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Start

•Collection form 
•Submit all required docs
•Request land file
•Fill data on merlin (Step 1)

•Recommend for Extension (Step 3)
•Generate consent list (Bulk operations: 
Plot changes consent list)
•Sign the consent list 

•Digitize the new area of the 
whole plot on QGIS in 
ca19_parcel_changes layer
•Generate survey report (Step 2)

•Vet the physical documents 
(there is no step on merlin) you 
can create a customer case if 
there is a missing document

•Sign the consent list  

•Upload the signed consent list 
(Bulk operations: Plot changes 
consent list)

•Generate Extension Bill (Step 4)
•Assign to call center to call the 
applicant to pay

For digital CofOs: After pay the fees and the billing unit 
settle the amount, an application for surrender and 
reprint of CofO must be open to generate a CofO for the 
new plot size
•For non digital CofOs: After pay the fees and the billing 
unit settle the amount, an application for recetification 

must be open to generate a CofO for the new plot size
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