
 
FLOW CHART OF STEPS 

 
 
 

Study the instructions and guidelines 
(Sr.No 1 on Home page) 

 
 
 
 
 

 
Download the brochure and go 

through the required documents Sr.  
(No.2 on home page) 

 
 
 
 
 
 

 
Calculate the conversion charges 

to be paid( Sr. No. 3 on home 

page) 
 
 
 
 
 
 
 
 
 
 
 
 

Prepare documents for conversion 
 
 
 
 
 
 
Prepare scanned copies of documents 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After computing the 
No 

 
 

conversion charges Exit 
 

 
 

   

do you want to apply   
 

online 
   

  
 

 
 
 
 

Yes 

 
Generate Challan 

 
 
 
 
 
 
 
 
 
 
 
 
 
Make payment of conversion charges  
Through Bank/NEFT/RTGS 

 
 

 

Fill up payment details with 

Challan No & UTR No  

Upload documents or Submit 

documents physically at 

reception                  
 

(Sr. No. 5 on home page)  (Sr . No. 5 on home page)    
 

 
    

Have you uploaded 
  

    
 

      

    

all documents Yes 
 

     

     
 

      

  No  required  
 

     
 

 
 
 
 
 

Press final 
submission & 
and acknowledge 
button 

 
 
 

 
Now application of online conversion 

is received in DDA and on SMS and on 

e-mail of receipt is sent to the applicant 
 
 

 

Note:   After applying online the applicant can chase the progress through system by checking deficiencies etc. online

 


