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Form E- Closure under The Shops and  
Establishment Act
Welcome to the user manual for the seamless and essential service of "Form E- 
Closure under The Shops and Establishment Act" within the Single Window 
System of Jammu and Kashmir. This manual is your guide to a straightforward 
and efficient registration process. 
 
Through this user manual, explore the intuitive interface of the Single Window 
System, where the registration process is designed to be user-friendly, 
transparent, and in alignment with the regulatory framework.  
 
Access the Website: Open your web browser and visit the official website:  
https://singlewindow.jk.gov.in/   
 
Log in using your provided credentials. If you do not have an account yet, you will 
need to register to avail of our services. For registration assistance, please refer to 
our registration guide or contact our support team.
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Now, the following page will appear.

After clicking on the 'Add to My service List button'. Now the service will be listed, 
click 'Apply' as shown in the screenshot below to proceed:

Now the instruction page will appear as shown in the screenshot below. Read the 
instructions carefully and click on the 'continue' button to proceed.
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1. Select Service List > Commercial Services from the left side menu and then click on Add New Service. 2. Select Labour & Employment Department from Department drop-down list and then select service to add.
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Now, the following page will appear.

Establishment Details- 
 
Enter Registration Number: Please enter the unique registration number assigned 
to your establishment and validate. 
 
Registration Number of the Establishment: Enter the registration number of your 
establishment. 
 
Registration Date: Enter the date of registration here. 
 
Registration Tracking ID: Provide the registration tracking ID related to your 
submission. 
 
Name of the establishment: Enter the full name of your establishment. 
 
Address 1: Enter the complete postal address of your establishment. 
 
City: Specify the city where your establishment is located.
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District: Choose the district from the drop-down list. 
 
Circle: Indicate the specific circle or area within the district. 
 
Pincode: Enter the postal code of your establishment's location. 
 
Reason for Closure: The reason for closure typically refers to the specific cause or 
rationale behind the decision to cease operations or shut down the establishment. 
This field is used to indicate the primary reason or reasons for ending business 
activities, which could include factors such as financial difficulties, restructuring, 
relocation, retirement of the owner, legal issues, or any other circumstances 
leading to the closure of the establishment. Providing an accurate and detailed 
reason for closure is essential for regulatory compliance and administrative 
purposes. 
 
Date of Closing: Specify calendar date on which the establishment ceased its 
operations or officially closed down. This date signifies the endpoint of the 
establishment's activities and is an essential piece of information for regulatory 
records and administrative purposes. It's important to accurately provide the date 
of closing to ensure compliance with relevant regulations and to properly 
document the closure process. 
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Documents : 
 
In the Documents section select the documents from the drop down menu. Select 
all the documents accordingly. If the document is not in the dropdown then you 
can add that document in document manager or you can click on "Upload 
Documents" and your document will be then showing under the dropdown menu. 
After filling all the required fields, read the declaration carefully and tick the 
checkbox of declaration. Now, click on the Continue button to proceed.  
 
Now, you can view all the filled details. To change/modify any details click on the 
Edit button, else click on the Continue button. Now the payment page will appear. 
After the successful payment the process is completed.


