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1. Background 

1.1  The Punjab Government Rules of Business, 2011 entrust the responsibilities to Social 

Welfare & Bait-ul-Maal, Department, Punjab, of registration, technical assistance and 

monitoring of Social Welfare Agencies (NGOs). The Department registers and regulates NGOs 

under the provisions of the Voluntary Social Welfare Agencies (Registration & Control) 

Ordinance, 1961 and Rules, 1962 made thereunder.  

1.2  With the advent of Financial Action Task Force (FATF) regime, the whole scenario of 

NGOs registration and monitoring witnessed a major shift from conventional modes to more 

robust monitoring mechanism as well online handling of NGOs data through computer-based 

program/portal. This mainly owes to the establishment of Punjab Charity Commission (PCC) 

under the Punjab Charities Act, 2018. FATF vis-à-vis PCC requirements demand an effective 

maintenance of record, transparency and proper utilization of funds by NGOs.  

2. Statement of objectives 

2.1  The revised SOPs are hereby issued to achieve the objectives as follows:  

i. To implement all instructions of the Government of Punjab issued time-to-time in the 

context of FATF and Punjab Charities Act 2018.  

ii. To introduce an efficient online registration process, effective monitoring mechanism 

and improved renewal process for NGOs registered with the Department.  

iii. To ensure that provisions of Ordinance 1961 and its Rules are strictly adhered to by 

the Divisional Directors (SW&BM)/Deputy Directors (SW&BM)/Deputy Director 

(NGOs) on behalf of Directorate General, SW&BM, Punjab and by Section Officer 

(SW), SW&BM Department on behalf of the Administrative Department.  

3. Registration process  

 

3.1  Persons intended to apply for registration of NGO with the Department shall obtain 

copy of Constitution including prescribed format of application from Deputy Director, Social 

Welfare and Bait-ul-Maal of concerned District after paying the prescribed fee and get a receipt 

of proposed name of the NGO. (Copy of Constitution is available at Annex-A).  

3.2  The concerned Social Welfare Officer/Area Officer shall guide the applicants about 

required documentation for registration of new NGO and online submission of registration 
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case, in line with the instructions of Home Department issued vide letter No. SO(IS-III)6-

27/2015 Dated 15th October, 2021 (Annex-B).  

3.3  Registration case shall be submitted through Web Portal by using online link i.e. 

https://ngo-reg.punjab.gov.pk/. 

3.4 After receiving case of registration of NGO on Web-Portal, Area Officer concerned 

shall visit the office of NGO/conduct meeting with the founding members of NGO as per 

timelines given in Para No. 9, for preparation of feasibility report. 

3.5  Area Officer shall attach Feasibility Report and Inspection Performa (copy available at 

Annex-C) on Web-Portal and if the case is complete in all aspects, shall forward it to 

Registration Authority/Deputy Director (SW&BM) concerned with clear recommendations for 

registration or otherwise mark observation(s) on the registration case and send it back to 

Applicants/NGO as per the Timelines at Para No. 9.  

3.6  Deputy Director concerned shall also visit the office of NGO/conduct meeting with the 

founding members of NGO and shall prepare report, signifying the running services of the 

NGO, assessing their potential and viability to take up the proposed plans, and attach it on the 

Web-Portal, and if satisfied shall forward case to the concerned Divisional Director (SW&BM) 

with his recommendations or otherwise mark observation(s) and send the case back to Area 

Officer as per the Timelines at Para No. 9.  

3.7  Likewise, Divisional Director (SW&BM) concerned shall examine the case of 

registration of NGO and if satisfied shall forward the case with his recommendations to 

Directorate General (SW&BM), Punjab. If not satisfied, he shall mark observation(s) and send 

the registration case back to Deputy Director (SW&BM) concerned as per the Timelines at Para 

No. 9.   

3.8  Upon receiving case from concerned Divisional Director (SW&BM), Deputy Director 

(NGOs), Directorate General (SW&BM), Punjab shall scrutinize all documents. If the case is 

complete, he with the approval of the Director General (SW&BM), Punjab shall forward it to 

Administrative Department for onward forwarding to Home Department, Punjab for necessary 

verification from Special Branch of Police and CTD in light of the Ministry of Interior (MOI), 

Government of Pakistan Letter No. 1/11/2011-Ptns (22) Dated 6th May, 2019 (Annex-D) and 

Home Department w/r to letter No. SO(IS-III)6-27/2015 dated 24th June, 2019 (Annex-E). 

