select YES else NO.

	Date of notification
	If policyholders are notified for relocation (YES), this filed will be enabled. Enter the date on which the insurers were notified.

	Mode of notification to policyholders
	If policyholders are notified for relocation (YES), this filed will be enabled. Enter the mode through which policyholders are notified. 

	Supporting Documents

	Document Label
	It enlists all the supporting documents that are required.

	Select Document to Upload
	Click on browse to select the document you have to upload and then click on upload. The document will be uploaded.

	View Document
	Click on view return icon  [image: image124.png]


 to view the uploaded document.


Step 3: Digital Signature

In Digitally Signature, you need to attach digital signatures of the authorised designators for successful submission of the Reapply Declined Office – Relocate application.
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On Relocation Details screen, click Save & Continue. The Digital Signature screen is displayed. 
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Figure 59: Digital Signature screen

The fields in Digital Signature screen are described in the following table.

	 Field
	Description

	Application Submission Details Continue

	View Form
	Click on view form icon [image: image127.png]


 to view filled relocation application.

	Status
	It displays whether application form has been signed by the authorised designator(s) or not. If the signature is attached, then digitally signed icon[image: image128.png]


is displayed. If not, then signature pending icon[image: image129.png]


is displayed.

	Designation
	It displays the designations of the authorised officials whose digital signatures are mandatory for application submission.

	User Name
	This displays the name of the user submitting the application.

	Cancel
	Click this to stop the application progress and go back to the home page. This will clear all the recent unsaved data in the application form.

	Back
	Click this to go back to the previous section.

	Attach Digital Signature
	Once the form is completed, digital signatures are attached. The application form will be sent further to IRDA after this.

	Submit
	Click to submit the application form once you have completed the form and have attached digital signatures. It will send the form to IRDA.


After digital signatures are attached, an acknowledgement is displayed. Also, Back and Attach Digital Signature icons are disabled and Submit icon gets enabled. Click OK.
[image: image130.png]ation  AdvertisementFiling _ Product Filing_ Returns.

ou have dgtally signed the data





Figure 60: Digital Signatures - Acknowledgement screen

Click Submit.  A new acknowledgement message will be displayed. Click OK.
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Figure 61: Submission - Acknowledgement screen

After submission, an e-mail notification will be sent to the Compliance Officer and IRDA.
C. Reapply Declined Office - Closure
[image: image132.png]



1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab.

3. Click on Reapply Declined Office tab.

4. Click on reapply icon[image: image133.png]


 for any application with application type Closure.
This has 2 sections: Closure Details, Digital Signatures 
Step 1: Closure Details

In Office Details, details as per the last filled form are displayed. Also, there are fields to enter the new updated address details. 
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Figure 62(i) : Closure Details screen
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Figure 62(ii) : Closure Details screen

The fields in the Closure Details screen are explained in the following table.

	Field
	Description

	Name of Insurer
	This is a derived field and displays the name of the insurer applying for relocation of their office.

	Location Details of existing office

	Address Line 1
	This is a derived field and displays address details as entered earlier.

	Address Line 2
	This is a derived field and displays address details as entered earlier.

	Address Line 3
	This is a derived field and displays address details as entered earlier.

	State/UT
	This is a derived field and displays state/UT as entered earlier.

	District
	This is a derived field and displays district as entered earlier.

	City/Town/Village
	This is a derived field and displays city/town/village as entered earlier.

	Pin code
	This is a derived field and displays pin code as entered earlier.

	Location
	This is a derived field and displays location as entered earlier.

	Type of office
	This is a derived field and displays type of office as entered earlier.

	Date of office opening
	This is a derived field and displays date of office opening as entered earlier.

	Classification
	This is a derived field and displays classification of the office.

	Classification as per Census
	This is a derived field and displays classification as per census.

	Other Details

	Unique Identification Number (UIN)
	This is a derived field and displays the Unique Identification Number (UIN).

	Proposed Date of Closure
	Enter the proposed date of closure for the office to the new location.

	Date of approval by the Board of Directors for closing of office
	Enter the date of approval by the board of directors for closing office to the new location.

	Notified to policy holder on closure?
	Select YES or NO. If policyholders are notified, select YES else NO.

	Date of notification
	If policyholders are notified for closure (YES), this filed will be enabled. Enter the date on which the insurers were notified.

	Mode of notification to policyholders
	If policyholders are notified for closure (YES), this filed will be enabled. Enter the mode through which policyholders are notified. 

	Pin Code
	Enter the pin code.

