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Abbreviations
o mbrevaton  AWFem
AEBAS AADHAAR Enabled Biometric Attendance System
APL Above Poverty Line
BPL Below Poverty Line
CCE Commissionerate of College Education
CCTV Closed Circuit Television
CGST Central Goods and Services Tax
CILS Certificazione di Italiano come Lingua Straniera
CP&CCC Campus Placement & Career Counselling Cell
DDR Due Diligence Report
DELE Diplomas de Espafol como Lengua Extranjera (Spanish Language Diplomas)
DELF Dipléme d’Etudes en Langue Frangaise (French Language Diploma)
ERP Enterprise Resource Planning
EWS Economically Weaker Section
GoR Government of Rajasthan
GST Goods and Services Tax
HOD Head of Department
HSN Harmonized System of Nomenclature
ID Identity Document
IFSC Indian Financial System Code
IGST Integrated Goods and Services Tax
1P Internet Protocol
JLPT Japanese Language Proficiency Test
LOA / LoA Letter of Acceptance / Letter of Award
LMS Learning Management System
MBC Most Backward Classes
MICR Magnetic Ink Character Recognition
MIS Management Information System
MVS Mahavidyalaya Vikas Samiti
OBC Other Backward Classes
OsD Osterreichisches Sprachdiplom Deutsch
PAN Permanent Account Number
PG Postgraduate
PMU Project Management Unit
PT-Camera Pan-Tilt Camera
PwD Persons with Disabilities
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RFP
RTPP
RSTP
SAC
SC
SBC
SFU
SGST
SOP
ST
TELC
TORFL
uG
UIN
UTGST

Request for Proposal

Rajasthan Transparency in Public Procurement
Real-Time Streaming Protocol Technology
Services Accounting Code

Scheduled Castes

Special Backward Classes

State Funded University

State Goods and Services Tax

Standard Operating Procedure

Scheduled Tribes

The European Language Certificate

Test of Russian as a Foreign Language
Undergraduate

Unique Identification Number

Union Territory Goods and Services Tax
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1. Background

i The FLCSS Guidelines were notified on 3rd November 2025 and govern the overall scheme design,
governance, eligibility, and financial framework. This SOP (Amendment 1.0) supplements those
Guidelines with operational procedures, financial workflows, and standardised forms required for manual
execution until the MIS/ERP platform becomes operational. It must be read alongside and does not
replace the Guidelines.

The following aspects have been refined through experience gained during RFP execution, stakeholder
interactions, and internal administratsive assessments:

» Operational procedures for fee collection, batch management, and tranche payments.
« Composition update to the College Level Monitoring Committee.

« Standardised forms and formats for all key scheme transactions.

* Financial calculation framework with illustrative examples.

Separate notifications will be issued once the MIS/ERP platform is deployed, replacing the manual
mechanisms described herein.

2. Operational Procedures

2.1 College Level Monitoring Committee

i The composition below updates Section 4.3 of the Guidelines, replacing the CP&CCC Coordinator
member with an Accounts Personnel to strengthen financial oversight.

SI. No. Designation Role

1. Principal, Host College Chairperson
Coordinator, Campus Placement and Career Counselling Cell from target

2. . s Member
government colleges in the district
Two members (as invitees) nominated by Chairperson from Host College —

3. . . Member
to nominate one member to be Accounts Personnel / Junior Accountant

4. Nodal Officer for FLCSS in the Host College Member Secretary

Additional power/duty (supplementing Section 4.3B of Guidelines):

+ All payment-related submissions by Training Partners shall be verified by the Host College and
recommended to CCE for payment processing.

2.2 Establishment of Training Centre

i Refer to Section 6.5 of the Guidelines for full infrastructure specifications. The following summarises
operational requirements.

» Training Partner shall establish facilities in allocated Government Colleges per agreement
timelines.

» Allinfrastructure, trainers, and centre managers must be directly owned/employed by the Training
Partner. Sub-contracting is strictly prohibited.

 Trainer eligibility shall be verified against minimum qualifications defined in the RFP.

» Establishment costs are embedded in the training cost; no separate establishment cost will be
claimed.

+ Standardised branding materials shall be displayed as per FLCSS branding guidelines.

2.3 Due Diligence of Training Centre

« Training Partner shall submit a due diligence request with completed Form #5 to both the CCE and
the Host College.
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The Nodal Officer shall carry out physical verification and submit the Due Diligence Report (DDR)
to the CCE within 3 days.

CCE approval of the DDR is mandatory before any batch may commence.
Non-compliance shall require corrective action before approval is granted.

2.4 Selection of Candidates and Batch Commencement

Training Partner and Host College jointly conduct awareness and mobilisation campaigns.

The Host College collects applications using Form #1, verifies completeness, and collects the
applicable fee before batch freeze.

The Host College prepares the candidate list in Form #2 and shares it with the Training Partner
prior to batch commencement.

A course-wise Fee Collection Summary (Form #3) is submitted to CCE within 7 days of batch
commencement.

Batch gender composition: mixed batches in co-educational colleges; female-only in Government
girls’ colleges.

Batch freeze occurs after 10 training days; the candidate list is finalised at that point.

