
 

 

STEPS FOR FIRM REGISTRATION AND PROCESSING OF APPLICATION  
FOR SALE LICENCE ON  

ONLINE NATIONAL DRUG LICENSING SYSTEM (ONDLS) 
 
To use ONDLS first get your firm registered separately by submitting requisite 
information and uploading documents/ Licence / Approvals.  
Actual URL to be used : https://statedrugs.gov.in/SFDA/Homepage  

Note: Separate mobile number and email ID shall be used for each Site of firm or has 
to register as corporate if having more than one site in Delhi. 

Please scan and make PDF of Following Documents Ready before registering on 
ONDLS  

S. No Document Type 
A For Login ID and Password 
1 Name and address of the Firm as you want it on final Licence 
2 Mobile Number of prop / partner/ director 
3 Email ID of firm /prop / partner/ director 
4 Copy of PAN/ AADHAR of firm /prop / partner/ director 
5 Copy of Possession of Premises / CIN / GSTN 
6 Scan Picture of prop / partner/ director 
B Checklist For Application  
1 Documents of Constitution (Deed of Partnership/ Ltd/ Pvt. Ltd / trust/etc) 
2 Details of Constitution (Prop/ Partner/ Director / trust) (Declaration Form & 

Non Conviction) 
3 ID Proof of Prop/ Partner/ Director / trustee/ Pharmacist 
4 Rent Agreement / Lease Agreement and Receipt 
5 Premises ownership documents 
6 NOC (MPD Compliance Documents) 
7 Copy of Electricity Bills 
8 Plan Layout (Site Plan and Key Plan) 
9 Cold Storage Proof 
10 Appointment Letter of Pharmacist 
11 Acceptance Letter of Pharmacist (Upload Copy of Biodata) 
12 Registration Certificate of Pharmacist (DPC Registration and Diploma / 

Degree Certificate) 
13 Self- Declaration of Pharmacist (System Generated) 
C For Hiring Technical member on ONDLS 
1 Unique Registration Number of Technical Person 
2 Appointment / Offer Letter of Technical Person 
Note: Do Not use (.) in file name while making pdf.  
          Size of file should not be more than 10 mb 
  



 
 

Steps wise Screen Shot for Registering Firm on LIVE System: 

First of all use URL: https://statedrugs.gov.in/SFDA/Homepage 

 

 

 

 

Click on Sign In / Up and following screen will appear 

 

Enter mobile number and email ID which you want to get registered on ONDLS and 
confirm (validate and Proceed) it by entering OTP received on it. 



 
 

Select the radio button for Firm, fill the other details and proceed further. 

 

 

 

 

 

Upload Details of Firm viz: Name, Address, District, CIN, GSTN, Ownership 

 

  



 
 

Confirm the details, upload the required document and press save and proceed button. 

 

 

 

 

System will reconfirm before you proceed further 

 

  



 
Fill up the details of Proprietor / Partner / Director and upload the required documents before going 
for Save and Proceed button 

 

 

 

 

Once you confirm the details your firm is registered on ONDLS and you will receive you Password 
through system on Registered email. Go to Homepage and Login again using your login credential to 
make an application. 

 

  



 
 

Check and update your Profile by adding Photograph and then click Dash Board 

 

 

 

 

 

Before Making any fresh application, the firm required to hire Technical Member. Then only Fresh 
Application can be made. 

 



 
 

Enter the Unique Member Registration Number of Technical Member and Fetch the Details 

 

 

 

 

 

VERIFY THE CREDENTIALS OF TECHNICAL MEMBER YOU ARE HIRING BEFORE CONFIRMATION. 

 

 



 
 

CONFIRM HIRING AND A SYSTEM GENERATED MESSAGE / EMAIL WILL BE SENT TO THE TECHNICAL 
MEMBER WHO WILL ACCEPT THE APPOINTEMENT OF THE FIRM. 

 

 

 

 

 

Now go to Dash Board and Click on Fresh Application. 

  



 
 

Generate application, Fill Site Facilities Details, Save & Proceed 

 

 

 

 

 

 

 

  



 
 

Select the Form on which Licences are to be obtained. 

 

 

 

 

Details of Technical Member will not appear if he is not hired before making application.  

 

  



 
 

System will show error if the application is save & processed without hiring Technical Member. 

 

 

 

 

In case of Wholesale Licence, If the Technical Member is not approved by department, tick the 
checkbox. 

