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KYA (Know Your Approval) 

 

Service Name: 1 Licence to Factories, Trades, Entrepreneurship activities and other 

services (Rural) – The Kerala Panchayat Raj (Issue of License to Factories, Trades, Entrepreneurship 

activities and other services) Rules, 1996 

 
Risk Category: Low Risk (Green & White)/ High Risk (Orange & Red) 

 Size of Firm (Applicability): Micro, Mini, Small, Medium & Large  

Location: Rural (Gram panchayat) 

a) Service Type: License 

b) Service Incidence: Pre-Operation 

c) Service Integration Status: online- ILGMS, (not integrated with K-Swift) 

d) Statutory Timelines (as per RTS): 7 days for license 

e) Document Checklist: ID proof & Lease Deed or Ownership certificate. 

f) Statutory Form: Attached - Form1  

g) Fee Structure: Attached 

h) Standard Operating Procedure: 

1) Investor visits Single window Portal (ILGMS) 

2) Receipt of Application 

3) On Spot verification of application and related documents 

4) Real time intimation for rectification of discrepancies ,if any 

5) Site Inspection by Secretary or authorised officer 

6) Issue of licence within 7 days. 

 
 

i) Inspection Procedure: Secretary/ Designated Officer visits the site to inspect   the waste 

management and sanitation facilities. 
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Attachments 

1. Statutory Forms - Form – 1 

APPLICATION FOR INDUSTRIES, FACTORIES, TRADES, ENTREPRENEURSHIP ACTIVITIES AND OTHER SERVICES 

LICENSE 

I.PLACE OF ACTIVITY 
 

District* 
 

Local body type* 
 

Name of local body* 
 

Zonal office 
 

Ward* 
 

Place/Structure type* (Building/Land/Local body 

building/Local body land/Bunk/Stall) 

 

Door no/Survey no./Bunk no./Stall no. 
 

Whether the applicant is owner of the place/structure Yes No      

If you select No then fill the details given below 

Ownership type (Rent, Lease, Consent) 
 

Name and address of Owner 
 

Details of Rent Agreement 

Agreement no. Valid from Valid to 
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II.Nature of Business activity & Details of licensing unit 

1. Nature of Business activity 
 

Business sector Manufacturing Service  

  
❑ 

Business category  

Business type  

Business Sub type  

Additional information on 

licensing unit 

 

Date of commencement Capital investment Desired period of 

license 

Number of 
employees 

    

2. Details of Licensing Unit 
 
 

Licensing unit type ❑ Individual ❑ Joint/partnership ❑ Institution 

Licensing unit name 

in English 

 Licensing unit name in 

Malayalam 

 

Licensing unit contact no.  Licensing unit Email id  

Institution types Sub type of Institution Institution ID/Registration ID 
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III.DETAILS OF LICENSE APPLICANT 
 

Aadhar/ Passport No. of applicant  

Name in English Name in Malayalam 

  

Address of Applicant  

Contact of details of applicant I
. 

 

2

. 

Email ID: 

 

Phone no.: 

SCHEDULE 11 
(See Rule 7) 

(Maximum fees which may be fixed towards licence fee) 

Annual licence fee that may be charged 

1. Micro Enterprises 

(where the capital investment is not exceeding twenty five lakh rupees in the case of  

manufacturing sector, and not exceeding ten lakh rupees in the case of service sector) 

 

₹500/- 

2.   Mini Enterprises 

(where the capital investment exceeding twenty five lakh rupees and not exceeding one 

crore rupees in the case of manufacturing sector and exceeding ten lakh rupees and not 

exceeding fifty lakh rupees in the case of service sector) 

 

 

₹1000/- 

3. Small Enterprises 

(where the capital investment exceeding one crore rupees and not exceeding five crore rupees in 

the case of manufacturing sector and exceeding fifty lakh rupees and not exceeding two crore 

rupees in the case of service sector) 

 

₹5000/- 

4. Medium Enterprises 

(where the capital investment exceeding five crore rupees and not exceeding ten crore  rupees in 

the case of manufacturing sector and exceeding two crore rupees and not exceeding five crore 

rupees in the case of service sector) 

 

₹10000/- 

 

5. Large Enterprises 

(where the capital investment exceeding ten crore rupees in the case of manufacturing sector and 

exceeding five crore rupees in the case of service sector) 

 

 

₹15000/- 
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In case where it is difficult to calculate the daily turnover under these rules as it is difficult to calculate the working 

capital in the unified form and it is likely that institutions may show the same reduced, [5 percent] of the fixed assets 

(machinery only) may be considered as daily turnover and fees may be charged accordingly. 

 

 Provisions in the Kerala Panchayat Raj (Issue of License to Factories, Trades, Entrepreneurship 

Activities and Other Services) Rules, 1996, 

Rule 17 .Machinery operated by electricity. The fee that may be charged for granting permission under 

Section 233 for installing on a land, any machinery or manufacturing plant operated by electricity, shall not 

exceed the maximum specified in Schedule III appended to these rules: 

 Provided that the fee that may be charged under this rule shall not exceed the fee charged for the 

installation of any machinery or manufacturing plant with the same horse power, operated by any means other 

than electricity 

Rule 18. Maximum fee for the place where machinery or manufacturing plant operated by electricity is 

used. -  The fee that may be charged for granting licence or for the renewal of licence for one year under 

Section 232 for the place where any machinery or manufacturing plant operated by electricity, is used shall not 

exceed the maximum specified in Schedule III appended to these rules: 

 Provided that where any such licence is granted or renewed for a period that is less than one year, the total 

fee that may be charged for the same place for any year in respect of the same machinery or manufacturing 

plant shall not exceed the fee that may be charged for granting or renewing licence for one year. 

 Provided further that the fee that may be charged under this rule shall not exceed the fee charged for the 

installation of any machinery or manufacturing plant having the same horse power operated by means other 

than that of electricity. 

Rule 19. Additional Fee. — The maximum fee specified in Schedule III appended to these rules shall be 

applicable only for the application submitted in due time. In the case of belated applications an additional fee 

of 25 per cent of the fee for licence payable under the schedule may be charged. 
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SCHEDULE III 

(See Rules 18 and 19) 

 

Capacity of the machine in Horse power Maximum Fee that 
may be levied 

(Rupees) 

Rectifier machines necessary for cinema, without considering Horse power 25 

Other machines of not more than one Horsepower 10 

Other machines of more than one Horse power but not more than five Horse power 50 

Other machines of more than five Horse power but not more than ten Horse power 100 

Other machines of more than ten Horse power but not more than twenty Horse power 200 

Other machines of more than twenty Horse power but not more than thirty Horse power 300 

Other machines of more than thirty Horse power but not more than forty Horse power 400 

Other machines of more than forty Horse power but not more than fifty Horse power 500 

Other machines of more than fifty Horse power but not more than hundred Horse power 1000 

Those of more than hundred Horse power but up to two hundred Horse power For every 

successive Horse power additional ten rupees each 
2000 
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KYA (Know Your Approval) 

 

Service Name: 2 Permission to establish industry/ factories/ workplaces using machineries 

under Kerala Panchayat Raj (Issue of License to Factories, Trades, Entrepreneurship Activities and other 

services) Rules, 1996 

Risk Category: Low Risk (Green & White)/ High Risk (Orange & red)  

Size of Firm (Applicability): Micro, Mini, Small, Medium & Large 

Location: Rural (Gram panchayat) 

 
j) Service Type: Permission 

k) Service Incidence: A Pre-Establishment 

l) Service Integration Status :  Online –ILGMS ,( Not Integrated with K-Swift) 

m) Statutory Timelines (as per RTS): 30 days for permission 

n) Document Checklist: Permission – Consent to establish from PCB/ Fire NOC/ NOC from DMO 

o) Statutory Form: Form 6 

p) Fee Structure: Attached 

q) Standard Operating Procedure: License 

1) Investor visits Single window Portal 

2) Receipt of Application 

3) Spot verification for application and related documents 

4) Rectification of discrepancies within 5 days 

5) Site Inspection by Secretary or authorised officer within 5 days 

6) Issue of licence within 30 to 90 days. 

