
1 
 

 

 

 

 

 

GUIDELINES  

FOR  

SHOPS  

&  

ESTABLISHMENTS 

ONLINE  

APPLICATION  



2 
 

 

 

Sr. 
No. 

Details 
Page 
No. 

 Registration Of Establishments  

1. New Registration 3 

2. Documents for New Registration 4 

 Change in Establishments Certificate  

3. Change in Intimation Receipt/ Registration Certificate 5 

4. Documents for Change in Establishments Details 6 

 Close of Establishments Certificate  

5. Close of Intimation Receipt/ Registration Certificate 7 

6. Documents for Close of Establishments Certificate 8 

7. Zone Office Address and Contact Details 9 

  



3 
 

Establishments' Registration Process 

;\:YFVMGL GM\W6LGL 5|lS|IF 

 
 Form - D (Format for Intimation) - Establishment's employees are less than 10 

;\:YFDF\ SD"RFZLGL ;\bIF !_ YL VMKL CMI4 TM OMD"v0L EZJ]\ sOMZD[8 OMZ .g8LD[XGf 

 Form - A (Application for Registration) - Establishment's employees are 10 or more 

;\:YFDF\ SD"RFZLGL ;\bIF !_ S[ T[YL JW] CMI4 TM OMD"vV[ EZJ]\ sV[%,LS[XG OMZ ZHL:8=[XGf 

 

 New Registration sGJL ;\:YFGL GM\W6L DF8[fo 

      An Application for IR/ RC       Get Certificate  
          GM\W6LGL VZHL DF8[      5|DF65+ D[/JJF DF8[ 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note-1:- 

1. Fill up data in Form A/ D in Gujarati language and under English language and sign it. 
OMD"vV[q 0L DF\ V\U|[HL EFQFFDF\ VF5[,L lJUTMGL GLR[ U]HZFTL EFQFFDF\ lJUTM EZL4 ;CL\ SZJLP 

2. Shops & Establishments Inspector will check your application & approves it, if he satisfied. You 
will be informed by SMS for it.  
N]SFGM VG[ ;\:YFVMGF lGZL1FS TDFZL VZHLGL RSF;6L SZX[ VG[ ;\T]Q8 YI[YL T[GL D\H]ZL VF5X[4 H[GL VF5G[ V[;P V[DP V[; wJFZF 
DFlCTUFZ SZFX[P 

3. If establishment's employees are Less than 10, you will get Intimation Receipt and no fees 
collected for it.  
HM ;\:YFDF\ SD"RFZLVMGL ;\bIF !_ YL VMKL CX[4 TM .g8LD[XG ZL;L%8 VF5JFDF\ VFJX[4 H[GF DF8[ OL GL R}SJ6L SZJFGL GYLP 

4. If establishment's employees are 10 or more, you will get Registration Certificate, fees 
collected as per rules for it. (Online payment within 10 days). 
HM ;\:YFDF\ SD"RFZLVMGL ;\bIF !_ S[ T[YL JW] CX[4 TM ZHL:8=[XG ;8L"OLS[8 VF5JFDF\ VFJX[4 H[GF DF8[ ~<; D]HA OL GL R}SJ6L 
SZJFGL ZC[X[P s!_ lNGDF\ OL GL R]SJ6L SZJFGL ZC[X[Pf 

5. After payment done successfully, registration certificate is online issued under My Transaction/ 
Check Application Status option. 
OL GL R}SJ6L ;O/TF5}J"S YIF 5KL4 DFI 8=Fgh[SXGq GM\W6LGL VZHLGL l:YTLDF\YL GM\W6LG]\ 5|DF65+ VMG,F.G D[/JL ,[JFG]\ 
ZC[X[P 

  

www.suratmunicipal.gov.in 

Online Services sVMG,F.G ;[JFVMf 

Shops & Establishments Certificate Registration 
sN]SFGM VG[ ;\:YFVMGL GM\W6LG]\ 5|DF65+f 

 
Login & Complete your Profile 

s,MU .G SZM VG[ TDFZL 5|MOF.,GL lJUTM EZMf 

 
New Registration sGJL VZHLf 

Fill up all Details & Upload Documents with Self 

Attested Signature 
sAWL lJUTM EZM VG[ :J5|DFl6T ;CL ;FY[ 0MSI]D[g8 V5,M0 SZMf 

 

Save s;[Jf 

 

www.suratmunicipal.gov.in 

Online Services sVMG,F.G ;[JFVMf 

 

Shops & Establishments Certificate Registration 
sN]SFGM VG[ ;\:YFVMGL GM\W6LG]\ 5|DF65+f 

