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1. Introduction

This manual guides Non-Government Organization (NGO) users through the complete NGRAM portal
journey — from initial registration, building the NGO profile, submitting a new project proposal,
tracking its status, through to monitoring and uploading progress against approved work.

2. NGO Registration

A new NGO first registers on the portal, providing organizational details required to create its account.

Register your account

Department of Planning

(Government of Punjab)

Non-Government Organization
Grant And Monitoring

Already have an account 2Login

febsite is Designed and Developed by National Informatics Center, Government of India.

Figure 1: NGO Registration screen used by a new organization to create its NGRAM account.

3. Logging in to the NGRAM Portal

Login your account

& ]
Department of Planning
(Government of Punjab)

Non-Government Organization
Grant And Monitoring

Don't have an account 2Register

febsite is Designed and Developed by National Informatics Center, Government of India.

Figure 2: NGRAM portal login screen for registered NGO users.
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4. NGO Dashboard

After login, the NGO lands on its dashboard, which summarizes proposals, their statuses, and quick links
to key modules.

ram

B NGO Profile

Dashboard

2, Project Proposal
a2 Monitoring

Fund Utilization
a2 User Management

422 Reports

Figure 3: NGO dashboard showing a summary of proposals and their current status.

5. NGO Profile — Registration and Supporting Details

Before submitting a proposal, the NGO completes its organizational profile, covering prior projects,
staff, assets and banking details.

5.1 NGO Registration Screen (Profile)
Navigation: NGO Profile - NGO Registration Screen

ram

B NGO Profile

Registration

NGO Registration

2, Project Proposal
Bl - St Detas hssts Bk Detais
452 Monitoring

st User Management

22 Check NGO Details
a2 Reports

NGO Darpan Unique ID NGO Name Registration Number
UP/2017/0116059 Bhawana Sewa Sansthan 925/2003-04

PAN Number PAN Verified Email ld
Areere 3 % bhawanasansthan@gmailcom

Office Phone Res Phone NGO Address
0522-4962277 - 417/167 Niwazgan (Near T. B. Hospital)

Thakurganj, Lucknow 226003

EN

State Name District Name Registration State
Uttar Pradesh Kanpur Nagar Uttar Pradesh

NGO Type NGP Registering Authority PIN Code
Sociaty Registrar of Societies 226003

city Registration City Registration Date
Lucknow Faizabad 09-01-2004

Figure 4: NGO Profile registration screen capturing core organizational details.

Punjab NGRAM Portal — Page 4 — Official Documentation



NGRAM — NGO Manual

5.2 Previous Projects

Navigation: NGO Profile - Project by NGO
Profe StaftDetais Aasats Bank Detais
ram

B NGO Profile

NGO Registration B8 PROJECTS
2, Project Proposal
Broad Subject Area = Project Name * Project Cost In ¥ » Project Summary *
42 Monitoring weak student extra classes weak student extra classes 1000000 weak student extra classes
4 4
Fund Utilization
Benefits * Financial Year Completion Status * From Date *
a2 User Management
weak student extra classes 2024-2025 v Completed v 04/02/2025 [=]
22 Reports 4
ToDate *
04/25/2026 =]

5 SOURCES Of FUNDS

Agency Type * Amount In T+ Agency Name * Agency Address *
Select Option v
Emailld + Mobile Number *

[ oy m | o |y | o) |ty |t | erar

State Gowt Educaton sate 1000000 maerkotia ashanicin o m

Figure 5: Previous Projects screen where the NGO records details of projects it has previously undertaken.

5.3 Staff Details

Navigation: NGO Profile - Staff Details

ram Bhawana Sewa Sansthan

Registration
B NGO Profile

NGO Registration
3, Project Proposal

prfie oo [ pssts ok Detis
2 Moritring

&, Fund Utilization

- ADD STAFF
User Management

Reports

SrNo. Name Mobile No Email Qualification Experience (in months) Actions

1 harmeet singh 9865447555 mohd kashif@nic.in Post Graduation 45 7

Figure 6: Staff Details screen capturing information about the NGO's personnel.

