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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.
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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).
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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
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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.

sk sk 5k 3K 3K 5K 3K 3K 3K 5K 5K 3K 5K K ok 3K oK %k koK ok

Page | 15




HiAeh, Hellelad G - Wiae] oy gats qumel & e dardl @ after dar Ravor

| - '

———

(®
U

A TATAT AR fAemerd, Tager, R

HATeTeh GaTeleT Ufehar - 1

(TTTeT ¥ UFeT GUITell & ded Hai3l & Tl dar fAaror & o)




FITE Tl TIaT - Giad o gaeiaT qonel & daa Barat # afg dar Ravor

TG

EETAET T BER . eeeoeeeommseemmeveemessssssssessssssssssssssssssssasssssasssssssssssss s 9344314434314 4443444144444 4444555 AR s 4
ST < I 1 L 0000000000000 000000000 OU000 P00 0o POPP 0000 4
2. TR co.oooeeeveeeeeeeeeeseseessesesessseeessesses s sss e84 2142888805888 8 8RR 8 8RR R R R AR SRR RSB SRR R 4
3 ‘{c‘??&ﬁfﬂﬁ: .................................................................................................................................................................................................................................................................... 4
AT, T -TATE I FTTRIGIRTT........oeeeovvvvessseeeeeseeeeesesssssssssssssssssssessssssess e e 21288 8RR 1RSS5 mssm 5
3.1, qar-1.1: Wil Eer 3t anferen & e uRads a1 uiudf 321 3 AT T GUR - TG AT T .cooooooervcceverccmsssvcsssssssssmssssssmsssssssisssssssssssssssssssssssssssssssssssssssssssssssssss s 5
3.2, Jar-1.2: UTael Ser 3 ATfoven T AT TSlAT IT UTTET ST 3 ATH BT FUN - HEG B HTHE Foevvresmsssnmnssensesssessssssssssssssssss s ssisssssssssss e 10

Ut | 2

=




T Haled Gier - GiadY av gatia gondt & Jad darHt &t gl der far

AT HTeTeT Ufehar
fararer el TR Qe g, dugen, sRaron
Ty 3. Y. i giqe e gaeret vomell it aftha Ja1 fAaRor & T A1as Faree ulthar (1) - #Afees & a1 aikade
T3 dW 01
HEPIOT HEAT 02
weTre Ty 01-09-2023
TR IR RURS B & &N Jrgefea

AT UT UGATH 1. 91$.w9. 9@, AAR® e, 3f. JLUUTA, 3TS.T.TH. freprar @, 35, U.T4.

el TANT Adrr s, s | A, aedl TR @err T, G T WG, Tl T [Fay

2. &.%. AUty AET AR A, simom feremmar, Ramom

el TAT ey fasimer, gRmon
ad@ 28-08-2023
(33510




Tl Geffoled iy - aige] o gatia gonedl! @ ded Sl & @i dar faaver

SIS T 3879 & 3 a&ddst & O ufhard enfAer & [Tt ure wivdf e e gorrel & afehr dar faaror & forw fomam smoem)
1. ¥ :

a) ATfAS & AH F IR /oG - R-7cg A &,

b) i & A1 I GUR /uRads - 7 & AT H,

2. feaur®:
i. gract &1 Arforen
i. &R T &1 AH IR arferenTe
i, ARl T e e (3Ed /)

3. gd 3nafda: :
frem 79R 3 (ST A ) AR 3 IR e |
1 (A.A.4) & T AT B AHAor T TATART A fergerrera, sRamon
2 g, uel. ). UsfAa 3m$.3). & AT foren @R 3y (Sr.va.4l.) AR I TR [ (HTaarn)
3 ART/A o AaATor . ua.d1. vsfaa
_ 7, va. Y. Tsfha
HUAT &A1 & o 3mufrar Gafa A/ & Reew d i gro waanfod &7 § 3T i sl
4 HEBY/ABT Y eIl Pl e o= Fiael/3muRy R Fiar 2 &1 ASTY/AT FT Siel-FgaR AR 3Mafr-UdR F IHgaR AdesT
TSTHA YoR TR & ATCIH A fhaT ST HraRded B
FrenfAal & de & fov Regd sudiwat A3 Tea & & Nce W 3uens fpar = ¥