	Classification of Location

	Location 
	Select the type of location from the drop-down list.

	Type of Office 
	Select the type of office from the drop-down list

	Classification
	This field derives the tier of the city (tier I-VI) based on City/Town.

	Classification as per Census
	Derived field based on masters.


Step 2: Digital Signatures

In Digitally Signatures, you need to attach the digital signatures of the authorised designators for successful re-apply application form.
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On Closure Details screen, click Save & Continue. The Digital Signature screen is displayed. 
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Figure 63: Digital Signature screen

The fields in Digital Signature screen are described in the following table.

	 Field
	Description

	Application Submission Details Continue

	View Form
	Click on view form icon [image: image138.png]


 to view filled closure application.

	Status
	It displays whether application form has been signed by the authorised designator(s) or not. If the signature is attached, then digitally signed icon[image: image139.png]


is displayed. If not, then signature pending icon[image: image140.png]


is displayed.

	Designation
	It displays the designations of the authorised officials whose digital signatures are mandatory for application submission.

	User Name
	This displays the name of the user submitting the application.

	Cancel
	Click this to stop the application progress and go back to the home page. This will clear all the recent unsaved data in the application form.

	Back
	Click this to go back to the previous section.

	Attach Digital Signature
	Once the form is completed, digital signatures are attached. The application form will be sent further to IRDA after this.

	Submit
	Click to submit the application form once you have completed the form and have attached digital signatures. It will send the form to IRDA.


After the digital signatures are attached, an acknowledgement is displayed. Also, Back and Attach Digital Signature icons are disabled and “Submit” icon gets enabled.
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Figure 64: Digital Signatures - Acknowledgement screen

Click Submit.  A new acknowledgement message will be displayed. Click OK.
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Figure 65: Submission - Acknowledgement screen

After submission, an e-mail notification will be sent to the Compliance Officer and IRDA.
2. Reapply Lapsed Office

When any office filing application is lapsed, then you can re-apply for it. 

[image: image143.png]



1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the office filing screen to be displayed.
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Figure 66: Reapply Lapsed Office screen

Click on Reapply Lapsed Office tab. The following screen will be displayed.
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Figure 67: Reapply Lapsed Office screen
The fields in Reapply Lapsed Office are explained in the following table.

	 Field
	Description

	Address
	This displays the address of the office as entered in the application form.

	Distinctive Code
	This displays the distinctive code of the office as entered in the application form.

	UIN
	This displays the UIN of the application form.

	URN
	This displays the URN of the application form.

	Created Date
	This displays the date on which the application was created.

	Date of Opening
	This displays the date of opening of the office.

	Application Type
	This displays the type of application – whether it is a new office application or a relocation application or a closure application.

	View Form
	Click on the icon [image: image146.png]


  to view the filled office filing application.

	Reapply
	Click on the icon [image: image147.png]


to re-apply for the declined application.


SEARCH APPLICATION
1. Search Application Form

When any office filing application is declined, then you can re-apply the declined application form. You can re-apply only after 3 months from the date of rejection by IRDA. 

[image: image148.png]



1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the office filing screen to be displayed.
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Figure 68: Search Application Form screen

Click on Search Application Form tab. The following screen will be displayed.
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Figure 69: Search Application Form screen
The fields in Search Application Form screen are explained in the following table.

	 Field
	Description

	Office UIN
	Enter the UIN of the application form. The form will be displayed below.

	Application URN
	Enter the application URN of the application form. The form will be displayed below.

	Created On 
From: To:
	Enter the dates between which the application form was created. All the forms between the dates entered will be displayed.

	Status
	Select any status from the drop-down list. All the applications with the same status will be displayed below.

	State
	Select any state from the drop-down list. All the applications with offices opened in the same state will be displayed.

	District
	Select any district from the drop-down list. All the applications with offices opened in the same district will be displayed.

	Pin Code
	Enter the pin code. All the applications with offices opened in area with the same pin code will be displayed.

	Distinctive Code
	Enter a distinctive code uniquely assigned to offices across your organisation.

	Search Application/s
	After you select the parameter values, click on Search Application/s tab. The list of all the offices as per the parameters chosen will be displayed.

	Clear
	Click this to clear the filtered parameters and enter new parameter values.


Click on Search Application/s tab. The following screen will be displayed.
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Figure 70: Search Application Form screen
The fields in Search Application Form screen are explained in the following table.

	 Field
	Description

	Address
	This displays address of the office as entered in the application form.

	Distinctive Code
	This displays the distinctive code of the office as entered in the application form.

