
1 
 

 
 
 

Gujarat RERA (RAMPS & BI) 
User Manual –Registration Management  

External Users 
(V. 0.2) 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2 
 

Contents 

1. PROJECT REGISTRATION .................................................................... 6 

1.1. Project Registration background .................................................................................................. 6 

2. PROJECT REGISTRATION APPLICATION PROCESS .......................... 7 

2.1. Promoter Detail ............................................................................................................................... 8 

2.2. Previous Project Detail ................................................................................................................. 11 

2.3. Project Detail ................................................................................................................................. 12 

2.4. Development details ..................................................................................................................... 13 

2.5. Add Professionals ......................................................................................................................... 14 

2.6. Upload Documents ....................................................................................................................... 15 

2.7. Block Entry .................................................................................................................................... 16 

2.8. Map ................................................................................................................................................. 17 

2.9. Assign Professional ...................................................................................................................... 18 

2.10. Perform Certification ................................................................................................................ 19 

2.11. Declaration ................................................................................................................................. 38 

2.12. Payment ..................................................................................................................................... 39 

2.13. Confirmation .............................................................................................................................. 39 

2.14. Print Application ....................................................................................................................... 40 

2.15. Print Receipt .............................................................................................................................. 40 

3. PROJECT REGISTRATION (INQUIRY COMPLIANCE PROCESS) ...... 41 

4. PROJECT REGISTRATION (WITHDRAW) ........................................ 42 

5. PROJECT REGISTRATION (CREATE TICKET) ................................. 44 

6. PROJECT ALTERATION (SECTION-14) ............................................ 46 



3 
 

6.1. Project Alteration (Section-14) background ............................................................................... 46 

7. ALTERATION (SECTION-14) APPLICATION PROCESS ....................... 47 

7.1. Project Detail ................................................................................................................................. 48 

7.2. Development details ..................................................................................................................... 50 

7.3. Add Professionals ......................................................................................................................... 52 

7.4. Upload Documents ....................................................................................................................... 53 

7.5. Block Entry .................................................................................................................................... 54 

7.6. Assign Professional ...................................................................................................................... 55 

7.7. Perform Certification .................................................................................................................... 56 

7.8. Payment ......................................................................................................................................... 81 

7.9. Confirmation .................................................................................................................................. 82 

7.10. Print Application ....................................................................................................................... 83 

7.11. Print Receipt .................................................................................................................................. 84 

8. PROJECT ALTERATION (SECTION-14) (INQUIRY COMPLIANCE 
PROCESS) ................................................................................................. 85 

9. PROJECT ALTERATION (SECTION-14) (WITHDRAW) ..................... 85 

10. PROJECT ALTERATION (SECTION-14) (CREATE TICKET) .............. 85 

11. PROJECT ALTERATION -SECTION 15 .............................................. 86 

11.1. Project Alteration - Section 15 ..................................................................................................... 86 

12. STAGE 1 – APPLICATION FOR SECTION 15 ...................................... 87 

12.1. Erstwhile Promoter Detail ........................................................................................................ 88 

12.2. Project Detail ............................................................................................................................. 90 

12.3. Reason for Transfer .................................................................................................................. 91 

12.4. Intending Promoter Details ...................................................................................................... 91 



4 
 

12.5. Upload Documents (Erstwhile Promoter) ............................................................................... 93 

12.6. Assign Professionals (Erstwhile Promoter) ........................................................................... 93 

12.7. Perform Certification ................................................................................................................ 94 

12.8. Payment (Erstwhile Promoter) ............................................................................................... 114 

12.9. Confirmation ............................................................................................................................ 115 

12.10. Print Application ..................................................................................................................... 115 

12.11. Print Receipt ............................................................................................................................ 116 

13. STAGE-1 PROJECT ALTERATION(SECTION-15) (INQUIRY 
COMPLIANCE PROCESS) ........................................................................ 116 

14. STAGE 2 – APPLICATION FOR SECTION 15 .................................... 118 

14.1. Intending Promoter Details .................................................................................................... 119 

14.2. Upload Documents (Intending Promoter) ............................................................................. 121 

14.3. Bank Details ............................................................................................................................. 123 

14.4. Payment ................................................................................................................................... 123 

14.5. Confirmation ............................................................................................................................ 124 

14.6. Print Application ..................................................................................................................... 124 

14.7. Print Receipt ............................................................................................................................ 124 

15. STAGE-2 ALTERATION(SECTION-15) (INQUIRY COMPLIANCE 
PROCESS) ................................................................................................ 125 

16. PROJECT ALTERATION (SECTION-15) (WITHDRAW) .................... 127 

17. PROJECT ALTERATION (SECTION-15) (CREATE TICKET) ............. 128 

18. PROJECT EXTENSION ................................................................... 130 

18.1. Project Extension background .............................................................................................. 130 

19. PROJECT EXTENSION APPLICATION PROCESS ............................ 131 



5 
 

19.1. Project Extension Form .......................................................................................................... 132 

19.2. Assign Professional ................................................................................................................ 134 

19.3. Perform Certification .............................................................................................................. 134 

19.4. Payment ................................................................................................................................... 152 

19.5. Confirmation ............................................................................................................................ 153 

19.6. Print Application ..................................................................................................................... 154 

19.7. Print Receipt ............................................................................................................................ 155 

20. PROJECT EXTENSION (INQUIRY COMPLIANCE PROCESS) ......... 156 

21. PROJECT EXTENSION (WITHDRAW) ........................................... 156 

22. PROJECT EXTENSION (CREATE TICKET) ..................................... 156 

23. AGENT REGISTRATION .................................................................. 157 

23.1. Agent Registration background ............................................................................................ 157 

24. AGENT ENROLLMENT PROCESS ................................................... 159 

25. AGENT REGISTRATION APPLICATION PROCESS ......................... 159 

25.1. Agent Registration application form ..................................................................................... 161 

25.2. Payment ................................................................................................................................... 163 

25.3. Confirmation ............................................................................................................................ 165 

25.4. Print Application ..................................................................................................................... 166 

25.5. Print Receipt ............................................................................................................................ 167 

26. AGENT APPLICATION (INQUIRY COMPLIANCE PROCESS) .......... 168 

27. AGENT APPLICATION (WITHDRAW) ............................................ 168 

28. AGENT APPLICATION (CREATE TICKET) ...................................... 168 
 
 



6 
 

 

1. Project Registration 

1.1. Project Registration background 
 
All commercial and residential real estate projects will have to register except in projects where 

 Area of land proposed to be developed does not exceed five hundred square meters 
 Number of apartments proposed to be developed does not exceed eight inclusive of all 

phases 
 Promoter has received completion certificate for a real estate project prior to 

commencement of this Act 
 For the purpose of renovation or repair or re-development which does not involve 

marketing, advertising selling or new allotment of any apartment, plot or building under 
the real estate project 

No promoter shall advertise, market, book, sell or offer for sale, or invite persons to purchase in 
any manner any plot, apartment or building, as the case may be, in any real estate project or 
part of it, in any planning area within Gujarat, without registering the real estate project with 
the Gujarat Real Estate Regulatory Authority(GUJRERA). Promoter of ongoing real estate 
projects, in which all buildings as per sanctioned plan have not received Completion Certificate, 
shall also be required to be registered for such phase of the project which consists of buildings 
not having occupation or completion certificate. 
 
If any promoter fails to register as per Act, he shall be liable to a penalty which may extend up to 
ten per cent of the estimated cost of the real estate project. On continued violation, he shall be 
punishable with imprisonment for a term which may extend up to three years or with fine which 
may extend up to a further ten per cent of the estimated cost of the real estate project, or with 
both. 
 
Apart from Registration, the promoters shall be required to provide quarterly updates on the 
status of the project to the authority. 
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2. Project Registration Application Process 
 
Step 1: The promoter User clicks on the Login link on the Home Page and then enters the Login 
ID and Password for accessing the Promoter Dashboard 

 
 
Step 2: The promoter then clicks on the Apply Button (highlighted in yellow tabs) on the right 
side of the Dashboard screen for which Project application is to be initiated. 
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2.1. Promoter Detail 
 
Step 3: The Project application form is open for registration. The First screen of the application 
form is the Promoter Detail page. Promoter must select the Radio button (YES/NO) for the 
external landowner and if Promoter selects “YES”, then he must enter the PAN No. of the 
landowner and click on search button. By clicking on Search Button, all the details associated with 
the Landowner will get prefetched. Details like Associated Directors and authorized signatory of 
the landowner and then Promoter can click on Next button to proceed to the next page of the 
application. 
 
Note: The systemically pre-fetched fields from the Promoter Registration viz. Promoter Name, 
Mobile No., Email ID, Pincode, State, District, Taluka, Documents, Parent Entity Details, 
Associated Directors and Authorized Signatory are read only and non-editable which cannot be 
edited by the applicant.  
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2.2. Previous Project Detail 
 
Step 4: The Second screen of the application form is the Previous Project details page. Fill the 
Previous Project Details if promoter user is having any by clicking on the Radio Button “YES/NO”  
and then click on Next button to proceed to the next page of the application. 
 
Note: The systemically pre-fetched Approved Projects should be visible to Promoter under 
Gujrera Previous Project Section are read only and non-editable which cannot be changed by 
the applicant.  
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2.3. Project Detail 
 
Step 5: The Third screen of the application form is the Project details page. Fill all the Mandatory 
fields related to the Project like Project Details, Project Related Revenue Details, Proximity 
Details, Water Level and Bank Details & then click on Next button to proceed to the next page of 
the application. 
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2.4. Development details 
 
Step 6: The fourth screen of the application form is the Development details page.  
Select type of inventory and fill no. of inventory, Carpet area, Area of Exclusive balcony, Area of 
exclusive open terrace (if any) and no. of inventory booked for the selected type.  
Add the entered details by clicking on Add Inventory Details button.  
Please ensure that all above field values are in sync with Form 3 Annexure values. 
For Internal development work section click on “Click here to Agree & Add” before proceeding. 
Enter all the remaining mandatory fields and Click on Save & Next button to proceed to the next 
page of the application.  
 
