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Preface

i. Overview of the Manual

indiVidually or collectively, establish the
foundation for a REIS. These alternatives
can be used as guidelines to develop a
REIS taking into consideration local
requirements, budget available to
establish and maintain a functioning
office, and level of effort to be expended
by local administrative agencies.

Finally, the Manual provides Resource
Lists. It is understood that the
development, implementation and
maintenance of a REIS cannot be
accomplished in a vacuum. The purpose
of the Resource Lists will be to prOVide
administrators and technical specialists
with a method of obtaining further
information and advice as development
and implementation continues. It
includes titles of relevant publications;
names, addresses and phone numbers of

1.3

As a planning tool, the Manual helps to
identify the issues that must be addressed.
The accumulated knowledge acquired in the
development and implementation of Real
Estate Information Systems (REIS) in nine
cities of the Russian Federation is utilized to
establish the common, primary problems that
require attention during the planning
process.

This preface outlines why the Manual was developed and the scope and goal of each
of the volumes. Although each volume may be read separately, they will furnish
the most advantage if viewed and mastered consecutively. Although technical
personnel may not find, for example, Volume II: Institutional Arrangements of
profound interest or relevance to their particular concerns, it is important,
nevertheless, for the technical and systems specialists to grasp what the local
administration is trying to achieve.

ii. Why the Manual was Developed
This Manual is designed to be used by a variety of administrators and specialists to
assist in the coordination of efforts to create a Real Estate Information System with
all the attributes which will support a title
registry.

Following identification of these issues, it is
then possible to suggest alternatives that,
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FIGURE 1.1: OVERVIEW OF THE REIS MANUAL

! Note: Professionals at every levels should also read the
manuals for the levels above it.

governmental and non-governmental professionals who have taken part in one or
more phases of a RBIS implementation; and, cities that have instituted a RBIS or
registration office.
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111. Scope and Goal of Each Volume

The Manual consists of six volumes, as shown in Figure I.1 - Overview of the REIS
Manual. The volumes cover the following subjects:

Volume I -- What is REIS and Why Establish It

This volume introduces the topic of the establishment of a Real Estate
Information System. Its primary purpose is to set forth the broad
benefits to the government and the public of easy access to the
necessary information regarding all real estate. Primary decision
makers will find in this Volume a general review of the main factors
that make the REIS important to the economic future of a city, oblast
or krai. Most critically, it will detail the necessary pre-requisites
before proceeding with a development plan to implement a REIS.
Finally, this Volume is important since it will provide the basis for a
determination of whether to commence with the entire process.

Volume II -- Institutional Arrangements

The information detailed in this volume is designed for the managers
and administrators who are responsible for implementation of the
RBIS, after a decision has been made on the basis of Volume I to
implement it. This volume includes the steps necessary to
institutionalize the concepts that are integral to the efficient
functioning of the RBIS or registration office.

Volume III -- Legislation Required to Establish a REIS

Legislation is required for the establishment of a REIS or registry.
This volume reviews some alternative concepts of legislation under
current Russian law (including the proposed Federal Law "On State
Registration of Real Estate and Real Estate Transactions) that would
be necessary to authorize the operation of the office. An Annex listing
current legislation affecting land and property in Russia and the text
of the proposed Federal registration law are supplemented by actual
local legislation and by a resource list of experts and systems in other
locations of Russia.

Volume IV -- The Supporting Computer System

Technical specialists will read this volume for the information needed
to design a computerized system around the proposed functions of
the office. A detailed analysis of the components of the RBIS,
including the User Needs Assessment, conceptual design, system
architecture, and hardware and software specifications are
designated. The Volume includes an Appendix of Resources for REIS
computer specialists.

Volume V -- REIS Training
As part of the development and implementation of any new system,
training is an essential part of the RBIS. Types of training as well as

1.5
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personnel to be trained are clearly identified. Training will be
necessary not only for the adminish'ators, managers and other REIS
personnel, but also for the general public and other users who can be
trained through public education and roundtable discussions of the
benefits of the system. An Annex will profile various course outlines
and review hoaining activities in cities that have implemented a REIS
or regishoy. The Annex will provide a list of resources including names
of trainers experienced in REIS from other locations.