	UIN
	This displays the UIN of the application form.

	URN
	This displays the URN of the application form.

	Created Date
	This displays the date on which the application was created.

	Date of Opening
	This displays the date of opening of the office.

	Application Type
	This displays the type of application – whether it is a new office application or a relocation application or a closure application.

	View Form
	Click on the icon [image: image152.png]


  to view the filled office filing application.

	View History
	Click on the icon [image: image153.png]


 to view the version history of the selected application.


2. Search Offices

When any office filing application is declined, then you can re-apply the declined application form. You can re-apply only after 3 months from the date of rejection by IRDA. 

[image: image154.png]



1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the office filing screen to be displayed.
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Figure 71: Search Offices screen

Click on Search Office tab. The following screen will be displayed.
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Figure 72: Search Offices screen
The fields in Search Office screen are explained in the following table.

	 Field
	Description

	Office UIN
	Enter the UIN of the office. The form will be displayed below.

	Application UIN
	Enter the application UIN of the office. The form will be displayed below.

	Created On 
From: To:
	Enter the dates between which the office filing was done. All the offices between the dates entered will be displayed.

	Status
	Select any status from the drop-down list. All the offices with same status will be displayed below.

	State
	Select any state from the drop-down list. All the offices opened in the same state will be displayed.

	District
	Select any district from the drop-down list. All offices with offices opened in the same district will be displayed.

	Pin Code
	Enter the pin code. All the offices opened in area with same pin code will be displayed.

	Distinctive Code
	Enter a distinctive code uniquely assigned to offices across your organisation.

	Search Office/s
	After you select the parameter values, click on Search Office/s tab. All the offices as per the parameters chosen will be displayed.

	Clear
	Click this to clear the filtered parameters and enter new parameter values.


Click on Search Office/s tab. The following screen will be displayed.
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Figure 73: Search Offices screen
The fields in Search Office screen are explained in the following table.

	 Field
	Description

	Address
	This displays the address of the office as entered in the application form.

	Distinctive Code
	This displays the distinctive code of the office as entered in the application form.

	UIN
	This displays the UIN of the application form.

	URN
	This displays the URN of the application form.

	Created Date
	This displays the date on which the application was created.

	Date of Opening
	This displays the date of opening of the office.

	Application Type
	This displays the type of application – whether it is a new office application or a relocation application or a closure application.

	View Form
	Click on the icon [image: image158.png]


  to view the filled office filing application.

	View History
	Click on the icon [image: image159.png]


 to view the version history of the selected application.


YOUR REQUESTS
1. Drafts
Any office filing application in progress is saved here. You can select any application and proceed with submission to IRDA. 

[image: image160.png]



1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the office filing screen to be displayed.
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Figure 74: Drafts screen
Click on Drafts tab. The following screen will be displayed.
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Figure 75: Drafts screen
Fields in Drafts screen are explained in the following table
	 Field
	Description

	Address
	This displays the address of the office as entered in the application form.

	Distinctive Code
	This displays the distinctive code of the office as entered in the application form.

	UIN
	This displays the UIN of the application form.

	URN
	This displays the URN of the application form.

	Created Date
	This displays the date on which the application was created.

	Date of Opening
	This displays the date of opening of the office.

	Application Type
	This displays the type of application – whether it is a new office application or a relocation application or a closure application.

	Edit Draft Application
	Click on the icon [image: image163.png]


to edit the draft application.

	Attach Digital Signature
	Click on the icon [image: image164.png]


to attach the digital signatures for successful submission.

	View History
	Click on the icon [image: image165.png]


 to view the version history of the selected application.

	Delete Draft Application
	Click on the icon [image: image166.png]


to delete any application.


Click on Delete icon. The following screen will be displayed. Click Yes if you want to delete the application. Else click No.
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Figure 76: Delete Confirmation - Message screen
Click on View History icon. The following screen will be displayed.
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Figure 77: View History screen
Click on Edit Draft Application icon. This will proceed on basis of application type:

New Office, Relocation, Closure.
A. Drafts – New Office
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1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the advertisment filing screen to be displayed.

3. Click on Drafts tab. Select any application with application type – New Office.
The process comprises of 4 sections: Office Details, Application Details, Expected Business & Proposed Manpower, Digitally Sign.
Click on link to view the process(with approval).

Click on link to view the process(without approval).
B. Drafts – Relocate
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Login to BAP portal with valid user credentials, User Profile screen is displayed.
Click on Office Filing tab for office filing screen to be displayed.

