Following are the salient features of the Returns:

VI.

VII.

VIII.

The e —Return has 6 modules: A, B, C, D, E, and F.

Modules A and B are related to basic details of the establishment and the Trust
respectively. These two modules require one time data- entry: however, later
editing has been enabled.

Modules C and D are related to employment and contribution details in respect of
the EEs, respective. Details in these two modules are required to be filled on a
monthly basis.

Modules E provides for giving details of investment. It is also required to be filled on
a monthly basis. However, it is meant for only such exempted or relaxed
establishments which are also maintaining the Trust of their own. If an exempted/
relaxed establishment is not maintaining a Trust of its own and is a participating unit
in a common provident fund Trust maintained by some other establishment, it is not
required to fill this module. However, it will be able to view the details filled by the
common Trust.

Module F provides for fill details regarding audit, annual statement of accounts and
financial health of the Trust. This will be a yearly exercise. This module can be
opened only at the end of the Financial Year.

The link for filing the return will be through the Establishment Login under unified
Portal, once the employer has logged in. The link will appear only against
establishments that are relaxed or exempted. RPFCs of the ROs and SROs will have
the rights to add the code number to the list so that such establishments can also
start the return.

On cancellation of exemption or withdrawal of relaxation the RPFCs will have the
right to block the return filing from a particular month. However, viewing and/ or
filing the return of earlier period will be permissible.

The establishments which are complying as exempted/relaxed by virtue of haveing a
sub-code or separate code for administrative convenience will not be required to file
the return. This is irrespective of the fact that the establishment bearing the sub-
code or separate code is in the jurisdiction of the same RPFC or under another RPFC
where the main establishment is covered. In each cases, the main establishment will
have to add its branches having separate codes or sub-codes.

Consolidate PDF: After completion of all parts of particular month employer will be
able to generate Report using select month and year.

Delete Part : In case an employer has already submitted the data and has
made an error, in such cases Delete Part link is available in the exempted
establishment under Establishment login. You can select part (C/D/E/F) and
month/year from which you want to reset the data. After submitting request
you can download request letter, print it on the letter head of the
establishment, signed it, and upload scan copy of signed letter on the portal



and send the request. (click on Send Request link which will be enable
after successfully uploading of the request letter). Data in the part
requested will be reset, meaning thereby that the data will be made blank
and the employer may fill up the correct data again. Change in the data is
not done by the Help Desk and any data entered in the return is only through
the login of the employer. The resetting of the data is done on the basis of
the signed request letter uploaded by the employer.



ONLINE MONTHLY RETURN TO BE FILED BY ESTABLISHMENT EXEMPTED UNDER

THE EPF SCHEME THROUGH A RELAXATION ORDER OR NOTIFICATION

FIELD WISE INSTRUCTIONS

PART A: ESTABLISHMENT DETAILS

SI. No | Field Name Field Type Remarks
A Establishment ID Will be auto populated
B Name of the Establishment based on log in by the | For any change in the
C Address employer data against B and/or
C the employer
needs to approach
the concerned PF
Office with a request
letter and supportive
documents as
applicable.
D PAN of the Establishment Data entry The PAN and the
E Name of Establishment as per | Data entry Name as per PAN will
PAN be verified from the
Income Tax Database
and the result will be
displayed later.
F Ownership Type Selection from drop | Please see Annexure
down list A to view the list.
G Primary Activity Selection from drop | Please see Annexure
down list B to view the list.
H Exemption Under Section/Pare Selection from drop | Please see Annexure
down list C to view the list.
(i) Relaxation Order Number Data entry Fields for 1 (i) to (viii)
I (ii) Relaxation Order Date Data entry will be displayed if
| (iii) | Issued By Selection from drop | the selection against
down list Sl H is Section 17 (1)
| (iv) | Relaxation with effect from Data entry (a) or Para 27A.
I (v) Notification Number Data entry
I (vi) | Notification Date Data entry Notification will be
I (vii) | Issued By Selection from drop | mandatory.
down list
| (viii) | Notification with effect from Data entry
In case of Exemption Under Para
27, Order Number
(i) Order Date Data entry These fields  will

I (i)

With effect from

Data entry

appear if the section




I (iii)

Issued By

under SL H is Para 27.
The employer s
required to enter the
first order granting
exemption to a
member.