 
 

r) Inspection Procedure: Date of inspection intimated. Secretary/ Designated Officer visits the site and 

inspects 

1. If found chances for nuisance can seek expert advice from departments. 

2. If sanitation facilities are inadequate asks for rectification. 
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Attachments 

1. Statutory Forms - Form 
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SCHEDULE 11 

(See Rule 7) 

Maximum fees which may be fixed towards licence fee) 

 

Annual licence fee that may be charged 

1.Micro Enterprises 

(where the capital investment is not exceeding twenty five lakh rupees in the case of                         

manufacturing sector, and not exceeding ten lakh rupees in the case of service sector) 

 
₹500/- 

2.Mini Enterprises 

(where the capital investment exceeding twenty five lakh rupees and not exceeding 

one crore rupees in the case of manufacturing sector and exceeding ten lakh 

rupees and not exceeding fifty lakh rupees in the case of service sector) 

 

 
₹1000/- 

3.Small Enterprises 

(where the capital investment exceeding one crore rupees and not exceeding five crore 

rupees in the case of manufacturing sector and exceeding fifty lakh rupees and not 

exceeding two crore rupees in the case of service sector) 

 

₹5000/- 

4.Medium Enterprises 

(where the capital investment exceeding five crore rupees and not exceeding ten crore 

rupees in the case of manufacturing sector and exceeding two crore rupees and not 

exceeding five crore rupees in the case of service sector) 

 

₹10000/- 

5.Large Enterprises 

(where the capital investment exceeding ten crore rupees in the case of manufacturing 

sector and exceeding five crore rupees in the case of service sector) 

 

 
₹15000/- 

In case where it is difficult to calculate the daily turnover under these rules as it is difficult to calculate the working 

capital in the unified form and it is likely that institutions may show the same reduced, [5 percent] of the fixed assets 

(machinery only) may be considered as daily turnover and fees may be charged accordingly. 

Provisions in the Kerala Panchayat Raj (Issue of License to Factories, Trades, Entrepreneurship Activities 

and Other Services) Rules, 1996, 

Rule 17 .Machinery operated by electricity. The fee that may be charged for granting permission under 

Section 233 for installing on a land, any machinery or manufacturing plant operated by electricity, shall not 

exceed the maximum specified in Schedule III appended to these rules: 

 Provided that the fee that may be charged under this rule shall not exceed the fee charged for the 

installation of any machinery or manufacturing plant with the same horse power, operated by any means other 

than electricity 
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Rule 18. Maximum fee for the place where machinery or manufacturing plant operated by electricity is 

used. -  The fee that may be charged for granting licence or for the renewal of licence for one year under 

Section 232 for the place where any machinery or manufacturing plant operated by electricity, is used shall not 

exceed the maximum specified in Schedule III appended to these rules: 

 Provided that where any such licence is granted or renewed for a period that is less than one year, the total 

fee that may be charged for the same place for any year in respect of the same machinery or manufacturing 

plant shall not exceed the fee that may be charged for granting or renewing licence for one year. 

 Provided further that the fee that may be charged under this rule shall not exceed the fee charged for the 

installation of any machinery or manufacturing plant having the same horse power operated by means other 

than that of electricity. 

Rule 19. Additional Fee. — The maximum fee specified in Schedule III appended to these rules shall be 

applicable only for the application submitted in due time. In the case of belated applications an additional fee 

of 25 per cent of the fee for licence payable under the schedule may be charged. 

SCHEDULE III 

(See Rules 18 and 19) 
 

Capacity of the machine in Horse power Maximum Fee that 
may be levied 

(Rupees) 

Rectifier machines necessary for cinema, without considering Horse power 25 

Other machines of not more than one Horsepower 10 

Other machines of more than one Horse power but not more than five Horse power 50 

Other machines of more than five Horse power but not more than ten Horse power 100 

Other machines of more than ten Horse power but not more than twenty Horse power 200 

Other machines of more than twenty Horse power but not more than thirty Horse power 300 

Other machines of more than thirty Horse power but not more than forty Horse power 400 

Other machines of more than forty Horse power but not more than fifty Horse power 500 

Other machines of more than fifty Horse power but not more than hundred Horse power 1000 

Those of more than hundred Horse power but up to two hundred Horse power For 

every successive Horse power additional ten rupees each 
2000 
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KYA (Know Your Approval) 

 

Service Name: 3  Renewal of License to Factories ,Trades ,Entrepreneurship activities and other 

services under the Kerala Panchayat Raj (Issue of License to Factories, Trades, Entrepreneurship Activities 

and other services) Rules 1996 

Risk Category: Low Risk (Green & White)/ High Risk (Orange & Red) 

 Size of Firm (Applicability): Micro, Mini, Small, Medium & Large  

Location: Rural (Gram panchayat) 

a) Service Type: Renewal of licence 

b) Service Incidence: Renewal 

c) Service Integration Status:  Online (ILGMS), (not Integrated with K-Swift) 

d) Statutory Timelines (as per RTS): Same day 

e) Document Checklist: No documents 

f) Statutory Form: No 

g) Fee Structure: Attached 

h) Standard Operating Procedure: 

Licence will be auto renewed on payment of the required fees 30 days before the expiry of 

licence. In the  case  belated payment of fee for the renewal of licence, an additional fee of 25% of 

the fee for licence  will be payable  as per Kerala Panchayat Raj (Issue of License to Factories, Trades, 

Entrepreneurship  Activities and other services) Rules, 1996 
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Attachments 

Provision in the Kerala Panchayat Raj (Issue of License to Factories, Trades, Entrepreneurship activities and 

other services) Rules, 1996, 

10. Renewal of licence:-A licence issued under these rules shall be renewed on payment of the fee specified under 

Schedule II along with a self-certificate from the applicant within thirty days before the and of one year 

SCHEDULE 11 

(See Rule 7) 

(Maximum fees which may be fixed towards licence fee) 

 

Annual licence fee that may be charged 

1.Micro Enterprises 

(where the capital investment is not exceeding twenty five lakh rupees in the case 

of                         manufacturing sector, and not exceeding ten lakh rupees in the case of service sector) 

 
₹500/- 

2.Mini Enterprises 

(where the capital investment exceeding twenty five lakh rupees and not 

exceeding one crore rupees in the case of manufacturing sector and exceeding 

ten lakh rupees and not exceeding fifty lakh rupees in the case of service 

sector) 

 

 
₹1000/- 

3.Small Enterprises 

(where the capital investment exceeding one crore rupees and not exceeding five 

crore rupees in the case of manufacturing sector and exceeding fifty lakh rupees and 

not exceeding two crore rupees in the case of service sector) 

 

₹5000/- 

4.Medium Enterprises 

(where the capital investment exceeding five crore rupees and not exceeding ten 

crore rupees in the case of manufacturing sector and exceeding two crore rupees 

and not exceeding five crore rupees in the case of service sector) 

 

₹10000/- 

5.Large Enterprises 

(where the capital investment exceeding ten crore rupees in the case of manufacturing 

sector and exceeding five crore rupees in the case of service sector) 

 

 
₹15000/- 

In case where it is difficult to calculate the daily turnover under these rules as it is difficult to calculate the working 

capital in the unified form and it is likely that institutions may show the same reduced, [5 percent] of the fixed assets 

(machinery only) may be considered as daily turnover and fees may be charged accordingly. 
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KYA (Know Your Approval) 

 

Service Name: 4 Application for Licence to Show Cinema under Kerala Cinema Regulation Act, 1958, the 

Kerala Cinemas (Regulation) Rules, 1988 

Risk Category: NA 

Size of Firm: NA 

Location: Rural (Gram panchayat) 

 

s) Service Type: License 

t) Service Incidence: Pre-operation 

u) Service Integration Status: Online -ILGMS, ( not Integrated with KSWIFT) 

v) Statutory Timelines (as per RTS): 30 days  

w) Document Checklist: 

1) Application in Form A 

2) Structural design, elevation, sections and site plans 

3) Structural soundness certificate by Executive Engineer PWD 

4) Certificate/NOC from Chief Electrical Inspectorate 

5) Certificate or NOC from Town Planner 

6) Report from the Health Officer 

7) Fire NOC 

x) Statutory Form: Form A (Attached) 

y) Fee Structure: 

Permanent theatre - Rs.1000 

Temporary theatre - Rs.250 

z) Standard Operating Procedure: 

1) Receipt of Application 

2) Spot verification for application and related documents 

3) Rectification of discrepancies by the applicant 

4) Site Inspection by Secretary or authorised officer within 15 days 

5) Issue of licence within 30 days 
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KERALA CINEMAS REGULATION RULES. 1988 

Form A    

FORM A 

(Soo Rule 4) 

APPLICATION FOR CONSTRUCTION/RECONSTRUCTION/LOCATION  

OF PERMANENT/TEMPORARY/CINEMA 

To 

The Municipal/Corporation Commissioner/ 

The Executive Officer……………………..Panchayat 

Sir. 

 I hereby apply for the grant of permission for the Construction/Reconstruction/ Location of a 

Permanent/Temporary/Cinema………………………in my favour, and give the details as follows: 

(Signature of the Applicant) 

1. Full name of the applicant      : 

2. Father's/Husband's name and occupation    :   

3. Permanent address of the applicant    : 

(i)  Village       : 

(ii) Panchayat/Municipality/Corporation   : 

(iii) Taluk :    Ward  : 

(iv) District       : 

4. Present Occupation of the applicant •   : 

5. Status, antecedents and previous experience of the applicant : 

Note: — the applicant should furnish herein among other things, particulars of taxes or other dues to 

Government and whether, in respect of any assessment for tax, the matter is under consideration of the 

Government. 