Punjab NGRAM Portal — Page 5 — Official Documentation



NGRAM — NGO Manual

5.4 Assets

Navigation: NGO Profile - Assets

ram

B NGO Profile

Registration

NGO Registration
2, Project Proposal

prtie Prjects by NGO swoess [ =
—

Fund Utilization

+ ADD ASSET
a2 User Management

a2 Reports
SrNo. Asset Type Asset Quantity Estimated Cost Actions

1 Land 25 2100000 7

Figure 7: Assets screen where the NGO records its organizational assets.

5.5 Bank Details

Navigation: NGO Profile - Bank Details

Bhawana Sewa Sansthan

ram

Registration
B NGO Profile
NGO Registration

2, Project Proposal

proie Prjects by NGO stof etois Assets e
222 Monitoring

Fund Utilization Total Number of Banks : 1

ser Management
Q search by Bank Name,Branch Name and Bank Account Number + ADD NGO BANK DETAILS
ports
SrNo. Bank Name Branch Name Bank Account Number Status Actions

1 STATE BANK OF INDIA ABHU 5454543534534534

Figure 8: Bank Details screen capturing the NGO's bank account information used for fund disbursement.
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6. Applying for a New Proposal

6.1 Add Proposal

Navigation: Apply for New Proposal - Add Proposal

Bhawana Sewa Sansthan

Al

Proposal Details
B NGO Profile

2, Project Proposal

Apply For Proposal Proposal
Total Number of Proposal : 1

und Utilization Q, search by Proposal Number and Project Name. + ADD PROPOSAL

* User Management

12 Reports =D Procesd

NGO Name: Bhawana Sewa Sansthan

Proposal number: UP/2017/0116059/1/2024-2025/001 Track File

Scheme : Assistance to NGOs - PM6

Project : Proposal For Weak Students
Department: Education

Total Project Cost T : 112233

2025.06-0 08-17

borad subject area

proposal for weak students

project summary

proposal for weak students

Expected benefits

proposal for weak students

N Q seocn Y = » [ - ine gy

Figure 9: Add Proposal screen where the NGO begins creating a new project proposal.

Press the Add Proposal button to begin entering proposal details.

Add Proposal

Broad Subject Area * Project Name * Project CostIn® *

Awareness Camp for road Safety Awareness Camp for road Safety 50000

Implementing Agency * Scheme Name * Project Summary *
Education-Edu Assistance to NGOs - PM& v Awareness Camp for road Safety

4

Expected Benefits * From Date * ToDate *

Awareness Camp for road Safety 04/07/2025 =] 04/30/2025 (=}

Financial Year * Upload Document (in Pdf)(Max Size2M8)  No file available

2024-2025 Browse... | No file selected.

Fields marked with * are mandatory.

Figure 10: Proposal entry form opened after clicking Add Proposal.
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6.2 Districts to be Covered

ram

B NGO Profile

Source of Funds

o

Proposal Number :UP/2017/0116059/1/2024-2025/002
Project Name : Awareness Camp for road Safety

2, Project Proposal

Apply For Proposal Proposal
jonitoring

Fund Utilization

2 DISTRICTS TO BE COVERED

ser Management

State *

Point of Contact

District =
ports
Punjab v SelectOption
SAVED DISTRICTS

Igddistcode District Name

27 Amitsar

34 Jalanghar

605 Bamala

Fields marked with * are mandatory.

Preview Submitted

Submit
Form
Action

Figure 11: Screen for selecting the districts to be covered under the proposed work.

6.3 Proposal Objectives

1. Add Objective.
2. Press the Save button.

Districts

Al

B NGO Profile

m ot

Proposal Number :UP/2017/0116059/1/2024-2025/002

Project Name : Awareness Camp for road Safety
2, Project Proposal

Apply For Proposal Proposal
25 osuECTIVE

422 Monitoring

Purpose * Objective *
&, Fund Utilization
Select Option v Select Option v
ser Management:
AmountIn +

Point of Contact

Sub-Objective *

Select Option

Preview Submitted
Form

Submit

Number Of Beneficiaries *

I

a2 Reports ‘

[ | oo | st | et | eiirrort | e

SAVED OBJECTIVES

Purpose Objective Sub-Objective Number of Beneficiaries
Awareness  Tolmprove Health Awareness 1 Awareness test 1 500
Fields marked with * are mandatory.