However, in case of any observation(s), the Deputy Director (NGOs) shall refer the case back 

to concerned Divisional Director (SW&BM) / concerned NGO as per the Timelines at Para No. 

9. 

3.9  If the case is found complete, Administrative Department may forward it online to 

Home Department for issuance of NOC or otherwise in light of the Home Department’s 

https://ngo-reg.punjab.gov.pk/
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instructions contained in Letter No.SO(IS-III)6-27/2015 Dated 15th October, 2021 (Annex-F) 

and Letter No. SO(IS-III)6-27/2021/P-III/FSD-33 Dated 29th December, 2021 (Annex-G). In 

case Administrative Department has some observation(s) on the application, it may refer the 

case back to Deputy Director (NGOs) of Directorate General (SW&BM), Punjab.  

3.10  After the receipt of an online NOC from Home Department  in respect of the applicant 

NGO, the Administrative Department may forward the same to the Directorate General, 

SW&BM, Punjab for issuance of online registration certificate to the respective NGO by the 

concerned Deputy Director (SW&BM)/Registration Authority on prescribed format Form C 

(Annex-H) as provided under Rule 6 of the Voluntary Social Welfare Agencies (Registration 

& Control) Rules, 1962 after recording all particulars in Form D (Annex-I) as provided under 

Rule 8 of the Rules, ibid.  

3.11  Upon issuance of registration certificate, the NGO shall be advised to get itself 

registered with Punjab Charity Commission as “charity” as provided in Section 2(e) and 

Section-12 of Punjab Charities Act, 2018.  

3.12  In case of regret about NOC from Home Department, Punjab, the case will be routed 

through Directorate General (SW&BM), Punjab.  

3.13  The Timelines about registration process of NGO are mentioned at Para No. 9.   

3.14  The flowchart of online registration process of NGO is available at Annex-J.  

4. Documents to be accompanied with the registration case: 

4.1 Respective Registration Authority shall ensure attachment of following documents with 

registration case: 

a) List of names and designations of executive body members. (Note: The number of 

executive body members should be odd and proportionate to the general body 

members). 

b) List of names, complete addresses, telephone numbers, occupation, email address, 

nature of membership and Computerized National Identity Card (CNIC) numbers of 

member of general body.  

c) Prescribed constitution (As mentioned above at Annex-A) of the NGO duly filled-in 

containing the name and area of operation of NGO. It shall be ensured that the name of 

the NGO may have direct relevance to the aims and objectives of that NGO and 

preferably include the term “Welfare” or “Development”.  

d) Plan of Action with reference to envisaged activities, allied staff, fund raising sources, 

and equipment etc. is required (Specimen available at Annex-K). 
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e) Receipt of fee as Model Constitution on prescribed form (Annex-L).  

f) Minutes of founder members’ meeting in which resolution related to registration was 

adopted with signatures of the ¾ members. 

g) Affidavit regarding neither being affiliated with any proscribed entity/person or 

sectarian group and indicating that members of NGO shall participate its activities 

without expectation of financial reward/monetary gain etc. 

h) Affidavit that NGO will open its joint bank account within one month of issuance of 

registration certificate.  

4.2  In case, NGO applies for registration at Divisional or Provincial level directly, process 

of registration shall remain the same.  

4.3  The Director General (SW&BM),  Punjab being provincial level Registration Authority 

may direct any Divisional Director (SW&BM), Punjab to prepare feasibility report regarding 

registration of NGO at provincial level or make such orders as he deems fit.  

4.4  Divisional Directors (SW&BM) may also execute such powers in their concerned 

Divisions without overriding any direction of Directorate General of Social Welfare and Bait-

ul-Maal Punjab.  

4.5  The entire registration process shall be carried out through online Web-Portal by using 

https://ngo-reg.punjab.gov.pk/.  

4.6  Registration Authority shall exercise its powers at various levels i.e. District, 

Divisional, and Provincial, pursuant to the Administrative Department Notification No. 

SO(SW)5-1/2014(PB)P-V Dated 13.02.2017 (Annex-M).  

5. Monitoring, inspections and records: 

5.1 The Registration Authority shall ensure that records pertaining to NGO are maintained 

properly in accordance with Section 7 of the Ordinance ibid and Rule 9 of Rules ibid as per 

following:  

a) Cash book  

b) Ledger, containing all personal and impersonal accounts  

c) Annual audit reports and detail of audited accounts along with complete 

details of donations, local and foreign funding  

d) Members book 

e) Minutes book  

f) Inspection book  

g) Current renewal certificate  

h) Fidelity Bond  

i) Annual progress reports  

j) Any other relevant record which Registration Authority deems appropriate 

to inspect   

 

https://ngo-reg.punjab.gov.pk/
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5.2 The Registration Authority, or any officer duly authorized is advised to inspect the 

books of accounts and other records of the NGO under Section 7(2) of the ibid. 

