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User Manual: Department of Drugs and Administration (DDA) 

 
• Login to https://nnsw.gov.np/trade/ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

• Click on “Online Submission” and select “License, Permit, Certificate & Others”: 

https://nnsw.gov.np/trade/
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• Click on “New LPCO”: 
 
 
 
 
 
 
 
 

 

• Select Type of LPCO as required: 
973: Exemption Recommendation from DDA 
974: Recommendation Letter for Import of Reference Standard/Impurities for Laboratory Analysis 
975: Special Recommendation Letter for Import of Drugs 
976: Recommendation Letter for Import of Drug Product Sample for Laboratory 
1005: Letter of Recommendation for Patients 
1006: Recommendation from DDA to Import Health Technological Products 
1007: Letter of Recommendation for Import of Intraocular Lenses 
1008: Drug Import Registration Certificate (Existing) 
1010: Recommendation Letter from DDA for Export of Drugs 
1011: Drug Import Registration Certificate 

 
 

• Fill out the form (Header, Names & Parties and Items Tab): 
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• Attach the documents mentioned in the “Attached Documents” tab by clicking on the Edit (pencil) icon. Also, you can 

attach additional attachment from the “Add New Attachment” button: 

 
 

• Click on “Store” button to save your application or you can click on “Submit” button to submit your application to 

Department of Customs. 

 

 
 

 

• Click on “Search LPCO” to check the status of your application and enter either Request Number or Reference Number and 

click on “Search” button: 
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• You will see the status of your application. 

 
 

 

• After approval from DDA the status is updated to “pending Payment”. Click on the Payment icon to proceed with online 

payment. 
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• After successful payment, the status of the application will be updated to “Approved”. To print your certificate, click on view 

(Eye) icon and “Print View” button: 
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User manual: Drug Import Registration Certificate (1008 & 1011) 

 
• Login to https://nnsw.gov.np/trade/ 

 

 
• Click on “Online Submission” and select “License, Permit, Certificate & Others”: 
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• Click on “New LPCO”: 

 

 

 
• Select required LPCO code in the “Type of LPCO” field. 

1008: Drug Import Registration Certificate = Those who has a valid import certificate issue from DDA 

1011: Drug Import Registration Certificate = For new import certificate 
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• Fill up the form (Header, Names & Parties and Item): 

 
 

• Attach the documents mentioned in the “Attached Documents” tab by clicking on the Edit (pencil) icon. Also, you can attach 

additional attachment from the “Add New Attachment” button: 

 
• Click on “Store” button to save your application or you can click on “Submit” button to submit your application to 

Department of Drug and Administration. 
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• Click on “Search LPCO” to check the status of your application and enter either Request Number or Reference Number and 

click on “Search” button: 

 
 
 
 

• You will see the status of your application. 
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• After approval of the existing Drug Import Registration Certificate (1008), the status of the application will be updated to 

“Approved” and you can use the license to generate license type 1012. 

• After approval of the Drug Import Registration Certificate (1011), the status of the application will be updated to “Pending 

Payment”. Click on the Payment icon to proceed with online payment. 

 

 

• After successful payment, the status is updated to Approved and your Drug Import Registration Certificate process is 

complete. You can print your certificate by clicking on the eye icon then click on “Print view” button. 

 

 

Payment Icon 
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User Manual: Letter of Recommendation for Import of Raw Materials (1012) 

 
• To apply for Letter of Recommendation for Import of Raw Materials first enter Approval Reference Number of your 

Drug Import Registration Certificate i.e. 1008 or 1011 and click on “Search” button then click on the “Generate” 
icon. 

 
 
 

• If you are unaware about your Approval Reference Number of your Drug Import Registration Certificate you can 
search it from the “Advance Search” tab by selecting the Type of LPCO to either 1008 or 1011. 

 
 

 
 

CLICK HERE 

CLICK HERE 
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• After generating select the items from your Drug Import Registration Certificate (1008/1011) then click on “Generate” 
button. 

 

 
 
 

• A 1012 license type will be displayed, you can update the Header, Names & Parties and Item tab of the 
application 

 

 
 
 

• Attach the documents mentioned in the “Attached Documents” tab by clicking on the Edit (pencil) icon. You can 
also attach any necessary documents for 1012 by clicking on “Add New Attachment” button under Attached 
Documents tab. 

 

Tick to Select 



Contact Us: NNSW 
01-5917010 9861224637 (WhatsApp) nnsw@webbfontaine.com 

• Click on “Store” button to save the application and “Submit” button to submit the 1012 

application. 

 
 

• You will see a submission pop up copy the Request Number and click on “ok” button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click on “Search LPCO” and paste the Request Number in the field “Request Number” then click on “Search” button. You 
will see the status of the application as “Requested”.

  
 

 
 

 
 
 



Contact Us: NNSW 
01-5917010 9861224637 (WhatsApp) nnsw@webbfontaine.com 

• After approval the status of the application will be updated to “Pending Payment”. Click on the Payment icon to 
proceed with online payment. 

 
 
 
 

• After successful payment, the status of the application will be updated to “Approved”. To view your 
Recommendation letter, search your application and click on view (Eye) icon. 
 

 
 

• To print your Recommendation letter, click on “print View” button: 

 
 

Payment Icon 
 