Volume VI -- Development of a Title Registration System
The final volume is a complete analysis of the background and steps
required to establish a title registration office. This volume describes
the concepts and practicable implementation of registration systems,
the establishment of which is subject to enactment of appropriate
legislation.

iv. Origin of the Manual

In the Russian Federation, land reform and privatization have made much progress
since the radical transition to free market economics started about 1991. In support
of this reform, the United States Agency for International Development (USAID) has
implemented several assistance programs to introduce market-oriented mechanisms
to permit individuals and companies to gain access to land, achieve security of
tenure, and be able to sell or mortgage land.

One of these programs was the Real Estate Information System (RBIS) pilot project,
which was initiated in April 1994 to facilitate the development of a private real estate
market by facilitating the access of interested parties to the real estate information
which they need. The REIS pilot project, implemented by Arthur Andersen LLP in
three cities and by Chemonics International Inc. in six cities, worked on the
installation of integrated, publicly accessible real estate information systems and
development of the necessary legal and institutional support.

An important objective of this RBIS Roll-Out project was to produce an
implementation manual which could assist Russian cities in the task of installing a
modern, unified, accessible real estate information system without the need for
foreign technical assistance. The Manual is based on the "best practices" of the nine
Russian cities in introducing real estate information systems. It contains the results,
conclusions and recommendations gathered from lessons experienced in the nine
pilot cities.

The project team wishes to express its thanks to the many Russian officials at all
levels without whose cooperation this Manual could not have been produced, and in
particular to Ms. Olga V. Grigorieva and Igor A. Rumyantsev of the Russian
Privatization Center for their tireless work in providing advice and assistance to this
project, to Communications Task Order of Chemonics International for its assistance
in editing the Manual, and to the mayors, deputy mayors and other officials of the
pilot cities.

1.6



1. Introduction

1.1 The REIS and its Components

• improve the administration of real estate for the benefit of the community;
• increase investment; and,
• accelerate the growth of the real estate market.

This Manual is a planning guide, providing alternatives and suggestions that can be
used by administrators and those responsible for the management of real estate
resources_ It has been compiled to assist in the following areas:

11.7

The Manual is not a template for the wholesale introduction of a new system of real
estate management. This would assume that no system currently exists and would
be, in any case, presumptuous. The guidelines developed in this Manual take into
consideration current procedures and rules in the Russian Federation, while at the
same time they identify new methods of unifying and streamlining information
collection and dissemination that are required to develop an active real estate
market. 1

Real estate is one of the most important resources of any community. Real estate has
value and represents an important element of wealth for a country, its cities and
individuals. In order to effectively utilize real estate as a resource, the administrative
and legal aspects of real estate information management must be efficiently
designed, orderly, h-ansparent and easily accessible to all potential users.

A Real Estate Information System represents a source of data assembled from a
group of components that together make available reliable, transparent and
integrated information regarding real estate and the associated rights. 2 A RBIS is
designed to contain all the information necessary to support a unified office for
regish"ation of title to real estate, which can be easily accessed by the public as well
as by governmental agencies, banks, appraisers, investors and other real estate
professionals.

1 These guidelines were developed after distilling the actions and experiences in the development of a
REIS in nine cities of the Russian Federation during a period of over one year and taking into account
local laws, acts, regulations and decrees.
2 For example, rights associated with real estate could be ownership, right of use, right of inheritable
possession, servitudes, mortgages and liens.

It is hoped that this Manual will contribute to the establishment of a REIS in a
variety of environments, both urban and rural, with large populations and small.
This will stimulate growth of the real estate market, which will lead to greater
wealth for the citizens of the Russian Federation and for the local administrations.

Although the approach of the Manual is flexible, it is of crucial importance for all
decision-makers and specialists to understand that the implementation of a REIS will
necessitate compliance with certaiTI basic requirements. If the political will to meet
these requirements is not present, the creation of the REIS cannot succeed. These
issues are discussed in Chapter 2 of this Volume.
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FIGURE 1.2: INPUTS, OUTPUTS, COMPONENTS AND BENEFITS OF A REIS

Finally, to be effective and generate revenues, a Real Estate Information System
should be situated at one location that is easily accessible and open to the public. A
single information office where accurate, integrated information can be obtained

-fIJI GOVERNMENTJ. OffiCES

~

lll.ll BANKS

••
AA PUBLIC

REIS

Benefits of HEIS:
- revenue to government
- additional security of tenure
- efficient + active real estate market
- less costly real estate transactions
- more investment in real estate
- easy convertibility to title registry

3 The term "real estate" will be used throughout the Manual according to its market meaning, which is
contained in the Glossary. This is crucial and constitutes a fundamental concept in every market
economy. Real estate means the land and any structures built upon it. Structures and land are an
integral whole and, for the purposes of the REIS or future registration of rights in real estate, are never
treated separately except under very limited circumstances of divided ownership.

