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1.Introduction

SUJOG is an endeavor of Housing & Urban Development Department, Govt of Odisha, to leverage digital
transformation in heralding a new era of improved efficiency and effectiveness of services delivery to the citizens.
It aims to further enhance the public experience by providing accessible, convenient, transparent, and timely
delivery of citizen centric services.

The SUJOG Trade License aims to help citizens to apply for new trade license, renew their existing trade licenses,
apply for correction and ownership transfer of their licenses. The service allows the citizens to register any
grievance under the purview of the municipal administration through the web and the mobile applications.

1.1. Purpose of this Document

The purpose of this document is to help the citizens in operating the Trade License Module. It provides a
digital interface, allowing citizen to apply for the Trade License and subsequently make the payment online.
This manual covers up the various features of Trade License and every feature is defined with a screenshot
for user assistance.

1.2. Objective

In pursuance of the government’s objective of accountable, transparent and citizen friendly government, it
was decided to establish a timely issuance of trade license. The objective is to ensure online availability of
the grievance system to the citizens thereby providing him/her facilities to lodge the grievances, find the
status, and send reminders etc., irrespective of their geographical location.

1.3. Intended Audience

The trade license system enables citizens to submit applications for trade license remotely and track its
status to approval. This manual can be used by Citizens to submit, track, and download their Trade License
Certificates. The Trade License Module allows the citizens to:
e Apply for a Trade License.
Apply for renewal of Trade License.
Apply for correction of Trade License.
Apply for Transfer of ownership of Trade License
Complete the Payment for Trade License
Keep a track of the status of the Trade License
Download receipts of the payments made for any TL.
Maintain a personal profile.
Download Trade License Provisional and Final Certificates
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2. General Functionalities of SUJOG

2.1. Citizen Registration
1. To Register, please go to the following link:
https://sujog.odisha.gov.in/home

@ 1800 121 5333 @

E Services

Shit Modan Charan Majhi
Y e CToml Mn s

,’,SUJOG HOAME SERVICES v INFORMATION v uLss HELPDESK Log In*

DEPARTMENT
OTHERS

TPA

E Services

Shrt Mahan Charan Majhi
Wt b Tl Mewded
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https://sujog.odisha.gov.in/home

2. Click on ‘Register’ as shown in the image below.

SSUJOG | Odisha

LOGIN

Mobile Number *

3. Enter your mobile number and Name, select your city, and click on ‘continue’ button.

FSUJOG |

REGISTER

4. Application generated OTP (One Time Password) will be sent to the registered mobile number.

5. Enter the received OTP and click on ‘Continue’ to login into your account.
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FSUJOG |

ENTER OTP

»

osseTms
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2.2, Citizen Login Application
If you are an already registered citizen on SUJOG, you need not register again. Please follow the below steps
to login in the system to avail the services.

1. Open the application and enter your registered mobile number and click on continue.

FSUJOG |

LOGIN

2. Citizen will need to enter the OTP received on the registered mobile number click on ‘Continue’.

FSUJOG |
ENTER OTP

() o— S
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2.3. Edit User Profile
1. After completing the user registration on the portal, citizen will be able to make the following changes:
e Upload profile photo
e Capture/update name
e Capture/update gender
e Capture/update email ID
e  Capture/update base city

2. Citizen will select ‘My Profile’ icon on the top right corner and select Edit Profile option.

o2y <
{1 CUTTACK MUNICIPAL CORPORATION NGLISH @ - 0 SUIOG

SEARCH

¥ 7] + 9 8.4 -
® ., m ‘ s &} “a ‘ ! ‘
= &
Water & Bullding Ptan Marriage Emptying of
Complaints Property Tax Trade Licenge TEST_LAYOUT_AI
Sewersge Approve Ragistrotion Seplic Tank

- Complaints

&'; Property Tex

FSM
£ ACTION, TEST_LAYOUT AP
l] Buildng Plan Approval
M Emptying of Septic Tank
2 Trade License
" Water § Sewerage

“a Marnage Registratian

3. A new screen will appear where citizen will be able to update/make changes to profile picture, name,

gender, city of residence and email id.

