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• Collection of Form 
• Fill the Form with 

Required Data
• Submit all required 

docs
• Initial vetting 

•Jacketing the File
•Numbering the File

•Generate bill
•Assign to call center to call the 
applicant to pay 

•Generate CofO

• Collection of CofO
• Input collection date 

on merlin

• Vetting & printing the 
Confirmation list 

•Print Form CofO

•Sign CofO 
confirmation list

•Sign CofO

• Register the CofO 
• Snap signed CofO
• Assign the file to call 

center to call applicant

•Save the file

• Input commencement date / 
expiration date / lease 
period(years)

•Generate Offer letter and 
acceptance letter 

•Assign to call center to call the 
applicant to sign

• Input the offer acceptance date 

• Generate TDP

•Send the CofO to 
HE

Note:
THIS APPLICATION WILL BE OPEN AUTOMATICALY BY MERLIN 
WHEN THE SUBDIVISION IN COMPLETED
•the name on the CofO will be the name of the primery owner, 
•The owner can do assignment after generating CofO for each subdivision 
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