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         List  of Documents required from organisers for  New Proposals of 
      Exhibitions under PMS 5 B:-
1) Check List of below documents.
2) Proposal/ Request letter from the Organisation/ Company/ Association/ Enterprise providing information about the background of the organizer, exhibition, supporting agencies etc.
3) Memorandum of Association (MoA)/ Bye-Laws/ Partnership Deed (Regd.) (in case   of   Partnership entity). Wherever applicable.

4) Brochure of the Trade Fair(s)/ Exhibition(s)/ Event(s), layout of stalls along with other details.  
5) Balance Sheets, P&L Statements along with copy of Income Tax Returns of last 03 (three) years of business duly signed and stamped by CA (Format Given below on Page No 2).  
6)  Past experiences of business in organizing Trade Fair(s)/Exhibition(s)/ Event(s). {For Non-PMS Events only}
7) Total No. of Estimated Stalls in the Event out of which Estimated no. of MSEs participating in the event along with category (Women/ SC/ST/ PH/ Micro/ Small enterprises). (Format Given below on Page No 3) 
8) Booking space confirmation letter for the venue where event is proposed to be Organised (Venue change not permitted once approved).
9) PAN, GST and Certificate of Incorporation. Udyam Registration Certificate, if available.

10) Distinct Unique Advantages/USPs of the proposed Exhibition as compared to other similar exhibitions/organizers.

11) Report about status of the sector (to which the exhibition belongs) in the Indian Economy and status/contribution of MSME Enterprises in that sector.

12) Support letter from Central Government Department/Agency, State Government Department/Agency, Prominent/ Renowned Association, signed and stamped by Issuing authority. 
13) Past Event Reports mentioning detailed facts, figures and statistics pertaining to events approved under PMS scheme only ( both under PMS 5A and PMS 5B ). If no event has been approved under PMS scheme under any MSME-DFO in past, the declaration (on company letter head) for the same should be provided.
14) Specific unit wise success stories mentioning detailed facts and figures pertaining to events approved under PMS scheme ( both under PMS 5A and PMS 5B). (Format Given below on Page No 4). In case the organiser is giving proposal for the first time under PMS Scheme, success stories of units from General/Non PMS events should be provided.
15) Detailed Specifications mentioning specific facilities to be provided within/inside the Stalls such as Venue being Indoor/Outdoor, Air Conditioning, Table, Chairs, Flex Banners, freight, Meals etc which are included in the proposed expenses. The justification for location (prime/general) of the exhibition should also be provided.
16) Very Detailed Justification, along with supporting documents such as Proforma Invoices/Estimates/Quotations etc duly signed and stamped by the Issuer as well as Organizer, for each and every proposed expenditure is to be provided for the Exhibition.
17) Declaration from the Organisers regarding the major activity (Manufacturing /Services) of the participating Enterprises who will avail PMS Subsidy. (Format Given below on Page No 5).
18) Declaration from the Organisers regarding Legality  (Format Given below on Page No 6).
NOTE: It is requested to kindly arrange the documents in the sequence mentioned in the check list for smooth processing of the proposal.
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Financial Status of the Organiser

(On Company Letterhead duly signed and stamped both by CA as well as the Organiser)

Status of Submission of Financial Documents

	S.No.
	Financial Year
	Balance Sheet

(Submitted/ Not Submitted)
	P & L

(Submitted/ Not Submitted)
	ITR

(Submitted/ Not Submitted)

	1.
	2023-24
	
	
	

	2.
	2022-23
	
	
	

	3.
	2021-22
	
	
	


Numerical Values in Rs from the Balance Sheets and P&L STATEMENTs
	S. No.
	Financial Year
	DATA from BALANCE SHEET as on 31st March
	DATA from P&L STATEMENT for FY

	
	
	Total Assets as per Balance Sheet
	Total Current Assets as per Balance Sheet
	Total cash ( in hand & Bank Ac) as per Balance Sheet
	Total Income as per P&L Statement
	Total Expenditure as per P&L Statement
	Net Profit/Loss  as per P&L Statement

	1.
	2023-24
	
	
	
	
	
	

	2.
	2022-23
	
	
	
	
	
	

	3.
	2021-22
	
	
	
	
	
	