Note: If at any point during the application, the Previous page is clicked or browser is closed 
before clicking the save and next button, the entered details of this page shall not be saved and 
will have to be re-entered.  
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2.5. Add Professionals 
 
Step 7: The Fifth screen of the application form is the Add professionals page.  
 
 Enter the valid PAN No. of the RERA registered Professionals Associated with the given project 
viz. Agent, Architect, Structural Engineer and Contractor (Company/Individual) in the Search box 
provided for each professional and click on Search.  
 If the PAN no. entered is that of a RERA registered professional the relevant KYC details shall be 
auto-fetched as provided at the time of Professional Registration.  
 Click on Add to associate the said professional with the project and view the detail summary for 
each before proceeding to the Next page by clicking on Save & Next. 
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2.6. Upload Documents  
 
The sixth Screen of the Page is Upload document Page. 
Upload all the mandatory documents indicated by asterisk * by clicking on File Upload button 
and selecting the document to be uploaded. 
Click on all the declaration checkboxes. 
Once all the mandatory documents have been uploaded and all the checkboxes selected, the 
“Next” button will be enabled. Click “Next” to continue. 
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2.7. Block Entry 
 
Step 8: The Seventh screen of the application form is the Block Entry page.  
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Enter the Block Name, Development Start Date, Development End Date, Block-wise 
Commencement certificate details, Height of the Block, FSI and Built-up area fields and click on 
Add. All the blocks as per the approved Plan (in sync with Form-3 annexure) must be added in 
this section before proceeding to the next section, by clicking Next button. 
 
 
Note: Development Start date and End date must be between Project Start Date and End Date. 
Commencement Date must be <= Current Date.  
 

 
2.8. Map 
 
Step 8: The Eighth screen of the application form is the Map page. Fill the latitude and longitude 
of the project location and then click on search button. By clicking on search button, project 
location will get directly visible onto the map and then promoter user can mark the boundary on 
the location.  
 
1. Zoom the map and navigate the project site on the map.  
2. Promoter User should double click on one co-ordinate and then double click on nearby 
boundary point co-ordinate. This will draw a straight line 
3. Promoter User can also draw entire Project Boundary (Polygon) as per Gujarat RERA 
approval granted for the project  
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2.9. Assign Professional 
 
Step 9: The Nineth screen of the application form is the Assign Professional page. The Certifying 
professionals viz. Architect, Engineer & CA for the given Projects must be added and assigned 
Form-1,2,3 and MoF respectively on this page.   
 
Enter the valid PAN number of the RERA enrolled Engineer certifying Form-2 and Form 2A, enter 
the valid CoA number of the RERA enrolled Architect certifying Form-1, enter the valid 
Membership number of the RERA enrolled Chartered Accountant certifying Form-3 and MoF (if 
applicable*), in the search box provided for each professional and click on “Search”.  
If the above entered numbers are that of a RERA enrolled professional, the relevant KYC details 
shall be auto-fetched as provided at the time of Professional Registration.  
Click on Add to associate the said professional with the project and view the detail summary for 
each. Click on Assign for each professional to assign Form-1,2,3 & MoF.  
The Promoter may Re-assign to the same/other professional by clicking on Re-Assign. 
  
Note: Only the RERA registered professionals can be assigned Form-1,2 ,3 and MoF for the given 
Project. 
*MoF (Means of Finance) may be assigned to the same CA certifying Form-3 or some other CA. 
System shall prompt the user to assign MoF only if the total estimated cost of the real estate 
project as entered in Form 3 is greater than or equal to INR 25 Cr 
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2.10. Perform Certification 
 
The Respective professionals to whom the Form-1,2,3 and MoF have been assigned by the 
promoter shall receive a notification regarding the assignment request and shall in turn login to 
their respective accounts and Accept/Reject the request from their task-list under the section: 
Pending on Me by clicking on the Accept/Reject Button against the request. 
 
Architect user has to login the system. The below example shows the Architect dashboard. Click 
on “Accept” for Form-1 assignment request. Click on Download Excel template for Form-1A and 
fill in the excel template  
Click on Download Excel template for Form-1A and fill in the excel template. Below are the excel 
templates for Form 1: 
 
ARCHITECT DASHBOARD (FORM-1) 
Architect User has to log in the system. The below example shows the Architect dashboard. Click 
on “Accept” for Form-1 assignment request.  
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Click on Download Excel template for Form-1A and fill in the excel template. Below are the excel 
templates for Form 1: 
1. In Form one(Annexure)- Fill the highlighted fields like Total number of basement(s) and 

plinth, Total number of Podiums, Total number of Slabs of Super Structure, work done, 
Activity Start Date and Activity End Date. 

 

 
2. In Form one(B)- Fill the highlighted fields like Proposed(YES/NO), Work done, Remarks if 
any, Activity Start Date and Activity End Date

 
3. In Form one C- Fill the Other Common areas and Facilities Amenities Details if any 

 
Note: Activity Start Date and Activity End Date should be in between Project Start Date and 
Project End Date. 
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Click on Upload your Form One A&B excel file button to upload the filled Excel template and 
preview. 
If all details have been filled correctly, fill the Firm Name and Remark fields and click Next. 
Else, make changes in the downloaded file and upload again to proceed.   

  
 
Upload block-wise NOC documents and Site photographs through Mobile App (refer SOP for 
Mobile App photo upload) and click Next to upload NOC for entire project and Click on Confirm 
and Submit Form 1. 
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The Architect can view the Form-1 system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview 
 

 
 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter proceeds to the form-2 submission. 
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ENGINEER DASHBOARD(FORM-2) 
 
The Engineer user has to Log in the system. The below example shows the Engineer 
dashboard. Click on “Accept” for Form-2 assignment request.  

 
 
Click on Download Excel template for Form-2 and fill in the excel template. Below are the excel 
templates for Form 2: 
 
1. In Form 2(A&B)- Fill the fields highlighted in Blue like: Total Estimated Cost, Cost 

Incurred, Cost Incurred as on Date and Cost Incurred on Additional/Extra. 
 

Note: Cost Incurred as on Date should be equal to or less than Current Date. 
 
Also, the fields highlighted in Red should be auto calculated and non-editable fields for user. 
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2.  In Form 2(C)- Fill the Other Details if any like: Block Name/ Item Description and Cost 
Incurred 

 
Click on Upload your Form Two AB&C excel file button to upload the filled Excel template and 
preview. 
If all details have been filled correctly, fill the Date of Physical visit, Firm Name and Remark 
fields and click Next. Else, make changes in the downloaded file and upload again to proceed. 
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The Engineer can view the Form-2 system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview 
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ENGINEER DASHBOARD(FORM-2Annexure)  
 
The Engineer user has to Log in the system. The below example shows the Engineer 
dashboard. Click on “Accept” for Form-2A assignment request.  

 
 
The following Details like Date of Physical visit, Firm name and remarks needs to be filled in the 
QA form and then after filling the details click on Confirm & Submit button. 
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The Engineer can view the Form-2A system generated Certificate by clicking on the Download 
as PDF link on the preview page and Submit for Promoter Preview.         
                                                                                                     

 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter proceeds to the form-3 submission. 
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CA DASHBOARD(FORM-3 & MOF) 
 
The CA user has to log in the system. The below example shows the CA dashboard. Click on 
“Accept” for Form-3 assignment request.  

 
 

Click on Download Excel template for Form-3 and fill in the excel template. Below are the excel 
templates for Form 3: 
 
1. In Form 3A- Fill the fields like: Block Name, Flat/Bungalow/Office, Usage, Carpet Area, 

Area of Balcony, Status, Unit Amount, Received Amount, Date of Agreement of Sale, 
Encumbrance Status, Allottee Name, Type of KYC, KYC ID, Mobile No. and Redevelopment 
 
Note:  
1. Date of Agreement of Sale executed in DD/MM/YYYY format 
2. Status of Encumbrance at the time of submitting Form 3 as follows: 
No Encumbrance/ Created/ Released (Case Sensitive) 
3. Name of Allottee to be entered only in case of BOOKED unit (Alphabetic name with space 
is allowed) 
4. Standard KYC Document ID to be entered in case of BOOKED unit. Fixed names like 
PAN to be entered 
5. KYC unique ID in standard format to be entered in case of BOOKED Unit as per the 
standard syntax [PAN Format (<5Alpha><4Digit><1Alpha>) 
6. Mobile number of Allottee to be entered in case of BOOKED Unit (10 digit mobile no.) 
7. Any Unit under Redevelopment would always have Booking status as “BOOKED” and 
Redevelopment status as “YES”. No other combination would be allowed in case of 
Redevelopment. 
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2. Fill Booked Status Details like No. of Garages, No. of Covered Parking and No. of Open 
Parking  

 
 

3. After filling Form 3A and Booked Status successfully, CA will be filling the Form 3 
(Certificate). 
As per the requirement, CA has to fill in all details of CA Certificate in the Form-3 certificate 
section. 
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4. After Filling Form 3Certificate successfully, CA will be filling the Loan and Lender Details. 
 
Note:  If there is an Encumbrance reported as “Created” against a unit in Form-3 
Annexure, the Details of Project loan and lenders is mandatory to be filled without which 
system shall not allow the submission 
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Click on Upload your Form Three Annexure excel file button to upload the filled Excel 
template and preview. 
 
If all details have been filled correctly, fill the Books of accounts verified till date and click on 
Submit Button. Else, make changes in the downloaded file and upload again to proceed. 

