DELHI DEVELOPMENT AUTHORITY

LEASE ADMINISTRATION BRNACH (HOUSING)

D-BLOCK, 3RD FLOOR, VIKAS SADAN, INA,

NEW DELHI – 110 023

No.
PS/D(H)-I/DDA/2011/



Dated:

OFFICE-ORDER
Sub:
Time limit for the completion of conversion cases from leasehold to freehold in Housing Department.  


In supercession of the earlier office orders regarding completion conversion applications in 90 days, the competent authority has taken decision to complete the process of conversion of DDA flats from 90 days to 45 working days.  A copy of the flow chart for the process conversion is enclosed.  All the Officers/officials working in the Housing Department are directed to ensure that the revised time schedule is strict adhered to and the work is completed within the frame given in the flow chart. 

( S. K. Jain)

Director (H)-I
1. Dy. Dir. (LAB)-H

2. Dy. Dir. (SFS)-H

3. Dy. Dir. (MIG)-H

4. Dy. Dir. (LIG)-H

5. Dy. Dir. (EHS)-H

6. Dy. Dir. (Janta)-H
Copy for favour of information to:

1. OSD to VC

2. P.S. to Pr. Commr.

3. P.S. to Pr. Commr. (H)

4. P.S. to Commr. (H)

5. F.A (H)/DDA

6. Dir. (H)-II

7. CLA, DDA

8. Dy. Dir. (Co-ord).  


Director (H)-I

DELHI DEVELOPMENT AUTHORITY

LEASE ADMINISTRATION BRNACH (HOUSING)

D-BLOCK, 3RD FLOOR, VIKAS SADAN, INA,

NEW DELHI – 110 023

FLORW CHART FOR CONVERSION CASES IN HOUSING DEPARTMENT I.E. BUILT UP FLATS ALLOTTED BY DDA. 
	Sl. No. 
	Process
	Branch/Officer
	Average Time

	1.
	Receipt of conversion applications. 
	Central diary
	          -



	2.
	Transfer of conversion applications from centralized dak. 


	Concerned Branch


	2 working days 

	3.
	Demand of files from record room & its receipt from record room
	Concerned Daftary Incharge


	3 working days

	4.
	Preliminary examination of  documents and issuance of deficiency letter.

  
	Concerned Branch
	5 working days

	5.
	Receipt pf reply of alongwith documents from applicant.


	
	7 working days

	6.


	Checking of documents and processing of file for in principal approval and reference to A/c Dept.


	
	7 working days

	7.
	Payment verification and NOC from A/c Branch.
	AO converned/A/c Branch
	12 working days

	8.
	Receipt of file from A/c Dept. and processing for approval of conversion application. 
	Dealing Asstt.
	3 working days

	9.
	-do-
	Asstt. Director
	2 working days

	10.
	-do-
	Dy. Director
	2 working days

	11
	-do-
	Director
	2 working days

	12.
	-do-
	Total
	45 working days


Note: - 
The applicant must submit all the requsite documents alongwith the conversion application so that the conversion could be completed within the aforesaid time limit.  The documents related to payment of instalments/dues i.e. copies of challans etc. must be submitted alongwith the conversion application so that the conversion could be processed and finalized in 45 working days.  

