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Memo No. DULB/DMC-HQ/2023/655

Dated: 26.09.2023
To
1. All the District Municipal Commissioners in the State of Haryana.
2. All the Commissioner of the Municipal Corporations in the State of Haryana.
3. All the Executive officers/Secretaries of Municipal Councils/Committees in the State of
Haryana.
Subject:- Implementation of Standard Operating Procedure (SOP) and imparting training

among all stakeholders as per SOP for Property Tax Management System.

Kekdkeskokkok

In continuation to this office letter Memo. No. DULB/DMC-HQ/2023/220 dated
25.05.2023 and Memo No. DULB/DMC-HQ/2023/622 dated 12.09.2023 on the subject cited above.

2. It is intimated that the department is in continuous efforts of ensuring seamless
implementation of various different services under the Property Tax Management System and No Dues
Certificate (NDC) Portal. Department vide office letter Memo. No. DULB/DMC-HQ/2023/220 dated
25.05.2023 had prepared SOP for the said purpose and had been circulated to all the DMCs/CMCs for

strict adherence & compliance.

3. Now Department has updated Standard Operating Procedure (SOP) for 6 different
services of the Property Tax Management System and No Dues Certificate (NDC) Portal which are as
under:-
Sr.No. | Standard Operating Procedure | Name of Service

1. Standard Operating Procedure-1 | Change of Name of Owner

2, Standard Operating Procedure-2 | Correction in Property Details

3. Standard Operating Procedure-3 | Correction in Property Status-

Authorized/Unauthorized
4. Standard Operating Procedure-4 | Correction in Mobile Number
| Standard Operating Procedure-5 | Correction in Dues

6. Standard Operating Procedure-6 | Creation of New PID

4, The purposes of these SOPs are to enhance the understanding of the procedures and

disposal timelines associated with the given services of the portal. Now, the SOPs are being circulated

to all of you after the approval of the competent authority for strict compliance.

5. Therefore, it is requested to issue instructions to all the field-level officers for the
implementation of the SOPs and arrange the required training for all the stakeholders of the ULBEs.

Further, it is also requested to adhere with the given timeline of the processes as per the SOP.

‘A'))r‘/gu’—g]ﬂ

Deputy Municipal Commissioner (HQ),
for Director, Urban Local Bodies,
Haryana, Panchkula.
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Endst. No. DULB/DMC-HQ/2023/656 Dated: 26.09.2023
A copy of the above is forwarded to the following for information:-
1. All the Mayors of Municipal Corporations in the State of Haryana.
2. All the Presidents of Municipal Councils/Committees in the State of Haryana.

W%Qam *

Deputy Municipal Commissioner (HQ),
for Director, Urban Local Bodies,
Haryana, Panchkula.
CC:
PS to W/C&S, ULB

PA to W/DULB

W/ADULB (HQ)

W/]DULB

GM (IT) with the request to make above provisions and upload the same on Portal
as well as on the official website.
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System
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Directorate of Urban Local Bodies, Panchkula, Haryana.

STANDARD OPERATING PROCEDURE - 1
“Change of Name of Owner”

(For Proactive Service Delivery of Services Under Property Tax Management System)
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

STANDARD OPERATING PROCEDURE

Department Directorate of Urban Local Bodies, Panchkula, Haryana
SOP Title Standard Operating Procedure for proactive service delivery of Property Tax Management System(1) - Change
of Name of Owner
| SOP Number 01
Version Number 02
Effective Date 01-09-2023
Prepared by Reviewed by Approved by

Name & Designation 1. Y S Gupta Dr Yashpal, IAS Vikas Gupta, IAS
Additional Director, Director, Urban Local Bodies Commissioner & Secretary, Urban
Urban Local Bodies Department, | Department, Haryana Local Bodies Department, Haryana
Haryana

2. K K Varshney,
Chief Town Planner,
Urban Local Bodies Department,

Haryana

Date

28-08-2023

Signature
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Standard Operatina Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Purpose of the Document: This document comprises the processes that shall be followed for proactive service delivery of Property Tax
Management System.

1. Services:

a) Correction/Change of Name of owner - In non-Death case,
b) Correction/Change of Name of owner - In Death case,

2. Stakeholders:
i Property Owner
ii. All Municipalities in the state of Haryana
iii. Directorate of Urban Local Bodies (I.T. Cell)

3. Pre-requisite:

Sr. No. | Description Action By
| Creation of Login for
1 District Municipal Commissioner (DMC) and Directorate of Urban Local Bodies, Haryana
Commissioner Municipal Corporation (CMC)
Creation of ULB Admin ID District Municipal Commissioner (DMC) and Commissioner Municipal Corporation (CMC)
Creation of Maker /Checker ULB Admin
ULB Admin
. Please note that the objections will be auto-forwarded by the system in the login of the
4 Assignment of Colonies to Maker/Checker concerned maker/checker who has been assigned the colony / objection type. Colony-

wise and Objection-Type wise assignment of Maker/Checker is required to be done
through Admin User ID.
Detailed user manual for assignment of colonies is already uploaded on the portal.

Page | 4




Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Services, Timelines, and Responsibilities:

3.1.

Service-1.1: Change of Name of Owner in Property Data or Correction of Name in Property Data - In non-Death case

a) Normal Case: timeline to dispose-off the case is 15 working days.
b) Tatkal Case: timeline to dispose-off the application is 02 working days

The processing of correction in the change of owner name shall be undertaken as follows:
T = the date of receipt of-the application

S. No.

Activity /
Action Point

Description

Responsibility

Timeline

Normal

Tatkal

1.

Change of
owner hame
in non-Death
case

Document Verification:
All the documents uploaded by
citizen pertaining to the Change
of Owner Name shall be verified
and acknowledged as per the
listed required documents.

Ensure that the name on the
supporting document given by
the applicant matches the
owner’'s name to be revised as
entered on the portal.

Maker

Maker shall examine the documents uploaded by
the Citizen and acknowledge all uploaded
documents

For Non-Death
Cases:

T + 01 day T

After scrutiny, either
Recommend for Approval OR
Revert to Citizen:

a) In' case of any discrepancy
observed in the document, the
case to be marked as “Revert
to Citizen” with a clear
description of the observation
for compliance.

Maker

Maker shall revert to the Citizen (in case of any
discrepancy found in the document).

Maker to make sure that all the observations are
sent at once.

T + 02 days

For Non-Death
Cases:

+ 01 day
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

. No.

Activity /
Action Point

P - Timeline
Description Responsibility
) Normal Tatkal
b) Further, wherever required, Maker
the Maker can forward the
case to any officer/official for | The maker can forward the case to any officer/ T + 03 days

comments. However, the
application is to be marked
online only on the NDC portal.
No OFFLINE processing is to
be done.

official for /comments

\Orl
c) Forward the case to Checker

Maker

with a recommendation to | Post verification of all the uploaded documents of | T + 05 days = T1
“approve”. the Citizen, the Maker shall submit the
documents to Checker for approval.

