
DEEDS REGISTRATION PROCESS 
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filing 

Triggers that start this Process: 

 Lodge application 

 Certificate of register title 

 Deeds of transportation 

 VA lost titles 

 GPA General Plan 

 BC Bond Cancel 

 Lease Agreement 

 Mortgage bond 

 Servitude 

 ANC  Marriage Contract 

 Sectional Title 

 



LODGEMENT 

 

  

Data stamp deeds and 

documents 

Count deeds and put them 

on a list (one list per day) 

Conveyancer lodge in deeds 

and documents 

What document goes with 

what application? 



EXAMINATION 1 

 

  

Put the examiner 

name on deeds 

Calculate stamp duties 

Do cross writing 

Look for attachment 

Check land register 

(servitude, deeds 

archive, owner and lost 

copies) 

Check index cards 

Make notes if 

documents are not 

correct. 

Put deeds on a 

pile 

If it happens to be the first transfer from a municipality to a 

prospective owner, size property would be verified at the 

surveyor general’s office in cases of general plan in the 

deeds office being misfiled/misplaced. 

Divide deeds between 

the examiners 



EXAMINATION 2 

 

 

Put the 

examiner 

name on 

deeds 

Check examiner 

1 

Verify cross 

writing 

Verify stamp duty 

Put deeds on 

a pile 

Examine the 

whole deeds 

Make notes if 

deeds are not 

correct 

 

Reject note 

Divide deeds 

between the 

examiners 



EXAMINATION 3 

  

Put the 

examiner name 

on deeds 

 

Check if application is 

complete 
Make notes if deeds 

are not correct 

Put deeds on 

preparation table 

Put deeds on 

preparation for 

execution 

Examine the whole 

deeds 

Divide deeds 

between the 

examiners  

Examination 2: 
Verify 

Cross writing 
Verify stamp duty 

Send reject to conveyancer 

Reject or pass 



PREPARATION 

  

Conveyancer stamp the 

deeds and reply to notes 

Clerical assistant check 

notes and stamps 

Check solvency of owner in the 

black book 

Conveyancer can complete the 

deed within 3 days if something is 

missing. 



EXECUTION 

  

Clerical assistant 

numbering the documents 
Fill in 

Do crosswriting and 

registration in land register 

Registration 

First Conveyancer 

Second register 



REGISTRATION AND SCANNING 

  

Quality check 
Monthly returns for 

local authority 

Check quality for errors on monthly 

returns, scanning and capturing 

Scanning and 

capturing 



 DELIVERY 

  

Back to deeds 

Feedback to Surveyor 

General: 

 Updating register 

 Subdivision  

 Consolidation 

Deliver the deeds to conveyancer 



BINDING AND FILING 

 

  

Binding: Not by deeds 

office 
Filing the books 



SUPPORTING PROCESS 

 

Update the 

land register 

Update black 

book: 

Receive time initial 

of receiver Owner 

property 

Quality 

check 

Scanning and 

capturing 

Filing and 

interdicts 

and 

upliftments 

Update Land Register 

and Black book 

Receive and 

number 

interdicts and 

upliftments 

Note gthem in the 

interdict book 
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