  



 
 

Details of Hired Unapproved Technical Member can be seen here for Wholesale Licence. 

 

 

 

 

Save & Proceed, Following screen will appear if all details are proper. Press Review and Proceed 
Button. 

 

  



 
 

Following screen will appear if all details are proper in case of Retail Licence. Press Review and 
Proceed Button. 

 

 

 

 

Window for uploading Checklist will Appear. Upload all the required documents in pdf file. 

 

 



 
 

After Uploading all the required documents as per checklist, Press Upload and Proceed Button. 

 

 

 

New Window of Payment details will open. Make entries of Fees submitted on ePayment Gateway 
of SBI and upload the receipt of the same here. 

 

Once you save and proceed, following screen will appear which will show your Final Application 
Preview. 

 



 
 

Download Your legal Application Form on Form 19 and Sign. it. Press Review and Proceed Button. 

 

 

 

 

 

Application on Form 19 

 

 



 
 

Upload Signed Form 19 Here and Submit the Application. 

 

 

 

 

You will get confirmation message regarding successful submission of your application on screen and 
also on the email registered with the ONDLS. 

 

 



 
 

In case of any query raised by the department, you will get email notification and you can check the 
same in Query Raised Box. 

 

 

 

 

Applicant can have access only for those tabs in which query has been raised and are in red and 
having status Query. Once Query is replied, it will turn yellow with a status Replied. 

 

 



 
 

Reply suitably to the query and upload fresh document if required by clicking change document 
which will make you enable to choose file. 

 

 

 

 

After Removing all the queries, Submit the application. 

 

 



 
 

Download Final Licence From Approved Box 

 

 

 

 

                    

Congratulations. Now you have successfully processed your application for Grant of 
Licence on ONDLS and got issued Drugs Licence. 

 



 

 

 

Note : 

(i). Applicant has to provide an independent shop with the adequate area for grant of 
retail/wholesale licences as per details given below: 

a) For grant of a licence in Form 20 or Form 21 or both, the premises are of an area 
of not less than 10 square metres. 

b) For grant of a licence in form 20-B or form 21-B or both, the premises are of an 
area of not less than 10 square metres and 

c) For grant of licences 
(i) In Form 20 or Form 21 or both, and 
(ii) In Form 20-B or Form 21-B or both, the premises should be of an area of not 

less than 15 square metres. 

The clear height of the sales premises should be in accordance with the National Building 
Code of India, 2005 as amended from Time to Time. 

(ii) No drug licence is granted / retained in a premises situated on residential plot/land or flat 
unless it meets with the requirements of MPD-2021. 

For the sake of authenticity and to ensure confirmation of having submitted the same, all the 
documents are required to be self-attested by the applicant/authorized person. 

 

 

                                                               

DISCLAIMER 

The Material Contained in this PPT is a raw model output and research product. This 
is meant for training purpose only. For any Clarification / Interpretation please contact 
Drugs Control Department, Delhi at dirdcd@nic.in  

 

  



 

 

 

Affidavit 

(Affidavit to be submitted for non-conviction by the proprietor/ partner / director) 

 

I, …………………………. S/o Sh. …………….…………… R/o ……………. 
………………………………. do hereby solemnly affirm and declare as under: 

 

1. That the deponent is the sole proprietor of M/s ……………………… situated at 
…………………………………………………………….. 

2. That neither the firm nor the proprietor/ partner / director of the firm has ever been 
convicted under the Drugs and Cosmetics Act, 1940. 

3. That the premises situated at ………………………………………… are in physical 
and legal possession of the firm. 

4. That in case any statement / documents accompanying my application is found to be 
false, my approval / permission / licence obtained would be liable to be cancelled by the 
licensing authority without any notice. 
 

 

 

                                                                                                     DEPONENT 

VERIFICATION 
 

Verified at Delhi on this                 day of                          that the contents of the above 
affidavit are true and correct to my knowledge, no part of it is false and nothing material has 
been concealed there from. 

 

                                                                                               DEPONENT 

 

(To be Submitted on Rs. 10/- Non Judicial Stamp Paper duly attested by Notary Public.) 

 

  



 

 

AFFIDAVIT 

(To be submitted in cases where the premises are located on DDA residential plot/flat/building for 
Small Shop) 

 

I ................................ S/o Sh. ............................................ R/o 
....................................................................do hereby Solemnly Affirm and declare as under :- 

1. That I am the sole proprietor / one of the partner/Director  of M/s. 

…………………………………… situated at 

……………………………………………………………………………………………….. 