Approval: Checker (TL=T4+ 05

a)Upon recommendation of the days)
Maker, Checker shall scrutinize | The checker shall examine and acknowledge all T+ 01 days
the documents provided by the | the documents verified by the Maker. T1 + 01 days
owner with the listed requisite | Further, the Checker shall revert to Maker.
documents. :

Reverting to Maker:

If checker is not satisfied with the

scrutiny of the Maker, he can

revert the case back to Maker.

Maker shall have to respond on

the checker’s query.

Further, wherever required, the Checker

Checker can forward the case to

any officer/official for comments. | The checker can forward the case to any officer/ T1 + 02 days

However, the application is to be
marked online only on the NDC
portal. No OFFLINE processing is

official for comments
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Timeline

Activity / . A
. No. Action Point Description Responsibility Normal Tatkal

to be done shall have to respond

on the checker’s guery. |

Approval of the application The checker shall approve the application if case T1 + 03 days

is found fit for approval.

REVERSION REASON Reasons for reversion:

i. Name mismatch in documents uploaded by
the applicant and the Name entered on the
portal for updation.

ii. Ownership Proof not uploaded

iii. ID proof not uploaded
iv. Legal heir certificate not uploaded in case
of Legal Heir
v. Ownership proof not legible (readable)
vi. ID proof not legible (readable)
vii. Legal heir certificate not legible (readable)
in case of Legal Heir
viii. Any other reason, please mention in detail
in the comment box

a) All applications reverted by Maker T1 + 02 days Within 4 hours of
Checker to Maker are to be receipt of
resubmitted to Checker after application
re-examination of the
application.

b) After receiving the maker’s Checker T1 + 03 days Within 4 hours of
reply, Checker will dispose-off receipt of |
the application. application from

the maker
Page | 7




Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Activity / e - Timeline
S. No. Action Point Description Responsibility Normal Tatkal
Rejection of | Maker to scrutinise the objection Maker T2 =T+02 Within 4 hours of
Objections raised and recommend for receipt of
Rejection to the Checker only in application
case the objection is raised
against the Wrong Property ID.
Checker to reject the cases if it is Checker T2 + 02 Within 4 hours of

raised against the  Wrong
Property ID.

receipt of
application from
the maker

Auto-generated SMS from the portal will be forwarded to the citizen in case of 'Revert to Citizen’.

Rejection Case:

The objection can be rejected if it is raised against the Wrong Property ID.

Rejection reason:

Objection Raised against wrong Property ID.

Note:

In case the objection is submitted against the wrong Property ID and the correct Property ID is identified. The Checker should update the details in the

correct Property ID, provided the documents submitted by the applicant are sufficient to do so.
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Documents, Do’s & Don'ts pertaining to Change/Correction of Owner Name(in Non-Death Cases)
Documents Involved for Name Change/Correction

1. Any one of the below documents for proof of ownership:
a. Sale deed/conveyance deed
b. Transfer deed/Relinquishment deed/release deed/Jamabandi/Farad,
c. Allotment letter, re-allotment letter from any Govt. or semi-Govt. Dept. or Developer of licensed colony or Developer of approved Group
Housing
d. Court decree (An affidavit or declaration regarding court decree no court case is pending in any court)
2. Identity Proof of Applicant (any one of the following):
Aadhar Card,
Pan Card,
Parivar Pehchaan Patra,
Passport,
Driving Licence,
Voter ID
3. Addltlonally, in case of Legal Hair cases i.e. Varisan (Succession Cases)
a. Legal Heir Certificate (Issued by Court or Tehsildar).
4. Additional for properties under Lal - Dora Areas (any one of the following):
a. Where Owner details are Null or NA, the required details to be updated based on the ULBs old Property data record (Property Register) or
Panchayat record.
b. In death case, legal heir certificate issued from the competent revenue authority / civil court.
c. Court Decree registered with the revenue authorities.
d. Registry / Sale Deed.

"0 a0Te

Do provide specific and detailed reasons for reverting to citizen.
Don’t use any manual or offline mode of processing, as all processes must be updated online.
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Standard Operatina Procedure - Proactive Service Delivery of Services Under Property Tax Management System

3.2. Service-1.2: Change of Name of Owner in Property Data or Correction of Name in Property Data — In Death case

a) Normal Case
1. For Death case: the timeline to dispose-off the case is 45 working days. Out of these 45 days, 30 days are required for the Copy

of the publication to be published in national newspapers.

b) Tatkal Case: timeline to dispose-off the application is 02 working days
a. Publication in case of Tatkal — The citizen shall bring the Copy of the publication cutting of 2 national newspapers

The processing of application for correction in the change of owner name shall be undertaken as follows:

T = the date of receipt of the application

‘ Activity /

S. No. ‘ Action Point

Description

l

Responsibility

1. | Change of
| owner in
' Death case

Document Verification:
All the documents uploaded by
citizen pertaining to the Change
of Owner Name shall be verified
and acknowledged as per the
listed required documents.

Maker shall examine the documents uploaded
by the Citizen and acknowledge all uploaded

documents

Ensure that the name on the
supporting document given by
the applicant matches the
owner’'s name to be revised as
entered on the portal.

Notice publication in 2 national
newspapers by the applicant in
30 days.

Maker

Timeline

Normal

Tatkal

T + 01 day

T + 01 day

After scrutiny, either

Recommend for Approval OR

Revert to Citizen:

a) In case of any discrepancy
observed in the document, the
case is to be marked as

Maker

Maker shall revert the Citizen (in case of any
discrepancy found in the document).

Maker to make sure that all the observations
are sent at once.

T + 02 days
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

S. No.

Activity /
Action Point

Description

Responsibility

Timeline

Normal

Tatkal

“Revert to Citizen” with a
clear description of the
observation for compliance.

b) Notice publication in 2
national newspapers by the
applicant in 30 days.

c) Further, wherever required,
the Maker can forward the
case to any officer/official for
comments. However, the
application is to be marked
online only on the NDC portal.
No OFFLINE processing is to
be done.

Maker

The maker can forward the case to any
officer/ official for comments.

T + 03 days

\Orl
d) Forward the case to Checker
with a recommendation to
“approve".

Maker

Post verification of all the uploaded documents
of the Citizen, the Maker shall submit the
documents to Checker for approval.

T+ 05days =T1

Approval : Checker (TL=T+05
Upon recommendation of the Days)
Maker, Checker shall scrutinize | The checker shall examine and acknowledge T + 01 day
the documents provided by the | all the documents verified by the Maker. T1 + 01 day
owner with the listed requisite
documents.
Reverting to Maker: Further, the Checker shall revert to Maker.
If checker is not satisfied with the
scrutiny of the Maker, he can
revert the case back to Maker.
Page | 11
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

S.

No.

Activity /
Action Point

case is found fit for approval.

- - Timeline
Description Responsibility
L ) - | Normal Tatkal
Maker shall have to respond on
the checker’s query.
Further, wherever required, the Checker
| Checker can forward the case to
any officer/official for comments. | The checker can forward the case to any T1 + 02 days
However, the application is to be | officer/ official for comments.
marked online only on the NDC
portal. No OFFLINE processing is
to be done.
Approval of the application The checker shall approve the application if T1 + 03 days

REVERSION REASON

Reasons for reversion :

Name mismatch in documents uploaded
by the applicant and the Name entered
on the portal for updation.