.’-&‘. CUTTACK MUNICIPAL CORPORATION ENGLSH - “SUJOG
&

SEARCH
Edit Profile

A Home
-
-

fiir Property Tax

Citizen's Name
FaM
1y
Berhampur
B ACTION_TEST_LAYOUT_A
I
B Buiding Pran Approve abct
XyZ.Com

B £mptying of Septic Tank °
dmde ¢

= Trade Licerse

& \iarer & Sewerage

= Martrings Registration
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Citizen User Manual — Trade License - SUJOG

3. Functionalities of Trade License module

The key functionalities/facilities provided in the SUJOG Trade License for citizens of the state are as
follows:

1. Apply for a new Trade License

Apply for a renewal of Trade License

Apply for correction of Trade License

Apply for Ownership Transfer of Trade License

Apply for Temporary Trade License, valid for 30 days.
Download your Instant Provisional Certificate
Download your payment receipts at any time.

Track your trade License applications.

© ® N ok op

Download your Trade License Certificate.

The steps to avail the above-mentioned facilities are detailed out below with images for reference.

After login, the citizen will be to navigate to the homepage to view and access all the services available on
SUJOG. To access the Trade License service, the citizen selects the ‘“Trade License’ tile.

N

v

'd" CUTTACK MUNICIPAL CORPORATION PMGLSH - fal SUJOG

SEARCH

& B L9) .

" ® ., T': o2 s :33___1 4 aa s j‘ﬂ {j

PN Pt ﬂ e

Water & Bwicng Pian Marnage Emptyng of

., o "

omp X ’ _—
- Complasts Comolaints Property Tas ade License TEST_LAYOUT_AI
Sewecoge Approvel Registration Septic Tank

m Proparty Tax

FSM

E1 ACTION, TEST_LAYOUT_AP

1 Buldng Pian Approval

Emptying of Septic Tank

"=
ﬁ Tiade License
_‘

Watwr & Sewwtage

4“2 Mamage Registration
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FSUJOG

Citizen User Manual — Trade License

3.1. Apply New Permanent License

If Citizen is applying for a new trade license, select ‘Apply for Trade License’.

BEARCH

Trade License

R Buiding M Approesd

B Emptpieng of Septic Tank Haw it works
£ Tinte Licetiw

& st & Sawars e

2L Murtisge Meyistiation

o Citizen will be able to view the details of the list of mandatory documents required to apply for trade
license. To proceed the user needs to click on the Apply Button.

e The first section of the trade license application is trade details — This section asks for details related
to the trade, the trade commencement date, the trade period citizens want license for, trade

category, trade location details.

o o o o)

Trate Dwtats

Trade Details

] ACTION, TEST_LAYOUT APSROVA,

B Auistog Plan Ay

Trade Unit
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Citizen User Manual — Trade License

FSUJOG

W

[ ACTION, TEST_LAYOUT_APPROVA

Trade Location Details

Buiding M Aoprone

b frrptying of Segtic Tank

Wzte A Geaerege

Ve argo g enati

The second section of the trade license application is owners’ details — This section asks for details
related to the trade owner.

o o o o
Trnde Detads

O Dutally

Trade Owner Detally

Ownet Infarmation

Al wen vy

The third section of the trade license application is documents page — This section has the facility to
upload the necessary documents - Owner’s Identity Card, Ownership Proof, and a photo of the
owner.
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Citizen User Manual — Trade License

@

Trade Detaila

Required Documents

Only ane file can be uploadsd for ore dooum:

1 Owner's 1D Proof’

2 Ownership Proof

£2 am e

3 Ownar's VPho(o

Documents Surenaty

Owner Detalls

f rmultiphs Files rmed 11 e uploadad that plesss cormbine all fifes

18 pd!

