
 

 

 
 

 

 

 

 

 

  

 

 

 
 

 

 

 
 

 

 
 

 

Empty 6000 liter 
bowser Rs.3000.00
Transportation 
Rs.200/= per 01
km and Rs.300/= 
outbound.
(Holding fee is 
500.00 per day.)

20 Issuance of 
property �tle 
cer�ficates

1. Correctly completed applica�on form
2. Copy of the deed
3. Copy of survey plan

Front 
Officer

Techni
cal 
Officer
Subjec
t 
Officer

15
minutes
Maximum 
02 days

Applica�on fee 
Rs.500.00

Sub 
no

Documents to be submitted

Officer 
directly 

concerned

Officers 
involved

Minimum 
�me 

taken to 
complete 

tasks

Applicable fee

01 Approval of 
building plans.

1. Correctly completed applica�on form Front 
Officer

Techni
cal 
Officer
Subject 
Officer

14 days 
(a�er all 
defects 
are 
complete
d and 
handed 
over)

Applica�on fee 

Rs.750.00

Advance fee
Payments vary by 
amount and 
usage.

National Building 
Research 
Organiza�on 

2. Two copies of the applicant's National Iden�ty 
Card

3. Four copies of the building plan certified by a 
qualified person

4. Two copies of the approved survey plan of the 
land on which the building is constructed

Service provided

 

5. Cer�ficates issued by relevant agencies 
depending on the construc�on nature of the 
building

Applica�on Fee 

Rs.25.00

6. In case the applicant is not the owner of the 
land, the consent le�er of the land owner (an 
affidavit submi�ed through a lawyer)

7. Two copies of the land deed
8. If the owner of the land and the applicant are 

the same, he/she must submit a true copy of 
the Power of A�orney if he/she has moved 
abroad.

9. A non-compensa�on agreement should be 
entered into if a boundary wall/side wall abuts 
a local council road.

10. In the case of land located in an assessment 
area, the property must be registered in the 
name of the owner of the land. All assessment 
fees must be paid at the �me of submission of 
documents.

02 Approval of land 
subdivision and 
consolida�on 
development 
plans
All plans after 
2007 must be 
approved.

1. Correctly completed applica�on form
2. Two copies of the applicant's Na�onal Iden�ty 

Card
3. Original and four true copies of survey plan 

relating to subdivision of land or consolidation 
of land certified by a qualified person

4. Copies of old plans (prior to 2007 plans) 
pertaining to the approved plan.

5. Cer�ficates issued by concerned agencies 
depending on the nature of the development

6. Two copies of the land deed
7. In case the applicant is not the owner of the 

land, the consent le�er of the land owner (an 
affidavit submi�ed through a lawyer)

8. If the owner of the land and the applicant are 
the same, he/she must submit a true copy of 
the Power of A�orney if he/she has moved 
abroad.

9. Recommenda�ons should be submi�ed from 
relevant ins�tutions if plo�ng land for 
field/land/land/Meadow(ovita)/property trade.

10. If all the lots do not belong to the applicant, the 
consent of the other owners should be 
submi�ed through an affidavit.

11. In the case of land located in an assessable 
area, the property must be registered in the 
name of the land owner. All assessment fees 
must be paid at the �me of submission of 
documents.

Front 
Officer

Techni
cal 
Officer
Subjec
t 
Officer

14 days
(a�er all 
defects 
are 
complete
d and 
handed 
over)

Applica�on fee 
Rs.500.00
Advance fee
Varies according 
to the size of the 
land.

National Building 
Research 
Organiza�on 
Applica�on Fee 
Rs.25.00

03 Extension of 
validity of a 
development 
permit

1. Request letter
2. Original copy of approved development plan

Front 
Officer

Techni
cal 
Officer
Subjec
t 
Officer

7 days 
(a�er all 
defects 
are 
complete
d and 
handed 
over)

The amount of 
payment varies by 
Urban 
Development 
Authority 
jurisdic�on.
In areas where 
plans are 
approved under 
the Housing and 
Urban 
Development 
Ordinance, the 
extension fee 
varies from the 
year of plan 
approval to the 
year of extension.

04. අනවසර ඉ���ම 
සඳහා ආවරණ 
අ�මැ�ය �ම

1. Correctly completed applica�on form
2. Two copies of the applicant's Na�onal Iden�ty 

Card
3. Four copies of the building plan cer�fied by a 

qualified person
4. Two copies of the approved survey plan of the 

land on which the building is to be constructed

5. Cer�ficates issued by relevant agencies 
depending on the construc�on nature of the 
building

6. In case the applicant is not the owner of the 
land, le�er of consent from the owner of the 
land (an affidavit submi�ed through a lawyer)

7. Two copies of the land deed
8. If the owner of the land and the applicant are 

the same, he/she must submit a true copy of 
the Power of A�orney.