6. Is the application for 

 (i). Permanent cinema      : 

 (ii) Temporary cinema     : 
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7. Place where the cinema is proposed to be located 

(i) Survey No.        :  

(ii)  Village :    Ward  : 

(iii)  Taluk       : 

(iv)  District        :  

8. Site plan drawn to a scale of not less than 1 cm. to 15 metres covering an area upto 100 metres from the 

boundaries of the proposed site, showing 

(i) the position of the proposed premises in relation to any adjacent premises and to the public 

 thoroughfare upon which the site of such premises abuts: and 

(ii) thatched sheds if any in , the neighborhood; 

(iii) The surrounding Roads and Buildings, the distance of all Educational Institutions. Hospitals.  Temples, 

Mosques. Churches or other places of Public Worship. 

9. If the land/site is not owned by the applicant: 

(i) Name and address of the owner: 

(ii) Is documents to prove the lawful occupation of the applicant enclosed. 

10. Is the applicant in possession of other places licensed under the Act? If any: 

 (a) Whether in the same locality or elsewhere 

(b) Whether at the time applying for licence or any previous time. 

11. Is the following attached to the application? 

[Treasury receipt for payment of fee for permission under Rule 19 (1)] 

12. Distance, by public road, of the proposed site, to the: 

(i) Nearest permanent cinema: 

(ii) Nearest temporary cinema: 

(iii) nearest educational institution: 

(iv) nearest temple or other religious Institution: 

13. Interest of the Public generally, likely to be served by the location of the Cinema 

14. Suitability of the place where the cinema exhibitions are proposed to be given. 

15. Adequacy of the existing place for the exhibition of cinema films in the locality.  

16. Population of the place according to the latest census figures. 

Place:    (Signature of the Applicant) 

Date: 
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FORM B 

(Sec Rule 6) 

PERMISSION ISSUED UNDER RULE 6 OF THE KERALA CINEMA  

(REGULATION) RULES. 1988 

 In exercise of the powers conferred by rule 6 of the Kerala Cinemas (Regulation) Rules.1988. 

 I.…………………………………………….. Commissioner, Corporation/Municipality/Panchayat 

Executive Officer of ……………………...................................................do hereby grant this permission to Shri/ 

Smt ……………………………Son/daughter/wife of aged…….……………….. Taluk/Town 

………………………. District …………… for constructing/reconstructing/locating a permanent/temporary/ 

……………… cinema use as per the approved plan in the land belonging to him/her/Shri/Smt 

…………………………….............bearing Sy. No…………….……Village /Ward …………….Taluk/Town

District ……………………… measuring about ……………….  Sq. metres and bounded as under:- 

         (Please give here the description of the site) 

 This permission is valid for a period of one year in the case of permanent building and three months in respect 

of temporary building from the date specified below for the completion of the construction of the building. 

Given under my hand this the …………….. day of ……………….20……………….  

FORM C 

(Soo Rule 12 (3) (a)) 

CERTIFICATE OF STRUCTURAL SOUNDNESS OF………………………………THEATRE 

 Certified that building of ……………………theatre a.……………is structurally sound for the conduct of 

cinematographs for the period from ……………………..   

Office of the Executive Engineer       Executive Engineer 

………………………………………………. 

Date: ………… 
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FORM D 

[See Rule 12 (3) (b)) 

GOVERNMENT OF KERALA 

CERTIFICATE OF SUITABILITY OF THE ENCLOSURE, CINEMATOGRAPH APPARATUS  

AND PLANT AND ELECTRICAL INSTALLATION, FIRE FIGHTING APPLIANCES AND FIRE 

PRECAUTIONARY MEASURES AND VENTILATION/AIR CONDITIONING SYSTEM 

 Certificate No……………..         Date……………. 

 Under Rule 12 (3) (b) of Kerala Cinema (Regulation) Rules, 19 ……………………………. I certify that 

the enclosure, the cinematograph apparatus and plant and the electrical installation including the ventilation/air 

conditioning system of the Cinema known as…………………and more particularly described below  of which      

Sri ………………………   is the Managing Director/ Proprietor and Shri……………….. is the Managing 

Director/Proprietor and Shri…………………………….. Is the Manager or person in-charge and Shri 

…………………………...is/are licensed cinema operators in charge at ……….. On ……………… are in 

order for both silent and talkies films. 

2. I also certify that the rules regarding the firefighting appliances and fire precautionary measures in the 

 licensed premises have been complied with. 

3. I also certify that the arrangements made for ventilation/air-conditioning systems are satisfactory. 

4. This certificate is valid for a period of……………….from………………..to but is liable to 

revocation  within that period. 
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KERALA CINEMAS REGULATION RULES, 1988 

FORM E  

 

Details of equipment’s 

 

     Equipment  Maker's name  Number  Capacity  Remarks 

1. Projector 

2. Motor 

3. Rectifier 

4. Amplifier 

5. Fire Extinguishers 

6.  Generator  

7. Transformer 

8. Slide Projector 

9. Ceiling Fans 

10. Exhaust Fans  

11. Air conditioning system (details overleaf)  

12. Operator 's  name……………… Licence No………………….dated……………..Validity 

period  

 

Electrical Inspector.  

FORM E 

(See Rule 14) 

LICENCE FOR EXHIBITION OF CINEMATOGRAPH SHOWS UNDER  

THE KERALA CINEMA (REGULATION) RULES, 1988 

1. Name and address of Licensee 

2. If the Licensee is not the owner of the place or building. The name and address of the owner 

thereof 

3. Situation of the place of building 

4. Area of the place or building in square meter  

5. Materials of which the roof, side walls, gallery and  staircases are made 
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6. Whether the place or building is to be used during the day or  during the night. or both 

7. Date of last inspection by 

1. The Chief Electrical Inspector to Government or his nominee  

2. The Executive Engineer, P.W.D. (Buildings and Local Works). having jurisdiction over 

the area. 

8. Period for which the licence is to be in force  

9. Fees paid 

1. Special conditions if any, on which licence is granted. 

(i) The licensee shall not exhibit advertisement slides relating to sexual diseases and medicines to 

 correct sexual disorders, or purporting to assist the childless in begetting children.  

(ii) The Licensee shall not permit obscene or objectionable posters or pictorial publicity material 

to  be displayed in the licensed premises.  

(iii) The maximum rates of payment for admission to the different classes in the licensed premises 

 shall be as indicated below and these rates shall not bo increased  during the currency of this 

 licence without an order, in writing, by the Licensing Authority permitting such increases. 

The  order of the Licensing Authority in this regard is liable to be cancelled or modified by 

the State  Government, if they consider such a course, just and necessary.  

(iv) Any person, who is aggrieved by the order, of the Licensing Authority on an application for 

 permission to increase the said maximum rate may, within 30 days from the date of receipt of 

 such order, appeal to the State Government who may after such Inquiry as they consider 

 necessary pass such orders thereon as they think fit. 
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FORM G  

(See Rule 9) 

APPLICATION FOR RENEWAL OF PERMISSION FOR CONSTRUCTION/  

RECONSTRUCTION/PERMANENT/TEMPORARY CINEMA 

To 

The Municipal/Corporation Commissioner, 

The Executive Officer…………………………. Panchayat. 

Sir, 

 I hereby apply for the grant of renewal of permission for the construction/ reconstruction/of permanent/temporary Cinema in my 

favour and give the details as follows: 

           Signature of the Applicant 

1. Full name of the applicant        : 

2. Permanent address of the applicant       : 

3. Whether permanent or temporary theatre      : 

4. Details of the place where the cinema is, under construction/reconstruction  : 

(i) Survey No.        : 

(ii) Village        : 

(iii) Taluk         : 

(iv) District        :  

5. The reference No. and date and the name of the authority from whom the permission 

  was originally obtained        : 

6. Whether the permission has been renewed earlier. If so give details of each renewal : 

7. State the reasons for the non-completion of the work     : 

8. Whether fees as prescribed in Rule 19 has been paid and 

receipt attached. Give details of remittance      : 

Place:          Signature of the Applicant 

Date: 
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KYA (Know Your Approval) 

 

Service Name: 5 Profession Tax as per the Kerala Panchayat Raj (Profession Tax) Rules,1996  

Risk Category: NA 

Size of Firm (Applicability): Applicable to firms and employees. 

Location: Rural (Gram panchayat) 

a) Service Type: Issuance of Receipt / Certificate. 

b) Service Incidence:  Every half year. 

c) Service Integration Status: Online,  K-Swift. 

d) Statutory Timelines (as per RTS): Included in RTS- Same day 

e) Document Checklist: Statement of employees in Form No- IV and institution in Form No V 

f) Statutory Form: Attached. 

g) Fee Structure: Attached.  

h) Standard Operating Procedure:  

1) Seeking list of employees / firm in Form No I/ Form VI. 

2) Submission of list of employees with their income in Form No II. 

3) Issuance of demand notice by secretary, ULB in Form No III/ Form IV to the employees/ firm. 