                       Credentials of CA                                                            Credentials  of the Organiser
Signature of CA-                                                                                  Signature -

Name of CA-                                                                                         Name -

Address of CA-                                                                                      Designation-

Dated-                                                                                                   Dated-

Stamp of CA:-                                                                                        Stamp-

NOTE- Please enclose Balance Sheets, P&L Statements along with copy of Income Tax Returns of last 03 (three) years of business duly signed and stamped by CA
(3)

Estimated No. of Participants

                                       
 (On Company Letterhead)

	Sr.No
	Details
	Number

	1
	Overall Total No. of Estimated Stalls in the Event-
	

	2
	Estimated no. of Micro and Small Enterprises (*MSEs) participating in the event( out of S. No. 1):-
	

	2(a)
	Estimated no. of Micro enterprises participating in the event ( out of S. No. 2) :-
	

	2(b)
	Estimated no. of Small enterprises  participating in the event ( out of S. No. 2):- 
	

	3
	Estimated no. of Women MSEs participating in the event ( out of S. No. 2):-
	

	4
	Estimated no. of SC MSEs  participating in the event( out of S. No. 2):-
	

	5
	Estimated no. of ST MSEs  participating in the event( out of S. No. 2):-
	

	 6
	Estimated no. of PH MSEs  participating in the event( out of S. No. 2):-
	


*MSEs- Micro and Small Enterprises

Credentials  of the Organiser
Signature:
Name :

     Designation:

Date: 

                                                        Stamp :

                                                                (4)
Format of  Success Stories of MSEs under PMS Scheme

1) Name of the Event :-

2) Place And Date:-
3) Name of the  Enterprise:-
4) Udyam Registration no:- 

5) Name of the Products Manufactured/Services:- 
6) Name of the Proprietor/Entrepreneur :-  
7) Contact Number:- 

8) Email Address:- 

9) Total No. Footfall of Visitors in the Stall-

10)   A) List of B2B Clients with which actual deals were signed:-

  B) List/Leads of Prospective B 2 B Clients with which deals may be expected:-

11)  A) Total Amount of Actual Business Generated in the Event in Rs:

 B) Prospective Business/Leads Estimated to be Generated through the Event in Rs:

12) Increase in Turnover:-  

13)  Photographs of the Event(Please enclose):-

(Name and Signature of the Authorised Signatory of the above unit/Enterprise/ Company)

Company Seal

Note: In case the organiser is giving proposal for the first time under PMS Scheme, success stories of units from General/Non PMS events should be provided.
(5)
DECLARATION FROM THE ORGANISER
Name of the Exhibition:-

Organiser:-

Date of the Exhibition:-

Venue of the Exhibition:-
I/Organiser hereby declare that:- 

1) Participating MSE enterprises under 5B component of PMS for the proposed Exhibition as above will have MAJOR ACTIVITY as Manufacturing/Services only. In case one or more MSEs turn out to be  Non-existent or enterprise with MAJOR ACTIVITY being TRADING during random inspection by concerned MSME-DFO,  I/Organiser will be liable for suitable action thereof.
2) 01 colored Photograph of Entrance along with Enterprise/MSE Name and immediate locality AND 01 colored photograph of inside Manufacturing/Services floor of the physical location/Premises of the participating MSE where the MSE is physically located, will be provided.
3) Video of two minutes duration of the Exhibition showing prominent areas and Stalls of approved MSEs will be provided to this office after the exhibition alongwith the Post Event Report within 10 days of completion of the Exhibition.
4) ORIGINAL Participants Feed Back Report along with ORIGINAL two COLORED photos of the stall of the enterprise displaying facia/any other arrangement bearing name of the Enterprise as mentioned in the Udyam certificate will be provided.
5) Expenditure for the Exhibition  will be incurred strictly as per latest GFR Rules for Procurement of Goods and Services.  
    




     Signature:
Name :

     Designation:

Date: 

Stamp:
NOTE: The above declaration is to be provided on Company Letterhead duly signed and stamped by Authorised Signatory.
(6)

DECLARATION FROM THE ORGANISER regarding LEGALITY
TO WHOMSOEVER IT MAY CONCERN

I, < Name of the Authorized Person> , hereby declare and undertake the following:-
1) That I am the < Designation of the Authorized Person> of this organization and I am authorised to make this declaration on behalf of < Name of the Organizing Company>
2) < Name of the Organizing Company>  has complied with all the laws, rules and regulations of Government of India and all State/UT Governments.