5.3  While inspection of accounting records, if it is found that records are not maintained in 

accordance with Section 7 of the Ordinance ibid and Rule 9 of the Rules, ibid, the Registration 

Authority shall take action under Section 9 and 10 of the Ordinance ibid as the case may be.  

5.4 An income and expenditure account shall be audited by a Chartered Accountant and 

shall be submitted to the concerned Registration Authority within six months of the close of 

the financial year on the format prescribed by the Institute of Chartered Accountants of 

Pakistan (ICAP) (Annex-N).  

6. Suspension or dissolution  

6.1  Suspension of the governing body of NGO or dissolution of NGO shall be made in 

accordance with Section 9 &10 of the Ordinance ibid, respectively. 

6.2 Suspension of governing body of NGO under Section 9: Section 9 provides that: 

“If, after making such enquiries as it may think fit, the Registration Authority is satisfied 

that a registered agency has been responsible for any “irregularity in respect of its 

funds” or for any “misadministration in the conduct of its affairs” or has “failed to 

comply with the provisions of Ordinance ibid or the Rules made there under”, it may, 

by order in writing, suspend the governing body of NGO under Section 9(1) of 

Ordinance ibid”.  

6.3  While proceeding under Section-9, the registration may take into consideration that:   

a) Irregularity in respect of funds may include misapplication, unfair utilization, and 

misappropriation of funds or breach of trust. If any part of any donations collected for any 

charitable purpose is used for any purpose or object other than that for which it was collected, 

or is otherwise misapplied or misappropriated in any manner, every person concerned with the 

collection or administration of the fund, whether as a collector on behalf of the NGO or a 

recipient, shall unless he proves that the misuse, misapplication or misappropriation occurred 

without his knowledge and that he had used all due diligence to prevent such misuse, 

misapplication or misappropriation, shall be deemed to have committed the misuse, 

misapplication or misappropriation of the charitable fund.  
b) Any misadministration in the conduct of its affairs may extent to  non-adherence of 

the provisions of the approved constitution of the NGO.  

 

6.4 Where a governing body of NGO is suspended under Section 9(1) of the Ordinance 

ibid, the Registration Authority under Section 9(2) of the Ordinance ibid, shall appoint an 

Administrator, or a Caretaker body consisting of not more than five persons, who shall have 

all the authority and powers of the governing body under the Constitution of the NGO.  
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6.5  Every order of suspension made under Section 9(1) shall be placed by the Registration 

Authority, under Section 9(3), before the Review Board, consisting of not more than five 

persons, constituted by the Provincial Government for the purpose, which shall have the power 

to make such order as to the re-instatement, or the dissolution and reconstitution, of the 

governing body, as it may think fit. Gender Parity will also be maintained in the composition 

of the Review Board by inclusion of at least a woman member in it.  

6.6  The governing body against whom an order of dissolution and reconstitution is made 

under Section 9(3) of the Ordinance ibid may appeal to the Provincial Government, under 

Section 9(4), within thirty days from the date of such order, and the decision of the Provincial 

Government shall be final and shall not be called in question in any court.  

6.7 Dissolution of registered NGO under Section 10: Section 10 provides that:  

“If at any time the Registration Authority has reason to believe that a registered agency 

is acting in “contravention of its constitution”, or “contrary to any of the provisions of 

the Ordinance ibid or the Rules made there under”, or “in a manner prejudicial to the 

interests of the public”, it may, after giving such opportunity to the agency of being 

heard as it thinks fit, make a report thereon to the Provincial Government, under 

Section 10(1) of the Ordinance ibid.”  

6.8  While proceeding under Section-10, the registration may take into consideration that:   

a) prejudicial to the interest of the public may include conduct against public interest, 

any act against the sovereignty and integrity of Pakistan, or involvement in any 

unlawful activities including terror financing or money laundering etc. 

6.9 Under Section 10(2), the Provincial Government, if satisfied after considering the report 

that it is necessary or proper to do so, may order that the agency shall stand dissolved on and 

from such date as may be specified in the order. The Registration Authority shall take further 

action as per Section 12 “consequences of dissolution” of the Ordinance, ibid.  

