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A. Registration as a new IBSC/ Constitution of IBSC 
 

The utmost authority of an organization working with GE microorganisms/ cells should register an IBSC 

through this portal, thereafter, a parent user id (Organization’s permanent login id) shall be issued.  

Follow steps as mentioned for Registration as a new IBSC/ Constitution of IBSC. 

 

The following procedure describes how to register for a new IBSC 

A.i) Direct your browser to: https://www.ibkp.dbtindia.gov.in - Indian Biosafety Knowledge Portal 

home page with Login Screen for IBSC, RCGM and Database will appear 

A.ii) Click on IBSC tab on IBKP home page as shown below: 

 

 

  

Click here 

https://www.ibkp.dbtindia.gov.in/
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A.iii) The applicant will be directed to IBSC PROCEDURES screen where you need to register by clicking 

New User? Please Register First.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here 
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A.iv) The ORGANIZATION REGISTRATION screen will appear as given below. Enter the complete details 

of your organization as required and click VERIFY or else click RESET if change is required. Example 

given below: 

 

 

 

 

 

 

 

 

 

 

 

  

Click here 
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A.vi) Download and print the entered information by clicking on DOWNLOAD and PRINT tab 

respectively for your record.  

A.vii) Click submit to submit the details.  

Note: Once you click submit, no changes can be done. Hence, you must ensure that all information 

submitted here is true and correct. 

 

 

 

A.viii) The downloaded file for organization’s IBSC profile shall look like below: 
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A.ix) Once you SUBMIT, the screen as shown below will appear as a confirmation to successful 

submission. 

 

 

A.x) Simultaneously, a Submission Confirmation email will be sent to the registered email ids (both 

primary and secondary) indicating that your submission is being verified. The mail text shall be as 

below: 
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A.xi) Post verification of information by RCGM, you will receive a Submission Approval mail indicating 

that your request for registration has been approved. The mail text includes Organization’s Permanent 

login ID and a link to generate password to access further submission procedures. You need to click 

the link. 

 

 

 

  

Click here 
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A.xii) Clicking on the link shall direct you to ORGANIZATION CONFIRM LOGIN screen. Fill in the User 

name as Organization Permanent login ID as provided in the Submission approval e-mail. Set your 

preferred password with a minimum of 8 characters length with one special character and one capital 

letter. 

Once you set password, the link shall remain non-functional.   

 

 

  

Put organization 

permanent login ID 

as user name. 

Set your preferred password.  

Submit to confirm 
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A.xiii) Once you SUBMIT, the next phases of IBSC registration shall continue. Fill in with appropriate 

details and click NEXT. Example shown below: 

 

 

 

 

 

 

 

 

 

 

 

 

Add rows to enter details of 

total of at least 4 experts 

including internal and external 

members. 

Good to save your 

work in between 

although the 

website shall have 

function of auto-

save. 

Click here to 

go to next 

page. 



10 
 

 

 

 

A.xiv) On clicking Next, the next phase of IBSC registration shall continue. Example shown below: 

 

 

 

 

 

 

 

 

 

During IBSC registration, applicant needs to upload brief CV of each IBSC member and their consent 

to be a member of the IBSC.  Format for consent and brief CV ogf IBSC members can be downloaded 

through following link:  

http://dbtindia.gov.in/sites/default/files/uploadfiles/Proforma_for_Consent_to_be_a_Member_of_I

BSC%28a2%29.pdf 

Click here to generate proof before 

submission. Correct any errors/ 

missing information if at all. 

http://dbtindia.gov.in/sites/default/files/uploadfiles/Proforma_for_Consent_to_be_a_Member_of_IBSC%28a2%29.pdf
http://dbtindia.gov.in/sites/default/files/uploadfiles/Proforma_for_Consent_to_be_a_Member_of_IBSC%28a2%29.pdf
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A.xv) Click on Generate Proof, in case the information is not correct, go BACK and edit. If the 

information is correct, you shall download it for your reference. Finally SUBMIT it to RCGM.  

 

 

 

 

 

 

 

 

 

 

Download before you submit. 
Click to submit to 

RCGM 
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A.xvi) On successful submission of details, the following screen will appear: 

 

 

 

A.xvii) Simultaneously, user shall receive a Submission confirmation e-mail to its registered email ids 

indicating that the submission is under verification. 
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A.xviii) Using the Organization’s Permanent Login ID as user id and your password, you can access 

your IBSC dashboard to look for notifications or any queries from RCGM. Access to IBSC dashboard 

shall be as below:   

A.xviii.a) Follow instruction mentioned in point no A.i and A.ii 

A.xviii.b) Click on login. 

