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Objective of the Document

This document aims to explain the procedures and configurations 
related to the Private Land Schemes Approval service within the urban 
boundary.

Portal Content Overview

The user can browse the portal content through the designated 
(URL), which is accessed by selecting (Private Land Schemes Approval 
Service) from the services menu of the (Balady Portal). Upon selection, 
the following service options will appear: (Scheme Approval Request, 
My Requests, My Tasks, Title Transfer Request). The user then selects 
(Scheme Approval) to proceed.

Stages of the Private Land Schemes Approval Service 
(Within Development Stages)

1) Preliminary Approval.

2) Approval of Detailed Plans. 

3) Partial Title Transfer / Full Title Transfer. 

4) Final Approval.
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Private Land Schemes Approval Tracks

To streamline the schemes approval journey and enhance the real 
estate investment environment, two tracks have been introduced to 
complete the approval process within (60 days):

The first track: Preliminary Approval with Gradual Title Transfer

- Preliminary approval of the land scheme.

- Administrative procedures from all parties (SLA).

- Gradual title transfer based on specific percentages determined by 
the implementing party.

- Final approval after implementation is completed (before the 
handover of executed works).

- Time allocation for the acceptance of executed works after final 
approval.

- Complete sale of the land scheme after the final acceptance of 
infrastructure works.

The second track: Preliminary and Final Approval with Full Plot Sales 
Before Implementation

- Execution costs are paid by the developer to the implementing entity. 

- Preliminary and final approvals are granted.

- Determination and time allocation (governance) of all administrative 
procedures from all parties (SLA).

- Full sale of the land scheme before infrastructure implementation.
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Sequencing of Stages Based on 
Tracks 
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Sequencing of Stages Based on Tracks
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Accessing the Electronic Portal (Private Land Schemes Approval 
Service) 

The user can access the (Private Land Schemes Approval) portal, by 
selecting (Balady Services) and then choosing (Private Land Schemes 
Approval) service. This will display the main (Private Land Schemes 
Approval Portal) screen. 

Accessing the Electronic Portal (Private Land Schemes Ap-
proval Service)

The user can access the (Private Land Schemes Approval) portal, by 
selecting (Balady Services) and then choosing (Private Land Schemes 
Approval) service. This will display the main (Private Land Schemes 
Approval Portal) screen.
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This step is related to the previous step. This step is related to the previous step.
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Private Land Schemes Approval Portal 
 
Application Submission Screen for the Applicant 
 
The applicant submits a scheme approval request by clicking on (My 
Services), selecting (Private Land Schemes Approval) service. The 
requests can be viewed on the (My Requests) page. Tasks requiring 
action from the applicant can be accessed through the (My Tasks) 
page. 

Private Land Schemes Approval Portal

Application Submission Screen for the Applicant

The applicant submits a scheme approval request by clicking on (My 
Services), selecting (Private Land Schemes Approval) service. The 
requests can be viewed on the (My Requests) page. Tasks requiring 
action from the applicant can be accessed through the (My Tasks) page.
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A description of the service and its requirements will be displayed, 
and the user can choose one of the following options: 

1) Start the service immediately by clicking (Start Service). 

2) Review the service requirements and description by clicking (Service 
Requirements). 
 

A description of the service and its requirements will be displayed, and 
the user can choose one of the following options:

1) Start the service immediately by clicking (Start Service).

2) Review the service requirements and description by clicking (Service 
Requirements).
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After reviewing the service requirements, submission steps, 
conditions, and notifications, the User Agreement will be displayed. 
The applicant must acknowledge the E-Services Policy and agree to 
the terms. Once acknowledged, the (Submit Request) button will 
appear. 

After reviewing the service requirements, submission steps, conditions, 
and notifications, the User Agreement will be displayed. The applicant 
must acknowledge the E-Services Policy and agree to the terms. Once 
acknowledged, the (Submit Request) button will appear.
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This step is related to the previous step. This step is related to the previous step.
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The system will display the login screen, where users can log in using 
one of the following methods: 

1) Create an account in (Balady).  

2) Log in via the (Unified National Access (Absher)). 

The system will display the login screen, where users can log in using 
one of the following methods:

1) Create an account in (Balady). 

2) Log in via the (Unified National Access (Absher)).
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Selecting Applicant Type 

Choose the Survey Decision or add the 
Electronic Title Deed 

Authorize the Engineering 
Office 

Upload the required 
attachments 

Sign the Ownership 
Declaration 

Applicant Steps 
 
 
 
 
 

 
 

 

 
 

 

 

 

 
 

 

Applicant Steps
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Submitting a Private Land Scheme Approval Request 
Within Development Stages 

The applicant’s information is retrieved through integration with 
(Absher) or a (Balady) account, depending on the login method. The 
retrieved information includes: 

1) Applicant Information. 
2) Applicant’s mobile number. 
 
The user can update the mobile number by clicking the edit icon next 
to the mobile number field, which opens the mobile number change 
screen. 

Submitting a Private Land Scheme Approval Request With-
in Development Stages

The applicant’s information is retrieved through integration with 
(Absher) or a (Balady) account, depending on the login method. The 
retrieved information includes:

1) Applicant Information.

2) Applicant’s mobile number.

The user can update the mobile number by clicking the edit icon next 
to the mobile number field, which opens the mobile number change 
screen.
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If the user clicks (Change Mobile Number), the following screen 
appears. The user enters the new mobile number in the (New Mobile 
Number) field and then sends the verification code by clicking (Send 
Verification Code). 

The system sends a verification code, which the user enters in the 
(Verification Code) field. If the user clicks (Confirm Verification Code) 
and the code is correct, the mobile number is updated. If the 
verification code is not received, the user can request a new one by 
clicking (Resend Verification Code). If the user decides not to change 
the mobile number, they can exit the screen by clicking (Exit). 

If the user clicks (Change Mobile Number), the following screen appears. 
The user enters the new mobile number in the (New Mobile Number) 
field and then sends the verification code by clicking (Send Verification 
Code).

The system sends a verification code, which the user enters in the 
(Verification Code) field. If the user clicks (Confirm Verification Code) 
and the code is correct, the mobile number is updated. If the verification 
code is not received, the user can request a new one by clicking (Resend 
Verification Code). If the user decides not to change the mobile number, 
they can exit the screen by clicking (Exit).
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The user selects (Applicant Type) and chooses one of the following 
options: 

1) Legal Agent: If the user is legally authorized by the scheme owner 
through a certified power of attorney from the Ministry of Justice. 

2) Authorized Representative: If the user is authorized to act on behalf 
of a company or establishment in the Balady delegation system. 

3) Company: If the scheme is owned by a company or establishment, 
and the user is a board member or owner. 

4) Owner: If the user is the scheme owner requesting approval. 

The user selects (Applicant Type) and chooses one of the following 
options:

1) Legal Agent: If the user is legally authorized by the scheme owner 
through a certified power of attorney from the Ministry of Justice.

2) Authorized Representative: If the user is authorized to act on behalf 
of a company or establishment in the Balady delegation system.

3) Company: If the scheme is owned by a company or establishment, 
and the user is a board member or owner.

4) Owner: If the user is the scheme owner requesting approval.
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If the applicant type is Agent, the user enters the power of attorney 
details for verification by the Ministry of Justice: 

1) Power of attorney number.  

2) Owner’s national ID number. 

The user clicks (Verify), and the system integrates with the Ministry of 
Justice to verify and retrieve the power of attorney details. The 
cadastral decisions related to the scheme approval request are then 
displayed. 

If the applicant type is Agent, the user enters the power of attorney 
details for verification by the Ministry of Justice:

1) Power of attorney number. 

2) Owner’s national ID number.

The user clicks (Verify), and the system integrates with the Ministry of 
Justice to verify and retrieve the power of attorney details. The cadastral 
decisions related to the scheme approval request are then displayed.
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If the applicant type is Authorized Representative, the user selects the 
entity on whose behalf they are submitting the request from a 
dropdown list. The system then displays the commercial registration 
number or the entity’s 700 Number, followed by the cadastral 
decisions for scheme approval. 

If the applicant type is Authorized Representative, the user selects 
the entity on whose behalf they are submitting the request from a 
dropdown list. The system then displays the commercial registration 
number or the entity’s 700 Number, followed by the cadastral decisions 
for scheme approval.
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This step is related to the previous step. 

This step is related to the previous step.
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If the applicant type is Company, the user enters the company's 
commercial registration number. The system verifies if the user is a 
board member or owner and then displays the cadastral decisions for 
scheme approval. 

If the applicant type is Company, the user enters the company's 
commercial registration number. The system verifies if the user is a 
board member or owner and then displays the cadastral decisions for 
scheme approval.



The Comprehensive User Guide for the Private Land Schemes Approval System - Beneficiary20 20 The Comprehensive User Guide for the Private Land 
Schemes Approval System 

 

 

 
 
 
 
If the applicant type is Owner, the cadastral decisions for scheme 
approval are displayed. 

If the applicant type is Owner, the cadastral decisions for scheme 
approval are displayed.
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The user selects the Cadastral Decision, and the system displays its 
details, including: 

- Issuance date.  

- Purpose of the decision.  

- Municipality. 

- Secretariat.  

- District. 

The user then clicks (Submit) to submit the request with the selected 
cadastral decision. 

