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OUR COMMITMENTS
gekjh 1fre)rik,

DEVELOPMENT AUTHORITIES HOUSING AND DEVELOPMENT
BOARD, OWE FOLLOWING SERVICES TO OUR CONSUMERS,
ALLOTEE/ BUYERS

fodkl wkikdj.k@wvkokl ,o fodkl ifj'n viu mitOr viovi@drk dk
fukufyf[kr vi’oklu nrk gi&

Unbaised, quick and cordial service] with full integrity and
honesty,
IR; fu'Bk ,o0 bekunkjh d Bk fu"i{k Rofjr ,o BktU;i.k Bok

High quality of construction and development works at appropriate cost,
mfpr eY; ij mPp dkfV dk fodkl ,o0 fuek.k dk;]

Punctuality and transparency in all transactions,
IHh yu&nu e ikjnfkrk ,o Be;c)ri

Time-bound delivery of all servicesand redressal of complaints,
I Dokvk@f’kdk; ri&i=k dk Be;c) Bek/ku]

To make available at reception counter, all information regarding time-
bound disposal of various on-going programmes,

fofiliu Bpkyr dk;k d Be;c) fulrkj.k d MEclk e Bpuk Bkexh Lokxr dfk e
miytk djkuk

Organiseregular public campsfor quick disposal of pending matters
yitcr ekeyk d Rofjr fu'iknu gr fu;fer -i 1 yid f’koj vk;ker djulA

Deter mining/Fixation of Time-Schedule and responsibilitiesfor
time-bound disposal of various Tasks and redressal of Public
Grievances.

foftklu dk;k d Be;c) fu'iknu
rik ykd fkdk;rk d Bekku gr le;&Ihek ,0 mRrjnkf;Ro fu/kkj.k




Expectations of Citizen Charter
Wkxfyd vikdkl 1= dh vi{k,

1- Plot/house/property Allotment
1- Hk[k.M@tkou vkoVu fo'k;d l

2. Building Plan Approval
2- tkufp= Lohdfr fo'k;d

3-Land Acquisition, Development Works
And Maintenance of Public Services
3Hk&vtu] fodkl dk;k ,0
tu&lokvk d vuj{k.k fo'k;d '

4 -Redressal of Public

Greivances
4- ykd f’kdk;rk d Rek/iku gr 0;oLFk

5- Obligations of Consumers
5- mitkDrk d nkf;Ro

6- Procedurefor registration of
Complaints

6- fkdk;r nt djku gr ifd;k




1. ALLOTMENT OF PLOT /HOUSE

IEifRr vuhkx

Hk[k.M@Hkou vkoVu fo'k;d

PROPERTY SECTION

Sl.No. Purpose/Enquiries Time Officer Responsible
@ 1- i ;keu@feKKlK, Schedule mRrjnk;h vikdkjh
fuLrky .k
le;&lMhek
1- | To obtain information regarding avalibility of plots /| 24hrs. Property Officer
housesin various schemes 1 fnu LiEifRr wi/kdkjh
fofflu ;kEukvk e H[k.Mk@Houk di miyCkrk Kkr djuk
2- | To obtain information regarding new schemes of | 24hrs. Property Officer
Development Authority/ Housing and Development Board | 1 fhu LiEifRr vi/kdijh
ikf/kdj.k@ify'kn Hjk Dpkfyr u;h ;ktukvk dn thudkjh djuk
3- | To submit application for registsation of plot/house| 2 days Property Officer
allotment 2 fnu LiEifRr wi/kdkjh
tk[k.M@Hou d 1tidj.k gr vionu&i= tek djuk
4- | To obtain information regarding progress of plot/house| 3days Property Officer
allotment 3 fnu LEEifRr vi/kdkjh
tk[k.M@tkou d vkoVu dh ixfr Kkr djuk
5- | Toobtain costing of plot/house 5 days Accounts officer
Hk[k.M@tkou dh dkLVx djkuk 5 fnu y [f/kdkgh
6- | Toobtain allotment letter 2 days Property Officer
vioVu lk= kr djuk 2 fnu LEEIfRr vi/kdkjh
7- | To obtain calculation memo regarding instalments of plot | 7 days Property Officer
/ house 7 fnu LiEifRr wi/kdkjh
viofVr K[k.M@Hkou dh fd*rk dh x.kuk I BEcfU/kr fooj.k 1kir djuk
8- | Toobtain details of interest/penal interest calculation 10 days Property Officer
(;k€ ,0 n.M (ke vix.ku d BEcU/k e fooj.k Tkir djuk 10 fnu LEEIfRr vi/kdkjh
9- | Toobtain Reschedule of installments 15 days Chief Accounts
fd"rk dk 1ufu/ky.k djkuk 15 fnu Offic
e[; yIki/kdkjh
10 | To obtain Settlement of anamalies in the deposited| 10days Property Officer
amount 10 fnu LEEIfRr vi/kdkjh
tek fujki’k dh foll xfr dk Bek/ku djkuk
11- | Toobtain Verfication of file documentation 10days | Property Officer
1=toyh d MD;elV*ku dh if'V djkuk 10 fnu LEIRr vi/kdkjh




