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1 Procedure 
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START

Fill Application 
Form 

Upload the supporting 
documents

Within 7 
days

 Submit the Application 
& Pay the Requisite 

Fees

Review the Application 
and Supporting 

Documents

Any clarifications 
required?

Provide 
clarification to 

Queries

Receipt for 
Online Payment

End

Raise Queries

Process the 
Application 

Reject the 
Application

Online – Department system

Online – Single Window Portal (SWP)

SMS & Email Alert Sent to the Applicant

Legend

SMS & Email Alert Sent to the Department Official

Allot 
Inspection 

Date
Conduct Inspection

Prepare 
Inspection 
Report & 
Upload 

Yes

No

Within 48 hrs. 

Were the Inspection and 
Documents Satisfactory?

No

Forward the 
Application to 
Level 2 Officer

Yes

Review the Application, 
Supporting Documents 
and Inspection Report

Reject the 
Application

Were the Application, 
Supporting Documents 
and Inspection Report 

Satisfactory? 

Forward the 
Application to 

CLM

Yes

Review the Application, 
Supporting Documents 
and Inspection Report

Reject the 
Application

Were the Application, 
Supporting Documents 
and Inspection Report 

Satisfactory? 

Allot Licence 
Number

No

Yes

Issue Licence / 
Order

Download Licence / 
Order

Licence / Order

Offline Process
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2 Checklist of supporting documents 

S. No. Document 

1.  
Duly self-attested identity Proof (Pan Card/Aadhaar Card/Voter I.D./Driving Licence 

etc.) of the dealer 

2.  Rental agreement or sale deed (in case of own building) 

3.  No objection certificate from the owner in case of rental building 

4.  Blueprint for building prepared by Surveyor registered with local body  

5.  GST Certificate/ PAN Card  

6.  Dealership letter from Manufacturing Company 

7.  Partnership Deed (if applicable) 

8.  
Letter of Authorization (in case there is any Managing Agent or Director (s) Appointed 

for Establishment) 

9.  List of Directors certified by Chartered Accountant (if applicable) 

10.  Shareholding pattern of the company certified by a Charted Accountant (if applicable) 

 

3 Fees 
Details of Fees Fee Charged (in INR) 

Application Fees 500 
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