 
Login s,MU .G SZMf 

 
Check Application Status  

 sVZHLGL l:YTL T5F;Mf 

 

Print sl5|g8f 

New Application Status  
 sGJL VZHLGL l:YTL T5F;Mf 

 
Payment sR]SJ6Lf 
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 Documents to be upload for New Registration 

 GJL GM\W6L DF8[ V5,M0 SZJFGF 0MSI]D[g8;o 

 If establishment's employees are 10 or more, fill up Form-A (Application for Registration). 
;\:YFDF\ SD"RFZLGL ;\bIF !_ S[ T[YL JW] CMI4 TM OMD"vV[ EZJ]\ sV[%,LS[XG OMZ ZHL:8=[XGf 

1. Form-A (fill up in Gujarati & English both language). sGD]GMvV[ sU]HZFTL VG[ V\U|[HL A\G[ EFQFFDF\ EZJ]\ff 

2. Sale and purchase bills sBZLN VG[ J[RF6GF AL,f 

3. Current property tax bill/ paid receipt sCF,G]\ lD<ST J[ZFG]\ AL,q R]SjIFGL Z;LNf 

4. Photo of name board at the appropriate place of the establishment. sIMuI :YFG[ ;\:YFGF GFDG]\ AM0" CMI 
T[GM OM8Mf 

5. Actual photo of the establishment displaying the interior s;\:YFGL V\NZGL HuIF 5|NlX"T YFI sDF,v;FDFGf 
T[JM JF:TlJS OM8Mf 

6. Identity proof of the employer s;\:YFGF DFl,SG]\ VF.P0LP 5|]Of 

7. Rent/ Lease/ Leave and license agreement, if applicable. sEF0F SZFZ4 HM ,FUT CMI TMf 

8. Partnership deed, if applicable. sEFULNFZL SZFZ4 HM ,FUT CMI TMf 

9. Registration of Co-operative institutes including resolution for president and committee 
members, if applicable. sSMvVMP ;\:YF CMI TM ;\:YFGF 5|D]B VG[ ;lDlTGF ;eIMGF 9ZFJGL GS,4 HM ,FUT CMI TMf 

10. Articles of association and/ or Memorandum of association, if applicable. sVF8L"S, VMO V[;M;LV[XG 
VG[qVYJF  D[DMZ[g0D VMO V[;M;LV[XG4 HM ,FUT CMI TMf 

11. Director's name of the company (from Ministry of Corporate Affairs website), if applicable. 
s;\:YFGF EFULNFZMGF GFDM4 HM ,FUT CMI TMf 

12. Copy of the license, registration which is mandatory under any other law from competent 
authority before starting of such business. s;\:YF X~ SIF" 5C[,F ;1FD VlWSFZL 5F;[YL VgI SFINF C[9/ OZHLIFT 
,[JFG]\ CMI4 T[JF ,FI;g;q GM\W6LGL GS,f 

13. If the place of business is situated in any residential housing society; No objection certificate 
from the residential society or any such authority responsible for its maintenance. s;\:YFG]\ :Y/ HM 
ZC[6F\S ;M;FI8LDF\ CMI4 ;M;FI8LGF D[.g8[Gg; DF8[GF 5|D]Bq HJFANFZ jIlST 5F;[YL D[/J[, G JF\WF 5|DF65+f 

14. Old shops & establishments registration certificate, if applicable. sH]GF GM\W6L 5|DF65+4 HM ,FUT CMI TMf 

 If establishment's employees are less than 10, fill up Form D (Format for Intimation). 

;\:YFDF\ SD"RFZLGL ;\bIF !_ YL VMKL CMI4 TM OMD"v0L EZJ]\ sOMZD[8 OMZ .g8LD[XG f 

1. Form-D (fill up in Gujarati & English both language). sGD]GMv0L sU]HZFTL VG[ V\U|[HL A\G[ EFQFFDF\ EZJ]\ff 

2. Current property tax bill/ paid receipt sCF,G]\ lD<ST J[ZFG]\ AL,q R]SjIFGL Z;LNf 

3. Photo of name board at the appropriate place of the establishment. sIMuI :YFG[ ;\:YFGF GFDG]\ AM0" CMI 
T[GM OM8Mf 

4. Actual photo of the establishment displaying the interior s;\:YFGL V\NZGL HuIF 5|NlX"T YFI sDF,v;FDFGf 
T[JM JF:TlJS OM8Mf 

