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Facilitator Guide

The Facilitator Guide for Microfinance Executive has been developed to guide the trainers on how to impart 
training on banking related skills. The goal is to prepare industry-ready Microfinance Executive by making 
them undergo Practical/Lab activity sessions. The Facilitator Guide is aligned to the Qualification Pack (QP) 
and the National Occupational Standards (NOS) drafted by the ‘The Banking, Financial Services & Insurance 
(BFSI) Sector Skill Council of India’ and ratified by National Skill Development Corporation.

It includes the following National Occupational Standards (NOS):

1. BSC/N2401: Source micro-finance customers
2. BSC/N2402: Assist with micro-finance application process
3. BSC/N2403: Disburse micro-finance loan
4. BSC/N2404: Collect receivables and follow-up
5. DGT/VSQ/N0102: Employability Skills (60 Hours)

Post this training, the participant will be able to perform tasks as an Microfinance Executive. We hope that 
this Facilitator guide provides sound learning support to the aspiring trainers and the trainees.

About this Guide

vi

About this Guide
The Facilitator Guide for “Essentials of Digital Statutory e-Filing” has been developed to assist trainers in 
delivering effective training on digital statutory e-filing processes. The objective is to prepare industry-ready 
professionals by enabling them to participate in practical, hands-on activity sessions. This Facilitator Guide 
is structured in alignment with the Qualification Pack (QP) and National Occupational Standards (NOS) 
developed by the ‘Banking, Financial Services & Insurance (BFSI) Sector Skill Council of India’ and approved 
by the National Skill Development Corporation (NSDC). 

It provides a comprehensive roadmap for imparting essential skills and knowledge required for seamless 
statutory compliance and e-filing in digital environments, ensuring participants are equipped to meet indus-
try standards efficiently. 
1.	 BSC/N8114 – Essentials of Digital Statutory e-Filing  
2.	 DGT/VSQ/N0102: Employability Skills (60 Hours)  
 
Post this training, the participant will be able to perform tasks as professionals specialising in digital 
statutory e-filing. We hope that this Facilitator guide provides sound learning support to the aspiring 
trainers and the trainees. 
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Unit Objective

Resources to be Used

Do

Say

Ask

By the end of this unit, the participants will be able to: 

1.	 earn about how to take temporary GST registration number.

Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/ laptop with internet connection. 

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

•	 Welcome everyone, today we will be delving into the fascinating world of GST in India. I hope you are all 
ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind. 
Let’s make this session as interactive as possible.  

•	 Can anyone share their initial thoughts or experience with the GST Tax Structure in India and temporary 
registration?

•	 What do you hope to gain from today’s session?

Unit 1.1 - Temporary Registration Number (TRN) 

Elaborate

Explain

•	 GST in India. 
•	 How GST temporary registration is taken.

•	 What is the purpose of GST registration?

Demonstrate
•	 GST temporary registration process. 
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Activity
1.	 Activity: Meaning of GST temporary registration. 
2.	 Objective: To familiarize participants with the meaning of GST and GST registration. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Provide each group with a list of GSTR temporary registration processes. 
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks.
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of GST in India and its temporary registration process. 

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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Unit Objective

Resources to be Used

Do

Say

Ask

By the end of this unit, the participants will be able to: 

1.	 Learn about how to take GST registration number.

Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

•	 Welcome everyone, today we will be delving into the fascinating world of GST in India. I hope you are all 
ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind. 
Let’s make this session as interactive as possible.  

•	 Can anyone share their initial thoughts or experience with GST tax structure in India. 
•	 What do you hope to gain from today’s session?

Unit 1.2 - GST Registration (GSTIN)

Elaborate
•	 GST in India. 
•	 How GST registration (GSTIN) is taken.

Explain
•	 What is the purpose of GST registration?

Demonstrate
•	 GST registration (GSTIN) process and the documents to be submitted.
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Activity
1.	 Activity: How to take GST registration, demonstrate the process. 
2.	 Objective: To familiarize participants with the meaning of GST and GST registration. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Provide each group with a list of GST Registration process. 
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks.
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic Understanding of GST in India and the registration process (GSTIN).