. ID proof not uploaded.
. Ownership proof of deceased person not

uploaded.

iv. Legal heir certificate not uploaded in case
of Legal Heir.

v. Death certificate not uploadec{.\

vi. A publication with the notice of 30 days
must be published in 02 national
newspapers not uploaded.

vii. Ownership proof not legible (readable).

viii. ID proof not legible (readable).

ix. Legal heir certificate not legible

(readable).

Page | 12




Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

.. Ti in
S. No. Agég:g)i/nt Description Responsibility Normal "‘.‘e' € Tatkal
: x. Death certificate not legible (readable).
| xi. A publication with the notice of 30 days
‘ must be published in 02 national
' newspapers not legible (readable).
‘ xii. Public Notice not published in the National
newspaper.
xiii. Any other reason, please mention in
detail in the comment box.

a) All éppﬁcations reverted by Maker T1+ 02 days. | 'Within 4 hours of
Checker to Maker are to be receipt of application
resubmitted to Checker after
re-examination of the
application.

b) After receiving the maker’s Checker T1 + 03 days Within 4 hours of
reply, Checker will dispose-off receipt of application
the application. from the maker

Rejection of | Maker to scrutinise the objection Maker T2 = T+02 Within 4 hours of
Objections raised and recommend for receipt of application

Rejection to the Checker only in

case the objection is raised

against the Wrong Property ID.

Checker to reject the cases if it is B Checker T2 + 02 Within 4 hours of

raised against the  Wrong

Property ID

receipt of application
from the maker

Auto-generated SMS from the portal will be forwarded to the citizen in case of 'Revert to Citizen’.

b

Page | 13




Standard Operating Procedure - Pro
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Activity /

S. No. Action Point

Description

Responsibility

Timeline

Normal

Tatkal

' Rejection Case:

The objection can be rejected if it is raised against the Wrong Property ID.

Rejection reason:

Objection Raised against wrong Property ID.

Note:

In case the objection is submitted against the wrong Property ID and the correct Property ID is identified. The Checker should update the details in the

correct Property ID, provided the documents submitted by the applicant are sufficient to do so.
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Documents, Do’s & Don’ts pertaining to Change/Correction of Owner Name (Death Cases)

Documents Involved for Name Change/Correction l

1. Identity Proof of Applicant (any one of the following documents):
Aadhar Card,
Pan Card,
Parivar Pehchaan Patra,
Passport,
Driving Licence,
Voter ID
2. Ownership documents of deceased person:
a. Sale deed/conveyance deed
b. Transfer deed/Relinquishment deed/release deed/Jamabandi/Farad,
c. Allotment letter, re-allotment letter from any Govt. or semi-Govt. Dept. or Developer of licensed colony or Developer of approved
Group Housing
d. Court decree (An affidavit or declaration regarding court decree no court case is pending in any court)
Registered un-registered will, Legal heir certificate along-with an affidavit regarding dispute and final will as per best knowledge of applicant.
In case of non-availability of any document mentioned at Sr. No. 3, all legal heirs will provide an affidavit in favour of transferee.
Death certificate.
A publication with the notice of 30 days must be published in 02 national newspapers.
Additional for properties under Lal — Dora Areas (any one of the following): |
a. Where Owner details are Null or NA, the required details to be updated based on the ULBs old Property data record (Property Register)
or Panchayat record
b. In death case, legal heir certificate issued from the competent revenue authority / civil court
c. Court Decree registered with the revenue authorities
d. Registry / Sale Deed

SO OO0 Cw

SIRGEEIES

Do provide specific and detailed reasons for reverting to citizen.
Don't use any manual or offline mode of processing, as all processes must be updated online.
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“Correction in Property Details”

(For Proactive Service Delivery of Services Under Property Tax Management System)
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Stan d Operating Pro re -

ive Service Delive i Tax Management System

Purpose of the Document: This document comprises the processes that shall be followed for proactive service delivery of Property Tax

Management System.
1. Services:
a) Correction in Property details.

2. Stakeholders:
i Property Owner
ii. All Municipalities in the state of Haryana
iii. Directorate of Urban Local Bodies (I.T. Cell)

3. Pre-requisite:

Sr. No. Description

Action By

Creation of Login for
District Municipal Commissioner (DMC)

1 and Commissioner Municipal Corporation Directorate of Urban Local Bodies, Haryana
(CMQC)
2 Creation of ULB Admin ID District Municipal Commissioner (DMC) and Commissioner Municipal Corporation (CMC)
3 Creation of Maker /Checker ULB Admin
ULB Admin
Please note that the objections will be auto-forwarded by the system in the login of the
4 Assignment of Colonies to Maker/Checker concerned maker/checker who has been assigned the colony / objection type. Colony-wise

and Objection-Type wise assignment of Maker/Checker is required to be done through Admin
User ID.
Detailed user manual for assignment of colonies is already uploaded on the portal.
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Standard ratin - Proactive Service Delivery of ic

Services, Timelines, and Responsibilities:

3.1.

Service: Property Details: The correction in Property Details includes:
a) Size (Area) of the building/Plot

b) Image (Photo) of the building/Plot

c) Address of the property

d) Correction of the floor details

e) Category of property

Timeline:

a) Normal Case: timeline to dispose-off the case is 10 working days.
b) Tatkal Case: timeline to dispose-off the case is 02 working days

The processing of correction in the property details shall be undertaken as follows:
T = the date of receipt of the application

Tax Management System

Activity / . .. I Timeline
S. No. Action Point Description Respansmility Normal Case Tatkal Case
1. Correction in | Document Verification: Maker
“Property All the documents uploaded by
Details” citizen pertaining to the correction in | Maker shall examine the documents uploaded T + 01 day T + 01 day.

verified and acknowledged as per | 9OCUMeNts

the listed required documents.

For applications related to size
correction, photo correction, and
correction in the address of
property- the documents attached
by the applicant be referred and co-
related with his request for
correction.

“any of the property details” shall be | by the Citizen and acknowledge all uploaded

Page | 5
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tandard ing Procedure - Proactiv

rvice Delivery of S der Property Tax Man nt

tem

)

Activity / — I Timeline
- No. Action Point Description Responsibility Normal Case Tatkal Case
If the case pertains to Maker
deleting/adding a floor(s) and
Change in the Category of the | Maker shall also visit the site and the report T + 03 days
property then along with the |to be uploaded within 2 days’ time
document verification, a site visit
report is required to be uploaded
on the portal.
After scrutiny, either Recommend Maker
for Approval OR Revert to
Citizen:
a) In case of any discrepancy Maker
observed in the document, the
case is to be marked as “Revert | Maker shall revert the Citizen (in case of any T + 03 days
. - e discrepancy found in the document)
to Citizen® with clear <.1escr|pt|on Maker to make sure that all the observations
of the observation for are sent at once.
compliance.
\Or.l
b) Further, wherever required, the Maker
Maker can forward the case to
any officer/official for comments. | The maker can forward the case to any T + 03 days
However, the application is to be | officer/ official for comments
marked online only on the NDC
portal. No OFFLINE processing is
to be done.
\Orl
c) Forward the case to Checker with Maker
a recommendation to “approve". | Post verification of all the wuploaded |T + 04 days =T1
documents of the Citizen, the Maker shall
submit the documents to Checker for
approval.
Page | 6
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ure - Proactive Service Deliv Vi r

rty Tax Management

tem

. No.