FSUJOG

vl thers cpbaad

S OAD TILE

PLOAD FILE

¢ PHEYIOL

¢ Once the documents are uploaded, review all the details in the summary page and click on submit.

@

Trade Dutails

Application Summary

Trade License Tax

Total Amount

Trade Detalls

New

D/ 200

Ownar Outaile Documents

%000

5000

Paemanent Taaza Nasiia Contre

5 Yoors NA

Summaty

Total Amount
Rs 5000
Net Pakt
P
NA
NA

e Once application is submitted, citizen has to make the payment to avail instant Provision Trade

License.
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Application Submitted Successfully Application N
& natification reganting Applicatien 2 i B i 96 b i ot tcjutased idabile N TL- -2024-07-08-

!

e Once you click on payment, it takes you to the payment page. Select the payment gateway and it re-
directs to the payment gateway page. Once you complete the payment you will be able to download
the receipt and provisional trade license.

Payment [l Nl  Consumer Code Tt € LUWNLLY - -

-' Complaints

B Property Tax

Payment has been paid successfully! Payment Receipt N
itlodtion remsrdig: irmmert hex béen went 46 Eroosiy owrer ot recistired Miblle b 07/2024-25/1371406
FSM
[ ACTION_TEST_LAYOUT_AF

By Buiding Plan Approval

B Emptymg of Septic Tank

& water & Sawernge

A2 Marrioge Regiatration

00 10 HOME

o After successful payment, citizen will be able to download the payment receipt and the Provisional
Trade License Certificate.
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SEARCH

Trade License Application

O \ )
Apphication No. 11
! Camplaims ' Provisional Certificate ]
Propetty Tax Task Status IE Receipt I
M : v a Application

08/07/2024 [ISnmsn i — Pending for Document NA

verification

[} ACTION_TEST_LAYOUT_AJ

1 Bullding Plan Approval

Emptying of Septio Tank

Total Amount
Trade License

Trade License Tax
Water & Seworage

Pald Succesulully

Total Amount
v Mamage Registration o U

e After payment, the application is pending with the ULB officers for the verification & Approval
process. Citizens will receive timely SMS notifications regarding the status and can also check the
status on the SUJOG application, in the ‘My Applications tile’.

SEARCH

Trade License

! Complaints

Property Tax

| g | o a8

Apply for Trade License Apply for Temporary Trode License Renewal of Legacy License My Appications (47)

ON_TEST_LAYOUT_AP

] Bullding Plan Approval

Ematyng of Septic Tank Mow |1 woeks?

Teade Licenye

Water & Sewerage

v Marriage Registration
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FSUJOG

Citizen User Manual — Trade License

TL
Approved
EY)
1 2411 "
ACTION_TEST_LAYOUT_ASPROUA
Buidng Man Aggroeal
Hew
Fmoty
Tes

Witer & Sewwage Owowt Name

TLTBT200S

‘2 Marmage Segateation

¢ Once the application is approved by the ULB, Citizen will be able to download the Trade License
Certificate

Trade License Application oo =

Application No. Tl

License No, TL/ [ n TL Centificate ]

E Receipt

Task Status g O
B ~oplication

El ACTION_TEST_LAYOUT_AF 24/06/2024 System Admin Approved NA Deemeod Approved

ﬁ‘f Building Plan Approval

M Emptying of Septic Tank

Rs SOJOu(')

Pawd Successfully

2 Trade License
& \Water & Sawerage Trade License Tax 5000

«Z. Marmiage Registration

tm ==

Page 16 of 30



-
Citizen User Manual — Trade License - SUJOG

3.2.  Apply for Temporary License

Temporary license is valid for trades less than 30 days. If Citizen is applying for a new trade license, select
‘Apply for Temporary Trade License’.