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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Unit Objective

Resources to be Used

Do

Say

Ask

By the end of this unit, the participants will be able to: 

1.	 Learn about how to file Nil GSTR-1 and GSTR-3B.

Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

•	 Welcome everyone, today we will be delving into the fascinating world of GST in India. I hope you are all 
ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

•	 Can anyone share their initial thoughts or experience with GST filings in India 
•	 What do you hope to gain from today’s session?

Unit 1.3 – File NIL GSTR-1 and 3B

Elaborate
•	 GST filing forms. 
•	 How Nil GSTR returns are filed. 

Explain
•	 How to file Nil GSTR-1 and GSTR-3B.

Demonstrate
•	 GSTR filing process for GSTR-1 and GSTR-3B.
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Activity
1.	 Activity: How to take GST registration, demonstrate the process. 
2.	 Objective: To familiarize participants with the meaning of GST and GST return filings. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Provide each group with a list of GST return filing.  
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks.
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of GST in India and return filing process. 

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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Unit Objective

Resources to be Used

Do

Say

Ask

By the end of this unit, the participants will be able to: 

1.	 Learn about how to generate E-way Bill.

Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

•	 Welcome everyone, today we will be delving into the fascinating world of GST in India. I hope you are all 
ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

•	 Can anyone share their initial thoughts or experience with GST E-way Bill generation. 
•	 What do you hope to gain from today’s session?

Unit 1.4 – Generate E-way Bill 

Elaborate
•	 What is E-way Bill? 
•	 How are E-way bills generated?

Explain
•	 How to file E-way Bill and why it is used?

Demonstrate
•	 Uses and process of generating E-way Bill. 
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Activity
1.	 Activity: How to generate E-way Bill. Demonstrate the Process and the usage. 
2.	 Objective: To familiarize participants with the meaning of GST and E-way Bill. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Provide each group with a list of GST return filing.  
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks.
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of GST in India and return filing process. 

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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Unit Objective

Resources to be Used

Do

Say

Ask

By the end of this unit, the participants will be able to: 

1.	 Learn how to file GSTR-1.

Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

•	 Welcome everyone, today we will be delving into the fascinating world of GST in India. I hope you are all 
ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

•	 Can anyone share their initial thoughts or experience with GSTR-1 filing. 
•	 What do you hope to gain from today’s session?

Unit 1.5 – File GSTR-1 

Elaborate
•	 What is GSTR-1? 
•	 What are B2B and B2C Sales?

Explain
•	 Why and when is GSTR-1 filed?

Demonstrate
•	 The process of filing GSTR-1.
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Activity
1.	 Activity: How to file GSTR-1 online? Demonstrate the process. 
2.	 Objective: To familiarize participants with the meaning of GST and filing returns for monthly sales.
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Provide each group with a list of GST return filing.  
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks.
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of filing GST returns and its purpose.

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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Unit Objective

Resources to be Used

Do

Say

Ask

By the end of this unit, the participants will be able to: 

1.	 Learn about how to file GST CMP-08 and who should file the form.

Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

•	 Welcome everyone, today we will be delving into the fascinating world of GST in India. I hope you are all 
ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

•	 Can anyone share their initial thoughts or experience with composition scheme. 
•	 What do you hope to gain from today’s session?

Unit 1.6 – File CMP-08 (Composition) 

Elaborate
•	 What is GST CMP-08? 
•	 What is the composition scheme in GST?

Explain
•	 Why is GST CMP-08 filed and when?

Demonstrate
•	 The process of filing GST CMP-08.
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Activity
1.	 Activity: How to file GST CMP-08 online? Demonstrate the process. 
2.	 Objective: To familiarize participants with the meaning of composition scheme and filing returns. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Provide each group with a list of GST return filing.  
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks.
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of filing GST returns under composition scheme and its purpose.

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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Unit Objective

Resources to be Used

Do

Say

Ask

By the end of this unit, the participants will be able to: 

1.	 Learn about how to file GSTR-3B.

Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

•	 Welcome everyone, today we will be delving into the fascinating world of GST in India. I hope you are all 
ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

•	 Can anyone share their initial thoughts or experience with GSTR-3B filing. 
•	 What do you hope to gain from today’s session?

Unit 1.7 – File GSTR-3B 

Elaborate
•	 What is GSTR-3B? 
•	 What is the input tax credit and offset of taxes?

