7 Easy Steps for getting STP Registration
Step – 1:


Forward your company’s Power Point Presentation to following email IDs of following officials:
· Sh. P. Venugopal, Director, STPI-Hyderabad
:
pvenugopal@hyd.stpi.in
· Sh. B. Kirankumar – Dy.Director

:
kirankumar.b@hyd.stpi.in
Components of Presentation will be as follows:
Precisely highlight following in the presentation:

· Company Name

· Presented by

· Profile of the company
Brief background of Promoter/Partner/CEO

· Proposed activities of the Unit

· Objective for taking STP Registration

· List indicates all the proposed activities

· Marketing Strategy

· Turnover in five years
Value of CG Limit

· Manpower

· Brief of agreements/contracts already signed

· Location, area of operation, based owned

· Export Obligation

· Place the EXL sheet of Export Obligation (EO) Table (Format of EO Table can be obtained from this office.
Step – 2:
On a suitable date a meeting would be arranged wherein the Director/Promoter of the company would come to STPI and present their case in front of Director, STPI-Hyderabad.  Once the presentation is approved by Director, STPI-Hyderabad, immediately apply the application with following check points

· Single copy of APPLICATION FORM(  duly signed and stamped on each page by Authorized Signatory.

· Annexed the requisite documents as per the CHECK LIST( (please note that there is separate checklist for separate entity. For Example, if the company’s status is Pvt. Ltd., he has to enclose documents as per the CHECKLIST OF PVT. LTD.)
· A Demand Draft towards the Application Fee of Rs. 2,500/- (Rupees Two Thousand & Five Hundred only) in favor of “Software Technology Parks of India” Drawn on “Hyderabad”

· A Demand Draft towards the three years advanced STP FEE(  as per the Fee Slab

Step- 3:

A Letter of Permission (LoP) would be issued by Director, STPI-Hyderabad to your company within a week time after submission of your application

Step- 4:
Send a letter of letter of Acceptance for the above mentioned LoP. Address it to the Director

Step – 5:

Immediately File the LEGAL AGREEMENT( on a Rs. 100/- Stamp Paper.  The legal agreement should be signed on each page by Authorized Signatory along with the Company Seal.  The Legal Agreement should be accompanied with following:
· Four copies of the floor plan “duly verified by Architect” with dimension of the unit location and address & duly signed along with a copy of Valid Lease Deed to be submitted. 
· Three copies of tentative lists of Capital Goods along-with its value, which are proposed to be imported and indigenously procured for the project (IF ANY)
· Put the following heading for Tentative List of Capital Goods for Import and Indigenous:
· Tentative List of Capital Goods for Import as per 
Custom Notification No. 52/2003-Cus 

· Tentative List of Capital goods for Indigenous purchase as per 
Central Excise Notification No. 22/2003-CE 

Step – 6

Apply for Custom Bonding of your above mentioned approved STP Location; it is a mandatory condition to avail the STP Benefits.

Step – 7 

As soon as you commence your Commercial Operations, please intimate to Director, STPI-Hyderabad through written communication.

REQUISITE FORMATS ARE GIVEN HEREUNDER(
Components of Project Report
1. Background of company and promoters 

2. Area of expertise in software development and IT-enabled services 

3. Profiles of key personnel in the organization 

4. Strengths and achievements of the company like potential market for software products project developed by the company and in-house expertise in the area of specialization 

5. Financial arrangements and feasibility of the proposed setup 

6. Marketing tie-up, if any 

7. Export performance for last three years in cases of existing firms & last years Balance Sheet (only in case of existing company)
8. Export Orders in hand / in pipeline / under registration. 

9. Brochures of the software products / company or Annual Report for the previous year 

10. Space Requirement / Built up Land

11. Manpower: Type of people working 

· Project Manager 

· Project Leader 

· Senior Programmer 

· Junior Programmer/Operators 

12. Wage Bill

13. Conclusion
Checklist in case of Private/Public Limited Company

	Sr. No.
	Description
	Compliance

	
	
	Yes
	No

	1
	Covering Letter containing all the following
	
	

	
	Application duly filled in along with signature and rubber stamp on each page of the application
	
	

	2
	· A demand draft for Rs.2500/- in the name of "STPI - Hyderabad". 
	
	

	
	· DD for three years advance STP Fee as per the fee slab
	
	

	3
	Project Report (
	
	

	4
	Projected Balance Sheet for next 5 yrs.
	
	

	5
	Projected Cash flow Statement for next 5 yrs.
	
	

	6
	MoA (in original)
	
	

	7
	Board Resolution for authorizing the person for signing the documents with regard to setting up STP unit on behalf of Company.    
	
	

	8
	List of Board of Directors (as per the (format given on next page)
	
	

	9
	Proof of separate account exclusively for STP unit i.e. Banker’s Certificate 

(Viz. location, A/c No. etc.)
	