Trade License

B merying of Sephie Tank Mow Il works

& e A tewerage

e Citizen will be able to view the details of the list of mandatory documents required to apply for trade
license. To proceed the user needsto click on the Apply Button.

e The first section of the trade license application is trade details — This section asks for details related
to the trade, the trade commencement date, trade end date, trade category, trade location details.

Apply for Temporary Trade License

(1) o © O
-' Complaints Trode Datails or | (
&] Property Tax
FEM Trade Details
[3 ACTION.TEST_LAYOUT.A d";,‘" i - -
Jmmy 202

i1 Building Plan Approval

B Emptying of Septic Tunk

£ Trade License

_‘ Waler & Sewerage
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Citizen User Manual — Trade License

FSUJOG

W

[ ACTION, TEST_LAYOUT_APPROVA

Trade Location Details

Buiding M Aoprone

b frrptying of Segtic Tank

Wzte A Geaerege

Ve argo g enati

The second section of the trade license application is owners’ details — This section asks for details
related to the trade owner.

o o o o
Trnde Detads

O Dutally

Trade Owner Detally

Ownet Infarmation

Al wen vy

The third section of the trade license application is documents page — This section has the facility to
upload the necessary documents - Owner’s Identity Card, Ownership Proof, and a photo of the
owner.
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Citizen User Manual — Trade License SSUJOG

) @ (2] o

Trade Detaila Owner Details Documents

Required Documents
1 Owner's 1D Proof
2 Ownership valﬂ o

3 ()wna‘r 8 Photo =

¢ Once the documents are uploaded, review all the details in the summary page and click on submit.

e Once application is submitted, citizen has to make the payment to avail instant Provision Trade
License.

Application Submitted Successfully Application N
A tificat) wgart onlicat st aa Desn nant 1o trad wnat af reginteced Mal N TL’ ‘2024'07’08’

e Once you click on payment, it takes you to the payment page. Select the payment gateway and it re-
directs to the payment gateway page. Once you complete the payment you will be able to download
the receipt and provisional trade license.
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2
.g‘. CUTTACK MUNICIPAL CORPORATION

- *SUJOG

payment information [ETEET

° Payment has been paid successfully! Payment Receipt No

n

2! Complaints

B3 Property Tox

fSM

£} ACTION_TEST_LAYOUT_AS
Bladding Plan Approval

Emptymng of Septic Tank

Water & Sowerage

- Murrisge Registration

After successful payment, citizen will be able to download the payment receipt and the Provisional
Trade License Certificate.

Trade License Application

O | &
Apphication No. 11

Camplaints

[g Provisional Certificate ]
[B Receipt l

Task Status

a Application
DB/07/2024 — Pending for Document NA
varification
! ACTION_TEST_LAYOUY_AJ
1 Bullding Plan Approval
Emptying of Septic Tank
Total Amount
Trade License R s
Trade License Tax
Pald Succesulully
Tolal ount
2. Mamage Registration olal Amou

After payment, the application is pending with the ULB officers for the verification & Approval

process. Citizens will receive timely SMS notifications regarding the status and can also check the
status on the SUJOG application, in the ‘My Applications tile’.
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a Trade License
Hame

! Complaea

l] Praperty Tas
P - v G

Apply for Trade Licenss Apply for Terrparary Tiade License Ronewal of Legacy Licenie My Appleations (A7)

B ACTION TEST_LAYOUT AF

B3 ouilding Pran Approval
B Emptying of Septic Tank How It warks?