4) Issuance of receipt of payment on submission of the schedule of employees/ firm on the same day. 

i) Inspection Procedure:  Verification of the details of employees submitted in Form No II. 
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Form I 

(See sub-rule (I) of Rule 16) 

Requisition of details of Employees 

No:            Place................. 

            Date…………..  

From 

………………………………….Secretary, 

………………………………….Village Panchayat. 

To 

………………………………………. 

………………………………………. 

Sir, 

 

Sub: Profession tax assessment-Requisition of details of income of employees to assess profession tax for the 

half year ending………………………….reg. 

Ref: Rules 14 and 16 of the Kerala Panchayat Raj (Profession Tax) Rules, 1996. 

 As per the rules referred to above, I request you that the particulars regarding the total income 

employees/labourers engaged in any work or employment in your establishment for an aggregate less than 60 

days in half year ended may be submitted in Form No. II enclosed herewith within 15 days after the receipt of 

such application for the purpose of assessing the profession tax; and 

 The non-compliance of furnishing of details so requested within the time specified or furs false information 

shall be an offence under Section 263 of the Kerala Panchayat Raj Act, 19' Rule 24 of Kerala Panchayat Raj 

(Profession Tax) Rules, 1996. 

 I hereby inform you that the copy of particulars forwarded in Form No. II shall be publishes notice board of 

your establishment, for a period not less than 15 days from the date of such dispatch the general information and 

verification of employees/ labourers. 

           Yours faithfully, 

            Secretary,  

       …….…………………………………………Village Panchayat 
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FORM II 

(See Rule 14&16) 

Statement of Income of laborers/Employees for the Half year from1-4-20--To 30-09-20-- /1-10-20-- To 31-3-20-- 

 

1. Serial No.  

2. Name  

3. Designation  

4. Official address (including 

Division Number. Code Number. 

Employees No.) 

 

5. Salary (including special pay & 

Personal pay) 

 

6. Dearness Allowance  

7. Other fixed Allowance  

8. Bonus  

9. Other Payment  

10. Total Income  

11. Date of entry In service 

If relieved, that date 

 

 

12. If out of station due to transfer , 

pension etc.: permanent address 

 

13. Remarks 

 

 

 

 

Place :         Head of Office/ Employer.  

Date : 
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FORM III 

See Rule of the Kerala Panchayat Raj (Profession Tax) Rules. 1996 and Rule 8 of the Kerala 

Panchayat Raj (Taxation, Levy and Appeal Rules, 1996) 

Demand Notice 

Secretary, 

…………………………………..Village Panchayat. 

To 

Sri/Smt...................................................... 

 WHEREAS• on the basis of income for the first/second half year ending……………………………..furnished 

by your Head of Office /Employer you are liable to Profession Tax for that half year and your Profession Tax has 

been duty assessed under Rule 6 of the Kerala Panchayat Raj (Taxation. Levy and Appeal) Rules. 1996 and 

Rules 17 of the Kerala Panchayat Raj (Profession Tax) Rules. 1996. 

 AND WHEREAS, the details of such tax assessment has been published in the Panchayat and in your 

establishment, but you have not raised any objection within the specified time against the tax assessment/the 

objection raised by you have been disposed off. 

 NOW THEREFORE.1 hereby demand you to pay Rs……………………. (In figures)…….…………….. as 

Profession Tax for the employment held/profession exercised in the establishment for the half year ending………

 Immediately on receipt of the notice. The Head of Office/Employer is bound to deduct the above said amount 

from your salary. In the case of self-drawing officers such amount shall be given to the employer from the salary 

drawn, immediately on receipt of the notice. 

 If the Employer/Head of office who is liable to remit the Profession Tax as per demand notice within the time 

specified under the rule does not remit accordingly, such tax shall be recovered from him as per Section 205 read 

with Section 210 and he is liable for punishment as provided in the law for the failure. Lapse or such deeds thereon. 

 It is also stated that any appeal on the demand shall be considered only if it is satisfied that the full amount in 

the notice has been remitted as provided in Section 276. 

          Secretary,   

        ….……………………..Village Panchayat.  
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FORM IV 

(See Rule 19) 

REQUISITION FOR THE SERVICE OF DEMAND NOTICE AND FOR THE COLLECTION OF 

PROFESSION TAX 

No            Place……………….. 

From            Date…………………

  

 Secretary, 

 ……………………….Village Panchayat. 

To 

 …………………………………………… 

 …………………………………………… 

Sir, 

 Sub: Collection of Profession Tax: Requisition for the service of demand notice and collection and 

remittance of tax amount –Regarding. 

 Ref: Section 205 of the Kerala Panchayat Raj Act, 1994 and Rules 19 and 20 connected therewith 

 As pet the provisions of the above said Act. I am sending herewith two copies of the demand notice for 

profession tax of the half year ending 30-09-202--/31-3-202- of the is employees /labourers in your 

establishment. The list showing the tax payees and demand amount is also enclosed herewith 

I hereby request you. - - 

 (1) to serve the original demand notice on the tax payees and to return the duplicate copy with the dated 

 signature to show that they have received the notice along with the second copy of this requisition and the 

 second copy of the list appended herewith duly filled up the columns (5). (6) And (7) therein: 

 (2) To deduct the tax amount demanded from their salary for that month immediately on the service of 

 demand notice to the employees and to remit the same by cheque/demand draft or by cash in favor of the 

 undersigned: 

 (3) to collect the tax amount of the self-drawing officers and to remit by cheque/demand draft or in cash 

 in favor of the undersigned at the end of the month: and 

 (4) To maintain the Register in Form No. V and to fill up all the columns therein to watch the progress 

of  tax collection. 

 I also inform you that non-compliance of any of the above said requisitions is an offence under Rule 24 of 

the Kerala Panchayat Raj (Profession Tax) Rules, 1996 and that Section 210 of the Act and the relevant rules  
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made thereunder shall be binding if the conditions of the demand are not complied with or on failure to deduct. 

Collect and to remit the amount within the specified time. It is also hereby informed that non-compliance of any 

of the directions mentioned above shall be an offence under Rule 24 of the Kerala Panchayat Raj (Profession 

Tax) Rules, 1996. And that failure to deduct, realise and remit the total demand amount within the specified time 

shall be an offence under Section 210 of the Act and the rules made thereunder. 

           Yours faithfully,  

           Secretary,   

        …..…………………………..Village Panchayat.  

ANNEXURE TO FORM IV 

(See Rule 18) 

Statement regarding notice of demand sent along with Application 

Serial 

number 

Name of Tax Payer 

and Demand No 

Demand 

Amount 

Date of 

sending 

demand notice  

Date of 

service of 

Demand 

notice 

Present 

address of Tax 

payer if out of 

station by 

reason of 

transfer etc. 

Date 

returning of 

the second 

copy 

(1) (2) (3) (4) (5) (6) (7) 

       

 

Signature (with date)          Signature (with date)  

Secretary,           Head of Office/employer. 

……………………..Village Panchayat.  

 In the case of person who is transferred from one office to another office in the same department, the Officer who 

relieves him shall enter the Profession Tax to be remitted by him in the Last Pay Certificate and shall realise and remit 

the amount and in the person who retires from service, salary shall be disbursed only after realising the tax amount 

from his last salary [see sub rules (4) and (5) of Rule 20]. 
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FORM V 

(See Rule 18) 

Name of the Village /Panchayat………………………….  Name of establishment  

 Half year   

 

(Signature)           (Signature) 

Secretary/ Verify Officer         Head of Office/employer. 

Serial 

No. 
 

In
 case o

f d
ed

u
ctio

n
 fro

m
 salary

                                    In
 case o

f self-d
raw

in
g
 O

fficers 

(1) Name and Designation 

(2) Unit/section of employee /labourers with Code Number 

(3) Demand Number 

(4) Demand Amount 

(5) Date of service of Notice 

(6) Amount collected 

(7) Date of deduction from the salary 

(8) Date of remittance of amount in the 

Panchayat. Cheque/D.D.No. If by cash State the Particulars 

(9) Date of collection 

(10) Date of remittance of amount in the Panchayat 

(11) Cheque/D.D.No. Date. If by cash. state the particulars 

(12) No. and date of receipt issued by the Panchayat 

(13) Date of Issue of receipt to employees/labourers 

(14) Date and details If any other notice  is served 

(15) Date and details If any other notice  s served 

(16) Remarks 
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FORM VI 

(See Sub-rule (I) of Rule 10) 

REQUISITION FOR PARTICULARS RELATING TO INCOME FROM PROFESSIONS OR OTHER MEANS 

No 

From  

Secretary, 

……………………….Village Panchayat. 

To 

 …………………………………………… 

 …………………………………………… 

Sir, 

 Sub: Assessment of profession Tax - Furnishing particulars of income for levying Profession Tax for the 

half year ending…………………Regarding. 

 Ref: The Kerala Panchayat Raj (Profession Tax) Rules. 1996. 