The user selects the Cadastral Decision, and the system displays its 
details, including:

- Issuance date. 

- Purpose of the decision. 

- Municipality.

- Secretariat. 

- District.

The user then clicks (Submit) to submit the request with the selected 
cadastral decision.
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This step is related to the previous step. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 This step is related to the previous step.
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If no cadastral decision has been issued for scheme approval, the user 
can issue one by clicking the provided service link or submit the 
request using the title deed. 

The user enters the Electronic Title Deed Number, and the system 
verifies it with the Ministry of Justice, retrieving its details. The user 
then selects the municipality from the dropdown list and clicks (Next) 
at the top of the page. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

If no cadastral decision has been issued for scheme approval, the user 
can issue one by clicking the provided service link or submit the request 
using the title deed.

The user enters the Electronic Title Deed Number, and the system 
verifies it with the Ministry of Justice, retrieving its details. The user 
then selects the municipality from the dropdown list and clicks (Next) 
at the top of the page.
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The system displays the request details, including the applicant’s 
information, cadastral decision details, and title deed data retrieved 
from the Ministry of Justice. 

Applicant Information: (Applicant Type, Applicant’s Name, Mobile 
Number, Email, National ID). The system displays the request data 
(1): 

The system displays the request details, including the applicant’s 
information, cadastral decision details, and title deed data retrieved 
from the Ministry of Justice.

Applicant Information: (Applicant Type, Applicant’s Name, Mobile 
Number, Email, National ID). The system displays the request data (1):
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The request details include the applicant’s information, cadastral 
decision details, and title deed data retrieved from the Ministry of 
Justice. 

Cadastral Decision Details: (Cadastral decision number, Purpose of 
the decision, Municipality, Secretariat, District). 

Boundary Information: (Direction of each boundary, Type of 
boundary, Boundary description from the title deed, Dimensions 
from the title deed and actual site conditions). The user clicks (Next) 
to proceed to the next screen. 

The request details include the applicant’s information, cadastral 
decision details, and title deed data retrieved from the Ministry of 
Justice.

Cadastral Decision Details: (Cadastral decision number, Purpose of the 
decision, Municipality, Secretariat, District).

Boundary Information: (Direction of each boundary, Type of boundary, 
Boundary description from the title deed, Dimensions from the title 
deed and actual site conditions). The user clicks (Next) to proceed to 
the next screen.
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The user authorizes the Engineering Office for the request by selecting 
it from the dropdown list (Select Engineering Office). 

Once selected, the office’s details appear on the screen, including: 

1) Mobile number. 

2) Email. 
 
The user can add comments for the engineering office if needed and 
then click (Next) to proceed to the Attachments Page. 

The user authorizes the Engineering Office for the request by selecting 
it from the dropdown list (Select Engineering Office).

Once selected, the office’s details appear on the screen, including:

1) Mobile number.

2) Email.

The user can add comments for the engineering office if needed and 
then click (Next) to proceed to the Attachments Page.
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The user uploads the required attachments as per the municipality’s 
settings and clicks (Next) to proceed to the next page or (Back) to 
return to the previous page. If needed, the request can be saved in the 
Task Basket by clicking (Save as Draft). 

The user uploads the required attachments as per the municipality’s 
settings and clicks (Next) to proceed to the next page or (Back) to return 
to the previous page. If needed, the request can be saved in the Task 
Basket by clicking (Save as Draft).
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The user confirms the Ownership Declaration by agreeing to the 
declaration statement and then submits the request to the 
engineering office by clicking (Submit to Engineering Office). 

The user confirms the Ownership Declaration by agreeing to the 
declaration statement and then submits the request to the engineering 
office by clicking (Submit to Engineering Office).
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The system displays a confirmation message indicating the request has 
been successfully submitted, and the request number appears for 
tracking. The applicant can then evaluate the service and provide 
feedback by entering comments in the Comments field before 
submitting the evaluation. 

The system displays a confirmation message indicating the request 
has been successfully submitted, and the request number appears 
for tracking. The applicant can then evaluate the service and provide 
feedback by entering comments in the Comments field before 
submitting the evaluation.
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Accessing the Electronic Portal (Engineering Offices) 
 
The user can access the (Private Land Schemes Approval Portal) 
through the (Balady Portal) by selecting (Balady Services) and then 
choosing (Engineering Offices). This will display the main (Engineering 
Offices) interface. 

Accessing the Electronic Portal (Engineering Offices)

The user can access the (Private Land Schemes Approval Portal) through 
the (Balady Portal) by selecting (Balady Services) and then choosing 
(Engineering Offices). This will display the main (Engineering Offices) 
interface.
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Review the cadastral 
decision. 

Upload the conceptual 
design. 

Attach the required 
documents. 

Evaluation of the 
request. 

 
Engineering Office Steps in the Request Process 
 
 
 
 

 

 
 
 

 
 

 

Engineering Office Steps in the Request Process
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Accessing the Electronic Portal (Engineering Offices System) 
 
The user can access the (Engineering Offices System) through the 
(Balady Portal) by selecting (Balady Services) and then choosing 
(Engineering Offices System). This will display the main (Engineering 
Offices System) interface. 

Accessing the Electronic Portal (Engineering Offices System)

The user can access the (Engineering Offices System) through the 
(Balady Portal) by selecting (Balady Services) and then choosing 
(Engineering Offices System). This will display the main (Engineering 
Offices System) interface.
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Submitting a Private Land Scheme Approval Request Within 
Development Stages (Engineering Office) 
 
The user clicks on E-Services to view the office’s requests. 

Submitting a Private Land Scheme Approval Request Within 
Development Stages (Engineering Office)

The user clicks on E-Services to view the office’s requests.
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The system will display the login screen, where users can log in using 
one of the following methods: 

1) Create an account in (Balady).  

2) Log in via the (Unified National Access (Absher)). 

The system will display the login screen, where users can log in using 
one of the following methods:

1) Create an account in (Balady). 

2) Log in via the (Unified National Access (Absher)).
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The system displays the office’s activities and associated requests, 
allowing the user to select Private Land Schemes Approval Requests. 

The system displays the office’s activities and associated requests, 
allowing the user to select Private Land Schemes Approval Requests.
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The system then displays the engineering office’s requests, which can 
be filtered based on their status. The user clicks the Action Icon to 
open the request details. 

The system then displays the engineering office’s requests, which can 
be filtered based on their status. The user clicks the Action Icon to open 
the request details.
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The user clicks Verify the Scheme, and the system displays the 
following information: (Cadastral decision map, Applicant details, 
Surveying data, Applicant’s attachments, Applicant’s comments, Title 
deed data). The user can then choose one of the following actions: 

1) Return to the applicant  

2) Save the request 

3) Reject the request.  

4) Proceed to the next step 

The user clicks Verify the Scheme, and the system displays the following 
information: (Cadastral decision map, Applicant details, Surveying 
data, Applicant’s attachments, Applicant’s comments, Title deed data). 
The user can then choose one of the following actions:

1) Return to the applicant 

2) Save the request

3) Reject the request. 

4) Proceed to the next step
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The system displays the applicant’s details, the cadastral decision, 
and title deed data retrieved from the Ministry of Justice. 

The system displays the applicant’s details, the cadastral decision, and 
title deed data retrieved from the Ministry of Justice.
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This step is related to the previous step. 

This step is related to the previous step.
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The system displays the urban boundary, the applicant’s attachments, 
and the engineering office’s details, then the user clicks Next. 

The system displays the urban boundary, the applicant’s attachments, 
and the engineering office’s details, then the user clicks Next.
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The user selects the Approval Track, downloads the track description, 
enters the expected scheme name, and uploads the Conceptual 
Design by clicking Upload Conceptual Design. 

The user selects the Approval Track, downloads the track description, 
enters the expected scheme name, and uploads the Conceptual Design 
by clicking Upload Conceptual Design.
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The conceptual design is uploaded by clicking (Choose File). The conceptual design is uploaded by clicking (Choose File).
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The Conceptual Design is displayed on the map, along with the 
scheme-related notifications. 

 The Conceptual Design is displayed on the map, along with the scheme-
related notifications.
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The notifications appear at the top of the screen, while the scheme 
details are displayed below the map. 

The notifications appear at the top of the screen, while the scheme 
details are displayed below the map.
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The scheme details displayed below the map include (Land Table, 
Usage Table, Planning Ratio Table, Scheme Technical Statistics, 
Scheme Requirements). 

1) Land Table: This includes each plot’s number, usage, and area in 
square meters. 

The scheme details displayed below the map include (Land Table, 
Usage Table, Planning Ratio Table, Scheme Technical Statistics, Scheme 
Requirements).

1) Land Table: This includes each plot’s number, usage, and area in 
square meters.
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2) Usage Table: This includes land usage, area, and percentage within 
the scheme. 

3) Planning Ratio Table: This includes land usage, area, and 
percentage within the scheme. 

2) Usage Table: This includes land usage, area, and percentage within 
the scheme.

3) Planning Ratio Table: This includes land usage, area, and percentage 
within the scheme.
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The system displays the scheme’s statistical data, including: (Total 
Scheme Area, Number of Residential Plots, Average Street Lengths, 
Planning Ratio, Total Number of Plots, Number of Mosques, Number 
of Parks, Number of Commercial Plots, Number of Open Spaces, 
Number of Educational Facilities, Number of Health Services, Number 
of Social Services, Number of Cultural Services, Number of 
Governmental Services, Number of Industrial Services, Number of 
Light Industrial Services). 

