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1. Introduction 

The Municipal Corporations of Delhi keep track of ownership changes in the property tax records 

arising due to reasons like Registration of Sell and purchase at Sub Registrar offices, Transfer of 

property due to Death of Owner / Gift deeds/inheritance etc.  As and when changes in the ownership 

of property occur, the new owner details must also be updated in the property tax records 

maintained by the MCD (SDMC/EDMC/NDMC) so that they can verify property tax paid by citizen’s 

u/s 128 of the DMC Act 1957. It’s the responsibility of the transferor to intimate MCD about the 

transfer of title of property and transferee to apply for mutation and get the owner’s name changed 

in MCD property tax records afterwards. Property Tax Department reserves the right to reject an e-

mutation application if the application or its attached documents are found to be incorrect. 

Citizens are required to apply for e-Mutation at MCD Portal (https://mcdonline.nic.in)   along with 

required documents and the prescribed fee. The application is processed at the concerned Zonal 

office. If everything is in order, a Mutation Certificate will be issued to the citizen online. In case, any 

deficiency is noticed or found in the application/documents it is sent back to the citizen, for 

rectification.  

1.1. Purpose 
The purpose of this document is to make the citizens conversant with the process of e-filling of the 

e-Mutation application. 

1.2. Intended Audience 
The targeted audiences are property owners who want to get change owners’ names in the property 

tax records. 

1.3. Background 
The South Delhi Municipal Corporation, which is nodal for the development and implementation of 

MC Suite of applications for all three MCDs, raised a request for the development of a software 

module for online handling of mutations cases in paperless, and faceless for the respective 

corporation. It is pertinent to mention here that the records of mutations performed by the SR office 

are already being made available to the respective MCD online for change of ownership title in the 

property records, it is functional w.e.f.  01-04-2019. This system also facilitates the property owners 

to apply and get change ownership title in their property tax records before April 2019. 

https://mcdonline.nic.in/
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2. Steps for e-Mutation of a Property 

MCD Online Portal provide Single Sign-On Authentication (SSO) Services using which Citizens need to 

Register on MCD Portal https://mcdonline.nic.in. The main MCD Citizen-Centric Services are 

Registration of Birth / Death detail, Pay Property Tax, e-Mutation, Issuance or Renewal of Licenses for 

different licensing applications like (Factory Licenses, Heath Trade Licenses, General Trade Licenses, 

Veterinary Licenses etc.), e-Mutation can be applied by a user by following the simple steps shown 

below (in brief): 

2.1. Flow for e-Mutation Application 

 

1 • Logon to MCD Portal
https://mcdonline.nic.in/

2
• Log In, if alredy registered or, 

• Sign-up by providing authentication details.

3 • On successful login, click on the Property Tax Icon on the Online Services page

4

• Search Property Detail:
Scenario 1: UPIC is known to the applicant and  Complete property is 
getting transferred .

a. Search the property detail to view the PTR detail.

• Apply for New UPIC:
Scenario 2: When UPIC is not known to the applicant.

a. Property purchased is new and the property tax is not paid yet.
b. Property purchased is the part of an existing property.

• Apply for new UPIC and Register the Property Detail

5 • Apply For eMutation

• Pay Fee

6 • Check Status of Application

• Remove Defficiency, if any

7
• In case Application is Rejected

• Re-Apply for e-Mutation

• Pay Fee

8 • Download eMutation Certificate (Once the application is approved)

9 • Change in ownership Detail when UPIC is known to the applicant and  Complete 
property is getting transferred  and  e-mutation is done.
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2.2. Registration on MCD Portal (Citizen Login) 
1) Visit MCD portal https://mcdonline.nic.in/ 

2) Click on the Pay Property Tax link of the respective corporation (SDMC/ NDCM/ EDMC). 

 

(SCR-01) 

2.2.1. Citizen Already Registered on MCD Portal 

 

(SCR-02) 

 

1) If the user is already registered, then enter Registered Mobile Number and click on Generate 

OTP button. 

2) Enter the OTP received and click on the login button to log in. 

https://mcdonline.nic.in/
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2.2.2. Citizen Registration 

1) In case of a user is new, then citizen must click on “New user click here for Signup/ 

Registration” 

Note: To avail of the Online Services of Respective Corporation citizens need to register on 

each Corporation portal separately.  