+ ADD OBJECTIVE

Required Amount

40000

Figure 12: Proposal Objectives screen used to record the objectives of the project.

6.4 Source of Funds

1. Add Source of Funds.

2. Press the Save button.
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Al

B NGO Profile

Apply For Proposal Proposal
Monitoring
Fund Utilization
er Management

Reports

Freview suvmitea
Districts Objectives Point of Contact Submit
Form

Proposal Number :UP/2017/0116059/1/2024-2025/002
Project Name : Awareness Camp for road Safety

25 SOURCES Of FUNDS
Agency Type * AmountIn + Agency Name * Agency Address *
Select Option = ‘
Emailid + Mobile Number *

[enter 10-aigt mobie mber

T e s EE

= e e e e e
a
o o]

Private Agency NA be 10000 abe w@gmail.com 2633656565

Fields marked with * are mandatory.

Figure 13: Source of Funds screen used to record how the project will be financed.

6.5 Point of Contact

1. Add Contact Person.

2. Press the Save button.

‘Al
B NGO Profile
2, Project Proposal
Apply For Proposal Proposal
Monitoring
Fund Utilization
er Management

Reports

Districts Objectives

3
Source of Funds Point of Contact Submit e Submitted
orm

Proposal Number :UP/2017/0116059/1/2024-2025/002
Project Name : Awareness Camp for road Safety

2% CONTACT PERSON

Name * Emailld + Mobile Number *

Enter 10-cigit mobile number |

+ ADD CONTACT PERSON

SAVED CONTACT PERSON
Name Mobile Number
Harmeet er@gmailcom 2323232323

Fields marked with * are mandatory.

Figure 14: Point of Contact screen used to record the proposal's designated contact person.
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7. Previewing and Submitting the Proposal

Preview Submitted
ram Districts Objectives Source of Funds Point of Contact iy
Al

B NGO Profile

Proposal Number :UP/2017/0116059/1/2024-2025/002
Project Name : Awareness Camp for road Safety
2, Project Proposal

Apply For Proposal Proposal NGO Details »
e Bhawana Sewa Sansthan

Fund Utilization
& UP/2017/0116059

Registration FCRA

User Management @ http//www.bhawanaindis.com # 925/2003-04 # Not available
= bhawanasansthan@gmailcom Q Faizabad, Uttar Pradesh & -

Reports @ Lucknow, Kanpur Nagar, Uttar Pradesh & 09-01-2004 - 08-01-2029
Q 0522-4962277 B Registrar of Societies
X -
Act name: 1860
PAN number: A'
PIN: 226003
Contact us
& Shikha Jain(President) . 9450863809 Q 417/167 Niwazganj (Near T. B. Hospital) Thakurganj, Lucknow 226003

i DETALLS

UL Staff Detail — Asset Detail  Bank Detail

1 Anil Kumar Singh Vice President bhawanasansthan@gmailcom 9872221887
2 Chandra Deo Dixit Manager bhawanasansthan@gmailcom 9872221888
3 Khushboo Saxena Treasurer groveeeny preeesnesy F

sanjivs172@gmail.com

Figure 15: Proposal summary screen aggregating all sections entered so far.

ram Proposal R

B NGO Profile Proposal Details
3, Broject roposal Bhawana Sewa Sansthan Name Of Project : Awareness Camp For Road Safety
Proposal No.: UP/2017/0116059/1/2024-2025/002 DepspeatEducetion
Scheme : Assistance to NGOs - PM6 (Total Prafect Cosi{X) - 50000
Apply For Proposal Proposal Duration : 07-04-2025 - 30-04-2025
Status : Pending
Monitoring Financial Year : 2024-2025
Fund Utilization Broad Subject Area
Awareness Camp for road Safety
User Management Project Summery
Awareness Camp for road Safety
Reports Expected Benifits

Awareness Camp for road Safety

Districts To Be Covered

1

Amvitsar
2 Jalandhar
3 Bamala

Proposal Objectives

e

40000

Proposal Fund Details

e oot sonent | s | ot —| s

Private Agency N, 10000

w@gmail com 2633656565

Figure 16: Proposal preview screen shown before final submission.

