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User Manual for filling
the KYM Form &
payment of Annual
Membership / CoP Fee



Procedure to submit the KYM Form:

Use ONLINE SERVICES tab on www.icsi.edu

e Select Member Portal from dropdown

e Login using your membership number e.g. A1234/F1234
e Enter your password

e On member dashboard see "Announcements"”

vV v v v v Vv

e Click on the Renewal Link to fill KYM Form and make payment for Annual
Membership fees and CoP Fees for FY 2025-26 Renew Link

e Fill KYM Form and proceed to pay the requisite fee

v
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Enter your credential in
login window

A12345/F12345




Home C5BF~ Member Privacy Options Change Request~ CPE Certificate~ Reporting Entity~  Transaction History ACS Membership~

FCS Membership~ Firm Management~ COP~ ICSI Election MEMBER TRANSCRIPT~

Last Login at : 01/04/2025 10:24AM

Announcements v

Membership Number : Click on the Renewal Link to fill KYM form and make payment of Annual

CP Number : Membership fees and CoP fees for FY 2025-26 (Please be ready with the copy of
PAN card, Aadhaar Card . Proof of GSTIN (If available) Residential Proof,

PAN Number : . PHOT'O Professional Proof

Aadhar Number :

Date of Birth : 1 Fee Stat v

Email : _

Mobile :

Address : | Signature Current Status : Active




Basic Details tab

Membership Ho.

Title

First Mame
Middle Name
Last Name
COP No.

Whether CS5BF member YN, if
Yes then CEBF LM Mao.

Aadhaar Mo [Optional)
Uplead Azdhaar (Self Attested
Copy](Optional)

PAN noj{Cptienal)

Upload Pan { Self Attested Copy)

Email 1D

Maobile No.

3. Profezalonal Addraas

4. Photol Signature & Declaration

The fields marked in

:=|:::=" Grey color will be

auto filled

The fields marked in
white color are to be
checked/updated.
(optional)

The supporting

documents are to be

Choose File

Choose File I

Uplead GETIN Proc] (Optional)|

I Choase File |[Mo file chosen

Professional Gualification(s)
Other than C5, if any

Back

=l uploaded (optional)

First choose the

= file and then click

on upload button

For any query relating to updation or discrepancies in
Quzlification, please email a3t memben@icsi.edu

I




Residential Details tab

1. Basic Details } 2. Residential Details

Membership No.

RESIDENTIAL ADDRESS

If there is any change in the
residential address then click on
Click Here

Address Line 1

Address Line 2

Address Line 3 ﬂ%ﬂ to update Residential Address

Country Without clicking "Click Here" the
address field will not be enabled

State / Province

District If there is no change in the address,

proceed to upload supporting

City document as mentioned below
using Choose File option and then
click on Upload button

Pin Code

- . Once you click on Upload button,
Upload Residentiel Proot hen only Save & Next button will

( Please upload supporting document as address proof to enable Save & Next )

Upload supporting document (Aadhaar Card / Driving License / Passport (Both Front and Back Page) / Voter Id / Election Card (Both Front 3hd Back Page)
I Electricity or Water or Gas Bill not more than 3 months old / Property Tax Receipt / Rent Agreement (should be on Stamp Paper which
expired) / Bank Statement not older than 3 months (statement in member's individual name only).

In case. member is staying with his/her parents / spouse / children / relatives, member can upload the Electricity Bill / Water Bill / Gas Bill / P
Receipt Documents of his/her parents / spouse / children, along with permission letter / NOC from them and proof of relationship.

In case, member is staying with his/her relatives / any other person, he/she can upload the Electricity Bill / Water Bill / Gas Bill / Property Ta
Documents of his/her relatives / the other person, along with permission letter / NOC from them on Stamp Paper which should not have e’y




Professional Address tab

1 Basic Dataity 2 Rewcentsl Detais 3 Professional Address 4 Poota igrature & Declarabon
Membership No.
PROFE SSIONAL ADDRESS Pay Attention

Company Name For updating Company NameFirm Name Desgnaton,

please go 1o ECSINFrm Management tabs avalable 3t the
Home page / Dashboars of this portal

Designation

Ao tine s If there is any change in the Professional
Address then click on Click Here

Address Line 2

Address Line 3 0 update Professional Address

Country - - .

- Without clicking "Click Here" the

Sk I Piantite - address field will not be enabled

District - If there is no change in the address, proceed to
upload supporting document as mentioned below

¢ using Choose File option and then click on

ty n Upload button
Pin Code Clear Professional Address

( ¥ not in employment / seif-empioyment nor
holding COP)

Once you click on Upload
Upload Professional Proof Mo Hle chos e —— button, then only Save & Next

button will be enabled

For Mambers in employment appointment letter on the letter head of the company centécate of address ssued Dy the company on leter head I0card
having professional 3ddress i3sued Dy the employer

For Members not hoiding COP and 3130 not i empioymaent / For Membaers hoiding COP / For Seff Employed: Upicad any one of the ‘ollowing supportng
cocumaents

Aachaar Card / Driving License / Passpon (Both Front and Back Page) / Voter I3 (Election Card), (Both Front and Back Page) / Electricty / Water/ Gas B4
(not moce than 3 months 0id) / Propenty Tax Recest/ Rent Agreament (should be on Stamp Paper and shouid not have expred) / Bank Statement not
older than 3 months (statement in memBer's mdvidual name only) / NOC from premise owner on Stamp Paper which should not have expired with any
proof of ovmership of the pramae Owner 33 Stated heren Defore' GST Registration

Back Save & Next




Photo/Sighature & Declaration

Know Your Member (KYM) Form for FY 2024-2025

Photograph Member who wishes to Signature

change his/her photo and
signature, can click on
Choose File option and
then click on Add button

—— e ——— g rag

ho s chosen m_l

No file chosen

Latest passport size colour Photograph (of size 2 inch x 2 inch) having full face, front view, eyes open with full head from top of hair to bottom of chin with head
at centre. There should not be any distracting shadows on the face or on the background. The photograph should be taken in a colored attire against a plain
white background. Head coverings are not pemmitted except for religious reasons, but the facial features from bottom of chin to top of forehead and both edges
of the face must be clearly shown. The expression on the face should look natural.