Al Haretd Tihar - Wiae] o gatiT qunsl & ded Sl & qisr der faver

Fard, gera-ded 3R SRR
Jar-1.1: ot 3er 3 anfere @ AT aRada a1 ufedt Ser 3 A 1 Jur - R-7cg Fe #

3.1.

a) AR AH: AHS B PAueEe Hi gaEgdEAr 15 F19 fEaa
b) dchId AFA : e & Aue & g dar 02 79 Bad &

Fifors & a1 gRaad # GUR AT ufehar Aearegar & s
& = e g1 gl B AT

I

. LIGICH: T
®.4. e g fRraor SAeRY
1. R-7eg e # | SRS HAA: AT -7y AAEt & -7y At &
AfAS w1 ATH | ATforep & 17 uRada & Gaia A fere: o
g T TS e T W T | s e e sl e e et & it wvon st | 21401 R f1+01 R
Kdlae 3 Tes foew TS T TPR B
g 3R wieR forar smeem) T !
AR fFm S 6 3mdes grr few
T FEIF AT T AT UlEe U gof
fopU S a1 ATfls &6 TAMRAT 107
AT W1 Bl
T & G, A A g & fav AT
] ARG &Y :
S = REc o TR B R B AT (e # @ Rty qw | A+02 Ra

a) graas & fordr off fworfa & s
#, 3qures & foe feouolt & wOE

STe W)
A TE AT @t 76 @l el t & a) 7 9 S




A I T - WTeT By Taea Soirelt & ded dei3l # e dar Raver

. Ifafafe / ' p—
#.49. ot g fexor | Sredterdy — ——
R & @ oA @ RaE g - )
Rt & wu & fopar o wfRwl |
' b) =G 3T, STel o7 AR T, AP | A
feogoly & fow A & fedr o
FRFR/FEER @ NS gHar Aepy fegolt & forw A1 o fopely off 31Rer)/Ferdy & &+ 03 fe=
STeR, 3Mee e TerdRd oY gy | A T ©
JTemsa 3ifha fopar SEm ¥ IS
HTRATS THEHIOT AT [T ST B
- -
C) A P A" B HAE & | ARG & W Heils R T GEATdS & Feae & awg, | O + 05 o =1
T AR @ I AT gl & ToIT GEATISH B BT B TEG FX|
Erur o
a)ﬁmﬁggaf&::ﬁf; S F G T R Tttt i A AT | (TL =T+ 05 8) | a1, 01 oy
Sra R AT TS Y S T :ﬁmm;ﬁmaﬁmm N
AR A Rae Han Sttt ! r
e A AP B S F WE A L,
g AP P A Rac & Toar gl
AP B JAT F T O 3L SAT a9 ||
g 3romar, Sel o 3agE g, dT T
feomoh & faw @@ @ BN o ool R e @ R o srRryaEd @
FR@EQ/AAE B AT THAT ot T & 1 + 02 By
ereiifs, e dad TR OEE W
U | 6

| L




Tl FaTeld Qi - Wiaet e gatre quielt & dea dapst B g dar Raror

#.4.

afafaf® / —— qHg
aRars g | faeret AT dcaTel
demsa 3ifea fear aer &1 @8
HTPeAS UETAOT Ael Far ST 21
| BT & T WX 3T ST @I | |
| 3maE Fr Tl ARy AHT e & [T SULH URN ST ¥ oar g@ | &1+ 03 R
AT B FST & S|
WeTdciel HROT | & PROT :
i, 3MAEH gRT TS T 71T gEardail 3T FTTATBIOT
¥ foT Ui W g T 710 A1 H 9 & |
ii. Tafdca UATOT JTEs def fhar Irar & |
iii. 3MEET Y JUIE A8 fohr I B |
iV. BT SANTAHRT & ATH H I SaTapr
UATOTTH TS 18] fehdT IT & |
v. EIfHcd YHATOT QUIST (Ues 19T) A€ & |
vi. 3SR AT JUISH (Ugel A9Y) T |
vil. BT SERITABRY & A 7 Blefell SaUTADRT
YATOTTT GUTST (Te A) =780 & |
viii. P 3T HROT FIIT Fc diad A e F a0
a) 9P gRT AW H Rae s\l A a1+ 02 fea TS U 81 &
AT P SERT ST & IIG I Pl 4 g¢ & MR
g WA SO
b) AW H X WA B & dlg, T ELi Al + 03 e AT T A
TS &1 Tue $am| U B & 4 6
' | & e