Explain
•	 Why is GSTR-3B filed and when?

Demonstrate
•	 The process of filing GSTR-3B online.
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Activity
1.	 Activity: How to file GSTR 3B online. Demonstrate the Process. 
2.	 Objective: To familiarize participants with the meaning of GST and filing returns for monthly sales. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Provide each group with a list of GST return filing.  
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks.
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of filing GST returns and its purpose.

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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2. Income Tax 
Unit 2.1 – E-PAN and Complete Filing 
Unit 2.2 – Register PAN on the New Income Tax E-Filing Portal 
Unit 2.3 – File ITR on the Income Tax Portal (ITR-1)
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Unit Objective

Resources to be Used

Do

Say

Ask

By the end of this unit, the participants will be able to: 

1.	 Learn how to apply for E-PAN online and filing of income tax returns online.

Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

•	 Welcome everyone, today we will be delving into the fascinating world of income tax in India. I hope 
you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

•	 Can anyone share their initial thoughts or experience with income tax portal in India. 
•	 What do you hope to gain from today’s session?

Unit 2.1 – E-PAN and Complete Filing  

Elaborate
•	 Eligibility to apply for an E-PAN card. 
•	 How to apply through income tax portal?

Explain
•	 What are the heads of income in ITR and the deductions & allowances?

Demonstrate
•	 Step by step process on how to file ITR in the income tax portal.
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Activity
1.	 Activity: What are the income tax returns available and the process of filing.
2.	 Objective: To familiarize participants with the meaning of Income tax return filings and the processes 

involved. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Provide each group with a list of GST return filing.  
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks.
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of income tax in India and tax return filing process. 

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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3. Tax Collected at Source & 		
	 Tax Deducted at Source 

Unit 3.1 – Tax Deducted at Source & Tax Collected at Source 
Unit 3.2 – TDS Rates 
Unit 3.3 – Due Dates & Remittances of TDS & TCS 
Unit 3.4 – Fill TDS Online
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Unit Objective

Resources to be Used

Do

Say

Ask

By the end of this unit, the participants will be able to: 

1.	 Learn about What is TDS and TCS.

Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

•	 Welcome everyone, today we will be delving into the fascinating world of TCS and TDS in India. I hope 
you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

•	 Can anyone share their initial thoughts or experience with tax deduction and collection at source. 
•	 What do you hope to gain from today’s session?

Unit 3.1 – Tax Deducted at Source & Tax Collected at Source 

Elaborate
•	 What is TDS & TCS? 
•	 How to calculate TDS and its applicable rates. 

Explain
•	 Why is tax deducted at source? 

Demonstrate
•	 The need for tax deduction and tax collection at source. 
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Activity
1.	 Activity: Find out the different types of TDS forms. 
2.	 Objective: To familiarize participants with the meaning of TDS and the due dates for filing TDS returns. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Provide each group with a list of GST return filing.  
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of filing TDS returns and its purpose. 

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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Unit Objective

Resources to be Used

By the end of this unit, the participants will be able to: 

1.	 Learn about how to file TDS returns. 

Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

•	 Welcome everyone, today we will be delving into the fascinating world of TCS and TDS in India. I hope 
you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

•	 Can anyone share their initial thoughts or experience with tax deduction and collection at source. 
•	 What do you hope to gain from today’s session?

Unit 3.2 – Fill TDS Online 

Elaborate
•	 What are the due dates to file TDS & TCS returns? 
•	 How to file TDS returns online.

Explain
•	 What are the TDS forms used?

Demonstrate
•	 The need for tax deduction and tax collection at source.

Do

Say

Ask
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Activity
1.	 Activity: Find out the different types of TDS forms. 
2.	 Objective: To familiarize participants with the meaning of TDS and the due dates for filing TDS returns. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Provide each group with a list of GST return filing.  
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic Understanding of filing TDS Returns online, its due dates and penalty for non-filing. 

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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4.	 Employee’s Provident Fund (EPF)  
Unit 4.1 – Register Establishment in EPFO  
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Unit Objective

Resources to be Used

By the end of this unit, the participants will be able to: 

1.	 Learn about Employees Provident Fund.

Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

•	 Welcome everyone, today we will be delving into the fascinating world of employee benefit schemes in 
India. I hope you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

•	 Can anyone share their initial thoughts or experience with employee benefit schemes. 
•	 What do you hope to gain from today’s session?

