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CHAPTER IV 

SPORADIC SURVEYS 

 

Request for survey 

4.1. Divisional Secretary will forward requisition for surveys, when a survey is required 
to get done, to the relevant District Senior Superintendents of Surveys. Also other 
Government Departments, Semi Government Organizations and Courts send their 
survey request to the relevant District Senior Superintendents of Surveys. 
 

4.2. If requests for surveys made by other Government Departments, Semi   Government 
Organizations and Courts are received in the S.G.O, they will be dispatched to the 
relevant District Senior Superintendents of Surveys. Requests for surveys for special 
projects are normally received by the S.G. who, in turn, will send them by 
Addl.S.G.(Field) to the relevant District Senior Superintendents of Surveys with 
necessary instructions. 

 

4.3. On receipt of a requisition in a District Survey Office, it has to be examined 
to ascertain whether it contains all required information and annexures and 
its completeness for carrying out the required survey without any difficulty. If 
request for survey is found to be incomplete and/or lack of required information, 
necessary actions have to be taken to get it completed or return back to the 
applicant. 

 

4.4. It is expected that the surveys described below are to be carried out by the 
Surveyors who are attached to Land Commissioner General‟s Department. 
 
(a) Surveys for regularization/alienation of encroached state lands. 
(b) Surveys for preparation of BOD 
(c) Surveys for staking out. 
(d) Surveys for identifying state lands. 
(e) Surveys for re-establishing disputed boundaries of state lands for which  
 grants are issued. 
 
In case such Surveyors are not attached to Divisional Secretariat Offices, 
Divisional Secretary may request for these surveys and District Senior 
Superintendent of Surveys has to take steps to accomplish them soon. 
 
 

Issuing requisitions to field 
 

4.5. Upon receiving a requisition for survey in D.S.O. which is executable, actions 
should be taken to update SRIMS with all information pertaining to the requisition 
including name and reference number of the client. Then it will be decided, after 
examining the requisition, if survey fees are to be charged (Vide D.S.R. 4.11). and 
if so, District Senior Superintendent of Surveys should prepare an estimate for 
cost of survey and send to the client for early settlement prior to commencement 
of the surveys. If necessary, copies of the same will be sent to the parties 
concerned. 
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No further actions will be taken on that job and the requisition for survey will 
be retained in D.S.O. until survey fees is deposited in the D.S.O.. Once the 
survey fee is fully settled the requisition, after necessary actions in terms of 
D.S.R. 4.12, will be issued to field to initiate the work without delay. 
 
 

4.6. If it is needed extra resources such as surveyors, money, vehicles etc. or the 
requested survey to be completed within a stipulated time period, the matter has to 
be reported to Provincial Surveyor General with suggestions or alternatives, if any, 
with reasons. 
 

4.7. Requisitions for Survey for land acquisitions, preparation of B.O.D.s and staking-
out, should be issued at the earliest possible directly to the relevant Divisional 
Survey Office after necessary documentation. 

 

4.8. All other requisitions for surveys should be thoroughly investigated in office by the 
Superintendent of Surveys (HQ) attached to the District Survey Office. After 
investigation, he should make the classification of the work and locate the land 
correctly in 16 RD, or 1:10000 map, metric key sheet, F.V.P. or FTP , then, he 
should prepare a list of old required documents and hand it over  to the District 
Senior Superintendent of Surveys within 03 days. 
 

4.9. If the Superintendents of Surveys (HQ)  is unable locating the land described in the 
requisition or listing all required documents, he will report the matter to the District 
Senior Superintendents of Surveys who will then send the requisition with necessary 
instructions to the respective Superintendents of Surveys of the Div.S.O. for the 
execution. 

 

4.10. When a sub requisition is issued for a requisition issued to field, number of lots to 
be covered by original requisition, assessed survey progress and land extent should 
be mentioned. In turn, the District Senior Superintendent of Surveys will take 
necessary steps to update SRIMS accordingly and issue system generated 
requisition numbers of each requisition to the relevant Div.S.O.. In the remarks 
column of the requisition form in SRIMS in which information pertaining to the 
original requisition are contained cross entries should be made to that effect. At the 
same time, the original requisition number should be entered in the remarks column 
of the new requisition form. 
 

 

Recovery of survey fees 
 

4.11. Survey fees should be decided according to circulars issued by the Surveyor 
General from time to time. However, when it is not clear or difficult to workout cost 
of survey owing to special reasons or at a special occasion, the matter should be 
reported to Addl.S.G. (Field) with details through the respective PSG and necessary 
instructions should be obtained. 
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Classification and organization of Sporadic surveys 
 

4.12. When SRIMS is updated with details of requisitions for which survey fees have 
been recovered or are not applicable it automatically generates a number which has 
to be used as a requisition number. When a requisition is entered to SRIMS, its 
category will be accordance with D.S.R. 4.14 and priority will be in accordance 
with D.S.R. 4.15. 

 
 Requisition for survey should be issued to the respective Div.S.O. through SRIMS. 

The hard copy of the requisition, however, should be sent by post along with the 
covering letter which is also automatically generated by SRIMS, with copies of the 
covering letter. 

 
 Simultaneously requisition register which is maintained at District Survey Office, 

the requisition number generated by SRIMS should be entered as S.G.‟s requisition 
number with relevant information to update the requisition register.  

 

4.13. This requisition number so generated by SRIMS is composed of District code, D.S. 
area code, year of issue followed by a serial number. 

 Eg: MA/RAT/2011/180 (District – Matale; D.S.Division – Rattota) 
 
 The following Prefixes should be used as District codes. 
 බ.ප. W.P. Colombo Co ක ො  ක ොළඹ 

  Kalutara KA    ළුතර 

  Gampaha GA ගම් ගම්පහ 

ලයඹ ප. N.W.P.     Kurunegala KU කු කුරුණෑග 

  Puttalam PU පු පුත්තම 

උ.ප. N.P.  Jaffna  YA යා යාපනය 

  Vavuniya VA ලවු ලවුනියාල 

  Mannar MA මන් මන්නාරම 

  Mulativu MUL මු මුතිවු 

  Kilinochchi KI කිලි කිලි කනොච්චි 

උ.මැ.ප. N.C.P.  Anuradhapura AA අනු අනුරාධපුරය 

  Polonnaruwa PO කපො කපොකොන්නරුල 

ම.ප. C.P.  Kandy MAHA මහ මහනුලර 

  Matale MA මා මාතකේ 

  Nuwara-Eliya NU නු නුලරඑලිය 

නැ.ප. E.P.  Trincomalee TRI ත්රි ත්රිකුණාමය 

  Batticaloa BT මඩ මඩ පුල 
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  Ampara AM අම් අම්පාර 

ද.ප. S.P.  Galle  GA ගා ගාේ 

  Matara MR මාර මාතර 

  Hambantota HA හ හම්බන්කතොට 

සබර. ප. Sab.P.  Kegalle KE  ෑ   ෑගේ 

  Ratnapura R රත් රත්නපුර 

ඌල ප. Uva.P  Badulla B බ බදුේ 

  Moneragala MO කමො කමොණරාග 

 
 
 

SRIMS also generates unique code for each and every Divisional Secretariat. If any 
change to the name of a Divisional Secretariat is noticed or a D.S. is newly established 
District Senior Superintendent of Surveys should inform IT branch of S.G.O. in 
writing in order to update SRIMS accordingly. 