Activity /
Action Point

Description

Timeline

Responsibility

Normal Case

Tatkal Case

Approval :

a) Upon recommendation of the
Maker, Checker shall scrutinize
the documents provided by the
owner with the listed requisite
documents.

Reverting to maker

If checker is not satisfied with the
scrutiny of the Maker, he can revert
the case back to Maker. Maker shall
have to respond on the checker’s

query.

Checker

The checker shall examine and acknowledge
all the documents verified by the Maker.
Further, the Checker shall revert to Maker

T1 + 01 day

Further, wherever required, the
Checker can forward the case to any
officer/official for comments.
However, the application is to be
marked online only on the NDC

portal. No OFFLINE processing is to

be done.

Checker

The checker can forward the case to any
officer/ official for comments

T1 + 02 days

Approval of the application

The checker shall approve the application if
case is found fit for approval.

T1 + 03 days

REVERSION REASON

Reasons for reversion :

1. Variation observed in site details during
site visit vis-a-vis the details uploaded on
the portal. (Select from Drop Down)

a. Variation in Property Size
b. Variation in Floor Details
¢. Variation in Category

2. Mismatch in the uploaded Property image
vis-a-vis the actual property image

T + 01 day

)
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ndard Operating Procedure - Proacti

ice Deliv of Services Under Property Ta n.

. No.

Activity /
Action Point

Description

Responsibility

Timeline

Normal Case

Tatkal Case

W

© 0N o

obtained during the site visit

. Ownership proof not uploaded.

Copy of Electricity/Water Bill not uploaded
for address correction
Copy of the approved Building Plan /

Occupation Certificate showing the address
if available not uploaded

Floor Details not uploaded

Property Image not uploaded

Ownership proof not legible (readable)

Copy of Electricity/Water Bill for address
correction not legible

10.Copy of the approved Building Plan /

Occupation Certificate showing the address
if available not legible (readable)

11.Floor Details not legible (readable)
12.Property Image not legible (readable)
13.Any other reason, please mention in detail

in the comment box

a) All  application reverted by Maker T1 + 02 day Within 4 hours of
Checker to Maker are to be receipt of
resubmitted to Checker after re- application
examination of the application.

b) After receiving maker's reply, Checker T1 + 03 day Within 4 hours of

Checker will dispose-off the receipt of
application application from
the maker
Page | 8




Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Activity /

Timeline

S. No. Action Point Description Responsibility Normal Case Tatkal Case
Rejection of | Maker to scrutinise the objection Maker T2 = T+02 Within 4 hours of
Objections raised and recommend for Rejection receipt of

to the Checker only in case the application
objection is raised against the

Wrong Property ID

Checker to reject the cases if it is Checker T2 + 02 Within 4 hours of

raised against the Wrong Property
ID

receipt of
application from
the maker

Auto-generated SMS from the portal will be forwarded to the citizen in case of 'Revert to Citizen’.

Rejection Case:

The objection can be rejected if it is raised against the Wrong Property ID.

Rejection reason:

Objection Raised against wrong Property ID.

Note:

In case the objection is submitted against the wrong Property ID and the correct Property ID is identified. The Checker should update the details in the
correct Property ID, provided the documents submitted by the applicant are sufficient to do so.
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tandard Operati; - activ rvice Deliv i der Prope. Tax Mana n

Documents, Do’s & Don’ts pertaining to correction in Property details

Documents Involved

For Correction of Area — Anyone of Sale deed/conveyance deed, Transfer deed/Relinquishment deed/release deed/Jamabandi/Farad, Allotment
letter, Re-allotment letter in planned schemes, Court decree.
For Correction of Address (anyone):

a. Sale deed/conveyance deed, Transfer deed/Relinquishment deed/release deed/Jamabandi/Farad, Allotment letter, re-allotment letter in

planned schemes

b. Copy of Electricity/Water Bill
c. Copy of the approved Building Plan / Occupation Certificate showing address if available

For Correction of Category, Floor Details, Property Image

a. Property Image
b. Sale deed/conveyance deed, Transfer deed/Relinquishment deed/release deed/Jamabandi/Farad, Allotment letter, re-allotment letter in

planned schemes / Group Housing
Additional documents required for properties under Lal — Dora Areas (any one of the following):

a. Where Owner details are Null or NA, the required details to be updated based on the ULBs old Property data record (Property Register) or

Panchayat record
b. Court Decree registered with the revenue authorities

c. Registry / Sale Deed

Do provide specific and detailed reasons for reverting to citizen.
Don'’t use any manual or offline mode of processing, as all processes must be updated online.
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Purpose of the Document: This document comprises the processes that shall be followed for proactive service delivery of Property Tax
Management System.

1. Services:
a) Correction in Property falls in Authorised/Unauthorised colony

2. Stake
i
ii.
iil.
iv.

holders:
Property Owner
All Municipalities in the state of Haryana

Directorate of Urban Local Bodies (Town Planning Cell)

Directorate of Urban Local Bodies (I.T. Cell)

3. Pre-requisite:

Sr. No. Description Action By
Creation of Login for
District Municipal Commissioner (DMC) . .
1 and Commissioner Municipal Corporation Directorate of Urban Local Bodies, Haryana
(CMQC)
2 Creation of ULB Admin ID District Municipal Commissioner (DMC) and Commissioner Municipal Corporation (CMC)
3 Creation of Maker /Checker ULB Admin
ULB Admin
Please note that the objections will be auto-forwarded by the system in the login of the
4 Assignment of Colonies to Maker/Checker concerned maker/checker who has been assigned the colony / objection type. Colony-wise

and Objection-Type wise assignment of Maker/Checker is required to be done through Admin
User ID.
Detailed user manual for assignment of colonies is already uploaded on the portal.
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Services, Timelines, and Responsibilities:

3.1.

Service: Authorised/Unauthorised Status of the colony

All cases for updation of property status as “falling under Authorised/Unauthorised colony” shall be approved at Headquarter by
Town Planning Cell after recommendation of Maker and Checker of the concerned ULB.