U | 7




HIege Garels Giear - Waef # e qonel! & ded Al & Gl aar Ravor

. fafafd / RS
#.4. m—— Rravor e - p— . —
et AT TAMT AR P ST FWW M AT A2 =A+402 | 3Mea TH A &
IEdpia YF Pl FEAPId DT AT Had 30 4 g¢ & W)
AFS F Pn sier Uiy aead giadt
S &
AT A F IEIBR W I el ECT, f12+02 F Y I
Ut I 3MEEr & g Tafua § Ua A &F 4 6
'R & Rl & ArFe # gider & 3iic- FAies TaUHTH ATRE &l ST ST/
Iredipia Fmere: -
el Wiaet 3 & s Tfa smufy @iRer & S Fepdr B
ESHTT &1 HROT:
I UiUdY IS W Aty Sars IR
feogoft:

IR IR TeT HURY IS & e wifid @ o & 3R o Fuly 3w Y ueae @ g &) Jo A wE Fuly mSE F faaRer usT S e, 9t e gr
ST fpT 1T gEas v Bl




HIeTeE Ferele gianar - Wigef S uae ol & ded Sar3t & Jfn dar AaRr

& & a1 3 aRad=/ GO & J9R0e gecrds], 741 &3 IR 71 T ( IR-Fcg T #H)
| - e oRada/guR & R aifde s

1. TaTed & UHIOT ¥ T A RE v qedst d @ @ s
a. A Ns/Pageq &5
b. TUERET S5/ $15/Afb 5/FHTEE/ G,
. HGed Ud, Y: 3ded UF forell ot @R @ a1 H9-TaR) faamr a1 asdagEr sienl o1 feraddr a1 FgAifed a0 i & fermwar
d. =arrea 3 (3fered B & H§aU # ve quy ux I "oy & w15 8 3eradr AT R o saarey & dfea ad §)

| 2. 3w H1 g yF©T (Rafaf@a & & a5 w):

TR &S,

ta #1g,

oRar uggd Ud,

qrEnYe,

HASIAT Ugdle U

3. A& ATARD, PR AU AHS A I aIRES (STURDR ATH)
a. PN SAUIHNT AU (FIIeT AT dediegr gRI SR

4, AANF TEAAS, -8R &F & a9 el & for (Feafaf@a & a4 #15 we):

D a0 o w

ST IR
b. FY & AW F, TeTH Torea WA/ fAfAer =rarey | S’y S SafsrT gaAmor o
c. UoiEa FRAFNGT & Y Gshipd =aramerd bt
d. axd/aa 9

a. STl @fores @1 fAaRoT g A1 Teov0 §, aE 3mavaed faaver Juad & e uradt ser Reprs (Uiedt Woreex) ar ummaa Repie & 3muR W 3aad fean

FRE @ Rac & [y 3R faega SRoT 3T aare/
f W%Waﬁﬁgﬂwajwmwmaﬁ Fifer a3t gl at Jidense J9se 3T ST TIRT/




Al Fare Gier - Give] o gatiT yonsl & Je Harsl S i der aRor

3.2. {ar-1.2: uiadt Eer F AT F1 A dgeran I1 Uraet 327 3 A1 1 UR - A & AR 3

a) HiA AlA
1. FY AN & AU : Ao B Do & gag @9 45 7 aw T g 45 At F @ 30 e vaea & gfd I gaER g6t #@ geia @9
& foT maeaas B

b) A AHAS : e & Auea i g @ 02 w1 aa §
a. dchlel & ATHAS F YR - ARG & 2 THT FATEAR TAT B YR Hfcar @ ufd o=l gl