 The correct details of your income or the income of your establishment from profession or from core means 

(or the half year from 1st April 202.... to 30th September, 202.... 1st October, 202.... to 31st march, 202....    

shall be furnished in Form No……….and forwarded to this office within 15 days from the date of receipt of the 

letter containing the requisition. If, for any reason, the filled up form is not furnished  or false information arc 

furnished, prosecution steps will be taken against you in accordance loth the provisions of Section   and the tax to 

be levied shall be determined by the Standing Committee  as pa sub-rule (3) of Rule I0. 

Particulars of instalments regarding the income to levy profession tax for the half year ending arc pea below. 

 (I) Name of Company/establishment/person. 

 (2) Description of business or profession or art or calling or employment. 

 (3) Income derived by the assessee during the half year or the corresponding half year of the previous year-- 

  (a). From the transaction of any business made within the Panchayat area during the half year for a 

  period not less than 60 days in the aggregate: 

  (b). From the exercise of any profession or all or calling or holding any appointment, public or 

private   or other money lending business or agriculture done outside the Panchayat area if the assessee 

has   resided within the Panchayat area for a period for not less than 60 days in the aggregate. 

 (4) Where the business is transacted exclusively within the Panchayat area,-- 

  (a). Where income tax has been assessed on the company or person for the year comprising the half 

  year, the amount of the profits and gains of such companies/persons computed under Section 20 of 



 

34 | P a g e  
 

  Income Tax Act, 1967 for the purpose of assessing such income-tax: 

  b) Where the said profits and gains arc not ascertainable for the year comprising the half year,— 

   i) The turnover of the business transacted within the area during the half year: or 

   ii) Where such turnover is not ascertainable the turnover of the business during the 

   Corresponding half year of the previous year. 

 (5) Where such turn over not ascertainable turn over the person party in the Panchayat area and  

 Party outside such Panchayat area -- 

  a) The turn over the business translated in the Panchayat urea during the half year; or 

  b) Where such turn over not ascertainable the turn over the business Panchayat urea during 

  corresponding half year of the previous year, 

  (6) The income derived by the assessee.-- 

  a). from the business transacted outside the Panchayat area: or 

  b). from, any pension or deposit during the half year it the assessee has resided within the Panchayat 

  area for not less than 40 days in the aggregate during the halt year; or 

  c). from agricultural income- 

 (7). the aggregate income on the basis of which according to the company or person. It or he is liable 

 to be assessed.  

          Yours faithfully. 

          (Sd.) 

          Secretary. 

        ……................Village Panchayat.  
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ANNEXURE TO FORM No. VI 

  Statement submitted in the office of the Village Panchayat for calculating the total income for the half year / 

one year from 1st April. 202… to 30th September. 202.... 1st October. 202....  to 31st March. 202.... 

is accordance with Rule 10 of the Kerala Panchayat Raj (Profession Tax) Rules. 202....: 

Name  : 

Address  : 

Occupation : 

 Place of work : 

1.  

 

 

 

 

 

1. PERMANENT INCOME 

 1. Salary/allowance/wages/gratuity/Bonus etc. 

 2. Fees/Commission 

 3. Pension 

 4. Interest from money transaction. 

 Bank Commission 

 5. Rent of building etc. 

 6. Other income 

 As my job in this period is in the................. Establishment ....................the local authority has levied Rs 

 …………. as the Profession tax. 

 

           Total ………………. 

SL No. Particulars  Amount 

₹          Ps 

Remarks 

    

    

Sl 

No 

Particulars  Wages 

    ₹ 

Expenditure 

       ₹ 

Remarks 
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AGRICULTUREAL INCOME 

 

1) Income from paddy cultivation in………….hectare/acre……………cent/are of land. 

2) Income from other Items in………………hectare/acre….…………..cent/are of land. 

3) Income from agricultural land and other items. 

As my permanent residence is under local authority the income furnished here is from any Property within 

the………………Village Panchayat 

Income derived by me from……. …………    properties under……………..local authority. Also furnished here. 

 

 

 

 

 

 

3. FROM OTHER EMPLOYMENTS 

1. Estimated income for the year for levying tax by Income Tax Department. 

Income relating to……………….business. 

2. Since account for this year has been prepared amount of the same period in the last year. 

        Total: 

    Aggregate            Total: 

 Since my permanent residence/place of work is under…………………………..local authority, an amount of 

Rs ……………. has been assessed as profession tax on me for the year………………. particulars furnished in 

this statement gout me as/has not been taken into account there proper and true account on details given above 

has/ his not been maintained. 

  (Sd/-) 

Place          Employer/ establishment/  

Date               Person/taxpayer. 

 

Serial 

No 

Particulars Amount 

₹        Ps 

Remarks 
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KYA (Know Your Approval) 

 

Service Name: 6:  Property Tax Auto calculation and Payment [As per the Kerala Panchayat Raj 

(Property Tax, Service Tax and Surcharge) Rules, 2011] 

 Risk Category: NA 

 Size of Firm (Applicability): NA 

 Location: Rural (Gram panchayat) 

a) Service Type: Approval of the Tax Assessment and payment.  

b) Service Incidence: Real Time. 

c) Service Integration Status: Online, not integrated with K-Swift. 

d) Statutory Timelines (as per RTS): 10 days. 

e) Document Checklist: Attached 

1. Form II completion certificate luxury tax receipt from the Village Office (If applicable) 

2. Labour Cess Receipt. 

f) Statutory Form: Form No 2. 

g) Fee Structure: Nil 

h) Standard Operating Procedure: 

1) Submission of Form No 2 along with Occupancy Certificate from the  Gram panchayat 

2) Verification and Approval of Tax assessment by the Secretary RLB (Gram panchayat) 

i) Inspection Procedure: Onsite Verification of Form No 2 by the Authorised Officer. 
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Attachments 

Statutory Forms:           Year…………………. 

[Form 2 

[See rule 11(2)] 

…………………………………………………………………Panchayat 

Number…………………… Date……………… 

Property tax assessment return submitted by the owner of the building 

(Before filling up, read the guidelines along with the form) 

1 Ward Number Present Old 

  

2 Name of the Ward   

3 Building Number   

 

4 

 

Details of the last remitted tax  

To which year  Receipt number Date Amount 

    

 

5 

 

Name and address of owner of the  building   

Name : 

House  Name : 

Name of the Place : 

Post Office (with  Pin code) : 

Survey Number  and village : 

Telephone /Mobile Number (if any) : 

e-mail address (if any) : 
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6 

 

If the building is given for lease or rent, Name and address of the resident /possessor.  

Name : 

House  Name : 

Name of the Place : 

Post Office (with  Pin code) : 

Survey Number  and village : 

Telephone /Mobile Number (if any) : 

e-mail address (if any) : 

 

7 If any institution is functioning in the building, Name and address of the person responsible for that.  

Name : 

House  Name : 

Name of the Place : 

Post Office (with  Pin code) : 

Survey Number  and village : 

Telephone /Mobile Number (if any) : 

e-mail address (if any) : 

 

8 

 

Zone in which building is situated (As 

notified by the Council ( whicheveris 

applicable) 

Prime Secondary Tertiary 

 

9. (a) Name of the road, building is situated/nearby the building…………………………………  

     (b) Type of road (As notified by the council)  

   (✓ whichever is applicable) 

Entrance form road having width of five meter or more  

Entrance from road having width of less than five meter but more than one and half meter  

 Entrance from pathway having width of one and half meter or less than that  
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No facility of public road 

 10. (a) Plinth area of the building (in sq. Meter) (Rule-3) 

Cellar  .................... (sq.m) Third floor …………………….. (sq.m) 

Ground floor .......  (sq,m) Fourth floor …………………. ….(sq.m) 

First floor ...............  (sq.m) Fifth floor  …………………. …. (sq.m) 

Second floor……….(sq.m).Sixth floor…………………. … (sq.m) 

   Total …………………….. (sq.m) 

(b) If a portion/floor of the building only, Plinth area …………… (sq.m) 

11. Type of roof of the building. (Rule 6) (✓ whichever is applicable) 

 

12. a) Age of the building……………………  years 

(b) Classification on the basis of the age of the building (Rule 6) 

 (✓ whichever is applicable) 

 

13. Type of construction of floor of the building (Rule 6) (✓ whichever is applicable) 

Concrete roof Whole           If partial,……………. Percentage 

Low type roof 

(Tile, sheet,leaf,grass) 

Whole           If partial,……………. Percentage 

Less than 10 years  From 25 years to less than           

From 25 years to less than 

50 years 

 25 years above  50 years  

(1) High quality timber/Italian marble/ 

granite/floor constructed using other costly materials 

Area above 250 Sq. meter  

Area of 250 Sq. meter or less 

than that 

 

(2) mosaic/floor tile/cement/redoxide/ ordinary 

floor constructed using other ordinary materials 

 Yes / NO  
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14. Whether there is centralized air 

conditioning facility in the building 

15. Nature of use of the building (Rule 4)( (✓ whichever is applicable) 

 

 

Description of nature of use of the budding……………………………………………………. 