2.5 Attendance Protocols

i Pending MIS/AEBAS integration, the following manual mechanism applies.

Both biometric and manual attendance registers (recording IN/OUT times with signatures) must be
maintained.

Hard copies of biometric records and the manual register shall be submitted in the first week of
each following month to the Nodal Officer for verification.

Monthly verified attendance forms the basis for tranche payment processing.

Attendance calculation rules (per Section 6.9 of Guidelines): 15-minute grace on in/out times; 1-1.5
hrs treated as half-day; below 1 hr or missing in/out treated as absent.

Sundays and national holidays are non-training days. Emergency holidays must be notified within
the first hour; total emergency holidays must not exceed 5% of total training days.

2.6 Assessment and Certification

Minimum 70% attendance of the prescribed training duration is required for a candidate to sit the
assessment.

Internal assessment shall be completed within 7 days of prescribed training period completion for
each level.

Candidates below 70% attendance or failing the assessment are classified as Drop-Outs.

Level Completion Certificates are issued to all candidates who pass the assessment (‘Level
Certified Candidates’).

The Training Partner shall not commence the next level until assessment and certification for the
preceding level are complete.

During B1/N4 training, the Training Partner shall prepare candidates for the respective international
certification exams (Goethe/TELC/OSD, DELE, DELF, TORFL, CILS, JLPT).

International examination fees for candidates with 270% B1/N4 attendance shall be deposited by
the Training Partner and are included within the approved training cost per the LoA.

2.7 Monitoring, Evaluation and Quality Assurance

I Refer to Section 7 of the Guidelines for the full ME&QA framework. The following sets out operational
inspection requirements.

CCE Inspections:

Authorised CCE officials may conduct surprise inspections at any time to assess training quality,
infrastructure, attendance, and trainee/trainer feedback.

CCE may review inspection reports submitted by the Host College.

Host College Inspections:
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Nodal Officers shall conduct regular inspections from centre set-up through batch closure, covering
all key milestones (inauguration, assessments, certifications).

Sudden inspections shall also be conducted to verify trainer/trainee attendance and obtain
feedback.

All inspections shall be documented using Form #7 and submitted within 2 days, with a copy shared
with the Training Partner.

Non-compliance identified during inspection must be resolved by the Training Partner within the
timeline specified in the notice.

3. Standard Operating Procedure — Financial

This section governs all financial processes from candidate fee collection through to tranche payment
settlement, under manual operating conditions pending MIS/ERP deployment.

Fundamental financial principles:

All candidate fees shall be collected exclusively by the Host College. The Training Partner or its
representatives must not collect any fee under any circumstances.

All tranche payments are milestone-linked and released only after verification of mandatory
documents.

A dedicated bank account of the Training Partner (details per Form #4) shall be used for all
scheme-related transactions. Any change must be notified to CCE immediately.

Funds must be used exclusively for FLCSS; no diversion for other purposes is permitted.

3.1 Training Fee
3.1.1 Fee Structure
Fee (% of
Candidate Type Category Training Cost
per Level)
Govt. College / State SC, ST, OBC (Non-Creamy), MBC (Non- 10%
Funded University Creamy), EWS, Women °
students
General (Male) 20%
; SC, ST, OBC (Non-Creamy), MBC (Non-
Private College 25%
students / 12th pass Creamy), EWS, Women
non-collegiate General (Male) 50%

* Fee is non-refundable. Training Cost is as approved per the LoA.

3.1.2 Fee Collection Process

3.2
The

Candidates submit Form #1 to the Host College with all required documents.
Host College verifies completeness and collects the applicable fee before batch freeze.

Fee is deposited into the Mahavidyalaya Vikas Samiti (MVS) Fund of the Host College, then
transferred to the Government account per Departmental instructions.

Host College prepares Form #2 (candidate list) and shares with Training Partner prior to batch
commencement.

Host College submits Form #3 (Fee Collection Summary) to CCE within 7 days of batch
commencement.

Training Cost
training cost per candidate is the approved cost per the LoA. It covers: trainer salaries and staff

costs, candidate kit, teaching aids, tools and equipment (amortised), infrastructure/utilities, mobilisation,

and

trainer training. These items shall not be separately claimed.

3.2.1 Tranche Payment Schedule
European and Russian Languages (German, French, Spanish, Italian, Russian):
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Sl. % of Level

No. Level Tranche Training Cost Key Condition
" A1 1st Tranche 40% ]?atch Commencement (after 10-day batch
reeze)
ond Tranche — Net Internal assessment complete; 30% withheld
A1 30% until B1 exam fee deposited + B1 BCR
Payable .
submitted
5 A2 1st Tranche 40% Batch Commencement (after 10-day batch

freeze)

. 0, 1
ond Tranche — Net Internal assessment complete; 30% withheld

A2 Pavable 30% until B1 exam fee deposited + B1 BCR
Y submitted
Batch Commencement (after 10-day batch
o,
3. B1 1st Tranche 40% freeze)
B1 2nd Tranche 60% International certification outcome (subject to

deductions per Section 3.2.3)

Japanese Language:

