
ONLINE TRADE LICENCE PROCESS FLOW 

NEW APPLICATION 
 

  
Apply Trade 
Licence 

Via Counter 

Via Online 

Citizen/Counter selects licence for 3/5 
years, then pays the total amount via 
payment gateway or via counter(1/2/3 
years) and gets receipt. 

Verifier checks the documents and other 
information. If he finds any problem then 
application is sent back to citizen to which 
he replies back, otherwise verifier accepts 
the application. 

If application comes at 
verifier, it means citizen 
has already paid. Avoid 
rejection. 

In case of rejection, ULB 
has to pay back any refund 
to the citizen, if applicable. 

Approver checks application (everything + 
documents)  All is okay  Attach DSC to 
system  sign certificate. Signed certificate 
is available at approver and citizen 
dashboard at same time. Message is also 
sent to citizen. 

End of process 

At verifier 

At approver 

Citizen can 
track the 
status of the 
application 
from track 
application 
option. 



RENEW APPLICATION 
 

Renew Trade 
Licence 

Via Counter 

Via Online 

Citizen/Counter selects renew option 
(available once the license payment validity 
has expired). Citizen pays the renewal 
amount. 

Approver checks application (everything + 
documents)  All is okay  Attach DSC to 
system  sign renewal certificate. Signed 
certificate is available at approver and 
citizen dashboard at same time. Message is 
also sent to citizen. 

End of process 

 
At approver 

Citizen can 
track the 
status of the 
application 
from track 
application 
option. 