The system displays the scheme’s statistical data, including: (Total 
Scheme Area, Number of Residential Plots, Average Street Lengths, 
Planning Ratio, Total Number of Plots, Number of Mosques, Number of 
Parks, Number of Commercial Plots, Number of Open Spaces, Number 
of Educational Facilities, Number of Health Services, Number of Social 
Services, Number of Cultural Services, Number of Governmental 
Services, Number of Industrial Services, Number of Light Industrial 
Services).
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The Urban Boundary Requirements are displayed. The engineering 
office selects the values for the fields to retrieve the required 
regulations. 

The fields are (Region, City or Village, Urban Boundary of the Scheme, 
Scheme Area). 

The Urban Boundary Requirements are displayed. The engineering office 
selects the values for the fields to retrieve the required regulations.

The fields are (Region, City or Village, Urban Boundary of the Scheme, 
Scheme Area).
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After selecting the required urban boundary regulations, the user 
clicks Show Regulations, and the scheme regulations are displayed. 
The user then clicks Next to proceed to the next page. 

After selecting the required urban boundary regulations, the user clicks 
Show Regulations, and the scheme regulations are displayed. The user 
then clicks Next to proceed to the next page.
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The Attachments Page is displayed, where the user selects the 
Accredited Soil and Hydrology Office. If the office is not listed, manual 
entry is enabled by clicking (The office is not in the list). If this option is 
selected, the user proceeds to the next step. 

The Attachments Page is displayed, where the user selects the 
Accredited Soil and Hydrology Office. If the office is not listed, manual 
entry is enabled by clicking (The office is not in the list). If this option is 
selected, the user proceeds to the next step.



51The Comprehensive User Guide for the Private Land Schemes Approval System - Beneficiary51 The Comprehensive User Guide for the Private Land 
Schemes Approval System 

 

 

 
 
 
 
If the office is not listed in the selection, the user enters the office 
name manually, uploads the Qualification Letter, and the engineering 
office uploads the Scheme Layout. 

If the office is not listed in the selection, the user enters the office name 
manually, uploads the Qualification Letter, and the engineering office 
uploads the Scheme Layout.
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The user uploads the required attachments according to the system’s 
settings. The user clicks on the Attachment Name icon to upload the 
required attachment. 

If a star (*) appears next to an attachment, it is mandatory. The user 
then clicks Submit to Authorized Entity at the Municipality. 

The user uploads the required attachments according to the system’s 
settings. The user clicks on the Attachment Name icon to upload the 
required attachment.

If a star (*) appears next to an attachment, it is mandatory. The user 
then clicks Submit to Authorized Entity at the Municipality.
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The system displays a message confirming that the request has been 
successfully submitted, and the request number is shown for tracking 
by the engineering office. The engineering office evaluates the service, 
provides feedback by entering comments in the Comments Field, and 
submits the evaluation. 

The system displays a message confirming that the request has been 
successfully submitted, and the request number is shown for tracking 
by the engineering office. The engineering office evaluates the service, 
provides feedback by entering comments in the Comments Field, and 
submits the evaluation.
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Workflow Diagram for Preliminary Approval (If a Design and 
Planning Authority Exists) 

Workflow Diagram for Preliminary Approval (If a Design 
and Planning Authority Exists)
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Review of Private Land Scheme Approval Request (Within 
Development Stages) 

Conceptual Design Map 

Review of Private Land Scheme Approval Request (Within 
Development Stages)

Conceptual Design Map
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Land and Usage Data, Planning Ratio, Boundary Table 
 
Table 1: Boundary Table from the Cadastral Decision. 
 
Table 2: Land Table (Includes: Plot Number - Usage - Area). 
 
Table 3: Usage Table (Includes: Usage - Area - Percentage of the 
Scheme). 

Table 4: Planning Ratio Table (Includes: Usage - Area - Percentage of 
the Scheme). 

Land and Usage Data, Planning Ratio, Boundary Table

Table 1: Boundary Table from the Cadastral Decision.

Table 2: Land Table (Includes: Plot Number - Usage - Area).

Table 3: Usage Table (Includes: Usage - Area - Percentage of the 
Scheme).

Table 4: Planning Ratio Table (Includes: Usage - Area - Percentage of 
the Scheme).
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Review of Private Land Scheme Approval Request Within Development Stages (Authorized 
Request Approver) 
 
The system displays the request details as explained above, and the 
user makes a decision from the following options: 

1) Return for Modification (Send the request back to the engineering office). 

2) Reject (Send the request back to the engineering office). 

3) Refer the Request to Staff (Forward the request to the technical 
staff at the municipality, including soil engineer, hydrology specialist, 
cadastral survey officer, ownership verification officer, geographic 
information officer). 

Review of Private Land Scheme Approval Request Within Development 
Stages (Authorized Request Approver)

The system displays the request details as explained above, and the 
user makes a decision from the following options:

1) Return for Modification (Send the request back to the engineering office).

2) Reject (Send the request back to the engineering office).

3) Refer the Request to Staff (Forward the request to the technical staff at the 
municipality, including soil engineer, hydrology specialist, cadastral survey 

officer, ownership verification officer, geographic information officer).
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Review of Private Land Scheme Approval Request Within 
Development Stages (Soil Engineer) 
 
The system displays the request details as explained above. The user adds 
results and recommendations to the study, then makes a decision from the 
following options: 

1) Return for Modification (Send the request back to the engineering office). 

2) Reject (Send the request back to the engineering office). 

3) Approve the Request (Refer the request to the committee). 
 
The decision is saved in the system until all designated staff complete their 
reviews, after which a final decision is made. 

Review of Private Land Scheme Approval Request Within Development 
Stages (Soil Engineer)

The system displays the request details as explained above. The user 
adds results and recommendations to the study, then makes a decision 
from the following options:

1) Return for Modification (Send the request back to the engineering office).

2) Reject (Send the request back to the engineering office).

3) Approve the Request (Refer the request to the committee).

The decision is saved in the system until all designated staff complete 
their reviews, after which a final decision is made.
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Review of Private Land Scheme Approval Request Within Development Stages (Hydrology 
Engineer) 
 
The system displays the request details as explained above. The user adds 
results and recommendations to the study, then makes a decision from the 
following options: 

1) Return for Modification (Send the request back to the engineering office). 

2) Reject (Send the request back to the engineering office). 

3) Approve the Request (Refer the request to the committee). 
 
The decision is saved in the system until all designated staff complete their 
reviews, after which a final decision is made. 
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Review of Private Land Scheme Approval Request Within Development 
Stages (Hydrology Engineer)

The system displays the request details as explained above. The user 
adds results and recommendations to the study, then makes a decision 
from the following options:

1) Return for Modification (Send the request back to the engineering office).

2) Reject (Send the request back to the engineering office).

3) Approve the Request (Refer the request to the committee).

The decision is saved in the system until all designated staff complete 
their reviews, after which a final decision is made.
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Review of Private Land Scheme Approval Request Within Development Stages (Ownership 
Verification Officer) 
 
The system displays the request details as explained above. The user adds 
results and recommendations to the study, then makes a decision from the 
following options: 

1) Return for Modification (Send the request back to the engineering office). 

2) Reject (Send the request back to the engineering office). 

3) Approve the Request (Refer the request to the committee). 
 
The decision is saved in the system until all designated staff complete their 
reviews, after which a final decision is made. 

Review of Private Land Scheme Approval Request Within Development 
Stages (Ownership Verification Officer)

The system displays the request details as explained above. The user 
adds results and recommendations to the study, then makes a decision 
from the following options:

1) Return for Modification (Send the request back to the engineering office).

2) Reject (Send the request back to the engineering office).

3) Approve the Request (Refer the request to the committee).

The decision is saved in the system until all designated staff complete 
their reviews, after which a final decision is made.
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Review of Private Land Scheme Approval Request Within Development Stages (Geographic 
Information Officer) 

If no urban boundary information is available from the Urban Boundary 
Service, the user selects the appropriate urban boundary. 

The system displays the request details as explained above. The user adds 
results and recommendations to the study, then makes a decision from the 
following options: 
1) Return for Modification (Send the request back to the engineering office). 

2) Reject (Send the request back to the engineering office). 

3) Approve the Request (Refer the request to the committee). 

The decision is saved in the system until all designated staff complete their 
reviews, after which a final decision is made. 

Review of Private Land Scheme Approval Request Within Development 
Stages (Geographic Information Officer)

If no urban boundary information is available from the Urban Boundary 
Service, the user selects the appropriate urban boundary.

The system displays the request details as explained above. The user 
adds results and recommendations to the study, then makes a decision 
from the following options:

1) Return for Modification (Send the request back to the engineering office).

2) Reject (Send the request back to the engineering office).

3) Approve the Request (Refer the request to the committee).

The decision is saved in the system until all designated staff complete 
their reviews, after which a final decision is made.
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Decision Process by the System After the Technical Staff Review at 
the Municipality 
 
 
 

Decision Matrix After Municipality Staff Review 

 
The request is referred to the 

committee 

 
If all staff approve the request. 

The request is returned to 
the engineering office 

 
If one or more staff members reject the request. 