9. 9. If a boundary wall/side wall adjoins a local 
council road then an indemnity agreement 
should be entered into.

10. Cover approval fees must be paid before 
get�ng approved plans.

11. In the case of land located in an assessment 
area, the property must be registered in the 
name of the land owner. All assessment fees 
must be paid at the �me of submission of 
documents.

Front 
Officer

Techni
cal 
Officer
Subjec
t 
Officer

28 days 
(a�er all 
defectsare 
complete
d and 
handed 
over)

Applica�on fee 

Rs.750.00

Advance fee 
varies depending 
on payment 
amount and 
usage.

Late fees charged 
vary depending 
on usage and size 
of construc�on.

05 Issuance of a 
cer�ficate of 

1. Request le�er with copy of approved building plan
2. Le�er expressing consent of the applicant when the 
applicant is not the owner of the land

Front 
Officer

Techni
cal 
Officer
Subjec
t 
Officer

14 days 
(a�er all 
defects 
are 
complete
d and 
handed 
over)

Payments vary by 
amount and 
usage.

06 Issuance of Lines, 
Building Limits 
and Non-
Expropriation 
Cer�ficates.

1. Correctly completed applica�on form
2. A copy of the settlement deed of the concerned land
3. Survey plan of the concerned land (copy of the old 
plan if the survey plan is drawn from scratch)
4. In case the applicant is not the owner of the land, 
the consent le�er of the land owner
5. If it is a land measured in front of the village officer 
with the approval of the Divisional Secretary, the 
relevant documents
6. All monies due to the council must have been paid.

Front 
Officer

Techni
cal 
Officer
Reven
ue 
Inspect
or
Subjec
t 
Officer

When 
street 
lines are 
not 
specified,

01 day

Applica�on fee 
Rs.750.00

07 Issuance of trade 
licenses

1. Correctly completed applica�on form
2. Copy of approved building plan in 
commercial form depending on the nature of 
the business

Front 
Officer

Techni
Officer
Reven
Inspect
Subjec
Officer

14 Days Determined on 
the annual value 
of the place.

08 Collec�on of 
business taxes.

1. Correctly completed applica�on form
2. Business tax no�ce sent to him by the council

Front 
Officer

Reven
Inspect
Subjec
Officer

15 
minutes

Determined on 
the annual value 
of the place.

09 Collec�on of
industrial tax

01. Correctly completed applica�on form
02. Industrial Tax No�ce sent to him by the Council

Front 
Officer

Reven
Inspect
Subjec
Officer

15 
minutes

Determined on 
the annual value 
of the place.

11 Obtaining 
permission to 
display billboards 
and 
advertisements.

1. A written request must be made.

10 Obtaining an 
Environmental 
Protec�on 
Permit.

1. Correctly completed applica�on form.
2. Certified copy of business registra�on cer�ficate
3. Survey plan of the land
4. Trade license obtained from the concerned local 
council / receipts paid for the same/
5. Cer�fied copy of approved building plan (Not 
required in case of renewal of license.)
6. Documents of release in case of Government land
7. Road map from the nearest city to reach the loca�on 
of the industry.

Front 
Officer

Subject
Officer
Techni
cal 
Officer
Enviro
nmental
Commi
�ee

14 Days New application 
fee Rs.350.00
The advance fee 
varies depending 
on the ini�al 
investment.
License fee 
Rs.4500.00

2. A rough form of the relevant notice
3.Description of the items expected to be displayed
4. Square footage of advertisements

Front 
Officer

Reven
ue 
Inspect
or
Subjec
t 
Officer

A�er 
completin
g the 
relevant 
ma�ers, 
the 
service 
can be 
obtained 
from 01st

day.

For billboards 
Rs.175.00 per 
square foot per 
year. If less per 
month then 
Rs.50.00 per 
square foot
The permit fee 
will be 

determined based 
on the area of the ad 

12 Levy of 
assessment

1. Assessment notice sent to him by the council Front 
Officer

Subject
Officer

15 
minutes

The amount 
shown in the 
assessment no�ce

13 Crematorium 1.Duly completed application form
2. A copy of the na�onal identity card of the applicant
3. A copy of the death cer�ficate of the deceased

Front 
Officer

Subject
Officer

15 
minutes

9000.00 within 
the jurisdic�on
12000.00 outside 
the jurisdic�on
Rs.500.00 extra 
will be charged at 
5.30 pm.

