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               "Application for Shop Registration FORM A"  
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Go to the MCGM Web site www.mcgm.gov.in/portal.mcgm.gov.in 

 

Click on Citizen Services  

 

 

 

Click on Shops and Establishment for required services 
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Click on Download FORM A for registration application form  

 

Click on Hamipatra to download  

 

Click on Check list to view the list of Documents need to be uploaded 

 

Click on Apply Here to open and fill the application form 
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Fill the application form with required details. Fill the postal address and situation of Establishment. Fill 

all the mandatory fields. Fill correct Email ID. Select postal code, system will show the wards associated 

with the postal code. Tick “additional place attached to shop” to fill the address. Keep it unchecked if 

additional place is not required. 

 

Three types of employer will be available (Proprietor, Partner and Private Ltd/Public Ltd/trust/Sanstha ) 

Enter no of employers and fill the address  
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Select category of Establishment 



~ 7 ~ 

 

 

Fill Nature of Business 

Select Date of commencement of business 

Provide Total number of Employees. Accordingly fees will be calculated for one year 

If Property Assessed then select  ‘Yes’ and Fill PTAX SAC Number  

If Property is not Assessed then select  ‘No’  

Press ‘Continue’ Button 
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Depending on the type of employer, documents will be allowed to upload 

If user selects Type of employer as “Proprietor” then Point no 1, 2 & 3 will be enabled and point no 1 & 

2 will be mandatory 

If user selects Type of employer as “Partner” then Point no 1, 2, 3 & 4 will be enabled and point no 1,2 & 

4will be mandatory. 

If user selects Type of employer as “Private Limited/Public Limited/Trust/Sanstha” then  

 Point no 1,2,3,5 or 6 will be enabled and point no 1, 2, 5 or 6 will be Mandatory 

In point no 5 (Certificate of Incorporation & List of Directors with their residential address) will be 

mandatory 

In Point no 6 (Copy of the establishment registered under the Society/Trust Act, before the 

Appropriate Authority & List of Trustees/List of members of Co-Operate Society) will be mandatory 
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Click on Choose file and select the required file. 

Upload the Documents in (PDF, JPEG, JPG, PNG, BMP, GIF) Format only. 

Maximum Upload size will be 2MB per Attachment. 
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After all selection of all required attachments click on Upload Documents 
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Click on remove to remove the attachment and attach new required file 

 

 

Once the documents attached and uploaded click on continue 

Please note until mandatory documents are attached application will not continue further 
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If pop up blocker is enabled system will not continue for online payment. To disable the pop up blocker 

read the FAQ on top of the page 

 

 

Check and confirm the fill data before submit 
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On submit click on Ok to continue further 

 

 

 

Tick I/We agree and click on Pay 
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Select appropriate payment methods from given list. 

Confirm the amount and make payment. 

On successful payment confirmation message will be displayed on screen with success status. 

Note down the Payment Transaction ID further references. 

Click on continue. System will generate the Application number. 

Click on Print receipt to view and print the receipt 

Payment receipt will be email to the given email id. 

 

 

 

 


