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User Manual for “Firms: Form 18(Firm Constitution) 

This User Manual IS intended for already registered members who would like to apply for Firm 

Constitution (Form 18) 

Please go the website ICAI.org. Once there, please click on the Service Portal Link on the top right 

corner of the screen.  

 

 
 

 

The following Login Page will open https://eservices.icai.org/ 

 

 
 

 

  

https://eservices.icai.org/
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The Member (For Partnership Firm > Head In-charge) need to login for applying for Firm Constitution 

(Form-18). The Member applicant after successful login into the portal with their user id and 

password, below screen appears, click here to access Member SSP Portal as Highlighted below 

 

Following Screen will appear, Click on My Firms as Highlighted below 
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Following Screen will appear, Click on Firm New Application Tab as Highlighted below 

 

Following Screen will appear, Click on Firm Constitution (Form 18) Tab as Highlighted below 

 

Following Screen will appear to Member, Select the Type of Firm Constitution. 

Propritor/Partnership or Sole Practice. 
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Member (Head in Charge) need to provide temporary Registration no. of firm that the Member has 

received at the time of submission of form 117. In case same is not available, refer below steps for 

getting the temporary Registration no. of firm 

Click on Submitted Application-> “For Request of New Firm/Conversion to LLP” Tab as highlighted 

kited below  

 

System will display all user applications, click on button below action tab as highlighted below: 

 

System will display following screen, Click on Form 117 and then Firm name approval (Form 117)  

 

System will display the following screen, Refer the Firm Registration Number as highlighted below. 
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Once, Temporary Firm Registraton Number is Avaiable with member. Enter the Details in Form 18 

 

System will display the following screen, click on Propritor/Partnership 

 

 

Once Type of Firm Constitution is selected, System will disply following pop-up for confirmation. 

Click ok to proceed. 
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Enter Firm Temporary Registration Nuumber and Click on get Details as highlited below 

 

System will display Firm Details in Following Screen, Enter Firm Constitution details. Date of 

Formation, Partnership Deed, partner Profit Sharing. 
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Enter Details which are applicable (Enter Paid Assistant, Head office address, branch office, Second 

Office, Partner/Member Engagement Details, Other Details). 

 

 

Verify the Captcha & OTP as displayed in below screen 

  

Note:  

In case of Multiple partners, all partners need to validate OTP. Once all partners verify the OTP, then 

the Head Incharge have to login and in submitted application. 
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Once application is OTP Verified and Submitted, Following Screen will appear, System will display 

the application Status.  

 

 

Once OTP is verified by all partners, System will generate Form 18 PDF. Head incharge will 

download the PDF Form 18 as highlighted above. 
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Once PDF (Form 18, OTP verified) has been uploaded by Head Incharge. Application will move to 

Regional Office for Approval. 

 

ICAI Regional office will review the application and approve the same. Once approved, member 

will receive confirmation of same. 

Head incharge can see the application status by clicking on Submitted Application-> Firm 

Constitution (Form 18), Action Button. 
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Once Application is approved, Member can download the Firm Card & Certificate. Click on Firm 

Card/Certificate-> Firm Card or Firm Certificate. 

 

 

  

 