The REIS is a system which records data on ownership and other rights associated
with land and structures, collectively referred to as "real estate" 3. A principal
objective is the accurate recording of all individuals and legal entities holding rights
to a particular real estate object, as well as recording the type of right held. In
addition, a REIS must accurately identify the real estate object. This basic
information, referred to later in the Manual as the "Core" data, provides the
necessary information for establishment of a registration system and permits future
expansion of the REIS through connection to other databases.I
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1.2 Why Establish a REIS?

1.3 What is the Importance of a REIS?

Figure 1.2 gives an overview of the components, inputs, outputs and benefits of a
REIS.

Nevertheless, reduced costs and revenue generation are not the sole benefits of
starting with a Core REIS. Other advantages include the following:

q1.9

• The legal basis for the establishment of the REIS.
• Institutional changes and modifications necessary.
• Clear procedures for the establishment and maintenance of the REIS office and

public awareness of those procedures.
• The computer system itself, including the personnel and personnel training, data,

software and hardware of which the system is composed.4

In order to clearly illustrate the procedures necessary for successful implementation
of a RBIS, its components have been divided into four primary segments:

eliminates the present necessity of visiting or contacting various offices to procure
the necessary information. This saves time and money and will stimulate activity in
the real estate market which, in turn, increases municipal revenues.

As previously mentioned, it is not the intention of this Manual to superimpose a new
system over the existing procedures for recording information regarding real estate,
the rights associated with such real estate and the individuals or legal entities
holding those rights. Rather, the guidelines explain the advantages of cenh"alization
of such information to permit accurate collection, processing, storage and retrieval.
Furthermore, data centralization will permit government administrators, owners
and real estate professionals to locate reliable information in less time than is
currently possible.

4 It is very important to note that the RBIS can also be based on a paper system. This is particularly
significant when taking into consideration factors of cost, size of the population in the implementation
area, and phasing the REIS development.

These components have been listed in order of importance and development as
integral parts of the REIS. As will be shown in this Manual, it is critical to carefully
design the REIS objectives, implement the necessary legal and institutional aspects
and establish procedures prior to purchasing hardware or developing software. All
the components are ultimately combined to constitute the "system".

Development of a REIS involves a cost. Therefore, the issue of its size and time
necessary for implementation is important to local administrations. By confining the
initial stage of the REIS implementation to function with a restrained data base, both time
and money are saved without affecting the accumulation of the accurate critical data required
to promote an active real estate market. For the purposes of this Manual, this
circumscribed data base will be referred to as the REIS Core. Simultaneously, the
Core data can be put to immediate use to generate revenues which can create a self
sustaining office and contribute excess proceeds to the city budget with which
expansion plans can be implemented.
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Nevertheless, by founding a REIS, one direct benefit is the establishment of a basis
for a registration system. Consequently, a local administration will be prepared to
immediately and easily convert the REIS to a registration function compatible with
the proposed Federal registration law at a small cost and with little or no
modifications. The REIS database will contain all pertinent information for the
responsible agency to issue certificates which are conclusive evidence of the holder's
rights in connection with any real estate.

5 The draft Federal "Law on State Registration of Rights in Real Estate and Real Estate Transactions"
has been approved by the Duma on July 19, 1996 (see Amlex F to Volume III). Although the draft law
recommends to the President that a special commission work with the Ministry of Justice to formulate
the implementation of registration, detailed regulations have not been established. Nevertheless, the
"Core" REIS referred to in this Manual has been designed to include the functions of a registry as
contemplated in the Federal law and provide the same information normally found in a variety of
registration systems world-wide. Therefore, by establishing a "core system", a city or other local entity
of the Federation will be able to create a registry which will be compatible with the Federal law as
currently drafted.

)0

r&!tl CAUTION

W A REIS Is not necessarily
a registration system!