& Trade Licerae

™ Water & Sewerage

2. Matringe fingixtraetion

Owner naeoe

Netaarg Pan Apgroes

Ervotreg ul Septe Tas

e Once the application is approved by the ULB, Citizen will be able to download the Trade License
Certificate

Trade License Application o o =

Application No. Tl

License No, TL/ [ @ TL Cestificate ]

' Complants

k3 Property Tax E Receipt

Task Status : ol
E Application

Bl ACTWON_TEST_LAYOUT_AF 24/06/2024 System Admin Approved NA Deemed Approved

B‘, Building Plan Approval

W Emptying of Septic Tank

82 Trade License Total Amount
Rs 5000

Pawd Successfully

& Wate werage Trade License Tax 5000

*Z. Marmiage Registration

TAKEACTION |~
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3.3. Apply for Renewal of Trade License

If the Trade License has expired or is going to be expired, then citizen has to apply for the renewal of the Trade
License. The citizen will get reminders over SMS and on the SUJOG App notifications regarding the expiry
of the Trade License. Follow the below steps to apply for renewal.

Renewal Option is visible to citizen one month prior to date of expiry and after the certificate has expired.
Citizen will not be able to apply for correction or ownership transfer until the Trade License is renewed and
active again.

L
.’1‘. CUTTACK MUNICIPAL CORPORATION ENGLISH @ . SUJOG

50l bakery

SEARCH

TLAULE- 20248 XK X0 XKO00
A Home woer Namg Owner name

T/

! Complaints

Approved
B3 Property Tax Validit 28/08/2023 - 28/06/2024
FSM
[3 ACTION TEST.LAYOUT, A
New
k1 2ulding Plan Approval ade Narne Trade

sLion No TL-ULS-2024-XX-XX- XXX
M Emptying of Septic Tank
ar Name Ownar

£ Trade License License N n
Expired

_‘ Waler & Sewerage

Laldit 22/12/2022 - 2271272023

\2: arioge Registaton | 4o

e Once you click on ‘Renew Now’ The first section of the trade license application is trade details — This
section asks for details related to the trade, the trade commencement date, the trade period citizens
want license for, trade category, trade location details.

BEAACH o (2] (3] (4]

Trade Dwtalis

Trade Details
,,,,,, 13 (]

] ACTION, TEST_LAVOUT _APSROWY

bt Trmd
B Auistog Mlan Ay
W Emptying uf Daphie T
£ Trath Liososs

Trade Unit

Wt & S .

42 MarTiags Fngaranon
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Citizen User Manual — Trade License

FSUJOG

W

[ ACTION, TEST_LAYOUT_APPROVA

Trade Location Details

Buiding M Aoprone

b frrptying of Segtic Tank

Wzte A Geaerege

Ve argo g enati

The second section of the trade license application is owners’ details — This section asks for details
related to the trade owner.

o o o o
Trnde Detads

O Dutally

Trade Owner Detally

Ownet Infarmation

Al wen vy

The third section of the trade license application is documents page — This section has the facility to
upload the necessary documents - Owner’s Identity Card, Ownership Proof, and a photo of the
owner.
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Citizen User Manual — Trade License SSUJOG

) @ (2] o

Trade Detaila Owner Details Documents

Required Documents
1 Owner's 1D Proof
2 Ownership valﬂ o

3 ()wna‘r 8 Photo =

¢ Once the documents are uploaded, review all the details in the summary page and click on submit.

e Once application is submitted, citizen has to make the payment to avail instant Provision Trade
License.

Application Submitted Successfully Application N
A tificat) wgart onlicat st aa Desn nant 1o trad wnat af reginteced Mal N TL’ ‘2024'07’08’

e Once you click on payment, it takes you to the payment page. Select the payment gateway and it re-
directs to the payment gateway page. Once you complete the payment you will be able to download
the receipt and provisional trade license.
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2
.g‘. CUTTACK MUNICIPAL CORPORATION

- *SUJOG

payment information [ETEET

° Payment has been paid successfully! Payment Receipt No

n

2! Complaints

B3 Property Tox

fSM

£} ACTION_TEST_LAYOUT_AS
Bladding Plan Approval

Emptymng of Septic Tank

Water & Sowerage

- Murrisge Registration

After successful payment, citizen will be able to download the payment receipt and the Provisional
Trade License Certificate.

