
1 Name Reservation 
The company name reservation module enables users to enter their desired company name in 

both Nepali and English, and then check its availability. However, it is essential for the name to 

be approved by the Office of Company Registrar before proceeding to the next steps of company 

registration. 

 
1. Click on “Get Started” under Name Reservation Card to start the Name Reservation 

process. 

 

1.1 Company Name Check 

User can insert the company type and company name in Nepali and English and check if the name 

is available or not. There are two ways for company name reservation according to the nature of 

company, i.e. Company is a Part of Group, or Not a Part of Group 

 

a. Company is a Part of Group:  

If company is under group of company, choose “Yes” on option Is your company part of a 

group? 

 
 

b. Company is a not part of Group:  

If company is not under group of company, choose “No” on option Is your company part of a 

group? 



 
 

1.1.1 Part of Group (Under Group of Companies) 

1. Fill the form for Name Reservation, enter Company / Group Registration Number, Select 

company Type, and Company name in English and Nepali name both. 

 
2. Click on “Continue” to check the name available or not. System will check the company 

name is available or not and displays the outputs. The are different output screen user 

will get depending upon the condition: 

 

Company Name Available 

 

 
 

● Click on “Continue Registration” to move to the next step for Name Reservation 

process 



 

Company Name Available, but there are similar company names as well. 

 

 
● Click on “Continue Registration” if you want to continue with entered name  

● Click on “Try Again with Alternative Company Name” if you want to change the 

name and try again with different name.  

 

Company Name Not Available 

  



● Click on “Try Again with Alternative Company Name” to change the name and try again 

with new name. 

 

1.1.2 Adding Company Objectives 

Company objectives, also known as NSIC (Nepal Standard Industrial Classification) Objectives, 

reflect the purpose and scope of a company, guiding its activities based on the nature of its 

operations and work. These objectives should be chosen by users in accordance with their 

company's nature and scope of work. 

Steps to Add NSIC Objectives  

1. User should successfully check name and continue with selected name 

 
2. Click on “Add objective “button 



 
3. Popup form will be opened, and check and uncheck the objectives you want to choose. 

 
 

4. Or Search for the objectives from the search box 

 
5. Click on “Save” button to save the objectives  

6. Click on “Cancel” button to cancel the process 

 

View Objectives 



1. Click on “View” icon to view the objectives details 

 
2. Objectives details will be displayed 

 
 

Delete Objective 

3. Click on “Delete” icon to delete the objective 

 
 

4. Conformation popup appears 

5. Click on “Cancel” button to cancel the delete action  

6. Click on “Delete” button to finally delete the objectives 

 

Adding necessary documents 

1. Under necessary documents section, required documents are displayed after objectives 

are added 

2. Click on “Upload” button to upload the necessary document  

3. Upload the necessary document   



 
1.1.3 Save to Draft and Submit Name Reservation Request 

After the successful name check and adding the objectives of the company user can save the data 

to draft or submit for name reservation. 

Steps 

1. Click on “Save As Draft” to save data to draft to submit it later. 

2. Click on “Submit” button to Submit form for Name Reservation 

Form will be submitted and user will be redirected application processing state. 

 

 
 

 

Remaining 

 

1.1.4 Application Processing States 

When user submits their application for name reservation, they will see different screen of 

process depending upon at what stage their work is being processed. 

 

1.1.4.1 Submitted 

This is how the submit screen looks like, user can only view the application process.  



 
 

1.1.4.2 Approval by Parent Company 
 

After a company submits the name reservation, the parent company verifies the name 

reservation process of their subsidiary company. 

 
Name Reservation Approval Dashboard screen 

 



 
 

The parent company reviews the details and makes an approval decision, either approving or 

rejecting the submission, along with providing remarks. 

 

 
 

1.1.4.3 Under Review 

This is how the under-review screen looks like, user can only view the application process.  