Sl. % of Level

No. Level Tranche Training Cost Key Condition
1 N5 1st Tranche 20% Batch Commencement (after 10-day batch
freeze)
Internal assessment complete; 30% withheld
N5 2nd Tranche — 30% until N4 exam fee deposited + N4 BCR
Net Payable .
submitted
) N4 1st Tranche 40% Batch Commencement (after 10-day batch
freeze)
N4 ond Tranche 60% International certification outcome (subject to

deductions per Section 3.2.3)

3.2.2 Payment Calculation Formulae

Definitions:
» Total Amount (TA) = Batch Size x Per Candidate Training Cost (TC) per level
* First Tranche (FT) = TA x 40%
« Second Tranche (ST) = TA x 60% (or TA - FT)

For A1/A2 and N5 levels - retained amount:
* Net Payable on 2nd Tranche (NP for A1/A2/N5) = ST = 2; (i.e., TA x 30%)
* Retained Amount (RA) = ST + 2; (i.e., TA x 30%)
* RAfor A1 (or N5) + RA for A2 are released together upon submission of B1/N4 exam fee receipts/registration
documents and the B1/N4 Batch Completion Report.

For B1/N4 level:
* Net Payable on 2nd Tranche (B1/N4) = ST - Deductions (per certification table in Section 3.2.3)

3.2.3 B1/N4 International Certification Deduction Table

International Certigcation_at B1/N4 (% of B1/N4 Deduction (% of Net Payable 2nd Tranche B1/N4)
atch Size)
Below 15% 100% (full deduction)
15% up to 30% 50%
More than 30% No deduction

RajKaj Ref No.:
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Rounding: fractions below 0.5 are counted as 0; fractions of 0.5 and above are counted as 1.

3.2.4 First Tranche — Claim Process
Milestone: Batch freeze (after 10 training days).
« Training Partner submits claim within 15 days of batch freeze.

* Route: Training Partner — Host College (Validation & Recommendation) — CCE (Approval & Release
within 20 working days of recommendation).

Supporting documents (hard and soft copies) from Training Partner to Host College:
* Invoice in favour of Commissioner, College Education, Government of Rajasthan, Jaipur (Form #9.A)
* Form #6 (Batch Commencement Report) with all supporting documents
» Verified biometric and manual attendance of trainees and trainer through batch freeze
» Candidate detail in Excel (as per Para B of Form #6)

Additional documents for the 1st Tranche of A1/N5 level only:
* Copy of LoA, Performance Bank Guarantee, and Agreement
» Due Diligence Report verified by the Nodal Officer
» CCE approval of the Due Diligence Report

Host College actions:
» Review claim for completeness and confirm receipt of hard and soft copies.
* Record observations/recommendations and submit verified claim with all supporting documents to CCE.

3.2.5 Second Tranche — Claim Process
Milestone: Batch completion.
» Training Partner submits claim within 15 days of batch completion.

* Route: Training Partner — Host College (Validation & Recommendation) — CCE (Approval & Release
within 20 working days of recommendation).

Supporting documents from Training Partner to Host College:
* Invoice in favour of Commissioner, College Education, Government of Rajasthan, Jaipur (Form #9.B)
» Form #8 (Batch Completion Report) with all supporting documents
» Certified candidate detail in Excel (as per Para C of Form #8)

Payable amount determination:
» Attendance calculated per the protocols in Section 2.5.
« Drop-Out: any candidate failing to achieve 70% attendance of the prescribed training duration, or for
whom B1/N4 exam fee was not deposited despite meeting the attendance threshold.

» Second tranche payable = ST minus any withheld retention (A1/A2/N5) or certification deductions
(B1/N4), as applicable.
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4. Forms

Standardised forms for all key scheme transactions are set out below. All forms must be submitted in both hard copy
and soft copy unless otherwise specified.

Fﬁ;m Name Phase Process Owner Submission Timeline
. N I Ongoing / before fee
#1 Candidate Application Form | Mobilisation Host College h
collection
. . I Host College Before batch
#2 List of Applicants Mobilisation (Nodal Officer) commencement
#3 Fee Collection Summary Mobilisation Host College Within 7 days of batch
(Nodal Officer) commencement
#4 Training Partner Detail Onboarding Training Partner Within 15 da_ys .Of
agreement signing
Due Diligence of Training Host College Within 3 days of TP
#5 Facilities Centre Setup (Nodal Officer) request
46 Batch Commencement Training Training Partner Within 15 days of batch
Report freeze
#7 Suddeq / Scheduled Monitoring Host College / CCE W'th'n 2 days of
Inspection Report inspection
#8 Batch Completion Report Tralnlng_ Training Partner Within 1.5 days of batch
Completion completion
#9.A Invoice — First Tranche Tranche Claim Training Partner Eer f!rst tranche
timeline
#9.B Invoice — Second Tranche Tranche Claim Training Partner Per second tranche

RajKaj Ref No.:
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4.1 Form #1 - Candidate Application Form

i e ™,

SO Foreign Language Communication Skill
3 Scheme

Commissionerate of College Education (CCE), Government of Rajasthan
(To be filled by the candidate)

Nt 2
A et

To .
’ Attach passport size

The principal, photograph

<Insert Host college Name>,
<District>, Rajasthan

Basic detail

Applicant’s Name Mobile No.

