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Stens to Enroll in cornoratePAY

Step 1:
Below is the user's Role and Authoritv {or comoratepAy:

n

P

Admin User Approver Initiator
- Authorized signatory for corporatePay
documentation, acting on behalfofthe organization, is
permitted to submit requests solely for adding or
removing for Initiators and Reporters only.

- For adding or removing Approvers, adding other

accounts, or changing the signature matrix, new Board
Resolution is required. Admins do not possess

signature rights for these

activities.

To Approve the Transaction. To Initiate Transaction
To view & download bank

statement

To enroll self-registration process. To Reject the Transaction.
Submit the transaction from
Repair queue

Download Transaction Report

To link various bank accounts. Send Transaction to Repair/

Modify
Download Transaction Report

To manage others users (To Enroll, To Disable, To Re-

send activation Link, To Add new user & To Approve
forgot Passlord Request).

Download Transaction Report To view & download bank

statement

To edit & approve user's mobile number & Email address.
To view & download bank

statement

No rights lor Banking Activity/ Transaction fushts

l

'prover and Primary/admin contact person should be signatory holder and approvers on the basis ofbankNbte: The transaction Ap
CBS accordingly.

Reporter



{)nce uriers are drrid(d. a Br:artl ltr'Iinute neetls 1o he prcp;lrr:rl. Rclon, is a sanrple I}c*rrl lvinute.
Board Resolution to avail corporatepAy.

SAMPLE,I
(For Public Ltd. Co., pvt Ltd. Co., BFIs, Schools & College etc.)

Extract of the minute of meeting of the Board of Directors of ['xample Pvf Ltd., held at Registered office dated April 1, 2025.

Resolved thal the company do avail the 'corporatePAY' service, a corporate cash management solution offered by NCHL to the Bank customers, for the accounts having A,/cname Example Pvt Ltd A/c No: 002106xX\xxx\\xxK\x^l 1NPnl mainrained 
-with 

Nepal-nant ttd Kathmandu office Branch, as parent Bank and the company doaccept temrs and conditions laid down by NCHL and Nepal Bark for the purpose.

Resolverl that the said Mrs' Jaio+[i Rai is hereby authorized.to act as corpQrate Arlmin for corporatepAy service offered by Nepal Bant on behalf of the company,and do all such acts, deeds and things necessary, and to execute ull ru.h do.iilffiii[iii.sary, in coffrection therewith, and to operate the said account in the name of the

NCHL and Nepal Bal* in this regard and agree to such changes and modifications in the said terms and conditions as may be suggested by NCHL and Nepal Bant from time totime and to execute such deeds, documents and other writingi as may be necessary or required roiit , purpor.. The nominated official is further authorized to receive liom theBank and use the corporate Administrator's credentials at the risk and responsibilrty oi tt. co*p-y. It is further resolved that the above name individuat is authorized to

above name official is authorized act on behalfofthe company and raise new accou,lt op..ution uuitority to any ofthe office beirer ofthe company and/ or request signatorymatrix modification in accordance to decision ofthe Board ofilie Company.

Resolved that the Board ofthe company is fully aware ofthe risk out ofsubscribing the product corporatepAy service and has decided to subscribe it due to the reason ofCompany's requirement.

modifications therein as may be suggested by Nepal Bank.

Resolved frther that offcials (checker,Maker) nominated singly/jointly by the aforesaid authorized oflicial and,/or the Board ofthe company are also authorized lo operateaccount and do other needful works on behalfofthe company through corporatepAy.

behalfofthe company.

by corporatePAY system, for accessing information and,/or entering into transactions on corporatepAy on behalfofthe Company.

Signature I signature 2 signature 3 signature 4
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We, hereby, authorize the Bank to create the following user IDs and transaction limits, who will operate the system on behalf of the company:

L Corporate Admin User's Details

Name f,mail Address Mobile No.
Signature specimen of

Admin User

Jaipuri Rai jaipurirai@gmail.com 98******** Admin's signature

2. Approver (Transaction Checker) and Initiator (Transaction Maker) Users:

Kajol Shrestha kajols@gmail.com 98******r* APPROVER

kajols@gmail.com 98+******* INITIATOR

kajols@gmail.com 98*****+** REPORTER

. ,- i i,ii.iil
FullNnme.r, ,r! ,,*mgil Mobite ::Boru



Step 2:

once the users are decided through above board minute, the assigned admin user needs to self-register for CorporatepAy by visiting thefollowing link:

hitps :iicory;oratrpa), 
^ ccmec ti ps.com #,/lo girr

When you click the above link, the screen below will appear.