 

 

 

A.xviii.c) Fill the required information to enter. 

 

 

 

Click here 

Organization’s 

Permanent Login ID 

Click to login 
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A.xviii.d) The IBSC dashboard shall look like below where notification shall indicate your most 

recent duties.          

            

   

 

A.xix) Depending on the verification, RCGM may accept the registration request. For such, user shall 

receive a submission accepted email requesting submission of a physical copy (in original) of complete 

application duly signed and stamped by the designated officials along with enclosures within 60 days 

for further verification (refer point no xi) to complete the registration process to:  

‘RCGM Secretariat, Room No. 804, Dept. Of Biotechnology, Block-2, CGO Complex, Lodhi Road, New 

Delhi – 110003’  

 

 

 

 

A.xx) Once RCGM receive and verify your physical document, you shall receive an Authorization 

granted email. The e-mail indicates successful constitution of IBSC and shall contain a Unique 
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Identification code (UIC) to access RCGM for all RCGM related activities and Office Memorandum 

regarding Nomination of DBT representative in the IBSC for official purposes as an attachment. The 

mail shall look like below: 

 

 

 

A.xxi) Simultaneously, IBSC Dashboard will appear as below: 

 

 

 

 

 

A.xxii) Login to your account by typing your Username and Password in the appropriate text boxes. 
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NOTE: Click the Forgot password? link to reset your password if required. After clicking this link and 

filling out the requested information, an email will be sent to the email address stored in the User 

Details, with instructions on how to complete the password reset. 

………………………………………..This ends the registration process…………………………………………………………… 
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B. Access to RCGM for submission of an application 
 

B.i)  Click on RCGM tab in IBKP home page. 

 
           

  

Click here 
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B.ii) The applicant will be directed to RCGM procedures screen, click on request for RCGM access. 

 

 

B.iii) Applicant will see the following screen for RCGM access or Authentication.  

For Enter your IBSC Unique Code, refer A. xx for UIC.       

        

 

 

 

 

 

            

       

      

 

 

iv) After successful Login, the message will appear as below: 

 

 

 

 

 

The secret question shall ask information 

regarding your IBSC that you had filled during 

registration 

 

Click here 

 

Click to submit 
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B.iv) On Submitting, Applicant will see the following screen 

 

 

B.v) Simultaneously, an RCGM access approval e-mail shall also be forwarded to the registered email 

id. 
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B.vi) Now repeat point (i) and click login. 

 

 

 

B.vii) Login window shall appear where you have to use IBSC login id and password. 

IBSC login id shall be Organization Permanent login ID (Refer A xi). 

 

  

Click here 
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To import, transfer and receive regulated material 

 
 

To carry out R&D 

 

 
To conduct research trials and/or safety studies 

 
 

To conduct Pre-Clinical Toxicity Studies 

 
 

To submit report of research trials and/or safety studies 

 
 

To submit report of Pre-Clinical Toxicity Studies 

 

B.viii) Post login, the RCGM dashboard window will appear as shown below, wherein the applicant 

shall  –Select- on the appropriate field and then click application form the dropdown menu. The forms 

are self-explanatory and may be filled and submitted online. 
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B.ix) On clicking ORG APPLICATION STATUS, record of Closed Applications (a), Current Applications (b) 

and New & Revised Applications (c) opens as shown below. 

Screen on clicking Closed Applications (a) 

 

 

Screen on clicking Current Applications (b) 

 

 

Screen on clicking New & Revised Applications (c) 
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B.x) On clicking NOTIFICATIONS, applicant can track status and screen for New and Revised 
Submissions (a), Current Submissions (b) as well as Pre & Post Authorization Submissions (c) opens as 
shown below. 

 

Screen on clicking New and Revised Submissions (a) 

  
 
Click here to open Notification page. 

Screen on clicking Current Submissions (b) 

 
 
 

Screen on clicking Pre & Post Authorization Submissions (c) 
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B.xi) Through this dashboard, applicant may also seek any clarification from RCGM.  
After clicking on Seek Clarification, the applicant need to click on Add Clarifications request to 

RCGM. It will open a box as shown below. Fill it and submit. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

-----------------------------This ends Access to RCGM for Submission of an Application ------------------------ 

 

 

 

 

 

Click here to open Seek Clarification 

page. 

