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Introduction 

 

 

This guide provides step-by-step instructions on how to apply for an Exhibition, Conference, or Festival 

License - including detailed explanations of each section of the application form. 

 

✔ Tip:  Use this guide as your reference while going through the portal. Follow each step in order and 

replace any sample information shown in screenshots with your own details. 
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1. Login 

 

Open your browser and go to BTEA E-Service Portal: 

https://portal.btea.bh 

 

Select your login method 

On the portal homepage, choose one of the available login methods via the eKey. 

 

 

Enter your eKey credentials 

On the sign-in screen, enter your eKey and password, then click Login to continue. 

 

 

 

 

https://portal.btea.bh/
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Go to the Exhibition / Conference / Festival License 

Once logged in, you will see the main dashboard. Navigate to the Exhibition / Conference / Festival 

License service. 

 

 

Locate and click on the Exhibition / Conference / Festival License Service. 
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Start a new application 

Click the New Application button (shown as image 1 in the portal) to begin filling in the application 

form. 
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Application Form 

 

Fill in all required fields across the following sections of the application form: 
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2.1 Organizer Information 

1. Select the organizer's nationality. 

2. Enter the organization's name. 

3. Enter the organizer's mobile phone number. 

4. Select the type of organization. 

 

2.2 Event Information 

5. Select the event type. 

6. Select the sector. 

7. Select the category. 

8. Enter the exhibition or event title. 

9. Enter the exhibition or event venue. 

10. Enter the start date and select the start time. 

11. Enter the end date and select the end time. 

12. Enter a description of the exhibition or event. 

 

 2.3 Required Documents 

Please prepare and upload the following documents: 

 

a) A copy of the CPR or passport. 

b) The site owner's approval or the signed contract. 

c) An official request letter from the organizing entity. 

d) The exhibition layout or table/booth plan. 

 

Additional documents may be required depending on the sector or organization type: 

◦ Event profile 

◦ Copy of the Commercial Registration — CR (for the private sector) 

◦ Ministry of Health approval (if required) 

◦ Ministry of Education approval (if required) 
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2.4 Terms and Conditions 

13. Click on the Terms and Conditions link to read the full terms. 

14. Tick the Commitment and Undertaking checkbox to confirm your agreement. 

 

⚠ Important:  You must fill in all required fields and accept the Terms & Conditions before you can 

submit your application. 

 

3. Submit Your Application 

 

Once all sections are completed and the Terms & Conditions have been accepted: 

 

15. Click the Submit Application button to send your application. 

16. You will receive a confirmation email shortly after submission. 

17. You can track the status of your request at any time through the Service dashboard on the 

portal. 

 

ⓘ Note:  Depending on the event type, you may be asked to complete additional steps after 

submission. Keep an eye on your email and the portal dashboard for any follow-up requirements. 


