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Start

• Collection of Form 
• Fill the Form with 

Required Data (Step 1)
• Submit all required docs
• Initial vetting 

•Applicant will sign the 
offer  

•Input the date of 
approval (Step 8)

•Jacketing the File
•Numbering the File
•Initial  File analysis
•Vetting and print vetting 
check list (Step 2)

•Forward file to Survey

• Cartography digitize the 
survey plan on QGIS

•Reporting office receive the 
file 

•Vets the digitized plan
•Write survey report (Step 3)
•Forward to quality check 

•DGIS Receive the file 
•Carries out QC on 
the survey Report 

•Prints the report 
and attach in the file 
(Step 3)

•Forward file to the 
records unit for 
filling and dispatch

• Site Inspection 
• Quality Check 
• Minutes on the file 
• Generate TP Report (Step 4)

•Final Check 
•Forward file to 
production

• Recommend (Step 5)
• Generate Offer approval 

List (Bulk Operation: Offer 
Approval List)

• Sign offer approval list 

• Upload Offer approval list 
in Bulk Operation:Offer 
Approval List

• Press the button Prepare 
Offer (Step 6)

• Generate Initial Bill 
(Step 7)

• Assign the file to call 
center for calling the 
applicant to pay 

• Generate Offer letter (Step 7)

• Sign offer letter

• Forward to Customer 
Service for Offer 
Conveyance

•Generate TDP (Step 9)

•Preparing CofO (Step 9)
•Print COFO after 
generation of COFO 
confirmation list

• Vetting & printing the 
Confirmation list

• (Bulk Operation: CofO 
Confirmation List) 

•Print Form COFO (Step 9)

•Sign Confirmation list

• Upload the Confirmation 
List

• (Bulk Operation: CofO 
Confirmation List) 

•Send the CofO to H.E. to sign

• Register the CofO (DMS: Deed 
Registry)

• Assign the file to call center to 
call applicant

• Dispatch to applicant (Step 10)

•Save the File
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