To obtain Renstatement of plot/house allotment on | 3days Property Officer

12- | request made within 30 days of cancellation 3 fnu LiEifRr wi/kdkjh
fujLridj.k d 30 fnu d wvinj vionu dju ij H[k.M@Hou vkoVu
dk 1uogky djkuk

13- | Toobtain Costing for complete payment 10 days Property Officer
1.k Bxrku d fy, X.kuk djkuk 10 fnu LiEifRr wi/kdkjh

14- | Transfer or renaming of plot/building 45 days Property Officer
Hk[k.M@tkou dk ukekirj.k ;k 1R;koru 45 fnu LiEifRr wi/kdkjh

15- | Mutation of plot/house 60 days Property Officer
Hk[k.M@tkou dk E;V’ku djkuk 60 fnu LiEifRr wvi/kdkjh

16- | Toobtain copy/inspection of file 5 days Secratary
lk=koyh dk fujhfk.k@udy tkir djuk 5 fnu Ifpo

17- | Execution of agreement/sale deed 15 days Property Officer
vuclk@fod; foy[k dk fu"tknu 15 fnu LiEIfRr vi/kdkjh

18- | Conversion of L ease hold land to free-hold 15 days Property Officer
1V dh tkfe dk Yh&gkYM djkuk 15 fnu LiEifRr wi/kdkjh

19- | Toobtain posession letter after registration of sale deed 5 days Property Officer
fod; &foy [k fucl/ku d mijr HK[k.M@ Hou dk ditk 1= 1kir djuk 5 fnu LiEifRr wi/kdkjh

20- | Toobtain refund of registration/any other due amount to | 10 days Property Officer
unsecsessful applicants after the lottery 10 fnu LIEIfRr wvi/kdkjh
yivjh d mijkr vIQy wviondk dk 1tndj.k@wvl; n; Aujkk dh
oki Ih

21- | Toknow the status of progressregarding submitted 5 days Property Officer
application 5 fnu LiEifRr wi/kdkjh
10 e tek ikFkuk&lk= dh ixfr Kkr djuk

22- | Toobtain miscellaneouse information regarding 15 days Property Officer
properties 15 fnu LiEifRr vi/kdkjh