Click the Not Registered Yet? "REGISTER" button to start the registration process as shown in below screenshot with yellow highlight.
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Sten 3:

After clicking the "Registered" button, as shown in Step 2 above, below screen is displayed where the Admin user needs to fill in the details,

as shown in the screenshot below.

* Insert Organization's Full Name as per Registration Certificate.
* Insert Organization short name. (For Example: Iforganizations Name is "Nepal Clearing House Limited" you can insert "NCHL" as short name).

.i. Insert Admin Email Address as per mentioned in Board N{inute.

* Insert Admin Mobile Number as per mentioned in Board Minute.
* Once all the information is filled, click on the "Register,' button.

$[r

1l:*;,':::r lli,t : lysi rq' lr l ilLt** **rtrl]t:ill* $iil}fl

,,,,,,,.

Cor;:orat* ft uEistr*tie*

lr ilril li. tiri:r1 {:.r: ii, ) i : li::trnir iri rh.rl

l:rijn;rry {#st}irti.{i}tiii t,r:"jil

*ltt? !,$ii* *tr*,:{

Plilsary {;Dni.:rt jArJr)ri{r MGb;t* iid.

* il fcu \q;*l t8 e$;t Fi#tup ifi{{xtt*lrra 6{esse g* thro*.E* tlr*a-- d1.16,!sdy$c{,I to ytu.hyJ,Jtereddrn;ir{.

*r**+ .!}reilS!*+yip:tl {'

fia lrtFAL
(\hjl f Lr/.Hlt\i&-{./ *(it"S[



@
ffiIrdr

+rS mn ftihit;,0,

Sample of

:

Registration of Example h/t. Ltd Company
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. After clicking the "Register" button, you will see the message below:
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Thenk youl fu r registration
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Step 4:

' After the above registration process, the assigned Admin user will receive an email with the subject ,Corporate Registration,r in
Admin's Email Inbox as below:

' In the email content, you will find a hyperlink as Link that you need to click to complete the regishation process.

fTqt

Welcome to corpoffite rryistrationl

Sear S*rnple lublir timiled{SAM*[E],

Greetings from Nrpal (laarirg House Lirnitrdl

.sgr addrtr'on;J jhforuat,*n 
1..ou rn.&. ct.rr)furr;,,our enror,/rng $ani.

I ri6ni( ).3.1 I

iihanh yru sa truch for: sub:cribirq eOepSRATEpAy as ycur business payr*ent
:ulutisn 

"syst*r*. _Uie h:ye jusl receiued yaur npque5t for regis:erlng your
r.ganization in th? (CRTCRATEFA\' system. please go thror:gh ttre Lt-trti to
co{r1pl€te the registratian process,

l{indly *rite t* ue et lbusjr:.*sr$jpgsfh$Aehkge*pJ if ycu !:are any querg
r*garding the registrstron process.

Note:P,le.?se comp.,,.ic your signuo p{c*ss nithi, 15 C.+1s o:lrcr*rise filled ilp
iiilo*rsft'en o'f,l {:e Br"?sEd en.d ycu nr}t $e requil,erf Io re-grnress llie
ft),tFAAAIff;Af reg,.sfraduc agarn pr sircr\ * c:ase.

F.

S.Ais palslearin g Hcure

Sysle*l preliided by ltepal fleering llouse Lil*it*d.
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Step 5:

once you click the hyperlink "Link" you will be redirected to the Corporate Registration page to flrll out the required information as shown below:
1. Insert Registration number as per Registration Certificate.
2.Insert PAN Number.
3. SelectCategory and Sub-category

5, Select Bank, Branch andClickNextBr"mon
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After clicking the NEXT bunon below, the follorving ,T:il*:r,i,.,il;* 
yr_ffi:nnarion needs to be nrred out according to the user rore
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. After all the infonnation is fitled out, click the StlBl\IIT butlon' The screen below will appear'' where you can check if ttre lilled

i,formation is correct. rf everything is correct, click the coNTINtlE button. If the infonnatiort is not coffect' you can click the edit button

to modity the filled+rp information'
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Once you click the CONTINLIE button, you r,vill see the screen belorv.
. Once the message below is display'ed, an BNROLLMENT REQLIEST DETAIL PDF form rvill be received as an attachment in the

Admin's email, rvhich needs to be downloaded and printed.
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Thank ysu{ &r rcgistration
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You will get email in the admin user as follows.

Now, Download the below enrollment Request detail from email and sign from the authorized signature.

ttrd{d

Thank y*u for your ragi$ration!

Derr Sarnple Fublic Lir*i{ed(SAMFL$,

Greetings fronr Nepal Clearing tlouse Limited!