 
When a survey requisition is issued by District Survey Office itself, the D.S.O. code 
has been defined in SRIMS as „DSO‟ that should be used in requisition number. 

 
Eg: MO/DSO/2018/125 (125th requisition issued in 2018 by Monaragala District) 

 
 

4.14. For the purpose of reporting progress of surveys in various returns, requisitions for 
survey are divided into eight main categories as shown below. The category into 
which the requisition falls is determined and written on the requisition. 

 
 
Main Category 

 
Sub 

Category 

 
Description of Category 

2.  Land Marking 

2.1 L.D.O. Grants 

2.2 Land Grants (S.P.) - Vesting 

2.3 Land Grants (S.P.) - Landmarking  Allotments 

2.4 Misc. Land Alienation - Landmarking 

2.5 L.R.C. Vesting and SD 

2.6 Landmarking Surveys in Settlement Centers 

2.7 Landmarking of Irrigable & Homesteads 

2.8 Demarcation Surveys 

2.9 Landmarking Surveys - Forest 

2.10 Landmarking Surveys - Estate Plantation 
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Main Category 

 
Sub 

Category 

 
Description of Category 

 
 
2.  Land Marking 

2.11 Condominium Surveys 

2.12 Landmarking Surveys - Perimeter 

2.13 Redefinition of boundaries with landmarks 

2.14 Misc. Landmarking surveys 

 
 
 
 
 
 
3.  Misc. Surveys 
 
 

3.1 Land Alienation - Staking out  State homesteads 

3.2   Land Alienation  - Staking out State paddy lands 

3.3 Forest Surveys – (without landmarking & contours) 

3.4 
3.4 

Town Surveys– (without landmarking & 
contour) 3.5 Perimeter Surveys – (without landmarking) 

3.6 Preparation of BOD 

3.7 Setting out FSL  

3.8 Staking out Surveys in Settlement centers  (Mahaweli) 

3.9 Misc. Surveys in Settlement Centers (Mahaweli) 

3.10 Irrigable & Homesteads - Staking out (Mahaweli) 

3.11 Irrigable & Homesteads - Misc. Surveys (Mahaweli) 

3.12 As built surveys (Site surveys) 

3.13 Writing of Supplementary Tenement  List 

3.14 Miscellaneous (Forest Surveys using HHGPS) 

 
4.Acquisition 
Surveys 
 

4.1 Acquisition. Surveys - Sec. 2 (without RDA) 

4.2 Acquisition Surveys - Sec. 6 (without RDA) 

4.3 Acquisition. Surveys - Sec. 2 (for RDA) 

4.4 Acquisition Surveys - Sec. 6  (for RDA) 

 
 
 
5. Engineering  
Surveys 
 

5.1 Detail & Contour Surveys (ES) 

5.2 Canal Trace Surveys (Strip surveys) 

5.3 Final Canal Surveys (Center line) 

5.4 Road Surveys -(Strip & Corridor surveys) 

5.5 Channel Trace Surveys 

5.6 Close Contour Surveys 

5.7 Town Surveys with Contours 

5.8 Survey of existing roads 

6. Mapping & 
Control Surveys 

 
6.1 

 
Map Revision  

7.  Court Commission 
Surveys 

 
7.1 

 
Court Commission Surveys 

8  Cadastral Surveys 8.1 Cadastral Surveys under Title Registration 

8.2 Sub divisions under Title Registration 

9. G.P.S. Control 
Surveys and Leveling 

9.1 G.P.S. Control Surveys (WP, SP, NWP, CP, NP  & ISM 
Geodetic)  
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Main Category 

 
Sub 

Category 

 
Description of Category 

9. G.P.S. Control 
Surveys and Leveling 

 
9.2 
 

GCP Surveys - point selection, preparation diagrams, 
Surveying, leveling etc. 
 

 
 
 

4.15. Surveys will be taken up on priority basis. For the purpose of deciding on the order in 
which the requisitions to be taken up for surveys, every requisition are classified into 
three classes. 
 

Class A  denotes  works  which are  important,  urgent  and  charged with survey  fees 
and have to be attended as received, even at the expense of sending a 
Surveyor specially and holding up other work. As a general rule, Class A 
requisitions should be completed within 03 months of receipt. 

 
Class B   denotes works which are not necessarily to be expedited but which should 

not be delayed unnecessarily.  As a general rule, Class B requisitions 
should be completed within 06 months of receipt. 

 

Class C    denotes work that will be taken up in the ordinary course. As a general rule, 
 Class C requisitions should be completed within 12 months of receipt. 

 
 When entering Survey requisition data in SRIMS, class of survey requisition should be 

entered as „priority – high‟ for class A and B and as „priority- normal‟ for Class C. The 
category, sub category also to  be selected compile with 4.15 before entered to SRIMS. 

 
 

4.16. The District Senior Superintendent of Surveys should review the classifications of 
priority  of  incomplete  requisitions  at  least  once  in  6  months  and  revise  them 
suitably in concurrence with the Divisional Secretaries/relevant requesting agency, if 
necessary. SRIMS data base should be updated according to  these amended 
information. 

 

4.17. When plans are returned by D.S.O. to Div.S.O. for amendments entries to that effect 
should be made in SRIMS. The Superintendent of Surveys who receive such plans 
should attend to them promptly and complete within two weeks and handover to 
Snr.S.S. The Superintendent of Surveys in Div.S.O. must ensure that, except under 
special and unavoidable circumstances, thus amended plans are returned within two 
weeks‟ time period to D.S.O. 
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4.18. Superintendent of Surveys should periodically check the works commenced are 
completed as soon as possible. Surveyors should neither be allowed to get 
accumulated halfway through works nor retain completed but un-passed plans with 
them for long time. 

 

4.19. Old documents and field books used for the completed work should be submitted to 
the District Survey Office along with newly prepared maps/plans. If these documents 
are, however, required for other works in hand, the Surveyor can retain them with him 
until he completes such works. 

 

4.20. Outside finally settled areas respective number of 1:50,000 and 1:10,000 maps in 
which the surveyed land is found to be located should be printed as metric reference 
numbers on the plan. Key sheet  number (Metric Key Sheet No)  will be the sheet 
number followed by the relevant square number out of 4 squares of 1:10,000 sheet as 
in 4.56.  

 

4.21. If the work cannot be located correctly, the matter should be reported to the 
Superintendent of Surveys who, in turn, issues directives to the Surveyor for actions. 
Also it is possible to download information pertaining to the land at issue, from the 
departmental website which maintains digital data of completed works, which can be 
used for identifying and locating the land correctly. Only if the Superintendent of 
Surveys decides that it should be further investigated in field he may direct a Survey 
for that task. 

 

4.22. The requisition along with the below mentioned information provided by the 
Superintendent of Surveys (HQ) will be issued to the respective Divisional 
Superintendent of Surveys for executing the work. 

 
(a) When the survey work falls outside finally settled area – 

(i) whether a Preliminary Plan should be prepared, or, 

(ii) whether  an  existing  Preliminary  Plan  lot  should  be  amended  and  a 
supplementary Tenement  list prepared. 
 

