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Directorate of Construction Services and Estate Management (DCSEM), Mumbai has
been entrusted with the responsibility of allotment of Government of Residences situated at
different locations in Mumbai.
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With introduction of DAENiwas - an Anunet based online system developed by
Computer Division BARC and Information Technology Section, DCSEM in 2017, efforts has
been made to make Allotment process more secure and user friendly. However, Allotment
Section continues to receive queries pertaining to process of allotment, criteria’s applied for
change in same category or for fresh allotment or for compulsory movement etc.
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In view of the queries received, the Competent Authority in this Directorate has

directed to publish the sequence of allotment along with the Standard Operating Procedure
carried out in DAE Niwas while processing the monthly allotment result. Accordingly,
sequence of allotment process is detailed as below:

#reed &1 #wH / SEQUENCE OF ALLOTMENT

#H °. | 5eAr /Event q9IET / Timeline
S1. No.
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Publication of Allotment Schedule FIHTT BT AT ST FA (@ad)

On 15t of every month (if 15% is holiday, the
next working day.)
02. |f@®eT &1 T w0 °. 01 w fuife agg=h /IR +

Exercise of Option A (yafiea ar W ¥ osifaw 03 s
=)

During schedule dates as prescribed at
point 01 (Preferably last 03 working days of
the month).
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Generation and Display of Allotment | #atg #i wgeit/g@d arig)

R First TWO working days of the
subsequent month. (e.g. 1%t / 2™ of each
month)

04. |smEfem we H  SiAemsa ST
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Online acceptance of flat allotted | ___. A Tl

(Ready/major/minor) I q;:_ql W EFT W

05, |wdurd mr gl s e w0 o o A i

$ e ?Rrrti qﬂgg; ) e Next T"NO Wor1.<ing days from the date of
generation/publication of Allotment Result.

Submission of acceptance form by

employee and issuance of allotment

order by Allotment section (For ready

flats)
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Issue of Provisional Allotment Order
based on the choices locked within 2
days

T AR ==t #

Next Four working days from the date of
generation/publication of Allotment Result.
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A flow chart of Standard Operating Procedure of Allotment is placed at Annexure -I.
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This issues with the approval of Competent Authority in this Directorate.
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[ AN EMPLOYEE CALLED .FOR ALLOTMENT } Ao - I/ ANNEXURE - 1|
v

4 A. FRESH ALLOTMENT h

(1) Official Staying In Lower Type called for higher type of
accommodation as per his/her entitlement

(2) Officials Not Staying In Departmental Quarters

(3) Officials Staying In Flat Allotted to Spouse

\(4) Officials Staying In Any Type of Transit accommodatlonJ

STEP 1 STEP 1
OPTION/s SUBMITTED BY EMPLOYEE NO OPTIONS SUBMITTED

Y

r STEP 2 \ / STEP 2

FLAT AVAILABLE NO FLAT AVAILABLE
: AS BER OFTION AS PER OPTION IF READY FLAT IS if NO READY FLAT IS
‘ AVAILABLE AT HIS/HER AVAILABLE AT HIS/HER TURN
TURN THEN S/HE IS THEN S/HE wiLL BE ACTIVE
S¥P 2 STEP 2 DROPPED ror ResT oF R SO TENT
WILL BE ALLOTTED A FLAT AT WILL CHECK FOR READY FLAT ALLOTMENT YEAR
HIS/HER TURN AS PER HIS/HER AVAILABLE FROM REMAINING FLAT \ j \
OPTION
i | 3
s ™
STEP 3 STEP 3
IF READY FLAT AVAILABLE FOR IF NO READY FLAT IS AVAILABLE
WHICH NO OPTION IS GIVEN
I g 7
STEP 4 h STEP4
EMPLOYEE WiLL BE DROPPED EMPLOYEE WILL BE ACTIVE FOR
FOR THE REST OF ALLOTMENT NEXT ALLOTMENT SCHEDULE
YEAR IN THAT PARTILCUAR TYPE
N J
STEP 4
FOR EMPLOYEES STAYING IN TRANSIT ACCOMMODATION
COMPULSORY MOVEMENT

