Property Tax Assessment Form Help Manual

Property Tax assessment form (PT Assessment) need to fill in
occupancy application to calculate your property Tax.
Following steps to be follow for PT Assessment form filling.

Step 1. Add Occupancy information as per PART/FULL.

» If select Part occupancy then need to select Building
name, up to which you are taking occupancy (according
to the selection of building, floor, unit etc data reflect in
PT Assessment form).
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» If select full occupancy then all sanction Building/Floor
data will reflect in PT Assessment form.



Step 2. Fill PT Assessment form
» Add property ID, Property type, Existing property tax No.
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» Select rate by clicking on ‘Find rate’ for your property
address, survey No./CTS No.
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» Select Check on find rate page as per Survey No/CTS No.
(refer last column to find your survey/ CTS No.)
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» After selection of rate fill Assessment table — in Building
name, Floor no, unit, carpet area, will be reflect as per
building sanction data, you have to select unit status as
Sold/Unsold.
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Residential/Non Residential area Details (In sqm) as per sanction plan:

Please fill PT Assessment Form, building and floor wise details for sold and unsold unit for propoerty tax calculation.
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» If select unit status as sold then you have to add new
owner details, Address, Mobile No, Email Id. and need to
add ‘index II’ attachment.

» If select unit status as Unsold then owner name should
be reflected as per owner added in system.

(Note: If multiple owners then in PT assessment form
only reflect first owner name)
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» After save all PT assessment details you can verify
‘Common Form A’ for your property.

Note: PT Assessment Form is mandatory to submit
while applying for Occupancy.