Branches
code

having separate/Sub

Click here link

Link shows the list of
separate  code/sub
code which is
updated in Form 5A

Branches not having any code

number

Click here link

The employer is also
required to list out all
its branches located
at places other than
the establishment
and not having any
separate or sub code
number (employees
working where are
also complying under
the Trust. Employer
can add new branch
in form 5A.

Contribution Rate

Selection from 10 or 12%
as applicable.

Default value will be
12%

Note: The part C, D and E will allow entry only when the Part A and B are filled in,

Part E and F will allow entry only if the establishment filing the return is also the Parent

Trust in case of Common P F Trust (refer Part B).

Part F will be opened for entry only after 31-03-2014.

EDITING OF THE DATA IN PART A

Once the date is saved, it can be edited later when there is any change in the date by click of

the EDIT Button.

However the following data cannot be edited:

1. Name and Address of the Establishment. If any change is there the employer is required

2.

to request the concerned PF Office with supporting documents so that the data is first

changed in the EPFO Application and it will be updated on the Unified Portal.

The PAN and Name as per PAN of the establishment if the data is verified and the status

is shown as verified.




3. Selection of the Section/Para regarding the relaxation Order/Notification and the details
of such order, as the start month of the return is based on the ‘with effect from’ date of
exemption.

PART B: TRUST DETSILS

SI. No. Field Name Field Type Remarks
A PAN of the Trust Data entry The PAN and the Name as
B. Name of the Trust as per PAN Data entry per PAN will be verified
from the Income Tax
Database and the result will
be displayed later.
C. Name of the Trust as per | Display The name will be displayed
Records from the records of EPFO.
D. Address Line 1 Data entry
E. Line 2 Data entry
F. City Data entry
G. District Selection
H. State Selection
I PIN Data entry
J. Income Tax Order Number | Data entry Please inform if the trust
Recognizing the Trust has been recognized by the
IT Department.
K. Date of Income Tax Trust Data entry - Do-
L. Date of Income Tax Order Selection Please select Single if the
Trust is handling the PF
Contributions of single
establishment (including
the branches, not having
been granted any separate
exemption).
Select CPF Trust if the Trust
is handling contributions
from other participating
units also.
Details of Establishment having the | The fields | In case the establishment
Parent Trust (In case L is Common | will be as|that is filling the return
P F Trust) follows: enters own code number as
Select State Selection the Establishment handling
State Office Selection the Trust, it will be able to




Regional Code Display enter the details in Part E
Office Code Display and F.
Code Number Data entry In case the Trust is handled
Extension Data entry by another code and the
Name of Establishment Display establishment  filing the
Address of Establishment Display return is a Participating
unit, he will be able to view
the data in Part E and F if
entered by the Parent
Trust.
A link to view the
compliance by the Branch
post March 2012 will also
appear.
There will be facility to add
row for more branches.
Details of Chairman Following

fields will be
there

Name Data entry
Designation Data entry
Details of Representatives Following The details of the

fields will be
there

Representatives from the
establishment  which s

Name Data entry filling the return should be
Designation Data entry entered.

Whether Employee or Employer | Selection

Representative

Whether Elected or Nominated | Selection

Member

DMAT Account Details Following There will be facility to add

fields will be
there

rows for more accounts.

Account Number Data entry

Depository Participant Data entry

Depository Type Type Selection

CSGL/SGL Account Details Following There will be facility to add

fields will be
there

Account Number Data entry
Depository Participant Data entry
Account Type Selection

rows for more accounts.

Trust Bank Account

Following

The details is being




fields will be
there

Bank Account Number

Data entry

IFSC Code

Data entry

collected so that the EPFO
Offices and the other Trusts
may transfer the PF
Amounts through electronic
mode.

Only one account can be
added, so that all payments
are sentto it.