 



 
 

1.1.4.4 Rejected 

This is how the Rejected screen looks like, user can see why the company name reservation was 

rejected and again re-register by correcting the remarks and re-apply for name reservation.  



 
 

 

User can do multiple actions if the company name reservation is rejected 

1. View remarks: User can view remarks why the company name reservation being rejected, 

and can correct the feedback from the OCR and re-register again.  

● Click on “View Remarks” button to view the remarks. 

● You can see reason for rejection why the name reservation is being rejected. 

 



2. Reset the previous name: User can rest the previous reserved name and continue with 

the new name. 

1. Click on “edit” button 

 
 

 

Now the company has to update new name on Nepali as well as on English and continue the 

process for company rename reservation. 

 

 
 



3. Update Objectives: User can add or delete the objectives of the company and again re-

apply with the current name, according to the remarks mentioned above.  

● Click on “Add Objective” button 

 
 

● Check and uncheck the objectives you want add or remove 

● Or Search the objectives you want to add or remove 

● Click on “Cancel” button to cancel the process 

● Click on “Save” button to save the new objectives 

 
 

4. Save to Draft and submit the application again: User can save the new information to 

draft for future processing or submit the form.  

● Click on “Save As Draft” button to save the new details in draft. 

● Click on “Submit” button to submit the name reservation application again. 



 
 

 

1.1.4.5 Success 

This is the screen for company name reservation success. Officially your company name 

reservation is approved by OCR, now move forward to the company registration process.  

 



 
 

1.1.5 Not a Part of Group (Individual) 

 

1. Fill the form for the Name Reservation, select company type, enter company name in 

English and Nepali both  

2. Click on Continue button, System will check the company name is available or not and 

displays the outputs. The are different output screen user will get depending upon the 

condition: 

 
 

Company Name Available 



 
● Click on “Continue Registration” to move to the next step for Name Reservation 

process 

 

Company Name Available, but matches with other similar company names 

 
● Click on “Continue Registration” if you want to continue with entered name  

● Click on “Try Again with Alternative Company Name” if you want to change the 

name and try again with different name.  

 

Company Name Not Available 



  
● Click on “Try Again with Alternative Company Name” to change the name and try 

again with new name. 

 

 

1.1.6  Adding Company Objectives 

Company objectives, also known as NSIC (Nepal Standard Industrial Classification) Objectives, 

reflect the purpose and scope of a company, guiding its activities based on the nature of its 

operations and work. These objectives should be chosen by users in accordance with their 

company's nature and scope of work. 

Steps to Add NSIC Objectives 

7. User should successfully check name and continue with selected name 

8. Click on “Add “button 

9. Popup form will be opened, and check and uncheck the objectives you want to choose. 

 



 

10. Or Search for the objectives from the search box 

 
11. Click on “Save” button to save the objectives  

12. Click on “Cancel” button to cancel the process 

 

1.1.7 Save to Draft and Submit Name Reservation Request 

After the successful name check and adding the objectives of the company user can save the data 

to draft or submit for name reservation. 

Steps 

3. Click on “Save As Draft” to save data to draft to submit it later. 

● You will see “Draft” badge if Saved as Draft. 

4. Click on “Submit” button to Submit form for Name Reservation 

● Form will be submitted and user will be redirected application processing state. 

 

 
 

1.1.8 Application Processing States 

When user submits their application for name reservation, they will see different screen of 

process depending upon at what stage their work is being processed. 

 

1.1.8.1 Submitted 

This is how the submit screen looks like, user can only view the application process.  



 
 

1.1.8.2 Under Review 

This is how the under-review screen looks like, user can only view the application process.  

 
 

1.1.8.3 Rejected 

This is how the Rejected screen looks like, user can see why the company name reservation was 

rejected and again re-register by correcting the remarks and re-apply for name reservation.  

 



 
 

5. View remarks: User can view remarks why the company name reservation being rejected, 

and can correct the feedback from the OCR and re-register again.  