16.If there are the buildingsin the ownership of the owner of the building  

SI.Number  Ward Number Building Number 

   

 

Declaration 

 The above mentioned facts are true to the best of my knowledge and good faith.if on equiry, any of the 

information are proved to be false or misleading , I am liable for any proceeding as per law. 

Palce …………………………    Signature of the  

Date…………………………..    Owner of the building:……………………….. 

        Name: ………………………………………. 

        For Office use only  

        (Not to be filled up by the owner of the building ) 

17. Rate of basic property tax applicable to the building 

 (Rupees ……………………….. for One Sq.meter) (Rule 4) 

18. Basic property tax of the building (Rule 5) 

 (Plinth area x rate of tax. Rupees……………………… ) 

Yes  No  

Residential purpose  Amusement park  

Commercial purpose  Resort/star hotel/ massage parlor  

Hospital  Mobile phone tower  

Industrial purpose  Educational purpose  

(Any other purpose (for example: 

Office, auditorium, lodge, 

kalyanamandapam, convention Centre 

etc.) 

   

………………………………………… 
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19. Deductions on basic property tax (Rule 6) 

 (Write whichever is applicable) 

(a) On the basis of zones (Prime = 

Nil; Secondary =10%; Tertiary 

= 20%) 

 

(b) On the basis of road facility 

(i) more than one and half meter - Nil 
(ii) one and a half meter or less  - 10% 
(iii) No road faci l i ty  - 20% 

 

 

(c) On the basis of roof (concrete roof — 

Nil; low type roof — 10%) 

 

(d) On the basis of age (less than 10 years — Nil; from 

10 to less than 25 years — 10%; from 25 years to 

less than 50 years – 20%; 50 years or more — 50%) 

 

(e) Total deduction in percentage (maximum 75%) 
 

 Rs:……………….. 

(f) Total deduction amount 

Basic property tax x Deduction 

100 
 

 

20.  Addit ion in the ba sic property  tax (Rule 6 )  (Write whichever i s  applicable)   

(a)  On the basis of road facility,- 

road having width of five meter or more — 20% 

 

(b)  On the basis of construction of floor,- 

high quality timber/ Italian marble/ granite/ floor 

constructed with other costly materials and having area of 

more than 250 Sq. meter — 15%; Ordinary floor — Nil 

 

(c)  Centralized air conditioning facility in the 

building.- (i) If yes — 10%; (ii) If not - nil 

 

(d)  Total addition in 

percentage Total 

addition in amount 

Basic property tax x Addition in 

tax 100 

Rs:……………….. 
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21. Amount of annual basic property tax of the building (Rule- 9) = 

      ( Basic property tax- Deduction)+Addition 

22. Limit for the addition to the amount of property tax, if the building is for residential purpose (Fill up only if 

addition or structural improvement or change in use has been made after the last  assessment of tax) (Rule 9) 

(a)  Amount of present annual property tax 

 

Rs:……………….. 

(b)  If there is addition in the amount of annual property tax (amount of 

annual property tax - Present annual tax) 

Rs:……………….. 

(c)  Percentage of addition = 22b x 100 

22a 
 ........................ % 

(d)  If addition is more than 60%, as limited to 60% 22a x 160 

100 
Rs:……………….. 

(e)  If there is no addition or less than 25%, such addition of the tax 

increased by 25% than the existing annual property tax = 22a x 125 

100 Rs:……………….. 

23. If the building is for commercial purpose, limit for addition of property tax (fill up only if addition or  

structural improvement or change in use has been made after the last assessment of tax) (Rule 9). 

(a)  Amount of present annual property tax 
. . 

Rs ...................  

(b)  If there is addition in the amount of annual property tax 

(Amount of annual property tax — Present annual tax) Rs ...................  

(c)  Percentage of addition = 23b x 100 

2 3 a  

 

(d)  If the addition is more than 150%, as limited to 150% 23a 

x 250  

100 
Rs ................... 
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(e)  If there is no addition or less than 25%, such addition of 

the tax increased by 25% than the Present annual 

property tax = 23a x 125 

100 

 

Rs ..................  

 

Note: If Serial Number 22/23 are not applicable, then the annual property tax amount shall be as that recorded against 

Serial number 21. 

24. Special deduction permissible in property tax, if the multi-storeyed building is used for commercial purpose or office 

purpose, (Rule 9) 

(a)  Cellar - Tax as per Sl. No.21, without deduction 
. . 

Rs ...................  

(b)  
Ground floor - tax as per Sl. No.21 

Rs ..................  

(c)  First floor - tax after 5% deduction amount of tax as 

per Sl. No. 21 x 95 

100 

 

Rs………………  

(d)  Second floor - tax after 10% deduction amount of tax 

as per Sl.No.21 x 90 

100 Rs……………… 

(e)  Third floor - tax after 15% deduction amount of tax as 

per Sl. No. 21 * 85 

100 

Rs. ................ . 

 

(f)  Fourth floor - tax after 20% deduction Amount of tax 

as per Sl. No. 21 * 80 

100 Rs ..................  

(g)  Fifth floor - tax after 25% deduction amount of tax as 

per Sl. No. 21 * 75  

100 Rs………………  

(h)  Sixth floor tax after 25% deduction amount of tax as 

per Sl. No. 21 * 75 

100 

 

Rs……………… 

 

TOTAL 

 

Rs………………  
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25. Details of assessment of property tax: 

(1) Number of the building : 

(2) Amount of annual property tax levied as per return : 

(3) Amount of Service Cess : 

(4) Surcharge on property tax : 

(5) Library subscription : 

(6) Date on which the tax came into force : 

(7) If exempted from property tax, reason for that : 

(8) Name and signature of the officer who fixed the tax on inspection of the return : 

(9) Name and signature of the officer who conducted : scrutiny 

(10) Name and signature of the Secretary : 

(11) Inspection Report of the building conducted by the 

  Officer and the details of tax calculated on the basis of that:  

 

Name and Signature      ……………………………..Panchayat 

 

Receipt of Acknowledgment 

 

No ……………………………………. 

 Received the property tax return submitted by the owner of the building regarding the Building 

No……………………………………………………………………..for the purpose of assessment/ reassessment of 

property tax which will come into effect from……………………………… 

Date:…………  

Name of the authorized Officer  ………………………………………………….. 

 

(Office Seal)      Signature ……………………………………. 
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Guidelines for filling up of the Property Tax Return 

 1. Separate return shall be given for each building assigned with building number. The return shall be 

submitted within the prescribed date and receipt of acknowledgment shall be obtained. Either the owner of the 

building or in his absence, the person authorized for it shall submit the return. In the case of company, 

partnership firms etc, the person submitting the return shall produce a document, along with the return, proving 

that he is authorised for it. If there is any change as to the ownership right, the documents with regard to it shall 

also be submitted along with the return. 

 2. If more than one building is situated in the same property, they are not constructed connecting each other, 

for the purpose of levying property tax they shall be treated as separate buildings. Provided latrine, fire wood 

shed, cattle shed, cage for domestic animals or domestic birds, car shed, pump house situated in the same 

property as a building appurtenant thereto or such other appurtenant building even though separated from a 

building shall not be treated as separate building and its plinth area shall not be included in the plinth area of the 

main building. If there is swimming pool annexed to a building, its area shall be included in the plinth area of the 

building. If different portions of the same Building (including upper floors) are owned by different persons, even 

though owned by a single person, and separate building numbers are assigned to that portions of the building for 

proper reasons, property tax shall be assessed to each one of those by considering each portion as separate 

buildings. Provided, if any portion of the building is set apart for common use, property tax of that portion shall 

be assessed by appending the plinth area of that portion in proportion with the plinth area of other portions (rule 

3) 

  3. Subject to minimum and maximum limits of basic tax rates fixed by the Government in accordance with 

nature of use to one square meter plinth area, for each type of building, and for its sub categories, basic property 

tax rates fixed by the council shall be as per serial number (17) in the return. 

 4. Buildings for residential purposes includes houses, apartments, residential flats, hostels (except lodges) 

etc. Buildings for industrial purpose means buildings for production or processing of any kind of products, 

objects or things or for collecting or operating machineries. Building for commercial purpose means buildings, 

where sale and purchase of goods and procurement of goods for sale. It includes restaurants and buildings 

constructed for commercial purpose appurtenant to the places of worship. Buildings for other purposes includes 

offices, auditorium, kalyanamandapam, conference hall, workshop, service station, lodges etc. Buildings related 

to any profession and which cannot be included in any other categories may be considered as buildings for other 

purposes. (Rule 5) 
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 5. In accordance with criteria mentioned in the rules, the entire municipal area has been classified as prime 

zones, secondary zones and tertiary zones (rule 7) by the Council. The details of this shall be as per serial number 

8 of the return. 

 6. For the purpose of assessment of property tax, the council has classified the roads in the municipal area 

(see serial No. 9). 

