
Copy of Official Cadastral Plan 
 

Purpose: The purpose of the electronic application is the issuance of a copy of Official 
Cadastral Plan without the physical presence of the applicants at the DLS offices. This 
application is available to the following types of users: 

1. Individual – The Individual can issue a copy of Official Cadastral Plan for any property 
that either belongs to him or not. 

2. Legal Entity – The Legal Entity can issue a copy of the Official Cadastral Plan for any 
property that either belongs to him or not. 

3. Agent – the Agent can be an Individual or a Legal Entity and can issue a copy of the 
Official Cadastral Plan for properties belonging to the owner within a specific 
area/District or Pancyprian. The represented person (owner) can be either an 
Individual or a Legal Entity. 

4. Administrator – The administrator can be an individual and can issue a copy of the 
Official Cadastral Plan for a property of a specific owner within a specific District or 
Pancyprian. The represented person (owner) can only be an Individual. 

5. Liquidator – The Liquidator can be an individual or a Legal Entity and can issue a copy 
of the Official Cadastral Plan for a property of a specific owner within a specific 
area/District or Pancyprian. The owner can only be a Legal Entity (companies that are 
registered to the Registrar of companies and organizations). 

  

  

Log-in to the System: 

The user enters the personal Username and Password and logs into the system. The applicant 
enters the Dashboard of the Electronic Portal of DLS screen, from where all relevant 
applications according to user's authorizations are shown. From here, the user selects the 
application "Copy of Official Cadastral Plan". 

 



 

 
 

Image 1: List of Applications – Copy of Official cadastral plan 

By selecting the application, the system first checks if there is a pending payment transaction 
for the specific application. If a payment is pending, then a warning message is displayed. 

 
 

 

Image 2: List of Applications – Copy of Official Cadastral Plan 

In case that there is no payment pending, the screen shown in Image 3 will be displayed, 
showing the following sections of the application: 



1. General information – The section "General Information" displays a short description 
of the application. 

2. Property Catalog – In this section the user can select a property that belongs to him 
for which he/she will apply for a copy of the Official Cadastral Plan. The user can apply 
for the whole cadastral plan or for a part of it. The user can also request more than 
one copy for each Cadastral Plan. 

3. Additional Properties – In this section the user can enter the geographical location for 
which he will apply for a copy of official cadastral plan. The user can apply for the 
whole cadastral plan or part of it. The user can also request more than one copy for 
each cadastral plan. 

4. Attachment Data- In this section the applicant has the ability, to attach files related 
to this application. The applicant has the option to proceed to the specific section if a 
property in "Property Catalog" and/or in the "Additional Properties" section is 
selected. 

5. Delivery Method - In this section, the applicant chooses how the Official Cadastral 
Plan will be delivered to a designated postal address. The applicant has the option to 
proceed to the specific section if a property in "Property Catalog" and/or in the 
"Additional Properties" section is selected. 

6. Fee Payment - In this section, the applicant has the option to proceed with payment. 
Once the payment is completed successfully, the system stores the application in the 
DLS Portal. 

 
 

Image 3: Application "Copy of Official Cadastral Plan" - Application Modules 

  

Section "General Information" 

By selecting the specific tab, a brief description of the application is displayed. 

 

 
 



Image 4: Application "Copy of Official Cadastral Plan" - Section "General Information" 

  

 

  

Section "Property Catalog" 

In this section (depending on the status of the applicant) the corresponding fields are 
presented on the screen. 

1.       Individual acting on behalf of his/her entity or Individual acting as Agent or Legal 
Entity acting on behalf of his/her company or Legal Entity acting as Agent. 

A Physical / Legal Person can apply for a copy of the Official Cadastral Plan for his own 
property or for a property that belongs to a specific Physical / Legal Person for which he acts 
as an Agent. 

The applicant has two options: 

• By selecting the field "Person" (Individual/Legal Entity Name) and then the button 
"Continue", the following fields appear on the screen: 

 

 

Image 5: Application "Copy of Official Cadastral Plan" - Owner Properties (Individual) 

  

  

       •     When the applicant is a Legal Entity the following fields appear on the screen: 

 



 
 

Image 6: Application "Copy of Official Cadastral Plan" - Owner Properties (Legal Entity) 

 

• At the «Person» field, by selecting «Agent/Representative», the field «Person to 
Represent» is displayed on the screen. The user must select the physical or legal entity 
for which he/she will apply for the official cadastral plan. The list contains the property 
owners which the applicant represents. By selecting the button «Continue», the 
property catalog displays a list of the property of the owner that was selected at the 
field "Person to Represent". 

  

 
 

Image 7: Application "Copy of Official Cadastral Plan" - Owner Properties 
(Agent/Representative) 

  

  



Property Catalog 

 

By selecting the "Continue" button, a list of the properties will be displayed where the user 
can select the required property for which the copy of the Official Cadastral Plan will be 
issued. In the property list, the columns "Paper Size" and "Number of Copies" are displayed. 
In the column "Paper Size", the user can select either the "Whole Plan" or "Part of Plan (A4). 
In the "Number of Copies" field, the user can select the number of copies for each requested 
plan. The values by default are set to "Whole Plan" for paper size and 1 for the number of 
copies. 

  

                                                                                                   

Image 8: Application "Copy of Official Cadastral Plan" - Property Catalog 

  

Additionally, the user can filter the property catalog using the filters provided on the top of 
the property list. 

After selecting the required property for which the copy of the cadastral official plan will be 
issued, the user can proceed to the next section by pressing the button "Continue". 

  

2.       A Financial Institution acting on behalf of its organization or a Financial Institution 
acting as an Agent/Representative. 

 
A Financial Institution can apply for a copy of cadastral official plan for its own property or for 
a property that belongs to a specific Physical / Legal Person and acts as an Agent. 

