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Standard Operating Procedure (SOP) 

for Adding Authorized Signatory for FPS Licensee 

(Partnership / Co-operative Society / SHG) 

 

 
FPS Profile has been developed to standardise data of an FPS and the Dealer running the FPS. 

However, it has been observed that a few requirements have cropped up where 

i. Authorised signatory needs to be marked/ changed in a partnership firm, cooperative 

society or SHG 

ii. Office bearers of cooperative society or SHG has changed and the same needs to be 

reflected in Dealership data. 

So, a new facility has been developed to designate an existing Office Bearer as the "Authorized 

Signatory" for FPS Licensee, and to add/remove new/existing office bearer (Partnership firms, Co-

operative Societies, or Self-Help Groups). The workflow is given below: 

 

1. Initiation of Request (Inspector Level) 

1.1. Authorised Signatory Marking 

1.1.1. The Inspector will log in into the Supply Chain Portal using Inspector credentials and 

choose “FPS Profile” Menu and then select “Edit”. 
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1.1.2. From the FPS Profile Dashboard, the user will select the specific Licensee from the 

dropdown list and click the Proceed button. 
 

 

 

1.1.3 The system will display the Profile Page. Click on the Licensee tab to view entity details. 

1.1.4 Under the Licensee tab, verify the "License Type" (e.g., Co-operative Society). In the Office 

Bearer Details section, click the Authorized Signatory button located on the right side of the 

office bearer's row. 
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1.1.5 A pop-up window titled "Select Authorized Signatory" will appear. Select the name of an 

existing Office Bearer from the list and click Update. 
 

1.1.6 A form titled Authorized Signatory Reason will appear. 

• Enter Reason: Type the justification for the change (Example: "Resolution passed"). 

• Upload Supporting Document: Click "Choose File" to upload the relevant authorization 

document (PDF format). 

1.1.7 Click the Submit button. 
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1.1.8 A success message "Authorized Signatory update request submitted" will appear. Click 

OK. 
 

1.2. Reorganisation of Board (add, removal, update of Office Bearers of 

Cooperative Societies and SHGs) 

1.2.1. New Office Bearers can be added by clicking “Add Office Bearer” option. 
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1.2.2. On clicking the menu, the following popup will appear 

• Enter Reason: Type the justification for the change (Example: "Resolution passed"). 

• Upload Supporting Document: Click "Choose File" to upload the relevant authorization 

document (PDF format). 

• Click Submit Button. 
 

1.2.3. After Clicking the following Dropbox for providing Aadhaar Number of the office bearer 

shall appear. 
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1.2.4. On providing Aadhaar number OTP will be sent to the Aadhaar linked mobile number. 

Enter the OTP and submit. 
 

1.2.5. On submitting the OTP following pop up will appear. Enter the details and submit. 
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2. Approval of Request (SCFS/RO Level) 

2.1. Authorised Signatory Marking & Board Reorganisation 

2.1.1. The Approving Authority (SCFS/RO) will login to the Supply Chain portal and navigate 

to the Profile menu in the left sidebar and click on Changes Request Approval. 
 

2.1.2. The system will display the Change Request Details grid. Locate the request where the 

Type of Request is listed as "Mark as Authorised Signatory". 
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2.1.3. The authority can view the uploaded document by clicking the PDF link under the 

"Uploaded File" column. 

2.1.4. In the Action column, select Approve (or Reject/Send Back) from the dropdown menu. 

2.1.5. Click the Submit button at the bottom of the grid. 

2.1.6. A confirmation alert "Are you sure you want to Submit this?" will appear. Click OK. 

2.1.7. A notification "Submitted Successfully" will appear at the top right of the screen and 

authorised signatory/office bearer (if add office bearer request is approved) will be 

updated in the FPS Profile. 

3. Transaction History  
3.1. A facility of seeing the transaction history of creation, deletion, and modification of the 

authorised signatory/office bearer with details like name, from date, to date, created by 

(user) with timestamp, and approved by (user) with timestamp has been provided. It can be 

viewed by clicking on the “History” button in the Profile page. Screenshots are provided 

below. 

 

 

 

 


