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1. INTRODUCTION 

This Standard Operating Procedure (SOP) defines the processes, functionalities, and workflow for 

the Regularization of Residential Plots Portal, developed by NIC for the Municipal Corporation 

of Delhi (MCD). 

The system has been designed to facilitate online submission, processing, and approval of 

residential plot regularization applications, ensuring transparency, efficiency, and minimal 

manual intervention. 

Key features of the system include: 

 Online submission of applications by citizens/professionals  

 Auto-fetching of data from PM-UDAY system  

 Role-based workflow processing  

 Automated fee calculation  

 Online payment integration  

 Real-time status tracking and deficiency communication 

2. STAKEHOLDER 
 

 Municipal Corporation of Delhi (MCD)  

 Citizen / Property Owner  

 Architect / Empaneled Professionals 
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3. ROLES AND RESPONSIBILITIES 

 

  

S.NO ROLE RESPONSIBILITIES  

1 Owner Citizen initiates the application process. Selects 

colony (Zone/Ward auto-populated). Enters PM-

UDAY Case ID. Maps Architect/Professional. 

2. Architect / 

Professional 
Preparation and submission of application, document 

upload, and compliance with technical requirements. 

(Calculate and Pay Plan/Permit Fee) 



5 
 

4. SystemWorkflow 

 

5. Application Initiation by Citizen 

 Citizen initiates the application process.  
 Selects colony (Zone/Ward auto-populated).  
 Enters PM-UDAY Case ID.  
 Maps Architect/Professional.  

5.1 Application Processing by Architect 

 Logs into portal and accesses assigned request.  
 Fills application details including:  
 FAR deviations  
 Structural safety details  
 Owner details auto-fetched from PM-UDAY system.  

5.2 Property Details Entry 

 Select property category.  
 Enter relevant property information.  

5.3 Document Upload 

 Ownership documents (auto-fetched from PM-UDAY)  
 Common Application Form (Dynamic CAF)  
 Building plans/drawings  
 Structural Safety Certificate  
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5.4 Permit/Plan Fee Payment 

 Auto-calculated at ₹10 per sq. ft. of built-up area. 
 The Plan Fee/Permit Fee must be paid by the Architect before application submission. 
 Online payment by Architect. 

5.5 Final Approval 

 The certificate is generated automatically after successful payment completion.  
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6. Validations/ Conditions 

1. Owner Details (Auto-Fetch) 

 Email ID and Mobile Number of all property owners shall be auto-fetched from the PM-

UDAY system.  

 Manual modification of these details shall not be permitted,  

2. Owner Identity Details (Auto-Fetch) 

 Photograph and ID Proof of each owner shall be auto-fetched from the PM-UDAY system.  

 In case of multiple owners, details of all co-owners shall be mandatorily available.  

3. Document Upload Requirements 

 All documents shall be uploaded strictly in PDF format only.  

 Documents must be duly signed by all co-owners and concerned professionals.  

4. File Size Validation 

 Uploaded documents must comply with the prescribed file size limits as defined in the 

system.  

5. Self-Attestation and Certification 

 All uploaded documents shall be self-attested by the applicant(s).  

 Documents must also be signed/ stamped by the respective 

professionals(Architect/Engineer).  

6. Building Plan Submission 

 Building Plans must be submitted in PDF format only, duly signed by the authorized 

professional.  

7. Structural Certification 

 The Structural Engineer must be competent and authorized to prepare structural design 

calculations and details for the building.  

8. Building Photographs (Auto-Fetch) 

 Photographs of the building shall be auto-fetched from the PM-UDAY system, wherever 

available.  
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7.  Step by Step procedure for using Regularization of 

Residential Plots Portal 
 

 Step-by-Step Guide for Regularisation Portal – PM-UDAY Colonies, this guide provides 

step-by-step process for availing the Regularisation Certificate for PM-UDAY Colonies, 

covering: 

1. Owner Registration on the portal  

2. Mapping of Architect with the application  

3. Application Submission by the Architect  

4. Plan Fee Calculation and Payment  

5. Automatic Certificate Generation after successful payment  

6. Downloading of Regularisation Certificate  

7. Downloading of Payment Slip  

7.1 Steps for User Registration 
 

Step 1: Visit MCD Online website (https://mcdonline.nic.in/swagam/)click on “Registration” for 

User Registration.  

 

 

 

 

 

 

https://mcdonline.nic.in/swagam/
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Step 2: Enter Name, Email ID, Login ID, Mobile No., Password and click “Next”. 

 

 

 

Step 3: After submitting information OTP will be sent to the registered Mobile/Email.Enter OTP 

and click on “Next”. 
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Step 4: Select User type from the drop-down list and click on “Submit”. 

 

 

 

Step 5: The user has now been successfully registered.  
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Step 6: The user shall now verify the Basic Information and click on “Next”. 

 

Step 7: The user shall now enter the additional basic information i.e., Father’s Name, Date of Birth 

and select Gender from the radio buttons and click on “Next”. 

 

 

 

Step 8: The user shall now enter the communication address details i.e.Address, State, District and 

Pin code and click on “Next”. 
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Step 9: The user shall now enter the permanent address details i.e.Address, State,District and Pin 

code and click on “Next”. In case the communication address and permanent address are 

same, the user shall select the check box “Same as communication Address “and click on 

“Next”. 

