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CASE COLLECTION FORM 
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I 
IF 

Items 

ile Received By 

Assigned To 

bJI(o/lt 

Assigned 
to Date 

NA 

To be Submitted Grade HOO Engg. 

completed On date Signature 

by date 

NA 
I 

\s urvey 

QQ(Zftll &))4 rl-2- ~\4 1-?__ 

~ Preparation ' 

l 
A - Very Good, B - Satisfactory, C - Average, D - Poor, E - Extremely Poor 

File Returned to HOD 
Engg. unprepared due 
to reason 

In case File is returned 
by the preparer - HOD 

Engg. comment & 

Signature 

□ Survey not done properly, □ Survey Form not properly filled, □ Market survey for 

rates is not properly done, □ Identification is not clearly done, □ Measurement is not 

properly done, □ Photographs not clearly taken, □ Selfie/ Owner or owner 

representative photo not taken, □ Owner/ owner representative signature not taken, 

□ Google Map not taken, □ Survey summary sheet not filled 

□ Minor defects in the survey hence approved for preparation with warning to 
Surveyor. Report preparer to collect the missing information on his own. 

□ Major defects in the survey. Survey has to be done again. 

1. Proposal/ Work Order or 

Ref. No. 

2. 

3. 

Type of Service 

Type of customer 

: Bank/ Fl/ Organization 

Name & Address 

Case Allotment Officer/ 

Fees paying party Details 

6. Case Type 

7. Fees Details 

Valuation Report, D Construction cost estimate, □ Cost vetting certificate 

□ Other CE Certificates, □ TEV Report, □ LIE 

t.D,-eank □ PSU □ NBFC □ Corporate 

□ Company □ Private client □ Direct client through Bank 

Name Contact Number Email Id 

Case for Fresh Account □ Case for exiting account/ customer 

Amount of Fees Advance Amount If any Fees WIii be paid by 

35 OO f-{, ~';; le-trank □ Customer 

~a=---+=s=mc-in-g-::cD-e-ta-ils---- ~---B-ill_ed_T_o_P...1.a_rty_N_a_m_e __ ----. __ ....1...-----:::G::-::S:::T::-::IN~---- -j 



2 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

Purpose of Valuation/ 

Assignment 
alue assessment of the asset for creating new collateral mortgage 

0 Periodic Re-Valuation for Bank, □ Distress sale for NPA Ale., 

CJ For ORT Recovery purpose, □ Capital Gains Wealth Tax purpose 

[ I Partition purpose, □ General Value Assessment 

[ J Any other: 

Owner/ Applicant Details Contact Number 

Account Name 

Property Address 

W ho will coordinate on Name 

site for the site survey Mr . 

Preferred time of survey Date 

Documents Received 
(Any one owners/up document 

and app,oved site plan/ map 1s 

must) 

1. Ownership Documents. 

□ Registered Will, □ Relinquishment 

□ Conveyance Deed , □ Allotment Le 

2. Map: □ Ciz_ra ~ .u:J..Kpproved Map 

3. Utlllty emsH::j Electricity Bill & pa 

receipt, □ House Tax demand 

4. Any Other document: □ CLU 

□ Old Valuation Report 

5 No documents provided: 

the amount mentt 

to distort any fa 

N tlentst and to benefit a 

Email Id 

Contact Number 

Attorney 



1------File No. RKA/DNCR/ ....... ./. VJS(;}._rj]J~~~:.P.(@.:.(l.tfo-Of ~-

FILE RECEIVER CASE COLLECTION PROCESS COMPLIANCE CHECKLIST 

(To be filled by Surveyor) 

A URE/ 

1. Is Case collection Form properly filled by Receiver? 
REMARKS IN CASE OF ANY (X) 1 

,__ ~ 
2. Is purpose of the assignment understood clearly by 1-- L.ca-' 

the receiver? 

3. Has receiver checked if this is a new case or 
--

..er 
existing case of the Bank? 

4. Has receiver fixed the fees with the manager/ client 
-- -· 

L)2J' 

and sent quotation properly or have taken approval 

of the work over email? 