Unit 4.1 – Register Establishment in EPFO  

Elaborate
•	 What is EPF? 
•	 How to register establishment in EPFO?

Explain
•	 What are the benefits available to employees under the EPF scheme?

Demonstrate
•	 The need for employee benefits schemes.

Do

Say

Ask
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Activity
1.	 Activity: Find out the benefits of EPF scheme. 
2.	 Objective: To familiarize participants with the advantages of EPF. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of EPF and the benefits available to the employees.

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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5.	 Employee State Insurance 
Unit 5.1 – ESIC & it’s Applicability 
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Unit Objective
By the end of this unit, the participants will be able to: 

1.	 Learn about Employees’ State Insurance Corporation

Resources to be Used
Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

Unit 5.1 – ESIC & it’s Applicability  

Elaborate
•	 What is ESIC? 
•	 What is the ESIC registration eligibility?

Explain
•	 Which are the entities covered under ESIC?

Demonstrate
•	 The need for employee insurance benefits schemes.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

Do

•	 Welcome everyone, today we will be delving into the fascinating world of employee Insurance benefit 
schemes in India. I hope you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

Say

•	 Can anyone share their initial thoughts or experience with employee state insurance benefit schemes. 
•	 What do you hope to gain from today’s session?

Ask
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Activity
1.	 Activity: Find out the process for online registration of ESIC. 
2.	 Objective: To familiarize participants with the advantages of ESIC.  
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of EPF and the benefits available to the employees.

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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6. 	Digital Signature Certificate  
Unit 6.1 – Digital Signature Certificate 
Unit 6.2 – How to get a Digital Signature Certificate? 
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Unit Objective
By the end of this unit, the participants will be able to: 

1.	 Learn about Digital Signature Certificate.

Resources to be Used
Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

Unit 6.1 – Digital Signature Certificate 

Elaborate
•	 What is Digital Signature Certificate? 
•	 Importance of DSC in fulfilling statutory compliances.

Explain
•	 What are the types of DSC? 

Demonstrate
•	 The advantages of DSC. 

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

Do

•	 Welcome everyone, today we will be delving into the fascinating world of digital signatures in business 
in India. I hope you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

Say

•	 Can anyone share their initial thoughts or experience with digital signatures in various businesses. 
•	 What do you hope to gain from today’s session?

Ask
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Activity
1.	 Activity: Find out the advantages of having a DSC. 
2.	 Objective: To familiarize participants with the uses of DSC. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of DSC, and the benefits available to the users. 

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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Unit Objective
By the end of this unit, the participants will be able to: 

1.	 Learn about the process of getting a Digital Signature Certificate.

Resources to be Used
Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

Unit 6.2 – How to get a Digital Signature Certificate?  

Elaborate
•	 The process of applying for a Digital Signature Certificate? 
•	 The details required for application.

Explain
•	 Proof of identity required.

Demonstrate
•	 The online process of applying for a DSC and the types of DSC.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

Do

•	 Welcome everyone, today we will be delving into the fascinating world of digital signatures in business 
in India. I hope you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

Say

•	 Can anyone share their initial thoughts or experience with digital signatures in various businesses. 
•	 What do you hope to gain from today’s session?

Ask
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Activity
1.	 Activity: Step by Step process to apply for DSC. 
2.	 Objective: To familiarize participants with the uses of DSC in statutory compliances. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of DSC, and the benefits available to the users.

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation



Essentials of Digital Statutory E-filing 

35

7. 	Micro, Small and 
	 Medium Enterprises  

Unit 7.1 – Udyog Aadhar Registration
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Unit Objective
By the end of this unit, the participants will be able to: 

1.	 Learn about Udyog Aadhar registration.

Resources to be Used
Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

Unit 7.1 – Udyog Aadhar Registration 

Elaborate
•	 What is Udyog Aadhar registration. 
•	 Importance of Udyog registration for MSME in India.

Explain
•	 What are the benefits of Udyog Aadhar registration?