14 Request for 
permission to 
destroy roads for 
laying water 
pipes.

1. A copy of the le�er issued by the service provider
2. Receipt issued a�er paying the relevant amount to 
the council according to the amount of damage to the 
road

Front 
Officer

Technical
Officer
Subject
Officer

01 Day Varies with the 
extent of damage.

15 Removal of 
dangerous trees.

1. Obtaining an application after paying the relevant 
fees.
2. Comple�ng it and submitting it with an accurate 
roadmap.
3. Payment of inspec�on fees as required.

Front 
Officer

Technical 
Officer
Revenue 
Inspect
or
Subject
Officer

03 Days Inspection fees 
vary by tree 
species.

16 Collec�on of 
entertainment 
tax and show 
license fees and 
exemp�on from 
entertainment tax.

For collection of entertainment tax,
Ready printed tickets for sale

Front 
Officer

Technical 
Officer
Subject
Officer

02 Days An entertainment 
tax of 10% of the 
ticket value

For exemption from entertainment tax,
1. According to the value of the tickets proposed to be 
sold, the amount equal to the entertainment tax should 
be deposited in the council first.
2. At the time of depositing the entertainment tax, the 
request in Annexure 01 should be correctly completed 
and submitted.
3. Form Annexure 02 must be duly completed and 
submitted before 30 days after the completion of the fun 
work.
4. Bills and letters confirming that they have been used 
for a welfare purpose should be submitted.

Front 
Officer

Techni
cal 
Officer
Subjec

Officer

21 Days

17 1. Ren�ng of 
func�on halls/ 
community halls.

1. Correctly completed application form Front 
Officer

Subject
Officer

15 
minutes

Multipurpose 
building 
Rs.3000.00 per day 

Rs.7000.00 per day 
(deposit fee Rs.5000.00) 
for Kadiragamer 
Building

2. Funeral Parlor 
Rental.

1. Correctly completed application form
2. Certified copy of death certificate
3. A copy of the applicant's National Identity Card

Front 
Officer

Techni
cal Officer
Subject
Officer

15 
minutes

Hall fee 
Rs.20000.00 per 
day

18 Allotment of 
playgrounds.

1. Correctly completed applica�on form Front 
Officer

Techni
cal 
Officer
Subject
Officer

1. 15
minutes 
to reserve 
the 
playgroun
d

2.Service 
provision 

01 day

The playground 
reservation fee is 
Rs.2000.00 per 
day.
The security 
deposit is 
Rs.5000.00.
(Varies based on 
annual council 
decisions.)

19 Providing water 
bowser and 
water tank 
service

1. Correctly completed applica�on form Front 
Officer

Subject
Officer
Techno
logy 
Officer
Water 
Bowser
Driver

15
minutes 
to 
separate 
the 
bowser
01 day of 
service 
provision

The fee for the 
bowser is 
Rs.4000.00 for the 
3000 liter water 
bowser and 
Rs.6000.00 for the 
6000 liter water 
bowser. (Holding large 
water bowsers is 
not permitted.)

Empty 3000 liter 
bowser Rs.1500.00

21

 

Registra�on and 
amendment of 
property �tle (on 
summary of the 
deed

 

1. Summary of deeds applica�on duly completed by a 
lawyer or notary public

 

2. Certified copy of deed

 

3. 02 copies of certified survey plan.

 

4. Original copies of transcripts obtained within 6 
months

 

5. Request le�er from the applicant

 

Front 
Officer

 

Techni
cal 
Officer

 

Subject
Officer

 

Minimum 
02 days 
a�er receipt 
of the file 
from the 
assessment
department
to the office

 

Applica�on fee 
Rs.500.00

 

22 Tax on sale of 
certain lands

Tax notices on sale of certain lands sent to him by the 
council

Front 
Officer

Technical 
Officer
Subject
Officer

15 
minutes

1 percent of the 
sale proceeds

23 Issuance of Public 
Performance and 
Fes�val Permits

1. Correctly completed applica�on form
2. A rough sketch of the carnival grounds, drawn on A4 
size paper, showing all the elements used in the 
func�on of the carnival.

Front 
Officer

Subject
Officer
Revenue 
Inspect
or Public 
Health 
Inspect

02 Days License fee 
Rs.1000.00

24 Acreage 
Taxa�on.

Actual announcement issued by the local council Front 
Officer

Subject 
Officer

15 
minutes

The amount 
shown in the 
verification notice

25 Flagpoles / Chairs 
on rent.

1. Request letter Front 
Officer

Subject 
Officer

15 
minutes

Rs.20.00 per flag 
pole per day
According to the 
number of 
security posts, 1-5
Rs.1000.00, 6-10
Rs.2500.00 and 
above 10 Rs.5000.00
Carriage charges 
vary depending 
on the number of kms.
Per day charges 
Rs.15.00 per chair

Ins�tution- Akmeemana Pradeshiya Sabha
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