EMPLOYEE WILL BE ALLOTTED RANDOMLY ANY OF THE READY FLAT AVAILABLE AT HIS TURN

4



( AN EMPLOYEE CALLED FOR ALLOTMENT

B. CHANGE IN SAME CATEGORY ALLOTMENT

(1) Official applied for change in same category where they are staying

(For ex. Type C to Type C)

(NO CHANGE IN SAME CATEGORY IS ALLOWED TO OFFICIALS STAYING IN
TRANSIT ACCOMMODATION)

v

STEP 1

( OPTION/s SUBMITTED BY EMPLOYEE

FLAT AVAILABLE
AS PER OPTION

NO FLAT AVAILABLE
AS PER OPTION

STEP 2 _ STEP 2
WILL BE ALLOTTED A FLAT AT WILL CHECK WHETHER 50% OF THE
HIS/HER TURN AS PER TOTAL FLATS ARE ALLOTTED?
HIS/HER OPTION
| ; | }
-
STEP 3 h J— N
IF 50% OF THE TOTAL FLATS ARE .
NOT ALLOTTED IF 50% OF THE TOTAL FLATS ARE
" ) ALLOTTED |
STEP 4
STEP 4
EMPLOYEE WiLL BE DROPPED EMPLOYEE WiLL BE ACTIVE FOR
FORTHEREST GF ALLDTMENT NEXT ALLOTMENT SCHEDULE
_ YEAR IN THAT PARTILCUAR TYPE ) ¥

v

STEP 1
NO OPTIONS ARE SUBMITTED

)

IF
50%
OF THE TOTAL FLATS

ARE NOT ALLOTTED At
HIS/HER TURN THEN S/HE IS

DROPPED FoR ResT OF
YEAR IN THAT PARTILCUAR

f

K TYPE ALLOTMENT YEAR /

N

STEP 2
IF

50%

OF THE TOTAL FLATS

ARE ALLOTTED AT

HIS/HER TURN THEN S/HE
wiLL BE ACTIVE FOR NEXT

ALLOTMENT SCHEDULE

\

/
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STEP 1
EMPLOYEE CAN DOWNLOAD & TAKE PRINT OF
APPLICATION FORM AVAILABLE AT DCSEM
WEBSITE
http://dcsem.gov.in/english/forms

N

\

ALLOTMENT OF ACCOMMODATION TO OFFICIALS
COMING ON TRANSFER TO MUMBAI

—

)

/ STEP 2

AFTER FILLING ALL RELEVANT INFORMATION,
APPLICATION IS TO BE CERTIFIED BY APPLICANT’S
ADMINISTRATIVE AUTHORITY

N

\

/

4 N

STEP3
DULY CERTIFIED APPLICATION
ALONG WITH TRANSFER ORDER
AND JOINING REPORT IS TO BE
SUBMITTED TO ALLOTMENT
SECTION WITHIN 10 DAYS OF
JOINING IN MUMBAI

U

STEP4
ON APPROVAL OF COMPETENT
AUTHORITY ALLOTMENT SECTION
WILL GENERATE PRIORITY NOS. OF
THE OFFICIAL AND THE SAME WILL
\BE COMMUNCATED TO THE OFFICIIU

N _J/

4 )

!
( STEP 5 \

IF THE PRIORITY OF THE OFFICIAL IS
NOT COVERED IN ANY ELIGIBLE
TYPE, HE/SHE WILL BE CALLED AS
PER HIS/HER TURN IN THE
PRIORITY LIST

o J

T
1l

/

ALLOTTED

IF THE PRIORITY OF THE OFFICIAL IS COVERED IN ANY ELIGIBLE TYPE, HE/SHE WILL BE

(1) READY FLAT (2) MINOR/MAJOR FLAT -
FROM VACANCY AVAILABLE AS ON DATE

(3) IF THE OFFICIAL REFUSE ANY FLAT OFFERED FROM ABOVE, S/HE WILL BE CALLED UNDER
kLIMITED OPTION IN SUBSEQUENT ALLOTMENT SCHEDULE

STEP 5

IF READY FLAT IS NOT AVAILABLE

/