The request is returned to 
the engineering 

office 

 
If one or more staff members request 

modifications. 

The request is returned to 
the engineering office 

 
If some staff reject the request while others 

request modifications. 

Decision Process by the System After the Technical Staff Review at the 
Municipality
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The request is sent to the Joint Committee for Scheme Approval, 
which consists of two committees: the Technical Committee and 

the Development Authority Committee. Each committee has 
assigned weights, with a total sum of 100. For example: The 

Technical Committee has a weight of 60, while the Development 
Authority Committee has a weight of 40, and so on. These 

weights are managed by the Ministry System Administrator. 
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Details of the Joint Committee and Its Requirements 
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Managed by the 
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System 

Administrator 
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weights must 
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No fixed 
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The Ministry 
System 
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or 
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No fixed 
number of 
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System 

Administrat
or 

Development 
Authority 

Committee 
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Example of a Joint Committee Setup 

The Ministry System Administrator activates the committee and 
assigns weights to each, ensuring their total equals 100: 

 
Development Authority 
Committee Weight: 70 

 
Joint Committee Weight: 

30 
 

Development Authority 
Committee Member Weights 

Joint Committee Member 
Weights 

Development Authority 
Member 1: 20 

Joint Committee Member 1: 10 

Development Authority 
Member 2: 30 

Joint Committee Member 2: 20 

Development Authority 
Member 3: 20 

 

Total: 70 Total: 30 

 

The Municipality System Administrator assigns the approval 
percentage required for the request. 
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Example of a Joint Committee Decision on a Request 

Member's decision Weight of the 
member 

Members of the 
Committee 

Approved 10 Joint Committee 
Member 1 

Rejected 20 Joint Committee 
Member 2 

Rejected 20 Development 
Authority Member 1 

Approved 30 Development 
Authority Member 2 

Approved 20 Development 
Authority Member 3 

 

The Municipality System Administrator sets the required approval 
percentage at 60. 

 

Rejection Percentage Approval Percentage 

40 60 

 
The system calculates the approval percentage based on the committee 
members' decisions and compares it with the required percentage. If the 
approval percentage is equal to or greater than the required percentage, 

the request is approved and sent to the Executive Committee. If the 
approval percentage is lower than the required percentage, the request 

is rejected and sent back to the engineering office. 
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Review of Private Land Scheme Approval Request Within Development Stages (Joint Committee 
Member) 

The committee member reviews the request and makes a decision to 
either approve or reject it. If rejected, the system requires the 
member to provide a reason for rejection. The system displays a table 
containing the committee members' comments. 

The user clicks Submit, and the system saves the member’s decision 
weight. Once the request is approved, it is sent to the Executive 
Committee. The system generates an attachment containing the 
committee members' document and meeting minutes. 

Review of Private Land Scheme Approval Request Within Development 
Stages (Joint Committee Member)

The committee member reviews the request and makes a decision to 
either approve or reject it. If rejected, the system requires the member 
to provide a reason for rejection. The system displays a table containing 
the committee members' comments.

The user clicks Submit, and the system saves the member’s decision 
weight. Once the request is approved, it is sent to the Executive 
Committee. The system generates an attachment containing the 
committee members' document and meeting minutes.
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This step is related to the previous step. This step is related to the previous step.
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Workflow Diagram for Preliminary Approval (If a Design and Planning Authority Exists) Workflow Diagram for Preliminary Approval (If a Design 

and Planning Authority Exists)
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Executive Committee Details and Requirements 

Approval 
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Number of 
Members 

 
Responsible 

Entity 

Committee 
Name 

Managed by 
the Authority 

System 
Administrator 

 

Members' 
weights must 

not exceed 
100% 

 

No fixed number 
of members 

The Authority 
System 

Administrator 

 
Executive 

Committee 

 
 
 
 

Example of a Joint Committee Setup 

The total weight of all Executive Committee members must equal 100. 
 

Executive Committee Members’ Weights 

Committee Member 1: 40 

Committee Member 2: 40 

Committee Member 3: 20 

Total Weight:  100 
 

The Authority System Administrator assigns the approval 
percentage required for the request. 
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Example of a Request Decision by the Executive Committee 

Member's decision Weight of the member Members of the 
Committee 

Approved 40 Joint Committee 
Member 1 

Rejected 40 Joint Committee 
Member 2 

Rejected 20 Committee Member 3 

 

The Municipality System Administrator sets the required approval 
percentage at 70. 

 

Rejection Percentage Approval Percentage 

60 40 

 

 
The system calculates the approval percentage based on the committee 
members' decisions and compares it with the required percentage. If the 

approval percentage is equal to or greater than the required approval 
percentage, the request is approved and sent to the engineering office for 

payment processing. If the approval percentage is lower than the 
required approval percentage, the request is rejected and sent back to 

the engineering office. 
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Review of Private Land Scheme Approval Request Within Development Stages (Executive 
Committee Member) 
 
The committee member reviews the request and makes a decision to 
either approve or reject it. If rejected, the system requires the 
member to provide a reason for rejection. The system displays a table 
containing the committee members' comments. 

The user clicks Submit, and the system saves the member’s decision 
weight. If approved, the request is sent to the engineering office for 
payment processing. If rejected, the request is returned to the Joint 
Technical Committee. 

Review of Private Land Scheme Approval Request Within Development 
Stages (Executive Committee Member)

The committee member reviews the request and makes a decision to 
either approve or reject it. If rejected, the system requires the member 
to provide a reason for rejection. The system displays a table containing 
the committee members' comments.

The user clicks Submit, and the system saves the member’s decision 
weight. If approved, the request is sent to the engineering office for 
payment processing. If rejected, the request is returned to the Joint 
Technical Committee.
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Workflow Diagram for Preliminary Approval (If a Design and Planning Authority Exists) 

Workflow Diagram for Preliminary Approval (If a Design 
and Planning Authority Exists)
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Review of Private Land Scheme Approval Request Within Development Stages (Planning Fees 
Payment) 
 
The system calculates the planning fees and generates a payment 
reference number. The request cannot proceed unless the fees are 
paid. The system integrates with payment systems to verify whether 
the request has been paid. If paid, the request is sent to the 
engineering office for the (Detailed Plan Approval) stage. 

Review of Private Land Scheme Approval Request Within Development 
Stages (Planning Fees Payment)

The system calculates the planning fees and generates a payment 
reference number. The request cannot proceed unless the fees are 
paid. The system integrates with payment systems to verify whether 
the request has been paid. If paid, the request is sent to the engineering 
office for the (Detailed Plan Approval) stage.
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Detailed Plans Approval (Workflow Diagram for Detailed Approval) Detailed Plans Approval (Workflow Diagram for Detailed 

Approval)



87The Comprehensive User Guide for the Private Land Schemes Approval System - Beneficiary87 The Comprehensive User Guide for the Private Land 
Schemes Approval System 

 

 

 
 

 
Accessing the Electronic Portal (Engineering Offices) 
 
The user can access the (Private Land Schemes Approval Portal) 
through the (Balady Portal) by selecting (Balady Services) and then 
choosing (Engineering Offices). This will display the main (Engineering 
Offices) interface. 

Accessing the Electronic Portal (Engineering Offices)

The user can access the (Private Land Schemes Approval Portal) through 
the (Balady Portal) by selecting (Balady Services) and then choosing 
(Engineering Offices). This will display the main (Engineering Offices) 
interface.



The Comprehensive User Guide for the Private Land Schemes Approval System - Beneficiary88
 

 

Review request 
details. 

Upload service entity work 
submissions. 

Evaluation of the request 

Engineering Office Steps in the Request Process 
 
 
 
 
 
 

 
 
 

 

Engineering Office Steps in the Request Process
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Accessing the Electronic Portal (Engineering Offices System) 
 
The user can access the (Engineering Offices System) through the 
(Balady Portal) by selecting (Balady Services) and then choosing 
(Engineering Offices System). This will display the main (Engineering 
Offices System) interface. 

Accessing the Electronic Portal (Engineering Offices System)

The user can access the (Engineering Offices System) through the 
(Balady Portal) by selecting (Balady Services) and then choosing 
(Engineering Offices System). This will display the main (Engineering 
Offices System) interface.
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Submitting a Private Land Scheme Approval Request Within 
Development Stages (Engineering Office) 
 
The user clicks on E-Services to view the office’s requests. 

Submitting a Private Land Scheme Approval Request Within 
Development Stages (Engineering Office)

The user clicks on E-Services to view the office’s requests.
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The system will display the login screen, where users can log in using 
one of the following methods: 

1) Create an account in (Balady).  

2) Log in via the (Unified National Access (Absher)). 

The system will display the login screen, where users can log in using 
one of the following methods:

1) Create an account in (Balady). 

2) Log in via the (Unified National Access (Absher)).
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The system displays the office’s activities and associated requests, 
allowing the user to select Private Land Schemes Approval Requests. 

The system displays the office’s activities and associated requests, 
allowing the user to select Private Land Schemes Approval Requests.
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The system then displays the engineering office’s requests, which can 
be filtered based on their status. The user clicks the Action Icon to 
open the request details. 

The system then displays the engineering office’s requests, which can 
be filtered based on their status. The user clicks the Action Icon to open 
the request details.
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The system displays the request details, including the map, land data, 
scheme statistics, cadastral decision details, and approved template. 
 

The user clicks on the following. 