(b) When the survey work falls within finally settled area – 

 (i) whether a supplementary will be issued, or,  

(ii) whether only a supplementary Tenement list will be issued while making 
amendments to F.V.P. 

 
(c)   It is the responsibility of the Superintendent of Surveys of Div.S.O. to amend 

the estimated period of completion of the work, if necessary, in SRIMS.  
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Office investigation and points to be follow 

 

4.23. Superintendent of Surveys, at their inspections, should check whether the survey work 
is in progress in accordance with SRIMS and if not, actions should be taken to update 
it. If the survey work falls outside F.V.P. area all Field Sheets required for the survey 
should be identified. If the work falls within F.V.P. or F.T.P. area he should obtain TL 
of F.V.P./F.T.P., Final Report, Field Sheets of  F.V.P./F.T.P. relevant to the survey and 
only required Field Books. It should be noted that no applications should be made for 
all Field Books mentioned in Block Survey Sheets. 

 

4.24. All efforts should be made by the Surveyor to investigate several requisitions come 
under one village simultaneously. 

 
Note: The Surveyor who is engaged in the survey work should collect further 
information of the work from persons nominated for pointing out boundaries of land or 
relevant Divisional Secretary or Department who made the request for survey. 

 

4.25. In case of large requisitions of which the works apparently take longer time to be 
completed and scattered, the Surveyor should divide them into several small 
requisitions suitably in consultation with his/her Superintendent of Surveys. 

 
For this, sub-survey requisitions should be requested from Senior Superintendents of 
Surveys with relevant information as per 4.10. 

 

4.26. All documents required for the survey should have been obtained by the Surveyor two 
weeks prior to commencement of the field work. Information on old plans can be 
obtained from the Land Information Systems (LIS) and Scanned images of old plans 
and connected TL can be obtained from Document Management Systems (DMS) of 
the departmental web portal through District Senior Superintendent of Surveys. Only 
tracings of documents that are not available in the DMS should be applied for from the 
Snr. D.S.G. (DM & PS).  

 

4.27. Surveyor should compare L96A information on actions taken against old PP lots with 
L96 information obtained from the Divisional secretary or Provincial Land 
Commissioner. If it is noticed any discrepancies exist between them, the matter should 
be reported forthwith along with both L96A and L96 Forms to the Snr D.S.G. (DM & 
PS) for verifications. Both Forms returned by Snr D.S.G. (DM & PS) with his report, 
should be annexed with the completed requisition file and sent to the D.S.O. 

 
If the works are falling inside F.V.P./F.T.P. areas and the information provided by L96 
Form do not compare with that of F.V.P/F.T.P. and T.L.s, similar actions mentioned 
above should be followed. 
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If it is understood that any objections against the survey are presumable according to 
the L96 information and/or substantial details are not provided in L96 Forms the 
matter should be reported to Supervising Officers seeking for instructions 

 

4.28. When a survey requisition is executed Surveyors have to update SRIMS with 
information of work completed on each and every day. The information so entered by 
the Surveyor should be checked on regular basis by the Superintendent of Surveys in-
charge-of the Div.S.O. to ascertain their correctness. 

 

4.29. When the time taken to complete a survey work exceeds the estimated time period, the 
Superintendent of Surveys should reason out in his report the causes for discrepancy 
between the actual time taken and the estimated. And he should, at the same time, 
update SRIMS with estimated time period for conclusion of work of the survey 
requisition originally entered in SRIMS. 

 

4.30. Basic and important instructions as well as correct procedures to be adopted in 
carrying out surveys on each requisition should be provided in writing by the 
Superintendent of Surveys to the Surveyor. In addition to that, detail instructions could 
be obtained by the Surveyor as and when necessary from the Superintendent of 
Surveys. It behooves the District Senior Superintendent of Surveys to look into the 
work progress in order to ensure that the work is in progress as planned. For this, the 
information obtained from SRIMS can be used.   

 
 

Important points for field work and plan work 
 

4.31. All possible precautions should be taken by the Surveyor not to cause any undue 
damages to crops in the land while clearing, picketing, and landmarking etc. by Survey 
Field Assistants. Further, the Surveyor should ensure that such tasks they are imposed 
on are done in correct manner and without objections from the land owners. Also the 
Surveyor, as far as possible, should make all efforts to minimize obstacles and 
obstructions against survey works and unnecessary travels to the work site, and 
thereby expedite the work.  

  

4.32. When it is clearly observed that the land pointed out is different from the land that is 
for alienation it should not be surveyed. In such an eventuality, the Surveyor should 
submit a tracing showing the differences to the District Senior Superintendent of 
Surveys through his/her Superintendent of Surveys along with a report to that effect. 

 

4.33. Boundaries of unsettled lands which are not defined or which do not follow natural 
features should be made as straight as possible. Surveyors should endeavor to get 
claimants agreed before such surveys are carried out. 
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4.34. When the extents of the lands are specified, the land should be partitioned as per 
D.S.R. 8.13 and 8.14 for demarcation surveys and Annexure 01 for surveys under 
L.D.O., and as shown below for other surveys. 

 

4.35. Small State lands encompassed of an extent of about 01 hectare or under, which are 
wholly or partly enclosed by new survey work must be defined, and lotted after laying 
all reservations in order to facilitate them to be dealt with without further survey.   
They will be described in the remarks column of the Tenement list as “lotted to 
complete plan.”  

 

4.36. In a F.V.P. area where a part of a State land is cut out, the balance area, if  01 hectare 
or lesser and unlandmarked must be re-surveyed, defined, and plotted in the F.V.P. 
Sheet.  In this case too, the remark “Lotted to complete the plan” should be mentioned 
in Tenement lists. A reservation, a path, a stream or other State land which will not be 
alienated, should not be added to the balance area. In exceptional cases, prior approval 
should be obtained from the District Senior Superintendent of Surveys.  

 

4.37. A portion of a lot, which on account of a fresh survey has become detached from the 
original lot, and can be conveniently included in the new survey should be lotted and 
described in Tenement  lists as “Detached Lot.” This order applies only to F.V.P. lots 
and landmarked PP lots which cannot be cancelled. 

 

4.38. When there are small differences between new and old surveys of a stream, only the 
newly surveyed boundary should be adopted.  When the work adjoins a stream which 
forms the boundary of a V.P. or F.V.P. the old course of the stream, if different, should 
be laid down and adopted.   

 

4.39. When a land is accreted due to natural causes prescribed procedures should be 
followed in terms of section 108 of State Lands Ordinance of 1947. An extract of 
section 108 of State Land Ordinance is given below. 

 
 “Any alluvial or other accretion to any land disposed of by the State by any instrument 

of disposition executed before or after the commencement of this Ordinance shall, 
together with all rights appertaining or belonging to such accretion, be the property of 
the State and is hereby declared to be vested in the State.” ( Section 108 of the State 
Lands Ordinance of 1947). 

