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Classification.

2. Implementation of integrated Online Portal for CLU.
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1. Third Party/Self Certification for Occupancy Certificate for low risk buildings as per Risk
Classification {(Annexure-1).
2. Implementation of integrated Online Portal for CLU (Annexure-2).
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Annexure-1

Third Party/Self Certification for Occupancy Certificate for Low
Risk Buildings as per Risk Classification

Step 1: Application for Plinth Level Inspection

« After completing the plinth level construction, the applicant submits an application
for plinth level inspection along with supporting documents (approved drawings,
photographs, etc.).

Step 2: Third Party Plinth Self-Certification (within 2 days)

« An empanelled Architect inspects the site and self-certifies that the plinth has been
constructed as per the approved drawings.
« The certification is uploaded/attached to the application for record purposes.

Step 3: Application for Final Inspection

. After construction completion, the applicant submits an application for final
inspection of the building.

« Supporting documents include approved building plans, photographs, and plinth
certification.

Step 4: Authority’s Junior Engineer (JE) Inspection (within 5 days)

« The Authority’s JE inspects the site within 3 working days.
. If construction is found compliant, JE forwards the application for final verification.
« If objections are found:
o JE raises objections and sends them to the applicant.
o The applicant must resubmit corrected documents/details within 30 days.
o Failure to resubmit within 30 days — application automatically rejected.
. TInternal clarifications (if required) may be sent to departmental officers, who must
respond within 5 days.

Step 5: Authority’s Final Verification (within 5 days)

« After JE’s report, the Authority verifies the application within 2 days.
« In case of rejection authority will reject the application and applicant can re-apply for
the final inspection after the correction of suggested changes
+ The Final Inspection Report is issued within another 2 days.
« If objections are found:
o Applicant must resubmit corrected details within 30 days, else application is
auto-rejected.
o Any intemal departmental clarification required must be addressed within 5
days.

Step 6: Completion Certificate by Third Party (within 7 days)




+ Based on the Final Inspection Report, an empanelled Architect and Structural
Engineer jointly issue the Completion Certificate.
« The certificate must be issned within 7 days of receiving the inspection report.

Step 7: Occupancy Certificate by Third Party (within 7 days)

» After issuing the Completion Certificate, the empanelled Architect and Structural
Engineer issue the Occupancy Certificate within 7 days.

» Occupancy Certificate certifies that the building is safe, structurally sound, and fit for
occupation.

Step 8: Process Completion

s Once the Occupancy Certificate is issued, the process is completed successfully.
» Records are updated in the system, and the applicant can legally occupy the building.



Annexure-2

LA e

Implementation of Integrated Online Portal for Change of Land
Use (CLU)

Process for Plot Area from 4000 sqm to 10,000 sqm

Step 1: Application Submission

« The applicant subimits a request for change of land use along with all required

documents (ownership papers, site plan, etc.)-
« Applicationis formally registered in the system for processing.

Step 2: Payment of Processing Fees

« The applicant pays 10% of the total land use conversion charges as processing fees.
« Refund condition: If the CLU request is rejected, the 10% fee is refunded.

. TForfeiture condition: If the applicant fails to pay the remaining conversion charges
after approval, this 10% fee is forfeited.

Step 3: Verification of Processing Fee (within 2 days)

. Authority verifies whether the 10% processing fee has been received.

« If payment discrepancy exists, an objection is raised and sent to the applicant.

. Ifthe applicant does not respond within 30 days, the application is automatically
rejected.

Step 4: Document Verification (within 2 days)

« Authority checks completeness of submitted information and documents.
. If documents are missing/incorrect, objection is raised to applicant (response required
within 30 days, else rejection).
« Ifan NOC from the Revenue Department is required, the request is forwarded.
o Revenue Department must reply within 15 days.
o If no response, it is treated as deemed approval.

Step 5: Ownership Verification (within 7 days)

« Authority verifies the ownership/title documents of the land.

. If clarification is required, query is raised internally (to departmental user) who must
respond within 5 days.

« Ifapplicant fails to respond to objections within 30 days, the application is rejected.

Step 6: Land Use Verification (within 2 days)

« Authority checks the existing land use against Master Plan/zoning records.
« Objection mechanism same as above (30 days for applicant, 5 days for intemnal
clarifications).




Step 7: Technical Verification & Site Inspection (within S days)

« Technical team verifies site conditions.

« Site inspection report is prepared.

« TIfCLU is not feasible for that land, application is recommended for rejection to
higher authority.

« Objections/clarifications handled as per standard process.

Step 8: Forwarding to Town & Country Planning (TCP) Department (within
30 days)

« Application is forwarded to TCP for evaluation.
e TCP must respond within 39 days.
» TCP may approve, raise objection, or recommend rejection.

Step 9: Autherity Verification after TCP Review (within 7 days)

o Based on TCP’s feedback, authority initiates further verification.

« If techrical/site inspection already recommended rejection, application is processed
for rejection.