5. Has receiver taken proper Work Order/ Email/ ~ 
CESA form formality? 

6. In case of private case or for fresh- case 50% , 
advance is received? 

7. Is document checklist email sent to the customer? "d 

8. Has the received documents is having 'documents ..J:Y 
provided by stamp'? 

IMPORTANT INSTRUCTIONS TO SURVEYOR 

1. Please fill the above com Hance checklist before movin for the surve . 

2. Please do not do the surve if ou do not have ro er documents. 

3. For Vacant Plot/ Land - Cizra Map/ Master/ Zonal/ Site Plan is must to identify the Plot For 

A riculture or converted land from a riculture - Mutation documents, CLU is must. 

4. Firstl lease first stud the documents of the ro ert which needs to et surve ed. 

5. Mark the Owner/ Area/ Boundaries mentioned in the ownership documents with bold florescent 

marker pen before moving for the survey. During site survey if any difference is found in the 

above fields from the ownership documents then please contact the owner immediately to 

know the reason for the difference. 

6. Confirm ongoing property rates in the subject location through public domain, property sites and 

contact dealers to show ou the available ro erties in that area durin our surve . 

7. Identify the Property clearly by matching the boundaries and area mentioned in the property 

a ers. 
8. Do sam le h sical or oo le measurements of the ro e 

9. PHOTOGRAPH INSTRUCTIONS: 

a. Take owner/ representative photograph along with the property. 

b. Take your selfie along with the property and the owner/ representative. 

c. Take full scale photo of the property with gate. 

d. Take photo of the property along with abutting road, towards left, right and center. 

e. Take multiple photos of inside-out of the property. 

f. Take nearby photographs of the Property . 

. Take a short video to cover ro e and nei hborhood. 

_1_0 __ -+-'T..._a_k_e_G_o_oTe Map...:..:fo::..:c:.::a:.::ti:..o:..:.n·:___ __________________ .......,.-__ ~_--=-----i 

11 . Check main road name & width and a roach road width and distance of from main road. 

12. Check Jurisdiction Munici al Limits & Ward Name. 

13. Fill each column of surve form dlll entl In detail and tick the a ro rlate o tlon clearl • 

14. Check an defects or ne atlvl In the ro e and comment In detail on surve form. 

15. Do extensive market rate en ulrtn and confirm for an recent a1t transactions. 

16 In case customer appears to be providing misleading information to you or trying to influence you by 

mone or cash then immed1atel re rt to the Mana ement & Bank. 

•-~-



B 

C 

D 

E 

SURVEY GRADLNG MATRIX 

PARAMETERS/ CRITERIA 

In case all the points below are done properly, timely with full care and diligence 

1. Survey started with proper work order and knowing the source of payment. 

2. Survey done with proper documents 

3. Done comp_lete homework and studied the documents properly with highlighting the main points 

before moving for the survey. 

4 Chosen correct survey form as per the property type. 

5 All fields of Survey form are properly filled 

6. All site special observations and negative and positive factors are clearly mentioned. 

7. Self & client signatures taken on survey form 

8. Property rates information properly taken, mentioned and verified. 

9. Site rough sketch plan made. 

10. Proper photographs taken. 

11. Selfie with property taken. 

12. Selfie and owner hoto ra h with ro ert taken. 

In case of 3 minor mistakes in any of the above points except Point 1, 2, 3, 4, 6, 8, 10, 11, 12 but all the 

oints are covered. 

In case of more than 3 minor mistakes and any 1 major mistake in any of the above points and if any points 

are com letel missin exce t Point 1, 2, 3, 4, 6, 8, 1 O, 11, 12. 

In case of 1 ma·or mistake or missin of an 1 oint out of 1, 2, 3, 4, 6, 8, 1 O, 11, 12. 

In case of more than 1 major mistakes or missing of more than 1 point out of 1, 2, 3, 4, 6, 8, 10, 11, 12. 

Note (Survey Grading Matrix): 

1. For special assignments like LIE, Stock Valuation, etc. where till date survey format is not 

specified or released, in such cases point wise site observation report has to be submitted 

by the Surveyor duly signing it properly. Without signed Site Observation report, Point 4 will 

be considered as not done and will fall under Category E. 