Registration of title is a procedure which
applies to a variety of systems prOViding
for the recordation· or all real estate
transactions at a central office which, so
long as the documents comply with the
requirements of law; furnishes a right
holder with a guarantee of ownership or
other rights.. A "Certificate of Title" that
is· concluSiveof such.ownership or other
right is issued by the Registration Office;.
The goverrimentor· a private entity
insure thetitleandvvillc(unpensate the
Certificate holder should the Certificate
prove to be incorrecL .

:::: .:: .::,-,.-.::: :.-::::.:.:.:.:.,'...:',:::.:::.::::::::::':::'.';:,':::,::,':,:: :::: .. ::: , :.

The.REIS does not insure or register title.
It supports arid maybe easily converted
to a title registry upon the passage o£the
necet;sary laws becauseit contains all the
information necessarifor: a· regiStration
function. .•• The CareRErS. contains' .thiS·
infonnation and m.aybelirlk~dtoother
data modules not •directly related to
·registration,IJut which areliriked to the
realestate object in tl1e CoreREIS.. .

1.10

A Core REIS forms the basis of a fiscal
cadastre.

A Core REIS can easily be converted
to a registration system when the
appropriate laws are adopted, since it
contains all the information required
for a registry in a market economy.s

The Core REIS can be used as the
basis for a multi-purpose cadastre.

• The Core REIS provides individuals
and legal entities with security of their
rights in real estate, based on highly
accurate and up-to-date records.

•

•

•

Although the REIS is not a registration
system, it does in fact provide security to
the holder of a real estate interest. It is
able to fulfill this role because all real
estate interests must be included in the
REIS and kept up to date in order for it to
function properly. A RBIS office which
accurately maintains data will provide a
high level of comfort to those utilizing the
information because they can rely' on the
reports issued by the office. Thus, with
the enactment of appropriate local
legislation, the REIS can be utilized as a
source of definitive information that is certified as accurate by the RBIS office.
Therefore owners, other interest holders, buyers, real estate professionals and the
government are assured that information contained in the REIS is reliable, even
though it may not be operating as a registry.
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1.4 The Benefits of Accurate Real Estate Information

In addition, the REIS office represents a potential source of revenues for the
government. Assuming that legislation is enacted which requires the lodgment of
all real estate transactions at the REIS office, then revenues can be generated from
lodgment fees. Information on real estate can be sold to those seeking data,
generating further revenues for the local administration. As the system expands,
additional receipts can be generated by introducing new products, such as preparing
and marketing accurate town plans, sh"eet indexes and real estate market data.

It is clear that the collection of data does not serve any important purpose if that data
is not put to some use that justifies the cost, storage and management of the
information. This chapter briefly describes the economic and social benefits that can
arise from the establishment of a system which efficiently utilizes the information
collected to promote economic growth and provide security of ownership. At the
same time, it is critical to understand that a gradual development of the system, as
has been done in Nizhny Novgorod, will produce more success than an attempt to
create all changes at once.

1i

::;':,:,::»:'-:::-,'-'.-:-:::::< <:><:- <,',>:>« :">,:.::.:::::':::::<:>::« :<.-, '",'
.. -,', , .

TheCore RBIS should ~n1y contain data
required in a registry; Other data
modules> ... such· as an inventory of
structures, may be developed separately
and linked to the CoreR.EIS> For
example, •much of the data maintained
by. the· BureaiJ..of •Technical .• Inventory
(J3TI}i. although.·im:portant .·inforrriatio:n
concerning ... the •.•. structllre ••.• of .. an
apartment, is l10tpart of a •CoreREIS
artd· should. be .loCa:t~d··· in. a••. separate.
database. .... . ... .. . . .

1.11

Fee-based revenues will not be the sole source of increased income for local
governments. An established REIS represents the first stage in the development of a
fiscal cadash"e. The accurate identification of ownership, users, buildings, land and
value is vital to the efficient assessment and collection of taxes. The information
contained in a REIS is of the type that is normally required to support a modern
property tax system. Furthermore, with future accurate reporting of sale prices, the
REIS can provide local administrations
with the ability to determine the market
values of property for both real estate
and income tax purposes, track areas of
high market activity, and efficiently
collect taxes based on sale profits.

Finally, implementation of the Core REIS
forms the basis for the multi-purpose
cadastre, eventually linking the attribute
data to maps. As accurate surveys are
completed and made part of th<: local
records, maps can be updated and real
estate accurately identified to create a
valuable information and planning base.

