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e To Login your system, first you should create New User.
¢ Click on New User option.

¢ Fill all the required information and finally click on Register button.

Create New Account

First Name (In English) * First Name x
Middle Name (In English) Middle Name x
Last Name (In English]* Last Name X
Email Address * Email Address x
Mobile Number"e Mobile Number x
Company Name* Company Name x
Post Name * Post Name »

By Clicking "Register”, you agree to the Terms & Conditions and prevailing laws

. S ———




e After that admin approved your request and send user name and password on your
email address.
e To login, enter your user name and password from your gmail address and finally click

on Login button.

Government of Mepal
Ministry of Culture, Tourism and Civil Aviation

Department of Tourism

Hotel Registration Management
System (HRMS)

airporthotel
Login
t Fargot Password
Register New Haotel User
User Registration Manual Download

e If the user name and password is correct then Homepage will be displayed.
e After successful login, Hotel User dashboard is displayed with all the modules,
application summary and registration data as shown in the figure.

® Click on Application at the top most left corner of the dashboard.
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B Applicationg o .’.- 3 = hm
|:| TL ) |.\ m New Applications 0
= _ . Compieted Application 7
n-Process Application 0
Company Profile TOR IEE/EIA/BES Approve Application 0
Reject Applicstion 0

Plan and Policy Hotel Operating License & Categorization For New
Registration

Hotel Periodic Report
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¢ Click on Registration.

* Fill all the information of your organization as shown in the figure.

e Click on Next option.

Government of Nepal
% Ministry of Culture, Tourism and Civil Aviation
A Department of Tourism

ORGANIZATION CAPITAL FOREIGN AGENCY SHARE HOLDER HOTEL VECHILE

Hotel Registration Management System (HRMS)

B Application

mpany Information

|EE EIA BES -
Mame { In English } Airpert Hotel Mame (In Nepali | T dien
Plan & Policy
Province : Bagmati Province ~ District: Kathmandu -
Municipality Kathmandu Metrapelitan City Street Address Sinamanga
WardNo: 9 Contact Number 01-4112636
Recommendation Fax Number 000 PO Bax Number 222
‘Company Application Email: info@airporthatel.com Websita : www.airporthotel.com
o s lonenen K Gharelu Number 111 Gharelu Issue Date 17-10-2054 =]
Check List Inquiry
Organization Panvat 500003175 Registration Number 333
Registration Date (In Nepali 17-10-2054 Industry Registration Date (In Nepali 17-10-2054 o

¢ Fill all the information of your capital investment as shown in the figure.

e Click on Next option.
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ORGANIZATION CAPITAL FOREIGN AGENCY SHARE HOLDER HOTEL VECHILE

B Application

Invest
IEE EIA BES
Authorized Capital 200000000 Issued Capital 100000000
Plan & Policy
Paid Capital 1M1 Fixed Capital - 99000000
Cunrent Capital 33333333

Recommendation e

Company Application
Gompany Docurnent Bank

Check List Inquiry

* Fill all the information of your foreign agency (if exist) as shown in the figure.

e Click on Next option.
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Application

Foreign Agency
|EE EIA BES

Street Address : Baneshwor Contact Number 9848756230
Plan & Policy

Fax Number 142530 Email test1 @gmail.com
Categorization

Website saraswan.gov.com.np Name (In English ) : Saraswan Company
Periodic

Name (In Nepali ) : Saraswan Company

Renew

Recommendation

Co eatio € BACK
Company Application

Company Document Bank

Check List Inquiry

¢ Fill all the information of your shareholder if exist (you can fill how much shareholders are
there for your organization) and finally click on Submit button.

e Note: Shareholder are only added on company profile option.
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ORGANIZATION CAPITAL FOREIGN AGEMCY SHARE HOLDER AGENCY VECHILE
Share Holder +
Sontoct Humber “ Steest Addees m

Binayak Shah ELa] test@gmail.com 100000 4

B Applicationc

Subama Shrastha abc@gmail.com 274000

Anrit Srayz abc@gmailcom 930000

oono

€ BACK



e Click on Next button.