Father's Name Mobile No.

Address with PIN

Date of Birth Age
Gender Aadhaar No.

6. | Email Address Economic |0 8P|/ EWS
status

GiAl e IN 2P

Reserved Category (Female / SC/ ST/ OBC
(Non-creamy) / MBC (Non-creamy))

B Educational Detail

Applicant status (Regular college student /
1. Graduate or Postgraduate/ 12" pass non-
collegiate)

Name of degree undergoing

In case of
2. college
student Type of College (Govt. College /
State University / Pvt. College)

Semester

Name of College
Year of Graduation / PG

Type of College (Govt. College /
State University / Pvt. College)

In case of
3. Graduate or
Postgraduate

Name of College

4. Marks obtained/Maximum marks in Class XI|

Applied Course Detail

Name of desired Foreign Language certificate <College to insert the list of
course (Please tick) available FL courses>

Preferable Timing (Before / after college time —
Regular and During college time -Pass-out)

RajKaj Ref No.:
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D Applicable documents attached
1. Copy of Aadhar Card Yes/No
Copy of S(; / ST / OBC (Non-creamy) / MBC (Non-creamy) / Yes/No
2. Reserved [Minority
Category  |Copy of BPL/EWS Yes/No
3. Copy of 12" class marksheet Yes/No
Date of Birth certificate (10" Marksheet) Yes/No
Domicile certificate of Rajasthan Yes/No
6. Copy of college ID Card (in case of .regular candidate) / Copy of Yes/No
marksheet of last obtained degree (in case of Pass-out candidate)

Declaration

| hereby confirm that the information provided above is true and accurate to the best of my
knowledge. | acknowledge and understand the course detail, the minimum attendance
requirement of 70%, and the applicable course fee. | agree to comply with all rules and
regulations of the Foreign Language Communication Skill Scheme.

Signature
Applicant’s Name Date:
College use only
- . Applicant College (Govt.
270 | (Regular colloge student /| between)  COlege/ State | Gender| Category
. 9 9 University / Private | (Male / |(General /
Rajasthan | Graduate or Postgraduate/ | 18-35 th
. College / 12" Pass non-|Female)Reserved)
(Y/N) 12th pass non-collegiate) (Y/N) collegiate)

Per student training cost of applied foreign language course

Reserved category and Female—
Govt. college / State |10,

funded Universities
Fee Amount General — Male category — 20%

Payable (%) . Reserved category and female—
Private college / 12" |o50,

Pass non-collegiate

General — Male category — 50%

Receipt Number and date of payment (Issued by college)

Training Partner Name

Foreign Language Name

Copy of receipt attached Yes/No
Signature
Name of Nodal Officer: Date:

4.2 Form #2 - List of Applicants
(To be filled by the Nodal Officer for submission to the Training Partner on the letterhead of college)

RajKaj Ref No.:
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To,

Centre In-Charge,

<insert Training Partner Name>

Foreign Language Communication Skill Scheme,

(Insert Government College Name, District>

Reference: Foreign Language Communication Skill Scheme.

The following list of eligible candidates is submitted for enrolment in the batch. The original filled application forms,

along with copies of the required documents and the fee receipt, are enclosed.

Foreign Language: <insert Foreign language name>

SI. Name of
No. Candidate

Gender
(M/F)

Mobile
No.

Applicant status
(Regular / Graduate
or PG/ 12" Pass-
out)

College
/ Board
Name

Type of
college
(Govt. /
Pvt. /
SFUs)

Name
of
degree

12“1
Class
marks

Preferable
timing

Signature

Nodal Officer name
College Name:
District:

RajKaj Ref No.:
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4.3 Form #3 - Fee Collection Summary

(To be filled by the Nodal Officer for submission to the CCE on the letterhead of college)

To,

Commissioner,

Commissionerate of College Education,
Shiksha Sankul, JLN Marg, Jaipur, Rajasthan

Subject: Submission of “Student Application Fee” collected under Foreign Language Communication Skill Scheme.

Dear Sir,
The course wise summary of the fees collected under the Foreign Language Communication Skill Scheme are as
below:
Course Per trainee 10% of course 20 % of 25 % of 50% of course
name Course fee (%) fee (X) course fee (X) | course fee (X) fee (X)
q . Reserved
Sl. | Receipt | Date of Name of Mobile | Gende College Student Amount
c 5 category
No. No. Receipt | Candidate No. r /N type* category** | collected
Total ()

*(Govt / State funded university / Private)

**Regular / Graduate or Postgraduate / 12" pass non-collegiate

Signature

Nodal Officer name:
College Name:
District:

Commissionerate of College Education, Government of Rajasthan |
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4.4 Form #4 - Training Partner Detail
(To be submitted by the Training Partner’s on letterhead to the CCE)

Training Partner Detail under ‘Foreign Language Communication Skill Scheme’

To,

Subject:

The Organization, Management, Communication and Bank details are provided below:

Commissioner,
Commissionerate of College Education,
Shiksha Sankul, JLN Marg, Jaipur, Rajasthan

{Date and Location}

Submission of Organization and Bank Detail under “Foreign Language Communication Skill Scheme.”