6.10 Complaint redressal: If any NGO feels that any action of Registration Authority is 

beyond the provisions of the Ordinance ibid and Rules framed thereunder, it may file a 

complaint to Director General (SW&BM), Punjab for redressal.  

6.11  The Director General (SW&BM), Punjab shall decide the complaint within 30 days of 

the receipt of complaint.  
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7. Renewal to registration:  

7.1  Renewal of NGO may not be granted as a matter of routine. The Registration Authority 

before granting renewal to NGO, shall follow instructions contained in SOPs issued vide 

Notification No. DSW-DD (NGOs)DT&DP/2017-5479-93 Dated 27th March, 2017 (Annex-

O), and also to satisfy itself that:  

a) Maximum period of renewal shall not exceed the renewal time specified by the Punjab 

Charity Commission.   

b) The overall working of the NGO in the preceding years had remained beneficial for the 

public at large. 

c) The working of the NGO is not against the interest of general public. 

d) The NGO has not made any default in filing its financial statements or annual returns 

regularly.  

e) The NGO has not acted against the interest, sovereignty and integrity of Pakistan, the 

security of the State and friendly relations with foreign States. 

f) The NGO has not been carrying on, unlawful or fraudulent activities; or no fraud, 

misfeasance or malfeasance in relation to the NGO has been committed.  

g) The NGO or any of its member is not involved in money laundering, terror financing, 

or is not the part or remained the member of any proscribed organization or connected 

to proscribed organization, and/or his name is not in fourth schedule or otherwise. For 

this purpose, a report from Special Branch of Police and Counter Terrorism Department 

(CTD) may be sought by the Registration Authority, if deemed necessary and case shall 

be processed accordingly.  

7.2  No Officer below the rank of BS-17, or any other officer notified by the Department 

shall be eligible to certify the checklist mentioned above at para 7.1 (a to g).  

7.3  On behalf of the NGO, only the President or General Secretary of the NGO shall be 

eligible to certify the checklist mentioned above at para 7.1 (a to g).  

8. Schedule of inspection of registered NGOs: 

8.1  Regular Schedule of inspection of NGOs for different officers shall be as under 

Officer Inspection* 

Supervisor (SW)** At least once in two months of each NGO 

Social Welfare Officer / Area Officer At least once in three months of each NGO 
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Deputy Director (SW&BM) concerned  Once in six months of each NGO/Convene 

Meetings with Executive Body of NGO 

Divisional Director (SW&BM) concerned Once in twelve months of each NGO/ 

Convene Meetings with Executive Body of 

NGO 

Director General (SW&BM), Punjab  As and whenever required  
* The Deputy Director (NGOs) with the approval of Director General (SW&BM), Punjab could visit any 

registered NGO as and when required. Exceptions are applied in case of special circumstances/assignments.  

** Supervisor (SW) shall submit the report of inspection to Area Officer concerned.  

8.2  The Supervisory officer in respect of each Officer mentioned at Para No. 8.1 shall 

evaluate the performance of his/her subordinate officer in terms of inspections made as per the 

above time period and record such remarks in their Performance Evaluation Reports 

(PERs)/Annual Confidential Reports (ACRs).   

9. Timelines 

9.1  Following timelines shall be observed during processing of the online application:   

Sr 

No. 

Item / Step Maximum 

Duration 

(Working 

Days) 

Responsibility  Action  

1.  Visit to NGO’s 

Office/meeting with 

founding members  

after receiving online 

application for 

registration of NGO 

14-Day  Social Welfare 

Officer / Area 

Officer 

concerned.  

Preparation of Feasibility 

Report and Inspection 

Performa with 

recommendations.  

2.  Visit to NGO’s 

Office/Meeting with 

the founding members 

after receiving online 

application from Area 

Officer  

14-Day Deputy Director 

(SW&BM) 

concerned.  

Preparation of visit Report 

/minutes of meeting with 

founding members along 

with recommendations.  

3.  Application to be 

processed  

05-Day Divisional 

Director 

(SW&BM) 

concerned.  

Either forward the case to 

Directorate General 

(SW&BM) or send back to 

Deputy Director 

(SW&BM) concerned with 

recommendations.   

4.  Application to be 

processed  

07-Day Deputy Director 

(NGOs) 

Either forward the case to 

Administrative Department 

with recommendations or 

send back to Divisional 

Director (SW&BM) 

concerned.  
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