Timelines:

nder Pro

a) Normal Case: timeline to dispose-off the case is 10 working days.
b) Tatkal Case: timeline to dispose-off the case is 02 working days

The processing of correction in the property details shall be undertaken as follows:
T = the date of receipt of the application

Tax Management Syst

. . Timeline
S.No. A‘c\;::l:‘:)i/nt Description Responsibility
Normal Case Tatkal Case
1, Correction in Document Verification: Maker
“Property falls in All the documents uploaded by citizen shall
Authorised/ be verified and acknowledged as per the | Maker shall examine the documents T + 01 day. T + 01 day
Unauthorised listed required documents. uploaded by the Citizen and
colony” acknowledge all uploaded
documents
If the location of the property falls within Maker
the authorized area, then the Maker can
recommend for updation of the property as Maker shall also visit the si’Fe -and T + 03 days
“Authorized” ghe ljeport to be uploaded within 2
Wherever required, to ascertain the ays time.
location of the property, a site visit be
carried out.
Page | 5




*  Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

S.No.

Activity /
Action Point

Description

Responsibility

Timeline

Normal Case

Tatkal Case

After scrutiny, either Recommend for Maker
Approval OR Revert to Citizen:
a) In case of any discrepancy observed in Maker

the document, the case to be marked as

Maker shall revert the Citizen (in

T + 03 days

"Revert to Citizen” with clear ) !
description of the observation for | CaS€ of any discrepancy found in
: the document).
compliance. Maker to make sure that all the
or’ observations are sent at once.
Further, wherever required, the Maker can Maker
forward the case to any officer/official for
comments. However, the application is to | The maker can forward the case to T + 03 days

be marked online only on the NDC portal.
No OFFLINE processing is to be done.

\or’

any officer/ official for comments

b) Forward the case to Checker with a
recommendation to “approve".

Maker

Post verification of all the uploaded
documents of the Citizen, the Maker
shall submit the documents to
Checker for approval.

T+ 05days =T1

Recommendation by Checker:
a) Upon recommendation of the Maker,

Checker (ULB)

Checker shall scrutinize the documents | The checker shall examine and T1 + 01 day T + 01 day
provided by the owner with the listed | acknowledge all the documents
requisite documents. verified by the Maker.
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S.No.

Activity /
Action Point

Description

Responsibility

Timeline

Normal Case Tatkal Case

Reverting to maker

If the checker is not satisfied with the
scrutiny of the Maker, he can revert the
case back to Maker. Maker shall have to
respond on the checker’s query.

\Orl

Further, the Checker shall revert to
Maker.

Further, wherever required, the Checker
can forward the case to any officer/official

Checker (ULB)

for comments. However, the application is | The checker can forward the case to T1 + 02 days
to be marked online only on the NDC | any officer/ official for comments
portal. No OFFLINE processing is to be
done
\orl
Approval of the application Checker (Level 3 -Hq)
- (TP Cell - HQ)
The checker shall T1 + 03 days

approve the

application if case is found fit for

approval.

Note:

In TP Cell - HQ, the following

designatory position will decide the

status of properties from

unapproved to approve or vice-a-

versa at ULB-HQ:

i. DTP (for District Rohtak,
Bhiwani, Jhajjar, Sonipat,
Charkhi Dadri, and Panipat)

)

Page | 7
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Timeline

Activity / Description Responsibility

S.No. . .
Action Point Normal Case Tatkal Case

ii. ATP-1 (for District Fatehabad,
Sirsa, Hisar, Jind and Karnal)

ii. ATP-2 (for District Gurugram,
Mahendargarh, Rewari, and
Kaithal)

v. ATP-3 (for District Panchkula,
Ambala, Kurukshetra and
Yamuna Nagar)

v. ATP-4 (for District Faridabad,
Palwal, and Nuh)

REVERSION REASON Reasons for reversion :
i. The property falls in

unauthorized colony
ii. Ownership proof / Allotment

letter issued in case of planned
schemes not uploaded

iii. Ownership proof / Allotment
letter issued in case of planned
schemes not legible (readable)

iv. Any other reason, please
mention in detail in the
comment box

a) All application reverted by Checker to Maker T1 + 02 days Within 4 hours
Maker are to be resubmitted to Checker of receipt of
after re-examination of the application. application ]

Page | 8

-
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. Timeline
S.No. A:;::)Il‘:l?;i/nt Description Responsibility
Normal Case Tatkal Case
b) After receiving maker’'s reply, Checker Checker T1 + 03 days Within 4 hours
will dispose-off the application of receipt of
application
from the
maker
Rejection of Maker to scrutinise the objection raised and Maker T2 = T+02 Within 4 hours
Objections recommend for Rejection to the Checker of receipt of
only in case the objection is raised against application
the Wrong Property ID or the property falls
in unauthorised Colony
Checker to reject the cases if it is raised Checker T2 + 02 Within 4 hours

against the Wrong Property ID or the
property falls in unauthorised Colony

of receipt of
application
from the
maker

Auto-generated SMS from the portal will be forwarded to the citizen in case of 'Revert to Citizen’.

Rejection Case:
The objection can be rejected if it is raised against the Wrong Property ID or the property falls in unauthorised Colony

Rejection reason:
i. Objection Raised against wrong Property ID.
ii. The property falls in unauthorised Colony

Note:

In case the objection is submitted against the wrong Property ID and the correct Property ID is identified. The Checker should update the details in the
correct Property ID, provided the documents submitted by the applicant are sufficient to do so.




Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Details, Do’s & Don'ts pertaining to Property falls in Authorized/Un-Authorized colony

Details & Documents Involved

A. Owner Shall Upload following documents:
i. Ownership proof (Conveyance deed/Sale deed or Allotment letter issued in case of planned schemes / Group Housing)

B. Maker Shall upload the following documents in a single pdf:
i. Planned Schemes of Govt./Semi Govt. Departments
a. Approved layout plan showing location of the property. The layout plan shall be duly signed and shall be uploaded to its fuli
size.
ii. TCP Licensed Colonies
a. Copy of the license granted by TCP department
b. Approved layout plan showing location of the property. The layout plan shall be duly signed and shall be uploaded to its full
size.
ili. Regularized Colonies
a. Name of the notified colony alongwith notification copy.
b. The layout plan shall be duly signed and shall be uploaded to its full size.
iv. Lal Dora/Core Area
a. Certificate of Lal dora from Municipal Authority
b. The layout plan shall be duly signed and shall be uploaded to its full size.

Don’t use any manual or offline mode of processing, as all processes must be updated online.
Don't overlook any discrepancies or inconsistencies in the submitted documents.

K 2K oK 2K KK K KOk Kok
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tandard Operating P dure ~

i ervice 1 i nder Prope Tax Management Syst

Purpose of the Document: This document comprises the processes that shall be followed for proactive service delivery of Property Tax
Management System.
1. Services:

a)

Change/Updation of Mobile number of Owner.