A.

Organization Detail

1.

Name of Training Partner

Legal status of Training Partner

(Partnership Firm / Private Limited Company / Public
Limited Company / Section 8 or Section 25 Company /
Society / Trust / any other, please specify)

Registered address

Local office address at Jaipur (if any)

Permanent Account Number (PAN)

Goods & Service Tax Registration Number

Corporate website URL (if any)

W N0k w

Management Team Detail

4
2

Designation Name

Mobile No.

Official Email ID

—_

Head of Organization

Authorized signatory

Finance Head

Project Head

Al lwN

MIS Head

Any other lead of the
organization related to the
project

Official Communication Detail

Primary Contact Person for the project

Designation

Mobile Number

Email Address

Address for all official communication

Ojla|rdeDd

Bank Account detail (Dedicated Project Account)

Name of the payee (as in bank account)

Name of the Bank

Branch Name & Address

Bank Account No.

IFSC Code

MICR Code

N|jojalkM~l® D

Type of Account (Saving/Current)

RajKaj Ref No.:
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Note: Enclosed copy of latest bank statement / first and last page of Passbook and copy of cancel cheque
| certify that all information and documents provided above is true, complete, and accurate.

Seal and Signature
Authorised Signatory Name:
Designation:

Mobile No.

RajKaj Ref No.:
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4.5 Form #5 - Due Diligence of Training Facilities
(To be submitted by the College to the CCE)

Due Diligence Report under ‘Foreign Language Communication Skill Scheme’

Section 1: Basic Detail

College Name

Training Partner Language (s) applied with
Organization Name batch size
LoA No.
Due diligence request Date of Due Diligence
date (TP) (College)
Training Partner Representative
Name Designation Mobile No. Email ID
Nodal officer / College Representative
Name Designation Mobile No. Email ID
Section 2: Training Infrastructure
A. Classroom and laboratory:
Foreign Language Name:
A Available Quantity (in numbers)
. rea
Particulars ; P i
(sq. ft.) . Trainer Trainer | Teaching -
Table Chair Table Chair Board Fan Lights
Classroom

Inspection remark:

B. Common Facilities:

Separate entry to access Classroom / lab before Access to Toilets and Access to safe Drinking
and after college time (Y/N) Bathrooms (Y/N) Water (Y/N)
Inspection Remark:
Section 3: Human Resource
A. Trainers
. Level of Forei
SI. No Language Name Education Language sn Present
B Name Qualification ) g g (Y/N)
certification
1.

*Note: The trainer eligibility should be matched with the minimum educational and foreign language certification

requirement as per the RFP
B. Non-Domain staff

SI. Position Name Education Relevant Present
No. Qualification experience (Y/N)
1.
2.

Inspection remark:

Commissionerate of College Education, Government of Rajasthan |
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Section 4: Tools and Equipment

sl Requirement Conform
N Tools or Equipment name requirement
0. Specification | Quantity Unit (Y/N)
1. Smartboards / Interactive Board 86+ screen size 1 No.
2. Smart Podium with embedded PC i5 or latest 1 No.

identical or
3. | Public Addressing System for classroom | integrated with 1 No.
smart podium

Free Online Library Access for all the
students in respective languages

Online Learning Management System (e-
LMS)

Inspection Remark:

4. if available

5. if available

Section 5: Teaching and Learning Material

Sl. Available

Particulars
No. (Y/N)

1. | Course book and Learning materials in hard copies for a batch.

Daily lesson planner in following format

(Day No. | Session | Duration (Hrs.) | Theory/Practical | Module | Topic)
Teaching and learning material (if any)

|2 s ad 1 TN

Section 6: Other equipment and facilities

IP enabled CCTV* AEBAS / biometric High Speed internet Power Backu
attendance machine facility P
Yes/No Yes/No Yes/No Yes/No
Attendance Register . . _ . Trainee Entitlement kit for
(Trainee and Trainers) Grievance Register Visitor Register a batch™
Yes/No Yes/No Yes/No Yes/No

* PT-Camera with two-way communication with RTSP technology
**ID card, Bag, Notebook, Pen, Handbook or learning material

Section 7: Branding

ﬁcl)'_ Particulars Av(aYi/I;t))Ie Photo attached (Y/N)
A. External

1 Main Gate Hoarding

2 Directional signages to access the training facilities
3. Display Board outside the Classroom

4. Notice board - Classroom

B. Internal — Classroom

1 Training Provider Detalil

2 Course outline

3. Student entitlements

4. Trainer credentials

5. Emergency contacts

RajKaj Ref No.:
22900452

Commissionerate of College Education, Government of Rajasthan | Page 18 of 29
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Standard Operating Procedure

::)‘_ Particulars AV&iII;?Ie Photo attached (Y/N)
6. Attendance guidelines

7 Internationally recognized certification

8. Career Pathways related to course

9 Do’s and Don’ts (General conduct)

Section 8: Documents

SI. No. Name of the document Purpose of document Attached (Y/N)
1 Letter of Acceptance (LoA) th;/ﬁnfy the training partner and course
2. Training Partner Detail as per Form #4 To verify the credentials of Training

partner
3 Document for possession of the
’ allocated facilities
4 Detailed TECH 10 proposed in Verification of prescribed course and
’ Technical Proposal certification parameters
CV, Qualification, Level of Foreign
language certification, Experience P . .
5. Letters and Offer letters for proposed Verification of trainer and staff credentials
trainer and centre staff (if any)
6. Daily Lesson Planner
7. Sample certificate