Ultimately, as incremental improvements
are made to expand the legal cadastre,
local administrations will be able to develop a comprehensive Land Information
System to register property ownership, document the guaranty of property rights,
effectively manage real estate taxation and support land resource management.
Local administrations will be able to develop long range real estate use plans,
provide for future services and economic development, and raise revenues from the
private real estate sector.
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1.4.1 Macroeconomic Benefits

What are the economic benefits resulting from the implementation and maintenance
of a REIS? Is there an economic justification for modifying current practices and
institutions? Why embark on this course at all?

.' - - ,- '., .. - .. - - '. . ..

The Manual supplies flexible, alternative
development methods requisite to· establish.
a RBIS. Diverse strategies· entail variable
time periods and costs. Gradualgrowth of
a full.· scale. REIS· .fr0i:rt .•• a· .Core··· system
supplies . the followmg > nunirnuIll
advantages: .• • •••.•.•••.. ••.. •.•.•.•.••••.•.• ..•.. •..•..•.
.(1)establishrrtent. oian.op~rative.system lit
lower cost; ••.•••.... .. .. .. . <. .. . ..•.••

(2)· income creatiolJ. sooneithan other

(~P:~:~;~ccOmmOdatiOntochange;•• andr •

(4). control of futUre··~:xpansiort/· ·allowmg.
optionS ·of addition<l1featur~s. (GIS, fiScal
cadastre andinvenforycontrol) ortthe·basis

.... _ .. - - -'-' -,-, _ ".". ,.-,- " --".,,---

of need and· appropriateness. ... An
alternative a.pproach is the direct
establishment of· an. integral .. real·. estate
information systeIlliiIlcludinga ... legal,
physical and fiscal cadastre.·· Called a"turn~

key" implementation, itisqvk1<ly installeq
follm'ving finalization· of •. allessential •. lega.l.
and· institutional modifications, A . U turn:;.
key" .. approach· iIlvolves a large .capital
expenditUre ina shoJ."tperioq· oftili1e Jor
facility preparation and equipment
purchase. Since itis.tlOtgradua!; ... thiS
approach will· not take •..• advantage. of
evolutionary, •. costeffecti"eadapfutio.n of
the system.· •It nui.YresUltinpremature
acquisition offacilities alldeql1iplll~Ilt•.•...••.

It is axiomatic that efficient real estate management is important to the economic
health of any municipality, since real estate constitutes a finite resource and ultimate
source of wealth. Therefore, improving real estate management techniques is certain
to benefit a community, both financially and socially.
Perhaps the most obvious area of 1i'F~~~~~R~E~I~S~D::;·•••·2ev0eGji=-:o/'p/'111/e0nf:'t==....==•.... ========]I
economic impact arising fromtUrii-K¢yorSfeady .
establishment of modern real estate Gr(rwth .
management techniques involves
property taxation. Real estate provides
local administrations with a logical
target for raising revenues. It is
important to consider, however, that
taxation of real estate should not be
viewed with the sole purpose of
revenue enhancement. It is possible to
be easily seduced by this perception
because of the immovable nature of
land, which makes it an easy target for
raising funds. The result of taking this
narrow view is ultimately disruptive to
effective real estate management. It
distracts attention from the accessory
application of tax measures as planning
tools for real estate use through
accurate land valuation. Ultimately,
accurate real estate market appraisal is
determined to a large extent by the
reporting of true market prices.

These questions arise within all government administrations which are
contemplating a modification of methods and practices which have been practiced
for generations and which work to an extent.

The long-term benefits from a fiscal
standpoint include the reporting of true
transaction prices, which reflect the
opporhmity cost of real estate. Under
reporting of market prices is to a large
extent a result of prohibitive taxes
imposed on transfers. Implementation
of a Core RBIS will need to address this issue, since information regarding accurate
market prices is critical to the functioning of a market-oriented real estate industry.
Currently, since under-reporting is common, tax impositions are very high to make
up the difference. Implementation of a Core REIS can lead to the development of a

1.12
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1.4.2 Microeconomic Benefits

Registration to protect rights to property is, of course, the most important aspect of

An additional area of macroeconomic
benefits occurs with the establishment of a
Core REIS. Once the basic data is gathered
and available for use and sale, additional
information can be connected by bUilding
supplementary data bases, such as the
information required by a fiscal cadastre.
For example, the information regarding
who currently owns what rights to which
parcel of land can accelerate the
consolidation of land plots and directly
benefit the growth of local revenues.
Administration and revenue collection from
leased land will be improved as "modules"
of data are linked to the Core REIS. All the
foregoing leads to greater efficiency and
lower costs for the local government as it
increases its knowledge and improves
access to information regarding existing
real estate rights. Better real estate
administration benefits the entire
community.

