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Mode of apply
• Online
• Offline: Single Window

Change in spelling of Name/ Name Change after marriage/name change after divorce/name 
change after re-marriage

• Offline: Single Window

Checklist of Documents:
• Passport.
• Aadhar card
• Parivar pehchan patar(PPP)

Approving Authority Deputy Superintendent of concerned Estate office

Timeline for completion of service • 5 days

Mode of Intimation • SMS on registered mobile No.
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Mode of Intimation • SMS on registered mobile No.
• Email on registered email ID.

• Online : https://www.hsvphry.org.in/services/ with 
user-id and password.



Mode of apply
• Online
• Offline: Single Window

Gender up-dation in Plot Memo

• Offline: Single Window

Checklist of Documents:
• Passport.
• Parivar pehchan patar

Approving Authority
• Deputy Superintendent of concerned Estate office

Timeline for completion of service
• 5 days

• SMS on registered mobile No.
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Mode of Intimation
• SMS on registered mobile No.
• Email on registered email ID.

• Online : https://www.hsvphry.org.in/services/ with 
user-id and password.



Mode of apply
• Online
• Offline: Single Window

Martial Status in Plot Memo

• Offline: Single Window

Checklist of Documents:

• Certificate of registration of marriage issued by competent
authority.

• Joint Affidavit.
• Parivar pehchan patar(PPP)

Approving Authority • Deputy Superintendent of concerned Estate office

Timeline for completion of service • 5 days
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Mode of Intimation • SMS on registered mobile No.
• Email on registered email ID.

• Online : https://www.hsvphry.org.in/services/ with 
user-id and password.



Mode of apply
• Online
• Offline: Single Window

Date of Spouse death up-dation in Plot Memo

• Offline: Single Window

Checklist of Documents: • Death certificate issued by competent authority.
• Parivar pehchan patar(PPP).

Approving Authority • Deputy Superintendent of concerned Estate office.

Timeline for completion of service • 5 days
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Mode of Intimation
• SMS on registered mobile No.
• Email on registered email ID.

• Online : https://www.hsvphry.org.in/services/ with 
user-id and password.



Mode of apply
• Online
• Offline: Single Window

Mobile updation

• Offline: Single Window

Checklist of Documents: • Adhar based authentication.
• Parivar pehchan patar(PPP).

Approving Authority • Deputy Superintendent of concerned Estate office

Timeline for completion of service • 5 days
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Mode of Intimation
• SMS on registered mobile No.
• Email on registered email ID.

• Online : https://www.hsvphry.org.in/services/ with 
user-id and password.



Mode of apply
• Online 
• Offline: Single Window

Email up-dation

• Offline: Single Window

Checklist of Documents: • OTP based authentication.

Approving Authority • Deputy Superintendent of concerned Estate office

Timeline for completion of service • 5 days
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Mode of Intimation
• SMS on registered mobile No
• Email on registered email ID

• Online : https://www.hsvphry.org.in/services/ with 
user-id and password.



Mode of apply • Offline: Single Window

Up-dation of Offer of Possession date if certificate has already been issued
Up-dation/Change of actual date of Offer of possession

Checklist of Documents: • Physical File

Approving Authority • Estate officer Zonal Administrator.

Timeline for completion of service • 5 days (Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply • Offline: Single Window

Up-dation of details of GPA holder 

Checklist of Documents: • Physical File

Approving Authority • Estate officer

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot user-id and password



Mode of apply • Offline: Single Window

Up-dation of Zero period interest after approval of competent authority and waiver 
amount Up-dation 

Checklist of Documents: • Physical File

Approving Authority • Estate officer  Zonal Administrator (Upto 5 lac) CCF(More
than 5 lac)

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot user-id and password



Mode of apply • Offline: Single Window

Duplicate payment, deletion/missing payment schedule.

Checklist of Documents: • Physical File

Approving Authority • Estate officer Zonal Administrator

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply • Offline: Single Window

Payment receipt date (including legacy data) Owner details, payment receipts, 
payment schedule

Checklist of Documents: • Physical File

Approving Authority • Estate officer Zonal Administrator

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply • Offline: Single Window

Change of Payment head 

Checklist of Documents: • Physical File

Approving Authority • Estate officer Zonal Administrator

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply • Offline: Single Window

Updation of extension fees, updation as per new extension policy if wrongly charged

Checklist of Documents: • Physical File

Approving Authority • Estate officer Zonal Administrator

Timeline for completion of service • 5 days (Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply • Offline: Single Window

Payment made by ‘X’ but reflected in ‘Y’ account-correction thereof

Checklist of Documents: • Physical File

Approving Authority • Estate officer Zonal Administrator

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply • Offline: Single Window

Updation of plot as per demarcation plan/Area change (increase and decrease) and 
change in dimensions, Location cost etc.
Updation of date of approval of zoning plan and updation of Architectural controls, 
clubbing of plots, floor wise division etc

Checklist of Documents: • Physical File

Approving Authority • Estate officer Zonal Administrator

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply • Offline: Single Window

OC, POC certificate has already been issued by the competent authority
Change/deciding the date of Occupation (Completion)/POC Certificate.
Change/Approval of date of Building plan,  Transfer Permission old sale deed case

Mode of apply • Offline: Single Window

Checklist of Documents: • Physical file

Approving Authority • Estate officer Zonal Administrator

Timeline for completion of service • 5 days(Proposed)

17

Timeline for completion of service • 5 days(Proposed)

Mode of Intimation
• Allottee can view from his plot userid and password.