 

4.40. Special attention should be paid when reserves, proposed reserves or areas mapped out 
for other purposes are involved in the survey. Requisitions that contain any portion of 
such lands should not be taken up for surveys without special instructions. (Vide 
D.S.R. Chapter X for reservation) 

 

4.41. Village Plans, Title Plans, Diagrams, Diagram Plans, Lease Plans and Engineering 
Survey Plans which have been incorporated in the new survey areas or adjoining to 
them should be investigated and dealt with appropriately. 
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4.42. To obtain tracings of Title Plans and for information related to them, scanned images 
of old plans and connected TL can be obtained from Document Management Systems 
(DMS) of the departmental web portal through district Senior Superintendent of 
Surveys. Applications for only tracings of documents that are not available in the 
DMS should be sent to the Snr. D.S.G. (DM and PS). 

 

4.43.  Old Preliminary Plans that consist of showing surveys made prior to the year 1910 in 
which the State Landmarks Ordinance came into force, will be considered as 
cancelled, if no sales or settlement have been made on them. and They are used for 
reference only. Lots which have been settled or sold will be treated as private lots 
while those which have not been finally settled or sold have to be re-surveyed. 
Unsettled lots which contain cultivation over 30 years old should be treated as private 
unless they fall within road reservations.   

 

4.44. Every lot, shown in original field sheets, that comes under Waste Lands Ordinance or 
final or settlement order should be referenced as follows in blue colour. 

 
  lots declared to be considered as the Government 

 state (crown) by Final Order   - FO/C 
 state (crown) by Settlement Order - SO/C  
 
Lots declared to be considered as the Private  
 private by Final Order   - FO/P 
 private by Settlement Order  - SO/P 

 
  These codes should be printed closer to the lot number inside the lot. 
 

It should be born in mind to act on lots when they have been declared private or state 
as follows. 

  
a) Boundaries and extents of lots declared 'Private' must be maintained as in title  

plans. 
b) Lots which have been decreed as private in a Court of Law should be treated in 

the same manner as Title plans. 
c) Boundaries of lots declared 'State' must be maintained as it was as far as 

possible. 
 

4.45. Boundaries of land held on „ticket of occupancy‟ need not be separately surveyed but 
particulars of the „ticket of occupancy‟ should be mentioned in Tenement lists. 

   

4.46. The   numbers   with   prefixes “LP” & “L” are shown on field sheets in black and red 
colours respectively for the lots which Lease Plans and Lease Diagrams have been 
issued with. These lots are also edged in pink colour in all copies of F.V.P. When 
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dealing with these lots, inquiries should be made from the Divisional Secretary on 
Form L96 with the remark „Has lease expired?‟   

 
In the lots of unexpired lease plans or lease diagrams should be maintained as was in 
the title plans. 

 

4.47. The Surveyor should obtain new plan details from the District .S.O. for the plans 
prepared under new requisitions, separately. When requests for plan details are made 
to the D.S.O., the required details must be mentioned categorically, based on the area 
in which the new survey work falls as follows, in the requesting letter. When the 
survey work falls within  

 
i) F.V.P. area, - Supplement number, Sheet number, Lot number and T.L. page 

number used for the last time 
ii) State lands in F.T.P. area - Inset number, Sheet number, Lot number and T.L. 

page number used for the last time 
iii) Inset plan area  - Supplement number, Sheet number, Lot number and T.L. page 

number used for the last time  
iv) un-surveyed area or P.P. area -  the P.P. number used for the last time 

 

 

Supervision 
 

4.48. Supervision of Surveyors has been described in detail in chapter X of Departmental 
Standing Orders. Superintendent of Surveys should adhere to those standing orders. In 
addition, regulations from 4.26 to 4.30 should be followed up. 

 
Especially, survey journals of  Surveyors who are engaged on Sporadic Surveys 
should be carefully scrutinized including the programme for the following week. The 
Surveyors must be engaged on at least two days of actual surveying per week. 

 
 

Field Work and Plan Work 
(See D.S,R, 11 & 12 for details) 

 
 

Tenement Lists 

 

4.49 (a) For more details see D.S.R. 12.51 to 12.82. 
(b) Tenement lists should be prepared by software provided by the Survey 

Department. 
(c) Every page of Tenement lists should be sequentially numbered. Certification of 

Tenement lists should be made in accordance with 4.59(a) and 4.61 (a,b). 
(d) Specimens of Tenement lists are given in Annexures in chapter No. 12.  
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Computations of Extents 
 

4.50. Computations of extent in plans have to be done as per D.S.R. Chapters XIII and   
XXII. 

 
Fixations 

 

4.51. Fixation is used to compare the boundaries between old surveys and new surveys 
when required to do so. When necessity arises to show old boundaries in the new plan 
the old boundaries are fixed with the help of original details and shown in red by using 
fixation tracings.  

  
(a) Fixations given on block survey sheets should be accepted for future surveys. 

Surveyors should not call for field sheets showing the original plans. 
 
(b) Fixation details that have not been surveyed in connection with the new work 

should  not be inked. 
 

 

New surveys within old surveyed area 
 

4.52. (a)  In P.P. areas; New surveys are carried out for various purposes in previously 
landmarked P.P. areas.  In such instances, a fresh P.P. should be prepared on A3 
size sheets while proscribing the area covered by the new survey in the original 
P.P. The Preliminary Plans such as Irrigation Survey P.P. (I.S.P.P.), 
Miscellaneous Survey P.P. (M.S.P.P.), Town Survey P.P. (T.S.P.P.), and Land 
Development Survey P.P. (L.D.S.P.P.) will no more be prepared and issued.    

    
  In all above cases, the extents of original lots should be maintained subject to 

D.S.R. 22.3.2. Reference to the extent of old lot (Original lot) should be given 
in TL as “See Lot No.............in Page No. ........ ”. If the page number is not 
available in the D.S.O. as in the case of old P.P.s the District Senior 
Superintendent of Surveys should get down those copies from S.G.O. 

   

(b)  In finally settled area; Similarly, a fresh Supplementary Plan on A3 size and 
Tenement lists should be prepared when the new survey work falls inside finally 
settled areas such as F.V.P., F.T.P., etc.. The old F.V.P/F.T.P. will be amended 
giving references to new plan numbers in red colour.   

    
Identification of lots in field 

 

4.53. If no new survey is required as the lots are already surveyed and identifiable either by 
inspection or by re-opening old boundaries only supplementary Tenement lists giving 
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up-to date information pertaining to the land should be prepared. The extents should 
be referenced to that of the original lots as in 4.52(a). 

 

  

Acquisition surveys 

 

4.54. In F.V.P/F.T.P areas, new surveys for state lands required for acquisitions are 
included in the acquisition plans. Acquisition Tenements list should contain only 
private lots and extents which are to be acquired. The balance areas of such state lots 
should be lotted in F.V.P. /F.T.P. sheets and included in the separate Supplementary 
Tenement lists. The supplementary Tenement lists will consist of both private 
and state lots required for the purpose of acquisition. Private lots, 
however, should be described in supplementary Tenements only with lot 
numbers and extents while referring to the acquisition Tenement list. See D.S,R, 
chapter 6 for details 

   

 

Lands brought under the Land Settlement Ordinance 
 

4.55. When a surveys is carried out and plan is prepared on a memo received from the 
Commissioner of Land Settlements (previously Settlement Officer) for the purpose 
of settlement of lands which brought under Land Settlement Ordinance the name 
of land, descriptions and claimants should be given in addition to the plan numbers 
of title plan, diagram plan or preliminary plan of every abutting lots.  