IEifir;k d BEcUk e fofo/k thudkjh ikir djuk




2- 2. App

roval of Plang .~
ekufp= Lohdfr fo'k;d =

BUILDING SECTION
Hou wuhkkx

“Officer

S.No. Purpose/Enquiries Time
i ;tu@fEKKlk, Schedule Responsible
fuLrky .k mRrjnk;h vikdkjh
le;&Ihek
1- To obtain information at the counter regarding Immidiate Incharge,
plan approval formalities ridky Building Section
etufp= Londr dhb wvkipkfjdrivk dh dim.Vj 1j tkudkjh 1HkghlHkou v uHkkx
djuk
2- To obtain Providing prescribed formsat the Immidiate Incharge,
counter for submission of plans redky | Building Section
ekufp= tek dju gr fulfjr 1i= dm.Vj 1j kir djuk 1HkghlHkou v uHkkx
3- To obtain information at tha counter regarding Immidiate Incharge,
building permit fee and other related charges rRdky | Building Section
etufp="kyd ,0 vlU; n; "fYdk dh dim.Vj 1j tkudkjh 1HkghlHkou v uHkkx
djuk
4- Submission of plansfor plotsupto 300 sgq mt. of Immidiate Incharge,
area redky | Building Section
300 ox etVj rd d H[k.M dk ekufp= tek djuk 1HkghlHkou v uHkkx
5- Approval of plan for unitary plots of morethan 30 days Incharge,
300sg.mt. of area 30 fnu Building Section
300 ox efvj I cM ,dy H[k.M dh ekufp= Londfr 1HkghlHkou v uHkkx
6- Approval of plan for group housing/commer cial 90 days Incharge,
buildings 90 fnu Building Section
xi gmflx@0; 00k ;d Hou ekufp= dh Londfr 1HkghlHkou v uHkkx
7- To obtain information regar ding sub-division/lay- 45 days Incharge,
out plan fee (including securing of NOC from 45 fnu Building Section
concerned departments) ijifHou: vuHkx
Ic&iMotu@y&vimV Iyku gr n; ‘kYdk dh thudkjh
BECTU/r fotkxk B vukifRr fek.k&i= tkir djuk th ftefyr
g
8- Approval of sub-division/lay-out plan 45 days Incharge,
Ic&iMortu@yé&vimV Iyku dh Lohdfr 45 fnu Building Section
1HkghlHkou v uHkkx
- Approval of plan for purchaseable F.A.R. 30 days Incharge,
@;8&;Kk; ,Q-,-vkj- gr elufp= Loidfr 30 fnu Building Section

1Hkjhltkou v uHkkx




10- | Approval of plan for compensatory F.A.R after 30 days Incharge,
policy descision 30 fnu Building Section
DErulVjh ,Q-,-vkj gr uhfrxr fu.k; d mijilr ekufp= 1HkghlHkou v uHkkx
Lohdfr

11- | Planrenewal 15 days Incharge,
ekufp= uofundj .k 15 fnu Building Section

1HkghlHkou v uHkkx

12- | Toobtain information at the counter regarding Immidiate Incharge,
Compounding bye-laws redky | Building Section
"feu mifof/k d ckj e dkm.Vj 1j thudikjh iHkjhHou vukkx

13- | Approval of compounding plan 90 days Incharge,
deikmf.Mx ekufp= dh Lodfr 90 fnu Building Section

1HkjhlHkou v uhkkx

14- | Hearing of notices against unauthorised/illegal 2 days Incharge,
construction 2 fnu Building Section
vir@e.k@volk fuek.k d foz) ikir ukivl dhi Tuokb 1HkghlHkou v uHkkx

15- | Action against unauthorised/illegal construction 7 days Incharge,
vir@e.k@ volk fuek.k d fo:) dk;okgn 7 fnu Enfor cement

iHkgh) buQklelv

16- | To obtain copy of approved plan 7 days Incharge,
Lohdr ekufp= dh udy ikir djuk 7 fnu Building Section

1HkghlHkou v uHkkx

17- | Toobtain Land-useinformation as per Master Plan| 7 days Incharge,
egk;keuk d vulky Hé&mi;kx dh thudkjh 1kir djuk 7 fnu Planning Section

1HkghlHkou v uHkkx

18- | Disposal of application regarding change of Land- | 90 days Incharge
use 90 fnu Planning
H&1 ;kx ifjoru mkFuk&i= dk fulrkj.k iHkjhltkou  vuHkkx

19- | Toenquire about the date fixed for hearing of case | Immidiate Incharge,
from the Presiding Officer redky | Building Section
okn d MEcU/k e BEcfUkr 1nBkBhu vi/kdkjh 1 frifk dh 1HkghlHkou v uHkkx
thudkjh djuk

20- | Issue of Completion Certificate 30 days I nchar ge,
i.krk iek.k&1= dk fuxeu 30 fnu Building Section