2. Similar Grading Matrix is issued for Case Collection & Report Preparation as well. 

Note (Overall Grading Matrix): 

1 . In case client reports any careless mistake in the report for which revision has to be done in 

the report then in that case Grading Matrix may be revised and Grade E will be awarded. 



S.NO. 

1. 

2. 

3. 

4 . 

5. 

6 . 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 

18. 

19. 

20. 

21 . 

22. 

23. 

24 

26 

SURVEY PROCESS COMPLIANCE CHECKLIST 

(To be submitted by Surveyor with each Survey) 

COMPLIANCE CHECKLIST POINTS I STATUS 

Did you take proper property documents to carry out the survey? ¥ 

Have you properly studied & highlighted Owner/ Area/ Boundaries in the property 

documents with bold florescent before moving for the survey? 

Did you check prominent landmark nearby the subject property and mentioned In tho survey 

form? 
1 

Did you identified the Property clearly by matching the boundaries and area mentioned in 

the property papers? 

Did you check if property is merged with any other property or it is an independent 

property? 

Did you do sample physical or google measurements of the property in case of property 

more than 2500 sq .mtr? 

Did you check for any building violations in the property? 

Did you check municipal limits/ jurisdiction/ ward? 

Did you take Google Map location and shared it to Maps whatsapp group? 

Did you check Main road name & width and its distance from the subject property? 

Did you check approach Lane width on which property is located? 

Have you taken property full scale photograph with gate? 

Have you taken owner/ representative photograph with the property? 

Have you taken your selfie with the property along with owner/ representative? 

Have you taken photograph of the property along with abutting road and towards left and 

right of the property? 

Have you taken multiple photographs of the property from inside-out? 

Did you check nearby development and whereabouts and commented on survey 

form? 

Did you check any defects or negativity In the property In temaa 
disputes, marketability, salablllty, etc. and commented on au 

Have you filled all the columns of survey form lncludlng 

properly? 

Did you draw site key plan (location map}? 

Did you draw rough site sketch plan? 

Have you taken self-attested documents from owner/ 

"documents provided by stamp"? 

Did you check any defects or negativity In the prope,t, 

disputes, marketablllty, salablllty, etc. and comm• 

Have you confirmed any recent past tranM 

enquired property rates locally very rlgorouat 

Did you take signatures of the owner/ 

summary sheet? 

Did you signed the undertakl 

For FIie No. 

Signature 

... 

✓ 
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· .J I l ;:11 ;~ i cllesi ;-,:2v1s1011 ) 1 I 1
1 2l)20 

I FIie No. RKA/DNCR/ ..... .1............ j Date: ~6/yj1.1 I Time: 

-~ .- ~. n!l'-W:11111 

2 Property shown by 

3. Survey Type 

4. Reason for Half survey or only 

photographs taken 

5. How Property is Identified 

6. Type of Property 

7 

8 

GENERAL DETAILS 

l .. i I ' 
■• --~~ epresentative, □ No one was available, □ Property is 

locked, survey could not be done from inside 

Name Contact No. 

II survey (ins1d -out with measurements & photographs) 

□ Half Survey (Measurements from outside & photographs) 

□ Only photographs taken (No measurements) 

□ locked, □ Possessee didn't allow to inspect the 

~ so couldn't be surveyed completely 

Ute properties mentioned in the deed, □ From 

tfl fte ~ 'er1cfentified by the owner/ 

~~• :.,._my people, 

•• __._ □ Survey was not 



Property Purchaser Name ?\ 

Property Address unde_r__ ' ~e.2k;:o}f j JJ('\j' 

Valuation an , Mql/c,q l+jt1bf'I ka/Ot/J 1)(/:f /V:J 

4. Present Residence Address of--f-7"'~u.µ.c.::u..IIJ. f}.LDfJ'Ji . f\~,,-

the Owner/ Purchaser doiVeJ 4tN '-..lo I} l,.J)Jf) UrJ~1'j {).<?<- cl 

5. Property constitution 

2. 