 

 
 

 
5. Then Upload the Loan Agreement Document and Mortgaged Document and click on Next 

Button 
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6. Chartered Accountants are issuing Form 3 considering Form 1 and 2, that is Architect 
Certificate and Engineers certificate, as working papers for their certification. They do assess 
the reliability of other experts’ work. The prima facie or material difference in certification 
by these experts would prompt Chartered Accountants to submit disclosure of the fact that 
the Certificates he is relying on are not in coherence. This facility is made available to 
Chartered Accountant to report his observations and to enable him to seek and report 
necessary clarifications from the promoter. 
 
CA can respond “Yes/ No” to this clause and in case of “No”, CA shall have to enter the 
reason/s for the variation. CA may enter one or more reasons in this section as provided by 
the promoter. 
 
Note: Fields for Entering UDI Number pre-populated with <2 digit Current year in YY 
Format><6 digit CA Number>.  A user enterable 10 digit Alpha numeric number as 
generated in ICAI website needs to be entered. Due care needs to be taken to avoid typo error 
as the same can result into error for other CA. 
 

      Fill the CA FRN No. in correct format  
 
    CA Designation must be entered (Select from Dropdown)  
 
   Notes to Certificate (free text) must be entered by the user prior to Form-3 Certificate       

submission. 
 
   After filling all the details in Form 3, click on Confirm and submit button 
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The CA can view the Form-3 system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview 



35 
 

 
 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter proceeds to the MOF submission. 
 
The below example shows the CA dashboard. Click on “Accept” for MOF assignment request.  

 
 

CA User has to click on Download MOF Excel template and fill in the excel template. Below are 
the excel templates for MOF: 
Fill all the details as mentioned in the MOF excel template 
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Click on Upload MoF excel file button to upload the filled Excel template and preview. 
If all details have been filled correctly, fill the UDIN No., CA FRN No., CA Designation and 
Notes to Certificate and click on Submit Button. Else, make changes in the downloaded file 
and upload again to proceed 

 
Note: Fields for Entering UDI Number pre-populated with <2 digit Current year in YY 
Format><6 digit CA Number>.  A user enterable 10 digit Alpha numeric number as 
generated in ICAI website needs to be entered. Due care needs to be taken to avoid typo error 
as the same can result into error for other CA. 
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      Fill the CA FRN No. in correct format  
 
    CA Designation must be entered (Select from Dropdown)  
 
   Notes to Certificate (free text) must be entered by the user prior to Form-3 Certificate       

submission. 
 

     After filling all the details in Form 3MOF, click on submit button 

 
The CA can view the Form-3MOF system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview. 
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Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter click next to proceed to the Upload Document 
section. 
 

2.11. Declaration 
 
Promoter user has to fill all Gujarati Declaration by Clicking on Radio Button on right side and 
after filling all the declaration then click on Next Button for Payment. 
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2.12. Payment  
 
The Payment screen shows the system calculated Fees for the given Project Registration 
application. Click on all the Terms & Conditions checkboxes and click on Agree & Pay button to 
Proceed as shown below: 
To preview the entire application before proceeding, click on the “Preview Application” button.  

 
2.13. Confirmation 
 

 

The Acknowledgement No. of the Project Registration is generated on the Confirmation page. This 
can be used to track the application and shall also be visible alongside the application to the 
promoter in the Dashboard post Login.  

Click on Print application and Print Receipt to download and view the system generated PDF 
(screenshot below) for reference.  
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2.14. Print Application 
Promoter can print application. 

 

2.15. Print Receipt 
Promoter can print receipt. 

 



41 
 

3. Project Registration (Inquiry Compliance Process) 
 
Step 1: Promoter can see the status of Application as Awaiting compliance on Promoter 
Dashboard and from there he will click on “Reply” button for inquiry compliance. 

 
 
Step 2: Once Promoter clicks on Reply button, he can view the consolidated enquiry list 
department wise and then click on “Next” button for compliance. 

 
 
Step 3: Promoter will thus comply all the enquiries raised by authority and clicks on Next 
button. 
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Step 4: After clicking on Next button, promoter will enter the remarks and submit his response 
to authority by clicking on submit button.  

 
 

4. Project Registration (Withdraw) 
 
Step 1: From Dashboard, Promoter can apply for withdrawal by clicking on “withdraw” button 
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Step 2: Once clicking on withdraw button, withdrawal form will get open and promoter has to 
fill mandatory fields and upload mandatory document and then click on “submit” button 

 
 
Step 3: Once Promoter clicks on submit button, he will get the pop-up stating, “You have raised 
Project Withdrawal Request and your request is pending with authority”. Promoter will wait till 
further update. 
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5. Project Registration (Create Ticket) 
 
Step 1: From Dashboard, promoter can create ticket as well. By clicking on “Create Ticket” 
button (highlighted in Yellow) promoter can raise ticket to authority users 

 
 
Step 2: By clicking on “Create Ticket” button Ticket form will pop up and Promoter has to fill all 
the mandatory fields as required. 

 
 
Step 3: Promoter can select the concerned department form dropdown on which he wants to 
raise the ticket. 
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Step 4: Promoter can select the Request type from Dropdown. 

 
 
Step 5: After filling the details, promoter has to click on submit button and submit request pop up 
will get 
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6. Project Alteration (Section-14) 

6.1. Project Alteration (Section-14) background 
 

Real Estate Act, 2016 

14. (1) The proposed project shall be developed and completed by the promoter in accordance 
with the sanctioned plans, layout plans and specifications as approved by the competent 
authorities. (2) Notwithstanding anything contained in any law, contract or agreement, after the 
sanctioned plans, layout plans and specifications and the nature of the fixtures, fittings, amenities 
and common areas, of the apartment, plot or building, as the case may be, as approved by the 
competent authority, are disclosed or furnished to the person who agree to take one or more of 
the said apartment, plot or building, as the case may be, the promoter shall not make— (i) any 
additions and alterations in the sanctioned plans, layout plans and specifications and the nature 
of fixtures, fittings and amenities described therein in respect of the apartment, plot or building, 
as the case may be, which are agreed to be taken, without the previous consent of that person: 
Provided that the promoter may make such minor additions or alterations as may be required by 
the allottee , or such minor changes or alterations as may be necessary due to architectural and 
structural reasons duly recommended and verified by an authorized Architect or Engineer after 
proper declaration and intimation to the allottee 

Explanation.—For the purpose of this clause, "minor additions or alterations" excludes structural 
change including an addition to the area or change in height, or the removal of part of a building, 
or any change to the structure, such as the construction or removal or cutting into of any wall or 
a part of a wall, partition, column, beam, joist, floor including a mezzanine floor or other support, 
or a change to or closing of any required means of access ingress or egress or a change to the 
fixtures or equipment, etc.  

(ii) Any other alterations or additions in the sanctioned plans, layout plans and specifications of 
the buildings or the common areas within the project without the previous written consent of at 
least two-thirds of the allottees, other than the promoter, who have agreed to take apartments in 
such building.  

Explanation.—For the purpose of this clause, the allottees, irrespective of the number of 
apartments or plots, as the case may be, booked by him or booked in the name of his family, or in 
the case of other persons such as companies or firms or any association of individuals, etc., by 
whatever name called, booked in its name or booked in the name of its associated entities or 
related enterprises, shall be considered as one allottee only. 

 

Who and when can one apply for Project Alteration? 

Any Guj-RERA registered project promoter, who has already obtained a revised plan keeping in 
consideration the above stated clause as per the RERA Act, 2017 subsequent to the revised plan 
approval by the local competent Plan approving authority. 
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7. Alteration (Section-14) Application Process 
 
Step 1: The promoter clicks on the Login link on the Home Page and then enters the Login ID 
and Password for accessing the Promoter Dashboard 
 

 
Step 2: The promoter then clicks on the Approved Project (highlighted in yellow tabs) on the top 
of the Dashboard screen for which application for Alteration (Section-14) is to be initiated. 
 

 
Step 3: Click on the Apply flag shown on the right side of the Screen and click on Section-14 
(Alteration) option from the collapsible list. 
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7.1. Project Detail 
 
Step 4: The Section-14 (Alteration) application form is open for application. The First screen of 
the application form is the Project details page. Fill all the editable details and select the Reason/s 
for Section-14 (Alteration) which is a multi-selection dropdown list and click on Update & Next 
button to proceed to the next page of the application. 
 
Note: The systemically pre-fetched fields from the Approved Project viz. Project Start date, 
Project End Date, Total Open Land Area, TP No., Pin code, State, District, Taluka and Bank 
Details Section are read only and non-editable which cannot be altered by the applicant.  
 
The remaining fields are prefetched systemically from the Approved Project for ease of filing 
and are editable, for which user may enter updated values. 
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7.2. Development details 
 
Step 5: The Second screen of the application form is the Development details page.  
Select type of inventory and fill no. of inventory, Carpet area, Area of Exclusive balcony, Area of 
exclusive open terrace (if any) and no. of inventory booked for the selected type.  
Add the entered details by clicking on Add Inventory Details button.  
Please ensure that all above field values are in sync with Form 3 Annexure values. 
For Internal development work section click on “Click here to Agree & Add” before proceeding. 
Enter all the remaining mandatory fields and Click on Save & Next button to proceed to the next 
page of the application.  
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Note: If at any point during the application, the Previous page is clicked or browser is closed 
before clicking the save and next button, the entered details of this page shall not be saved and 
will have to be re-entered.  
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7.3. Add Professionals 
 
Step 6: The Third screen of the application form is the Add professional page.  
 
 Enter the valid PAN No. of the RERA registered Professionals Associated with the given project 
viz. Agent, Structural Engineer and Contractor (Company/Individual) in the Search box provided 
for each professional and click on Search.  
In case of Architect, please enter the CoA (Council of Architects) No. in the search box and click 
“Search” to fetch the KYC details of Architect. 
 If the PAN no. entered is that of a RERA registered professional the relevant KYC details shall be 
auto-fetched as provided at the time of Professional Registration.  
 Click on Add to associate the professional with the project and view the detail summary for each 
before proceeding to the Next page by clicking on Next button. 
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7.4. Upload Documents  
 
Step 7: The Fourth screen of the application form is the Block Entry page.  
Upload all the mandatory documents indicated by asterisk * by clicking on File Upload button 
and selecting the document to be uploaded. 
 