1. Preview the proposal.

2. Press the Submit button to forward the proposal to the respective Deputy Commissioner (DC)
for the selected districts.
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Harmeet Jo—— p—
ram

B NGO Profile

&1 Eligibility Conditions *
8, Project Proposal

Sr

Apply For Proposal Proposal No, Edgibity Scheme

222 Monitori Assistan

st | MomotRy i 1 Duration of Registration: The NGO should typically have been registered for a minimum period (often 3 years or more). SR SRNGRY,
iz

& | FundUUEztE o 4 The NGO must be a legally registered entity under the relevant laws of the country (e.g., Societies Registration Act, Indian Assistance to NGOs /

Trusts Act, or Section 8 of the Companies Act in Indiia).
ser Management

Assistance to NGOs /
3 The NGO should have a registered bank account n its name for receiving funds. Seoore. °
22 Reports

R Forward Proposal

Forward Through Deputy Commissioner/Mother NGO *
Forward Through Deputy Commissioner (DC)

Enter Remarks *

e )

Fields marked with * are mandatory.

~ PREVIOUS

Figure 17: Proposal preview and Submit screen used to forward the proposal to the relevant DC(s).

ram

Proposal
B NGO Profile

2, Project Proposal

Apply For Proposal Proposal

Districts Objectives Source of Funds Point of Contact Preview Submitted Form
22 Monitoring

Fund Utilization Proposal Number :UP/2017/0116059/1/2024-2025/002
Project Name : Awareness Camp for road Safety
ser Management

- I

Bhawana Sewa Sansthan
07-04-2025 10:46:31 AM

Reports

NGO Code 1

NGO Darpan Unique ID UP/2017/0116059

NGO Name Bhawana Sewa Sansthan

Registration Number 925/2003-04

PAN Number At P

PAN Verification Status v

Email ID bhawanasansthan@gmail com

Office Phone 0522-4962277

Res Phone

NGO Addrass 4171167 Niwazaani (Near T R Hoenital) Thaairaani |iicknow 226003

Figure 18: Read-only preview of the proposal after it has been submitted.

8. Withdrawing a Proposal

Navigation: Apply for Proposal - Withdraw

1. Click Withdraw to withdraw the proposal, if the NGO does not wish to proceed further.
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ram

B NGO Profile

2, Project Proposa
Apply For Proposal Proposal
42t Monitoring

&, Fund Utilization

42t User Management

4t Reports

Total Number of Proposal : 2

Q Search by Proposal Number and Project Name.

NGO Name: Bhawana Sewa Sansthan
Proposal number: UP/2017/0116059/1/2024-2025/002
Scheme: Assistance to NGOs - PM&

Project : Awareness Camp For Road Safety Financial ear - (2024-2025)

Department: Education
T ject 50000

borad subject area
Awareness Camp for road Safety
project summary
Awareness Camp for road Safety
Expected benefits

Awareness Camp for road Safety

9. Tracking a Proposal

ADD PROPOSAL

Bhawana Sewa Sansthan

Figure 19: Withdraw Proposal screen allowing the NGO to retract a submitted proposal.

The NGO can track the current position of its proposal by clicking the “Track File” button.