. . . . ... - -

(Match it with papers with the help 

of compass or Sun direction and 

also confirm it with nearby people) 

Property Facing 

ree Hold □ Lease Hold 

LOCATION DETAILS 

West South 

prop 6J 
pro TufY 

□ East Facing, n North~ ~· 

R01c! 
Joff l<&de 

West Facing,~uth Facing , 

□ North-East Facing, □ South-West Facing, [ l South-East Facrng , 

□ North-West Facing 

3. Landmark 

4. Ward Name/ No 
~ -;----------,~~~· 11fl-A;..~h- --

5. Zone Name 

6. Main Road Name & Width 

7. Approach Road Name & Width 

8 . Location consideration of the 

Society 

9. Special Location consideration 

of the property 

1 O. Characteristics of the locality 

M't-
Name wId1h Distance from property j 

OM 

□ Wi n Main city, □ Within Good rban developed Area, [ Withrn 

developing area, D Highly posh locallty l;i.<eiy Good Good, I 

□ Ordinary, □ In interiors, □ Remote area, Backward Average, 

□ Poor 

□ Park Facing, □ Pool Facing 

East Facing, □ Sunlight facing 

Road Facing 

□ Urban developed, □ Urban devefeplng 

□ Backward, □ Industrial lnetltuttonal 

Entrance North-

Rural, 

11 Category of Society/ locality D High EntJJ,Normal p~ HIG 

□ Ml 

12 Uttlit1es/ Facilities in the locality □ ,... Power 

Proximity to civic amenities 



MtN,a~ Corporation Name 

2 

3 Land Type 

4 Shape of the Land 

5 Level of Land 

6 Frontage to deplh ralio 

7 

8 

byatthe ' 

Nagar Panchayat N g r 

GNIDA YEIDA O HUDA KMCJ 

Any other Deve opment Authority 

- Area not wrt n any deve opment authorrty hmrt 

EDMC Ghaz1abad Mun1c1pal Corpor t, n 

= Gurgaon Mun c pal Corporat on Farrdabad Municipal Corporation 

= Ko kata Mumc pa Corporation BJ)etiradun Municipal Corporat1 1n 

= Area not wrthm any mumc1pal hmrts Any other Mun1c1pal 

Corporation/ Mumc pa ity 

105 )0 

Wo 
Reclaimed Land, 

Trapezoid 

in use, □ 



3 

4 

covered Built-up Area 

T,ck one on the basis of wh ch 

a atton s to be calculated) 

Total Number of Floors in the 

Bu ding 

Foor on which property 1s situated 

Type of UniU Number of Rooms/ 

Cabins/ Cubicles 

~ overed t rea 

t ]Gf'"Sq~ deed 

Flo r /i r 1;1 upr. r f:. r c, ,rr) t 1 , , 

A per Mop A r, r It urv y 

C; r -at • 11J q rn , , r / / , J 4 1 r , 
r r - 6 J 1o r:r, m I r I , t~ J 1 Ali 

/,Jqr(}r1tr 4(/0 7 l 

5 

6 Building Type -- --
~CC Framed Structure, J Loa<J boanng P/ll11r 8 wn c >lumn 

7 

8 

9. 

10. 

11. 

12. 

Roof 

I Flooring 

Appearance/ Condition of the 

Building 

Maintenance of the Building 

Interior decoration 

Interior Finishing 

13. Exterior Finishing 

14. Kitchen 

15. Class of Electrical fittings 

16. Class of Sanitary/ Plumbing & 

water supply fittings 

17. Water arrangements 

18 Fixed Wooden Work 

I C Ordinary brick wall structure, 1 Iron tru ,e & F'lllttr ,, 

abandoned structure 

a. Make: I RBC, t::J.---1ZCC, GI ShAd, I 1n tied I tun 

Patla 

b Height: { 0 f ~ 
c Finish:J.J.-81~ ple plaster, POP Punning, L POP I al 

Ceil ing , Coved roof, I No pla ter 

[ 1 Vitrified tiles, [ I Ceramic Tiles, ~mplo marble, Mtirhln 

chips, [ J Mosaic, , l Granite, l Italian Marble, Kota tone, 

□ Wooden , !7 PCC, Imported Marble, l Paver l Chequered 

Tiles, J Brick Tiles, [1 No Flooring , l Under construction, I Any 

other type. 