2. That I have applied for grant/ renewal of licence for retail sale of drugs / chemist shop at the 

premises situated at ________________________________ 

3. That the premises where licence has been applied qualify for use as Small Shops under mixed 

land  use regulations, clause 15.6.3, of Master Plan for Delhi 2021(MPD-2021). 

4. That the conversion charges towards the mixed land use, as applicable in respect of the premises 

under reference, have been deposited vide receipt no. _________________________ dated 

_______________________ to Municipal Corporation of Delhi for the period ……………… and 

I further undertake to pay mixed land use charges from time to time as applicable. 

5. That in future if it is found that the premises of my firm do not qualify for use as small shops for 

mixed land use regulations, under clause 15.6.3, of Master Plan for Delhi, Drugs Control 

Department may cancel licences of my firm without any prior notice. 

6. That in future if it is found that I have violated any provision of the Drugs and Cosmetics Act, 

1940 and Rules thereunder, and/or MPD-2021, Drugs Control Department may cancel licences of 

my firm without any prior notice. 

7. That if any misrepresentation is observed in this affidavit, or in any of the documents submitted 

by me alongwith my application for the grant of Licences referred to above, Drugs Control 

Department may cancel licences of my firm without any prior notice. 

 

(DEPONENT) 

VERIFICATION: 

Verified at Delhi on this ................................. day of .............................. that the contents of the 

above affidavit are true and correct to the best of my knowledge and belief. 

 

  



 

 

 

FORMS AND FEES 

SALE APPLICATIONS, LICENCES, FEES AND PENALTY 

S.No.  Category  Type Sale  Application 
Form  

Licence 
Form  

Fees for 
Grant/ 

Retention 

Penalty after expiry 
but within six 
months 
(GSR 1337 (E) dated 
27.10.2017) 

Fees for 
duplicate 
copy of Org. 
Lic. 

1  Drugs other than 
those specified in 
Schedule C&C 
(1)&X  

Whole Sale  19  20-B  Rs.1500  Rs.1500+2 % of 
Licence Fee p.m. 
or part thereof  

Rs.150 

Retail Sale  19  20  Rs.1500  Rs.1500+2 % of 
Licence Fee p.m. 
or part thereof 

Rs.150 

Restricted 
(Gen. Store)  

19-A  20-A  
 
R-61 
(1)  

Rs.500 
 
 R-59 (2)  

Rs.500+2 % of 
Licence Fee p.m. 
or part thereof 

Rs.150  
 
R- 59 (3)  

2  Drugs specified in 
Schedule C&C (1) 
but excluding 
those specified in 
Schedule ‘X’  

Whole Sale  19  21B  Rs.1500  Rs.1500+ 2 % of 
Licence Fee p.m. 
or part thereof  

Rs.150 

Retail Sale  19  21  Rs.1500  Rs.1500+2 % of 
Licence Fee p.m. 
or part thereof 

Rs.150 

Restricted 
(Gen.Store)  

19-A  21-A 
R- 
 
61 (1)  

Rs.500  
 
R-59 (2)  

Rs.500+2 % of 
Licence Fee p.m. 
or part thereof  

Rs.150  
 
R- 59 (3)  

3  Drugs specified in 
Schedule ‘X’  

Whole Sale  19-C  20-G  Rs.500  Rs.500+2 % of 
Licence Fee p.m. 
or part thereof 

Rs.150 

Retail Sale  19-C  20-F 
R- 
 
61(1)  

Rs.500  
 
R-59(2)  

Rs.500+2 % of 
Licence Fee p.m. 
or part thereof 

Rs.150  
 
R- 59 (3)  

4 Homoeopathic 
Medicines  

Whole Sale  19-B  20-D  Rs.250  Rs.250+Rs.50p.m. 
or part thereof  

Rs. 50 

Retail Sale  19-B  20-C  
 
 
R-67-
C  

Rs. 250   
 
 
R-67-
A(2)  

Rs.250+Rs.50p.m. 
or part thereof  
 
R-67-A(2)  

Rs. 50  
 
R-67-A(2) 

 
The fees for Change in Constitution, Change in Premises, Additional License, License 
Retention are same as that of Fresh License. There is no fee for Change in Registered 
Pharmacist, Change in Competent person, Change in Name, Addition /Reduction in 
Premises, Change in Specific Condition and Surrender of License. 
 

 