 
 

National Map reference  

 

4.56 Standard map reference number should be given in marginal information column. The 
location of the land first should be established first in 1:50,000 Topo sheet.   Then the 
key sheet number should be determined as in the example given below. 

 
Metric Sheet No; 55/1/1 and 55/1/3 

 
  

 
 

55

1 2
3 4

25

13

18

23

14

19

15

20

24

16

21

7

12

17

22

2 3 4 5

6

11

8 9 10
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Surveyor’s concern matters 
 

4.57. Plan work and all entries in Field Books should be made in Sinhala language. Only 
with the prior approval by writing of the District Senior Superintendent of Surveys 
under special circumstances, plan work and Field Book keeping can be done in 
English Language. The Surveyors whose written language is not Sinhala may work in 
English language.  

 
Besides, Superintendent of Surveys should make arrangements to prepare plans in one 
suitable language where a number of Surveyors are engaged on large surveys. Should 
any officer be not responsible for all the work on a plan the portion for which he is 
responsible should be clearly indicated. All officers who surveyed, checked and 
approved completed plans should place their signatures at allocated spaces with their 
names and designations clearly and legibly just below the signature.  

 
 

4.58. The responsibility of the accuracy of Plans and Tenement lists basically rests with the 
Surveyor. Upon completion of a requisition for survey, it has to be endorsed by the 
surveyor, by writing the following information in red in the space provided.  

 
 Year and month of survey 
 Plan number including Sup. No., Sheet No., Inset No.s etc. 
 Metric field sheet No. 
 Lot number(s) 
 Extent 

 
If the requisition is for identification of land which has already been surveyed the 
following statement should be made therein.  

  
“Identified by Inspection or re-opening old boundaries as lot number ……. in plan 
number ………..” 

 
 

4.59. (a)   After ensuring that all points for examination are in order, the Surveyor will 
complete the month and the year of survey and sign all sections of the plan for 
surveying and drawing, and all pages of the Tenement list. The name should 
always be printed below the signature. The Grade and date of signing need not 
be entered.   

 (b) Documents which are needed to be sent to the client or other relevant institutes 
for their attention and necessary actions will be removed from the requisition file 
leaving copies of documents, where necessary, in the file. 

 
(c) Field books and properly arranged survey requisition file should be submitted for 

plan checking. Surveyor should arrange all documents and tracings connected to 
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the survey in chronological order. It means consecutive order of survey activities 
such as relevant survey report form, canceled requisition, allottee list, Grama 
Niladhari form, L 96 and L 96A information, other letters or their photo copies, 
last lot information, computation forms, allottee signature sheets, relevant 
amendment and proscription tracings, surveyor‟s report etc.  

 
(d) It is the responsibility of Surveyor to ensure that SRIMS is updated with 

information pertaining to the completed survey at the time of submission of plans 
to the Superintendent of Surveys for examinations. 

 
 

  Plan Checking  
 

4.60. When checking plans the Superintendent of Surveys should be on his satisfaction of 
accuracy and completion of survey as expected by the client. Furthermore he/she 
should check Field books, cancelling of survey requisition, important letters regarding 
survey, surveyor‟s report, computation of extents, relevant tracings and other relevant 
documents. The Superintendent of Surveys, after examining all the points in Appendix 
No.09 and placing signature. 

  

4.61. (a) Superintendents of Surveys will place the signature with the name, designation 
and date on all the section of the plan and all the pages of the Tenement list, 
should forward plans, Tenement lists along with requisition file with connected 
documents to the District Senior Superintendent of Surveys. 

 
 (b) The Senior Superintendents of Surveys will place the signature with the name, 

designation and date on behalf of Surveyor General on the first section of the 

plan and the last page of the Tenement list, on his satisfaction. In case of 
having the plan contained more than one section and the Tenement lists 
more than one page, the District Senior Superintendent of Surveys must 
write above his signature as “Section 1 to … and pages 1 to ….” in plan 
and Tenement  lists respectively. Just below his/her signature the name, 
designation as follows should be given.  

 
 (Name)……………… 

 Senior Superintendent of Surveys (……….District) 

 On behalf of Surveyor General   

(Date)……… 

 

4.62. If the plan is found to be erroneous or computation of extents are inaccurate, even in 
the case of  a plan with a single lot, and such errors have a significant impact, the 
Senior Superintendent of Surveys of the District should initiate disciplinary actions 
against the Surveyor and the Superintendent of Surveys. The copies of letters 
connected to such actions should be retained in their personal file maintained in the 
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D.S.O. If it is observed that the Surveyor continuously makes same kind of errors, the 
matter should be reported to the Provincial Surveyor General for appropriate actions.  

 

 

Key Diagrams 
 

   

4.63     a) Senior Superintendent of Surveys of the district should maintained 1:4000 Metric 
key diagram covering entire un-surveyed area of the district. Senior 
Superintendents of Surveys of the district should identify required Key sheet for 
his district and should send request to Senior Superintendents of Map 
Publication. Senior Superintendent of Map Publications will print required 
metric key sheets by enlarging of 1:10,000 map sheets or 1:50,000 into 1:4,000 
scale with coverage of 4 x 2.5 km squares and dispatch to the D.S.O.. 

 
   (b) Key Diagram number consists of the sheet squares with the suffix “Key” and 

printed at the right hand top corner. The name of the district for which the Key 
Diagram is issued is printed on the left hand top corner. 

 
(c) The outer boundary of the new survey will be plotted by the Surveyor on 

the Key Diagram and inked. The PP number will also be shown in ink. This 
key diagram will be used for the long period and hence, it should be well 
preserved. 

 
(d)  The preliminary plan number will be entered inside the corpus of the survey in 

the Key Diagram.  When a PP falls in more than one Key Diagram, the portions 
of the survey, which fall within the different diagrams, will be shown within 
the respective key diagrams.  The PP number will be inserted on every Key 
Diagram. 

 

 

Amendments of old documents 

4.64.  
a) The outer boundary of any Preliminary Plans (PP), Title Plans (TP), Diagrams, 

Diagram Plans (DP) or Settlement Ordered private lots which may be included in 
the new survey will be inserted in pencil on the original field sheets. Also the old 
sheets will be referenced to the new work by their P.P. numbers. 

 
b) When the whole or a portion of the new survey falls within a town survey 

area, the Senior Superintendent of Survey‟s copies of the town survey prints 
should be amended in red, and amendment tracings traced from the prints 
should be forwarded to the Document management and Professional Standards 
branch for amendment of S.G.'s copies. 
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c) Similar procedures should be followed for surveys that are falling within 
I.S.P.P., L.D.S.P.P., F.S.P.P and M.S.P.P. 

 

4.65.  
a) By means of amendment tracings prepared in accordance with D.S.R. 4.66 all 

diagram copies of finally settled plans such F.V.P., F.T.P., F.C.P. etc. should be 
amended showing the outer boundary of the newly surveyed area in red colour 
with a yellow band inside along the outer boundary and giving references to the 
new Sup. plan or Inset plan in red colour. All lots within thus amended area 

should be amalgamated using the sign ʃ in red colour across the old boundaries 
and old lot numbers will be written off with a single straight line. Similarly, 
relevant field sheet should be amended but in pencil. 
 