Internal - 0 Excellent, [_ Very Good ~od, Ordinary, 

D Average, □ Poor □ Under construction , l No Survey 

External - □ Excellent, □ Very Good, t+-l-Good , Ordinary, 

□ Average, □ Poor □ Under construction 

ery Good, □ Average, □ Poor, Under construction 

□ Excellent, ery Good, Good, Simple, Ordinary, 

□ Average, □ Below average, Under construction, No Survey 

mple plastered walls, □ Brick walls without plaster, 

□ Designer textured walls, □ POP punning, Coved roof, 

r construction, □ No Survey 

pie plastered walls, □ Brick walls without plaster, 

□ Architecturally designed or elevated, Brick tile Cladding, 

□ Structural glazing, □ Aluminum composite panel cladding, 

□ Glass fac;ade, □ Domb, Under construction 

□ Simple with no cupboa~ ry with cupboard, 

Modular with c · gh end Modular with chimney Under 

construct· 

gs Fancy II 

nder construction 

Ord nary 

iliiiii,-Jta~v1Eewryv(3G-0oorndj,,[[.JJAA,v_e_ra~g:....e.:..., _ P_oo_ r _____________ , 

II 



1 
AIIY def ct In th building 

\JJ 

2 f Any v1olat1on done in the property 

0o 
23 Boundary Wall (Only for md1v1dual 

proporty) 

Maintenance issues ,...... Finishing issues ~ Seepage issues 

W ater supply issues '.:J Electr ctty issues _ Structural issues 

V1s1ble cracks m the building 
--------------

Construction done without Map = Construct on not as per 

approved Map Extra covered without sanctioned Map Jo ned 

adJacent property Encroached adJacent area I legally 

n Yes, e--r;(o ::::J Common boundary wall of a_c_o_m_p_l_ex--~---

Runnln Mtr. Hei ht Width Finish 

24 Lift/ olovators --tu Passenger/ - Commercial 

Make. Capacity: 

25 Powerbackup L Inverter O DG S=-=-et:__ ___ .-:=,-,-;:-----

1 Make. j Capacity· 

~ 
26 Garden/ Landsc . .":a~p:..:_in~g~ - -----+-= □ =--'cY ~e ~ s ,~:::::~N~o~,~::J~B~e~a~u~t::.:if u~I.'...._, .:::D~O:;:rd~1~n.::.a~ry-~::-:-:-:~----;:::,---,::---i;:::::-;::-;:~ 

27 Parking facilities variable within the property ::= On Ground =:: In Basement, 

28 Special Comments/ Observations, 

1f any 

2. 

3 

4 

5 

6 

Any issues in marketability of the 

property? 

How is Demand & Supply condition 

in the Market of such properties? 

Is property easily sellable & 

marketable? 

How 1s the current ut1hty of the 

property? 

At what True rate Owner bought 

this Property? 

Present expected Sale Value of the 

overall property? 

=::; On stilt 

available within the = On road, 

roblem 

Reason In case of No: D Location Surrounding □ Legal 

aspects Demand, :J Shape Any Other: 

Demand □ Very Good 

Supply □ Very Good, 

~s . □ No 

Comments. 

Year of purchase 

Purchase Price 

Low, C Poor 

Low C Poor 
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DRAW SITE KEY PLAN & SKETCH PLAN 

It 

tJ 



PROPERTY MARKET COMPARABLE RATE INFORMATION DETAILS 

(/1 va11:1fJ/r: 1/J' ', 1/1 • 111 f 1,111•,.-ir.ft<JII ,1/w;ir/y /1,11>/H'l//.>1/ 111 />dSI) 

1. Name (source of 
mformat,on} 

2 Contact No 

3. Type of source of 

1nformatIon (Seifer/ 

Property dealer/ nearby 

people} 
4 Rates/ Price informed 

(m Rs with unit) 

s Rates Type (Sale/ Buy) 