The system displays the request details, including the map, land data, 
scheme statistics, cadastral decision details, and approved template.

The user clicks on the following.
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This step is related to the previous step. This step is related to the previous step.
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The user selects the accredited engineering office for the service 
entity from the dropdown list. If the office is not listed, the user 
enables manual entry, selects (The engineering office is not listed), 
then enters the office name and uploads the qualification letter. 

The user uploads the service entity’s work submissions, then attaches 
the detailed designs and specifies the service entity responsible for 
the submitted work before referring the request to them. 

The user selects the accredited engineering office for the service entity 
from the dropdown list. If the office is not listed, the user enables 
manual entry, selects (The engineering office is not listed), then enters 
the office name and uploads the qualification letter.

The user uploads the service entity’s work submissions, then attaches 
the detailed designs and specifies the service entity responsible for the 
submitted work before referring the request to them.
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The system displays a message confirming that the request has been 
successfully submitted, and the request number is shown for tracking 
by the engineering office. The engineering office evaluates the service, 
provides feedback by entering comments in the Comments Field, and 
submits the evaluation. 

The system displays a message confirming that the request has been 
successfully submitted, and the request number is shown for tracking 
by the engineering office. The engineering office evaluates the service, 
provides feedback by entering comments in the Comments Field, and 
submits the evaluation.
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Submitting a Detailed Plan Approval Request Within Development 
Stages 

The request is sent to the relevant authorities for infrastructure 
detailed plan approval based on the attachments provided by the 

engineering office. The detailed designs are attached and forwarded 
to the Joint Technical Committee for approval. 

 
 

Entities Responsible for Infrastructure Plan Approvals 

 
Saudi Electricity Company 

 
Communications and Information 

Technology Commission 
 

Joint Technical Committee 
 

National Water Company 

 
Municipality 
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Workflow Diagram for Detailed Approval Workflow Diagram for Detailed Approval
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Review of Detailed Plan Approval Request Within Development 
Stages (Service Entity 

Review of Detailed Plan Approval Request Within Development Stages 
(Service Entity
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This step is related to the previous step. This step is related to the previous step.
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The user reviews the service entity work documents. If approved, the 
user attaches the approval letter for the infrastructure and enters 
recommendations and findings. The user then makes a decision on the 
request: Return for Modification, Reject, or Approve. 

If the request is returned for modification or rejected, it is sent back 
to the engineering office. If approved, the value is stored until all 
relevant entities complete their reviews. 

The user reviews the service entity work documents. If approved, the 
user attaches the approval letter for the infrastructure and enters 
recommendations and findings. The user then makes a decision on the 
request: Return for Modification, Reject, or Approve.

If the request is returned for modification or rejected, it is sent back to 
the engineering office. If approved, the value is stored until all relevant 
entities complete their reviews.
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Technical Committee Details and Requirements 

Approval 
Percentage 

 

 
Requirement

s 

 
Number of 
Members 

 
Responsible 

Entity 

 
Committee 

Name 

 
Managed by 

the 
Municipality 

System 
Administrator 

 

 

Members' 
weights must 

not exceed 
100% 

 

 
No fixed 

number of 
members 

 
The Ministry 

System 
Administrat

or 

 
Joint 

Technical 
Committee 

 
 

 

Example of a Joint Committee Setup 

The total weight of all Joint Committee members equal 100. 
 

Weight of Committee members 

Committee Member 1: 40 

Committee Member 2: 40 

Committee Member 3: 20 

Total Weight: 100 
 

The Municipality System Administrator assigns the approval 
percentage required for the request. 
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Example of a Request Decision by the Technical Committee 

Member's decision Weight of the member Members of the 
Committee 

Approved 40 Joint Committee 
Member 1 

Rejected 40 Joint Committee 
Member 2 

Rejected 20 Committee Member 3 

 

The Municipality System Administrator sets the required approval 
percentage at 70. 

 

Rejection Percentage Approval Percentage 

60 40 

 

 
The system calculates the approval percentage based on the committee 
members' decisions and compares it with the required percentage. If the 

approval percentage is equal to or greater than the required approval 
percentage, the request is approved and sent for final approval. If the 

approval percentage is lower than the required approval percentage, the 
request is rejected and sent back to the engineering office. 
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Review of Detailed Plan Approval Request Within Development 
Stages (Committee Member) 
 
The system displays the request details, including the map, land data, 
scheme statistics, cadastral decision details, and the approved 
template. 

Review of Detailed Plan Approval Request Within Development Stages 
(Committee Member)

The system displays the request details, including the map, land 
data, scheme statistics, cadastral decision details, and the approved 
template.
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The committee member reviews the request and makes a decision to 
either approve or reject it. If rejected, the system requires the 
member to provide a reason for rejection. The system displays a table 
containing the committee members' comments. 

The user clicks Submit, and the system saves the member’s decision 
weight. If approved, the request is sent for final approval. 

The committee member reviews the request and makes a decision to 
either approve or reject it. If rejected, the system requires the member 
to provide a reason for rejection. The system displays a table containing 
the committee members' comments.

The user clicks Submit, and the system saves the member’s decision 
weight. If approved, the request is sent for final approval.
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Final Plan Approval 

Workflow Diagram for Final Plan Approval (If a Development 
Authority Exists) 

Final Plan Approval

Workflow Diagram for Final Plan Approval (If a Development Authority 
Exists)
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Development Authority Council Details and Requirements 

 
Manageme

nt 

 
Requirem

ents 

 
Number of 
Members 

 
Responsible 

Entity 

 
Committee 

Name 

 
Managed by 

the 
Authority 

System 
Administrat

or 
 

Members' 
weights 

must not 
exceed 
100% 

 

 
No fixed 

number of 
members 

 
Authority 

System 
Administrat

or 

 
 
Development 

Authority 
Council 

 
 

 

Example of Development Authority Council Setup 

The total weight of all Development Authority Council members 
must equal 100. 

 

Weight of Committee members 

Council Member 1: 40 

Council Member 2: 40 

Council Member 3: 20 

Total Weight: 100 
 

The Authority System Administrator assigns the approval 
percentage required for the request. 
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Example of a Request Decision by the Development Authority Council 

Member's decision Weight of the member Members of the Council 

Approved 40 Council Member 1 

Rejected 40 Council Member 2 

Rejected 20 Council Member 3 

 

The Authority System Administrator sets the required approval percentage 
at 70. 

 

Rejection Percentage Approval Percentage 

60 40 

 

 
The system calculates the approval percentage based on the committee 
members' decisions and compares it with the required percentage. If the 

approval percentage is equal to or greater than the required approval 
percentage, the request is approved and sent for title transfer. If the 

approval percentage is lower than the required approval percentage, the 
request is rejected and sent back to the engineering office. 
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Review of Final Plan Approval Request Within Development 
Stages (Council Member) 
 
The system displays the request details, including the map, land data, 
scheme statistics, cadastral decision details, and the approved 
template. 

Review of Final Plan Approval Request Within Development Stages 
(Council Member)

The system displays the request details, including the map, land 
data, scheme statistics, cadastral decision details, and the approved 
template.
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The committee member reviews the request and makes a decision to 
either approve or reject it. If rejected, the system requires the 
member to provide a reason for rejection. The system displays a table 
containing the committee members' comments. 

The user clicks Submit, and the system saves the member’s decision 
weight. If approved, the request is sent for title transfer. 

The committee member reviews the request and makes a decision to 
either approve or reject it. If rejected, the system requires the member 
to provide a reason for rejection. The system displays a table containing 
the committee members' comments.

The user clicks Submit, and the system saves the member’s decision 
weight. If approved, the request is sent for title transfer.
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Partial or Full Title Transfer 

Workflow Diagram for Title Transfer 

Partial or Full Title Transfer

Workflow Diagram for Title Transfer
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Choose a fully approved 
request. 

Authorize the engineering 
office. 

Upload the required 
attachments. 

Sign the Ownership 
Declaration. 

Select Applicant Type. 

Applicant Steps 
 
 
 
 
 
 
 
 
 
 

 
 

 

 
 

 

 

 
 

Applicant Steps
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Accessing the Electronic Portal (Private Land Schemes Approval 
Service) 
 
The user can access the (Private Land Schemes Approval Portal) 
through the (Balady) Portal by selecting (Balady Services), then 
choosing (Private Land Schemes Approval) Service, which displays the 
(Private Land Schemes Approval) Portal main interface. 

Accessing the Electronic Portal (Private Land Schemes Approval Service)

The user can access the (Private Land Schemes Approval Portal) through 
the (Balady) Portal by selecting (Balady Services), then choosing 
(Private Land Schemes Approval) Service, which displays the (Private 
Land Schemes Approval) Portal main interface.
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Accessing the Electronic Portal (Private Land Schemes Approval 
Service) 
 
The user can access the (Private Land Schemes Approval Portal) 
through the (Balady) Portal by selecting (Balady Services), then 
choosing (Private Land Schemes Approval) Service, which displays the 
(Private Land Schemes Approval) Portal main interface. 

Accessing the Electronic Portal (Private Land Schemes Approval Service)

The user can access the (Private Land Schemes Approval Portal) through 
the (Balady) Portal by selecting (Balady Services), then choosing 
(Private Land Schemes Approval) Service, which displays the (Private 
Land Schemes Approval) Portal main interface.
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Private Land Schemes Approval Portal 
 
Application Submission Screen for the Applicant 
 
The applicant submits a title transfer request by clicking (Submit Title 
Transfer Request). The requests can be viewed on the (My Requests) 
page and any tasks requiring action on the (My Tasks) page. 