Click on all the declaration checkboxes. 
Once all the mandatory documents have been uploaded and all the checkboxes selected, the 
“Next” button will be enabled. 
Click “Next” to continue. 
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7.5. Block Entry 
 
Step 8: The Sixth screen of the application form is the Block Entry page.  
 
Enter the Block Name, Development Start Date, Development End Date, Block-wise 
Commencement certificate details, Height of the Block, FSI and Built-up area fields and click on 
Add. All the blocks as per the approved Plan (in sync with Form-3 annexure) must be added in 
this section before proceeding to the next section, by clicking Next button. 
 
Note: Development Start date and End date must be between Project Start Date and End Date. 
Commencement Date must be <= Current Date.  
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7.6. Assign Professional 
 
Step 9: The Seventh screen of the application form is the Assign Professional page. The Certifying 
professionals viz. Architect, Engineer & CA for the given Projects must be added and assigned 
Form-1,2,3 and MoF respectively on this page.   
 
Enter the valid PAN number of the RERA enrolled Engineer certifying Form-2 and Form 2A, enter 
the valid CoA number of the RERA enrolled Architect certifying Form-1, enter the valid 
Membership number of the RERA enrolled Chartered Accountant certifying Form-3 and MoF (if 
applicable*), in the search box provided for each professional and click on “Search”.  
If the above entered numbers are that of a RERA enrolled professional, the relevant KYC details 
shall be auto-fetched as provided at the time of Professional Registration.  
Click on Add to associate the said professional with the project and view the detail summary for 
each. Click on Assign for each professional to assign Form-1,2,3 & MoF.  
The Promoter may Re-assign to the same/other professional by clicking on Re-Assign. 
  
Note: Only the RERA registered professionals can be assigned Form-1,2 ,3 and MoF for the given 
Project. 
*MoF (Means of Finance) may be assigned to the same CA certifying Form-3 or some other CA. 
System shall prompt the user to assign MoF only if the total estimated cost of the real estate 
project as entered in Form 3 is greater than or equal to INR 25 Cr. 
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7.7. Perform Certification 
 
The Respective professionals to whom the Form-1,2,3 and MoF have been assigned by the 
promoter shall receive a notification regarding the assignment request and shall in turn login to 
their respective accounts and Accept/Reject the request from their task-list under the section: 
Pending on Me by clicking on the Accept/Reject Button against the request. 
 
Architect user has to login the system. The below example shows the Architect dashboard. Click 
on “Accept” for Form-1 assignment request. Click on Download Excel template for Form-1A and 
fill in the excel template  
Click on Download Excel template for Form-1A and fill in the excel template. Below are the excel 
templates for Form 1: 

 
1. In Form one (Annexure)- Fill the highlighted fields like Total number of basement(s) and 

plinth, Total number of Podiums, Total number of Slabs of Super Structure, work done, 
Activity Start Date and Activity End Date. 
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2. In Form one(B)- Fill the highlighted fields like Proposed (YES/NO), Work done, Remarks if 
any, Activity Start Date and Activity End Date

 
3. In Form one C- Fill the Other Common areas and Facilities Amenities Details if any 

 
Note: Activity Start Date and Activity End Date should be in between Project Start Date and 
Project End Date. 

 
 

Click on Upload your Form One A&B excel file button to upload the filled Excel template and 
preview. 
If all details have been filled correctly, fill the Firm Name and Remark fields and click Next. Else, 
make changes in the downloaded file and upload again to proceed.   
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Upload block-wise NOC documents and Site photographs through Mobile App (refer SOP for 
Mobile App photo upload) and click Next to upload NOC for entire project and Click on Confirm 
and enter mobile OTP received on Architect’s mobile and Submit Form 1 for Promoter preview. 
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The Architect can view the Form-1 system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview. 
 
 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept by the Promoter, the engineer can proceed to upload and 
submit the Form-2. 
 
 
 
 
 
 
 
 
 



62 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



63 
 

ENGINEER DASHBOARD(FORM-2) 
 
The engineer user has to login the system. The below example shows the Engineer dashboard. 
Click on “Accept” for Form-2 assignment request.  
 
 

 
 
Click on Download Excel template for Form-2 and fill in the excel template. Below are the excel 
templates for Form 2: 
 
2. In Form 2(A&B)- Fill the fields highlighted in Blue like: Total Estimated Cost, Cost Incurred, 

Cost Incurred as on Date and Cost Incurred on Additional/Extra. 
 

Note: Cost Incurred as on Date should be equal to or less than Current Date. 
Also, the fields highlighted in Red should be auto calculated and non-editable fields for user. 
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2.  In Form 2(C)- Fill the Other Details if any like: Block Name/ Item Description and Cost 
Incurred 

 
Click on Upload your Form Two AB&C excel file button to upload the filled Excel template and 
preview. 
If all details have been filled correctly, fill the Firm Name and Remark fields and click Next. Else, 
make changes in the downloaded file and upload again to proceed. 
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Fill Form 2(Annexure)- Engineer’s Quality for Quality Assurance. The following Details needs to 
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be filled in the QA form and then after filling the details click on Confirm & Submit button. 
The Engineer can view the Form-2 system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview. 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter proceeds to the form-3 submission. 
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CA 

DASHBOARD (FORM-3 & MOF) 
 



69 
 

The CA user has to login the system. The below example shows the CA dashboard. Click on 
“Accept” for Form-3 assignment request.  

 
 

Click on Download Excel template for Form-3 and fill in the excel template. Below are the excel 
templates for Form 3: 
 
7. In Form 3A- Fill the fields like: Block Name, Flat/Bungalow/Office, Usage, Carpet Area, Area 

of Balcony, Status, Unit Amount, Received Amount, Date of Agreement of Sale, Encumbrance 
Status, Allottee Name, Type of KYC, KYC ID, Mobile No. and Redevelopment 
 
Note:  
1. Date of Agreement of Sale executed in DD/MM/YYYY format 
2. Status of Encumbrance at the time of submitting Form 3 as follows: 
No Encumbrance/ Created/ Released (Case Sensitive) 
3. Name of Allottee to be entered only in case of BOOKED unit (Alphabetic name with space 
is allowed) 
4. Standard KYC Document ID to be entered in case of BOOKED unit. Fixed names like PAN 
to be entered 
5. KYC unique ID in standard format to be entered in case of BOOKED Unit as per the 
standard syntax [PAN Format (<5Alpha><4Digit><1Alpha>) 
6. Mobile number of Allottee to be entered in case of BOOKED Unit (10 digit mobile no.) 
7. Any Unit under Redevelopment would always have Booking status as “BOOKED” and 
Redevelopment status as “YES”. No other combination would be allowed in case of 
Redevelopment. 
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8. Fill Booked Status Details like No. of Garages, No. of Covered Parking and No. of Open Parking  

 
9. After filling Form 3 Annexure and Booked Status successfully, CA will fill the Form 3 

(Certificate). 
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As per the requirement, CA must fill in all details of CA Certificate in the Form-3 certificate 
section. 
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10. After Filling Form 3Certificate successfully, CA will be filling the Loan and Lender Details. 
 
Note:  If there is an Encumbrance reported as “Created” against a unit in Form-3 Annexure, 
the Details of Project loan and lenders is mandatory to be filled without which system shall 
not allow the submission 
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Click on Upload your Form Three Annexure excel file button to upload the filled Excel template 
and preview. 
 
If all details have been filled correctly, fill the Books of accounts verified till date and click on 
Submit Button. Else, make changes in the downloaded file and upload again to proceed. 

 

 
11. Then Upload the Loan Agreement Document and Mortgaged Document and click on Next 

Button 
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12. Chartered Accountants are issuing Form 3 considering Form 1 and 2, that is Architect 
Certificate and Engineers certificate, as working papers for their certification. They do assess 
the reliability of other experts’ work. The prima facie or material difference in certification by 
these experts would prompt Chartered Accountants to submit disclosure of the fact that the 
Certificates he is relying on are not in coherence. This facility is made available to Chartered 
Accountant to report his observations and to enable him to seek and report necessary 
clarifications from the promoter. 
 
CA can respond “Yes/ No” to this clause and in case of “No”, CA shall have to enter the 
reason/s for the variation. CA may enter one or more reasons in this section as provided by 
the promoter. 
 
Note: Fields for Entering UDI Number pre-populated with <2 digit Current year in YY 
Format><6 digit CA Number>.  A user enterable 10 digit Alpha numeric number as 
generated in ICAI website needs to be entered. Due care needs to be taken to avoid typo error 
as the same can result into error for other CA. 
 

      Fill the CA FRN No. in correct format  
 
    CA Designation must be entered (Select from Dropdown)  
 
   Notes to Certificate (free text) must be entered by the user prior to Form-3 Certificate       

submission. 
 
   After filling all the details in Form 3, click on Confirm and submit button. 
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The CA can view the Form-3 system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter proceeds to the MOF submission. 
 
 
 



77 
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The below example shows the CA dashboard. Click on “Accept” for MOF assignment request.  
 

 
Click on Download MOF Excel template and fill in the excel template. Below are the excel 
templates for MOF: 
Fill all the details as mentioned in the MOF excel template 
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Click on Upload your Form 3MoF excel file button to upload the filled Excel template and 
preview. 
If all details have been filled correctly, fill the UDIN No., CA FRN No., CA Designation and Notes 
to Certificate and click on Submit Button. Else, make changes in the downloaded file and upload 
again to proceed 

 
Note: Fields for Entering UDI Number pre-populated with <2 digit Current year in YY 
Format><6 digit CA Number>.  A user enterable 10 digit Alpha numeric number as 
generated in ICAI website needs to be entered. Due care needs to be taken to avoid typo error 
as the same can result into error for other CA. 
 