6 Shape of the Property 
(Square, Rectangular, 

Irregular) 
7. Area/ Size of the 

Property 

8 Legal Status (clear, 
negative, weak)/ No. of 

owners _ 

NA 

NA 

NA 

NA 

w v,J qt 
1 ~066~{"6\) ~ 

~V) 

. ; ; . : 
~q 1 (jr/ff1'/f 
q3103(!; 72 06 

(uflb I 

~f'p,0- ci6cff0 ..... i . ~ 
. ~rf · 1 '-t6 d '21:fPJ.<tNfl:/, 
~ I !£!1~ 

(i&(j q'ju} er' 0itl ff\j0tri 

i (9J cqt<d (8osqy,~ 
------+------

(~ _______ -t-- Cb fbl 
t Base Case 9. ~ Location/ surrounding/ 

neighborhood 
comparison with the 

subject property 
(Similar, Lower, Better, 
Highly Better than the 
sublec_[P[QE'~ertc!YJ. __ _J_ __ -=----t-------r--:-----r 

10.- -~ Distance from the O !]::x:Jrr, 
subject Property 

---1----+----,-:: 
1 Other factors (Comer, ,),rvU.. 1 

· 2 side open, North-East , \.. u o l' I 
facing, Park facing, 

Legall Financial 
encumbrance, etc. 

12_ Approach road width 

3 Level of Land (Below/ 
1 

· On/ Above road level) 

Frontage to depth ratio 

{Nonnst Less, Urge) 

F'raentUse 

t ' ; ; t l 



report ang 

mog1,1c1t1 

cash or I 

Survevo 

UNDERTAKING 

lmmedtatetv on the number orov1g,g IMYI 

N 

R at neh p with owner 



UNDERTAKING BY THE PREPARER 

I confirm that this Valuation Report is prepared as per the fair professional best practices and Valuation & 

Survey Policy Guidelines issued by the organization. I also confirm that without any personal Interest, partiality 

or prejudice, 1 have worked on this Valuation assignment. Rates adopted for the asset Is based on various facts, 

information collected from the site came to my knowledge during the course of the assignment and I have taken 

all sincere efforts to review, cross check & confirm this data/ information from all different angles using my 

prudent approach without any biasedness or pressure. I have prepared the report based on true facts & 

information as per best of my knowledge & case facts. I understand that any false information provided by me 

will lead to the incorrect valuation report and I'd be solely responsible for it and will bear the losses which will 

be put on the Company in form of monetary or reputation loss by its client or statutory bodies. 

I also undertake that I did not come into any influence by the customer, Bank representative (officer or agent), 

colleagues, coworkers or any other person to arbitrary change the Valuation figures or facts unethically or 

illegitimately which may put the public money at risk which is in the form of Bank deposits. 

In case at any point of time in future, if I am found guilty of illegitimately distorting the facts in the Valuation or 

any other professional services which company offers in the market on being influenced by the customer or 

Bank representative (officer or agent) or for whatsoever reason then I'd solely responsible of any such act and I 

understand that the Company can take appropriate legal action against me which may include suspension from 

the current roles & responsibilities or termination from the employment with immediate effect. 

I also undertake that I have not taken any cash, favor or in kind from the customer for favoring any individual or 

organization by unfair means. 

I also undertake that I'll not prepare any report on incomplete Survey form which is not properly filled as per the 

Company guidelines and in case I am preparing it which is creating an incorrect report then I'd be responsible 

for its consequences. 

For FIie No. 

Preparer Name 

Signature 

Date 





nwpd Qf colluded 

pro,erty 

References on 

1n11,rwnant: 

access ls ••lrU&. Aa:ess available in shanna of other 

No clear access is~ D Access s closed due to d spute 

Only with Temporary boundaries 

Please refer attached sheet named 'Property rate lnformat10n ~ta Is 

I. .. JIUN of the Person who was present from the owner side to fdentlfy the propertv: 

o, ...... 'have shown the 

lllr~Df of R.K AssodateS 

shown wronc property or 