Demonstrate
•	 What is MSME and Udyog Aadhar?

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

Do

•	 Welcome everyone, today we will be delving into the fascinating world of Udyog Aadhar registration in 
India. I hope you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

Say

•	 Can anyone share their initial thoughts or experience Udyog Aadhar registration in India. 
•	 What do you hope to gain from today’s session?

Ask



Essentials of Digital Statutory E-filing 

37

Activity
1.	 Activity: Find out the advantages of having an Udyog registration for small businesses. 
2.	 Objective: To familiarize participants with the process of Udyog registration. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of Udyog Aadhar Registration, and the benefits available to the users.

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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8. 	Ministry of Corporate Affairs 
Unit 8.1 – MCA 21 Service, MCA Registration & MCA V3  
Unit 8.2 – DIR-3 KYC – Application for KYC of Directors 
Unit 8.3 – Guide to File e-Form DIR-3 KYC 
Unit 8.4 – Adding a Director to your Company 
Unit 8.5 – Removing of Director from a Company 
Unit 8.6 – Submission of Form DIR-11 by the Resigning Director 
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Unit Objective
By the end of this unit, the participants will be able to: 

1.	 Learn about and understand what MCA and its purpose is.

Resources to be Used
Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

Unit 8.1 – MCA 21 Service, MCA Registration & MCA V3 

Elaborate
•	 What is MCA 21 portal? 
•	 Benefits of MCA 21 portal.

Explain
•	 What are the Objectives of MCA 21 portal.

Demonstrate
•	 The MCA 21 registration process.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

Do

•	 Welcome everyone, today we will be delving into the fascinating world of ministry of corporate affairs in 
India. I hope you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

Say

•	 Can anyone share their initial thoughts or experience MCA 21 portal. 
•	 What do you hope to gain from today’s session?

Ask
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Activity
1.	 Activity: Find out the uses and the aim of MCA 21 portal. 
2.	 Objective: To familiarize participants with the process of MCA21 user registration. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of MCA 21 portal.

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation



Essentials of Digital Statutory E-filing 

41

Unit Objective
By the end of this unit, the participants will be able to: 

1.	 Learn about what are Director KYC and its uses

Resources to be Used
Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

Unit 8.2 – DIR-3 KYC – Application for KYC of Directors 

Elaborate
•	 What is DIR-3 KYC? 
•	 Who has to file DIR 3 KYC and when?

Explain
•	 What are the 2 types of e-form DIR-3 KYC?

Demonstrate
•	 The KYC application process.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

Do

•	 Welcome everyone, today we will be delving into the fascinating world of ministry of corporate affairs in 
India. I hope you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

Say

•	 Can anyone share their initial thoughts on director KYC.
•	 What do you hope to gain from today’s session?

Ask
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Activity
1.	 Activity: Find out the uses and the applicability of DIR-3 KYC. 
2.	 Objective: To familiarize participants with the process of KYC updations. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of DIR-3 KYC.

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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Unit Objective
By the end of this unit, the participants will be able to: 

1.	 Learn about how to use e-Form DIR-3 KYC.

Resources to be Used
Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

Unit 8.3 – Guide to File e-Form DIR-3 KYC  

Elaborate
•	 What are the steps involved in filing DIR 3 KYC?

Explain
•	 What are the details asked for in filing e-form DIR-3 KYC? 

Demonstrate
•	 The KYC Application process online and the attachments required. 

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

Do

•	 Welcome everyone, today we will be delving into the fascinating world of ministry of corporate affairs in 
India. I hope you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

Say

•	 Can anyone share their initial thoughts on Director KYC and how it is done. 
•	 What do you hope to gain from today’s session?

Ask
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Activity
1.	 Activity: Find out the uses and the applicability of DIR-3 KYC. 
2.	 Objective: To familiarize participants with the process of Online KYC updations. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of DIR-3 KYC and its step-by-step guide to file the e-form.

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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Unit Objective
By the end of this unit, the participants will be able to: 

1.	 Learn about how to add a director to the company.

Resources to be Used
Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

Unit 8.4 – Adding a Director to your Company 

Elaborate
•	 What are the steps involved in adding a director to the company?

Explain
•	 What are the documents needed for the process?