 

(SCR-03) 

2) Fill in the Mandatory Details like Name, Father Name, Mobile Number, Email Address etc. on 

the Signup form.  

 

(SCR-04) 
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3) To log in through Mobile Number & OTP, International users need to select Country Code 

and fill in their Mobile Number.  

4) Get Mobile Number Validated using OTP and press Submit to Complete the Registration  

5) After Registration citizens can Sign in using Mobile Number & OTP or “Login Id and 

Password”.  

6) To Change Mobile number and other details using the “Edit Profile” option.  

7) After successful login, the ONLINE SERVICES page will appear showing Property Tax Icon. 

2.3. Sign-in on the MCD Online Portal 
1) Go to MCD portal https://mcdonline.nic.in  

2) Click on the Pay Property Tax link of the respective corporation.  

 

(SCR-05) 

3) Once the click on Pay Property Tax then enters your Registered Mobile Number and click on 

Generate OTP button. 

4) Enter the OTP received and click on the login button to log in.  

 

(SCR-06) 
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5) On the online service page, click on the Property Tax option. 

 

(SCR-07) 

 

6) After that citizen dashboard will be displayed. 

 

(SCR-08) 

3. Search Property Details 

In case, citizen purchased a property and is unable to find its detail on the Dashboard, he/she 

can search the property detail using the “SEARCH PROPERTY” Option. 

3.1. Scenario I - If the UPIC is known to the Applicant/Citizen 

 

(SCR-09) 

3.1.1. Search property on UPIC 

This option is for the taxpayers who already have UPIC i.e., 15 digit/alphanumeric Number 

assigned to the property.  A citizen can search property on anyone Combination of 

parameters mentioned below: 

 UPIC / Property IDOR, 

 Receipt No. of tax paid & year of tax paid OR, 

 Colony Name & Owner Name 

Enter Detail correctly and check once again and then press Submit button. 
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Note: If you search on the same UPIC again, you will get property details, but if you would like 

to Register property again using the same UPIC it will refuse and may say that UPIC is already 

in use because the One-UPIC-One property pattern has been followed. 

 

(SCR-10) 

 

     

 

Details of property, year-wise tax paid etc. will be displayed.  You will find an “Action” button of 

green color, click it, and select option choose the property to pay tax. 
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(SCR-11) 

Property details get added to the Citizen Dashboard. 

 

(SCR-12) 

3.1.2. Request for UPIC Transfer 

In case the citizen purchased an entire existing property and the UPIC is known, then he/she can 

search for its detail.  For the searched property a request for UPIC TRANSFER can be made by using 

Option “REQUEST UPIC TRANSFER” under the Action button. 

 

(SCR-13) 

 

After the Submission of the UPIC Transfer request, MCD Officer will examine the request and 

Transfer the UPIC based on the facts submitted.  After the UPIC Transfer request is approved 

Property Detail will be available on the dashboard. 

3.2. Scenario II - If the UPIC is NOT known to the Citizen 

 In case a citizen has not found any property by using the SEARCH PROPERTY option or, 

 The citizen brought a new property, and the property tax is not paid yet or, 

 The Property purchased is part of an existing property. 

Then the citizen can use the “APPLY FOR NEW UPIC” option for making a request to the MCD 

Official for allocation of new UPIC for his/her property. For this citizen require to register the 
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property Detail first. 

3.2.1. Apply for New UPIC 

Applicant/citizen must fill in all the required Property Detail and attach the requisite Documents if 

any.  

Following details are required to apply for UPIC ID: 

 Ownership Category  

 Ownership Type  

 Property Category  

 Location Detail  

o Colony  

o Ward  

o Zone  

 Address Details  

o Plot Number or House Number or Flat Number or Farmhouse Number  

o Sector or Phase Number or Block/Pocket or Lane or Street  

o State  

o District  

o Country  

 Owner Detail Consist of Name, Address, Age, Email, Phone Number etc.  

 The system will allocate the new UPIC automatically for SDMC & NDMC.  In the Case of 

EDMC, UPIC is allotted by MCD Officials. 
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(SCR-14) 

 Citizens must provide details and attach required documents if any. 