Trade License Application

O | &
Apphication No. 11

Camplaints

[g Provisional Certificate ]
[B Receipt l

Task Status

a Application
DB/07/2024 — Pending for Document NA
varification
! ACTION_TEST_LAYOUY_AJ
1 Bullding Plan Approval
Emptying of Septic Tank
Total Amount
Trade License R s
Trade License Tax
Pald Succesulully
Tolal ount
2. Mamage Registration olal Amou

After payment, the application is pending with the ULB officers for the verification & Approval

process. Citizens will receive timely SMS notifications regarding the status and can also check the
status on the SUJOG application, in the ‘My Applications tile’.
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SEARCH

Trade License

! Complaints

Property Tax

L L | o (]

FSM Apply for Trade License Apply for Temporary Trode License Renewal of Legacy License My Appications (47)

ACTION_TEST_LAYOUT_AP

1 Bullding Plan Approval

Emptyng of Séptic Tank MHow 11 works?

Teade Licenge

Water & Sewerage

= Marriage Registration

T
Apgr |
4
1 i ]

e o s o T i C:
Buddng Man Asgroval

Few
Fretying of Sectic Tark

Tee

n

Water A Seweage

‘2 Marmage Segateation

e Once the application is approved by the ULB, Citizen will be able to download the Trade License
Certificate
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Citizen User Manual —

Compiamts

] Property Tax

ACTION_TEST_LAYOUT_AF

Building Plan Approval

Emptying of Septic Tank

Trade Licenas

Water & Sewerage

w Marmiage Regis

Trade License

Trade License Application

Application No. Tl

License No, TL/

Task Status

L {

24/06:2024 System Admin Approved

Trade License Tax

NA

5000

FSUJOG

I n TL Cestificate I
E Receipt

B Aoplication

Deemed Approved

Rs 5000

Paid Successfully
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Citizen User Manual — Trade License

3.4. Apply for Correction in Trade License

If Citizen wishes to correct any spelling in the Trade License details, then citizen has to apply for the correction of
the Trade License. Follow the below steps to apply for correction. Correction is allowed only on the trade

details page.

- Complusis
B Preperty Tes

Fom

[T ACTION TENY_LAYOUT AFPROVA

R viing Pan Apsrowe

W Empeyng of Seps Tan

A e B Semermge

*2 Marnage Regnruton

[

Trade License Application

SEARCH O =
Application No. T1
License No TL
- Complaints
) Property Tax Task Status
SM ' 1
27/06/2024 System Admin APPROVED NA Deemed Approved
[ ACTION_TEST_LAYOUT_AS
a_'] Building Plan Approval
B Emptying of Septic Tank
£ Trade License RENEWAL
Digital Signature Detalls
o~ e Arone
Vet & Sewere ‘ s | correcron |
No
» Marriage Registration
TAKEACTION | ~

e Once you click on ‘View Details’, the application page opens and in the ‘Take Action’ button, you will
see an option for ‘Correction’. Click on the same to initiate the trade license correction application.

e The first section of the trade license application is trade details — This section asks for details related
to the trade, the trade commencement date, the trade period citizens want license for, trade
category, trade location details.
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Citizen User Manual — Trade License

=SUJOG
() o o o
Trate Detats
Trade Details
" /MM S ryY m]
ACTION, TEST_LAYOUT N L

Aty Plan Apprimal

Trade Unit

S Marmiags Fegaration

W

[} ACTION.TEST_LAYOUT APPROVA

Trade Location Details
Buidng e ASprond

Fmetying of Segtic Tank

Water A Geaarsge

Vs age Negenati

e The third section of the trade license application is documents page — This section has the facility to

upload the necessary documents - Owner’s Identity Card, Ownership Proof, and a photo of the
owner.
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Citizen User Manual — Trade License

o @ 2 o

Trade Detaila Owner Details Documents

Required Documents

1 Owner's 1D Proof
2 Ownership Proof
3 Ownar's Photo

¢ Once the documents are uploaded, review all the details in the summary page and click on submit.

