
Start of To Be Business 
Process

Visits Service 
Center within 3 

months of 
acquisition of right

Delivers to 
Service Center 

Official his order 
regarding entry of 

mutation

Delivers to Service 
Center Official 
Registration 

Memorandum 
pertaining to 
transaction

Delivers to 
Service Center 
Official order/ 

decree of Court 
necessitating 

entry of mutation

Person who acquired right/ 
Person acting on his behalf

Revenue Officer

Gets personal 
information of visitor 
i.e. name, parentage, 
caste, address, CNIC, 

photo, thumb 
impression and enters 
the same into system

Gets report from visitor in writing or 
oral form regarding acquisition of right 
i.e. name, parentage, caste, address, 

CNIC(optional) of person who 
acquired right, name, parentage, 
caste, address, CNIC(optional) of 

person from whom right acquired and 
particulars of land in which right 

acquired, i.e. name of mauza with 
tehsil, Khata number, Khasra numbers 

and area in kanals and marlas

Enters report into 
system

Enters report into 
system

Enters report into 
system

Enters report into 
system

Searches in System whether right acquired exists in current record in the name of person from 
whom acquired 

Right found to exist Right not found to exist

Enters mutation in the system, filling in 
various columns thereof, except columns 
relating to No. of Khewat  which will be 

substituted in the new Register Haqdaran 
Zameen, and reports and orders. Scans 
and attaches any supporting documents 
e.g Registeration deed, court orders etc., 
if any. Prints out challan form and receipt 

of mutations and gets digital receipt.

Enters complaint or fard Badar  in the system and gives printout of 
the same to visitor

Payment of 
mutation fee 

through credit 
card

Gets printout of Challan Form duly filled 
in and hands over to visitorsNo

Deposits Challan Form 
and mutation fee in 

Bank and gets receipt 
copy of Challan

Visitor

Enters Credit Card details 
attaches scanned copy of credit 

card slip, gets printout of 
payment slip

Yes

Hands over other copy of printout of mutation to Patwari on his schedule visit and gets digital 
receipt from Patwari

Service Center 
Official

Enters report in his Rozmancha Waqiati regarding receipt of printout of 
each mutation

Prepares Shajra Nasab on printout of mutation in case of 
inheritance

Prepares Tatima Shajra on back of printout of mutation, if called 
for

Waits for visit of Kanungo/ Revenue Officer to Patwar 
Circle

Patwari

Visits as per tour 
programme

Records report in his Roznamcha Waqiati about visit of 
Kanungo and gets signature of Kanungo on Roznamcha 

Waqiati

Verifies Tatima Shajra on mutation and attests the same by his 
signature

Patwari

Records report in his diary regarding Tatima Shajras on mutations 
verified by him

Kanungo

Sends notice of his tour programme to Patwari in 
advance 

Informs parties about RO’s tour programme by service in 
person at least 7 days ahead of arrival of RO

Records report in his Roznamcha Waqiati on arrival of RO 
and obtains signature of RO on Roznamcha Waqiati

Hands over printouts of mutations to RO for 
orders

Patwari

In case the mutation is not ripe for disposal, due to any reason, Revenue Officer passes interim order on 
mutation indicating what further action is necessary to make the case ripe for disposal on his next visit

Passes order on mutation in Ijlas-e-Aam. The order should show Khata number/ Khasra numbers affected and their total area, the names of 
parties, along with the details of their shares, and the exact consideration money. The order should be written by the Revenue Officer with his own 
hand. In case of oral terms actions the order shall be passed in the presence of person whose right has been acquired, after such person has been 

identify by two respectable persons, preferably from Jamabandies and members of Union Council concerned whose signatures or thumb 
impressions shall be obtained by the Revenue Officer on the mutation. The order shall state briefly the persons examined by the Revenue Officer, 

the facts to which they deposed and the grounds of order. In case of acquisition of right by a registered deed or by or under order or decree of 
Court, it shall not be necessary to record statements of parties and witnesses or to enforce their attendance. In case of scale, gift, mortgage or 

exchange, the order of Revenue Officer should always state whether a share of the Shamilat is included in the transfer. 

Submits mutation at Tehsil Data Center and gets receipt from 
T.D.C operator

Enters mutation in the system as per order of Revenue Officer, after retrieving and editing the mutation entered by SCO,  
attaching scanned image of approved mutation and Tatima details (if applicable)

If system does not accept 
order by RO then TDC 
operator will report a 
complaint to RO for 

necessary correctionsForwards mutation digitally 
to RO

Tehsil Data 
Center Operator

Performs verification and applies digital signature 
on mutation 

System updates Register Haqdaran 
Zameen

Changes are replicated back to Service Center 
concerned

Sends gist to Revenue Officer’s order on 
approved mutation in the form of 

Memorandum regarding Transfer of 
Rights to the person whose right has 

been acquiredService Center 
Official

End of To Be Business 
Process

POST TRANSITION

Revenue
Officer