Membership No.

Details of Present Employment

For any change in Company details, please go
to ECSIN link available at the Home page /
Dashboard of this portal

eCSIN no.

Designation




Photo/Signature & Declaration

o. comparny

CIN No. of third company

Details of pending cases with
any Professional Body/Court of
Lawiquas|judicial authority etc.,
i applicable

| declare that

| am agptying for yearly membership renewal of ICSHin accordance with the provisions contamed in the Company Secretanes Act 1930 and the
Company Secretanes Regulations made thereuncer

| 3m not sulpect 10 any of the Clabities staled under Sechon § of The Company Secretares Act 1500 (as amended tll date)

—‘ | have completed the minimum numbers of Professional Development Cradt Hours / Contauous Professional Education Credds in FY 2024-25
23 determined by the Council or am exempled tharerom

L

@ 2 permanent resdent of india of

(7) not 2 permanent resident of india under Foregn Exchange Management Act. 1999 or

() resident outsice Incka under Foreign Exchange Mansgement Act. 1969

|  The shiiemenis’'deciarations given above dre tue and comect 10 the Dest of my knowledge and | understand that my agphcabon for yearly
membership renewal is beng considered on the basis of the correciness of the parbculars furnished herein above

{ | | uncerstand hat if any stalemendOeciaration 25 staled dbove s Later found 10 De nComect Then Jpproprate Gcipinary achon 33 per the

. Company Secretaries Act |
Place Select all the declarations and fill the
Place name, then only Save & Next

button will be enabled

Date 01/04/2025




Click on OK button to proceed for
payment

On clicking on the Save & Next button a auto pop up
message as under will appear. Then click on OK button
and proceed for payment

stimulateuat.icsi.edu says

Directorship details (DIN No.) e
Thank you very much for submitting the KYM Form” Proceed to

P
CIN No. of first company ayment

CIN No. of second company

CIN No. of third company \-

Details of pending cases with
any Professional Body/Court of
Law/quasi-judicial authority etc.,
if applicable




Select the option and click on
Submit button

Divyangjan / Person with Disability

Membership Renewal

Last UDIN

Include COP Fee I [ Inglude COP fes (For Current Year on ) ﬁ tFor COP holder Only’

IChanerEd Secretary Subscription Option = ﬁ| CEJ-Mommal Post charges n
C5.-Physical opt-out

Membership Fee Payment *

Amount (Including GET @ 18%) * 2050.00

Select the option of your choice
and click on the submit button

Membership Renewal

Divyangjan [ Person with Disability

Last UDIN

Include COP Fes |: Include COP fee (For Current Year only)

Chartered Secretary Subscription Option * CEJMommal Post charges n

IMem bership Fee Payment * I==- Current Yaar

Current Year
Amount (Including GST @ 18%) * Currentt plus Two Years
L Current plus Four Years




Amount will be calculated accordingly

Payment for Membership Renewal

Description

Amount (Rs.)
ACS Membership Fee for current year 2500.00
COP Annual Fee 0.00
C5J-Mormal Post charges 0
GS5T (18%) 450.00
Total Fee 2350.00

Proceed fo Payment




Choose payment gateway option

Choose payment mode | gateway
Faymont NodorGotewey © | Figase Select E

Billdesk

L ICICI Select Payment Gateway
Billdesk OR ICICI m

* Bl Desk provdes ophion bo pay wsing Credd Cand, Debdt Card, DebedC-ard + ATM FIN, Infernet Bankng, WaletiCash Cards

* fuis Bank provides option 1o pay using Debit. Credd Card ondy,




Check your payment Details

Payment Details

‘'our Request |d is: 99000220983 I

Note down your
Request ID and
Transaction ID for

future reference
Your Request has been received.Please note this is for all future communication.
The reguest id and Transaction id is generated only for control purpose and before actual payment pUl"pDSE
This does not confirm that payment has been received.Please print your challan and take to your ne
I£5I has no responsibility for delay in paymeny due to any technical / non technical issues whatso

our fransaction Id is:00000000000309955

| |
'our payment of Bs.2950 has been processing for location IC3] Head office I

4 3
Payment Mode - Billdesk
Payment Type:- Member

Check your details like
Membership number , Name,
mobile number , email address
and amount. If everything is OK
then click on Proceed Payment

MHame:-

Reg Mo/ MemberShip No/ Reference Mo:- 4
Mabile Humber:- i

Email Address:- |

Amount:- Rg. 2950

Total (Rs.}

ACS Membership Fees for Current Year

Proceed Payment




Select the payment option
and make the payment

Payment Methods Internet Banking :»1ei[n?rtha;nt n;ge %
nstitute of Company

Secretaries of India -

AR Net Banking > T
. Popular Banks Reglstratlo_n and
Credit / Debit Cards > Membership Fees
— y R icic1 e
B4 QR > 00000000000309955

Wallets > oSBI Payment Amount

2.00
T, up >
Select Bank
[t | Search.. Q

Select your payment

option and make the —
payment
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Privacy policy | Terms & conditions




THANK YOU !