¢ Once application is submitted, Citizen can download instant Provision Trade License.

Application for New Trade License Correction G * ||

0 Application Submitted Successfully TL

N Home
..

- Complaints

B3 Property Tax

FSm

E] ACTION_TEST_LAYOUT_AS

&} Bullding Plan Approval

Wy Emotying of Septic Tank

Trade License

Water & Sewerage

 Muarmage Registration

e After submission, citizens can download the provisional trade license certificate.
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.'éf‘. CUTTACK MUNICIPAL CORPORATION - - “SUJOG
=
SEARCH
Trade License Application & DOWN & :
Application No. Ti
2! Complaints B Provisional Certificate l

Task Status B receipt

1 Property Tax

a Application

08/07/2024 _ Pending for Document NA
verification
1 ACTION_TEST_LAYOUT_AS

Building Plan Approval

B Emptying of Septic Tank

Total Amount
Trade License RS
Trade License Tax

Water & Sewerage Paid Succesafully

3 1al Amount
. Marrage Registration Tota o

e After Submission, the application is pending with the ULB officers for the verification & Approval
process. Citizens will receive timely SMS notifications regarding the status and can also check the
status on the SUJOG application, in the ‘My Applications tile’.

SEARCH

Trade License

! Complaints
Property Tax
L ” [ a3
Apply for Trade License Apply for Temporary Trode License Renewal of Legacy License My Appications {47)
ON_TEST_LAYOUT_AP
1 Bullding Plan Approval
Emptyng of Septic Tank MHow |1 works? >

Trade Licenye

Water & Sewerage

& Marriage Registration
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TL
Approved
EY)
1 2411 "
ACTION_TEST_LAYOUT_ASPROUA
Buidng Man Aggroeal
Hew
Fmoty
Tes

Witer & Sewwage Owowt Name

TLTBT200S

‘2 Marmage Segateation

e Once the application is approved by the ULB, Citizen will be able to download the Trade License
Certificate

Trade License Application oo =

Application No. Tl

License No, TL/ [ n TL Centificate ]

E Receipt

Task Status g O
B ~oplication

El ACTION_TEST_LAYOUT_AF 24/06/2024 System Admin Approved NA Deemeod Approved

ﬁ‘f Building Plan Approval

M Emptying of Septic Tank

Rs SOJOu(')

Pawd Successfully

2 Trade License
& \Water & Sawerage Trade License Tax 5000

«Z. Marmiage Registration

tm ==
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3.5. Apply for Ownership Transfer in Trade License

If Citizen wishes to transfer ownership of the Trade License, then citizen has to apply for the Ownership of the
Trade License. Follow the below steps to apply for correction. This service allows to modify only the owner

details of the trade license.

[T ACTION. TENY_LAYOUT AMPROVA

B2 ouing e Apsrowe

| Empeyw
Y

A e B Semerage

*2\ Marnage Regirumon

Opetoy Name

e Once you click on ‘View Details’ of an application, under the ‘Owner Details’ section, you will see the
Transfer Ownership button. Click on the button to initiate the application.

Balasore

Home

Akatpur
-' Complants

m Property Tax

Owner Detalls
FSM

[3 ACTION_TEST_LAYOUT_AS

Individual
3] Bullding Plun Approval

Fi Mushand
Father
B =mptying of Soptic Tank

Balasoref@gmall.com

_‘ Water & Sewerage

*2, Marrlage Registration

Testing

784250

Single Owner
Father

NA

Testing od

a3

—

Female 05/09/1999

Od Nonc of the above
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SEARCH
Trade License Ownership Transfer

@ © o (4]

Trade Details

N Home
- Complaints

By Property Tax

FSM Trade Information

F3 ACTION_TEST_LAYOUT_AF

Trade Details
3] Bulldng Plan Approvai N i1 ;
Name NA 07/09/2023 1 Years

B Emptying of Septic Tank .
NA Testing
_‘ Water & Sewerage )
Eating Establishments Bar & Restaurants NA NA

+2. Marmiage Registration

e The first section of the Transfer Ownership application is trade details — Changes are not allowed in
this page, therefore click on next step.