Fnfar & e & uRada # IR & T 3mca & ufehar Qe $1 s ;
& = e giF gl A

: afafate /
P | et g fereror Ll A acret
1. TG & AHS F | SEAAS FeAA: . A
anfors &t aifods & A # Rada § Ffa
SR aoR® ERT 3Tes fhT T @l AP AFRE gRT TS T 10 STAESIT & AT FHam a+01 &= +01 et
Eara B g aeE e 3R 31ucs forw T T gEaTdll e TP BT
& AR WoAUa 3R TR o
STee|
gafa frar 9 6 mdee g
few T e RS W AT OiEd
W ot fFu I g #Alfed &
NG 1 & A @Ier &
Ut | 10




T & ¥ #
i m raer et e = aerel
3Med gRT 30 feaw & 2 udiw
AR AT 3 FIAT YT
ST ¥ A, W@ O AT F v A -
IR Y A7 AR B Rae &l
a) cEaRs 3 feEl o fygaty ¥ | AT ARG B R F W (GFS # w5 iy aw A+02 Rt
AR &, e & faw feogoh | T N)
¥ TP QRO & @ mwEe @ | TR I6 R FY 6 @i e v @ aR i A
Raé ¢ REeEr & wg & fwar | T
St =nfee|
b) 3maeH T 30 faw & 2 W
AR TAT # FAAT TPILAA |
c) 3H* Helal, Sl M IaRIAF B, AT
A eoqolt & fow A o foedT
o RIER/ B B S T AP feruol & forw @verer @ foredr oft 31 /aetardy &t &+ 03 fR=
¥ @i, e baw wady | B9 9OdT
Uiee W 3TTensa 3ifed fpar s
¥ PIS HPASA THEROT G
femar Sire &
— —
d) AN P "IeAEA" B IFRIAT B
T R Y 3T Y| AT & T HUES T 710 gEaTdSit & Icaha & 915, | & + 05 e = @1

AR IHAIGA &P [T SEATSAT DY ThT Dl YT DL |

Ut | 11




. afafaf / ) N A
P4, e _ feraror _ e _ ]
IegFe ¢ GCoy
AR B IERET W, IH TAEG , _
5 % @ R mwmmmﬁaummﬁsﬁahmmaﬂw (&1 = & + 05 &)
Ut RFT 91T aeardett Y o ey | 37¢ TR
AT T A0 witear: 1 + 01
I A AR B ST FIE T T, | 5w 31, I A B RGE W | &+01 A
Al g8 ATH B U AHT B RaE &
HHdT &1 APT B BT F TH W -
<l &I | __
SHh 3Tear, STe ol 3TaF 8, AT | UYPT
feogoft & fow AR & fohdr &
aTeliRr, e dae TSR Mrée gy | A9 W ©
JNidgerga 3ifpa fFar S 1 @
RIS THEHOT A8 fohdT ST B
3 & Fhepia Ife AT Al & AT 3UgH URIT ST § ) A & + 03 &=
S Bl A & S|
U HROT WG & HRT
i. 3MAE®d gRT 3Uas T 10 gEarst AR 3IdeaoT
& foT O W 2ot fopT 1w A1 & d3d |
st | 12

0

w




.49,

AR/
Frars faeg

foFedY

vi.

vii.
viii.

. P! SRIAPRT F AFS H Bl SAUTADRT

Xi.

Xii.

xiii.

i. S Y 3Uciis &1 foram a1 |
. T SAfh BT TAfACT Y07 IUATS 81 foham arm B
. B 3AURGR & AT H Plefell SRIADRT