This information will be
made available to the EPFO
Offices  and the Pf
Exempted Trusts and will
also be auto displayed in
the Online Transfer Claim
Form.

R Date of Last Constitution of the
Board

Data Entry

Please enter the data when
the Boards of Trustees was
last constituted.

Note: The part C, D and E will allow entry only when the Part A and B are filled in.

Part E and F will allow entry only if the establishment filing the return is also the Parent

Trust in case of Common P F Trust.

Part F will be opened for entry only after 31.03.2014.

EDITING OF THE DATA IN PART B

Once the data is saved, it can be edited later when there is any change in the data by click of

the EDIT Button.

However the following data cannot be edited:

4. The PAN and Name as per PAN of the Trust if the data is verified and the status is shown

as verified.

5. The selection and subsequent entry regarding the Single and Common P F Trust since it

will affect the data in the Part E and F.




PARTS C, D and E (MONTHLY PART)

The employer will have the option to select the start month of Return form March 2013 or
December 2013 in case exemption effective date is prior to year 2013-14. In Other cases the
return in Part C, D and E will open from the effective month of exemption.

The Part C and D are to be filled in by all establishments each month thereafter.

The Part E will have to be filled in by the Parent Trust only each month and the participating
units having exemption granted will have the view rights.

Part C : Employee Details(Monthly Part)

Sl. No. Field Name Field Type Remarks
A. Number of employees as on close of previous month | Data entry One time data entry (only in the first
return). On the next month the number of
employees as on close of previous month
is automatically displayed.
B. Number of employees who joined in the current | Data entry
month
C. Number of employees who left during the current | Data entry
month
D. Number of employees as at the end of current | Display Sum of (A+B+C) All types of employees
month are included.
E. Number of Excluded Employees out of D above Data entry
F. Number of employees for whom establishment has | Display F=A+B-E
to
G. Contract Employee Details Complying under Trust Data entry
Complying as un-
exempted under

another code of
establishment

Complying through
respective  code of

contractor
H Employees on Direct Payroll of | Asexempted employee Data entry The sum of G and H
Establishment As un- should be equals to F.
exempted Employee
| Number of International Workers Data entry

J Number of Disabled Workers Data entry




PART D: Contribution Details (Monthly Part)

Sl. No. | Field Name Field Type Remarks

A OB of PF Contribution still due from employer Data entry Only one time data entry with first return. On
subsequent months it will be automatically
displayed.

B PF Wages liable for Contribution Data entry

C EE Share Data entry Data entry

D Data entry Data entry

E ER Share Data entry Data entry

F Data entry Data entry

G Refunds Due in the month Data entry

H Transferred Data entry

| Total Due Auto display It will display the amount by adding total due
amounts i.e. (A+B+E+G)

J Details of Transfer | Amount Data entry Click on add row button and fill the amount in

of Contribution Date Selection case the funds were transferred in parts.

N Total amount transferred to BOT Auto display It will display the amount by adding total
transferred amounts i.e. (D+F+H)

(0] Balance Due for transfer Auto display It will display remaining amount by deducting
total amount transferred from total dues i.e.
(I-N)

P Interest paid Data entry Interest paid to Trust by the employer for any
belated transfer to Trust

PART E: INVESTMENT DETAILS (MONTHLY PART by PARENT TRUST ONLY)

SINo Field Name Field Type Remarks

A Securities Auto Display Display the face value of
opening balance after data
entry in the first return
through link (securities). In
subsequent  month, auto
display

B Cash Data entry One time data entry

C Total Auto display It will display the amount by
adding securities and cash
i.e.(A+B)

RECEIPTS

D PF Contribution Data entry

E Refunds (Loans & Advances) Data entry

F Transfer in Data entry

G Other Receipts Data entry

H Recoup by Employer in For Capital loss on | Dataentry

investment

| Case of loss by Trust For Revenue loss on | Dataentry

account of Interest
shortfall

Return from Investments:

J Interest Previous Due Data entry One time data entry. On next
month it will be automatically
displayed

k Receivable in the current month Data entry

L Receivable in the current month Data entry

M Balance Auto display It will display the amount by
using the formula (J+K-L).