¢ In the next page the Transferor details will be visible, and the citizen has to provide the new owner
details.

Trade Owner Details
A Home
2! Complainta
Property Te
&3 Property Yax Qwner Information

FSM 35

3 ACTION_TEST_LAYOUT_APFR

B Balcing Plan Appeoval O

B Emptying of Septic Tank

Dwie of Dt

insgends dd/mm/wyy (=]
-~ Water & Sewalage trmal

<&, Marriage Registration

e The third section of the application is documents page — This section has the facility to upload the
necessary documents - Owner’s Identity Card, Ownership Proof, and a photo of the owner.
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L

F&!

Trade License Ownership Transfer JREISIEITSIERIE

e ) @ o o

Comrgilains Trade Detals Ownership Transfer Decalls Dooument Upload

Proparty Tax

" Required Documents

ACTION TEST_LAYOUT APPR

) . Cwner's 10 Proof!
B3 Bulidrg Plan Approval 1
M Empryng of Septic Tank
2 Ownership Proof
& e & Sewuragn
+2. Mamage Regrstration
3 Owner's Phato

L

L)

B

¢ Once the documents are uploaded, review all the details in the summary page and click on submit.

e Once application is submitted, Citizen can download instant Provision Trade License.

»

Application for Ownership Transfer O

Homrs

Complamts
Q Application Submitted Successfully application b
Property Tas Jatie 3 ; R oo 2 T TL-

ON_TEST_LAYOUT_APPRI

Bulding Plan Agproval

M Emprying of Sepoc Tark

e

.

A

Water & Sewerage

Mattlage Regatration

e After submission, citizens can download the provisional trade license certificate.
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.'éf‘. CUTTACK MUNICIPAL CORPORATION - - “SUJOG
=
SEARCH
Trade License Application & DOWN & :
Application No. Ti
2! Complaints B Provisional Certificate l

Task Status B receipt

1 Property Tax

a Application

08/07/2024 _ Pending for Document NA
verification
1 ACTION_TEST_LAYOUT_AS

Building Plan Approval

B Emptying of Septic Tank

Total Amount
Trade License RS
Trade License Tax

Water & Sewerage Paid Succesafully

3 1al Amount
. Marrage Registration Tota o

e After Submission, the application is pending with the ULB officers for the verification & Approval
process. Citizens will receive timely SMS notifications regarding the status and can also check the
status on the SUJOG application, in the ‘My Applications tile’.

SEARCH

Trade License

! Complaints
Property Tax
L ” [ a3
Apply for Trade License Apply for Temporary Trode License Renewal of Legacy License My Appications {47)
ON_TEST_LAYOUT_AP
1 Bullding Plan Approval
Emptyng of Septic Tank MHow |1 works? >

Trade Licenye

Water & Sewerage

& Marriage Registration
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TL
Approved
EY)
1 2411 "
ACTION_TEST_LAYOUT_ASPROUA
Buidng Man Aggroeal
Hew
Fmoty
Tes

Witer & Sewwage Owowt Name

TLTBT200S

‘2 Marmage Segateation

e Once the application is approved by the ULB, Citizen will be able to download the Trade License
Certificate

Trade License Application oo =

Application No. Tl

License No, TL/ [ n TL Centificate ]

E Receipt

Task Status g O
B ~oplication

El ACTION_TEST_LAYOUT_AF 24/06/2024 System Admin Approved NA Deemeod Approved

ﬁ‘f Building Plan Approval

M Emptying of Septic Tank

Rs SOJOu(')

Pawd Successfully

2 Trade License
& \Water & Sawerage Trade License Tax 5000

«Z. Marmiage Registration

tm ==
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