Section 9: Photographs

SI. No. Particulars Photo Attached (Y/N
1 .Thre.e ph_otographs o_f the classroom, including one exterior view and two
interior views, capturing the complete classroom
2 Toilets and Bathrooms
3 Drinking Water Facility
4 IP enabled CCTV
5 AEBAS / Biometric Attendance System
6 Power backup
7 Internet Facility
8 Trainee Entitlement Kit for a batch

Section 10: Inspection observations and recommendation

Recommended for Training Facilities Approval (Yes / NO): .......ccovvviiiiiiinninnnen.

Comment on approval by Nodal Officer on Training Facilities:

Commissionerate of College Education, Government of Rajasthan |
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Standard Operating Procedure

Seal and signature
Name:
Designation
Mobile No.
(Nodal Officer)

Commissionerate of College Education, Government of Rajasthan |

RajKaj Ref No.:
22900452

Seal and signature
Name:
Designation
Mobile No.
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EGREGNINNGENGES@viviSNISATONSKILL SCHEME

Standard Operating Procedure

4.6 Form #6 - Batch Commencement Report
(To be submitted by the Training Partner to the CCE)

Batch Commencement Report under ‘Foreign Language Communication Skill Scheme’
A. Batch Detail

Training Partner
Organization Name RS Cellege e
LoA No. Due Diligence date
Language name Batch Level
Training duration (Hrs.) Batch start date Expected batch end date B |
(From — To)
*(A1/A2/B1 or N5/N4)
B. Trainees Detail
sI Regular/ College Name of Reserved Fee
NO‘ Trainee Name | F’/H Name | Pass-out / Nam% Degree Gender Category | deposited
: 12" pass 9 (Y/N) ®)
Social Status Economic status
Gender
General SC ST OBC MBC APL BPL EWS
Male
Female
Trainee status College status Degree status
th
Gender Regular Passout e Govt. Sl Private uG PG Post-
pass funded . . |Graduate
(College) (College) College Universities college |undergoing|undergoing graduate
Male
Female

Note: The copies of filled application forms with the required documents are enclosed with the report.

C. Staff Detail

Sl. Desianation Name Mobile Education Specialization / Foreign Relevant Exp.
No. 9 No. Qualification language certification (Yrs.)

Centre Manager (if
any)
2. |Language Trainer

Note: The copies of CV, Educational and experience document, Foreign Language Certification (Trainer) and offer
letters are enclosed with the report.

1

D. Fee Detail
Course name Per trainee 10% of fee 20 % of fee 25 % of fee 50% of fee
Course fee (%) (69) (69) (69) (69)
SI Trainee F/H RESE College Student % (course | Receipt O
: Gender | Category % *k deposited
No. Name Name (Y/N) type category fee) No. )

RajKaj Ref No.:
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Standard Operating Procedure

Total

*Govt/SFUs/Private), **Regular/Pass-out/12" pass, Note: The copies of fee receipt are enclosed with the report.

E. Proposed Batch Timetable with daily content
(Note: The Training Partner to attach proposed batch timetable in below format separately with the report)

Training Partner

Organization Name s Cellzge Mt

Language name Batch Level

Training duration (Hrs.) Batch start date Expected batch end date Batch Timing

Detail of proposed batch Timetable

; Session Time (Hrs.)
,\? 5 Date Day 2oz Module Topic
@, 2 Theory Practical

Total

F. Kit Distribution detail
(Note: The Training Partner to attach the trainee receipt for ‘Trainee Kit’ in below format separately with the report)
Distribution of ‘Trainee Kit’ under Foreign Language Communication Skill Scheme
Training Partner
Organization Name

Host College Name

Language name Batch Level

Training duration (Hrs.) Batch start date Expected batch end date Batch Timing

Receipt of distribution of trainee kit: ID card, Bag, Notebook, Pen, Handbook / learning material

S(I)' Trainee Name F’/H’ Name Date of receipt Trainee signature in receipt of Trainee Kit

G. Trainee and Trainer attendance

Attendance type Trainee/Trainer Attached (Yes/No)
Trainers
Manual register
Trainees
Trainers
Biometric
Trainees

H. Photographs

Note: Attach at least 5 good photographs of Training including but not limited to the inauguration ceremony, centre
inspection, ongoing training, training facilities, counselling etc.

Seal and Signature
Authorised Signatory Name:
Designation:

Mobile No.