● Click on “View Remarks” button to view the remarks. 

● You can see reason for rejection why the name reservation is being rejected. 

 
 



6. Reset the previous name: User can reset the previous reserved name and continue with 

the new name. 

● Click on “Continue” button for next name reservation request 

 

 

● All the fields will be cleared, and user gets new screen to reserve the name from 

the beginning. 

 
 

7. Update Objectives: User can add or delete the objectives of the company and again re-

apply with the current name, according to the remarks mentioned above.  

● Click on “Add” button 

 
 

● Check and uncheck the objectives you want add or remove 

 
● Or Search the objectives you want to add or remove 



 
● Click on “Cancel” button to cancel the process 

● Click on “Save” button to save the new objectives 

 

8. Save to Draft and submit the application again: User can save the new information to 

draft for future processing or submit the form.  

● Click on “Save As Draft” button to save the new details in draft. 

● Click on “Submit” button to submit the name reservation application again. 

 

 
 

1.1.8.4 Success 

This is the screen for company name reservation success. Officially your company name 

reservation is approved by OCR, now move forward to the company registration process.  



 



1 Company Registration 
After the successful reservation done, user can proceed to Company Registration process. 

Company registration can be done filling up the all-necessary details regarding the company. User 

should complete company name registration process within 90 days from company name 

reservation approved date, if user fails to do so, other user can reserve and register the company 

with same name. 

There are different types of Company and according to the company type there might be 

change of information to be filled.  

 
1. Click on “Continue” under Company Registration Card to start the Company Registration 

process. 

 

 

1.1 General Information 
This is the section where the user inputs all the general details of the company, like contacts 

details, BOD number declaration and other information and proceed to other steps of company 

registration. 

 



 
 

1.2 Branch Information 
If the company to be registered has branch, then in this section user inputs all the branch details, 

and if there is no branch than it is optional, it can be skipped. 

 

1.2.1 Add Branch 

Steps to add branch 

1. Click on “Add branch” button 

 

 
 



2. Popup form will open, enter all the details for branch information, optional fields are 

denoted by writing optional.  

 
 

3. Click on “Save” button to save the branch information  

 
 

4. Click on “Save & Add More” button to add branch information, and add another branch 

information staying on the same screen. 

 
 

1.2.2 View Branch 

Steps to View branch 

1. Click on “View “icon to view the branch details 



 
 

2. Branch details will be displayed 

 
 

3. Click on “Edit” button to edit the branch details 

 

1.2.3 Edit Branch 

Steps to edit branch 

1. Click on “Edit” button to edit branch 



 
 

2. Edit form will be open 

 
 

3. Update the value in the fields you want to edit, Click on “Update” button to update branch 

information 

 
 



1.2.4 Delete Branch 

Steps to delete branch 

1. Click on “Delete” icon to delete the branch 

 
 

2. Delete confirmation popup appears.  

 
 

3. Click on “Cancel” button to cancel the delete action 

 
 



4. Click on “Delete” button to delete the branch 

 
 

 

1.2.5 Next and Previous action 

1. Click on “Next” button to save the data in the draft, and move to next screen. 

 
 

2. Click on “Previous” button to move backward to the previous screen.  

 
 

 

 

1.3 Objectives Details 
All the objectives that are added at the time of Company Name Reservation are displayed here. 

User can only add and edit the remarks on the objectives if they are added at the time of 

reservation, if user wants to enter new objectives than it can be added, edited and deleted. 

 

1.3.1 Add Objectives 

Steps to add objectives 

1. Click on “Add Objectives” button to add objectives 



 
 

2. Popup form will open with previous added Objectives details 

 
 

3. Select one or more objectives by clicking check box to add new objective 

 
 

4. Click on “Cancel” button to cancel the process  

 



5. Click on “Save” button to save the new added objectives. 

 
 

 

1.3.2 View Objectives 

Steps to View objectives 

1. Click on “View” icon to view objectives details 

 
 

2. Objectives details will be displayed 

 
 

3. Click on “Cancel” to cancel the action 



 

1.3.3 Add Objectives Description 

If there are already description is added, then   edit icon is displayed. If there is no 

description added Add icon is displayed. 

