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• The Dealing Officer logs in through the “Department Login” option on the portal. 
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First-Level Verification 
by Dealing Officer: 
 

•  The Dealing Officer 

opens the application for 

review. 

•  The Dealing Officer 

downloads and 

examines all supporting 

documents uploaded by 

the applicant. 
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• If the application 

is complete and 

correct, the Dealing 

Officer proceeds to 

the next step. 
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• If there are any queries or missing information, the Dealing Officer notes these in the remarks column. 
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•   The Dealing Officer 

forwards the application 

(with remarks, if any) to 

the Section Officer for 

second-level verification. 
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Application Receipt by 

Section Officer: 

 

•  The Section Officer 

logs in through the 

“Department Login” 

option. 
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• The application 

appears on the 

Section Officer’s 

homepage. 
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Second-Level 
Verification by Section 
Officer: 
 

•  The Section Officer 

reviews the application 

details and supporting 

documents. 
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• The Section Officer 

verifies the payment 

details associated with 

the application. 

 

• If the application is 

complete, the Section 

Officer proceeds to the 

next step. 
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• If there are queries or 

issues, these are entered 

as remarks and marked in 

the provided checklist. 

 

• The Section Officer 

forwards the application 

(with remarks/checklist, if 

any) to the Registrar of 

Firms for final approval. 
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Application Receipt 
by Registrar of 
Firms: 
 

• The Registrar of Firms 

logs in through the 

“Department Login” 

option. 
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• The Registrar 

receives an alert for 

pending applications 

on their homepage. 
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Final Review and Approval by 
Registrar of Firms: 
 
• The Registrar reviews the 

application, including all 

remarks and checklists from the 

Dealing Officer and Section 

Officer. 
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• If satisfied with the 

application, the Registrar 

approves it and applies a 

digital signature. 

• If there are queries or 

deficiencies, the Registrar 

can: 

• Revert the application 

to the applicant for 

necessary corrections and 

resubmission, or 

• Reject the application, 

specifying the reasons for 

rejection. 
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Issuance of Digitally Signed 
Certificate: 
 

•  Upon approval, a digitally 

signed partnership firm 

registration certificate is 

generated. 
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• The certificate is made 

available to the applicant 

for viewing and printing 

from their homepage on 

the portal. 
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