RajKaj Ref No.:
22900452
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Standard Operating Procedure

4.7 Form #7 - Sudden / Scheduled Inspection Report

(To be submitted after inspection to the CCE)

Inspection Report under ‘Foreign Language Communication Skill Scheme’
Visit Type: Sudden / Scheduled

A. Batch detail

Training Partner
Organization Name silos il e
Visit type Sudden / Scheduled Batch ID (if any)
Date of Visit Time of Visit
Language name Batch Level
Batch Start date Expected end date
Batch Timing Batch size
B. Attendance detail
Particulars Register Biometric Physical available
Trainee (in numbers)
Domain Trainer (Yes/No)
Centre Manager (Yes/No), if any
C. Quality assessment
Sl. No. Particulars Yes/No Remark
1 Classroom is clean and functional
’ (Seating, lighting, ventilation etc.)
> Tools, equipment are installed and functional in
’ classroom
3 Curriculum, Study material, Lesson planner are
’ available and in use
4 Training is being delivered as per approved lesson
’ plan
5. Teaching quality has clarity and student engagement
Trainee and trainer attendance records are
6. maintained and periodic verified (Manual and
Biometric)
7. Practical being conducted (As per trainee feedback)
8. CCTV / monitoring systems is functional
9. Biometric attendance system is functional
10. High Speed Internet is working
1 Access to Toilet and washroom are appropriate
’ (Trainee feedback)
12 Access to safe drinking water is appropriate (Trainee
’ feedback)
13. All branding materials are in place
14. Visitor register is in place and updated
15 Grievance register is in place and all grievances
’ mentioned are resolved
16. Observations during previous visits are complied

D. Observations/Corrective actions suggested

RajKaj Ref No.:

22900452
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Standard Operating Procedure

E. 4 (four) Geo-tag photographs of visit attached (Yes/No)

Seal and signature Seal and signature
Name: Name:
Designation Designation
Mobile No. Mobile No.

(Visiting officer) (Training partner representative)

RajKaj Ref No.:
22900452
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Standard Operating Procedure

4.8 Form #8 - Batch Completion Report

(To be submitted by the Training Partner to the CCE)
Batch Completion Report under ‘Foreign Language Communication Skill Scheme’

A. Batch detail

Training Partner
Organization Name

Host College Name

LoA No.

Due Diligence date

Language name

Batch Level

Batch start date

Batch end date

Total course duration (Hrs.)

Total course duration (Days)

Batch Timing

Batch Size

No. of trainees deposited
fee for batch

No. of trainees at the time of
batch freeze

No. of trainees completed
training with >70%

No. of trainees assessed

attendance

No. of Drop out upon batch

No. of trainees certified .
completion

No. of trainee eligible for second tranche payment

B. Trainees detail
Sl. No.

Trainee name | Mobile No. % attendance* Drop-out** (Y/N)| Assessed (Y/N) | Certified (Y/N)

*Training partner to enclose forthnighlty verified manual and biometric attendance for verificaiton
**Drop-out will be calculated as per guideline amendment 1.0

C. Certified trainees detail

Social Status Economic status
Gender
General SC ST OBC MBC APL BPL EWS
Male
Female
Trainee status College status Degree status
th
Gender Regular | Passout 1azss Govt. | State funded | Private UG un dZ? oin | Graduate Post-
(College)|(College) P College | Universities | college [undergoing gg graduate
Male
Female
D. Training content detail
= Detail of training content attached with the report: Yes / No
Training content detail under Foreign language Communication Skill Scheme
(Note: The Training Partner to attach Training content in below format separately with the report)
Training Partner
Organization Name sle il R
Language name Batch Level
Training duration (Hrs.) Batch start date Expected batch end date Batch Timing

RajKaj Ref No.:
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Standard Operating Procedure

Detail of proposed batch Timetable

sl Session Session Time (Hrs.)

No. Date Day o.

Module Topic

Theory Practical

Total

Note: The Training Partner to submit the actual training delivered as per the biometric attendance.

E. Assessment and course completion certification detail

No. of student eligible for assessment (>70% attendance) Assessment date

No. of students

No. of students appeared in assessment N
qualified in assessment

No. of student certified and eligible for second tranche payment

The training partner to enclosed following documents related to assessment and certification:
1. Copy of attendance on assessment day verified by Nodal officer
2. Copy of assessment result
3. Copies of course completion certificate along with the following receipt
(Note: The Training Partner to attach the certificate distribution receipt in below format with the report)
Distribution of ‘Certificate’ under Foreign Language Communication Skill Scheme

Training Partner
Organization Name

Host College Name

Language name Batch Level

Training duration (Hrs.) Batch start date batch end date Batch Timing

Receipt of Certificate upon course completion

Sl.

No. F’/H Name

Trainee Name Date of receipt Trainee signature in receipt of Certificate

. Inspection reports

Sl. Inspection done by

No.

Type of Inspection
(Scheduled / Sudden)

Copy of Inspection

Date of visit attached (Y/N)

Name Designation

Note: The Training Partner to submit copy of all the inspection reports.

J. Photographs

Note: Attach at least 10 good photographs of Training including but not limited to the inauguration ceremony,
Assessment, certification, visit by officials/dignitaries, offer letter distribution, ongoing training etc.