 

When the applicant "person" is the Financial Institution itself, by pressing the "Continue" 
button, the system will display the properties of the institution. 

 
 



                                                                                         

Image 9: Application "Copy of Official Cadastral Plan" - Financial Institution Property 

If the "Agent/Representative" is selected, the drop-down list "Person to Represent" is 
displayed, where the user must select an entity (owner) from the list. After the selection of 
the owner, his/her properties  appear in the property list. 

 

 
 

Image 10: Application "Copy of Official Cadastral Plan" - Agent/Representative 

 

If the "Liquidator" is selected, the drop-down list "Liquidator for" is displayed where the user 
must select an entity (owner) from the list. After the selection of the owner and by pressing 
the button "Continue", the properties of the selected owner appear in the property list. 

 

 



Image 11: Application "Copy of Official Cadastral Plan" – Liquidator 

  

 

  

Show Selected Properties 

In all the above cases, when the user selects properties from the "Property Catalog", he has 
the ability to see only the selected properties in a new Catalog (see image below), by pressing 
the button "Show Selected Properties", located above the "Property Catalog". This is useful 
in cases where the applicant's properties appear in the "Property Catalog", on more than one 
page. 

 

 

Image 12: Application "Copy of Official Cadastral Plan" – Show selected properties 

  

 

  

Section "Additional Properties" 

In this section, the user can add additional properties based on geographical criteria. 



 

Image 13: Application "Copy of Official Cadastral Plan" - Additional Properties 

  

Section "Attachment Data" 

In this section, the applicant has the option to attach, if desired, files related to this application 
and it is  allowed to proceed to this section only if a specific property has been selected. 

 

 

Image 14: Application "Copy of Official Cadastral Plan" – Attachment Data 

  

Section "Delivery Method" 

The copies of the Official Cadastral Plans can be delivered only in printed form through mail. 

In this section, the applicant selects in the field "Delivery Address" the following: 

• To be sent to my address which is registered in the Department of Land and Surveys 
• To be sent to me to the address that I will provide 



 
 

Image 15: Application "Copy of Official Cadastral Plan"- Ways of Delivering the Certificate 

By selecting in the field "Delivery Address" the value "To be sent to me at the address I will 
provide", then the fields of the Address are displayed on the screen and the applicant is 
obliged to fill them in. The applicant enters a new address in Cyprus. 

 

 

Image 16: Application "Copy of official Cadastral Plan"- Ways of Delivering the Certificate - 
Register an Address in Cyprus 

  

The user has also the option to register an address abroad, as shown below. 

 

 



Image17: Application "Copy of Official Cadastral Plan"- Ways of Delivering the Certificate - 
Register an Address abroad 

  

Additionally, the applicant can register his/her contact telephone number. The section 
"Contact Telephone Number" is visible only if the corresponding field in the applicant's profile 
doesn't have a value. By selecting the field "Please update my profile with the telephone 
number that I have entered", the system will update the applicant's profile. 

 

 

 

Image18: Application "Copy of Official Cadastral Plan" - Ways of Delivering the Certificate - 
Contact Telephone Number 

  

Section "Payment" 

With the selection of a specific property and the method of delivery of the Official Cadastral 
Plan, the applicant proceeds to the Section "Fee Payment". 

 

 



Image 19: Application "Copy of Official Cadastral Plan" - Payment Fee 

  

At the top, the basic information of the applicant is displayed and at the bottom, the total 
cost is automatically calculated by the system. Copy of Official Cadastral Plan Base Fee: 36 €. 
The cost is based on the size of the paper and the number of copies. A Whole Plan is 4€ while 
the Part of Plan (A4) is 2€. 

By selecting the "Pay" button, the system displays a message asking the applicant if he/she 
wishes to proceed with the payment. By selecting the "Yes" button, the applicant proceeds 
to the JCC website. 

 

 

 

Image 20: Application "Copy of Official Cadastral Plan" - Payment Fee - Confirmation 
Message 

  

 

 



 

Image 21: Application "Copy of Official Cadastral Plan" - Payment Fee – JCC 

  

After successful payment the screen with the application details is displayed. 

 

 

Image 22: Submission Details 

  

In the "Submission Details" screen, the Payment details are presented (E-application number, 
Submission Date, Application Status, and basic details of the Applicant) and basic payment 



details (Transaction Number, Payment Date, and Total Value of the copy of Official Cadastral 
Plan). 

  

By selecting the E- application Number (DLSXXXX), the user is transferred to the specific e- 
application. The application consists of the following sections: 1) General Information, 
2)Application Related Information, 3)Attachment data, 4) Messages, 5) Invoices, 6) 
Notifications and 7) Application History. 

 

 

Image 23: Select "Case Number My Applications" – select a specific Application General 
Information 

  

  

The applicant has the option, through "My Applications", to review the application 

he/she has submitted. From the application list with one click the user can select a specific 

application. 

  



 
 

Image 24: Select "My Applications" and select a specific application 

  

• The Officer of the District Land Office will process applications with status "Pending 
delivery of certification". He/she will prepare and send the Official Cadastral Plans and 
will change the status of the application to "Completed". 

  

 
 

Image 25: Back-Office – Application Handling 

  

 

  



 
 

Image 26: Back-Office – Application Handling – Application Selection 

  

  

• "The applicant receives an email when: 
0. Submitted 
1. Pending Payment 
2. Payment problem 
3. A meeting is required 
4. Payment Successful 
5. Information from the customer is required 
6. Completed 

  

• And SMS when: 

1. Completed 
2. Customer Information Required 
3. A meeting is required 
4. Pending Payment 
5. Payment Problem 

  

All notifications of each e-application are also presented in the "Notifications" tab of each e-
application (My Applications). 

 



 