UATOTUT UAIS ¢ foham IR—T & |

. FcG AT UF TS LT T3 |

30 &t & e & WY g 02 TEF FAER
wEl # ymidd el AT, uells ael R S
T |

1T GATT GATSH (IS AT) T & |

JTEET YATOT UISH (U ARF) 8 8l |

YHTOTYT HUTSd (U A9d) A6 81 |

. FY AU JUIST (Uga A9y A& & |

30 feat & gaar & @y FhRE 02 TET FAER
& #F g R Ser @R S guied (Uee
Qo) 2 & |

T GATER UF i ASIfad goe THfid e 6
TS B |

IS HT HROT HUAT Haic i 3 [IFAR § T |

U | 13




. afafaf /
.9, T g ‘ Rraor —— — —
'a) A ERT AW F RaE fpw a0 N AL+ 02RaA. | 3T wE N b
FH 3MIet B QERT S F A 4 g & MR
Waﬁga:uaaml
b) FHT H 3R U A F TG, T N +03RT | FAeR Y 3T wE
3T AT AU Y &Im FAF 4T H
| | s-ﬂ(_-ﬂ'
ot AT TS MO f S e A2 = #1402 e UH O & |
s AR A B N PR 4 € ¥ ofeR
e 5H AHS A BT ST IUR
I UIEt 3mesr & &
AP ATHAT B FENHPR BT I STEl 2402 AFT & HRIEA
3l area 3SE & g Tafa § UTH 81 & 4 6
& i

'Rad & i & e & Gider & el STRcs THUATH AR Pl ST S|

IEdpfa AreAe:

I wiud! 3mSEr & f@ars Tafaa smufa wiRe & s gadr B

HESHTA BT HROT:

ITeTd Ul 3mEEr wR Iafa Sag TS|

feogoft:

IfE U Tag U IS F fEae wfta & 7 ¥ 3N o duly IS & gewe @ 0 ¥ A A 7@ FuR 3D i Rewer sudc FE @, 9ud amdEw g

JAT T 9T ST U &

UsT | 14




HITe Herered iaT - Gige] v gatr gupe & ded darsii & gl dar fBazor

A ( Hog & AF#A) H GRacd=1/ GUR & Fafod gerds], T B IR 71 7

1ot AR/ GUR & T ATiNer aeamdst

1. 3AEH BT Uedid GHOT (RETTRd aEadet # ¥ B u):
a. MR &S,
b. ¥ &g,
c. IRNaR UgdE UH,
d. UrHuIE,
e. gefder omsdy,
f. FAIEET UgAE UF
2. qF AT F TWIHACT SEAAA:
a. A S5/Feaded 513
b. TUAIRET S/ I5/AfP SI5/HEC/HE,
c. e UF, GA: Idee U R oY TAR @ A1 G-I RAmT A1 redEIer Fieel F Reradmar a1 Jgefed qu e & Reaedr
d. =g Bf (3erad R & gau & v quy U I awon fr A o serert AHen R o ey i dfda A€ §)
Ul HUSHpd aiidd, Blefell SARTAGNT T 95 & 1T e & Halad A & Far fdare 3R A aiad & @699 A Th goharaT|
oA Fear 3 & sfeaf@a e off eTads f Iqueeydr & A A, T B STRIGRT FAATRADAT & UeT F Teh elheed Jerd Hil|
g UHATOT T |
30 RSl € gEaT & WY YR 02 WET FAER T A Yeriid Bram S =i
HRAND &R, ae-3RT &7 & idea wudhl & for (Reafaf@a # & #15 a):
a. STl Ao @1 fIERoT 9 AT TAQTO &, J@l 3aedd fIavor Juerdy & quer uiadl 3er R (radf Ioee) a1 varad Repis & 3R W 3ma=
fora e =nfewl

N v a2 oW

U | 15




HieATr Gerele T - Tiaet ot gatsy gurelt & dea fasl & aiba far Raror

b. ﬂ%mﬁﬁ,uﬁﬁmmﬁmﬁ/ﬁmaﬂ?ﬁﬁhmmﬁgﬁmww
c. ST ARG & T Gsliped «aramerd e
d. {E/aa S

| FRe @ Rad # AR 3R REgd FROT HaeT TarT
| BT & et #ft AT AT FHIEATSA FE T I 7 IR, a2 T a6 SHeAenseT TS fr S AT

3k 3k 2k 3k 3k 3k ok 3k 2k sk skook ok sk sk ok ok skosk ckosk

QM/ Ut | 16




and

ing Procedure - Proactive Service Delivery of Services Under P

Ic
‘-va-

N

[

af

Tax Manaqge
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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.

Page | 9
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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.

Page | 4




tandard Cperating P,

dure - Proactiv i Jj

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

W




tandard Operating Pro - Pri ) rvice Delivery of Servi nt tem

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 ]
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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.

Page | 10
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