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Glossary
	Term used
	Definition

	CV
	Consideration Value

	PIC
	Project In Charge

	RM
	Relationship Manager

	TAT
	Turn Around Time
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[bookmark: _Toc413838623]12.1 Purpose:
The objective of this document is to detail the Allotment process within the Customer Care team for Residential & Commercial properties.
[bookmark: _Toc413838624]12.2 Scope:
In Scope: Allotment process for residential and commercial units  
Out Scope: Unit Allotment at Sales prior to 10% of CV payment.
[bookmark: _Toc413838625]12.3 Generic Cross Functional Registration Allotment Process Flow:
[image: ]
[bookmark: _Toc413838626]12.4 Process Guidelines:
Allotment of a property to the customer is done as per the terms and conditions mentioned in the application form. 

Once a property is allotted, it means that with the next payment received, the property would be ready for registration. Allotment of a property involves allocation of the booked unit to the customer upon the receipt of required payment due and sending of a Deemed Allotment Letter to the customer.

[bookmark: _Toc413838627]12.4.1 Conditions to be satisfied prior to initiation of registration: 
Payment of own contribution (10% of consideration value) should be completed.

[bookmark: _Toc413838628]12.4.2 Unit Allotment guidelines:
· Upon acceptance of 10% payment of CV; the customer shall be deemed to have been allotted the Unit. At this stage the company shall issue an Allotment letter, allotting the Unit to the applicant. 
· In the event that the Applicant does not receive the Allotment letter it shall be deemed that the Unit has been allotted to the applicant on the terms & conditions as stated in the Application form.
[bookmark: _Toc413838629]12.5 The Allotment process takes place in the following stages:

	Sr. No.
	Activity
	Responsibility

	1
	RM checks for 10% payment received cases from Target setting MIS
	RM

	2
	Generate the e-Allotment letter from Cordys
	RM

	3
	Send the soft copy of the letter to customer via email
	RM

	4
	Print the letter and have the physical letter sent to the customer through courier post signing by PIC
	RM / PIC

	5
	Update the date of Allotment letter in SAP / send to SAP team for updation
	RM / SAP Team

	6
	A copy of the physical Allotment letter is sent for filing in the customer file
	RM


[bookmark: _Toc413838630]12.5.1 Detailed Process steps involved in sending of Allotment letter:
· RM checks the Target Setting MIS for customers where 10% payment is received.
· RM generates Allotment letter from CORDYS & takes physical print of the same. Refer Annexure for sample Allotment Letter.
· PIC signature is obtained on the physical Allotment letter as the authorised signatory.
· RM sends e-Allotment letter to the customer via email on his registered email address.
· The physical Allotment letter is sent to the customer via courier.
· RM updates the Allotment date on SAP OR sends to SAP team for updation in instances where RM is unable to do the same. 
· RM keeps a copy of the physical Allotment letter in filing for future records.
· In case of incorrect allotment sent by RM due to internal error, the customer is to be contacted, informed of the same and asked to send back the erroneous allotment letter and a revised allotment letter is sent to the customer upon receipt of the incorrect letter.


12.6 Allotment process TATs:

	Cell
	Process
	TAT (only working days)

	Customer
	10% payment received from customer
	NA

	RM
	Sends e-allotment letter to the customer via email
	2 days

	RM
	Sends physical allotment letter to the customer via courier
	1 day

	RM / SAP Team
	Updates Allotment date in SAP or sends to SAP team for updation
	1 day

	RM
	Physical copy of Allotment letter is sent for filing
	1 day


[bookmark: _Toc413838631]12.7 Quality Audit Plan:
Unit Defined: 
· Allotment Letters
Frequency: Fortnightly
Sample size: All eligible cases

Feedback and Corrective Mechanism: 
Feedback Process: 
QAT: Each instance where Allotment letter is not sent, to be reported back to the respective RM & PIC. A sample of Allotment letters is also checked for accuracy of details mentioned in the letter and non-conformance if any is highlighted to the respective RM & PIC.

Corrective Preventive action: Once Feedback received by the RMs, corrective action to be taken on cases identified and QAT to be informed regarding the same.  

[bookmark: _Toc413838632]12.8 MIS Reporting & TAT monitoring:
1. TAT monitoring MIS – will be initiated post relevant system enhancements.

[bookmark: _Toc413838633]12.9 Annexure:
1. Deemed Allotment Letter sample:
[bookmark: _GoBack]


Confidential
CC-P-12	5	11 Mar 2015
image1.png
Customer SAP Team PIC/RM - CC
e ReferTarget setting MIS &
makes 10% Payment updation check for un-alloted cases
payment (of onsap [=——>{ where payment receivedis
o >-10%

‘Generate Allotment letter
from CORDYS.

PICto sign the physical
Allotment letteras the
authorised signatory

)

sende-Allotment through
CORDYS and dispatch the
physical Allotment letter

Update Alltoment
letter date on SAP
for cases received
from RM

)

Update Alltoment etter
|€—{ date on sAP OR send to
RM for updation





image2.emf
Deemed Allotment  Letter_Sample.pdf


Deemed Allotment Letter_Sample.pdf


  Letter of Allotment


To              25 December 2014
Customer ID - 0001251783
Chintan Narendra Shah
Darshani Narendra Shah
A-301,B Bldg, Apna Ghar Chs
Shivaji Nagar, Nr. Pump house,
Andheri (E)
Mumbai - 400060
9619170653
shahchintan0818@gmail.com


Sub: Allotment of Residential Flat no A-1605, Wing A in the Building known as “Elite”, in Project LAKESHORE 
GREENS, situated at Dombivali (“Residential Flat”)


Dear Mr. Chintan Narendra Shah,


We  thank  you  for  your  application  dated  05.12.2014 and  for  the  payments  required  for  the  purpose  of 
allotment of your chosen Lodha residence. It  is indeed our pleasure to inform you that the residential flat  
booked by you via application form dated 05.12.2014 has now been allotted to you.


The terms and conditions as stated in the Application Form shall  continue to be binding in respect of the  
allotment of the Residential Flat. The details of the Residential Flat allotted and your address in our records for  
the purpose of correspondence are as under:


Name, Address and Contact Details 
of Allottee (s)


Chintan Narendra Shah
Darshani Narendra Shah
A-301,B Bldg, Apna Ghar Chs
Shivaji Nagar, Nr. Pump house,
Andheri (E)
Mumbai - 400060
9619170653
shahchintan0818@gmail.com


Unit No & Wing A-1605, Wing A
Name of Building/Tower Elite
Type of Residence 1BHK
Carpet Area 500 Sq. Ft.
Count of Car Parking(s) allotted 1(4-Wheeler)
Consideration Value Rs. 3893994.0/-


You can contact your relationship manager for any queries or assistance at the following coordinates:


SHEWETA MALHI
Direct Line: 022 67161111 
E-mail: sheweta.malhi@lodhagroup.com


I would like to take this opportunity to thank you for the trust that you have reposed in the Lodha Group, and 
assure you of your best services at all times.


Warm Regards,
For LODHA HI-RISE BUILDERS PVT. LTD


_________________
Lloyd Mascarenhas
Associate General Manager, Customer Care
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