Th:nk yc,u for COfiPOHATEFAY registrution, Please print the
attsrh*d fils and rri:it lrsl.rr.e*rollillg bank brancfi witl-r required
Cccunrents {C6mpafiy reg;str;tion. PAh/VAT, User's ,centity etc,)

1o approv€ the registrali.ln rEqLiest.

li yo* n*ed ts m+dify ycur fil1ed-up infor*ration, please qo

lhrcugh llte LIN( .

K;fldly r..rrite tc us *t lhuintlssufi*glfeflftidgm4pJ if ycu fuaue'

ary query r*garding the regirtralroi) ptstrers,

NgtsiFleasE ce,rrpl'efe yent stgsL;p prcress tr*1r,rr 15 d+'5
ilflprlr.rlg ilrir'sd ug r*fonrrl,r*r l+r} f:e eresed i:nd ysu *;iil be
:eqait*d t1 fe?roc€5s ree fofFilA4iEPAv regisliJt/on ag.rrtl ;ir

svr]t I crs*.

Frr,' *dd*"rur;*1 i:iorrn*i,'cn yr:ir ln6y .-c,rtHr1'}?Ur e,rmJi.rhgl b.rnl".

Thank l.+r I
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SAMPLE OF TERMS & CONDITION

Trmr &&d osd:ltioBl
l:orpxe*vSll1ffi *6se4, s L* t &$*S ffis # sfidtltr* ad d* !t &psktsPAYl
1. fh* 6er irdryffiBe t.c{i# ioM*S ,!r{&* ndugs. Efi!{ ld. 3frd ,l*r deEil$ ts srdffirt Ef'd {$a}ig ot

bar* de&,ft|,S k €trd.
l. Ash{)@ {ts bEr* E uRr ${i s&Bllto dslN Bik k b80ie lrd hl s$tsiM ee pNld# * lk {uff Mtq

*edu, sHlslil4 sBr hs ba$\ 8. efirslDr* |* slNr$dlAy.
3 A^! 8s,ei f fr* hfmlsr r aiur,M eqtorddelsichbn{es €tl.rH tr Adm Be, }l.c!M,oo ldhH

si arpra ktr has t, E noni ,roicd lo banl 'w rcsdY tnelgei br usq tu ryFvikPAY. t43fl6
lhil *i t#rr *t6 *ti &r?r'R $fri*. uo.fl $$ ,1e!r&1:6 F*re(d *.ffi 1#1f,r eilh4I(*la O fp at,l ff,
cradesliolE ol <,vBdr6#&t Cqililff ffi fr6 lelx ff&Er Hi:i{L $ss ad t€ }Ei3 ll6l4n s s} Es d:f lrslds*fl|
{strMnr dua b sey ,uit 6i *!r|}lml* ,l qY*dryosle D} & *pdao* !w suti{o0aily tr $Nlalatrsf, aBu

d* B.qst r{ !# r€lMigr ts} s #p6.ll*.
d A$hMa s€ Htsse d# !rh+ * ts**D i*uEd s*tr nffi6 6b* pig$*sd cs u#.Hlltffil*t'AY M h *i 9n

*dlsll ca k dp(ak
6. khea iB gek B lsEffi bd# u$s decvr{ilL il16s!}xro3 ieds vrd ..'lHdhiFAY &d prek(a sulhsi!

* debft lhd rLslBritu sirvlt! seuidg io S's 1s!1 DKrffi'*i$t tu L@ bt $s ]s$se ed prMiflU $*
*snrs1$fi EreJVfr ffprisle$AY ind td k 3F$*aU8 l** #rd tiwus 8$ sviid b, lt* ** Jtr s,r .l
sgrp6r*&ilAY.

€ {$*ie 4laiiatit,il,i o{ },Brl3 * lhs l4sh &mdnl klort lia {ia6fii4i!ff ts iRt ffiss€d #d ftfti$n lea fhs
*sildiy dn{i rho lie#fiy d ,t }*r$dso4 miislRJ Uxsugh @lrs*FAY heladhr$ @fiislw b te Fowitng
A,,lL erxl i:F't rB$r$*lislr .qspssb utJdBkr'd, ard d$t*t lixE &e *rlL *$ ai$l{ !s {$$e*$S$ aESs
rihhold 66r ssii.*iss lf* ff d*8@ lbl6us 3ai ss ffilleliri*lldffi eM tk* rtrt6di.ft *${b*Ed bsisd
IbE Blhwi Fmrnd*dl iFnll str#fdE

i. ilas,irs Mur8a, o{ s6 b€'r*i(Nr, id*tri}:d ardt{a *Kfffi, ere iBidh! Hfrk n€ffi, ss* ns&. ffifi|
*s>ber. lrwnl slr (riErs raqlhodj qr*d ksn s* tneesiq) d'Ns. irandn ml&&v. *! hew ba@
irr:( rB$le,l *s xsNcisrl M pruscsdlhr&gh ta-irwFA} 6rd 8'dil,+ N tf* tr flk alErs H*HL dlsl ns
h4 iisb,* b *ilfJ skj rJidse t !* sdlreclr 6l lhB tri$5tr$Ms asd sidl d k held l*N* io Bs qt vfry diiFug ln