Mode of apply • Offline: Single Window

Change of category of plot of residential. (ie. Reserved to General and vice versa.) and any 
updation in Original Allottee detail

Checklist of Documents: • Physical File

Approving Authority • Estate officer Zonal Administrator Admin(H.Q.)

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password.



Mode of apply • Offline: Single Window

Fingers not captured from single window for attendance

Checklist of Documents: • Physical File

Approving Authority • Estate officer

Timeline for completion of service • 5 days(Proposed)

19

Mode of Intimation
• Allottee can view from his plot userid and password.



Mode of apply • Offline: Single Window

Updation of wrongly processed application (LOI/TP/Re-allotment)

Checklist of Documents: • Physical File

Approving Authority • Estate officer

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply • Offline: Single Window

Blocking/Unblocking of Plot

Checklist of Documents: • Physical File

Approving Authority • Estate officer

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply • Offline: Single Window

Plot status from Resumed/Cancelled/ Surrendered to Restore/Allot and those properties 
in which no payment has been deposited after 25% till the end of payment schedule

Checklist of Documents: • Physical File

Approving Authority • Estate officer  Zonal Administrator L.R.
Admin(HQ)C.A.

Timeline for completion of service • 15 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Upload property in PPM system with complete details of plot /site and an allottee.
Correction of Memo no. and date of actual Possession.
Up-dation /correction of date of allotment.
Up-dation/Change of date of (Convance deed, Mortgage/Demorgage, Misuse/ Violation, 
Details of Court Case, DPC date 

Mode of apply • Offline: Single Window

Checklist of Documents: • Physical File

Approving Authority • Estate officer

Timeline for completion of service • 5 days(Proposed)
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Timeline for completion of service • 5 days(Proposed)

Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply
• Offline: Single Window

Updation /change of rate of allotment

• Offline: Single Window

Checklist of Documents: • Physical File

Approving Authority • Estate officer Zonal AdministratorCCF.

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply • Offline: Single Window

Relaxation in fee of Preponement of date of appointment for biometric attendance

Checklist of Documents: • Physical File

Approving Authority • Estate officer Zonal AdministratorC.A.

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply • Offline: Single Window

Any change after final approval/ digital letter of application by Eos with wrong detail and 
other miscellaneous issue

Checklist of Documents: • Physical File

Approving Authority • Estate officer Zonal Administrator

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Mode of apply • Offline: Single Window

Any change after final approval/ digital letter of application by Eos with wrong detail and 
other miscellaneous issue

Checklist of Documents: • Physical File

Approving Authority • Estate officer Zonal Administrator

Timeline for completion of service • 5 days(Proposed)
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Mode of Intimation
• Allottee can view from his plot userid and password



Actual
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Login for Data Correction 

• Online : https://www.hsvphry.org.in/services/ with 
user-id and password.
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Select Service for Data Correction  
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Fill  details for updation of Offer of Possession date if certificate has already been issued

Application No generated and 
forwarded to Zonal Administrator 
for approval
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Login by Admin for Data Correction 
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Details of Pending applications of Offer of Possession date
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Application processed(approved/Reject) by Concerned Authority 
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Offer of Possession date updated in PPM after approval of Concerned Authority 
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Login by EO for Data Correction 

Updation of details of GPA holder (Blood relation)
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Application No.       
generated and 
approved



Login by EO for Data Correction 

Duplicate payment, deletion/missing payment schedule. 
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Duplicate payment, deletion/missing payment schedule. 
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Application No.       
generated and 
forwarded to ZA for 
approval. ZA approved 
from his/her ID. 



Login by Admin for Data Correction 

Duplicate payment, deletion/missing payment schedule. 
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Duplicate payment, deletion/missing payment schedule. 

Application No. 
generated and 
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generated and 
approved by Admin



Payment receipt date (including legacy data) Owner details, payment receipts, payment schedule.
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Login by Admin for Approval/Rejection

Payment receipt date (including legacy data) Owner details, payment receipts, payment schedule.
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Application No.       
generated and forwarded 
to ZA for approval. ZA 
approved from his/her ID. 



Payment receipt date (including legacy data) Owner details, payment receipts, payment schedule.
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Payment receipt date (including legacy data) Owner details, payment receipts, payment schedule.

Application No. 
generated and 
approved by Admin
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Select Service for Data Correction  
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Change of Payment head  
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Change of Payment head  
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Change of Payment head  
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OC,POC certificate has already been issued by the competent authority 

Application No.       
generated and forwarded 
to ZA for approval. ZA 
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to ZA for approval. ZA 
approved from his/her ID. 



Select Service for Data Correction  
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Plot status from Resumed/Cancelled/ Surrendered to Restored/Allot and those properties in which no 
payment has been deposited after 25% till the end of payment schedule. 

Application No.       
generated and 
forwarded to ZA-->LEGAL 
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forwarded to ZA-->LEGAL 
CELL (LR)--->HQ--->CA 
for approval. 



THE SAME WORK FLOW SHALL BE  FOLLOWED FOR     
REMAINING SERVICES
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