« Standard objection/clarification timelines apply (30 days for applicant, 5 days for
internal queries).

Step 10: Vice-Chairman (VC) Verification (within 5 days)
» Application forwarded to VC for review.

« Ifcleared, VC forwards it to the Chairman for final decision.
o Ifrejected, applicant is informed and refund of 10% fees initiated.

Step 11: Chairman Review (within 5 days)

e Chairman examines and either approves or rejects the application.
« In case of rejection, applicant is informed and refund process of 10% fee is initiated.
« If approved, the process moves forward for public notification.

Step 12: Public Notification (within 45 days)

« Assistant Engineer (AE) publishes notice in newspapers inviting objections from the
public regarding the proposed CLU.
» Objections can be submitted within 45 days.

Step 13: Handling Public Objections
« If no objection is received within 45 days — application proceeds for demand chailan
creation.

« If objections are received — matter is forwarded to Shashan Committee for
examination.

Step 14: Shashan Committee Review (15 days)
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Process for Plot area Above 10,000 sqm to 50,000 sqm

Step 1: Application Submission

* The applicant submits a request for change of 1and use along with all required
documents (ownership papers, site plan, etc.).
» Application is formally registered in the system for processing.

Step 2: Payment of Processing Fees

» The applicant pays 10% of the total land use conversion charges as processing fees.

* Refund condition: If the CLU request is rejected, the 10% fee is refunded.

» Forfeiture condition: If the applicant fails to pay the remaining conversion charges
after approval, this 10% fee is forfeited.

Step 3: Verification of Processing Fee (within 2 days)

* Authority verifies whether the 10% processing fee has been received.

» If payment discrepancy exists, an objection is raised and sent to the applicant.

+» Ifthe applicant does not respond within 30 days, the application is automatically
rejected.

Step 4: Document Verification (within 2 days)

= Authority checks completeness of submitted information and documents.
» If documents are missing/incorrect, objection is raised to applicant (response required
within 30 days, else rejection).
+ Ifan NOC from the Revenue Department is required, the request is forwarded.
o Revenue Department must reply within 15 days.
o lfno response, it is treated as deemed approval.

Step 5: Ownership Verification (within 7 days)

+ Authority verifies the ownership/title documents of the land.

» Ifclarification is required, query is raised internally (to departmental user) who must
respond within 5 days.

+ Ifapplicant fails to respond to objections within 30 days, the application is rejected.

Step 6: Land Use Verification (within 2 days)
+  Authority checks the existing land use against Master Plan/zoning records.
*» Objection mechanism same as above (30 days for applicant, 5§ days for internal
clarifications).

Step 7: Technical Verification & Site Inspection (within 5 days)

+ Technical team verifies site conditions.
= Site inspection report is prepared.



. IfCLU is not feasible for that land, application 18 recommended for rejection to

higher authority.
. Objections/claﬁﬁcations handled as peT standard process.

Step 8: Forwarding to Town & Country Planning (TCP) Department (within
30 days)

. Applicationis forwarded to TCP for evaluation.
. TCP must respond within 30 days.

. TCP may approve, raise objection, ot recommend rejection.

Step 9: Authority Verification after TCP Review (within 7 days)

» Based on TCP’s feedback, authority initiates further verification.
. 1ftechnical/site inspection already recommended rejection, application 1s processed

for rejection.
« Standard objectionfclaﬁﬁcation timelines apply (30 days for applicant, 5 days for

internal queries).
Step 10: Vice-Chairman (VC) Verification (within 5 days)
« Application forwarded to VC for review.

If cleared, VC forwards it to the Chairman for final decision.
. Ifrejected, applicant is informed and refund of 10% fees initiated.

Step 11: Chairman Review (within 5 days)

. Chairman examine and forw ard application to UHUDA for further process.
. Incase of rejection, applicant is informed and refund process of 10% fee is initiated.

Step 12: UHUDA Review (within 15 days)

. UHUDA examines and cither approves o1 rejects the application.
. In case of rejection, applicant is informed and refund process of 10% fec is initiated.
o If approved, the process moves forward for public notification.

Step 13: Public Notification (within 45 days)

« Authority Assistant Engincer (AE) publishes notice in newspapers inviting objections
from the public regarding the proposed CLU.
+ Objections canbe submitted within 45 days.

Step 14: Handling Public Objections

. If no objection is received within 45 days — application proceeds for demand challan
creation.

« If objections are received — matter is forwarded to Shashan Committee for
examination.




Step 15: Shashan Committee Review (15 days)
o Committee evaluates objections.

« If objections are found valid — application is rejected.
» If objections are cleared — application proceeds to demand challan creation.

Step 16: Creation of Demand Challan (2 days)

« Authority generates demand challan for the remaining land use conversion charges.
o Challan is forwarded to the applicant for payment after the final verification from VC,

Step 17: Payment of Conversion Charges (within 365 days)
» Applicant must pay the balance CLU charges within 365 days.