2. Stakeholders:

Property Owner
All Municipalities in the state of Haryana
Directorate of Urban Local Bodies (I.T. Cell)

3. Pre-requisite:

Sr. No. Description Action By
Creation of Login for
District Municipal Commissioner (DMC) . X
1 and Commissioner Municipal Corporation Directorate of Urban Local Bodies, Haryana
(CMC)
2 Creation of ULB Admin ID District Municipal Commissioner (DMC) and Commissioner Municipal Corporation (CMC)
3 Creation of Maker /Checker ULB Admin
ULB Admin
Please note that the objections will be auto-forwarded by the system in the login of the
4 Assignment of Colonies to Maker/Checker concerned maker/checker who has been assigned the colony / objection type. Colony-wise

and Objection-Type wise assignment of Maker/Checker is required to be done through Admin
User ID.
Detailed user manual for assignment of colonies is already uploaded on the portal.
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Standard Operatina Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Services, Timelines, and Responsibilities:

3.1. Service: Mobile Number Updation: This process defines updation required in mobile number.

Timeline:

a) Normal Case: timeline to dispose-off the case is 10 days.
b) Tatkal Case: timeline to dispose-off the case is 02 days.

The processing of change or any updation in the mobile number details shall be undertaken as follows:
T = the date of receipt of the application

.. Timeline
S. No. Agz‘i:::"l:z{nt Description Responsibility
Normal Case Tatkal Case
1. Correction/ Document Verification: Maker
updation in Identity Proof wuploaded by
“Mobile citizen pertaining to the | Maker shall examine the documents uploaded by the T + 01 day T + 01 day
Number”. correction/updation in “Mobile | Citizen and acknowledge all uploaded documents.

number” shall be verified and
acknowledged as per the listed
required documents.

Ensure that the Name on the ID
proof and the Name of the
Owner on the NDC portal
match.

After scrutiny, either Maker
Recommend for Approval OR
Revert to Citizen:

a) In case of any discrepancy | Maker shall revert the Citizen (in case of any T + 02 days
observed in the document, | discrepancy found in the document).

Page | 5
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S. No.

Activity/
Action Point

Description

Responsibility

Timeline

Normal Case

Tatkal Case

the case to be marked as
“Revert to Citizen” with
clear description of the
observation for compliance.

\Orl

Maker to make sure that all the observations are sent
at once.

b)

Further, wherever required,
the Maker can forward the
case to any officer/official for
comments. However, the
application is to be marked
online only on the NDC
portal. No OFFLINE
processing is to be done.

Maker

The maker can forward the case to any officer/ official
for comments.

T + 03 days

c)

Forward the case to Checker
with a recommendation to
“approve".

Maker

Post verification of all the uploaded documents of the
Citizen, the Maker shall submit the documents to
Checker for approval.

T + 05 days = T1

Approval :

a)

Upon recommendation of the
Maker, Checker shall
scrutinize the documents
provided by the owner with
the listed requisite
documents.

Reverting to maker

If a checker is not satisfied with
the scrutiny of the Maker, he

Checker

The checker shall examine and acknowledge all the
documents verified by the Maker.
Further, the Checker shall revert to Maker.

T1 + 01 day

T + 01 day
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Activity/ Timeline
S. No. . . Description Responsibility !
Action Point Normal Case Tatkal Case

can revert the case back to
Maker. Maker shall have to
respond on the checker’s query.
\Orl
Further, wherever required, the Checker T1 + 02 days
Checker can forward the case to
any officer/official for | The checker can forward the case to any officer/
comments. However, the | official for comments
application is to be marked
online only on the NDC portal.
No OFFLINE processing is to be
done
\Orl
Approval of the application Checker

The checker shall approve the application if case is T1 + 03 days

found fit for approval.
REVERSION REASON Reasons for reversion : -

i. Owner name in uploaded ID proof and owner

name on NDC portal does not match

ii. ID proofs not uploaded.

iii. ID proof not legible (readable)

iv.  Any other reason, please mention in detail in the

comment box
a) All application reverted by Maker T1 + 02 days Within 4 hours
Checker to Maker are to be of receipt of
resubmitted to Checker after application
Page | 7
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

.. Timeline
S. No. A?t“"ty{ Description Responsibility
Action Point Normal Case Tatkal Case
re-examination of the
application.
b) After receiving maker’s reply, Checker T1 + 03 days Within 4 hours
Checker will dispose-off the of receipt of
application application
from the
maker
Rejection of Maker to scrutinise the objection Maker T2 =T+02 Within 4 hours
Objections raised and recommend for of receipt of
Rejection to the Checker only in application
case the objection is raised
against the Wrong Property ID
Checker to reject the cases if it Checker T2 + 02 Within 4 hours

is raised against the Wrong
Property ID

of receipt of
application
from the
maker

Auto-generated SMS from the portal will be forwarded to the citizen in case of 'Revert to Citizen’.

4

Rejection Case:

The objection can be rejected if it is raised against the Wrong Property ID.

Rejection reason:.
Objection Raised against wrong Property ID.

Note:

In case the objection is submitted against the wrong Property ID and the correct Property ID is identified. The Checker should update the details in the
correct Property ID, provided the documents submitted by the applicant are sufficient to do so.

)
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Documents, Do’s & Don‘ts pertaining to updation of Mobile Number

Documents Involved

1. Any one of the following is required:
Aadhar Card

Pan Card

Parivar Pehchaan Patra

Passport

Driving License

Voter ID.

S0 O00 oo

Do verify and ensure that all the required documents are complete and valid.
Don't share personal details or documents of citizens with unauthorized individuals or parties
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Directorate of Urban Local Bodies, Panchkula, Haryana.

STANDARD OPERATING PROCEDURE - 5
“Correction in Dues”

(For Proactive Service Delivery of Services Under Property Tax Management System)
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tandar rating Pro -

ive Service Delivery of i nder Property Tax Management System

Purpose of the Document: This document comprises the processes that shall be followed for proactive service delivery of Property Tax.
Management System.

1. Services:
a) Updation of Dues (Property Tax/Fire Tax/Development Charges/Garbage Collection Charges)

2. Stakeholders:

i
ii.

iil.
iv.

Property Owner
All Municipalities in the state of Haryana

Directorate of Urban Local Bodies (Town Planning Cell)

Directorate of Urban Local Bodies (I.T. Cell)

3. Pre-requisite:

Sr. No. Description Action By
Creation of Login for
1 District Municipal Commissioner (DMC) and | Directorate of Urban Local Bodies, Haryana
Commissioner Municipal Corporation (CMC)
2 Creation of ULB Admin ID District Municipal Commissioner (DMC) and Commissioner Municipal Corporation (CMC)
3 Creation of Maker /Checker ULB Admin
ULB Admin
Please note that the objections will be auto-forwarded by the system in the login of the
4 Assignment of Colonies to Maker/Checker concerned maker/checker who has been assigned the colony / objection type. Colony-wise and

Objection-Type wise assignment of Maker/Checker is required to be done through Admin User ID.
Detailed user manual for assignment of colonies is already uploaded on the portal.
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+ Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Services, Timelines, and Responsibilities:

3.1. Service: Dues updation — On the NDC portal, the following dues are shown:

i
ii.
iii.
iv.