Apart from that, old lot numbers of original Tenement lists should be cross 
referenced showing the symbol – ¦ – around the lot number and amend all other 
copies of  Tenement lists accordingly, but in red colour.  
 

 b)  For works in P.P. areas, the original P.P. or part of which new work falls in 
should be proscribed. In this case, the outer boundary of new survey will be 
shown in pencil line. This outer boundary should be hachured and reference to 
the new P.P. No. in red inside the amended area. The old lots within the corpus 
should be amalgamated using the sign ʃ in red colour across the old boundaries 
and old lot numbers will be written off with a single red colour straight line. 
Except the original copy all the other copies of Tenement lists should be cross 
referenced in red colour and original should be cross referenced in pencil,  
described as “Proscribed by PP No. ……”. 
  

  

 

Amendment and Proscription Tracings 
  

4.66. The aim of preparation of amendment and proscription tracings is solely to amend old 
records, once correctly identified, in which new work falls with information of new 
work and thereby, to facilitate identify new works carried out in it when old plans are 
investigated. Therefore, two copies of tracings with the information such as north line, 
scale, old plans/F.S. Nos, new plan No., and fixation data sufficient to fix the old plan in 
new plan should be prepared.  

 
Tracings thus prepared for amending different types of plans should carry the following 
information in tabulated form.  
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Amendment Tracings Proscription 

tracings 

In FVP/FCP/.. 

areas  

Within balance 

areas of FTP 

In F.T.P. inset In un-surveyed 

areas (P.P. areas)  

Reqn. No. Reqn. No. Reqn. No. Reqn. No. 

Sup. No. F.T.P.No. F.T.P.No. Date passed 

Sheet No.           Inst No. Inst No. F.B.No.s          
Lot No.s Sheet No          Sup. No. Metric Key Sheet No. 

T.L. page No.s Lot No.s Sheet No           Original P.P.no. 

F.B.No.s          T.L. page No.s Lot No.s New P.P.No. 

            Lot No. of bal. area T.L. page No.s F.B.No.s          

 Extent of bal. area F.B.No.s          No. of lots 

 F.B.No.s            

 
 

4.67. Two copies of amendment tracing of 16 chain RD should be sent with the plans those 
are newly surveyed and completed not within final unsettled area ( Ex : FVP / FTP / 
FCP ). Following details must be included on these tracings. 

1. Number of 16 chain RD, square number and Grid Cuttings 
2. Requisition Number 
3. Date Checked 
4. Preliminary Plan Number 
5. Field Sheet Number 
6. Metric Key Sheet Number 
7. Number of Lots 
8. Land Extent 

 
One copy of amendment tracings should send to the Document Management and 
Professional Standard branch in order to amend 16 Chain RD SG‟s copy.  

 

4.68. District Senior Superintendent of Surveys should send one copy of amendment or 
proscription tracings to the Document Management and Professional Standard branch 
in order to amend SG‟s copies of plans while retaining the other in the requisition file.  

 

 

Important factors on new surveys inside the old survey areas 
 

4.69. When a new survey is done in an area covered by un-landmarked PP or lot in a PP  
a new P.P. should always be issued and the old P.P. or part of it, as case may be,  will 
be proscribed. If it is found that no action has been taken on such PP they can be 
cancelled with permission of Snr.D.S.G. (DM. & PS).   
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4.70. When work falls in more than one village field work entries for the part of work falls 
in each village should be made in field book relevant to each village. Also different 
plans should be prepared for each village.   

 

4.71. If new work falls in un-surveyed area of FTP a fresh Inset will be issued.  If new 
work falls in inset of FTP  a Supplement will be issued.   

   

4.72. For all subsequent surveys done in F.V.P. a Supplement will be issued   
 

4.73. It is the responsibility of the District Senior Superintendent of Surveys to ensure, 
before approving plans and issuing certified prints, that all relevant old documents 
such as Field Sheets, Diagrams, Key Sheets, 16 Ch. R.D.s etc. in respect of new plans 
received from the field have been amended in D.S.O.  

 

4.74.  
a) Whenever statutory plans are amended or cancelled a certificate to that effect 

should be included in Original Field Sheets giving reference to the request letter of 
the Ministry or Divisional   Secretary. In addition, all certified prints of plans 
issued to requesting agency and other institutes, if any, should be called for and 
endorsed with the same certificate. An amendment tracing containing this 
certificate along with certified copy of the original plan should be made 
available to Document Management and Professional Standard branch.  No 
requests should be made to DM & PS branch in S.G.O. calling for previously 
sent certified copies of plans for the inclusion of subsequent amendments as 
they are not sent back to field under any circumstances.  
 

b) In case of re-establishment of misplaced old L.M.s similar actions as described 
above should be adopted.  

 
c) For the lots  that are  identified  by  re-survey  or  by  re-opening  boundaries,  

a supplementary  tenement  list  will  be  issued  giving  up-to-date  tenement 
information relating to the old lot number. 

    
d) Certified copies of S,G,‟s old records will be issued by the Senior Superintendent of 

Surveys attached to DM & PS branch in S.G.O. 
 

e) All  copies of plans prepared  for  each  building  block  as required  by  the  
General Manager- NHDA, should be certified by the District Senior 
Superintendents of Surveys 

 
f) When it is needed to amend plan copies of Divisional Secretary and Snr. 

Superintendent of Surveys and found that it can be done in D.S.O. after only 
verifying documents, actions should be taken to amend it in D.S.O. itself without 
directing to field. In that case, endorsement should be made in black on the plan 
sheets while showing amendments in red colour, to that effect placing their 
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signatures along with name, designation and date by the Snr. Superintendent of 
Surveys and  a Superintendent of Surveys. 

 
 
(g) If, however, name/s of claimant and name of the land in the tenement list have to be 

totally amended the requisition should be issued to a field surveyor for the 
preparation of a new tenement list after verification in field. See Annexure 02 for 
relevant circular. 
 

 

Issuing Prints  
. 

4.75. The copies of newly prepared plans, once ready for disposal, will be issued by the 
District Snr. Superintendent of Surveys in terms of 4.76 to 4.78 along with a report 
containing the facts that are considered to be important to the client.    

 
At the same time, Surveyor General‟s copy (certified) of the plan should be sent 
along to the Document Management and Professional Standards Branch at SGO 
through the respective Provincial Surveyor General. Weather the plans are received by 
the DM and PS branch in SGO can be confirmed by the INFODM  in SRIMS.  