N Maturity Previous Due Data entry One time data entry. On next
month it will be automatically
displayed

(0] Receivable in the current month Auto display The amount will appear from
the details entered through
the link “Matured During the
Month”. The sum of face
value of all securities matured
will be displayed.

P Received in the current month Data entry

Q Balance Auto display It will display the amount by
using the formula (N+O-P).

R Others Received Due Data entry One time data entry. On next
month it will be automatically
displayed.

S Receivable in the current month Data entry

T Received in the current month Data entry

U Balance Auto display It will display the amount by
using the formula(R+S-T).

\Y Total Receipts Auto display It will display the amount by
adding the following fields
(D+E+F+G+H++L+P+T)

Payments

W Claim including Transfer out Data entry

X Loans and Adv Data entry

Y Other Payments Data entry

z Auto display It will display the amount by
adding the claims including
transfer out, loans and adv
and other payments
Qe (W+X+Y)

AA Amount available for Investment (B+V-2) Auto display It will display the amount by
using the formula (B+V-Z).

AB Total amount invested by BOT Auto display The amount will appear from

the details entered through
the link “Investment Details
During the Month”
It will automatically display
the sum of amount from
securities screen by using the
formula (F+G-H). The deal
value will be taken.

AC Cash Balance Auto display It will display the amount by
using the formula (AA-AB).

AD % of cash balance against available Auto display It will display the amount by
using the formula
(AC*100/AA).

AE Reason for un-invested amount Data entry




INVESTMENT DETAILS SECURITIES:

Screen opened through Hyperlink Securities/Matured Amount/Invested Amount/

Reference Opening | Matured | Invested during the month Closing
balance During Balance
as on | The
First Month
Return
SI. Face Face Face Deal Accrued Accrued Face value Remakes
No value value value | value Interest Interest
Paid Received

a b c d e f g h [

1 Central Government | One Data Data Data Data Data Auto display The face value of
Security Item (i) of | Time entry entry | entry entry entry Closing Balance is
the notification data auto display the

2 State  Government | One Data Data Data Data Data Auto display amount by using
Securities/SDL  Item | Time entry entry | entry entry entry the formula face
() (a) of the | data value of opening
Notification balance-face

3 Central/State One Data Data Data Data Data Auto display | value of mature +
Government Time entry entry | entry entry entry face value of
Guaranteed data investment i.e. (C-
Securities Item (i) D+E)

(b) of the
Notification

4 Bonds/Securities of | One Data Data Data Data Data Auto display
Public Financial | Time entry entry entry entry entry
Institution item (iii) | data
(a) of the
Notification

5 Bonds/Securities of | One Data Data Data Data Data Auto display
Central Public Sector | Time entry entry | entry entry entry
Undertaking item (iii) | data
(a) of the
Notification

6 Bonds/Securities of | One Data Data Data Data Data Auto display
Public Bank item (iii) | Time entry entry | entry entry entry
(a) of the | data
Notification

7 Bonds/Securities of | One Data Data Data Data Data Auto display
State Public Sector | Time entry entry entry entry entry
Undertakings item | data
(iii) (a) of the
Notification

8 TDR (less than a | One Data Data Data Data Data Auto display
year) of PSB item (iii) | Time entry entry | entry entry entry
(b) of the | data
Notification

9 Collateral Borrowing | One Data Data Data Data Data Auto display
& Lending Obligation | Time entry entry entry entry entry
(CBLO) item (iii) (c) | data
of the Notification

10 Bonds/Securities of | One Data Data Data Data Data Auto display
Private Sector item | Time entry entry entry entry entry
(v) of the | data
Notification

11 SDS One Data Data Data Data Data Auto display

Time entry entry entry entry entry
data
12 Others One Data Data Data Data Data Auto display
Time entry entry entry entry entry
data