Property Tax
Fire Tax

Development charges
Garbage Collection Charges (only for the municipalities where the Door-to-Door collection is undertaken by the respective municipality

and ULB Admin selects the option for including Garbage Collection Charges on NDC portal)

NOTE: Development charges are not to be levied in Approved colonies such as HSVP Colonies, TCP Licenced Colonies,
Residential units in Lal Dora, Improvement Trust Colonies, HSIIDC Colonies, Rehabilitation Scheme Colonies, Colonies
developed by MC, HSAMB Colonies, Housing Board, Town & Country Planning Schemes and Revenue Department Colonies etc.

e The citizen can apply for two types of corrections in above-mentioned dues:
i. incorrect charges shown on the portal OR
ii. non-adjustment of payment already made by the citizen

Documents:
o In case citizen submits application for Incorrect charges shown, then relevant copy of the notification, order, policy etc. is required to be

uploaded by the citizen
¢ In case citizen submits application for non-adjustment of payment already made, then the payment receipt is to be attached.

Timeline:

a) Normal Case: timeline to dispose-off the case is 10 working days.
b) Tatkal Case: timeline to dispose-off the case is 02 working days

The processing of correction/updation in dues details shall be undertaken as follows:
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

T = the date of receipt of the application

Activity/ o Timeline
S. No. . . Description Responsibility
Action Point Normal Case Tatkal Case
1. Correction/ Document Verification: Maker
updation in All the documents uploaded by
“dues” citizens  pertaining to  the | Maker shall examine the documents uploaded by T + 01 day
updation in the dues shall be |the Citizen and acknowledge all uploaded
verified and acknowledged as per | documents
the listed required documents.
In case of payment is made but Maker
not adjusted on the portal, the
attached G8 receipt is to be Maker shall revert the Citizen, post verification/ T + 03 days
verified. checking of the status of payment from
‘Accountant’ within 2 days’ time
After scrutiny, either Maker
Recommend for Approval OR
Revert to Citizen: Maker shall revert the Citizen (in case of any
discrepancy found in the document). T + 03 days
. Maker to make sure that all the observations are
a) In case of any discrepancy sent at once.
observed in the document, the
case is to be marked as
“"Revert to Citizen” with clear
description of the observation
for compliance.
or'
Page | 6




Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

S. No.

Activity/
Action Point

Description

Responsibility

Timeline

Normal Case

Tatkal Case

b) Further, wherever required,
the Maker can forward the
case to any officer/official for
comments. However, the
application is to be marked
online only on the NDC portal.
No OFFLINE processing is to
be done.

\or'

Maker

The maker can forward the case to any officer/
official for comments

T + 03 days

¢) Forward the case to Checker

Maker

with a recommendation to
“approve". Post verification of all the uploaded documents of | T + 05 days =Tl
the Citizen, the Maker shall submit the
documents to Checker for approval
Approval : Checker
a) Upon recommendation of the
Maker, Checker shall | The checker shall examine and acknowledge all T1 + 01 day T + 01 day
scrutinize the  documents | the documents verified by the Maker.
provided by the owner with Further, the Checker shall revert to Maker
the listed requisite
documents.
Reverting to Maker:
If checker is not satisfied with
the scrutiny of the Maker, he can
revert the case back to Maker.
Maker shall have to respond on
the checker’s query
or’
Page | 7




Standard Operating Procedure - Proactive Service Delj rvi Under Property Ta.

. No.

Activity/
Action Point

Description

Responsibility

Timeline

Normal Case

Tatkal Case

Further, wherever required, the
Checker can forward the case to

Checker

any officer/official for comments. | The checker can forward the case to any officer/ T1 + 02 days

However, the application is to be | official for comments

marked online only on the NDC

portal. No OFFLINE processing is

to be done.

Approval of the application Checker

The checker shall approve the application if case T1 + 03 days
is found fit for approval.

REVERSION REASON Reasons for reversion :

i.  Variation in the receipt of payment made by
the Citizen

ii.  Receipt of payment not uploaded

iii. Receipt of payment not legible (readable)

iv. The dues levied are as per the
notification/policy.

v. Any other reason, please mention in detail
in the comment box

a) All application reverted by Maker T1 + 02 days Within 4 hours of
Checker to Maker are to be receipt of
resubmitted to Checker after application
re-examination of the
application.

b) After receiving maker’s reply, Checker T1 + 03 days Within 4 hours of
Checker will dispose-off the receipt of
application application  from

the maker
Page | 8
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Activity/ Timeline
S. No. . . Description Responsibility

Action Point Normal Case Tatkal Case

Rejection of | Maker to scrutinise the objection Maker T2 = T+02 Within 4 hours of

Objections raised and recommend for receipt of
Rejection to the Checker only in application
case the objection is raised
against the Wrong Property ID or
the dues levied are as per the
Notification / Policy - _
Checker to reject the cases if it is Checker T2 + 02 Within 4 hours of
raised against the Wrong receipt of
Property ID or the dues levied application from
are as per the Notification / the maker
Policy

Auto-generated SMS from the portal will be forwarded to the citizen in case of 'Revert to Citizen’.

Note:

Rejection Case:/
The objection can be rejected if it is raised against the Wrong Property ID or the dues levied are as per the Notification / Policy

Rejection reason:
i.  Objection Raised against wrong Property ID.
ii. The Dues levied are as per the Notification / Policy

Note:
In case the objection is submitted against the wrong Property ID and the correct Property ID is identified. The Checker should update the details in the

correct Property ID, provided the documents submitted by the applicant are sufficient to do so.
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tandard Operating Procedure - Proactive Service Delivery of Servic: an

Documents, Do’s & Don’ts pertaining to correction/updation of dues

Documents Involved

1. Receipt of payment paid (in case payment already made by citizen is not adjusted on the portal against the outstanding dues)

Do verify and ensure that all the required documents are complete and valid.
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Directorate of Urban Local Bodies, Panchkula, Haryana.

STANDARD OPERATING PROCEDURE - 6
“Creation of New PID"”

(For Proactive Service Delivery of Services Under Property Tax Management System)
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Purpose of the Document: This document comprises the processes that shall be followed for proactive service delivery of Property Tax

Management System.
1. Services:

a)

Creation of New Property ID

2. Stakeholders:

i.
ii.

iii.
iv.

Property Owner
All Municipalities in the state of Haryana

Directorate of Urban Local Bodies (Town Planning Cell)

Directorate of Urban Local Bodies (I.T. Cell)

3. Pre-requisite:

Sr. No. Description Action By
Creation of Login for |
1 District Municipal Commissioner (DMC) and Directorate of Urban Local Bodies, Haryana
Commissioner Municipal Corporation (CMC)
2 Creation of ULB Admin ID District Municipal Commissioner (DMC) and Commissioner Municipal Corporation (CMC)
3 Creation of Maker /Checker ULB Admin
ULB Admin
Please note that the objections will be auto-forwarded by the system in the login of the
4 Assignment of Colonies to Maker/Checker concerned maker/checker who has been assigned the colony / objection type. Colony-wise and

Objection-Type wise assignment of Maker/Checker is required to be done through Admin User ID,

Detailed user manual for assignment of colonies is already uploaded on the portal.
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Standard Operating Procedure -~ Proactive Service Delivery of Services Under Property Tax Management System

Services, Timelines, and Responsibilities:

3.1. Service: Creation of New Property ID: The process comprises of creation of new property ID.
NOTE: Before creating New PID, the Maker and Checker to ensure that the PID is not already created on the NDC portal.