« Failure to pay within the timeline results in automatic rejection and forfeiture of 10%
processing fee.

Step 18: Verification of Final Payment (within 2 days)

« Authority verifies receipt of full conversion charges.
» If discrepancy found, objection is raised to applicant (30-day response time).

Step 19: Final Notification & Completion (5 days)
» Once payment is verified, Authority issued final notification stating that the land use

has been officially changed.
» Process is marked as completed.



Change of Land Use (CLU) Process — for Plot area Above 50,000
sqm

Step 1: Application Submission

» Theapplicant submits a request for change of land use along with all required

documents (ownership papers, site plan, etc.).
« Application is formally registered in the system for processing.

Step 2: Payment of Processing Fees

« The applicant pays 10% of the total land use conversion charges as processing fees.

« Refund condition: If the CLU request 15 rejected, the 10% fee is refunded.

. Forfeiture condition: 1f the applicant fails to pay the remaining conversion charges
after approval, this 10% fee is forfeited.

Step 3: Verification of Processing Fee (within 2 days)

« Authority verifies whether the 10% processing fee has been received.

« If payment discrepancy exists, an objection is raised and sent to the applicant.
If the applicant does not respond within 30 days, the application 1S automatically
rejected.

Step 4: Document Verification (within 2 days)

. Authority checks completeness of submitted information and documents.
+ If documents are missing/incorrect, objection is raised 1o applicant (response required
within 30 days, else rejection).
. Ifan NOC from the Revenue Department is required, the request is forwarded.
o Revenue Department must reply within 15 days.
o Ifno response, it is treated as deemed approval.

Step 5: Ownership Verification (within 7 days)
« Authority verifies the ownership/title documents of the land.
. If clarification is required, query is raised internally (to departmental user) who must

respond within 5 days.
. If applicant fails to respond to objections within 30 days, the application is rejected.

Step 6: Land Use Verification (within 2 days)
« Authority checks the existing land use against Master Plan/zoning records.
« Objection mechanism same as above (30 days for applicant, 5 days for internal

clarifications).

Step 7: Technical Verification & Site Inspection (witbin 5 days)

. Technical team verifies site conditions.

.t



* Site inspection report is prepared,
If CLU is not feasible for that land, application is recommended for rejection to
higher authority,

* Objections/clarifications handled as per standard process.

Step 8: Forwarding to Town & Country Planning (TCP) Department (within
30 days)

* Application is forwarded to TCP for evaluation,
* TCP must respond within 30 days.
» TCP may approve, raise objection, or recommend rejection.

Step 9: Verification after TCP Review (within 7 days)

* Basedon TCP’s feedback, authority initiates further verification.

o Iftechnical/site inspection already recommended rejection, application is processed
for rejection,

» Standard objection/clarification timelines apply (30 days for applicant, 5 days for
miernal queries),

Step 10: Vice-Chairman (VC) Verification (within 5§ days)
* Application forwarded to VC for review.

» Ifcleared, VC forwards it to the Chairman for final decision.
* Ifrejected, applicant is informed and refund of 10% fees initiated,

Step 11: Chairman Review (within 5 days)

*  Chairman forward the application to the UHUDA for fina] approval,
* Incase of rejection, applicant is informed and refund process of 10% fee is initiated.

Step 12: UHUDA process (within 15 days)

* UHUDA forward the application to the Shashan for final approval..
* Incase of rejection, applicant js informed and refund process of 10% fee is initiated.

Step 13: Shashan process (within 15 days)

* Shashan examines and either approves or rejects the application.
* Incase of rejection, applicant is informed and refund process of 10% fee is mitiated.
* Ifapproved, the process moves forward for public notification.

Step 14: Public Notification (within 45 days)
* Authority Assistant Engineer (AE) publishes notice in newspapers mviting objections

from the public regarding the proposed CLU.
* Objections can be submitted within 45 days.




Step 15: Handling Public Objections
. If no objection is received within 45 days — application proceeds for demand challan

creation.
. If objections are received — matter is forwarded to Shashan Committee for

examination.

Step 16: Shashan Committee Review (15 days)
. Commitiee evaluates objections.

« If objections are found valid — application is rejected.
. If objections are cleared — application proceeds to demand challan creation.

Step 17: Creation of Demand Challan (2 days)

o Authority generates demand challan for the remaining land use conversion charges.
. Challan is forwarded to the applicant for payment afier the final verification from VC.

Step 18: Payment of Conversion Charges (within 365 days)
» Applicant must pay the balance CLU charges within 365 days.

. Failure to pay within the timeline results in automatic rejection and forfeiture of 10%
processing fee.

Step 19: Verification of Final Payment (within 2 days)

» Authority verifies receipt of fuil conversion charges.
« If discrepancy found, objection is raised to applicant (30-day response time).

Step 20: Final Notification & Completion (5 days)
e Once payment is verified, Authority {ssued final notification stating that the land use

has been officially changed.
« Process is marked as completed.
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