 Once the UPIC is allotted, Property Details are made available on Dashboard automatically in 

Draft Mode. 

 

(SCR-15) 

 Under Action Button, use “Edit Property/Owner details” to fill Property / Owner Detail 
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 Once the property details & owner details are added the status of the property gets changed to 

“Registered” 

 

(SCR-16) 

4. Apply for e-Mutation 

4.1. Process of e-Mutation 
1) Select the UPIC and apply for e-Mutation through the “ACTIONS” button on the 

property.  

 

(SCR-17) 

A citizen can apply for e-Mutation under any one of the different six categories called Nature of 

e-Mutation. 

Categories under Nature of e-Mutation: 

1. Transfer on account of the sale deed  

2. Devolution/ inheritance (in case of death)   

3. Conveyance deed/agreement of sell  
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4. Relinquishment of property duly registered with the sub-registrar office  

5. Gift deed  

6. Other (release deed/partition deed/grant of LOA)  

The following screen appears once the citizen clicks on “Apply for e-Mutation”   

 
(SCR-18) 
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1) If the user is the second owner/buyer of the property and the citizen has already get done the 

UPIC transfer, then while applying for e-Mutation one must select “Yes” for the option “ARE YOU 

TRANSFEREE” 

2) Based on the selection of the “Nature of the e-Mutation”, Citizens must upload the required 

documents, photos & details of the new owner. For documents details please refer to Annexure 

“A” 

3) After filling the complete form, the user must click on submit button. 

4) Citizens will be redirected to the payment gateway. 

 

(SCR-19) 

1) Select the desired Payment Gateway. 

2) On the payment gateway page, a citizen can make the payment of fee using any of the following 

options: 

 UPI 

 Net Banking 

 Credit / Debit Card  

 RuPay 

 Paytm 

3) Payment successful  

4) Payment verification  
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(SCR-20) 

4.2. Payment Success 
1) In case of payment was done successfully then the status of the application become 

“Submit to Process” as shown below  

 
(SCR-21) 

2) Citizens can download the payment receipt by choosing Fee Paid Details under the 

“ACTIONS” button. 

 

(SCR-22) 

 A sample view of the payment receipt is shown below: 
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(SCR-23) 

4.3. Payment Verification for unsuccessful transactions  
1) In case of the payment transaction remain unsuccessful, the status will be shown as “Payment 

Failure”. 

 

(SCR-24) 

2) Click on ACTIONS then click on “PAY TAX” and pay the fee amount  

 

(SCR-25) 
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3) In case of payment is deducted from a citizen account and the payment status is shown as 

“Unsuccessful/Failure”. To verify the payment status. Use the payment verify facility under the 

actions button to verify the transition status.   

 

(SCR-26) 

4) Once the payment transaction is verified and it became successful, a payment receipt will get 

generated and application status will become “Submit to Process”. 
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(SCR-27) 

5. Check e-Mutation Status 

1) After paying the fee, citizens must click on the “e-Mutation Requests” button and see the status 

of the submitted application. 
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(SCR-28) 

2) After clicking on the “e-Mutation Requests” button, the following screen appears. 

 

(SCR-29) 

6. Check Deficiency 

6.1. Deficiency raised by Assessing Official  
Once the application is submitted successfully, there is a chance that while reviewing the application 

the Assessing Official may find some deficiency for which he/she may raise a deficiency.  

 

(SCR-30) 

In such cases, thecitizen must perform the following steps: 

1) Click on the Actions button followed by “Deficiency Rectification”. 
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(SCR-31) 

2) Citizen can download the deficiency letter by clicking on “Download Deficiency Letter”  

 

3) After clicking on the DEFICIENCY RECTIFICATION link, the citizen can see the remarks posted by 

the Assessing Official. 
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(SCR-32) 
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4) Citizens are required to rectify the deficiency by uploading the required documents and/or with 

remarks and submitting.  

 

(SCR-33) 

5) After submission, the status becomes “Deficiency Rectified” and modified details are available 

to the officer for further processing.  

7. Rejection of Application 

An Assessing Official may reject the application if he/she finds some wrong or suppressed information.  

 
(SCR-34) 

In such cases, the citizen has to perform the following steps: 

1) Click on the Actions button followed by “Application Rejected” 

 
(SCR-35) 

2) After clicking on the Application Rejected link, the citizen can download the rejection letter in 

which Rejection Reason is mentioned. 



