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How to submit ‘Project Proposal’ through NGO-PS 

Open the site http://ngo.india.gov.in 

Screen given below will be opened. 

Now follow the steps highlighted in BOXES. 

 

 

VO should keep ready the following information before “online submission of project”. 

1. Organisation detail (from screen 5 to 12) and project detail (from screen 13 to screen 16) 

2. Budget of the project (format given in screen 14) 

3. Number of beneficiaries (if any) in the format given in screen 14a. 

4. “Subject” or Title of project / Technology to be used / Methodology for identification of 

beneficiaries. 

5. Name of BDO/MLA/MP/Sarpanch/Pradhan etc. of the project location.  (for more detail 

please refer to CAPART’s guidelines. 

VO will sign in 

NGO-PS 

Click on “sign up” if your VO do not 

have user-id and password of NGO-PS 

Screen 1 

http://ngo.india.gov.in/
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After successful login by VO following screen will be opened.

 

Next screen will be appeared. 

 

Next screen will be appeared. 

Click on apply 

for grant 

Select the following information if VO 

wish to submit proposal to CAPART : 

1. Ministry 

2. Department 

3. Organization 

4. Scheme 

5. Then click on “Online Project 

Submission” 

* means ‘mandatory field’. 

 

Screen 2 

Screen 3 
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VO will fill all the information related to VO (ORGANISATIONAL PROFILE). 

 

 

Click on  : 

1. YES – If VO has received any 

funds from CAPART. 

2. No : If VO is applying for the 

first time in CAPART and has 

never implemented CAPART’s 

project earlier (first timer). 

3. Then click on “NEXT” 

 

Enter the detail of VO’s branch 

office (if any). Click on “add 

new row” if your VO has more 

than one branch offices and 

enter detail. 

Then enter contact person’s 

detail related to this project. 

Then click on “next” 

Screen 4 

Screen 5 



4 
 

  

 

 

 

Please enter the relevant 

information wherever applicable.  

All fields are self explanatory. 

Then click on “next” 

 

Please enter the relevant information 

wherever applicable.  All fields are self 

explanatory. 

Scroll the screen to click on “next” button. 

 

Screen 6 

Screen 7 
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Please select ‘Yes’ button if your office 

held in other VO(s) assisted by CAPART & 

enter the relevant information wherever 

applicable.   

Then click on “next” button. 

 

Please select  the relevant boxes/ 

information wherever applicable.  All 

fields are self explanatory. 

Then click on “next” button. 

Screen 8 

Screen 9 
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 Please enter relevant information 

about ‘income & expenditure’  

 All fields are self explanatory. 

 Then click on “next” button. 

Screen 10 

Screen 11 
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Now the information related to ORGANISATION is complete.   

VO need to enter information related to Project i.e. “PROJECT PROFILE”. 

Screen 12 

Year-wise detail of receipts entered above will reflect automatically in ‘total fund received’ column 

and it should be equal to the sum of (community contribution+ from foreign sources+ from 

government+ own sources).  

Click on “Submit” button” if you have 

completed all the information. 

 Otherwise click on   “Previous” button 

to do modifications (if any) 
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Screen 13 

Please enter the following : 

 “Title of Project” e.g. ‘Sustainable programme for 

agriculture’ etc. 

 Objectives of the project. 

 select sub-scheme 

 Select Project category. 

Click on next button 

Screen 14 

Enter the following 

for BUDGET of 

project (press ‘add 

row’ for multiple 

enteries. 

 Item-wise detail 

 beneficiaries 

 Activity wise detail 

 Duration of 

project 

To enter  activities 

wise “beneficiaries” 

scroll the screen  
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Beneficiaries format - (Screen 14a) 

Screen 15 

 Enter number of category wise 

beneficiaries detail. 

 Then click on “SAVE” button. 

 Control will shift to previous 

screen14. 

 Enter other relevant information 

wherever applicable and press ‘NEXT’ 

 

 Enter the location of the project 

(where VO is implementing the 

project).  Press ‘add row’ for 

location having more than one state 

or district. 

 Enter other relevant information 

like name & address of 

BDO/MLA/MP etc. and press ‘NEXT’ 
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Control will shift from project profile(PMIS) to NGO-PS’s first page i.e. screen 3 

 

Screen 15a 

Screen no. 3a 

(second half of Screen 3) 

Enter ‘Demographical Details’. 

Total population (male + female) should 

be equal to total persons in each family 

type(SC+ST+OBC+GEN+APL) 

Then click on “next” button. 

VO need to re-enter the amount 

(CAPART assistance) and select 

the State of location (where VO 

wants to implement the project). 

VO need not to fill ‘fee detail’ as 

CAPART does not charge any 

amount for project submission.  

Now press ‘submit button’. Right click on link, open this pdf in 

new window, save it on your 

computer and take its printout to send 

it (this is the printout of organization 

profile and project profile)  to CAPART 

along with other documents. 

 Activity Detail will automatically reflect from 

the database (as entered in Screen 14). Click 

on ‘check boxes’ depending upon the time 

period to complete this project.  E.g. for 

activity ‘survey’ if VO need first three months 

of project having 12 months duration then VO 

will click on first check box. 

Enter the data for ‘marketing arrangements, 

arrangements for maintenance of assets, 

impact indicators etc. 
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 Click on ‘print your grant application’, 

print 2 copies of this page (A), keep one 

copy for your record and attach other 

copy with ‘complete set’ of project.  

This Application ID can be used for 

future correspondences and with this 

ID  VO can track the status of project 

through NGO-PS 

(www.ngo.india.gov.in) or CAPART 

online system (www.capartols.nic.in).  

Screen 16 

How to prepare complete set of project (hard copy) which to be sent 

by post to the concerned Regional office or Delhi Hqrs. ? (make a set 

of following documents :) 

 Printout of ‘organisation profile’ & ‘project profile’ as explained in 

previous screen. 

 Copy of page-A 

 Other relevant documents e.g. Regd. Certificate, MOA, latest list of 

members with photos  beneficiaries list, - as per CAPART guidelines. 

As per CAPART policy all documents of the project should be attested by 

GAZATTED Officer.  

PAGE - A 

http://www.capartols.nic.in/