Track Proposal Status

Proposal Track Record

Submited Deputy Commissioner

07-04-2025 10:46:31 AM

Figure 20: Proposal list screen with the Track File action used to view the current stage of a proposal.
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Q Search by Proposal Number and Project Name

ram

B NGO Profile

=

NGO Name: Bhawana Sewa Sansthan
Proposal number: UP/2017/0116055/1/2024-2025/002
Schame: Assistonce to NGO -PM6

2, Project Proposal

Apply For Proposal Proposal

Project : Awareness Camp For Road Safety fin
Department: Education

Total Project Cost ¥ : 50000

Total Amount Required X : 40000

Total Am roved ¥ : 40000

2025-04-01 04-30

42 Monitoring

st User Management

a2 Reports

borad subject area
Awareness Camp for road Safety
project summary
Awareness Camp for road Safety
Expected benefits

Awareness Camp for road Safety

=

NGO Name: Bhawana Sewa Sansthan
Proposalnumber: UP/2017/0116055/1/2024-2025/001
Schame: Assistonca to NGO -PM6

Project : Proposal For Weak Students Financia Year
Department: Education
Total Project Cost ¥ : 112233

2025-04-0170 2025-04-17

borad subject area

proposal for weak students

nroiect summary

+ ADD PROPOSAL

Proceed

Proceed

Figure 21: Track Proposal Status screen showing the stage-by-stage movement of the proposal across roles.

10. Proposal Monitoring — Uploading Work

Navigation: Monitoring - Proposal List

1. Click “View Proposal” to view the complete proposal.

2. Click “Upload Work” to create events and upload work for the respective event.

ram

B NGO Profile

Proposal List for Monitoring

2, Project Proposal

Bhawana Sewa Sansthan

2 Monitoring (
| 20262025

Proposal List

Work Monitoring | rvorovea ]

NGO Name: Bhawana Sewa Sansthan
Proposal number: UP 0
Scheme : Assistan

a2 User Management

0 NC

222 Reports
Project : Awareness Camp For Road Safety (2024
Department: Education
Total Project Cost ¥ : 50000
Total Amount Required X : 40000
Total Budget Approved X : 40000
Total Installments Paid To NGO T : 1
Total Amount Transfered To NGO X : 40000

View Proposal | Upload Work

Figure 22: Monitoring — Proposal List screen with View Proposal and Upload Work actions.
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Bhawana Sewa Sansthan

ram

B NGO Profile

Work Monitoring

2, Project Proposal

Monitoring
Ciick To Create New Event

Proposal List

CREATED EVENTS
Work Monitoring
No event data available.
%% User Management
EVENTS DATA

%% Reports No event data available.

Figure 23: Upload Work screen used to begin creating a monitoring event.

CREATED EVENTS

Al

B NGO Profile

Proposal Number: UP/2017/0116059/1/2024-2025/002

Upload
Depsfiomin s oc u:'u /  LockEvent
2, Project Proposal Present Utilized M)Q"
222 Monitoring Remarks(if Any)
1 Awareness  Road 040005 07042025 500 10000 Amitsar @ @
Proposal List test1 Safety
Lock & Move
‘Work Monitorir
saipiniatic) Remarks(if Any)
2t User Management 2 Avareness  Road ;042005  07-04-2025 50 10000 Bamals 71 ®

test 1 Safety

22 Reports

Remarks(if Any)

3 Avareness  Road ;0005 07:042025 500 20000 Amitsar z O
test1 Safety
Lock & Move
[rotai J1050] }20000]
EVENTS DATA
SrNo. Title Deseription Status Image/Pdf Action Remarks

Event Detail : Road Safety

1 Road Safety Road Safety Pending for Approval Download File 74

2 Road Safety Road Safety Pending for Approval P Z
Event Detail : Road Safety
1 Road Safety Road Safety Pending for Approval ?;‘E:él 4
Event Detail : Road Safety
1 Road Safety Road Safety Pending for Approval 9,};2@ 74

Figure 24: Event creation and work-upload form capturing progress details and supporting attachments for the
event.

Click the Lock and Move button to move the monitoring event to the Deputy Commissioner.
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Success

Forwarded to Deputy Commissioner.

Figure 25: Monitoring event screen showing the Lock and Move action used to send the event to the Deputy
Commissioner for verification.

Note: Once a monitoring event is locked and moved, it can no longer be edited by the NGO and becomes
visible to the Deputy Commissioner for verification, as described in the DC & District Departments manual.
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