 
Digital Data of the plan should be uploaded through the departmental web to the LIS 
branch. Also SRIMS will be used to send the digital data file to LIS branch. (Vide 
D.S.R. 22.2.5.4 (Digital Data Management) for details)  

 

4.76. Prints of acquisition survey plans should be issued as follows 
 

a) Acquisitions for developments 
 

i). Surveyor General   1 (Certified Copy) 
ii). Divisional Secretary   2 (one copy certified) 

iii). Chief  Valuer    1 
iv). Ministry of Lands   1 
v). Linear (Applicant) Ministry   1 

 
 

b) Acquisitions for village expansion 

 
i). Surveyor General   1 (certified) 

ii). Divisional Secretary   2 (one copy certified) 
iii). Ministry of Lands   1 
iv). Provincial land Commissioner 1 
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4.77. Prints of other survey plans should be issued as follows 
 

a) Plans prepared for issue of grants 

 
i). Surveyor General   1 (certified) 

ii). Divisional Secretary   2 (one copy certified) 
iii). Provincial land Commissioner 1 

 
b) Plans prepared for vesting or leasing  

 
i). Surveyor General   1 (certified) 

ii). Divisional Secretary   2 (one copy certified) 
iii). Relevant institute/applicant  1 
iv). Provincial land Commissioner 1 

 
c) Plans prepared for blocking out and land marking lands for NHDA 

 
i). Surveyor General   1 (certified) 

ii). Divisional Secretary   2 (one copy certified) 
iii). Provincial land Commissioner 1 
 

d) Preparation of Supplementary T.L.s 

 
i). Surveyor General   1 (certified) 

ii). Divisional Secretary   2 (one copy certified) 
 

4.78. If the Sup. T.L. is issued for a State Lot, which is to be handed over to a Government 
Department, the prints will be issued as follows 

 
i). Surveyor General   1 (certified) 

ii). Divisional Secretary.   2 (one copy certified) 
iii). Relevant Department   1 
iv). Provincial land Commissioner 1 

 
 

Forest Surveys 

 

4.79. Forest is falling within FVP/VP areas surveys will be done as Supplements to FVP/VP 
and lot numbers assigned from the last lot number used in the FVP/VP The area 
covered by the Forest Survey will be edged in yellow on the FVP/VP and referenced 
to the Forest Survey showing the Supplement number and the name of the Forest 
Reserve, as “Survey of ……….. Forest Reserve”.   
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4.80. Similarly, when the forest is falling within FTP/ Topo.PP areas it will be surveyed as 
Insets to FTP/ TP and lot numbers assigned from the last lot number used in the 
FTP/TP. 

 

4.81.   
i). When the forest is falling in un-surveyed areas, Preliminary Plans will be 

prepared.  
 

ii). It should, however, be born in mind that, for any surveys outside finally settled 
areas, Commissioner General of Title Settlement‟s sanction should be obtained 
prior to commencement of the survey.  
 

iii). Plans prepared for forests surveys will be plotted on the scale of 1:4000. If the 
area is large, a composite plan should be prepared on the scale of 1:10,000, in 
addition to the 1:4000 scale plan. All topographical details should be surveyed 
and shown on the plan. 
 

iv). Divisional Secretariat and Village boundaries will be shown and inked. Portions 
within each village will be lotted separately. When plan is on the scale of 
1:10,000 such Topographical features need not be surveyed but can be 
transferred from old plans and shown in inked. 
 

4.82. Forest maps/plans are plotted on A3 field sheets like other surveys. 
 

4.83. Forest Surveys falling within Block Survey Village Plan (BSVP) area or 
Topographical Preliminary Plan (Topo. PP)  areas will be shown and cross referenced 
to the new survey  in the respective Block Surveys or Topographical surveys. 

 

4.84. If there are encroachments inside proposed forest reserves within FVP /FTP areas they 
will be landmarked and surveyed, if sanctioned by the Conservator General of Forests, 
and plotted on FVP sheets and also a supplementary TL will be prepared to facilitate 
Divisional Secretary for actions. If it is outside finally settled areas, PP or Cad Maps 
will be prepared   

   

4.85. When a Forest Survey falls partly within Block Survey area, FVP area and outside 
FVP area, three plans will be prepared separately in terms of DSR 4.79, 4.80 and 4.81 
and cross-referenced to each other.  

 

4.86. In addition to the above, a separate plan of the Forest Reserve or proposed Forest 
Reserve will be prepared on the scale of 1:10000. Once plotting of the outer boundary 
of the forest reserve which is newly landmarked and surveyed, the essential 
Topographical features within the area under survey also should be shown in the Plan. 
Divisional  Secretariat limits &  Village  boundaries  will  be  shown  on  the  1,10000  
plans drawn on the A3 sheets.  Village boundaries abutting on the forest should also be 
shown on the Forest Plan. Lotting in these sheets will be in conformity with the lotting 
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in F.V.P. Supplements, Topo PP, Block Survey, etc. as referred to in D.S.RR. 4.79, 
4.80, 4.81 and 4.84. 

 
These A3 sheets will be in accordance with respective 1;10,000 sheet number.  The 
plan should also carry the name of the Forest Reserve or the proposed Forest Reserve 
at the right hand top corner of the plan. 

 

4.87. The numbering of lots in Finally Settled PP‟s that are already on issue will continue 
from the last lot number used in the respective Finally Settled PP. 

   
 

Report Forms 
 

4.88. Report forms for Sporadic Surveys are of 8 categories as enumerated below. These 
Forms include both Surveyor's report and Superintendent of Survey‟s examination 
notes.  The pages of Forms will be filled in partly by the Surveyor, partly by the 
Superintendent of Surveys and the balance in the District S.O.  

 
i). S 411 - Acquisition surveys outside finally settled area 

ii). S 412 - Acquisition surveys in finally settled area  
iii). S 413 - Miscellaneous surveys outside finally settled area 
iv). S 414 - Landmarking L.D.O. allotments in finally settled area 
v). S 415-  Landmarking L.D.O. allotments outside finally settled area 

vi). S 416 - Miscellaneous surveys in finally settled area 
vii). S 417 - Staking out surveys outside finally settled area 

viii). S 418 - Staking out surveys in finally settled area 
ix). S 419 – Cadastral Surveys 

  

4.89. The Surveyor will fill in all items in page 3 of the relevant form, which is the 
Surveyor‟s report.  Items, which  do  not  pertain  to  his  survey, will  be struck  off 
and for certain  items  the appropriate words will be used by striking off irrelevant 
words. The Surveyor should go through every item in the Form and write his report 
very carefully. If any matters to be mentioned in the report but not provided in the 
Form the Surveyor can mention those points overleaf of page 3.  These items will be 
numbered in continuation form the last item number printed on page 3. The Surveyor 
will sign the report at the end, giving his designation and date. In addition this report 
the Surveyor should prepare a separate report including all matters important to the 
client of the requisition. 

 

4.90. The Superintendents of Survey‟s examination notes are given on page 2 of the  form. 
The Superintendents of Surveys should examine the plans against each item and if any 
item deemed not to be relevant to the particular survey it should be struck off.  On 
forms S 411 to S 416, the terms „R.G.‟s area‟ under item 5B stands for the “Registrar 
General‟s area”.  The Registrar General, however, treats “Registrar General‟s area” as 
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the Minor Division and thus, it should be noted that the term “R. G.‟s area” implies the 
„Minor Division‟.   

 
The Superintendents of Surveys will tick off in ink, in the given rectangular cage 
against each item to indicate that he has checked those items. Eventually, he should 
sign and write his name, designation and date at the bottom of the page.   

 

4.91. Relevant  section  of  front  page  of  this  Form  will  be  filled in by  the  Subject 
Clerk/Draughtsman in the District Survey Office. The estimated time and the 
estimated date of completion may be filled in by the Surveyor, but these will have to 
be checked by the Superintendent of Surveys himself. At the same time SRIMS should 
be updated by the Surveyor. The cages from “Plan completed on” to “Plans sent to 
District SO”  will  be  filled  in  by  the  Surveyor  while updating SRIMS with those 
information and  checked  by  the Superintendent of Surveys when he receives the 
documents. 