Demonstrate
•	 The need for DIN and DSC in the application process.v

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

Do

•	 Welcome everyone, today we will be delving into the fascinating world of ministry of corporate affairs in 
India. I hope you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

Say

•	 Can anyone share their initial thoughts on directors of companies. 
•	 What do you hope to gain from today’s session?

Ask
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Activity
1.	 Activity: Find out the importance and the need for filing. 
2.	 Objective: To familiarize participants with the process of addition of directors.
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of addition of directors in a company and the filing of mandatory 

e-forms.

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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Unit Objective
By the end of this unit, the participants will be able to: 

1.	 Learn how to file form DIR-12.

Resources to be Used
Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

Unit 8.5 – Removing of Director from a Company 

Elaborate
•	 What are the steps involved in removing a director from the company?

Explain
•	 Why is DIR-12 filed?

Demonstrate
•	 The procedure for director removal.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

Do

•	 Welcome everyone, today we will be delving into the fascinating world of ministry of corporate affairs in 
India. I hope you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

Say

•	 Can anyone share their initial thoughts on directors of companies? 
•	 What do you hope to gain from today’s session?

Ask



Facilitator Guide

48

Activity
1.	 Activity: Find out the importance and the need for filing DIR-12. 
2.	 Objective: To familiarize participants with the process of removal of directors. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of removal of directors in a company and the filing of mandatory 

e-forms. 

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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Unit Objective
By the end of this unit, the participants will be able to: 

1.	 Learn how to file form DIR-11.

Resources to be Used
Participant handbook, notepad, pen, whiteboard, markers, presentation slides, overhead projector or large 
screen, computer/laptop with internet connection.

Unit 8.6 – Submission of Form DIR-11 by the Resigning Director  

Elaborate
•	 What are the penalties involved in late filing? 

Explain
•	 Why is DIR-11 filed? 

Demonstrate
•	 The procedure for director resignation and the e-form to be filed.

•	 Ensure all necessary resources are set up and functioning properly before the session begins.
•	 Create a welcoming and conducive atmosphere for learning.
•	 Engage participants actively throughout the session.
•	 Encourage participation and questions from all attendees.

Do

•	 Welcome everyone, today we will be delving into the fascinating world of ministry of corporate affairs in 
India. I hope you are all ready to explore and learn together. 

•	 Before we start, remember that no question is too basic. Feel free to ask anything that comes to mind, 
let’s make this session as interactive as possible. 

Say

•	 Can anyone share their initial thoughts on directors of companies? 
•	 What do you hope to gain from today’s session?

Ask
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Activity
1.	 Activity: Find out the importance and the need for filing DIR-11. 
2.	 Objective: To familiarize participants with the process of resignation of directors. 
3.	 Resources: Whiteboard, markers, laptops with internet connection, and participant handbooks. 
4.	 Time Duration: 60 minutes.
5.	 Instructions:
•	 Divide participants into groups of 3-4.
•	 Ask groups to match each concept with its definition and features using the information provided in 

their handbooks. 
•	 Encourage discussion and collaboration within the groups.
•	 After 15 minutes, reconvene and discuss the correct matches as a class, addressing any misconceptions 

and answering questions
6.	 Outcome: Basic understanding of removal of directors in a company and the filing of mandatory 

e-forms. 

•	 Encourage active participation and creative and supportive learning management.
•	 Keep the pace of the session dynamic to maintain engagement.
•	 Allocate time for questions and discussions to address any concerns or queries raised by participants.

Notes for Facilitation
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9. Employability Skills
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9. Employability Skills

Employability Skills is available at the following location

Employability Skills

Employability Skills is available at the following location

Employability Skills

 

8.   Employability Skills (DGT/VSQ/N0102) (60 hrs.) 

Scan the QR code below to access the ebook

9.   Annexure 

viii
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125

Price: `

Address: Banking, Financial Services & Insurance (BFSI) Sector Skill Council of India
 1407, Lodha Supremus Powai, Opp Saki Vihar Telephone Exchange, 
 Saki Vihar Road, Powai Mumbai – 400072
Email:  ranjan.soumya@bfsissc.com | neha.dave@bfsissc.com
Web:  www.bfsissc.com
Phone:  +91 82912 78155, 98921 62042