1HkghlHkou v uHkkx




3.Land Acquisition, Development worksand

Maintenance of Services

H&veu] fodkl dkk ,0 tu&lokvk d vuj{k.k fo’;d

~. Engineering Section
; vitk; U=k vuHkx

d-1- Purpose/Enquiries

Time Schedule Officer
i ;ktu@feKkik, fuLrkj .k Responsible
le;&lhek mRrjnk;h vikdkjh

1. To know the boundaries of land proposed for 5 days Engineer
acquisition ) 5 fnu Aquisition
vtu gr ilLrifor Hfe di Bhekvk dh fLFkfr Kkr djuk itk Urk v

2- Disposal of application regarding readjustment of 90 days Inchar ge Planning
land in the Authority’s scheme 90 fnu iHkjh fusktu
ikf/kdj.k ;ktuk e Hfe d Tulek;ktu 1 BEcfikr IkFuUk&I=
dk fuLrkj.k

3- To secure approach to private land from 90 days Inchar ge Planning
Authority’s scheme 90 fnu iHkjh fu;ktu
ikf/kdj.k ;keuk 1 futh Hfe dk , ikPk iklr djuk

4- Starting repair of drains, parks and roads etc. in 30 days Inchar ge Engineer
the Authority’s colonies 30 fnu ik vtk rk
ikf/kdj.k dh dkykfu;k e ukyh) ikd o IMd] viin dh ejter
1kjEtk djkuk

5-- Repaire of street-light in the Authority’s colonies 7 days Inchar ge Engineer
ikf/kdj.k dh dkykuh e LVIV ykbV dh ejter djkuk 7 fnu Hkjh VAHk; rk

6- Restoration of water supply in the Authority’s 1 day Inchar ge Engineer
colonies 1 fnu Hkgh R rk
iki/kdj.k db dkykuh e Befpr tykifr ogky djuk

7- Completion of large development / construction 45 days Inchar ge Engineer
(incomplete) works 45 fnu Hkjh VAHk; rk
cM fodkl ,o fuek.k dk;k sw/js dk 1.k djkuk

8- Completion of small development / construction 30 days Inchar ge Engineer
(incomplete) works 30 fnu Hkjh VAHk; rk
NKV fodkl ,0 fuek.k dk;k sw/js dk 1.k djkuk

o- Toobtain physical possession of plot 7 days Inchar ge Engineer
Hk[k.M dk Hkfrd di&k 1kir djuk 7 fnu Hkjh VK rk

10- Toobtain physical possession of building 15 days Inchar ge Engineer
tkou dk Hkfrd ditk ikir djuk 15 fnu Hkjh VAHk; rk




ARRANGEMENTS FOR REDRESSAL OF PUBLIC GRIEVANCES

ykd f'kdk;rk d Bek/kku gr 0;oLFk

QUICK SERVICES THROUGH INDIPENDENT AGENCY
LorU= ILFk d ek/;e 1 Rofjr Dok

I ndependent agency to be deployed for registration of complaints
f'kdk; rk d 1tidj.k gr Lorl= BLFk yxkb &k, xhA
All complaintswill beregistered through above mentioned agency
lelr f'%dk;r mijiOr ILFk d el/;e 1 nt djib €k, XA
Complainant will submit complaint in the prescribed form at the Authorit
Counter
f'kdk; rdrk fuldjr 11= 1j kikdj.k d dimVj 1j f'kdk;r iLrr djxiA
Complainant will have to deposit prescribed fee alongwith application form to
register the complaint
dimVj ij f'kdk;r nt djku gr vionu&i= d Bk fulkfjr "kYd tek djuk gkxiA
Agency will issue a complaint number and date for communicating Action
Taken Report
BLFk gk fkdk; rdrk dk dEryV uEcy fn;k &, xk vkj iut BEid dju gr frifk nh €k, xhA
Agency will forward all complaints to the Secretary, Development Authority on
day to day basis
ifrinu & Ho f'kdk; r akir gxt] BLRG gk akikdj.k d Bfpo dk mIh fnu ilrr dh €k, XA
» Authority after processing all complaints within 4 to 5
dayswill provide Action Taken Report (ATR) to tha Agency
for onward transmission to the complainant.
> wkfkdj.k gk ikir Belr f%dk;rk dn pkj sk 1kp fnu e iklflx dj
ILFk dk Action Taken Report (ATR) miyCtk djk;h €k, xh rkid
miHkDrk dk virfje mrj fn;k €k BIdA