Categories for Investment as per New Pattern wef 29.05.2015




13 Category (i) One Data Data Data Data Data Auto display
(a)Government time entry entry | entry entry entry
Securities data
entry
14 Category One Data Data Data Data Data Auto display
(i)(b)OtherSecurities time entry entry | entry entry entry
data
entry
15 Category (i)(c)Gilt One Data Data Data Data Data Auto display
Mutual time entry entry entry entry entry
Funds data
entry
16 Category (ii)(a)Listed One Data Data Data Data Data Auto display
Debt time entry entry entry entry entry
Securities data
entry
17 Category One Data Data Data Data Data Auto display
(ii)(b)Basellll Tier | time entry entry | entry entry entry
IBonds data
entry
18 Category (ii)(c)Rupee | One Data Data Data Data Data Auto display
Bonds of IBRD, IFC | time entry entry entry entry entry
and ADB data
entry
19 Category (ii)(d)Term | One Data Data Data Data Data Auto display
DepositReceipts time entry entry entry entry entry
(TDRs)not less | data
thanone entry
yearduration.
20 Category (ii) (e)Debt | One Data Data Data Data Data Auto display
Mutual Funds time entry entry | entry entry entry
data
entry
21 Category (i) (f) | One Data Data Data Data Data Auto display
Infrastructure debt. | time entry entry entry entry entry
Instruments data
entry
22 Category (i) (b) | Data Data Data Data Data Data Auto display
Category (i) (b) | entry entry entry | entry entry entry
Liquid Mutual Fund
23 Category (iii) (b) Data Data Data Data Data Data Auto display
Liquid Mutual Fund entry entry entry entry entry entry
24 Category (iii) (c) Term | Data Data Data Data Data Data Auto display
Deposit Receipts entry entry entry entry entry entry
(TDRs)
of up to one vyear
duration
25 Category  (iv) (a) | Data Data Data Data Data Data Auto display
Shares of  Body | entry entry entry entry entry entry
Corporates list on
BSE/NSE.
26 Category (iv) (b) | Data Data Data Data Data Data Auto display
Mutual Funds | entry entry entry | entry entry entry
regulated by SEBI
27 Category (iv) (C)ETF | Data Data Data Data Data Data Auto display
of either Sensex | entry entry entry | entry entry entry
index or Nifty 50
index.
28 Category (iv) (d)ETF's Data Data Data Data Data Data Auto display
of entry entry entry | entry entry entry
Disinvestment by
Govt. of India in body
corporate
29 Category (iv) (e)ETF Data Data Data Data Data Data Auto display
for the entry entry entry | entry entry entry

Will  open only
from May 2015




purpose of hedging

30 Category (V) (a) | Data Data Data Data Data Data Auto display
CMBS or RMBS. entry entry entry entry entry entry

31 Category (v)(b) Unite | Data Data Data Data Data Data Auto display
issued by REITs. entry entry entry entry entry entry

32 Category (v)(c) ABS | Data Data Data Data Data Data Auto display
regulated by SEBI entry entry entry | entry entry entry

33 Category (v) (d)Units Data Data Data Data Data Data Auto display
of Infrastructure entry entry entry | entry entry entry
Investment
Trusts regulated by
SEBI

34 Total investments sum sum sum sum sum sum sum

Two more hyperlinks from the Part E
1. Regarding the Claim settlements in the Establishment and on the Grievance redressal.
The pop up screen will ask each month the following data

SINo | Datafield |

CLAIMS

1 Opening Balance of Claims One time data entry

2 Claims received in the month Data entry

3 Total claims workload in the month Display 1plus 2

4 Claims disposed within 20 days Data entry

5 % of claims settled in the month within 20 days Display 4 *100/3

6 Claims disposed beyond 20 days Data entry

7 % of claims settled in the month beyond 20 days Display 6*100/3

8 No of claims pending Display 3-4-6
Will carry as OB to next month

9 % of claims pending 8*100/3

10 Reasons for pending claims Data entry

GRIEVANCES

11 Opening balance One time data entry

12 Grievances received in the month Data entry

13 Net workload Display 11 plus 12

14 Grievances disposed Data entry

15 % of grievances disposed Display 14*100/13

16 Closing balance Display Will carry as OB to next month

17 % of Grievances pending Display 16*100/13




Part F—~ANNUAL INFORMATION (HOLDING) (YEARLY PART BY PARENT TRUST ONLY)