5. Identity proof of the employer s;\:YFGF DFl,SG]\ VF.P0LP 5|]Of 

6. Old shops & establishment's registration certificate, if applicable. sH]GF GM\W6L 5|DF65+4 HM ,FUT CMI TMf 
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Change in Establishments' Certificate 

;\:YFVMGL GM\W6LDF\ O[ZOFZ 

 

 Change in Intimation Receipt/ Registration Certificate: 
s.G8LD[XG ZL;L%8q ZHL:8=[XG ;8L"lOS[8DF\ O[ZOFZ SZJFfo 

             For Change in IR/ RC                    Get Certificate  
         GM\W6LDF\ O[ZOFZ DF8[      5|DF65+ D[/JJF DF8[ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note-3:- 

1. No changes can be made in Intimation Receipt except for establishment's employee count.  
.g8LD[XG ZL;L%8DF\ ;\:YFGF SD"RFZLVMGL ;\bIF l;JFI SM. O[ZOFZ SZL XSFX[ GlCP 

2. The name of the employer and the nature of the business cannot be changed in Registration 
Certificate.  
ZHL:8=[XG ;8L"lOS[8DF\ ;\:YFGF DFl,SG]\ GFD VG[ SFDSFHGF 5|SFZDF\ SM. O[ZOFZ SZL XSFX[ GlCP 

3. Shops & Establishments Inspector will check your application & approves it, if he satisfied. You 
will be informed by SMS for it.  
N]SFGM VG[ ;\:YFVMGF lGZL1FS TDFZL VZHLGL RSF;6L SZX[ VG[ ;\T]Q8 YI[YL T[GL D\H]ZL VF5X[4 H[GL VF5G[ V[;P V[DP V[; wJFZF 
DFlCTUFZ SZFX[P  

4. The revised Registration Certificate can be obtained by paying the fee as per the rules. 
;]WFZ[,]\ ZHL:8=[XG ;8L"OLS[8 ~<; D]HA OLGL R}SJ6L SI["YL D[/JL XSFX[P s!_ lNGDF\ OL GL R]SJ6L SZJFGL ZC[X[Pf 

5. After payment done successfully, registration certificate is online issued under My Transaction/ 
Check Application Status option. 
OL GL R}SJ6L ;O/TF5}J"S YIF 5KL4 DFI 8=Fgh[SXGq VZHLGL l:YTLDF\YL GM\W6LG]\ 5|DF65+ VMG,F.G D[/JL ,[JFG]\ ZC[X[P 

  

Select Change Option & Write it. 
sO[ZOFZGM VM%XG ;L,[S8 SZM VG[ ,BMf 

www.suratmunicipal.gov.in 

Online Services sVMG,F.G ;[JFVMf 

Shops & Establishments Certificate Registration 
sN]SFGM VG[ ;\:YFVMGL GM\W6LG]\ 5|DF65+f 

 
Login & Complete your Profile 

s,MU .G SZM VG[ TDFZL 5|MOF.,GL lJUTM EZMf 

 
Change in Establishments  

s;\:YFGL GM\W6LDF\ O[ZOFZf 

Search Establishment & Generate  

s;\:YF XMWM VG[ VZHL HGZ[8 SZMf 

Save s;[Jf 

 

www.suratmunicipal.gov.in 

Online Services sVMG,F.G ;[JFVMf 

 

Shops & Establishments Certificate Registration 
sN]SFGM VG[ ;\:YFVMGL GM\W6LG]\ 5|DF65+f 

 
Login s,MU .G SZMf 

 
Check Application Status  

 sGM\W6LGL l:YTL T5F;Mf 

 
Change in Establishment Status  

sO[ZOFZGL VZHLGL l:YTLf 

 

Payment sR]SJ6Lf 

 
Print sl5|g8f 
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 Documents to be upload for Change in Registration Certificate. 

 ;\:YFGL GM\W6LDF\ O[ZOFZ SZJF DF8[ V5,M0 SZJFGF 0MSI]D[g8;o 

1. Form-G (fill up in Gujarati & English language). sGD]GMvHL sU]HZFTL VG[ V\U|[HL A\G[ EFQFFDF\ EZJ]\ff 

2. New relocation place's sale and purchase bills. s;\:YF HIF\ :Y/F\TZ SZL K[ T[ HuIFGF BZLN VG[ J[RF6GF AL,f 

3. New relocation place's current property tax bill/ paid receipt.  
s;\:YF HIF\ :Y/F\TZ SZL K[ T[ HuIFG]\ CF,G]\ lD<ST J[ZFG]\ AL,q R]SjIFGL Z;LNf 

