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1 Procedure 
Procedure for obtaining Property Tax Registration
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START

Fill online form

Upload the required 
supporting 
documents

SMS/Email 
Alert to 

Applicant & 
Assistant

Submit the 
application

Scrutinize the 
Application, and 

Documents 

Any clarifications 
required?

Yes

Forward 
application to 

Assessor

No

Provide 
clarification 
to Queries

Conduct 
inspection

Prepare inspection 
report and submit

SMS/Email 
Alert to 

Applicant

End
Receive 
Notice

Receive 
reasons

Raise 
Queries

SMS/
Email 

Alert to 
Assistant

Review file

SMS/EMail 
Alert to 

Applicant

Forward to 
Sanctioning 
Authority

Review File and 
inspection report

Approval Case ?

Yes

No

Record reason 
and Reject

Approve

Inspect 10% of the 
applications. 

Process similar to 
the earlier one.

Generate 
Registratio
n Notice

Registration 
Notice

SMS/Email 
Alert to 

Applicant

Send 
remarks on 
rejection

SMS/EMail 
Alert to 

Applicant

 

Legend

Offline 

Online – 
Department 
system

Online – Single 
Window Portal 
(SWP)
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2 Checklist of supporting documents 
S. No. Document 

1.  Property tax payment receipt, if the building is constructed by demolishing the earlier 

construction.  

Vacant land tax payment receipt in case of vacant land. 

2.  Copy of Sale deed and Encumbrance Certificate 

3.  Building Plan approved by GCC 

 

3 Fees 
Not Applicable 
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