      Fill the CA FRN No. in correct format  
 
    CA Designation must be entered (Select from Dropdown)  
 
   Notes to Certificate (free text) must be entered by the user prior to Form-3 Certificate       

submission. 
 

     After filling all the details in Form-3 MOF, click on submit button 
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The CA can view the Form-3MOF system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter click next to proceed to the Upload Document 
se 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional.  
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Once Form-1,2,3 & MoF have been accepted by the Promoter by clicking on Accept, click Next to 
proceed to the Payment section for the Section-14 (Alteration) Application (As shown below) 

7.8. Payment  
The Payment screen shows the system calculated Fees for the given Section-14 (Alteration) 
application. Click on all the Terms & Conditions checkboxes and click on Agree & Pay button to 
Proceed as shown below. 
To preview the entire application before proceeding, click on the “Preview Application” button. 
The Preview as shown in 6.10 is visible to the applicant.  
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7.9. Confirmation 
 

 

The Acknowledgement No. of the Section-14 (Alteration) is generated on the Confirmation page. 
This can be used to track the application and shall also be visible alongside the application to the 
promoter in the Dashboard post Login.  

Click on Print application and Print Receipt to download and view the system generated PDF 
(screenshot below) for reference.  
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7.10. Print Application 
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7.11. Print Receipt 
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8. Project Alteration (Section-14) (Inquiry Compliance Process) 
Please refer the Project Registration section for Inquiry Compliance Process 

9. Project Alteration (Section-14) (Withdraw) 
Please refer the Project Alteration (Section-15) for steps to Withdraw Application 

10. Project Alteration (Section-14) (Create Ticket) 
Please refer the Project Alteration (Section-15) for steps to Create Ticket 
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11. Project Alteration -Section 15 

11.1. Project Alteration - Section 15 
Gujarat RERA has established Project Alteration mechanism as per the Act, Rules and 
Regulation and has implemented comprehensive Section 15 mechanism. With technology, 
the entire process of Section 15 has been made more effective, more enabling and at the 
same time more standardized. The major parts comprise of: 
 
 Stage 1 of Application for Section 15 
 Selection of Professionals 
 Form One 
 Form Two 
 Form Three 
 MOF 
 Promoter Acceptance 
 Payment of Application Fees 
 Authority Verification and Approval 
 Stage 2 Application by intending Promoter 
 Data Verification and Agreement 
 Payment of Application Fees 
 Authority Verification 
 Approval by Authority. 

 
 
Here we will understand the entire process of various Application, form filling, processing 
and disposal mechanism in subsequent sections. 
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12. Stage 1 – Application for Section 15 
Step 1: Promoter user has to click on the Login link on the Home Page and enter the Login ID 
and Password for accessing the erstwhile Promoter Dashboard. 

 
 
Step 2: Select the Project from the Approved Projects highlighted in Blue tabs available on the 
header of the erstwhile Promoter Dashboard 
 

 
 
Step 3: Click on the Apply Button collapsible tag (highlighted in yellow) on the right side of the 
Project Details screen and select Section 15 option from the list to initiate application. 
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12.1. Erstwhile Promoter Detail 
 
Step 4: The First screen of the Section 15 application form is the Erstwhile Promoter Detail page 
(Read only). Click Next button on bottom of the screen to continue. 
 
Note: The systemically pre-fetched fields from the Promoter Registration viz. Promoter Name, 
Mobile No., Email ID, Pin-code, State, District, Taluka, Documents, Parent Entity Details, 
Associated Directors and Authorized Signatory are systemically prefetched from Promoter 
registration. These fields are non-editable. 
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12.2. Project Detail 
 
Step 5: The second screen of Section-15 application form is Project details. Promoter need to 
verify the prefetched/non editable details and click on Next 
 
Note: The systemically pre-fetched fields from the Approved Project viz. Project Start date, 
Project End Date, Total Open Land Area, TP No., Pincode, State, District, Taluka and Bank 
Details Section are systemically prefetched from the Project application and cannot be altered 
by the applicant.  
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12.3. Reason for Transfer 
 
Step 6: Select appropriate reason for Transfer from list of predefined reasons. If user wants to 
add another reason then he/she can select Other and add his/her specific reason. 
 
Erstwhile Promoter need to upload 2/3rd Allottee consent Notarized (against each booked unit 
as submitted in form -3 annexure) 

 
 

12.4. Intending Promoter Details 
Step 7: Enter PAN Card of INTENDING PROMOTER to fetch the details, verify the details 
Click Save and Next 
 
Note: The systemically pre-fetched fields from the Promoter Registration viz. Promoter Name, 
Mobile No., Email ID, Pincode, State, District, Taluka, Documents, Parent Entity Details, 
Associated Directors and Authorized Signatory are read only and non-editable which cannot be 
edited by the applicant.  
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12.5. Upload Documents (Erstwhile Promoter) 
 
Step 8: Promoter user has to log in the system. Upload mandatory documents for review by 
authority along with PAN No. of issuing Lawyer. 

 

 
 
After uploading all the necessary documents click on “Save & Next” button for further 
processing. 
 

12.6. Assign Professionals (Erstwhile Promoter) 
 
Step 9: The next step of Section 15 Application is Assign Professionals. The Certifying 
professionals viz. Architect, Engineer & CA for the given Projects must be added and assigned 
Form-1,2,3 and MOF respectively on this page.   
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Enter the valid PAN No. of the RERA registered Professionals Certifying for the given project viz. 
Architect, Engineer and Chartered Accountant in the Search box provided for each professional 
and click on Search.  
 
If the PAN no. entered is that of a RERA registered professional the relevant KYC details shall be 
auto-fetched as provided at the time of Professional Registration.  
 
Click on Assign to associate the said professional with the project and view the detail summary 
for each. Click on Assign for each professional to assign Form-1,2,3 & MoF. The Promoter may 
Re-assign to the same/other professional by clicking on Re-Assign. 
 
Note: Only the RERA registered professionals can be assigned Form-1,2 ,3 and MoF for the given 
Project. 
Means of Finance may be assigned to the same CA certifying Form-3 or some other CA. 
 

 
 

12.7. Perform Certification 
 
The Respective professionals to whom the Form-1,2,3 and MoF have been assigned by the 
erstwhile promoter shall receive a notification regarding the assignment request and shall in 
turn login to their respective accounts and Accept/Reject the request from their task-list under 
the section: Pending on Me by clicking on the Accept/Reject Button against the request. 
 

ARCHITECT DASHBOARD (FORM-1) 

Architect user has to login the system. The below example shows the Architect dashboard. Click 
on “Accept” for Form-1 assignment request.  
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Click on Download Excel template for Form-1 and user will get prefilled excel template and can 
update the details as per latest process. Below are the excel templates for Form 1: 

 
 
1. In Form one (Annexure)- Update the fields highlighted in grey like (% Work done) and fields 

highlighted in Red like Number, Activity Start Date & Activity End Date should remain non-
editable for user. 
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2. In Form one(B)- Update the fields highlighted in grey like (% Work done), Remarks and 

fields highlighted in Red like Proposed(YES/NO), Activity Start Date & Activity End Date 
should remain non-editable for user. 

 
3. In Form one C- Fill the Other Common areas and Facilities Amenities Details if any and user 

can update details highlighted in grey only. 
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Upload block-wise Site photographs through Mobile App (refer SOP for Mobile App photo 
upload) and then Click on Upload your Form One A&B excel file button to upload the filled 
Excel template and preview. 
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If all details have been filled correctly, fill the Firm Name and Remark fields and click Next. 
Else, make changes in the downloaded file and upload again to proceed.   
 
Upload block-wise NOC documents and click Next to upload NOC for entire project and Click on 
Confirm and Submit Form 1. 
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The Architect can view the Form-1 system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview. 
 

 
 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter proceeds to the form-2 submission.  
 

ENGINEER DASHBOARD(FORM-2)  

 
The engineer user has to log in the system. The below example shows the Engineer dashboard. 
Click on “Accept” for Form-2 assignment request.  
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Click on Download Excel template for Form-2 and user will get prefilled excel template and can 
update the details as per latest process. Below are the excel templates for Form 2: 
 
 

1. In Form 2(A&B)- Fill the fields highlighted in Blue like: Total Estimated Cost, Cost 
Incurred, Cost Incurred as on Date and Cost Incurred on Additional/Extra. 

 
Note: Cost Incurred as on Date should be equal to or less than Current Date. 
 
Also, the fields highlighted in Red should be auto calculated or prefetched from previous 
process and should remain non-editable fields for user. 

 

 
 

2. In Form 2(C)- Fill the Other Details if any like: Block Name/ Item Description should 
remain non-editable and user can update Cost Incurred if required. 
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Click on Upload your Form 2 excel file button to upload the filled Excel template and preview. 
 
If all details have been filled correctly, fill the Date of Physical visit, Firm Name and Remark 
fields and click Next. Else, make changes in the downloaded file and upload again to proceed. 
 

 
 
 
The Engineer can view the Form-2 system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview 
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ENGINEER DASHBOARD(FORM-2Annexure)  
 
The Engineer user has to Log in the system. The below example shows the Engineer 
dashboard. Click on “Accept” for Form-2A assignment request.  

 
Fill Form 2(Annexure)- Engineer’s Quality for Quality Assurance. The following Details like 
Date of Physical visit, Firm name and Remarks needs to be filled in the QA form and then after 
filling the details click on Confirm & Submit button
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The Engineer can view the Form-2A system generated Certificate by clicking on the Download 
as PDF link on the preview page and Submit for Promoter Preview. 

 
 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter proceeds to the form-3 submission. 