	

	10
	Coloured copy of PAN No. of the unit.
	
	

	11
	Coloured copies of PAN Card of all the Directors.
	
	

	12
	Coloured copy of Passport of all the Directors.
	
	

	13
	Copy of Form No. – 32
	
	

	14
	Copy of Form No. – 18
	
	

	15
	Copy of IEC Code
	
	

	16
	Profile of all the Director’s
	
	

	17
	Copy of Lease deed/sale deed of Proposed Location of STP Unit
Validity of Leased Agreement From: ________________To:__________ 
	
	

	18
	Detail of Export Order in Hand/Pipeline
	
	


Checklist in Case of Proprietary Firm  

	Sr. No.
	Description
	Compliance

	
	
	Yes
	No

	
	Description
	
	

	1
	Covering Letter consisting of following
	
	

	2
	Application Form duly filled by authorized signatory along with signature and rubber stamp on each paper
	
	

	3
	· A demand draft for Rs.2500/- in the name of "STPI - Hyderabad". 
	
	

	
	· DD for three years advance STP Fee as per the fee slab
	
	

	4
	(Project Report 
	
	

	5
	Projected Balance Sheet for next 5 yrs.
	
	

	6
	Projected Cash flow Statement for next 5 yrs.
	
	

	7
	Personal Information of Proprietor (as per the (format given on next page)
	
	

	8
	Coloured copy of PAN Card of Proprietor 
	
	

	9
	Colored copies of Passport of Proprietor
	
	

	10
	Proof of separate account exclusively for STP unit i.e. Banker’s Certificate 

(Viz. location, A/c No. etc.) 
	
	

	11
	Copy of IEC Code
	
	

	12
	Bio-Data of Proprietor 
	
	

	13
	Copy of Leased Agreement/Sale Deed
Validity of Leased Agreement From:________________To:__________
	
	

	14
	Detail of Export Order in Hand/Pipeline
	
	


Checklist in Case of Partnership Company

	Sr. No.
	Description
	Compliance

	
	
	Yes
	No

	1
	Application Form duly filled by authorized signatory along with signature and rubber stamp on each paper
	
	

	
	· A demand draft for Rs.2500/- in the name of "STPI - Hyderabad". 
	
	

	
	· DD for three years advance STP Fee as per the fee slab
	
	

	2
	(Project Report 
	
	

	3
	Projected Balance Sheet for next 5 yrs.
	
	

	4
	Projected Cash flow Statement for next 5 yrs.
	
	

	5
	Personal Information of Partners (as per the (format given on next page)
	
	

	6
	Passport Size Photographs
	
	

	7
	Saving bank account no. of Partners
	
	

	8
	Coloured copy of PAN Card of Unit
	
	

	9
	Coloured copy of PAN Card of Partners 
	
	

	10
	Colored copies of Passport of Partners
	
	

	11
	Proof of separate account exclusively for STP unit i.e. Banker’s Certificate 

(Viz. location, A/c No. etc.) 
	
	

	12
	Coy of Leased Deed
	
	

	13
	Copy of IEC Code
	
	

	14
	Partnership Deed
	
	

	15
	Copy of Leased Agreement/Sale Deed
Validity of Leased Agreement From: ________________To:__________
	
	

	16
	Detail of Export Order in Hand/Pipeline
	
	

	17
	In case of partnership firm, the signature should be verified from the other partner (s)
	
	


( List/Details of Board of Directors/Partners/Individual Proprietor

	(A) Director 1
	

	1.
	Name
	:
	
	

	2.
	Designation
	:
	
	

	3.
	Father’s name
	:
	
	

	4.
	Date of Birth
	:
	
	

	5.
	PAN No.
	:
	
	

	6.
	Passport No.
	:
	
	

	7.
	Resi. Address
	:
	
	

	8.
	Telephone Nos.
	:
	(R)

(O) 
(M)

(F)
	

	9.
	Email Address
	:
	
	

	10.
	Name of Bank
	:
	
	

	11.
	Address of Bank
	:
	
	

	12
	Account Number
	:
	
	

	
	
	
	
	Specimen Signature of Director

	(B) Director 2
	

	1.
	Name
	:
	
	

	2.
	Designation
	:
	
	

	3.
	Father’s name
	:
	
	

	4.
	Date of Birth
	:
	
	

	5.
	PAN No.
	:
	
	

	6.
	Passport No.
	:
	
	

	7.
	Resi. Address
	:
	
	

	8.
	Telephone Nos.
	:
	(R)

(O) 
(M)

(F)
	

	9.
	Email Address
	:
	
	

	10.
	Name of Bank
	:
	
	

	11.
	Address of Bank
	:
	
	