Add a clarification request by 

clicking here.  
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C. Multi Users Functionality 
 

As there can be multiple applicants/ Principle investigators of a single organization who would want 

to submit applications to RCGM, the utmost authority (Chairman/ member secretary) holding a 

registered IBSC could issue multiple user access to different applicant. The following information may 

be helpful: 

Who shall get multi user access? 

The principle investigator (PI) of the institution where IBSC is registered may obtain the access. 

What functions are available through this access? 

Only submission of an application that is duly considered in the IBSC meeting may be uploaded here 

by the PI. No other functions like change of IBSC information, compliance submission etc. could be 

performed through this. Only the utmost authority holding the parent IBSC id and password can do 

so. 

Can a multi user see information submitted by other multi user? 

No. Information submitted by a multi user (PI) will not be visible to other multi users. However, only 

the utmost authority holding the parent IBSC id and password can see and track all applications 

submitted from an institutions to RCGM. 

What is the process to issue multi user ids to PIs by the utmost authority holding parent IBSC id and 

password? 

C.i) Repeat (B.i), (B.vi) and (B.vii) step on the IBKP homepage to access RCGM dashboard. 

C.ii) On clicking USERS, following screen appears 

 

C.iii) Fill information regarding Name, e mail id and SUBMIT 
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C.iv) On submitting, User Name and Password shall be issued automatically under parent user id and  

the multi user information will be added in the table as shown below: 

Note: The User Name cannot be changed. 

  

 

 

 

C.v) Simultaneously, the PI will receive an e mail containing user ID and password to submit, track and 

monitor their respective applications through the portal. 
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C.vi) The PI (multi user) shall now use the login credentials to access the RCGM dashboard following 

steps (B.i), (B.vi) and (B.vii) on the IBKP homepage. Upon access, the dashboard shall look like below: 

 

 

 
-------------------------------------This ends Multi Users Functionality-------------------------------------------------- 
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D. Submission of compliance related documents 
 

Utmost authority holding parent IBSC user id and password shall submit all compliance related 

documents. Log in to IBSC dashboard with Organization’s permanent Login ID by following steps 

mentioned in A.xvii. On clicking compliance adherence tab, screen with (1) Confidentiality Agreement 

(2) Minutes of the IBSC Meeting (3) Annual Compliance Report and (4) Medical Surveillance Report 

shall appear: 

 

Format for Medical Surveillance report can be downloaded using following link 

http://dbtindia.gov.in/sites/default/files/uploadfiles/A4.pdf 
 

D.1. Confidentiality Agreement 
D.1.i) Upload ‘Confidentiality Agreement’. 

 

 

Format for Confidentiality Agreement with IBSC members including DBT Nominee can be downloaded 

using following link: 

http://dbtindia.gov.in/sites/default/files/uploadfiles/A5.pdf 

http://dbtindia.gov.in/sites/default/files/uploadfiles/A4.pdf
http://dbtindia.gov.in/sites/default/files/uploadfiles/A5.pdf
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D.2. Minutes of the IBSC meeting 
 

D.2.i) Add minutes of meeting under compliance adherence section by clicking on “Generate Online” 

under Minutes of the IBSC meeting tab. Window as shown below shall appear for which following 

process are to be followed:  

D.2.ii) Fill the agenda items under various sub-headings according to purpose of various applications,  

D.2.iii) Verify it before submission,  

D.2.iv) Click on ‘Next’ tab and generate proof,  

D.2.v) Download the minutes of meeting generated and  

D.2.vi) Upload duly signed meeting minutes.  

Examples of screen as it appears on filling is shown below: 
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Screen for D.2.i, D.2.ii  a and D.2.iii 

 

 

  

 

           Click to verify 
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 On Verification, Screen for D.2.iv

 

 

 

      Click to generate proof and download the proof 
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On Generate Proof, following screen will appear and must be downloaded (D 2v) 

 

 

 

Duly sign the proof and upload (D2 vi) it to sumit to RCGM. The portal shall request the same 

following this message: 

 

 

 

  

Download the proof 
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D.3. Annual Compliance Report 
D.3.i) Add ‘Annual Compliance Report’ under compliance adherence section by clicking ‘Generate 

online’.   
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D.3.ii) Following screen will appear, fill the required details, Verify & Generate Proof. 

 

 

 

 

 

 

 

 

 

 

Click here 
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D.3.iii) The verification page will appear as below with ‘Generate Proof’ tab at below: 

 

 

 

 

 

 

 

 

 

 

 

 

Click here 



36 
 

 

 

D.3.iv) Download the report and print. 