 

CA DASHBOARD (FORM-3 & MOF) 

 
The CA user has to log in the system. The below example shows the CA dashboard. Click on 
“Accept” for Form-3 assignment request.  
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Click on Download Excel template for Form-3 and user will get prefilled excel template and can 
update the details as per latest process. Below are the excel templates for Form 3: 
 

1. In Form 3A- CA can update the fields like: Status, Received Amount, Date of Agreement 
of Sale, Encumbrance Status, Allottee Name, Type of KYC, KYC ID, Mobile No. and 
Redevelopment and the column highlighted in Red should remain non-editable for user. 

 
Note:  
1. Date of Agreement of Sale executed in DD/MM/YYYY format 
2. Status of Encumbrance at the time of submitting Form 3 as follows: 
No Encumbrance/ Created/ Released (Case Sensitive) 
3. Name of Allottee to be entered only in case of BOOKED unit (Alphabetic name with space 
is allowed) 
4. Standard KYC Document ID to be entered in case of BOOKED unit. Fixed names like 
PAN to be entered 
5. KYC unique ID in standard format to be entered in case of BOOKED Unit as per the 
standard syntax [PAN Format (<5Alpha><4Digit><1Alpha>) 
6. Mobile number of Allottee to be entered in case of BOOKED Unit (10 digit mobile no.) 
7. Any Unit under Redevelopment would always have Booking status as “BOOKED” and 
Redevelopment status as “YES”. No other combination would be allowed in case of 
Redevelopment. 
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2. CA can update Booked Status Details like No. of Garages, No. of Covered Parking and 
No. of Open Parking  

 
 
3. After filling Form 3A and Booked Status successfully, CA will be filling the Form 3 

(Certificate). 
As per the requirement, CA can update the details of CA Certificate in the Form-3 certificate 
section. 
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4. After Filling Form 3Certificate successfully, CA will be filling the Loan and Lender 

Details. 
 
Note:  If there is an Encumbrance reported as “Created” against a unit in Form-3 
Annexure, the Details of Project loan and lenders is mandatory to be filled without which 
system shall not allow the submission 
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Click on Upload your Form 3 excel file button to upload the filled Excel template and preview. 
 
If all details have been filled correctly, fill the Books of accounts verified till date and click on 
Submit Button. Else, make changes in the downloaded file and upload again to proceed. 
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5. Then Upload the Loan Agreement Document and Mortgaged Document and click on 
Next Button 

 
 
 

6. Chartered Accountants are issuing Form 3 considering Form 1 and 2, that is Architect 
Certificate and Engineers certificate, as working papers for their certification. They do 
assess the reliability of other experts’ work. The prima facie or material difference in 
certification by these experts would prompt Chartered Accountants to submit disclosure 
of the fact that the Certificates he is relying on are not in coherence. This facility is made 
available to Chartered Accountant to report his observations and to enable him to seek 
and report necessary clarifications from the promoter. 

 
CA can respond “Yes/ No” to this clause and in case of “No”, CA shall have to enter the 
reason/s for the variation. CA may enter one or more reasons in this section as provided by 
the promoter. 
 
Note: Fields for Entering UDI Number pre-populated with <2 digit Current year in YY 
Format><6 digit CA Number>.  A user enterable 10 digit Alpha numeric number as 
generated in ICAI website needs to be entered. Due care needs to be taken to avoid typo error 
as the same can result into error for other CA. 
 

      Fill the CA FRN No. in correct format  
 
    CA Designation must be entered (Select from Dropdown)  
 
   Notes to Certificate (free text) must be entered by the user prior to Form-3 Certificate       

submission. 
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   After filling all the details in Form 3, click on Confirm and submit button. 
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The CA can view the Form-3 system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview. 

 
 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter proceeds to the MOF submission. 
 
The below example shows the CA dashboard. Click on “Accept” for MOF assignment request.  
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Click on Download MOF Excel template and fill in the excel template. Below are the excel 
templates for MOF: 
Fill all the details as mentioned in the MOF excel template 

 

 
 
 

Click on Upload MOF excel file button to upload the filled Excel template and preview. 
If all details have been filled correctly, fill the UDIN No., CA FRN No., CA Designation and 
Notes to Certificate and click on Submit Button. Else, make changes in the downloaded file 
and upload again to proceed 
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Note: Fields for Entering UDI Number pre-populated with <2 digit Current year in YY 
Format><6 digit CA Number>.  A user enterable 10 digit Alpha numeric number as 
generated in ICAI website needs to be entered. Due care needs to be taken to avoid typo error 
as the same can result into error for other CA. 
 

      Fill the CA FRN No. in correct format  
 
    CA Designation must be entered (Select from Dropdown)  
 
   Notes to Certificate (free text) must be entered by the user prior to Form-3 Certificate       

submission. 
 

     After filling all the details in MOF, click on submit button 
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The CA can view the MOF system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview. 
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Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter click next to proceed to the Payment section. 
 

12.8. Payment (Erstwhile Promoter) 
Promoter user has to login. The Payment screen shows the system calculated Fees for the given 
Alteration Section 15 application. Click on all the Terms & Conditions checkboxes and click on 
Agree & Pay button to Proceed as shown below: 
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12.9. Confirmation 
 

 
 
The Acknowledgement No. for the Section 15 Application is generated on the Confirmation page. 
Click on Print application and Print Receipt to view the system generated PDF (screenshot 
below) for reference. Moreover, the Acknowledgement No. shall also be visible alongside the 
application to the promoter in the Dashboard post Login. 

12.10. Print Application 
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12.11. Print Receipt 

 

 

13. STAGE-1 Project Alteration(Section-15) (Inquiry Compliance 
Process) 

Step 1: Promoter has to click on the Project on which alteration section-15 has applied. 
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Step 2: Promoter can see the status of Application as Awaiting compliance on Project Dashboard 
and from there he will click on “Reply” button for inquiry compliance. 

 
 
Step 3: Once Promoter clicks on Reply button, he can view the consolidated enquiry list 
department wise and then click on “Next” button for compliance. 

 
 
Step 4: Promoter will thus comply all the enquiries raised by authority and clicks on Next 
button. 
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Step 5: After clicking on Next button, promoter will enter the remarks and submit his response 
to authority by clicking on submit button.  

 
 

14. Stage 2 – Application for Section 15 
 
Step 1: Intending Promoter Logs into system. 

 
 
Step 2: Intending Promoter Dashboard lookout for Section 15 (Stage 2) Section and click on 
Apply for Stage-2 button highlighted in Yellow. 
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14.1. Intending Promoter Details 
 
Step 3: Promoter will verify the details, can assign Authorized signatory details and then click on 
Add authorized signatory button highlighted in Green and can add Land owner details if any 
and then clicks on Next button. 
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14.2. Upload Documents (Intending Promoter) 
Step 4: Promoter has to upload all the mandatory documents and then click on Save & Next 
button to proceed further. 
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14.3. Bank Details 

Step 6: Promoter has to enter all the Bank Details as mentioned in the application 

 

 

14.4. Payment 
The Payment screen shows the system calculated Fees for the given Alteration Section 15 
application. Click on all the Terms & Conditions checkboxes and click on Agree & Pay button to 
Proceed as shown below: 
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14.5. Confirmation 

 

14.6. Print Application 

 

14.7. Print Receipt 

 



125 
 

15. STAGE-2 Alteration(Section-15) (Inquiry Compliance 
Process) 

 
Step 1: Promoter can see the status of Application as Awaiting compliance on Project Dashboard 
and from there he will click on “Reply” button for inquiry compliance. 

 
 
Step 2: Once Promoter clicks on Reply button, he can view the consolidated enquiry list 
department wise and then click on “Next” button for compliance. 
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Step 3: Promoter will thus comply all the enquiries raised by authority and clicks on Next 
button. 

 
 
Step 4: After clicking on Next button, promoter will enter the remarks and submit his response 
to authority by clicking on submit button.  
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16. Project Alteration (Section-15) (Withdraw) 
Step 1: From Project Dashboard, Promoter can apply for withdrawal by clicking on “withdraw” 
button 

 
 
Step 2: Once clicking on withdraw button, withdrawal form will get open and promoter has to 
fill mandatory fields and upload mandatory document and then click on “submit” button 
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Step 3: Once Promoter clicks on submit button, he will get the pop-up stating, “You have raised 
Project Withdrawal Request and your request is pending with authority”. Promoter will wait till 
further update. 

 
 

17. Project Alteration (Section-15) (Create Ticket) 
Step 1: From Project Dashboard, promoter can create ticket as well. By clicking on “Create 
Ticket” button (highlighted in Yellow) promoter can raise ticket to authority users 

 
 
Step 2: By clicking on “Create Ticket” button Ticket form will pop up and Promoter has to fill all 
the mandatory fields as required. 
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Step 3: Promoter can select the concerned department form dropdown on which he wants to 
raise the ticket. 

 
 
Step 4: Promoter can select the Request type from Dropdown. 

 
 
Step 5: After filling the details, promoter has to click on submit button and submit request pop up 
will get 
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18. Project Extension 

18.1. Project Extension background 
 
Real Estate Act, 2016 
 
The registration granted under section 5 may be extended by the Authority on an application 
made by the promoter due to force majeure, in such form and on payment of such fee as may be 
specified by regulations made by the Authority: Provided that the Authority may in reasonable 
circumstances, without default on the part of the promoter, based on the facts of each case, and 
for reasons to be recorded in writing, extend the registration granted to a project for such time 
as it considers necessary, which shall, in aggregate, not exceed a period of one year: Provided 
further that no application for extension of registration shall be rejected unless the applicant 
has been given an opportunity of being heard in the matter.  
 