 
 

Step 10: The user shall now upload the legible documents i.e., Aadhaar Card, Pan Card, Ration Card 

and Election ID Card. Once uploaded, the user shall now click on “Submit”. 

 

 

Step 11: The user is now successfully registered. 
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7.2 Steps for User Log in 
 

Step 1: The user shall now log in using either User ID and password or EmailID/Mobile No. 

&OTP. Once the details are entered, the user shall enter the Captcha shown on the 

screenand click on “Login”. 

 

Step 2: In case the user has forgotten his password, the user can click on “Forgot Password”. 
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Step 3: The user shall now enter basic details i.e., Email id/ Mobile Number and OTPand click 

“Next”. 

 

 
 

Step 4: The user shall now enter the new password and then click on “Submit”. 
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7.3 Steps for managing User Account 
 

Step 1: Once the user has successfully logged into the portal, the user will land on the Status 

Page. 

 

 

Step 2: To access the user account, the user shall have to click on “My Account”. 
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Step 3: The user shall select “Request” or “Status” or “Preferences” as required from the drop-

down list. 

 

 

Step 4: The user shall click on “Request”to access Login and Profile Details.  
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Step 5: Once the user clicks “Login”, the user can add/verify Authentication details Such as 

Name, Mobile No. and Email ID.  

 

 

Step 6: When the user clicks on "Profile", they can view or modify their Sign-Up Details, 

including Name, Login ID, Email ID, Mobile Number, and Profile Photo.If any changes 

are made, the updated details can only be saved after the mobile Number is verified 

through an OTP. 
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7.4  Steps for Application Submission by Citizen 

 
Step 1: The user shall click on “Citizen Services”and select relevant option from the drop down 

i.e., Request and Status. 

 

Step 2: The user shall click on “Request” and then select Online Service as “Online Building 

PlanSystem”. 
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Step 3: After clicking “Online Building Plan System”, a new window will open. The user shall now 

click on “Regularization”to move to the Application for Regularization of Existing 

Construction. 

 

 

Step 4: After clicking “APPLY FOR REGULARIZATION UNDER PM-UDAy SCHEME”, a new 

window will open. The user shall now click on “Colony Dropdown “toapply to the 

Applicationfor Regularization of Existing Construction. 

 

 

 

 

 



20 
 

Step 5: After selecting the colony user will then enter PM-UDAY case ID to validate details from 

click “Validate”. 

 

 

8.2  Steps for Application Submission by 

Architect 
 

Step 1:  Upon validation of the Case ID, the user selects an Architect, and the application is 

forwarded to the Architect's login. 
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Step 2:  Once the application is submitted by the user, it is made available in the Architect's 

login for review and further action the Architect shall enter the Plan Details, including 

the Plan Type, Building Type, and Building Sub-Type, and then click the "Next" button 

to proceed. 

 

 

Step 3:  The Architect shall verify the property details fetched from the PM-UDAY system, 

including Zone, Ward, Locality, District, Block, Property Number, Property Address, 

Plot Area (in Sq. Meters), Total Built-up Area (in Sq. Meters), and Geo-Coordinates. 

The Architect shall then select the appropriate option for “Does the Property Fall/Abut 

on a Notified Road?” using the radio button. After verifying the details and providing 

the required input, the architect shall click on the “Next” button to proceed 
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Step 4:   The user shall verify the owner details i.e., Salutation, Name of the Owner, Address, Pin 

Code, Landline No., Mobile No., Email and Alternate email, Salutation (S/o, W/o, 

D/o)andName (S/o, W/o, D/o)The user shall now verify the photograph and 

identification proof. Once all details are verified,the user shall click “Next” to proceed. 

 

 

Step 5:  The user shall select the Professional Details from drop downStructural Engineer Name 

and Structural Engineer Registration No. Once all details are Entered, the user shall 

click “Next” to proceed. 
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Step 6:  The user can now view REGULARIZATION SUBMISSION DECLARATIONWith 

the auto populated details as entered by the user before. In case the user has a second 

ownerThose details will also auto populate, click on “Next” to proceed. 

 

 

Step 7:  The user can now viewE-Undertaking Documentby clicking on “E-Undertaking”with 

the auto populated details as entered by the user be9+Under the E-Undertaking section, 

the Architect is required to upload the Structural Safety Certificate and enter the Date of 

Certificate Generation and the Validity of the Structural Safety Certificate. 
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Step 8:  The user shall now verify the Documents i.e., Property Ownership Documents, Building 

Photographs fetched from PM–UDAY. 

 

 

Step 9:  Existing Drawing to be Regularized, Previous Sanctioned Building / Completion 

Regularization PlanStructural Safety Certificate, Common ApplicationForm (CAF), 

Other Documented. The user shall now clickon “Submit” to proceed. The user can 

“Browse”, “Upload”, “View” and “Delete” options.  
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Step 10:  After calculating the Fee, the Architect clicks the "Pay" button to proceed with the 

payment. 
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Step 11:  The user shall select the appropriate option from the payment gateway List and click on 

“Pay Now”. 

 

 

Step 12:  Upon successful payment, the application is displayed on the Architect's dashboard for 

review and further action. 
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Step 13:  The Architect can download the generated certificate along with the payment receipt. 
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