 

Steps to Add objectives description 

1. Click on “Add” icon to add objective description 

 
 

2. Popup for will be displayed. 

 
3. Add the description, and click on “Save” to save description. 



 
 

4. Click on “Cancel” to cancel the action. 

 

1.3.4 Edit Objectives Description 

Steps to Edit objectives description 

1. Click on “Edit” icon to edit the description on objectives 

 
 

2. Popup form with objectives details will appear. 



 
 

3. Update description, and click on Edit to update the description 



 
 

 

1.3.5 Delete Objectives 

Only the objectives that are added at the time of Company Registration can be deleted. The 

objectives that are added at the time of Company Name Reservation cannot be deleted.  

Steps to Delete objectives 

1. Click on “Delete” button to delete objectives 

 
 

2. Delete confirmation popup appears 



 
 

3. Click on “Cancel” button to cancel the action 

 
 

4. Click on “Delete” button to delete the object  

 
 

 



1.3.6 Next and Previous action 

3. Click on “Next” button to save the data in the draft, and move to next screen. 

 
 

4. Click on “Previous” button to move backward to the previous screen.  

 
 

 

1.4 Capital Structure 
This is the section to enter the capital details of the company. Capital structure of the company 

varies according to the company types.  

1.4.1 Capital Structure for Private Company 

Steps to insert capital structure  

1. Enter details for Authorized Capital  

 
 

2. Enter details for Issued Capital, issued capital should not be greater than Authorized 

Capital. 

3. Enter Details for Paid up Capital, insert paid up and unpaid Capital. Paid Up Capital should 

not exceed Authorized Capital and Issued Capital. 

4. Click on “Previous” button to move to previous screen.  



 
 

5. Click on “Next” button to save the data in the draft, and move to next screen. 

 
 

1.4.2 Capital Structure for Public Company 

Capital structure of the Public Company is divided into different section, i.e. Authorized capital, 

Issued Capital, paid up Capital (for Promoters), Paid up Capital (for Public). 

Steps to insert capital structure 

1. Enter all details for Authorized Capital 

 
2. Enter all details for Issued Capital, Issued Capital cannot be more than Authorized capital. 

Ration of general Share for Promoter should be 51% or above and Public share ratio 

should not be below 30%. 

 
 

3. Enter all details for Paid Up Capital (for Promoters), Paid up capital cannot be greater than 

Issued Capital and the ratio should match according to the ratio mentioned.  

Total Paid Up Capital should be equal to Paid Up Capital and Unpaid Capital and should 

not exceed value more than Issued Capital. 

 



 
 

4. Enter all the details for Paid up Capital (for Public), it should not exceed more than 

mentioned in the ratio section.  

 
 

5. Click on “Previous” button to move to previous screen.  

 
 

6. Click on “Next” button to save the data in the draft, and move to next screen. 

 
 

1.4.3 Capital Structure for Foreign Company 

Capital structure of foreign company  allows user to enter capital structure of head office, Capital 

structure of branch and Liaison, which can be categorized two option either Authorized Capital 

or Funding. 

Steps to Add Capital Structure 

1. Enter details for Capital Structure of Head office 

 
 



2. In Capital Structure (Branch/ Liaison), choose either Authorized Capital or Funding, only 

one option should be selected.  