3) To the best of my knowledge, < Name of the Organizing Company> has not been engaged in any               legal proceedings or involved in any dispute with Government of India and all State/UT Governments. 

I understand that any false statement may subject me to legal consequence under law.

Signature:
Name :

     Designation:

Date: 

                                                                        Stamp:
(7)

Important Instruction regarding tax INVOICES and RECEIPTS from the Vendors pertaining to the expenses in the exhibition approved under PMS 5B to be submitted by the Organiser

In case the Exhibition is approved under PMS Scheme, following point is to be noted-
1. Expenditure for the Exhibition must strictly adhere to latest GFR Rules for Procurement of Goods and Services. 
2. As per PMS guidelines,  Original Receipt Vouchers are required for settlement of bills for the expenditure incurred in the exhibitions approved under PMS hence it is instructed that Receipt Vouchers (signed and stamped by the vendor/issues  in ORIGINAL)  should be issued without fail  pertaining to the exhibition CLEARLY showing following details such as  (but not limited to) :- 
1. Name, Address, PAN and GST of the Vendor 
2. Bank Name, IFSC, Account Number of the Vendor (Credit Account)
3. Name, Date and  Venue  of the Exhibition
4. Name, Address, PAN and GST of the Organiser
4. Bank Name, IFSC, Account Number of the Organiser (Debit Account) 
5. PROOF OF PAYMENT- Date of Issue of Receipt, Mode of payment , Date of transaction, TRANSACTION NUMBER / UTR Number / Reference Number ,Transaction amount, Cheque/DD details/ Cheque Encashment Date etc 
Note- 
1. The total amount of all receipts issued should be equal to the amount mentioned in the submitted tax invoices.
2. The tax invoices  must bear sign (in original) and stamp(in original) of the vendor/issuer. Copies, XEROX, coloured print outs, copies downloaded from emails etc will NOT be accepted.
(8)

Important Instruction regarding submission of  POST Event  Report  and Summary of transactions by the Organiser with the participatingUnits after the Exhibition is over
In case the Exhibition is approved under PMS Scheme, following point is to be noted-
It may be noted that Organisr will have to submit  "Detailed Event Report" ( via both email as well as  physical/hard copy )  of the concluded Trade fair/ Exhibition within 10 days of the completion of the trade fair/exhibition. The Post Event Report should include, but not limited to,  the following detailed information:-

 1) Index of the Report.

 2) Overall performance of the Event.

 3) Visitors Footfall.

 4) Expected Outcomes.

 5) Overall Response to the Event.

 6) Details of the MSEs participated in the fair/exhibition. 

 7) Photographs Including Inauguration, main Event, Stalls, Conferences and Seminars, visitors of the 

         fair/Exhibition.

 8) Details of the B2B and B2C Business Volumes per unit participation of MSEs (In Rs).

 9) Percentage of participating MSEs which were successful in having New Business Tie-ups 

          through the fair/exhibition.

10) Details of any other specified events undertaken during the fair/exhibition.

11) Certificate Regarding Participation of MSEs in the Fairs/ Exhibition. 

12) Success Stories from all  Participating PMS units.(Format enclosed)

13) Feedback from all participating PMS Units.
14) One Photograph of Entrance along with Enterprise/MSE Name and immediate locality AND 01 photograph of inside Manufacturing/Services floor of the physical location/Premises of the participating MSE
15)  Any other Information related to the Exhibition.
Apart from above, one Video of two minutes duration of the Exhibition showing prominent areas and Stalls of approved MSEs  to this office is to be submitted after the completion of the event.
Further, the organiser will have to submit transaction statement for EACH and EVERY Expenditure in the following format along with the Post Event Report:-
	S. No
	Description of the Expenditure
	Tax Invoice No
	Tax Invoice Date
	Tax Invoice Amount
	Receipt No
	Date of issue of receipt
	Date of receipt of Payment
	Mode of payment
	Receipt Amount
	UTR/ Bank Transaction Number

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Note- In case multiple receipts are issued for one tax invoice, multiple rows should be added in the above table.