F. Fee Deposit for International Certification (Applicable only with the B1/N4 level batch completion report)
(The Training Partner shall submit details of the examination fee paid for candidates who have completed the
prescribed B1/N4 level training with a minimum of 70% attendance to enable them for the international certification
examination)
Detail of registration for international certification under Foreign Language Communication Skill Scheme

Training Partner

Organization Name

Host College Name

Language name

Batch Level

International Certification

Agency Batch start date batch end date Batch Timing
L. | Nameof Has the Has the training Registration detail Fee
No. | Candidate i partner Receipt /
candidate - : . i
completed enrolled the Registratio | Registratio Exam Registratio
B1/N4 candidate for n n Fee n document
training with the Date No amoun | enclosed

RajKaj Ref No.:
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Standard Operating Procedure

at least 70% international

(Y/N)

Note: The Training Partner to submit copy of fee receipts/registration documents.

G. Documents attached

Sl. No.

Particulars

Yes/ No

1.

Verfied Biometric and manual Attendance - Trainees

Verfied Biometric and manual Attendance — Trainer

Detail of training content

Copy of attendance on assessment day verified by Nodal officer

Copy of assessment result

Trainee receipt - Certificate distributon, along with the certificate copies

All visit reports undertaken during the course of the training

Training photogrpahs

O I® | N |0 |~

Copy of Fee receipts/Regsitration documents for International Certification

Seal and Signature
Authorised Signatory Name:

Designation:
Mobile No.

RajKaj Ref No.:
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4.9. A Form #9.A -Invoice-First tranche
(To be submitted by the Training Partner on their Letterhead to the CCE)

Submission of “First Tranche” claim under Foreign Language Communication Skill Scheme

Bill from Training partner Bill to Client
College Education Department,
Name Rajasthan, 4th Block, Commissioner
Name College Education, R.K. Shiksha Sankul,
JLN Marg, Jaipur
GSTIN / UIN GSTIN /UIN | 08JPRC0O0140A1DN
PAN PAN JPRC00140A
State Name State Name Rajasthan
Code Code 08
Invoice Number Invoice Date
1. Description of services Amount
No. P ®)
Services to conduct Foreign Language Certificate Courses at Government
Colleges of Rajasthan under the ‘Foreign Language Communication Skill
Scheme’ as per the Batch Commencement Report:
= Foreign language name and course level:
1 = Number of trainees at the time of batch freeze:
= Per trainee cost for course level:
= Total training cost for course level:
= 40% of training cost (First tranche payment):
2 CGST payable (if Applicable) @9%
3 SGST / UTGST payable (if Applicable) @9%
4 IGST payable (if Applicable) @18%
Total Amount
Amount in words:
CGST SGST /
Base Amount IGST (X Total
HSN/SAC @ amount (%) UTGST (X) (lS‘V()) Amount (3)
(9%) (9%) ’

Remittance information

Bank Name Branch name
Branch Address Account Type
Beneficiary Name Account Number
IFSC code Swift Code

Note: CCE to quote invoice number when remitting funds.
For <<insert Training Partner organization Name>>

(Authorized Signatory, Name, Designation, Seal and Signature)
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Standard Operating Procedure
4.9.B Form #9.B-Invoice-Second tranche
(To be submitted by the Training Partner on their Letterhead to the CCE)

Scheme

Submission of “Second Tranche” claim under Foreign Language Communication Skill

Bill from Training partner

Bill to Client

Name

Name

College Education Department,
Rajasthan, 4th Block, Commissioner
College Education, R.K. Shiksha
Sankul, JLN Marg, Jaipur

GSTIN / UIN

GSTIN / UIN

08JPRC00140A1DN

PAN

PAN

JPRC00140A

State Name

State Name

Rajasthan

Code

Code

08

Invoice Number

Invoic

e Date

Sl.
No.

Description of services

Amount

)

Services to conduct Foreign Language Certificate Courses at Government
Colleges of Rajasthan under the ‘Foreign Language Communication Skill
Scheme’ as per the Batch Completion Report:
=  Number of level certified trainees (CC):
1 = Number of dropouts (ND):

= Per candidate training cost for course level (TC):
= Total training cost for course level (TC)*:

= Second Tranche Total amount (ST)**:
= Net payable amount for second tranche (NP)***:

CGST payable (if Applicable) @9%

SGST / UTGST payable (if Applicable) @9%

IGST payable (if Applicable) @18%

Total Amount

Amount in words:

HSN/SAC

Base Amount

®)

CGST amount
) (9%)

SGST / UTGST
() (9%)

IGST ()
(18%)

Total Amount

®)

Remittance i

nformation

Bank Name

Branch name

Branch Address

Account Type

Beneficiary Name

Account Number

IFSC code

Swift Code

* Total payment payable for a particular level Total Amount (TA) = Batch Sizex Per candidate training cost (TC)
** Second Tranche Total amount (ST)= TA — First Tranche Paid
***Net payable amount for second tranche for A1/A2 or N5 Level (NP): Second Tranche (ST for A1/A2/N5) / 2

*** Submission of the B1 / N4 examination fee receipts and the B1/ N4 Completion report: (Retained amount from

second tranche of A1/N5 level + Retained amount from second tranche of A2 level)

***Net payable amount for second tranche for B1 or N4 Level (NP): ST — Deduction (if any)
Note: CCE to quote invoice number when remitting funds.

For <<insert Training Partner organization Name>>

(Authorized Signatory, Name, Designation, Seal and Signature)
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