 
 

3. If Choose Authorized Capital: Click on “Authorized Capital”, Enter Authorized Capital, 

Issued Capital and Paid Up Capital 

 
 

4. If choose Funding, Click on “Funding” tab, 

 
 

5. Enter “Total Amount” in the Total Amount Field 



6. Click on “Add” button to add the Source of fund.  

 
7. Click on “Delete” icon to delete the Source of fund. 

 
8. Click on “Previous” button to move to previous screen.  

 
 

9. Click on “Next” button to save the data in the draft, and move to next screen. 



 
 

 

1.4.4 Capital Structure for Non-Profit Company 

Non-Profit company has only source of fund as Capital Structure.  

Steps  

1. Enter “Total Amount” field to enter total amount of capital structure as source of fund.  

 
2. Click on “Add” Button to add source of fund. 

 
 

3. Enter Source of Fund , and amount. Source of fund is mandatory but amount is optional.  



 
4. Click on “Delete” icon to delete Source. 

 

5. Click on “Previous” button to move to previous screen.  

 
 

6. Click on “Next” button to save the data in the draft, and move to next screen. 

 
 

 

1.5 Company Shareholders 

Company shareholder, section lets user to enter Company Shareholder details and Information 

about the Board of Directors (BOD). There is company shareholders for Private, Public and Non-

Profit company where as in Foreign Company there is only company representative.  

 

1.5.1 Company Shareholder for Private Company, Public Company and Non -Profit Company 

Add shareholders 

1. Click on “Add New Shareholder” button 



 
 

2. Popup form will be displayed, there are two types of options, shareholder as Residence 

Nepal and Foreign 

 

1.5.1.1 Foreign Residence 

 
 

1. If residence as Foreign, there is option to Add FDI Number, click on “Add” button to add 

FDI Number. 

  
2. Enter FDI Number, and Click on “Search” button. 

 
3. List of shareholders will be displayed when FDI number matches. Select the checkbox 

which share holder to add.  



 
 

4. Click on “Cancel” button to cancel the action. 

5. Click on “Confirm” button to confirm the selection.  

6. After confirmation, list of shareholders will be displayed. 

 
 

7. Click on “Delete” button to delete the shareholder. 

8. Click on “Edit Data” button to add additional information of Shareholder.  

9. Enter details on “General Information” and click on “Next” button 

 
 

10. Enter details on “Contact Information” and click on “Next” button 



 
 

11. Click on “Add Witness” button to add witness details 

 
12. Enter details of Witness and click on “Save” button to save witness detail. 



 
 

13.  Witness list will be displayed, click on “View icon” to view witness, “Edit icon “to edit the 

witness, “Delete icon” to delete the witness detail.  

 
 

14. Click on “Upload” button to upload the identification document of the witness 

 
 

15. Select the required document, and click on “Next” button 



 
 

16. Upload the necessary document documents in the “Documents” section 

17. Click on “Upload “upload the documents 

 
 

18. Click on “Update Shareholder” button to update the shareholder.  

 
1.5.1.2 Nepali Residence 

 



 
1. If Entity as Individual, enter NID Number.  

 
 

2. Click on “Save & Add More” button to save and add more residence staying in same 

page.  

3. Click on “Save” button to save the residence. 

4. If Entity is Company, click on “Add” button and enter “Company Registration Number”   

 
 

5. List of Company displays, select the company and click on “ Confirm”  



 
Add BOD 

1. Click on “Add BOD” to add BOD 

2. Popup form opens, select shareholder name from the dropdown, enter Working Time 

Period and click on “Save” button 

 
3. At least one BOD phone number must be verified, click on “ Verify Phone No.” verify the 

phone number  



 
 

4. Enter OTP sent in the phone number and Click on “ Verify Phone No.”  

 
 

5. Click on “Previous” button to move to previous screen.  

 
 

6. Click on “Next” button to save the data in the draft, and move to next screen. 



 
 

 

1.5.2 Company Representative for Foreign Company 

 

1. Company Representative add page looks  

 

 
 

2. Click on “Add representative” to add new representative 

3. Popup form appears  

  
 



4. There are three steps to add details ,General Information , Contact Information and 

Documents 

5. Fill the General Information form addressing all the details needed either residence is 

Nepali or Foreign.  