Sl_no | Field Name | Field Type | Remarks
| AUDIT OF ACCOUNTS
A Financial Year upto which accounts audited Selection Financial Year
B Name & Address of the Year Data Entry Entry of previous 6 Years
Auditor for last Six Years Name
Address
CAs Registration Number
C Whether copy of the latest Audit Report Sent to the Selection Yes/No
RPFC
D If Yes Year Data Entry
Sent vide letter No
Latter date
Date of Receipt BY RPFC
1I. Details of Annual Statement of account
E Annual Statement of account issued upto Data Entry
F No. of contributing members Data Entry
Closing Balance Amount Giving Contributory members
G No. of Non Distribution Members Data Entry
Closing Balance Amount Giving Non Contributory
members
H Amount available for Distribution of interest Data Entry
| Rate of interest declared and credited Data Entry
J Whether the deficiency in interest was made good by Selection
the employer?
K Whether the interest is on monthly accrual of balance Selection
L Whether the accounts are being mainlined Selection
electronically
M Whether the member are able to see their Account Selection
Balance
N Whether the rules of the fund are displayed on a notice Selection
board
Ill. Financial Health of the Holdings
0 Total Holding of the trust at the end of Financial Year Data Entry
P Market value of the holding of trust at the end of Data Entry
financial Year
IV. Amortization Account of the trust
Q Opening Balance
Addition/Reduction during the year
Closing balance
#Reduction to be entered in (-)
V. Maturity In Defaults
a Default of Security Data Entry
b ISIN Data Entry
c Face Value Data Entry
d Deal value at the time of purchase Data Entry
e Amount Receivable Data Entry
f Amount Received Data Entry
g Amount in default Data Entry
Total =(e-f)
Vi. Interest In Defaults
a Default of Security Data Entry
b ISIN Data Entry
C Interest receivable Data Entry
d Interest Received Data Entry
e Interest in Default Data Entry

Total

=(c-d)




Screen Shots of return

Part A-Details of Establishments
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Part A : Details Of Establishment
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Part C —Employment Details
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Part E:
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Security Details:

Security Details
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Before data entry for next Month please check once gain opening balance of security and cash balance
reflected correctly or not. Open security link and save the data only, you cannot edit any fields in
security link.

Maturity Details

RETURN FOR THE WAGE MONTH - Aug Paid In Sep 2017

Mstired uring. Investas sing the onth.

In maturity details you can enter the value in Column D i.e maturity during the month only.



Amount Investment Details
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In amount investment details employer can enter the value of investment during the month (column E,
F, Gand H)

Claims and Grievances Details

Claims And Grievances Details
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Deleted Part:

Employer can view the return filing statistics and also reset data if any wrong date entered in any of the
previous month. After submitting delete part request it is showing on submitted request. After
submitting request it is showing on pending request that means request is pending at EPFO Office.

Consolidate PDF: After completion of Part C,D and E employer can create and print pdf file for selected
month.




Part F- Annual Return

Bart F: Annual Info

Add/Wiew Previous Financial Year Data

For Financial Year:2016-2017
L AUDIT OF ACCOUNTS.

A Financs year upto which accounts are audited *

Vear Name Address C's Registration Number
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Il DETAILS OF ANNUAL STATEMENT OF ACCOUNT
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F2  Ciosing Balance Amount Ghing Contriovting
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G1 Humber of Non-contributing Membsrs *

62 Clos
Memos:

Baiance Amount Ging Non-contributing

Note : Select No option in C while filing return first time in any Financial year then upload audit file and
fill all respective fields.
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1L FINANCIAL WEALTH OF THE HOLDINGS

O Totai Holing of the Trust at the end of FY*

D Maremt Value of the Holding of the Trust at the
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IV, AMORTIZATION ACCOUNT OF THE TRUST
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V. MATURITY IN DEFAULT.

Detail of Security” s Face Vaiue: Deat Purchase" Amount in Default
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VL INTEREST IN DEFAULT.
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