 
Additional to If any amendments are found to be in the report the District 
Superintendent of Surveys should return it to field for amendments. 

 
At the District Survey Office, the report and the examination notes of Superintendent 
of Surveys will be checked by the Superintendent of Surveys (HQ) attached to the 
District SO /MTO and submitted to the District Senior Superintendents of Surveys 
who in turn, sign the Report Form. Items that are not applicable to the survey will be 
struck off on this page. The word „for‟ against the „Senior Superintendents of Surveys‟ 
will be struck off.  

 
The destruction of  files 

 

4.92. The requisition file should be deposited in the document room of the D.S.O. in 
systematic manner to enable to trace it at later stage conveniently. All requisition files 
that are not required to retain in the DSO any further even after five years‟ period and 
also unwanted documents in requisition files that are to be preserved should be 
destroyed after proper condemn process.  

 
The board of condemn for documents in DSO comprising the District Senior 
Superintendent of Surveys and two other Superintendent of Surveys  of the district 
being the members will be appointed by the Provincial Surveyor General of the 
province. The process of condemning documents should be continued yearly basis 

according to Annexure 03. A list of condemned and destroyed documents should be 
retained in the DSO. 
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Survey requisition Schedule 
 

4.93. Surveyors should maintain a schedule of requisitions in form „Litho 12/569‟ and enter 
all information pertaining to the requisition in it, including the Ministry reference 
number. Requisitions received for further attention or amendments of plans will be 
entered in red on these forms.  

 

4.94. Only one Schedule form should be maintained for all the requisitions in hand.    
 

4.95. When a requisition is passed by the Superintendents of Surveys, the Surveyor will 
strike off the entries up to the end pertaining to it in the Schedule Form, and enter the 
date of passing of the requisition by the Superintendents of Surveys in red. When a 
requisition is transferred to another Surveyor or DSO, the relevant entries should be 
struck off in the similar manner, while indicating the Surveyor/D.S.O. to whom it is 
transferred with the date of such transfer. The Surveyor should also take actions at the 
same time to update SRIMS accordingly.  

 

4.96. No previous entries in the Schedule of Requisition form should be altered and no new 
forms should be taken up as well without substantial reasons in place of the ones now 
in use.  If, however, taking up new forms is unavoidable under special circumstances, 
the old forms should also be attached to the new set of forms.  

 

4.97. These Forms should be forwarded to the Superintendents of Surveys at the end of 
every month.   

 

4.98. Superintendents of Surveys should maintain a requisitions register and it should be 
updated continuously with the information extracted from schedule of requisitions 
received from Surveyors, new requisitions received from DSO. and completed 
requisitions. With this register it should be possible to state current situation of the 
requisition. In addition, Divisional Superintendent of Surveys should update SRIMS in 
parallel with this requisition register which will be a cross examination of SRIMS.  

 
 

4.99. Superintendent of Surveys, with the help information of schedule of requisitions, 
prepare a summary indicating progress on completion of requisitions and send to the 
District Survey Office to reach on or before the 2nd working day of every month. It is 
advisable to check and compare this information with SRIMS. 

 
District Senior Superintendent of Surveys will also prepare a summary of progress 
based on the information of progress report of Superintendent of Surveys and send to 
the Provincial Surveyor General Office before the 10th working day of every month.  

 

4.100. Relevant information of completed requisitions for each Divisional Secretariat should 
be maintained by the District Senior Superintendent of Surveys. Apart from basic 
information of requisition, information pertaining to the plan such as plan numbers, 
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date approved and details of issue of prints etc. should be included in this register. 
Also he should ensure that SRIMS is updated with that information in order to enable 
top management to accrue information of the district progress. 

 
Senior Superintendent of Surveys should be in a position to answer any quarry on any 
requisition with no time with the help of these registers and data bases maintained in 
the District Survey Office.   

 

 

Surveyor’s Report 

 

4.101. The certified copies of plans should accompany a detail report which consists of 
matters of interest to the Divisional Secretary. This report should be prepared by the 
Surveyor and examined by the Superintendent of Surveys and finally, certified by the 
Senior Superintendent of Surveys  

 
 

Filing the Documents in a systematic manner 

4.102. Preliminary plans on A3 size together with the original tenement lists and certified 
copies of them will be filed in folios of 25 plans each separately.  

 
Similarly, F.V.P./F.T.P. sheets along with their tenement lists (originals) & certified 
copies will be field in two separate folios of 25 plans under each F.V.P./F.T.P. 

 

4.103. Certified copies of all maps and plans and their tenement lists prepared for statuary 
purpose will be filed in the Document Management and Professional Standards Branch 
at S.G.O. 

 

4.104. Final Colony Plan, Colony Plan, Final Urban Plan, Urban Plan, L.D.PPs, I.S.PPs and 
F.S.PPs etc. will no more be prepared. If such requirement arises only Cadastral Maps 
will be prepared.  

 
When carrying out supplementary surveys in such areas plans will be prepared as in 
F.V.P. and V.P. areas. 

 
Subsequent surveys in Cadastral Map areas should be carried out in accordance with 
D.S.R. 21.3.8. 
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Annexure No. 01 

 
Surveys for issue of grants under L.D.O. should be carried out in a way that the procedures 
stipulated in Land Commissioner General‟s Circular No.  2013/02 issued on 2013.10.31 can be 
implemented. 
 

01. When the extent of the land occupied on tenure is more than that of the permit 
 

i). if the difference in extents of the land occupied and that is given in the permit does 
not exceed 10% and also the difference is not more than 10 perches, the land will be 
surveyed according to occupied boundaries.   

ii). if the difference in extents of the land occupied and that is given in the permit does 
not exceed 10% and the difference is more than 10 perches, the land will be 
surveyed showing the excess land separately.  

iii). if the difference in extents of the lands occupied and that is given in the permit 
exceeds 10% only the extent given in the permit will be surveyed. However, if the 
extent of excess land is less than the minimum limit of partition of the Local 
Government Body in which the land is situated, the extent of the land occupied will 
be surveyed.   
  

02. When the extent of the land occupied on tenure is less than that of the permit 
 

i). if the difference in extents of the land occupied and that is given in the permit does 
not exceed 10%, the land will be surveyed according to occupied boundaries.   

ii). if the difference in extents of the land occupied and that is given in the permit 
exceeds 10%, the land will be surveyed according to occupied boundaries but with 
the prior approval of Land Commissioner General or Provincial Land 
Commissioner.   
 

03. When dealing with paddy lands provided with irrigation facilities the followings, in addition 
to those mentioned above, should be taken into account.  
 

i). If and only the extent of the land occupied is less than what is given in the permit 
and the land is provided with permanent water supply, the extent of the land 
occupied will be surveyed.   

ii). If the extent of the land occupied is more than what is given in the permit and the 
extent of excess land is less than 2 roods, the extent of the land occupied will be 
surveyed. 

iii). If the extent of the land occupied is more than what is given in the permit and the 
extent of excess land is more than 2 roods, the extent of the permit will be surveyed. 
Such excess lands will be surveyed provided that a permanent water supply to that 
land is available.  
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Annexure 02 
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Annexure 03 
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Correction Slips 