Private Land Schemes Approval Portal

Application Submission Screen for the Applicant

The applicant submits a title transfer request by clicking (Submit Title 
Transfer Request). The requests can be viewed on the (My Requests) 
page and any tasks requiring action on the (My Tasks) page.
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A description of the service and its requirements will be displayed, 
and the user can choose one of the following options: 

1) Start the service immediately by clicking (Start Service). 

2) Review the service requirements and description by clicking (Service 
Requirements). 
 

A description of the service and its requirements will be displayed, and 
the user can choose one of the following options:

1) Start the service immediately by clicking (Start Service).

2) Review the service requirements and description by clicking (Service 
Requirements).
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After reviewing the service requirements, submission steps, 
conditions, and notifications, the User Agreement will be displayed. 
The applicant must acknowledge the E-Services Policy and agree to 
the terms. Once acknowledged, the (Submit Request) button will 
appear. 

After reviewing the service requirements, submission steps, conditions, 
and notifications, the User Agreement will be displayed. The applicant 
must acknowledge the E-Services Policy and agree to the terms. Once 
acknowledged, the (Submit Request) button will appear.
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This step is related to the previous step. This step is related to the previous step.
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The system will display the login screen, where users can log in using 
one of the following methods: 

1) Create an account in (Balady).  

2) Log in via the (Unified National Access (Absher)). 

The system will display the login screen, where users can log in using 
one of the following methods:

1) Create an account in (Balady). 

2) Log in via the (Unified National Access (Absher)).
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Submitting a Title Transfer Request - Applicant 
 
If the applicant is the Owner, the system displays the approved final 
approval requests for the owner, and the user selects the request for 
title transfer. 

Submitting a Title Transfer Request - Applicant

If the applicant is the Owner, the system displays the approved final 
approval requests for the owner, and the user selects the request for 
title transfer.
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If the applicant is an Agent, the user enters the Power of Attorney 
number and the Owner’s National ID and clicks Verify for validation 
with the Ministry of Justice. 

If verification is successful, the system displays the approved final 
approval requests for the owner, and the user selects the request for 
title transfer. 

If the applicant is an Agent, the user enters the Power of Attorney 
number and the Owner’s National ID and clicks Verify for validation 
with the Ministry of Justice.

If verification is successful, the system displays the approved final 
approval requests for the owner, and the user selects the request for 
title transfer.
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If the applicant is a Company, the user enters the Commercial 
Register number and clicks Verify for validation. The system then 
verifies whether the user is one of the company owners. 

If verification is successful, the system displays the approved final 
approval requests for the entity, and the user selects the request for 
title transfer. 

If the applicant is a Company, the user enters the Commercial Register 
number and clicks Verify for validation. The system then verifies 
whether the user is one of the company owners.

If verification is successful, the system displays the approved final 
approval requests for the entity, and the user selects the request for 
title transfer.



135The Comprehensive User Guide for the Private Land Schemes Approval System - Beneficiary135 The Comprehensive User Guide for the Private Land 
Schemes Approval System 

 

 

 
 
 
 
If the applicant is an Authorized Representative, the user selects the 
authorized entity and clicks Verify. The system then displays the 
approved final approval requests for the entity, and the user selects 
the request for title transfer. 

If the applicant is an Authorized Representative, the user selects 
the authorized entity and clicks Verify. The system then displays the 
approved final approval requests for the entity, and the user selects 
the request for title transfer.
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Once the request is selected, the system displays the request details, 
which include: Applicant information and contains the following 
fields: Applicant Type, Full Name, Mobile Number, Email Address, 
National ID Number. 

Clicking Next proceeds to the next page. 

Once the request is selected, the system displays the request details, 
which include: Applicant information and contains the following fields: 
Applicant Type, Full Name, Mobile Number, Email Address, National ID 
Number.

Clicking Next proceeds to the next page.
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The system displays cadastral decision details, including the following 
fields: (Cadastral Decision Number, Purpose of the Cadastral Decision, 
Municipality, Sub-Municipality, District, Boundary Table, Area from 
Title Deed and Actual Survey, Title Deed Data from the Ministry of 
Justice). 

The system displays cadastral decision details, including the following 
fields: (Cadastral Decision Number, Purpose of the Cadastral Decision, 
Municipality, Sub-Municipality, District, Boundary Table, Area from 
Title Deed and Actual Survey, Title Deed Data from the Ministry of 
Justice).
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Submitting a Private Land Scheme Approval Request 
Within Development Stages 

The user authorizes the engineering office for the request by selecting it 
from a dropdown list labeled (Engineering Office to be Authorized). Once 
the office is selected, its details are displayed on the screen, including: 

1) Mobile number. 

2) Email. 
 
The user can add comments for the engineering office if needed and then 
click Next to proceed to the Attachments Page. 

Submitting a Private Land Scheme Approval Request 
Within Development Stages

The user authorizes the engineering office for the request by selecting 
it from a dropdown list labeled (Engineering Office to be Authorized). 
Once the office is selected, its details are displayed on the screen, 
including:

1) Mobile number.

2) Email.

The user can add comments for the engineering office if needed and 
then click Next to proceed to the Attachments Page.
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The user uploads the required attachments as per the municipality’s 
settings and clicks Next to proceed to the next page. Alternatively, the 
user can click Back to return to the previous page or Save as Draft to 
store the request in the Task Basket. 

The user uploads the required attachments as per the municipality’s 
settings and clicks Next to proceed to the next page. Alternatively, the 
user can click Back to return to the previous page or Save as Draft to 
store the request in the Task Basket.
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The user confirms the Ownership Declaration by agreeing to the 
declaration statement and then submits the request to the 
engineering office by clicking Submit to Engineering Office. 

The user confirms the Ownership Declaration by agreeing to the 
declaration statement and then submits the request to the engineering 
office by clicking Submit to Engineering Office.
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The system displays a message that the application is successfully 
sent, the application number is shown for follow-up by the applicant, 
the applicant evaluates the service and enters its notes and insights 
on the service in the Comments field and then sends the evaluation. 

The system displays a message that the application is successfully 
sent, the application number is shown for follow-up by the applicant, 
the applicant evaluates the service and enters its notes and insights on 
the service in the Comments field and then sends the evaluation.
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Workflow Diagram for Title Transfer Workflow Diagram for Title Transfer
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Upload infrastructure work 
submissions. 

Attach the required 
documents. 

Evaluation of the request. 

Review request details 

 
Engineering Office Steps in the Request Process 
 
 
 
 
 
 

 

 
 

 

 
 

 

Engineering Office Steps in the Request Process
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Accessing the Electronic Portal (Engineering Offices) 
 
The user can access the (Private Land Schemes Approval Portal) 
through the (Balady Portal) by selecting (Balady Services) and then 
choosing (Engineering Offices). This will display the main (Engineering 
Offices) interface. 

Accessing the Electronic Portal (Engineering Offices)

The user can access the (Private Land Schemes Approval Portal) through 
the (Balady Portal) by selecting (Balady Services) and then choosing 
(Engineering Offices). This will display the main (Engineering Offices) 
interface.
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Accessing the Electronic Portal (Engineering Offices) 
 
The user can access the (Engineering Offices System) through the 
(Balady Portal) by selecting (Balady Services) and then choosing 
(Engineering Offices System). This will display the main (Engineering 
Offices System) interface. 

1
4

The Comprehensive User Guide for the Private Land 
Schemes Approval System 

Accessing the Electronic Portal (Engineering Offices)

The user can access the (Engineering Offices System) through the 
(Balady Portal) by selecting (Balady Services) and then choosing 
(Engineering Offices System). This will display the main (Engineering 
Offices System) interface.
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The user clicks on E-Services to view the office’s requests. The user clicks on E-Services to view the office’s requests.



147The Comprehensive User Guide for the Private Land Schemes Approval System - Beneficiary

 

 

The Comprehensive User Guide for the Private Land Schemes Approval System 147 
 
 
 
 
The system will display the login screen, where users can log in using 
one of the following methods: 

1) Create an account in (Balady).  

2) Log in via the (Unified National Access (Absher)). 

The system will display the login screen, where users can log in using 
one of the following methods:

1) Create an account in (Balady). 

2) Log in via the (Unified National Access (Absher)).
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Submitting a Title Transfer Request for a Private Land Scheme Within Development Stages 
(Engineering Office) 
 
The system displays the office’s activities and associated requests, 
allowing the user to select Private Land Schemes Approval Requests. 

Submitting a Title Transfer Request for a Private Land Scheme Within 
Development Stages (Engineering Office)

The system displays the office’s activities and associated requests, 
allowing the user to select Private Land Schemes Approval Requests.
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The system then displays the engineering office’s requests, which can 
be filtered based on their status. The user clicks (Title Transfer) to 
view title transfer requests. 

1
4

The Comprehensive User Guide for the Private Land 
Schemes Approval System 

The system then displays the engineering office’s requests, which can 
be filtered based on their status. The user clicks (Title Transfer) to view 
title transfer requests.
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Submitting a Title Transfer Request - Engineering Office 
 
The user selects the request to work on by clicking the Action Icon 
and can filter all fields displayed on the screen. 