Explanation — For the purpose of this section, the expression "force majeure" shall mean a case 
of war, flood, drought, fire, cyclone, earthquake or any other calamity caused by nature affecting 
the regular development of the real estate project 
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19. Project Extension Application Process 
 
Step 1: The promoter user clicks on the Login link on the Home Page and then enters the Login 
ID and Password for accessing the Promoter Dashboard 
 

 
Step 2: The promoter then clicks on the Approved Project (highlighted in yellow tabs) on the top 
of the Dashboard screen for which application for Project Extension is to be initiated. 
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Step 3: Click on the Apply flag shown on the right side of the Screen and click on Project Extension 
option from the collapsible list. 
 

 
 

19.1. Project Extension Form 
 
Step 3: The Project Extension application form is open for application. The First screen of the 
application form is the Project Extension Form. Fill all the editable details including Extend to 
Date, the Reason for Seeking Extension (dropdown multiple checkbox selection) and upload the 
Supporting Documents if there is any, along with Form-B, (B1 and B2 in case of Joint 
development) and then click on Next button to proceed to the next page of the application. 
 
Note: The systemically pre-fetched fields from the Project Registration viz. Block Details like 
Block Name, Development Start Date, Development End Date, Height, FSI, built up Area, 
Commencement Certificate No., and Commencement Certificate Date are read only and non-
editable which cannot be edited by the applicant only  

 
Also, User cannot extend the Project beyond one year, except if granted special Extension as 
per Order-45 
 
Refer Screenshot on next page. 
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19.2. Assign Professional 
 
Step 2: The Second screen of the application form is the Assign Professional page. The Certifying 
professionals viz. Architect, Engineer & CA for the given Projects must be added and assigned 
Form-1,2 and 3 respectively on this page.   
 
Enter the valid PAN No. of the RERA registered Professionals Certifying for the given project viz. 
Architect, Engineer and Chartered Accountant in the Search box provided for each professional 
and click on Search.  
 If the PAN no. entered is that of a RERA registered professional the relevant KYC details shall be 
auto-fetched as provided at the time of Professional Registration.  
 Click on Add to associate the said professional with the project and view the detail summary for 
each. Click on Assign for each professional to assign Form-1,2 and 3. The Promoter may Re-assign 
to the same/other professional by clicking on Re-Assign. 
  
Note: Only the RERA registered professionals can be assigned Form-1,2 and 3 for the given 
Project. 
 

 
19.3. Perform Certification 
 
The Respective professionals to whom the Form-1,2 and 3 have been assigned by the promoter 
shall receive a notification regarding the assignment request and shall in turn login to their 
respective accounts and Accept/Reject the request from their task-list under the section: 
Pending on Me by clicking on the Accept/Reject Button against the request. 
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ARCHITECT DASHBOARD (FORM-1) 
Architect user will login. The below example shows the Architect dashboard. Click on “Accept” 
for Form-1 assignment request.  

Click on Download Excel template for Form-1A and all and fill in the excel template. Below are 
the excel templates for Form 1: 
1. In Form one(Annexure)- The details should be auto fetched from the Registration and user 

can only change the Fields Highlighted in Blue like work done and Development End date. 
The fields highlighted in Red should be in read only mode and non-editable for user. 

 

 
2. In Form one(B)- Fill the fields highlighted in Blue like Work done, Remarks if any and 
Activity End Date 
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Note: The fields highlighted in Red like PROPOSED(YES/NO) and Activity Start Date are in 
read only mode and non-editable for user for Extension application. User may update the 
values of the % Work done and the Activity End Date 
 
For project where work done is reduced or a correction is made from the previous form 1 
submission, the reduction in work done will be flagged in red for reconsideration by 
professional or promoter. Please note the system does not stops user from submitting 
decreased value in work done %. 

 
 

3. In Form one C- Fill the fields Highlighted in Blue like Work Done, Remarks and Activity End 
date may be updated by the user. 

Note: The fields highlighted in Red like Other Common areas and Facilities Amenities 
Proposed column and Activity Start Date shall be in non-editable mode which cannot be edited 
by the applicant 
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Click on Upload your Form One A&B excel file button to upload the filled Excel template and 
preview. 
If all details have been filled correctly, fill the Firm Name and Remark fields and click Next. 
Else, make changes in the downloaded file and upload again to proceed.   
  

 
Upload block-wise NOC documents and Site photographs through Mobile App (refer SOP for 
Mobile App photo upload) and click Next to upload NOC for entire project and previous filled 
NOCs should be prefetched and then Click on Confirm and Submit Form 1. 
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The Architect can view the Form-1 system generated Certificate by clicking on the Download as  
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PDF link on the preview page and Submit for Promoter Preview. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter proceeds to the form-2 submission. 
 
ENGINEER DASHBOARD(FORM-2) 
 
Engineer user has to login. The below example shows the Engineer dashboard. Click on “Accept” 
for Form-2 assignment request.  

 
 
Click on Download Excel template for Form-2 and fill in the excel template. Below are the excel 
templates for Form 2: 
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3. In Form 2(A&B)- Fill the fields highlighted in Blue like: Cost Incurred, Cost Incurred as on 
Date and Cost Incurred on Additional/Extra. 
 

Note: Cost Incurred as on Date should be equal to or less than Current Date. 
 
Also, the fields highlighted in Red should be auto calculated and become non-editable fields for 
user and Total estimated cost cannot be changed 

 

 
 
2.  In Form 2(C)- Fill the Other Details if any like: Cost Incurred and the field highlighted in Red 
like Block Name should be non-editable for the user and cannot be changed 
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Click on Upload your Form Two AB&C excel file button to upload the filled Excel template and 
preview. 
If all details have been filled correctly, fill the Firm Name and Remark fields and click Next. 
Else, make changes in the downloaded file and upload again to proceed. 
 

 
 
Fill Form 2(Annexure)- Engineer’s Quality for Quality Assurance. Details such as Date of 
Physical visit, Firm name and Remark needs to be filled in the QA form and then after filling the 
details, confirm (tick) the declarations and click on Confirm & Submit button to proceed with 
the submission of the Form-2 Annexure by the Engineer to the promoter post successful 
submission of the mobile otp. 
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The Engineer can view the Form-2 system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter proceeds to the form-3 submission. 
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CA DASHBOARD(FORM-3) 
 
CA user has to login. The below example shows the CA dashboard. Click on “Accept” for Form-3 
assignment request.  

 
 

Click on Download Excel template for Form-3 and fill in the excel template. Below are the excel 
templates for Form 3: 
 
13. In Form 3A- Fill the fields Highlighted in Blue like: Status, Unit Amount, Received Amount, 

Date of Agreement of Sale, Encumbrance Status, Allottee Name, Type of KYC, KYC ID, 
Mobile Number and Redevelopment 

14. In Form 3A- Fill the fields like: Block Name, Flat/Bungalow/Office, Usage, Carpet Area, Area 
of Balcony, Status, Unit Amount, Received Amount, Date of Agreement of Sale, Encumbrance 
Status, Allottee Name, Type of KYC, KYC ID, Mobile Number and Redevelopment 
 
Note:  

 Date of Agreement of Sale executed in DD/MM/YYYY format 
 Status of Encumbrance at the time of submitting Form 3 as follows: 
 No Encumbrance/ Created/ Released (Case Sensitive) 
 Name of Allottee to be entered only in case of BOOKED unit (Alphabetic name with 

space is allowed) 
 Standard KYC Document ID to be entered in case of BOOKED unit. Fixed names like 

PAN to be entered 
 KYC unique ID in standard format to be entered in case of BOOKED Unit as per the 

standard syntax [PAN Format (<5Alpha><4Digit><1Alpha>)] 
 Mobile number of Allottee to be entered in case of BOOKED Unit (10 digit mobile no.) 
 Any Unit under Redevelopment would always have Booking status as “BOOKED” 

and Redevelopment status as “YES”. No other combination would be allowed in case 
of Redevelopment.     
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 IMPORT will give error if blocks entered are not same as declared on Block Entery 
Stage in Portal      

 IMPORT will give error if USAGE or STATUS is not entered as per the Allowed Values 
as they are case sensitive values      

 IMPORT will give error if RECEIVED AMOUNT is greater than UNIT AMOUNT for 
particular Unit      

 IMPORT will give error if STATUS is UNBOOKED and RECEIVED AMOUNT is 
written for particular Unit      

 IMPORT will give error when the user changes any of the row value in column 
BLOCK TYPE, FLAT/BUNGLOW/OFFICE, USAGE, CARPET AREA and AREA OF 
EXCLUSIVE BALCONY after EXPORT while sharing any of the subsequent updates 
(i.e. in Quarterly return filing, extension application etc) 

 Please Do Not Change Name Of Sheet As Specified In The Sample/ Export 
 Please Do Not Use Any Formulas In The Excel Sheet (Invalid File Type: Error)  
 Please Do Not Keep Any Blank Rows Anywhere 
 Please Do Not Keep Balance Amount, Total Amount Calculated Anywhere In Your 

Data 
 

 
 

15. The Booked Status Details like No. of Garages, No. of Covered Parking and No. of Open 
Parking should be auto fetched and can be editable for user 
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16. After filling Form 3A and Booked Status successfully, CA will be filling the Form 3 
(Certificate). 
As per the requirement, CA can make any changes Highlighted in Blue in the Form-3 
certificate section. 

 



147 
 

 

 
 

 
17. After Filling Form 3Certificate successfully, CA can make any changes in the auto fetched 

Loan and Lender Section. 
 
Note:  If there is an Encumbrance reported as “Created” against a unit in Form-3 
Annexure, the Details of Project loan and lenders is mandatory to be filled without which 
system shall not allow the submission 
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Click on Upload your Form Three Annexure excel file button to upload the filled Excel 
template and preview. 
If all details have been filled correctly, fill the Books of accounts verified till date and click on 
Submit Button. Else, make changes in the downloaded file and upload again to proceed. 
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18. Then Upload the Loan Agreement Document and Mortgaged Document and click on Next 

Button 
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19. Chartered Accountants are issuing Form 3 considering Form 1 and 2, that is Architect 
Certificate and Engineers certificate, as working papers for their certification. They do assess 
the reliability of other experts’ work. The prima facie or material difference in certification 
by these experts would prompt Chartered Accountants to submit disclosure of the fact that 
the Certificates he is relying on are not in coherence. This facility is made available to 
Chartered Accountant to report his observations and to enable him to seek and report 
necessary clarifications from the promoter. 
 