Click on Drafts.  Select any application with application type  - Relocate.
This has 3 sections: Office Details, Relocation Details, Digital Signatures
Click on link to view the entire process.
C. Drafts – Closure

[image: image171.png]



Login to BAP portal with valid user credentials, User Profile screen is displayed.
Click on Office Filing tab for office filing screen to be displayed.

Click on Drafts.  Select any application with application type  - Closure.
This has 2 sections: Closure Details, Digital Signatures
Click on link to view the entire process

2. Pending for Clarification

When any office filing application is pending for clarification, then the insurer needs to submit clarification to IRDA for further processing and successful submission. 
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1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the office filing screen to be displayed.
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Figure 96: Pending for Clarification screen
Click on Pending for Clarification tab. The following screen will be displayed.
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Figure 97: Pending for Clarification screen
Fields in Pending for Clarification screen are explained in the following table
	 Field
	Description

	Address
	This displays the address of the office as entered in the application form.

	Distinctive Code
	This displays the distinctive code of the office as entered in the application form.

	UIN
	This displays the UIN of the application form.

	URN
	This displays the URN of the application form.

	Created Date
	This displays the date on which the application was created.

	Date of Opening
	This displays the date of opening of the office.

	Application Type
	This displays the type of application – whether it is a new office application or a relocation application or a closure application.

	View Form
	Click on view form icon[image: image175.png]


to view filled office filing application.

	Provide Clarification
	Click on the icon [image: image176.png]


to provide clarification for the application.


Click on Provide clarification icon. The following screen will be displayed.

[image: image177.png]° Legon

23 3u12018 {0222 P
Insurance Regulatory And Development Authority

Better Regulation Through Automation & Business Analytics §
iz Welcome Raheja QBE Compliance Officer

User Profile _ Investment Help Investments _ Insurer Regi Returns

This view shows Appications pending for clarfications from nsurer

R airess Subited Date_ Cliicaton Due On
T0201314500141042 | 24 PGS NORTH, NORTH 24 PARGANAS, WESTBENGAL | 10022014 1022016
Bview rom

Remarks by RDA  Requestfor Clarification

Remarks by Insurer * [Clarification Submitied

¥ Documents supporting clarification to be uploaded, f any

1 deciare that all information provided n this applcation form s true tothe best of my knowledge.




Figure 98: Pending for Clarification screen
Enter remarks. Select check box. Click Submit. The following screen will be displayed.
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Figure 99: Confirmation Message screen
Click Yes. The following screen will be displayed. Click Ok.
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Figure 100: Submission - Confirmation screen
3. Pending for Resubmission

When any office filing application is pending for resubmission, then you need to submit the application again following the whole procedure again. 
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1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the office filing screen to be displayed.
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Figure 101: Pending for Resubmission screen
Click on Pending for Resubmission tab. The following screen will be displayed.
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Figure 102: Pending for Resubmission screen
Fields in Pending for Resubmission screen are explained in the following table
	 Field
	Description

	Address
	This displays the address of the office as entered in the application form.

	Distinctive Code
	This displays the distinctive code of the office as entered in the application form.

	UIN
	This displays the UIN of the application form.

	URN
	This displays the URN of the application form.

	Created Date
	This displays the date on which the application was created.

	Date of Opening
	This displays the date of opening of the office.

	Application Type
	This displays the type of application – whether it is a new office application or a relocation application or a closure application.

	View Form
	Click on view form icon[image: image183.png]


to view filled office filing application.

	Reapply
	Click on the icon [image: image184.png]


to resubmit the application.


A. Pending for Resubmission – New Office
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1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the advertisment filing screen to be displayed.

4. Click on Pending for Resubmission tab. Select any application with application type – New Office.
The process comprises of 4 sections: Office Details, Application Details, Expected Business & Proposed Manpower, Digitally Sign.
Click on link for entire process(with approval).
Click on link for entire process(without approval).

B. Pending for Resubmission – Relocate
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1. Login to BAP portal with valid user credentials, User Profile screen is displayed.

2. Click on Office Filing tab for the advertisment filing screen to be displayed.

3. Click on Drafts tab. Select any application with application type – Relocate.
The process has 3 sections: Office Details, Relocation Details, Digital Signature.

Click on link for entire process.
C. Pending for Resubmission – Closure
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3. Login to BAP portal with valid user credentials, User Profile screen is displayed.

4. Click on Office Filing tab for the advertisment filing screen to be displayed.

4. Click on Drafts tab. Select any application with application type – Closure.
The process comprises of 2 sections: Closure Details, Digital Signature.

Click on link for entire process.