 

 

D.3.v) Submit a duly signed copy of the report. The portal shall request the same following this 

message: 
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D.3.vi) After submitting all the documents required for compliance adherence, click Submit to send 

the reports to RCGM.  

 

 

 

  
Click here 
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D.3.vii) Applicant in its IBSC dashboard (Follow A. xvii for access for IBSC dashboard) will view the 

following screen indicating submission of Compliance adherence. 

 

 

 

-------------------------------This ends the Compliance Adherence process------------------------------------------- 
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E. Modification of IBSC details 
 

Modification/ update of any information of a registered IBSC is possible through this portal. However, 

the information shall again be verified and approved by RCGM. The process is as follows: 

E.i) Access to IBSC dashboard by following steps mentioned in A. xv. 

E.ii) Click on “Modify IBSC registration” shown in the left. Change the fields as required. Any change 

shall appear with red colour.  
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E.iii) Submit information as mentioned in Section A. 

E.iv) Following message will appear on the screen subsequently.     

             

 

E.v) Simultaneously, a Submission confirmation email will be sent to the registered email ids (both 

primary and secondary) indicating that your submission is being verified. The mail text shall be as 

below: 

 

     

 

           

-----------------------------------------This ends IBSC modification---------------------------------------------- 
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F. Renewal of IBSC 
 

F.i) Applicant can RENEW the IBSC registration whenever required by clicking on “RENEW IBSC 

REGISTRATION”. The RENEW IBSC REGISTRATION window will appear as given below:  

            

          

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

 

F.ii) Save the changes made, if any and generate proof.      
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F.iii) Simultaneously, a Submission confirmation email will be sent to the registered email ids (both 

primary and secondary) indicating that your submission is being verified. The mail text shall be as 

below:            

  

 

 

 

 

 

 

 

 

 

 

 

 

 
  

 

 

F.iv) Following screen will be visible now to the applicant by clicking on the “RENEW IBSC 

REGISTRATION”           
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F.v) Depending on the verification, RCGM may raise a query, which appears in REGISTRATION & 

RENEWAL under NOTIFICATIONS. The applicant needs to click on Reply Query for response 

 

 

F.vi) Clicking on Reply Query opens screens for CLARIFICATION SOUGHT.  

 

 

 

F.vii) Depending on the verification, RCGM may accept the IBSC renewal request. For such, user shall 

receive a submission accepted email requesting submission of a physical copy (in original) of complete 

application duly signed and stamped by the designated officials along with enclosures within 60 days 

for further verification to complete the registration process to:  

‘RCGM Secretariat, Room No. 804, Dept. of Biotechnology, Block-2, CGO Complex, Lodhi Road, New 

Delhi – 110003’  
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F.viii) Applicant will receive email regarding approval of constitution of Institutional Biosafety 

Committee (IBSC) at IBKP along with a copy of ‘Office Memorandum’ towards the constitution of IBSC 

at the respective organization attached for reference and a Unique Identification Code (UIC) number 

to access RCGM for all RCGM related activities. 
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F.ix) Applicant will get the following sequence of notifications time to time through the process of 

IBSC renewal.  

 

 

Links for downloading forms:  

1. During IBSC registration, applicant needs to upload brief CV of each IBSC member 

and their consent to be a member of the IBSC.  Format for consent and brief CV ogf 

IBSC members can be downloaded through following link:  

http://dbtindia.gov.in/sites/default/files/uploadfiles/Proforma_for_Consent_to_be_a_

Member_of_IBSC%28a2%29.pdf 
 

2. Format for Medical Surveillance report can be downloaded using following link 

http://dbtindia.gov.in/sites/default/files/uploadfiles/A4.pdf 
 

3. Format for Confidentiality Agreement with IBSC members including DBT Nominee 

can be downloaded using following link: 

http://dbtindia.gov.in/sites/default/files/uploadfiles/A5.pdf 

 

-----------------------------------------------This ends IBSC renewal---------------------------------- 

http://dbtindia.gov.in/sites/default/files/uploadfiles/Proforma_for_Consent_to_be_a_Member_of_IBSC%28a2%29.pdf
http://dbtindia.gov.in/sites/default/files/uploadfiles/Proforma_for_Consent_to_be_a_Member_of_IBSC%28a2%29.pdf
http://dbtindia.gov.in/sites/default/files/uploadfiles/A4.pdf
http://dbtindia.gov.in/sites/default/files/uploadfiles/A5.pdf