Submitting a Title Transfer Request - Engineering Office

The user selects the request to work on by clicking the Action Icon and 
can filter all fields displayed on the screen.
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The system displays the request details, including applicant 
information, cadastral decision details, and electronic title deed 
information. The user can take one of the following actions: (Return 
the request to the applicant, Reject the request, 
Click Next to proceed to the following page, Save the request in the 
Task Basket by clicking Save as Draft). 

The system displays the request details, including applicant information, 
cadastral decision details, and electronic title deed information. The 
user can take one of the following actions: (Return the request to the 
applicant, Reject the request, Click Next to proceed to the following 
page, Save the request in the Task Basket by clicking Save as Draft).
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This step is related to the previous step. This step is related to the previous step. 
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This step is related to the previous step. This step is related to the previous step.
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The user clicks (Verify Title Transfer). The system displays the 
conceptual design for the request and allows title transfer files to be 
uploaded by clicking (Choose File). The title transfer file includes: 
(Surveying data of the section to be transferred, Implemented 
conceptual design on the actual site, Infrastructure work execution 
lines). 

The user clicks (Verify Title Transfer). The system displays the conceptual 
design for the request and allows title transfer files to be uploaded by 
clicking (Choose File). The title transfer file includes: (Surveying data of 
the section to be transferred, Implemented conceptual design on the 
actual site, Infrastructure work execution lines).
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This step is related to the previous step. This step is related to the previous step.
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Once the files are uploaded, the section to be transferred is 
highlighted in green. The system then verifies the scheme and 
displays notifications. Clicking Notifications reveals the notifications 
on the screen, along with the available decisions for the engineering 
office: (Back, Return to the applicant, Save as Draft, Reject, Send to 
the request authorizer). 

Once the files are uploaded, the section to be transferred is highlighted 
in green. The system then verifies the scheme and displays notifications. 
Clicking Notifications reveals the notifications on the screen, along 
with the available decisions for the engineering office: (Back, Return 
to the applicant, Save as Draft, Reject, Send to the request authorizer).
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This step is related to the previous step. This step is related to the previous step.
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The section to be transferred is displayed in green, and the original 
conceptual design is shown on the map. 

If verification is successful, the system displays the approved final 
approval requests for the entity, and the user selects the request for 
title transfer. 

The section to be transferred is displayed in green, and the original 
conceptual design is shown on the map.

If verification is successful, the system displays the approved final 
approval requests for the entity, and the user selects the request for 
title transfer.
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The following data is displayed: 

1) Title transfer area 

(2 Title transfer percentage, Land and Usage Table, Planning Ratio 

The following data is displayed:

1) Title transfer area

2) Title transfer percentage, Land and Usage Table, Planning Ratio
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Scheme Statistics Include: (Total area, Number of residential plots, 
Average street lengths, Planning ratio, Total number of plots, Number 
of mosques, Number of parks, Number of land types, Number of 
services (Educational - Religious - Health - Social - Governmental - 
Industrial)). 

Scheme Statistics Include: (Total area, Number of residential plots, 
Average street lengths, Planning ratio, Total number of plots, Number 
of mosques, Number of parks, Number of land types, Number of services 
(Educational - Religious - Health - Social - Governmental - Industrial)).
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Engineering Office Decision Options: (Back, Return to the applicant, 
Save as Draft, Reject, Send to the request authorizer at the 
municipality). 

Engineering Office Decision Options: (Back, Return to the applicant, 
Save as Draft, Reject, Send to the request authorizer at the municipality).
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Workflow Diagram for Title Transfer Workflow Diagram for Title Transfer
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The user logs into their personal account, where assigned tasks are 
displayed. The user clicks the title transfer request number, which can 
be identified by its status (Pending - Partial/Full Title Transfer). Clicking 
the request displays the request details on the screen. 

The user logs into their personal account, where assigned tasks are 
displayed. The user clicks the title transfer request number, which can 
be identified by its status (Pending - Partial/Full Title Transfer). Clicking 
the request displays the request details on the screen.
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The title transfer cycles are displayed, and the user selects the cycle 
they want to review. The title transfer cycles are shown on the screen, 
and the user clicks Verify Title Transfer, which then displays the map 
along with the request details. 

The title transfer cycles are displayed, and the user selects the cycle 
they want to review. The title transfer cycles are shown on the screen, 
and the user clicks Verify Title Transfer, which then displays the map 
along with the request details.
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The section to be transferred is highlighted in green, and the original 
conceptual design is displayed on the map. 

The section to be transferred is highlighted in green, and the original 
conceptual design is displayed on the map.
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The following data is displayed: 

1) Title transfer area 

(2 Title transfer percentage, Land and Usage Table, Planning Ratio 

The following data is displayed:

1)Title transfer area

2) Title transfer percentage, Land and Usage Table, Planning Ratio
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Scheme Statistics Include: (Total area, Number of residential plots, 
Average street lengths, Planning ratio, Total number of plots, Number 
of mosques, Number of parks, Number of land types, Number of 
services (Educational - Religious - Health - Social - Governmental - 
Industrial)). 

Scheme Statistics Include: (Total area, Number of residential plots, 
Average street lengths, Planning ratio, Total number of plots, Number 
of mosques, Number of parks, Number of land types, Number of services 
(Educational - Religious - Health - Social - Governmental - Industrial)).
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User Decision Options: 

1) Return for modification (Sent back to 

the engineering office).2) (Reject) (Sent 

back to the engineering office). 

3) Refer the request to staff (Forwarded to the Surveying Officer and 
Planning Engineer). 

User Decision Options:

1) Return for modification (Sent back to the engineering office).

2) (Reject) (Sent back to the engineering office).

3) Refer the request to staff (Forwarded to the Surveying Officer and 
Planning Engineer).
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Workflow Diagram for Title Transfer Workflow Diagram for Title Transfer
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Review of Title Transfer Request - Surveying Officer 
 
The user logs into their personal account, where assigned tasks are 
displayed. The user clicks the title transfer request number, which can 
be identified by its status (Pending - Partial/Full Title Transfer). Clicking 
the request displays the request details on the screen. 

Review of Title Transfer Request - Surveying Officer

The user logs into their personal account, where assigned tasks are 
displayed. The user clicks the title transfer request number, which can 
be identified by its status (Pending - Partial/Full Title Transfer). 

Clicking the request displays the request details on the screen.
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The title transfer cycles are displayed, and the user selects the cycle 
they want to review. The title transfer cycles are shown on the screen, 
and the user clicks Verify Title Transfer, which then displays the map 
along with the request details. 

The title transfer cycles are displayed, and the user selects the cycle 
they want to review. The title transfer cycles are shown on the screen, 
and the user clicks Verify Title Transfer, which then displays the map 
along with the request details.
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Review of Title Transfer Request - Surveying Officer 
 
The section to be transferred is highlighted in green, and the original 
conceptual design is displayed on the map. 

Review of Title Transfer Request - Surveying Officer

The section to be transferred is highlighted in green, and the original 
conceptual design is displayed on the map.
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The following data is displayed: 

1) Title transfer area 

(2 Title transfer percentage, Land and Usage Table, Planning Ratio 

The following data is displayed:

1) Title transfer area.

2) Title transfer percentage, Land and Usage Table, Planning Ratio.
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Scheme Statistics Include: (Total area, Number of residential plots, 
Average street lengths, Planning ratio, Total number of plots, Number 
of mosques, Number of parks, Number of land types, Number of 
services (Educational - Religious - Health - Social - Governmental - 
Industrial)). 

Scheme Statistics Include: (Total area, Number of residential plots, 
Average street lengths, Planning ratio, Total number of plots, Number 
of mosques, Number of parks, Number of land types, Number of services 
(Educational - Religious - Health - Social - Governmental - Industrial)).
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The user adds results and recommendations, then makes a decision as 
follows: 

1) Return for modification (Sent back to the request 

authorizer).2) Submit to the Central Unit Director. 

The user adds results and recommendations, then makes a decision as 
follows:

1) Return for modification (Sent back to the request authorizer).

2) Submit to the Central Unit Director.
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Review of Title Transfer Request - Planning Engineer 
 
The user logs into their personal account, where assigned tasks are 
displayed. The user clicks the title transfer request number, which can 
be identified by its status (Pending - Partial/Full Title Transfer). Clicking 
the request displays the request details on the screen. 

Review of Title Transfer Request - Planning Engineer

The user logs into their personal account, where assigned tasks are 
displayed. The user clicks the title transfer request number, which can 
be identified by its status (Pending - Partial/Full Title Transfer). Clicking 
the request displays the request details on the screen.
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The title transfer cycles are displayed, and the user selects the cycle 
they want to review. The title transfer cycles are shown on the screen, 
and the user clicks Verify Title Transfer, which then displays the map 
along with the request details. 

The title transfer cycles are displayed, and the user selects the cycle 
they want to review. The title transfer cycles are shown on the screen, 
and the user clicks Verify Title Transfer, which then displays the map 
along with the request details.
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The section to be transferred is highlighted in green, and the original 
conceptual design is displayed on the map. 

The section to be transferred is highlighted in green, and the original 
conceptual design is displayed on the map.
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The following data is displayed: 

1) Title transfer area 

(2 Title transfer percentage, Land and Usage Table, Planning Ratio 

The following data is displayed:

1) Title transfer area.