CA can respond “Yes/ No” to this clause and in case of “No”, CA shall have to enter the 
reason/s for the variation. CA may enter one or more reasons in this section as provided by 
the promoter. 
 
Note: Fields for Entering UDI Number pre-populated with <2-digit Current year in YY 
Format><6-digit CA Number>.  A user enterable 10-digit Alpha numeric number as 
generated in ICAI website needs to be entered. Due care needs to be taken to avoid typo error 
as the same can result into error for other CA. 
 

      Fill the CA FRN No. in correct format  
 
    CA Designation must be entered (Select from Dropdown)  
 
   Additional Notes to Certificate (free text) must be entered by the user prior to Form-3 

Certificate       submission. 
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   After filling all the details in Form 3, click on Confirm and submit button 
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The CA can view the Form-3 system generated Certificate by clicking on the Download as  
PDF link on the preview page and Submit for Promoter Preview. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the Promoter Previews the submission, he may Accept /Reject the submission made by the 
Professional. Upon clicking Accept the Promoter proceeds to the Payment Page. 
 
 

19.4. Payment  
 
The Payment screen shows the system calculated Fees for the given Project Extension 
application. Click on all the Terms & Conditions checkboxes and click on Agree & Pay button to 
Proceed as shown below: 
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19.5. Confirmation 
 

 
 

The Acknowledgement No. for the Project Extension is generated on the Confirmation page. 
Click on Print application and Print Receipt to view the system generated PDF (screenshot 
below) for reference. Moreover, the Acknowledgement No. shall also be visible alongside the 
application to the promoter in the Dashboard post Login. 
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19.6. Print Application 
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19.7. Print Receipt 
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20. Project Extension (Inquiry Compliance Process) 
Please refer the Project Registration section for Inquiry Compliance Process 

21. Project Extension (Withdraw) 
Please refer the Project Alteration (Section-15) for steps to Withdraw Application 

22. Project Extension (Create Ticket) 
Please refer the Project Alteration (Section-15) for steps to Create Ticket 
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23. Agent Registration 

23.1. Agent Registration background 
 
Real Estate Act, 2016 
 
9. (1) No real estate agent shall facilitate the sale or purchase of or act on behalf of any 
person to facilitate the sale or purchase of any plot, apartment or building, as the case may 
be, in a real estate project or part of it, being the part of the real estate project registered under 
section 3, being sold by the promoter in any planning area, without obtaining registration 
under this section. 
(2) Every real estate agent shall make an application to the Authority for registration in 
such form, manner, within such time and accompanied by such fee and documents as may be 
prescribed. 
(3) The Authority shall, within such period, in such manner and upon satisfying itself 
of the fulfillment of such conditions, as may be prescribed— 
(a) grant a single registration to the real estate agent for the entire State of Union 
territory, as the case may be; 
(b) reject the application for reasons to be recorded in writing, if such application 
does not conform to the provisions of the Act or the rules or regulations made 
thereunder: 
Provided that no application shall be rejected unless the applicant has been given an 
opportunity of being heard in the matter. 
(4) Whereon the completion of the period specified under sub-section (3), if the 
applicant does not receive any communication about the deficiencies in his application or 
the rejection of his application, he shall be deemed to have been registered. 
(5) Every real estate agent who is registered as per the provisions of this Act or the 
rules and regulations made thereunder, shall be granted a registration number by the Authority, 
which shall be quoted by the real estate agent in every sale facilitated by him under this Act. 
(6) Every registration shall be valid for such period as may be prescribed, and shall be 
renewable for a period in such manner and on payment of such fee as may be prescribed. 
(7) Where any real estate agent who has been granted registration under this Act 
commits breach of any of the conditions thereof or any other terms and conditions specified 
under this Act or any rules or regulations made thereunder, or where the Authority is satisfied 
that such registration has been secured by the real estate agent through misrepresentation 
or fraud, the Authority may, without prejudice to any other provisions under this Act, revoke 
the registration or suspend the same for such period as it thinks fit: 
Provided that no such revocation or suspension shall be made by the Authority unless 
an opportunity of being heard has been given to the real estate agent. 
10. Every real estate agent registered under section 9 shall— 
(a) not facilitate the sale or purchase of any plot, apartment or building, as the 
case may be, in a real estate project or part of it, being sold by the promoter in any 
planning area, which is not registered with the Authority; 
(b) maintain and preserve such books of account, records and documents as 
may prescribed; 
(c) not involve himself in any unfair trade practices, namely:— 
(i) the practice of making any statement, whether orally or in writing or by 
visible representation which— 
(A) falsely represents that the services are of a particular standard or 



158 
 

grade; 
(B) represents that the promoter or himself has approval or affiliation 
which such promoter or himself does not have; 
(C) makes a false or misleading representation concerning the 
services; 
(ii) permitting the publication of any advertisement whether in any 
newspaper or otherwise of services that are not intended to be offered. 
(d) facilitate the possession of all the information and documents, as the allottee, 
is entitled to, at the time of booking of any plot, apartment or building, as the case may 
be; 
(e) discharge such other functions as may be prescribed. 
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24. Agent Enrollment Process 
 
Please refer the Agent Enrollment process manual before proceeding with Agent registration 
application process 

25. Agent Registration Application Process 
 
Step 1: The Agent user clicks on the Login link on the Home Page and then enters the Login ID 
and Password for accessing the Agent Dashboard 
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Step 2: The Agent has to click on the Apply button on the top right of the Dashboard screen, 
followed by “Apply for RERA Registration” to initiate the Agent Registration Application. 
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25.1. Agent Registration application form 
 
Step 3: Agent Registration form is open for application.  
 
In the Other State RERA Registration details section please enter the Registration no. of the Agent 
user (as issued in any state other than Gujarat), select the state name from the dropdown list, 
Upload the Registration certificate (as issued by the other state RERA authority) by clicking on 
the Upload button. 
 
Once the details are entered, selected and uploaded, click on the “Add into the list” button to save 
the record. If there are more than one records the user wants to enter, repeat the above process 
and Add to save that record. Multiple records can be added in this section. (Refer screenshot 
below). The user may re-enter any particular record details by clicking on Delete action button 
from the saved records and Add to update the particular record. 
 

 
Click on the “File Upload” button in each of the Income Tax Return (ITR) fields to upload the 
ITR for the specified financial years. Please note that the user shall be dynamically prompted to 
upload the ITRs for last three financial years or lesser, depending on the date of incorporation 
(in case of Agent type other than individual). In case of Individuals, last three financial year 
returns must be uploaded. 
 
In case you are exempted from filing ITR for any/all financial years, user must upload a 
notarized declaration pdf stating the reason for exemption and proceed by clicking on Submit 
button. (Refer screenshot below) 
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On submission a popup message shall appear, prompting the user to make the agent application 
payment in the next page.  
 
 
 



 

                                                                                         Page 163 of 169 

 

25.2. Payment  
 
The Payment screen shows the Payment head, GujRERA unique token number, system 
calculated Amount, additional amount (if any) and total amount for the given type of Agent 
user. Kindly go through the Note section carefully, click on all the Terms & Conditions 
checkboxes and click on Agree & Pay button to Proceed as shown below. The user has to select 
the Payment gateway (Hdfc or SBI) through which he/she wishes to process the payment. 

 
Before proceeding with the payment, the user may preview the entire application (user 
enrollment and RERA registration form details) by clicking on the “Preview Application” button 
on the top right corner of the page. The following preview screen shall appear which can be 
printed by the user, by clicking on the “Print” button. (Refer screenshot below) 
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25.3. Confirmation 
 
 

 

The Acknowledgement No. for the Agent Registration is generated on the Confirmation page. 
Click on Print application and Print Receipt to view the system generated PDF (screenshot 
below) for reference. Moreover, the Acknowledgement No. shall also be visible alongside the 
application to the Agent in the Dashboard post Login. 
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25.4. Print Application 
 



 

                                                                                         Page 167 of 169 

 

25.5. Print Receipt 
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26. Agent Application (Inquiry Compliance Process) 
Please refer the Project Registration section for Inquiry Compliance Process 

27. Agent Application (Withdraw) 
Please refer the Project Alteration (Section-15) for steps to Withdraw Application 

28. Agent Application (Create Ticket) 
Please refer the Project Alteration (Section-15) for steps to Create Ticket 
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Disclaimer 
"This document has been prepared solely for Gujarat RERA, under the contract of Gujarat RERA and 
PwC being the express addressee of this report for its sole use and benefit. This document is not a 
substitute 
for the reader’s own due diligence/ appraisal/ enquiries that the reader should undertake for its own 
purposes or any independent advice that the reader should obtain in connection with the subject 
matter 
of the report. The decision as to whether or not to proceed with any transaction relating to the 
subject 
matter of the report shall rest solely with Gujarat RERA . The reader shall not construe this report as 
business, financial, accounting, tax or legal advice. PwC does not accept or assume any liability, 
responsibility or duty of care for any use of or reliance on this report by anyone, other than (i) 
Gujarat 
RERA , to the extent agreed in the relevant contract for the matter to which this report relates (if any), 
or 
(ii) as expressly agreed by PwC in writing in advance. 
This report (and any extract from it) may not be copied, paraphrased, reproduced, or distributed in 
any 
manner or form, whether by photocopying, electronically, by internet, within another document or 
otherwise, without the prior written permission of PwC. Further, any quotation, citation, or attribution 
of this publication, or any extract from it, is strictly prohibited without PwC’s prior written permission. 
 

 