 
6. Click on “Next” button to move forward to the next process. 

7. Contact Information screen appears, Fill the Contact Information form addressing all the 

details like Temporary Address, Permanent Address and Contact Information details 

 
8. Click on “Previous” to go to the previous step 

9. Click on “Next” button to proceed to next step 

10. Document screen appears,  



 
 

11. Click on “Upload” button to upload the document listed in the list 

 
12. Document appears when added the document 

 
13. Click on “Previous” button to move to the previous step 

14. Click on “Add Representative” button to add representative 

 

View Company representative 

1. Click on “View” icon to view Company representative details 

 



 
 

2. Popup form appears displaying representative details, click on Next button to navigate 

the different stages and view the details  

 
3. Click on “Close” to close the view 

 

Edit Company Representative Detail 

1. Click on “Edit” button to edit company representative 

 

 
 

2. Popup form opens enabling user to edit the details 



3. Update the “General Information” and click on “Next” button 

 
4. Update the “Contact Information” and click on “Next” button 

 
5. Update the “Document” section and click on “Add representative” section to complete 

the update company representative 

 
6. Finally, click on “Next” button to save the Company representative.  



 
7. Click on “Previous” button to move to the previous stage of company registration process. 

 
1.6 Legal Document 

In this section, details of the legal person entitled to the company should be filled and forwarded. 

Users need to input all details basically like name of the lawyer in Nepali and English, his/her 

contact number, identification document type and their identification document number. 

 

 
After fill all the details and clicking to next, users can proceed to next section of company 

registration. 

 

1.7 Generate Document 

In this section document will be auto generated according to the information user inputs. User 

inputs details according to their company needs. 

1. Select the any document you want to generate mentioned in the list 



 
 

2. Click on “Next” button to move forward with the document edit process 

3. Enter all the details needed for the selected document 

 
 

4. Click on “Edit” icon to enable edit action for every section and headers 



 
 

 

5. Popup form appears , enter the content 

  
 

6. Click on “Preview Document” to see the preview of the document  

7. Click on “Download Document” to download the created document. 

 

1.8 Document Details 

This is the section where user is allowed to enter all the necessary documents needed for 

company registration process from start to end.  

1. Click on “Upload” button to each item displayed in the list. 



 
2. Insert the document in the respective document type 

  

 
3. Click on “Previous” button to move to previous screen.  

 
 

4. Click on “Next” button to save the data in the draft, and move to next screen. 

 
 

 

 

 

1.9 Application Preview 

After all the details are filled and ready to be submit, user can preview all the application once 

before final submission. If there are any corrections to be needed user can correct before final 

submission.  



1. Observe the details, check and verify if all details are correct.  

2. Click on “Previous” button if there are any changes to be done 

 
 

3. Click on “Submit” if data are correct and ready for submission to submit the company for 

registration.  

 
 

 

1.10 Company Registration Application States 

 

This is the state where user can be notified that what is the current state of their Company 

registration process. After knowing the state of the application, user can do actions accordingly.  

 

1.10.1 Submitted  

This state denotes that the application is submitted successfully.  “Submitted” badge is displayed 

for submitted state. 

 



 
 

1.10.2 Under Review 

This state denotes that the application is being processed. Officials from OCR are addressing the 

application.  “Under Review” badge is displayed for under review state. 

 

 
 

1.10.3 Approved 

This state denotes that the application is being approved. Officials from OCR have successfully 

approved application.  “Approved” badge is displayed for approved state. 

 



 
 

1.10.4 Rejected 

This state denotes that the application is being rejected. Officials from OCR have rejected the 

application with rejection remarks.  “Rejected” badge is displayed for rejected state. 

 

 
 

1. Click on “View Rejected Remarks” to view the rejection remarks. 



 
 

2. Rejection Remarks will be displayed. 

 
 