S

<

>
> The Agency will provide the ATR to the complainant on due date.
The Government shall Monitor the System By Exception and penal

action would be taken against the Officer responsible for negligence.
> BLFK gk ATR db Bpuk fkdk; rdrk dk nh x;h frifk i miyCk djkb €k, xnA ftu

f'dk; rk dk fuldjr le; Nhek d wvinj lelku Bfuf*pr ugh gkxk] di Monitoring
by exception "klu Fkjk dh &k, x vkj mRrjnk;h vikdigh d fo:) fu;etullj
n.Mked dk;okgh dh &k, xnA



5. RESPONSIBILITIESOF ALLOTTEE / APPLICANT
milkDrk dk nkf;Ro

1. Do not purchase plots or buildingswith disputed ownership title
k[k.M@tkou d; u dj feudk LokfeRo L1"V u gf]
2. Plot or building should be purchase only in such scheme where lay-out plan has
been sanctioned by the Competent Authority
doy ,It ;ktuke H[k.M@Hou d; dj feldk y&vimV Iyku  I{ke tkf/kdkjh
Hjk Loidr gk
3. Do not purchase plot or building falling within undeveloped land or unauthorised
colon
vfodflz/kae vFok vufkdr -1 1 fufer dkykuh e Kk[k.M@Hou dk d; u dj]
4. Do not purchase house or building whose construction isillegal.
vo/k -1 I fufer Hou d; u dj]
5. Comply with formalities relating to plan approval and pay all prescribed
fees/char ges.
ekufp= Lotdfr BEcU/ir BeLr vkipkijdrkvk dk vuikyu dj rFik n; BHa “kydk dk Hxrku djA
6. Construct your house after approval of the building plan and in accordance with
the approved plan.
Hou dk fuek.k ekufp= Londfr d mijkir dj vkj fuek.k Londr ekufp= d wvulkj gh dj]
7. Complete construction of the building within validity of the building per mit.
ekufp= Londfr dh o/krk vof/k d vinj gh fuek.k dk; 1.k dj]
8. Useyour land or building as per land-use prescribed in the Master Plan.
Hfe@H[k.M dk mi;kx egk;ktuk e fullfjr mikx d vulky gh dj]
9. Do not encroach upon road, drain, park, public land, etc.
lotfud Hfe] IMd] ukyh) 1kd] vkfn 1j virde.k u dj]
10. Do not choke/plug the drain abutting your plot or building by covering it with
earth or any other material.
viu tk[k.M@Hou d Tkeu IMA@QVikFk 1j feVVh Mkydj ukyh vo:) u dj]
11. Do not encroach upon othersland or property.
fdlh vi; dh tkfe 13 vo/k i 1 ditk u dj]
12. Do not carry out illegal construction on your land or plot.
futh Hfe@Htk[k.M 1j vo/k fuek.k u dj]
13. Do not continue construction in caseit is sealed.
fuek.k dk; Thycln gku dn fLFfr e vikx fuek.k u dj
14. Pay all installments by due date relating to plot or building allotted by
Development Authority/ Housing And Development Board.
fodkl wki/kdj.k@wvkokl ,o0 fodkl ifj'n Hjk viofVr K[k.M@Hou dh fd’rk dk Hxrku le;c)
dj]




15. Pay all charges by due date related to maintenance of civic amenities.
tu&lfo/kvk gr n; vuj{k.k "kydk dk fu;fer ,o le;c) Hxriu dj]

16. Extend full cooperation in the maintenance of civic amenities.
tulfo/ikvk d vujfk.k ,0 j[k&j[ko e 1.k Bg;kx inku dj]
17. Do not install motor pump on water supply main.
tkun di Blykb ykou 1 Bik ekVy 1E1 u yxk,]
18. Do not purchase plot/building or get any other work done through the
mediator s/dalals.
fepkfy sk@nykyk d ek/;e 1 K[k.M@Hou d; u dj] u gh dkb dk; djok,]
19. Extend the full cooperation to the field staff of the Authority/ Housing Board in
discharging their responsibilities.
ifkdj k@ifj'kn  d QM LVKQ dk mud nkf;Ro fuogu e 1.k Bg;kx inku djA