* Fill all the information of your Hotel.

e Click on Next option.
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Application

Hotel Information

O IEEEABES .
Name (In English ) Airport Hotel Name (In Nepali ) - \CID- T E‘_ i
O Plan & Policy . - .
Province: Bagmati Province v | Districe Kathmandu ~
(o]
Municipality Budhanilkantha Municipality w | Street Address Sinamanga
o]
o Ward No: 9 Contact Number : 014112636
O Recommendation Fax Number 0 POBox Number: 222
QO Company Application Email - info@airperthotel.com Website : m
O Company Document Bank Gharelu Number : 11 Gharelu Issue Date 17-10-2054 =]
O Check List Inquiry Male Staffs 50 Female Staffs 0
Hotel Category Star3 ~ | Hotel SubCategory 3star ~

4 BACK

After completing all these information click on TOR option.

e Note: This is your first step for the submission of your documents.
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e Click on Add New button.
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B Applicationt

SN Company Name Operation Action

1 Arpart Hatel oR »m DELETE «
[Show 5 e First | Previous " Next

e Fill all the required documents.

e Note: Organization opening letter in the letter pad, signature of applicant, organization stamp,
applicant name and designation is required here.

e Finally click on add button.

Hotel Registration Management System (HRMS)

B Appiicaonc
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Tor Document

e You can delete and view details of the documents here.
e Click on detail button to view letter of TOR.

e Click on view button to view your applied documents.
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e After completing all these information click on IEE, EIA, BES option. (In this section you can fill all
the information, what you want for your business purposes).

® You can view application format and check list here, for check list click on view check list.
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¢ Click on Add New button and select your operation list for which purpose you want to add
your documents.

e After clicking on proceed button, select your documents.
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o Note: for every documents you should select is exit button.



® Finally, click on save and submit button.
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e Click on Plan and Policy option.
e Click on view checklist option, here you can view all your required documents.

¢ Click on goto list option.
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e Click on Add New option, in this option you should select your documents for your new plan
and policies. (you can view checklist and application format to upload your documents).

e Select your documents and click on save button.

e Note: for every documents you should select isexit button.



e Similarly, select Add Product and click on Add button. (you can add products as much as you
want).
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® Click on Categorization option.
e Click on view checklist and application format, here you can view all these things.
® Click on goto back button.
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e Click on Add New button.
e Select sub category and click on proceed option.

e Upload your required documents.



¢ Note: for every documents you should select isexit button.

¢ Finally click on save and update option.
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® Click on Periodic option.
¢ Click on view application format and check list, here you can view all these things.

® Click on goto list button.
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¢ Click on add new button, select your fiscal year and part, and click on proceed button.

e Upload all your required documents here.

¢ Note: for every documents you should select isexit button. (in this section you have to select
two parts i.e first and second for Renew of your organization at the duration of six month).

Hatel Registration Management System (HRMS)

Bl Hotel Periodic Report
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o After completing Hotel Periodic Report now you can apply for Renewal of License of Hotel by
selecting it.

® Click on Add New option (you can view checklist and application list to upload your
documents).

e Select your Fiscal year and click on Proceed option.

® Upload your required documents and finally click on save and update option to submit your
documents.

¢ Note: for every documents you should select isexit button.

d Cil Aviation Hotel Registration Management System (HRMS)

Renewal of Licence of Hotel [Gomous
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O [EEEAB

o 1



e Click on Recommendation.

e you can view checklist and application format to upload your documents.

¢ Click on Goto List button.
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e Click on Add New option.

e Select Recommendation type and click on proceed option.

i Government of Nepal . .
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B Application

eqistrati .

© Foier Recommendation Type -
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Plan B Policy

(o]
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(o]
o]

Gompany Application
Gompany Document Bank

Check List Inquiry

e Now, you can upload your documents here.
e Note: for every documents you should select isexit button.

® Finally click on save and Submit option.
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® Click on Company application.
® |n this section you will see details of your Pending documents unverified by the officers.

® Click on details option. (here, you will see all the information of your organization
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¢ Click on Approved option. (in this section you will see details of your Approved documents
verified by the officers).

¢ Click on details option. (here, you will see all the details information of your organization).
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® Click on Completed option. (in this section you will see details of your completed documents
verified by the officers).

e Click on details option. (here, you will see all the details information of your organization)

e Similarly, you will see final certificate and messages send by the officers.

B Applicationt
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® Click on Rejected option. (in this section you will see your rejected documents unverified by the
officers).
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PENDING APPROVED  COMPLETED REIECTED

Show | 5 rows

B Applicationt

e Click on Company Document Bank option.
¢ Click on add new option.

e Select company document bank and upload your file and finally click on add button.

sm and Civil Aviation Hotel Registration Management System (HRMS)

Company Document Bank

Company Dacument Bank ; v File Upload Choose file | Na file chasen

O Check List inquiry

¢ Finally, click on check list inquiry option.

® Choose your operation name, sub category, category and type then click on search button.
Here, you can search all these things.

® Click on goto list option.

Hotel Registration Management System (HRMS)
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Check List Details

SEARCH

e Finally click on logout option to switch your system.
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