 7. The annual basic property tax of the building shall be the amount (in whole number) arrived by Multi 

plying the plinth area of the building with rate of basic property tax. (Serial No. 18 in the return).Annual property 

tax shall be assessed by making deductions and additions (deductions to the maximum of 75%) in the basic 

property tax as shown in form for submitting return on the basis of zone where the building is situated, 

availability of road facility to the building, construction of roof of the building, age construction of floor (having 

plinth area of more than 250 Sq. Meter and constructed with high quality timber, Italian marble and granite), and 

centralized air conditioning facility (Serial Number 19, 20, 21) (rule 6, Schedules 1 to 9). 

 8. In the case of a building having two types of roads in front and side and among them, entrance to the 

building is arranged from only one road, then it shall be considered that the road facility available to the building 

is from the main road. In the case where the road facility from any main road through another unimportant road 

or through public pathway in a distance of only 10 meter is made available to the building, in the case where road 

facility to the building is arranged from the road first mentioned, it shall be considered that road facility available 

to the building is from the road first mentioned. 

 9. It there is another temporary roof for preventing sunlight and rain over the concrete roof of a building, that 

building shall not be considered as low type roofed building. If roofing tile or similar Construction objects are 

laid over the concrete roof to enhance the architectural beauty of the building, the roof of that building shall be 

considered as with concrete. 

 10. To assess the age of the building, the date from which building tax/property tax realised to it or any other 

reliable evidence may be made as basis. If there are no evidence to assess the age, duction on the basis of the age 

of the building shall not be permissible. 

 11. In the case where construction of roof and more than one kind of factors are applicable to a building at 

the same time, annual property tax of the building shall be assessed by effecting deduction addition in the basis 

property tax on the basis of that kind which is applicable to more than half portion of aggregate plinth area of the 

building (rule 9). 

 12.(i) When the annual property tax of a building for residential purpose is assessed initially or reassessed, it 

shall not exceed 60 percentage of the annual property tax existed before such assessment or reassessment of tax 

(Sl. No. 23). Moreover, when the annual property tax of the existing buildings for commercial purpose is fixed 

initially on the basis of the plinth area, if there is addition of more than 150 percentage in the property tax, then 
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such addition shall be limited to 150 percentage. Apart from that. when the property tax of the existing buildings 

for residential purpose or commercial purpose is assessed Initially and if there is no addition, minimum of 25 

percentage addition shall be made in the annual property tax. Provided, after the last assessment or reassessment 

of annual property tax, if any addition or structural improvement or any change is made in the nature of use of 

the said building, aforesaid upper limit shall not be applicable. (Rule 9). 

 (ii) When assessment of property tax is made to the building for residential purpose, if there is no addition in 

the annual property tax or if the addition comes to less than 25 percentage, such addition  shall be limited to 

25 percentage. 

 (iii) In the case of assessment of tax of building for commercial purpose, the maximum addition shall be 

limited to 150 percentage. 

 (iv) In the circumstance, where there is no addition in the reassessment of property tax to the building for 

commercial purpose, or if the addition comes to less than 25 percentage, such addition shall be  limited to 

25 percentage. 

 13. The annual property tax assessed to a building, shall remitted in two equal half yearly instalment directly 

in the municipal office or through the officer authorized by the Panchayat. Receipt of such remittance of tax 

remitted for each half year shall be obtained (rule 15). 

 14. After receipt of demand notice requiring tax, if the owner of the building has not remitted the property 

tax in the Panchayat within the time limit specified in the said notice, for realisation of that, legal proceedings as 

per law such as attachment or prosecution shall be taken as prescribed in section 538 of the Kerala Panchayat 

Act, 1994 and in rule 19 of the Kerala Panchayat (Property tax, Service cess and Surcharge) Rule, 2011. 

 15. In the case of buildings exempted from property tax as per section 235 of the Kerala Panchayat Act, 

owners need not submit property tax assessment return. Provided, in the case of residential building having plinth 

area of less than 30 square meter of those who are Below Poverty Line and are exempted from property tax, 

owners shall submit return in Form 2a. 

 16. If any doubt arises on the above said directions as to the assessment of property tax, for clearance of 

doubt, the relevant sections in the Kerala Panchayat Act, 1994 and the Kerala Panchayat (Property tax, Service 

cess and Surcharge) Rules, 2011 and notification issued by the Government and the Panchayat with regard to it 

shall also be seen. 



 

51 | P a g e  
 

KYA (Know Your Approval) 

Service Name:7 Layout Approval as per the  Kerala Panchayat Building Rules, 2019  

Risk Category: NA 

Size of Firm (Applicability): NA 

Location: RURAL (Gram panchayat) 

a) Service Type : Approval 

b) Service Incidence: Pre-Establishment 

c) Service Integration Status: Offline 

d) Statutory Timelines (as per RTS): 30 days for District Town Planner & 60 days for Chief Town 

  Planner. 

e) Document Checklist: 

1) Application in Appendix A4 

2) Scrutiny fee Chelan 

3) Certificate of registration of the institution, architect, building designer, Engineer, Town planner 

 of Supervisor as the case may be 

4) Details of court cases if any pertaining to the land 

5) Agreement between the landlord and the developer in case of joint venture 

6) Plans, drawings and statement (as per as the Kerala Panchayat Building Rules, 2019) 

f) Statutory Form: Appendix -A4 

g) Fee Structure: Schedule III – KPBR, currently as per (G.O (MS) No.97/2024/LSGD dtd   

  30/07/2024) 

h) Standard Operating Procedure: 

1) Receipt of Application 

2) verification & scrutiny of application, plans and related documents 

3) Site Inspection if required 

4) Intimation of discrepancies if any to the applicant/secretary 

5) Rectification and submission of discrepancies by the applicant 

6) Approval from District Town Planner or Chief Town Planner (Approval from District Town 

 Planner is required in case of all occupancy group buildings expect Group J as specified in table 

 11 (Rule 30) of KPBR. Approval from CTP required for Group J (Multiplex Complex)) 

7) Issue of approval: within 30 days for District Town Planner & 60 days for Chief Town Planner 
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Attachments 

Statutory Form: 

APPENDIX•A4 

(See rule 5(6) (2) 

APPLICATION FOR LAYOUT APPROVAL AND USAGEOF 

PLOT/CONCURRENCE 

        ………………………………………………… District 

 

 

1. Name in capital letters          : 

                     

2.  Address       

i) Permanent address of the owner  : 

ii) To which communications are to be sent : 

3.  Nature of development/construction    

i) Division of plot    : 

ii) New construction    : 

iii) Reconstruction    : 

iv) Alteration/Addition/Extension  : 

v) Change in occupancy    : 

4.  Details of plot 

i) Name of Local Self Government Institution : 

ii) Revenue Village    : 

iii) (a) Survey No.     : 

 (b) Resurvey No.    : 

iv) Sub Division     : 

v) Taluk      : 

vi) District     : 

vii) Extent is Sq.m     : 

viii) Nature of ownership    : 

ix) Ward No.     : 

x) Authorised number of the nearest building : 

 xi) Nearest Electric Post/Telecom Post number : 

 

5. Whether the land. if any. Contiguous to this plot of 

Applicant(s) Owner(s) 
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  the owner shown in the site plan (Rule 6(4) (a) (1)) :  Yes / No 

6. Usage of surrounding plots in general  : 

   North      : 

   East      : 

   South      : 

   West      : 

7. Whether Government or Quasi Government  : 

8. Details of the proposed construction   : 
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9. Basic KMBR Verification w.r.t. proposed plot 

 

SI. 

No. 

Rule No. Description Required/Permissible Provided 

1 
 

Access to the plot 
  

2 
 

Coverage 
  

3 
 

Floor Space Index 
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10. Basic KMBR Verification w.r.t. proposed building(s 

(a) Building no. I 
 

 

SI. No. 
 

Rule No. 
 

Description 
 

Required/Permissible 
 

Provided 

I 
 

Access to the building (in meter) 
  

2  Minimum distance from the 

abutting road/access to 

other building(s) (in meter) 

  

3 
 

No. of Four-wheeler parking 
  

4 
 

No. of Two-wheeler parking 
  

 

5 
  

No. of Parking for Differently abled 
  

 
6 

  
No. of Parking for Visitors 

  

 

7 

 Loading/unloading 
space (1n sq. m) 

  

  Set Backs (in m)   

8  Front   

 Side 1   

 Side 2   

 Rear   

9 
 

Exit Width (in m) 
  

10 
 

No. of Stair case(s) 
  

11 
 

No. of Fire Escape Stair case(s) 
  

12 
 

Rainwater storage capacity (in liter) 
  

 
DD separate sheet if required, duly signed by both the licensee and the Owner. 



 

56 | P a g e  
 

11. Provisions of Town Planning Schemes, if any, applicable to the construction 

 

(i) Zoning 
 

SI. 
No. 

Name of the TP Scheme Stage 
(Sanctioned/ 
Published) 

Zone Permissibility of proposed 

construction as per the scheme 

     

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13. Details of permit/layout approval already obtained. 