4. New relocation place's establishment's name board photo at the appropriate place.  
s;\:YF HIF\ :Y/F\TZ SZL K[ T[ HuIFV[ ;\:YFGF GFDG]\ AM0" IMuI :YFG[ CMI T[GM OM8Mf 

5. Actual photo of the establishment displaying the interior s;\:YFGL V\NZGL HuIF 5|NlX"T YFI sDF,v;FDFGf 
T[JM JF:TlJS OM8Mf 

6. Identity proof of the employer s;\:YFGF DFl,SG]\ VF.P0LP 5|]Of 

7. New relocation place's Rent/ Lease/ Leave and License Agreement, if applicable. s;\:YF HIF\ :Y/F\TZ 
SZL K[ T[ HuIFGM EF0F SZFZ4 HM ,FUT CMI TMf 

8. If partners are change, new partnership deed, if applicable. s;\:YFGF EFULNFZM AN,FIF CMI4 TM GJM 

EFULNFZL SZFZ4 HM ,FUT CMI TMf 

9. If address change in Pvt. Ltd. /Pub. Ltd., latest Acknowledgement letter issued by Government, if 
applicable. sHM 5|FP ,LPq 5P ,LP ;\:YFGF ;ZGFDFDF\ O[ZOFZ CMI4 TM ;ZSFZ TZOYL VF5[, :JLS'lT 5+GL GS,4 HM ,FUT CMI TMf 

10. If company's director are change, latest directors list (from Ministry of Corporate Affairs 
website), if applicable. s;\:YFGF l0Z[S8ZM AN,FIF CMI4 GJF l0Z[S8ZMGF GFDMG]\ ,L:84 HM ,FUT CMI TMf 

11. If the place of business is situated in any residential housing society; No objection certificate 
from the residential society or any such authority responsible for its maintenance. s;\:YFG]\ :Y/ HM 
ZC[6F\S ;M;FI8LDF\ CMI4 ;M;FI8LGF D[.g8[Gg; DF8[GF 5|D]Bq HJFANFZ jIlST 5F;[YL D[/J[, G JF\WF 5|DF65+f 
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Close Process for Establishments Certificate: 

;\:YFVMGL GM\W6L ZN SZJFGL 5|lS|IFo 
 

 Form - I (INTIMATION OF CLOSING OF BUSINESS) - Establishment's employees are less 
than 10. 
.g8LD[XG ZL;L%8 WZFJTL ;\:YFVMV[ s!_ YL VMKF SD"RFZL WZFJTLf GM\W6L ZN SZFJJF OMD"vVF. EZJ]\P 

 Form - H (INTIMATION OF CLOSING OF BUSINESS) - Establishment's employees are 10 or 

more 

ZHL:8=[XG ;8L"lOS[8 WZFJTL ;\:YFVMV[ s!_ S[ T[YL JW] SD"RFZL WZFJTLf GM\W6L ZN SZFJJF OMD"vVF. EZJ]\P 

 

 Close of Intimation Receipt/ Registration Certificate: 
s.G8LD[XG ZL;L%8q ZHL:8=[XG ;8L"lOS[8 ZN SZJFfo 

    Close of IR/ RC                    Get Certificate  
          GM\W6L ZN SZJF DF8[      5|DF65+ D[/JJF DF8[ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note-3:- 

1. Print Form H/ I from application status and sign it. 
OMD"vV[Rq VF. GL VZHLGL l:YTLGF VM%XGDF\YL l5|g8 SF-L4 ;CL\ SZJLP 

2. Shops & Establishments Inspector approves your application & you will get information by sms.  
N]SFGM VG[ ;\:YFVMGF lGZL1FS TDFZL VZHLGL RSF;6L SZL D\H]ZL VF5X[4 H[GL VF5G[ V[;P V[DP V[; wJFZF DFlCTUFZ SZFX[P 

  

www.suratmunicipal.gov.in 

Online Services sVMG,F.G ;[JFVMf 

 

Shops & Establishments Certificate Registration 
sN]SFGM VG[ ;\:YFVMGL GM\W6LG]\ 5|DF65+f 

 
Login s,MU .G SZMf 

 
Check Application Status  

 sGM\W6LGL l:YTL RSF;Mf 

 
Close Application Status  

sZN SZJFGL VZHLGL l:YTLf 

 

Print sl5|g8f 

Select Date & Close Reason. 
sZN SZJFGL TFZLB VG[ SFZ6 ;L,[S8 SZMf 

www.suratmunicipal.gov.in 

Online Services sVMG,F.G ;[JFVMf 

Shops & Establishments Certificate Registration 
sN]SFGM VG[ ;\:YFVMGL GM\W6LG]\ 5|DF65+f 

 
Login & Complete your Profile 

s,MU .G SZM VG[ TDFZL 5|MOF.,GL lJUTM EZMf 

 
Close Establishments  

s;\:YFGL GM\W6L ZN SZJFf 

Search Establishment & Generate  

s;\:YF XMWM VG[ VZHL HGZ[8 SZMf 

Save s;[Jf 
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 Documents to be upload for Close of Intimation Receipt/ Registration 

Certificate. 

