
Open the website: https://swp.dddgov.in/labour-and-employment-dnhdd  and 

click on “View” to ensure information on fees and procedure. 

 

 

https://swp.dddgov.in/


Registration under Shops & Establishments Act, 1973 

 
 

1 

Name of Approval / 
NoC/ License/ 
Registration 

Registration under Shop & Establishment Act, 1973 

2 Competent Authority Labour Department 

3 Applicability Criteria 
Every Shop, Establishments, Commercial Establishments with premises where any 
business / trade is carried on or any service is rendered to customers includes a shop 
run by co-op societies, office, go down, store room, restaurant, hotel, lodging house, 
theatre or any public amusement or entertainment 

4 Stage Pre-operation 

 

5 Timelines 15 days 

6 Documents Required 1. Application in Form I 

2. Lease Agreement / Ownership documents 

3. Fees / Copy of Challan 

4. Copy of house taxes issue by the Panchayat or DMC 

5. Photo of Shop 

6. Aadhar Card 

7. Pan Card 

8. GST 

9. Certificate from Health Department (Hotel, Bar, Restaurant, Medical) 

10. For Manufacturing: 

i. Undertaking 

ii. Project Report 

iii. Memorandum of Article (Ltd., Pvt.ltd.) 
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Procedure for getting 
license 

1. Visit Single Desk Portal & register 
2. Fill in the application FORM I 
3. Pay the fees along with security deposit online 
4. Approval by the Authority. 
5. Download the Certificate in FORM II. 
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Fee & Mode of 
payment 

 
If the number of workmen proposed to be employed on contract on any day – 

 

(a) employing no persons :- Rs. 20/- 

(b) employing 5 or less than five persons:- Rs. 40/- 

(c) employing more than five but less than 10 persons :- Rs. 150/- 

(d) employing 10 and above but less than 20 persons :- Rs. 300/- 
(e) For Hotels :- Rs. 600/- 

 

    * Penalty of Rs. 25/- (after expiry of certificate) 

 

 



 

 

User Guide for online filing of Registration of license under The Shops & 

Establishment Act  

  

1. Open the website: https://swp.dddgov.in/ and click on Department menu.   

  

 

 

2. Click on Labour & Employment Department from the menu.  

 

 

  

  

https://swp.dddgov.in/
https://swp.dddgov.in/


  

  

  

3. From the Department’s page, click on “Click here” for the Registration of license under 

The Shops & Establishment Act  

  

  

 

 

4. Enter your mobile number and the pin which was generated on your mobile number to login.   

 

  

  

  



  

  

  

5. After login, click on Department & Services and on the search bar type “Labour”. For the “Registration 

under the Shop & Establishment Act” click on “click here”. 

 

 

 

 

 

 

 

 

 

 

 

  

6. Click on “apply for Shop & Establishment”.  

    

 

 

  

  



  

  

7. Fill the entire form and then click on submit button.  

  

  

  

 

 

 

 



  

  

8. after clicking on submit button, you can see the tracking status of your application, Query Status and 

Action. Click on Action Button to view or to download your form.    

 

 

 

9. Click on Form 1 to view your application.  

  

  

  

 

 



 

  

10. For the payment of application fees, you can check that by clicking on the  “action” 

button and click on “Pay Your Fees”.   

 

 

  
 

11. After click on “pay your fees” option and popup box will open where you can redirect to 

online payment gateway for payment of fees. 

 
 

 

 



 

 

12. Online payment gateway where you can pay fees online. 

 

 

13. After payment of fees, you can download the final certificate after getting approval from the 

Department.   

  

  

  



 
 



 

  

  

  
 

 

 

 

 

 



 

 

 

 

 

 

 

 

  

  

 



 

 

 

User Guide for online filing of Renewal of license under The Shops & 

Establishment  Act  

  

01. Open the website: https://swp.dddgov.in/ and click on Department menu.   

  

 

02. Click on Labour & Employment Department from the menu.  

 

 

  

  

https://swp.dddgov.in/
https://swp.dddgov.in/


  

  

  

03. From the Department’s page, click on “Click here” for the Registration of license under The 

Shops & Establishment  Act  

 

 

 

 

 

04. Enter your mobile number and the pin which was generated on your mobile number to 

login.   

 

  

  



  

  

 

05. After login, click on Department & Services and on the search bar type “Labour”. For the 

“Registration under the Shop & Establishment Act” click on “click here”. 

 

 

 

 

 

 

 

 

 

 

 

  

06. Click on “apply for Shop & Establishment-Renewal”.  

 

 

  

  

  

  



07. Fill the entire form and then click on submit button.  

  

  

  

08. after clicking on submit button, you can see the tracking status of your application, Query 

Status and Action. Click on Action Button to view or to download your form.    

 

  

 

 

 

 

 

 

 



 

 

 

09. Click on Form 4 to view your application.  

  

 

  

10. For the payment of application fees, You can check that by clicking on the “action” button 

and click on “Pay Your Fees”.   

 

 



 

 

11. After click on “pay your fees” option and popup box will open where you can redirect to 

online payment gateway for payment of fees. 

 

 

 

12. Online payment gateway where you can pay fees online. 

 

 

 

 

 



 

 

 

13. After payment of fees, you can download the final certificate after getting approval from 

the Department.   

  

  

  

 
 



 

  

  

  
 

 

 

 

 

 



 

 

 

 

 

 

 

 

 