PTR-e-Mutation      v1.0 – Citizen Interface 

 
 

 

Page 23 of 26 
 

 

(SCR-36) 

 

3) Citizens can re-apply for e-Mutation by clicking on the “Reapply for e-Mutation” link. 

 

4) Citizen has to “Apply for e-Mutation” again (Please refer to SCR-18)  
 

8. Approval of e-Mutation Certificate 

1) Once the application is approved by the Assessing Officer, the status of the application will 

become Approved, and the e-Mutation Certificate become available for Download at the citizen 

dashboard. 



PTR-e-Mutation      v1.0 – Citizen Interface 

 
 

 

Page 24 of 26 
 

 

(SCR-34) 

2)  A Sample e-Mutation certificate is shown below:  

 

(SCR-35) 
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Once the mutation is done and the property is transferred in the name of the new owner in 

municipal records, then the new owner is advised to get the UPIC transferred in his/her name. 

9. Annexure “A” 

9.1. List of documents required as per Nature of e-Mutation: 

Nature of e-Mutation List of Documents (In PDF) 
** Maximum Limit of each document size is 2 MB 

For all types General Documents 
1. Complete Chain of documents 
2. Affidavit regarding dues/ Clearance of up-to-date 

property tax ---Annexure "F"  
3. Indemnity Bond on Rs. 100/- Stamp Paper duly 

attested by Notary --Annexure "B" 
4. Declaration regarding UPIC about Applicant.  

Transfer on account 
of Sale Deed 

1. Copy of valid instrument (s) of transfer - deed of 
such transfer must be duly stamped and registered. 
Transfer duty on such stamp duty must have been 
paid 

2. Application for Change of Name with Rs. 3/- Court 
fee stamp affixed on it - Annexure "A" 

3. Affidavit on Rs. 10/- Stamp Paper duly attested by 
Notary --- Annexure "C" 

Devolution/ 
Inheritance (in case of 
death) 
 

1. Death Certificate of the earlier owner 
2. Copy of Will or Succession Certificate 
3. Affidavit on Rs 10/- Stamp paper duly attested by a 

notary ---Annexure "D" 
4. Affidavit / No objection from another legal heir (s) / 

co-assesses on Rs. 10/- Stamp Paper duly attested 
by Notary in case of "Unregistered Will" (Annexure-
C); along with ID Proof ---Annexure "E" 

5. In the case of Registered Will, an affidavit from the 
person on whom the title devolves; along with ID 
proof --- Annexure "G" 

Conveyance Deed/ 
Agreement to Sell 

1. Copy of Agreement of Sell duly registered in the 
office of Sub-Registrar 

2. Application for Change of Name mutation with Rs. 
3/- Court fee stamp affixed on it Annexure "A" 

3. Affidavit on Rs. 10/- Stamp paper duly attested by 
Notary ------- Annexure "C" 

4. Transfer Duty, if any 

Relinquishment of 
Property duly 
registered with the 
sub-registrar's office 

1. Application for Change of Name with Rs. 3/- Court 
fee stamp affixed on it - Annexure "A" 

2. Copy of Relinquishment Deed duly registered with 
the sub-registrar's office 
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 3. Death Certificate of the earlier owner 
4. Affidavit on Rs. 10/- Stamp Paper duly attested by 

Notary (Annex-B) 
5. Transfer Duty, if any 

Gift Deed 
 

1. Copy of valid instrument (s) of Gift - deed of such 
transfer must be duly stamped and registered. 
Transfer duty on such stamp duty must have been 
paid 

2. Application for Change of Name mutation with Rs. 
3/- Court fee stamp affixed on it -- Annexure "A" 

3. Affidavit on Rs. 10/- Stamp Paper duly attested by 
Notary --- Annexure "H" 

Others(release 
deed/partition 
deed/grant of LOA) 
 

1. Release deed/Partition deed/Grant of LOA 
2. Application for Change of Name mutation with Rs. 

3/- Court fee stamp affixed on it -- Annexure "A" 
3. Transfer Duty, if any 
4. Affidavit on Annexure I/J/K as per the requirement 

 

--------------------End of Document-------------------- 