14. Details of fee paid: Application fee 

( i ) Amount 

( i i ) No. and date of receipt 

15. Details of documents, plans, certificate, etc. enclosed. 

 



 

57 | P a g e  
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Fe

e Structure: 

KPBR, 2019  

SCHEDULE III 

[See rules 5(6)2] 

SCRUTINY FEE FOR LAYOUT APPROVAL 

Sl. No. Occupancy Group Rate (Rs. per sqm of built up area) 

(1) (2) (3) 

1 Residential 2 

 

2 
 

Industrial 
 

3 

 

3 
 

Commercial 
 

3 

 

4 
 

Others 
 

2 
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KYA (Know Your Approval) 

 

Service Name: 8 Building Plan Approval as per the Kerala Panchayat Building Rules, 2019 (Self certification 

as       per G.O (MS) No.97/2023/ LSGD Dtd 31/03/2023) 

 Risk Category: Low risk Buildings as per the KPBR, 2019 (Self Certification) 

 Size of Firm (Applicability): NA 

 Location: RURAL (Gram panchayat) 

a) Service Type: Permission 

b) Service Incidence: Pre-Establishment 

c) Service Integration Status: Online (Sanketham), (not Integrated with KSWIFT) 

d) Statutory Timelines (as per RTS): Same day  

e) Document Checklist: 

1) Application in Appendix A1A 

2) Land documents such as deed, land tax receipt, possession certificate 

3) Certificate of registration and empanelment of the institution, architect, building designer, 

Engineer, Town planner of Supervisor as the case may be 

4) Details of  court cases if any pertaining to the land 

5) Plans, drawings and statement 

f) Statutory Form: Appendix –A1A 

g) Fee Structure: KPBR, currently as per (G.O (MS) No.97 2024/LSGD Dtd 30/07/2024)  

h) Standard Operating Procedure: 

1) Receipt of Application with self-certification and fees 

2) Issue of approval: Acknowledgement Certificate which shall be deemed to be permit is issued on 

the same day. 

 

i) Inspection Procedure: No inspection required. 
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Attachments 
 

 

Statutory Forms: 
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KYA (Know Your Approval) 

Service Name 9; Building Plan Approval as per Kerala the Panchayat Building Rules, 2019 

 Risk Category: Other than Low Risk Buildings as per the KPBR, 2019 

Size of Firm (Applicability): NA 

Location:  RURAL (Gram panchayat) 

a) Service Type : Permit 

b) Service Incidence: Pre-Establishment 

c) Service Integration Status: Online (Sanketham), to be integrated with SWS 

d) Statutory Timelines (as per RTS):15 days  

e) Document Checklist: 

1) Application in Appendix A1 

2) Land documents such as deed, land tax receipt, possession certificate, 

3) Certificate of registration of the institution, architect, building designer, Engineer, Town planner 

 or  Supervisor as the case may be 

4) Details of court cases if any pertaining to the land 

5) NOCs /Concurrences /Clearances as the case may be. 

6) Plans, drawings and statement 

f) Statutory Form: Appendix –A1 

g) Fee Structure: Schedule I,II KPBR, (Currently as per (G.O (MS) No.97/2024/LSGD dtd   

  30/07/2024)) 

h) Standard Operating Procedure: 

1) Receipt of Application 

2) Spot verification for application and related documents 

3) Rectification of discrepancies by the applicant 

4) Approval of site after inspection and approval of plans 

5) Issue of approval: within 15 days 

i) Inspection Procedure: Field Inspection by Secretary /Officer Authorised by the Secretary under 

intimation to the applicant. 
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Attachments 

Statutory Form: 
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KYA (Know Your Approval) 

Service Name 10; Plinth Level Inspection as per the Kerala Panchayat Building Rules, 2019 

Risk Category: Low & High-risk Buildings as per the  KPBR, 2019 

Size of Firm (Applicability): NA 

Location: RURAL (Gram panchayat) 

a) Service Type :  Inspection 

b) Service Incidence: Post- Approval 

c) Service Integration Status: Online (Sanketham), ( not Integrated with K-Swfit) 

d) Statutory Timelines (as per RTS): intimation of remarks if any within 5 days of report 

e) Document Checklist: 

1) Remarks in Appendix P 

2) Duly signed Building Plans indicating the plinth constructed at site. 

3) Signed Photograph with date showing construction up to plinth level. 

f) Statutory Form: Report (Appendix –P) 

g) Fee Structure: NA 

h) Standard Operating Procedure: 

1) Submission of Appendix –P Signed by empaneled licensee and applicant 

2) Inspection by Secretary /Officer authorised by  the Secretary 

3) Intimation of remarks by Inspecting Officer to the applicant 

i) Inspection Procedure: Inspection by Secretary /Officer authorised by the Secretary under intimation 

to the  applicant. 
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Attachments 

Statutory Form 
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KYA (Know Your Approval) 

1Service Name 11; Completion/Occupancy Certificate. as per the Kerala Panchayat Building Rules, 2019 

Risk Category: Low and High-Risk Category  

Size of Firm (Applicability): NA 

Location: RURAL (Gram panchayat) 

 

a. Service Type:  Issuance of Occupancy Certificate(completion) 

b. Service Incidence: On completion of the Building Construction. 

c. Service Integration Status: Online, not integrated with K-swift 

d. Statutory Timelines (as per RTS): 15 days 

e. Document Checklist: Completion Report of the Building, Completion Report in Appendix - E1 

  Completion plan. 

f. Statutory Form: Form Appendix -E1. 

g. Fee Structure: Nil 

h. Standard Operating Procedure: 

i. Submission of Completion Report in Appendix -E1 and other documents as given above. 

ii. Inspection by Secretary / Officer authorised by the Secretary. 

iii. Approval of Building Completion and issuance of Occupancy Certificate. 

i. Inspection Procedure: Inspection is carried out by the Secretary / officer authorised by the Secretary 



 

96 | P a g e  
 

Attachments 

Statutory Forms 
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KYA (Know Your Approval) 

Service Name 12; Revalidation of Building Plan as per the Kerala Panchayat Building Rules, 2019. 

 Risk Category: Low and High Risk Category 

Size of Firm (Applicability): NA 

Location: RURAL (Gram panchayat} 

a) Service Type: Revalidation or renewal of building permits. 

b) Service Incidence: Before or after the expiry of the building permit. 

c) Service Integration Status: Online, not integrated with K-Swift. 

d) Statutory Timelines (as per RTS): same day 

e) Document Checklist: Application from the owner to the secretary within the valid period. 

f) Statutory Form: Nil 

g) Fee Structure: 

1) 10% of the building permit fees excluding the fee for additional FSI (Floor Space Index) in 

force at the time of granting extension for application submitted before the expiry of the permit. The 

Fee for extension of the period beyond ten years from the date of issue shall be twice that of the 

permit fee. 

2) 50% of the permit fees shall be paid for the renewal of building permits on applications 

submitted after the expiry of the permit. 

h) Standard Operating Procedure: 

1) Submission of the application to the Secretary. 

2) Payment of the applicable fees for renewal / Revalidation. 

3) Approval of the extension of the permit by the secretary for further period of five years 

(In case of the permit need to be extended beyond the period of Ten years, the applicant shall submit    

an application in writing to the committee constituted by the government as per the above said Rules) 

i) Inspection Procedure: No inspection 
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 KYA (Know Your Approval) 

Service Name 13;: Mobile Tower Approval-Registration as per the Kerala Panchayat Building Rules, 2019  

Risk Category: NA 

Size of Firm (Applicability): NA 

Location: RURAL (Gram panchayat} 

a) Service Type: Intimation to the Gram panchayat for the erection of Telecommunication Towers / 

  poles. 

b) Service Incidence: One Time 

c) Service Integration Status: Online, not yet integrated with K-Swift. 

d) Statutory Timelines (as per RTS): The submission of intimation gives right to the applicant to  

  proceed with commencement of work. 

e) Document Checklist: Attached as per annexure 1 

f) Statutory Form: Form Appendix –A5 

g) Fee Structure:  

1) For tower of any height, Rs: 10000/- 

2) For pole structure Rs: 2500/- ; and 

3) For the accessory rooms essential for the use of telecommunication tower or pole structure, fee at 

the rate of Rs. 15 per sq. m. of built up-area shall be remitted. 

h) Standard Operating Procedure: 

1) Submission of intimation with necessary document to the Secretary, Gram panchayat. 

2) The submission of intimation gives right to the applicant to proceed with commencement of work. 

i) Inspection Procedure: After completion of the work of Telecommunication Tower / Pole and 

accessory rooms the applicant and / or the service provider and the Engineer shall submit a completion report 

to the Secretary. The Secretary can carry out inspection at any time to check whether the instillation is 

carried out as per Rules. 



 

102 | P a g e  
 

 

Attachments 

Annexure 1 document list (Appendix A5 along with following documents: 
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Attachments 

Statutory Forms 
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