
Change Nominee request 

1. The user is required to login the web portal of CCSEA by clicking on 

establishment login in the user login section and enter username and 

password which has been created by the user at the time of registration or 

provided by the CCSEA to registered establishment(s). 

 

2. The user is required to click on ‘Change Nominee Request’ tab.  

 
 

3. The user is required to select the Nominee for whom the establishment wants 

to submit the request to change; furnish the reason for Change of Nominee in 

the Text Area displaying against that selected nominee. 

 
 

 



 

 

4. After that user is required to enter the date of the IAEC meeting, Minutes of 

the IAEC meeting with the signed attendance sheet, wherein the proposal to 

change the nominee has been discussed and recommended by IAEC. 

5. Click on ‘Submit’ button. 

 

6. After receiving the application of change nominee from establishment, 

CCSEA will process the request. In case of any deficiency, the clarification 

will be sought from the establishment. 

 

7. To submit the clarification, the user is required to click on ‘Change Nominee 

Request’ tab to check the query from CCSEA which will be seen in the 

‘Clarification/information sought by CCSEA’ section.   

 

8. For any additional documents/information, the user is required to click on 

the ‘browse’ button to upload the respective documents. After uploading the 

documents, the user is required to write their response in the ‘Enter remarks’ 

section. 

 



 

 

9. After receiving the satisfactory response from the establishment, the 

application will be processed for change nominee and after approval, the 

change nominee letter will be issued to the establishment which can be 

downloaded by clicking on the ‘View’ link of ‘DATE OF APPROVAL & 

LETTER’ column in the ‘Request for Change of Nominee submitted to 

CCSEA’ section of ‘Change Nominee Request’ tab.  

 

 

 

 