 ;\:YFGL GM\W6L ZN SZJF DF8[ V5,M0 SZJFGF 0MSI]D[g8;o 

1. Form-H/ I (With sign.). sGD]GMvvV[Rq VF. s;CL\ ;FY[ff 

2. Closer proof of establishment. s;\:YF A\W SIF"GF 5]ZFJFf  

3. Proprietor's Death Certificate, If applicable. s;\:YFGF DFl,SGM DZ6 NFB,M4 HM ,FUT CMI TMf 

4. The end/ Close of partnership deed, if applicable. sEFULNFZL V\TGM SZFZ4 HM ,FUT CMI TMf 

5. Board's resolution for closing of business, if applicable. s;\:YFGL SFDSFH A\W SZJF AFATGM AM0"GM 9ZFJf 

6. Identity proof of the employer s;\:YFGF DFl,SG]\ VF.P0LP 5|]Of 

7. Establishment's Intimation Receipt/ Registration Certificate. s;\:YFG]\ .g8LD[XG ZL;L%8q ZHL:8=[XG ;8L"lOS[8f 

 

Note-4: -    

1. If online payment transaction failed, your money will be credited with in 8-10 working days in 
your account. sHM VMG,F.G OL GL R]SJ6L V;O/ YFI4 TM S5FI[, ZSD TDFZF BFTFDF\ ( YL !_ SFI"SFZL lNJ;MDF\ HDF YX[f 

2. All online application is approved by concern zone office (Shops & Establishments Dept.).  
sAWL VMG,F.G VZHLG[ H[ T[ hMGDF\ VFJ[, N]SFGM VG[ ;\:YFVMGL SR[ZLV[YL D\H]ZL VF5JFDF\ VFJ[ K[Pf 

3. Any query for online shops & establishments application/ registration, pls. contact to concern 
zone office (Shops & Establishments Dept.) as mention below. 
sVMG,F.G VZHL AFAT[ SM. 1FlT CMI4 TM H[ T[ hMGDF\ VFJ[, N]SFGM VG[ ;\:YFVMGL SR[ZLGM GLR[ H6FJ[, G\AZ 5Z ;\5S" SZJMf 
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Surat Municipal Corporation  

Zone Office Address and Contact Details 

 
West Zone 

West Zone Vahivati Bhavan, Bala Saheb Devrash Road, New Rander Road, Tadwadi, Surat. 

Contact No. 2786181 to 83, 97243 46025  

Email : sne.wz@suratmunicipal.org 

 

Central Zone 
Central Zone Vahivati Bhavan, Gordhandas Chokhawala Marg, Muglisara, Surat-395003 

Contact No. 2420547, 2427726 (Ext.205, 421, 422, 423) 

Email : sne.cz@suratmunicipal.org 

 

North Zone 
North Zone Vahivati Bhavan, Behind Gajera school, B/s Ramjikrupa Raw-House, Katargam, Surat 

Contact No. 2480518, 2485700, 2486300 

Email : sne.nz@suratmunicipal.org 

 

East Zone A & B 
East Zone Vahivati Bhavan, Nr. Saifee Society, Opp. Panchwati Wadi, Lambe Hanuman Road, Surat 

Contact No. 2547750, 2547648, 2551363, 2553086 

Email : sne.eza@suratmunicipal.org,  sne.ezb@suratmunicipal.org 

 

South Zone A & B 
South Zone Vahivati Bhavan, Udhana Main Road, Opp. Satya Nagar, Udhana, Surat 

Contact No. 2278429, 2276145, 3991804 

Email : sne.sza@suratmunicipal.org, sne.szb@suratmunicipal.org 

 

South West Zone 
South West Zone Vahivati Bhavan, Municipal Shopping Center, Near Aadarsh Nagar Society, Athwalines, 

Surat. 

Contact No. 2663049-50, 2667926 

Email : sne.swz@suratmunicipal.org 

 

South East Zone 
Behind Vatika Township, Bh. Model Township, Dumbhal, Surat. 

Contact No. 2331903-04-05  

Email : sne.sez@suratmunicipal.org 

 

 

 

 

/////******\\\\\ 

 