	12
	Account Number
	:
	
	Specimen Signature of Director


(Please extend the columns, so as to add the information of other Directors)

Signature of Authorized Signatory with Company Seal
Form No. NSTP-BRF

BOARD RESOLUTION FORMAT

MINUTES OF THE MEETING OF THE BOARD OF DIRECTORS OF THE COMPANY HELD ON ------------- DAY OF ------------- MONTH-------YEAR AT THE REGISTERED OFFICE OF THE COMPANY SITUATED AT ---------- -----------  (Address) AT time 00.00 A.M./P.M

// Certified True Copy //

The Board of Directors considered the proposal for obtaining 100% EOU status for the Company to carry on the activities related to software and proposed to make an application to STPI-________________, Director to sign the same. In this regard the following resolution was passed:

“RESOLVED that the Company shall request the Software Technology Parks of India, (with the address of the STPI Center as applicable), Andhra Pradesh, India for issuing to the Company, a status of 100% EOU under STP scheme to carry on the activity of Software at “(Address).”

“Further Resolved that on obtaining the Letter of Permission from the STPI, Hyderabad the Company take all measures to establish and operate a 100% EOU STP unit on complying with the requisite Customs and Central Excise Procedures.
“FURTHER RESOLVED THAT the Company hereby undertakes to maintain separate books of accounts for the STPI unit being registered with STPI, Hyderabad and to maintain a distinct identify for the above operations adhering to the STPI Scheme”

“FURTHER RESOLVED THAT MR. _______________, Designation, is hereby authorized to sign and make applications to STPI on behalf of the Company and to do all acts and deed necessary to complete the registration process and to represent the Company before STPI, Hyderabad be and is hereby authorized to sign this resolution and deliver a copy to the STPI, Hyderabad”.

The specimen signature of the authorized signatory is as stated below:

	1
	2
	3


“Attested”

For and on behalf of the board of Directors

For (Name of the company)

(Name of the Director)






(Name of the Director)

Director








 Director

STP Fee Slab As Per Projected Export

	Export Turnover
	AnnualService Charge

	Exports upto Rs.25 lakhs per annum
	Rs. 8,000/-

	Exports between Rs.25-50 lakhs per annum
	Rs. 16,000/-

	Exports between Rs.50-300 lakhs per annum
	Rs. 55,000/-

	Exports between Rs 3-10 Cr. per annum
	Rs 1,10,000/-

	Exports between Rs 10-25 Cr. per annum
	Rs. 2,25,000/-

	Exports between Rs 25-50 Cr. per annum
	Rs. 2,50,000/-

	Exports between Rs 50-100 Cr. per annum
	Rs. 3,50,000/-

	Exports between Rs 100-500 Cr. per annum
	Rs. 5,75,000/-

	Exports between Rs.500-1000 Cr. Per annum
	Rs. 6,00,000/-

	Exports above Rs.1000 Crores
	Rs. 6,50,000/-


Following is the example how to calculate the fee:

Total Value of exports declared for First 3 years / 3
The above will give us the average value of the exports.  This will be taken as the base for determining the scale of service charges.  3 times the value of the scale the unit is falling in, will be the advance service charges to be paid by the customer.  

Example is stated below:

YEAR

PROJECTED EXPORTS
1 YEAR
  
45.00 LAKHS

2 YEAR
 
 60.00 LAKHS

3 YEAR

200.00 LAKHS

TOTAL

305.00 LAKHS

Average Exports value = 305.00 Lakhs / 3 = Rs.101.67 Lakhs

The service charges for the above exports are Rs.55000.00 p.a.

Hence, the advance service charges payable by the unit in the above case is Rs.1,65,000.00 [ Rs.55000.00 x 3]

Checklist for Signing of legal agreement

	Sr. No.
	Description of items to be checked

	
	

	1
	Legal agreement on Rs. 100/- stamp paper. The stamp paper should be preferably bought from Hyderabad or Secunderabad.

	2.
	Signature verification of the authorized signatory.  

(a) In case of proprietorship firm, signature be attested by the bank manager.  

(b) In case of partnership firm the signature be verified from the partnership deed.

(c) In case of Pvt. Ltd./Ltd. Companies signature be verified from the Board Resolution.  

(d) In addition to this the signatures of the authorized signatory are verified from Passport & Driving License.

	3.
	Signatures of authorized signatory on every page & stamp/common seal of company on the legal agreement.

	4.
	Service charges in the form of DD in favour of STPI-Hyderabad equivalent for three years based on the export projections given in the application and approval given in Letter of Permission (if not paid)

	7.
	Four copies of the floor plan with dimension of the unit location and address & duly signed along with a copy of Lease Deed be submitted.

	8.
	Three copies of tentative lists of Capital Goods along-with its value, which are proposed to be imported and indigenously procured for the project.
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