IMMEDIATE ACTION ON COMPLAINTSREGISTERED BY THE
APPLICANTSTO BE ENSURED ONLY IF NO DEFAULT OF

RESPONSIBILIESFOUND ON THEIR PART.

milkDrkvk Hjk nt djkb xb kdk;rk 1j mih n’lk e Rofjr dk;okgh Bfuf’pr dh &,xh ;fn
mud Lrj 1j nkf;Rok dk mYy%u u ik;k €k,A




S.

6. PROCEDURE FOR REGISTRATION OF COMPLAINTS
f'kdk; r nt djku gr i1fd;k

Complaints can be of following types:-

f'kdk; r futu 1dfr dh gk Bdrh gi&

Complaint against encroachment or unauthorised constructiony
vir@e.k@volk fuek.k d foz) f'kdk;r

Complaint against unauthorised use of land or building.

Hfe@Hkou d vo/k mi;kx d fo:) f'kdk;r

Complaint against unauthorised possession of land or building
Hfe@Hkou d vuf/kdr dit d foz) fkdk;r

Complaint against non-compliance of various responsibilities
within the prescribed time-frame.

foftklu dk;k gr fulkfjr NBe; Thek d vinj fulrkj.k u gku d fo:)
f'kdk; r

Complaint regarding repair / maintenance of civic amanities
viz., water supply, sewerage, drainage, electricity, etc.

tu&lfolvk  Hk  tykifr] Thojt] Mut] fo]r& wkifr] wiin d
vuj{k.k@ejter d BEclk e f'kdk;r

Complaint against payment of land acquisition compensation.
Hfe vtu d ifrdj tkxrku d BEclk e fkdk;r

Other Complaints

vU; fkdk;r

VVVYVY ¥V ¥V Y VVVVVVYY

IF THERE ISANY COMPLAINT AGAINST DEVELOPMENT
AUTHORITY / HOUSIN BOARD OR THEIR OFFICER / STAFF OR IN
CASE OF NON-COMPLIANCE OF THEIR COMMITMENTSWITHIN
PRECRIBE TIME SCHEDULE, THE COMPLAINANT MAY APPLY FOR
REDRESSAL IN THE PRESCRIBED FORM GIVEN AT ANNEXURE-1
AND SUBMIT THE SAME AT THE COUNTER OF THE AUTHORITY/
HOUSINBOARD.

;fn fd Ih mifOrk dk iki/kdj.k@ifj'kn vFkok mud vikdifj ;k@depkfj;k d fo:)
VFkok fulkkfyr Be;kof/k e dk; fulrkj.k u gku dh n'k e dkb fkdk;r g rk mid
lek/fku gr ubp fn; x; 11= dk Hydj ikikdj.k@ifj'kn d f'kdk; r dkmlVj 1j
tek dj Idr gA




FORM FOR REGISTRATION OF COMPLAINT

f'kdk;r nt djku gr ii=

1-

8

9. Progress of action taken

. Address
irk

. Telephone No.

njHkk 1L zk

f'kdk; r dk fo'k;

Name of Complainant
f'kdk; rdrk dk uke

Date of complaint
f'kdk; r dk fnukd
. Subject of complaint

Dept./Section/Officer,
against which the complaint is made

fotkkx @ vulkx @ f/kdlkjh)

feld foz) fkdk;r dh x;h

. Mode of complaint: mark O
f'kdk;r dk el/;ei O dk fplg yxk,!

7.1 fyf[kr
7-20;Drxr

7-3 njHkk 1j
7-4 QD Hjk
1-5 b&ey

. First regestered complaint No.

Written []
Personal D
By telephone D
By fax D
By e-mail D

Igyh ckj nt f'kdk; r dk utcj

dkjokb dh ixfr |

Status of Name of Officer and designation to whom Date of complaint
progress complaint submitted f'kdk; r dn frifk
';fFrkf di | vndijh di uee o0 inuke fET Fidk;r
r iLrr dh xb
1-
2-
3-