Timeline:

a) Normal Case: timeline to dispose-off the case is 10 days.
b) Tatkal Case: timeline to dispose-off the case is 02 days

The processing of creation of new property ID details shall be undertaken as follows:

T = the date of receipt of the application

Activity/ | Timeline
S. No. Action ‘ Description Responsibility
Point Normal Case Tatkal Case
1. Creation of | Document Verification: Maker
“New All the documents uploaded by
Property citizen pertaining to the creation | Maker shall examine the documents uploaded T + 01 day T + 01 day
ID” of “new Property ID” shall be | by the Citizen and acknowledge all uploaded
verified and acknowledged as | documents
per the listed required
documents.
Further Maker shall visit the site Maker
for ascertaining the property
location, verification of the Maker shall aIsp yisit the sit_e and the report to T + 03 days
category of building  (e.g. be uploaded within 2 days’ time.
Residential, Commercial,
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Standar ina Procedure - Proactive Servi liv: f Services Under Pro, Tax Manage t t
Activity/ Timeline
S. No. Action Description Responsibility
Point Normal Case Tatkal Case

Institutional etc.) and upload the
site report along with property
Photographs on the portal.

Maker shall also update whether

the PID falls in
authorized/unauthorized
colonies.

Applicable Property Tax and Fire
tax demand for the current year

Maker

will be system calculated. Maker shall cross-check the payment status T + 03 days
from ‘Accounts’ pertaining to the Applicable
But development charges and Property .Tax, Fire tax, and Development
) .. | Charges (if any)
any other applicable arrears will
be added/updated by the Maker
on the basis of the applicable
| notifications.
After scrutiny of documents and Maker
updating dues, authorized
status, Maker can either ch;!aker shall freve(;t_ tI:E Cc;tizen (ir;)case of any T + 03 days
iscrepancy found in the documen
Recommend_ . far Makerpto zﬂake sure that all the observations
Approval/Rejection OR | 4re sent at once.

Revert to Citizen:

a) In case of any discrepancy
observed in the document,
the case to be marked as
“"Revert to Citizen” with a

Page | 6
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S. No.

Activity/
Action
Point

: Timeline
Description Responsibility
Normal Case Tatkal Case
clear description of the
observation for compliance.
\Orl
b) Forward the case to Checker Maker

with a recommendation to
“approve".

Post verification of all the uploaded documents
of the Citizen, the Maker shall submit the
documents to Checker for approval/rejection

T+ 05days =T1

Approval Or Rejection:
a) Upon recommendation of the

Checker

Maker, Checker shall | The checker shall examine and acknowledge all T1 + 01 day T + 01 day
scrutinize the documents the documents verified by the Maker.
provided by the owner with Further, the Checker shall revert to Maker.
the listed requisite
documents.
Reverting to maker
If the checker is not satisfied
with the scrutiny of the Maker,
he can revert the case back to
Maker. Maker shall have to
respond on the checker’s query.
“Approve” or “Reject” as the Checker
case may be.
The checker either approves or rejects the T1 + 03 days
Maker’'s submitted documents as the case may
be,
Page | 7
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. No.

Activity/
Action
Point

Description

Responsibility

Timeline

Normal Case Tatkal Case

REVERSION REASON

i
ii.
iii.
iv.
V.

vi.

vii.

viii.

Reasons for reversion:

Identity proof not uploaded.

Ownership Proof not uploaded.

Site plan showing location of the site not
uploaded

Building photograph not uploaded

Identity proof not legible (readable);
(select from dropdown)

Proof of ownership not legible (readable);
(select from dropdown)

Site plan showing location of the site not
legible (readable)

Building photograph not legible (readable)

Variation observed in site details during
site visit vis-a-vis the details uploaded on
the portal.

a. Variation in Property Size

b. Variation in Floor Details

¢. Variation in Category

Page | 8
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Activity/ Timeline
S. No. Action Description Responsibility
Point Normal Case Tatkal Case
REJECTION REASON i. PID already exists
ii. Main (parent) PID already exists, split PID
to be created. Applicant to submit fresh
application. for Split PID.
ili. Variation observed in site details during
site visit vis-a-vis the details uploaded on
the portal.
d. Variation in Property Size
e. Variation in Floor Details
f. Variation in Category
iv. Property outside MC limit
v. Any other reason, please mention in detail
in the comment box
a) All application reverted by Maker T1 + 02 day Within 4 hours
Checker to Maker are to be of recgipt of
resubmitted to Checker after application
re-examination of the
application.
b) After receiving maker’s reply, Checker T1 + 03 day Within 4 hours
Checker will dispose-off the of receipt of
application application
from the
maker
Rejection | Maker to scrutinise the objection Maker T2 = T+02 Within 4 hours
of raised and recommend for of receipt of
Objections | Rejection to the Checker only in application
case the Property ID already
| exist or Main (present) Property
Page | 9
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Activity/
S. No. Action
Point

Description

Responsibility

Timeline

Normal Case Tatkal Case

ID already exist, split PID to be
created. Applicant to submit
fresh application for Split PID

Checker to reject the cases if the Checker T2 + 02 Within 4 hours
Property ID already exist or Main of receipt of
(present) PID already exists, application
split PID to be created. Applicant from the
to submit fresh application for maker
Split PID .

Auto-generated SMS from the portal will be forwarded to the citizen in case of 'Revert to Citizen’.

Note:

Rejection Case:

The objection can be rejected if the Property ID already exist.

Rejection reason:

Objection Raised if the Property ID already exist.
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Standard Operating Procedure - Proactive Service Delivery of Services Under Property Tax Management System

Documents, Do’s & Don ‘ts pertaining to creation of new Property IDs
Documents Involved ]

1. Identity Proof of Applicant (any one of the following):
' . Aadhar Card,
| Pan Card,
' Parivar Pehchaan Patra,
Passport,
Driving License,
Voter ID
2. Proof of Ownership (any one of the following):
a. Sale deed/Conveyance deed/ Lease Deed
b. Transfer deed/Relinquishment deed/release deed/Jamabandi/Farad,
c. Allotment letter, re-allotment letter from any Govt. or semi-Govt. Dept. or Developer of licensed colony or Developer of approved Group
Housing
d. Court decree (An affidavit or declaration regarding court decree no court case is pending in any court)
3. Site plan showing location of the site
Building Photograph
5. Additional for properties under Lal — Dora Areas (any one of the following):
a. Where Owner details are Null or NA, the required details to be updated based on the ULBs old Property data record (Property Register) or
Panchayat record '
b. In death case, legal heir certificate issued from the competent revenue authority / civil court
c. Court Decree registered with the revenue authorities
d. Registry / Sale Deed
Do verify and ensure that all the required documents are complete and valid.
Don’t use any manual or offline mode of processing, as all processes must be updated online.

N o MY e I = o )
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