2) Title transfer percentage, Land and Usage Table, Planning Ratio.
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Scheme Statistics Include: (Total area, Number of residential plots, 
Average street lengths, Planning ratio, Total number of plots, Number 
of mosques, Number of parks, Number of land types, Number of 
services (Educational - Religious - Health - Social - Governmental - 
Industrial)). 

Scheme Statistics Include: (Total area, Number of residential plots, 
Average street lengths, Planning ratio, Total number of plots, Number 
of mosques, Number of parks, Number of land types, Number of services 
(Educational - Religious - Health - Social - Governmental - Industrial)).
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The user adds results and recommendations, then makes a decision as 
follows: 

1) Return for modification (Sent back to the request 

authorizer).2) Submit to the Central Unit Director. 

 The user adds results and recommendations, then makes a decision as 
follows:

1) Return for modification (Sent back to the request authorizer).

2) Submit to the Central Unit Director.
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Review of Title Transfer Request - Central Unit Director 
 
The user logs into their personal account, where assigned tasks are 
displayed. The user clicks the title transfer request number, which can 
be identified by its status (Pending - Partial/Full Title Transfer). Clicking 
the request displays the request details on the screen. 

Review of Title Transfer Request - Central Unit Director

The user logs into their personal account, where assigned tasks are 
displayed. The user clicks the title transfer request number, which can 
be identified by its status (Pending - Partial/Full Title Transfer). Clicking 
the request displays the request details on the screen.
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The title transfer cycles are displayed, and the user selects the cycle 
they want to review. The title transfer cycles are shown on the screen, 
and the user clicks Verify Title Transfer, which then displays the map 
along with the request details. 

The title transfer cycles are displayed, and the user selects the cycle 
they want to review. The title transfer cycles are shown on the screen, 
and the user clicks Verify Title Transfer, which then displays the map 
along with the request details.
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The section to be transferred is highlighted in green, and the original 
conceptual design is displayed on the map. 

The section to be transferred is highlighted in green, and the original 
conceptual design is displayed on the map.
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The following data is displayed: 

1) Title transfer area 

(2 Title transfer percentage, Land and Usage Table, Planning Ratio 

The following data is displayed:

1) Title transfer area.

2)  Title transfer percentage, Land and Usage Table, Planning Ratio.
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Scheme Statistics Include: (Total area, Number of residential plots, 
Average street lengths, Planning ratio, Total number of plots, Number 
of mosques, Number of parks, Number of land types, Number of 
services (Educational - Religious - Health - Social - Governmental - 
Industrial)). 

Scheme Statistics Include: (Total area, Number of residential plots, 
Average street lengths, Planning ratio, Total number of plots, Number 
of mosques, Number of parks, Number of land types, Number of services 
(Educational - Religious - Health - Social - Governmental - Industrial)).



187The Comprehensive User Guide for the Private Land Schemes Approval System - Beneficiary187 The Comprehensive User Guide for the Private Land 
Schemes Approval System 

 

 

 
 
 
 
The user adds results and recommendations, then makes a decision as 
follows: 

1) Return for modification (Sent back to the 

engineering office).2) Approve. 

The user adds results and recommendations, then makes a decision as 
follows:

1) Return for modification (Sent back to the engineering office).

2) Approve.
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Update Service Level 

The user clicks on Service Level Agreement Settings, where all timed 
procedures are displayed and can be updated. 

Timed Procedures: 
(Request Authorizer, Preliminary Approval, Detailed Plan Review for 
Paving and Lighting, Development Authority Council, Central Unit 
Director for Plan Approvals, Conceptual Design Review by the 
Committee, Detailed Plan Review, Telecommunications and IT Review, 
Technical Requirements Review After Escalation, Conceptual Design 
Review, Executive Committee Review, Geographic Information Systems 
(GIS) Unit Officer, Hydrological Study Audit, Ministry of Housing Review, 
Detailed Plan Review for Water and Wastewater, Ownership 
Verification, Request Receiver, Detailed Plan Review for Electricity, Soil 
Study Audit, Surveying Review). 

Update Service Level

The user clicks on Service Level Agreement Settings, where all timed 
procedures are displayed and can be updated.

Timed Procedures:

(Request Authorizer, Preliminary Approval, Detailed Plan Review for Paving 
and Lighting, Development Authority Council, Central Unit Director for 
Plan Approvals, Conceptual Design Review by the Committee, Detailed 
Plan Review, Telecommunications and IT Review, Technical Requirements 
Review After Escalation, Conceptual Design Review, Executive Committee 
Review, Geographic Information Systems (GIS) Unit Officer, Hydrological 
Study Audit, Ministry of Housing Review, Detailed Plan Review for Water 
and Wastewater, Ownership Verification, Request Receiver, Detailed Plan 

Review for Electricity, Soil Study Audit, Surveying Review).
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Land Use Reports 

The user clicks on Service Level Agreement Settings, where all timed 
procedures are displayed and can be updated. 

The system displays land use reports, which include: (Percentage of 
Residential Use, Percentage of Governmental Use, Percentage of 
Religious Services and Parks, Percentage of Plans by Urban Boundary). 

Land Use Reports

The user clicks on Service Level Agreement Settings, where all timed 
procedures are displayed and can be updated.

The system displays land use reports, which include: (Percentage of 
Residential Use, Percentage of Governmental Use, Percentage of 
Religious Services and Parks, Percentage of Plans by Urban Boundary).
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Management of Royal Commissions 

The user controls whether to activate commissions in relevant 
municipalities or not. 
 
If a commission is activated, the system enables the following 
committees: (Technical Committee, Development Authority 
Committee, Executive Committee). This screen also allows the 
assignment of weights to both the Technical Committee and the 
Development Authority Committee, which are reflected in the 
decision-making process. 

Management of Royal Commissions

The user controls whether to activate commissions in relevant 
municipalities or not.

If a commission is activated, the system enables the following 
committees: (Technical Committee, Development Authority 
Committee, Executive Committee). This screen also allows the 
assignment of weights to both the Technical Committee and the 
Development Authority Committee, which are reflected in the decision-
making process.
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Systems List 

The user can add attachments to assist employees within the system. 

Systems List

The user can add attachments to assist employees within the system.
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Deactivating an Approved Decision 

The system displays requests for deactivating approved decisions 
submitted by municipalities, which the Ministry can approve or reject. 

Deactivating an Approved Decision

The system displays requests for deactivating approved decisions 
submitted by municipalities, which the Ministry can approve or reject.
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Attachment Settings 

The system displays attachments submitted by engineering offices, 
allowing users to modify or deactivate them. A new attachment can 
be added by clicking (Add New Attachment). 

Attachment Settings

The system displays attachments submitted by engineering offices, 
allowing users to modify or deactivate them. A new attachment can 
be added by clicking (Add New Attachment).
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This step is related to the previous step. This step is related to the previous step.
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Internal Authorization 

This section a user to delegate tasks to another user for a specific 
period, and the employee type is selected. 

Employee records are then retrieved, and the user selects from the 
available employees. The reserved periods are displayed, the 
authorized employee and delegation period are determined, and the 
authorization letter is attached. 

If the authorized employee exists within the system, their details are 
automatically retrieved. 

However, if the employee is outside the system, their details must be 
entered manually. 

Internal Authorization

This section a user to delegate tasks to another user for a specific period, 
and the employee type is selected.

Employee records are then retrieved, and the user selects from the 
available employees. The reserved periods are displayed, the authorized 
employee and delegation period are determined, and the authorization 
letter is attached.

If the authorized employee exists within the system, their details are 
automatically retrieved.

However, if the employee is outside the system, their details must be 

entered manually.
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1) The employee type (Authorized User) is selected. 

2) The employee to be delegated from is chosen.  

3) The authorized employee’s details are entered. 

4) The reserved periods are specified. 

1) The employee type (Authorized User) is selected.

2) The employee to be delegated from is chosen. 

3) The authorized employee’s details are entered.

4) The reserved periods are specified.
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Management of committees 

The user adds the approval percentage required for conceptual design 
and detailed design approvals. The committee members are displayed 
with their assigned weights and details, including: (National ID 
Number, Hijri Birth Date, Committee Member Name, Entity, Job Title, 
Mobile Number, Email Address, Weights for Phase 1 and Phase 2). 

Clicking (Add Committee Member) opens the next page. 

Management of committees

The user adds the approval percentage required for conceptual design 
and detailed design approvals. The committee members are displayed 
with their assigned weights and details, including: (National ID 
Number, Hijri Birth Date, Committee Member Name, Entity, Job Title, 
Mobile Number, Email Address, Weights for Phase 1 and Phase 2).

Clicking (Add Committee Member) opens the next page.
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A new user can be added as follows: The user enters the National ID 
Number and Birth Date, allowing the system to retrieve the name 
from Absher. Then, the user inputs the Entity Name, Job Title, Mobile 
Number, and Email Address. Finally, the Member Weight is assigned, 
and the user clicks Save. 

A new user can be added as follows: The user enters the National ID 
Number and Birth Date, allowing the system to retrieve the name 
from Absher. Then, the user inputs the Entity Name, Job Title, Mobile 
Number, and Email Address. Finally, the Member Weight is assigned, 
and the user clicks Save.
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