,a^M{6S d* bsn} w4 ul &$pr in hnek,ltt dc hn#ttr oeM lffii$H.
a. )he @e lrffswi* Aipr<*i€r 6hwld k i:hg.,s 1or tffi :.#d# MM{ k1lt, f,kf$*y ffi pnfrMi

lrP' a
g. iir* trs#nr preH\*il til's*&lr Flcf*L lps eiEI 3I4, ed u *l$*6 $, rwtr @.l'i{ $sr. }'6r*8ffi, if

swN*a dk {!, nr{ t$e. as,*nl }tdl * dsbxsd w ts $ffi d6} # tse*dE* swilo8. tlFdal*d
*tr*ig.dH tie *\b,i@ it iii:Hls$s B infoam; hI M,ti i, s$ E4ry.-sars5*d.

*ell-E€tNt,6nl
Nixry-E&re *st ttd *fowtiffi w deen*r{s tumlsh*d b thE }'*!k !e fE &ts sBil{B sd 3!i} e.dim
H a{fe€ 6 h* ldH &rd efrditffi$ iba d6s k 6s!c ea ffisai''At

a

;dtffi;il;Eid;;H;i;;-.--
:Di$i{nMrr

#i*H rl&Bf:

l ln Ae llue*dlI j.llhtr*d S'gfi*ldy prd $isrpstil ex,t ,&gR)



@
'+r€ eqr

If all the above processes are completed, please submit the following documents to your requested branch:

Required Documents:

. Original Verified copy of minute to subscribe corporate Pay/transact and mandate to operate

. Original verified copy of minute for transaction limit.
o Original verified copy ofminute to authorized user's detail forproviding access to corporate Pay.
o Original verified copy of KYC and relevant documents related to authorized corporate Pay users (Initiator, Approver and Primary contact

person/Admin user)
. Original verified Copy of Latest Article of association and memorandum of association.

Note : The transaction Approver and Primary/admin contact person should be signatory holder and approvers on the basis ofbank CBS accordingly)

FOR BANK'S USE ONLY

CBS Code ofCorporate:

Supporting.Documents Verifi ed:

1!.:s No

Completion ofKYC for the users requested:

it, : No

ii'
Corporate Profrle:

Signature and documents Verified By (From Branch Side)

Name:
Signature with staffid :

Date:
Branch Name and Stamp

Created By: Verified by:
Name: Name:
StaffandDesignation: StaffandDesignation:
Date: Date:

I

tuffiq
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1. Here's a list of items to be checked in: Board Resolution/ Authority Letter for enrollment in corporatePAY.

. Ensure the Account Name, Account Number, and Branch Name are accurately filled.
o Ensure the Admin's Name is accurately filled in accordance u,lth citizenship certifcate. Furthermore, the details of the Admin's Name, Email Address, and Mobile Number are

conectly filled in the Admin Detail Table.
. Ensure the names ofthe Approver, Initiator, Reporter, and their respective E,nail Addresses & Mobile number are accurately filled.
. Ensure the signatures present on the Board Resolution adhere to the provisions defined in the company's Articles ofAssociation (AOA) and Memorandum ofAssociation (MOA),

and those on the Authority Letter are in compliance with the granted Power ofAttomey, all ofwhich needs to be duly verified.
r Veri! lhe company seal.
. Where applicable, Ensure the Signatue Matrix are mentioned in the Board Minute.

2. Here's a list of items to be checked in: Enrollment Request Detail.

e Ensure the details provided in lhe Enrollment Request Details are the same as the detarls provided in the Board Resolutior/ Authority Letter as below:
. Ensure the Account Name is accurately filled as Registration Certificate.
. Ensure the PAN Number & Registration Number are accurately filled.
. Ensure that the Admin's Email address and Mobile Number are correctly filled in accordance with the Board Resolution/Authority Letter.
. Ensure that the Approver's, Initiator's & Reporter's Name, Email address and Mobile number are conectly filled in accordance with the Board Resolution/Authority Letter.

* . Ensure that the signatue affixed in the Enrollment Request Details matches the specimen signature provided in the Board Resolution/Authority Letter ofthe Admin user.

Here's a list of items to be checked in: Terms & Conditions

stamp.

€