As previously mentioned, a local
government can attempt to establish all the

modules for a real estate management system at once, which is a costly and probably
inefficient alternative;it is more expedient to create a Core REIS as a basis of efficient,
cost effective system.

The establishment of a RBIS provides the necessary information, through easy public
access, to identify rights to real estate. If the proper legislation is enacted, this
information also provides certainty as to rights affecting the real estate. It can then
be considered that, for all practical purposes, these rights are "registered".

fair real estate tax system which will produce increased revenues, not through heavy
taxes that are not paid, but through fair taxes which are collectable.

Besides the above broad macroeconomic benefits to the community as a whole,
promotion of an active real estate market by implementation of a Core REIS also
gives direct (microeconomic) benefits to individuals who are involved in real estate
transactions. Experience in economies with active real estate markets reveals that
when accurate real estate information becomes transparent and accessible to the
participants (buyers, sellers, investors and other professionals), there is less fear of
becoming involved in transactions with an ambiguous title, and consequently the
real estate market accelerates and the cost of b'ansactions decreases.

The Fiscal Cadastre
.. Connection ..

...• fdk A .. future fiscal cadastre can be
linked to the Core REIS... Lower taxes
based on true values established byreal
estate. transactions will increase revenues.
Transfers ofrights would beautomatic~lly

reported to the tax authorities. In the
future, a city rnust be able to establish its
own tax rate· and keep the majority of
revenues· tP •.• improve.·infrastructure •• alld

:hJtr~:~~ev~~~:i w:x~. t:~~~~:i:
accurate reporting.ofinarket prices are: .
• If tI1e u<li1sactiq11. price is obviollsly

..••• understated; . tli~ ••. Irlllriicipality ·cquld
have first righttobuytheproperty at
that price and sEill itat an auction. .. .

• Require notaries· to verify the reported
price and impose heavy fines or even
forfeirureof the property for faihiretb

•. report the price accurately> ......•..••.

.. ::-=*:E::r.;r:=
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Finally, the security provided by accurate Core RBIS data, and ultimately by
registration, provides a strong incentive for owners or buyers to invest capital in
their real estate, thereby increasing its sale or rental value, which in turn provides
the local government with increased tax revenues. As market values are established,
the concept of "highest and best" use of the real estate begins to take effect. This
concept is critical for planning and development purposes. A broad overall result is
the increase in disposable incomes, which results in sustainable economic and social
development of the community.

)'1

d,l'L. Protecting Rights in Real
11I'tJI \ \"*r Estate
~~

There is no economic.benefit to either
the general public or the governmentif
the data provided is not accurate and
totally up to date, Protecting rights in
real· estate requires the enactment of
laws and acts. that,. prior to· or
concurrent with· enactment of a State
Registration Law, require that the bask
information. on real·· estate and the
associated ...•..• rights •.... be • recorded,
maintained and open to public· access.
The options for legislation are found in
Volmue IUoI this Manual. • .
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market-oriented economies. Security of real estate titles leads to increased
individual productivity, care of the land and
buildings and higher capital investments.
By establishing a REIS, the local government
sets a keystone in the construction of a
system which provides, from its very
beginning, security in the knowledge that
the information provided by the REIS is
correct.

What economic benefits can the general
public expect from accurate real estate
information?

In addition, implementation of a Core RBIS provides immediate benefits to owners
by reducing costs and delays in transferring real estate rights. This would occur
even before the establishment of a registration system, as long as the information
maintained by the local goverI1l'11ent is certifiably accurate and up-to-date. The
security provided in knowing not only who owns the real estate but also what other
rights exist permits greater use of real estate as collateral for credit. Enactment of a
registration law would greatly accelerate the process; but, even before such a law is
enacted at either the oblast or the Federal levet the credibility of the information 
provided in the Core RBIS would generate increased activity in the real estate
market.

It is beyond the scope of this Manual to
provide a detailed economic analysis of the
impact which results from establishing a
REIS or registration system. In generat individual real estate owners and other real
estate users benefit from improvements in local infrastructure, such as better roads,
lighting, services, etc. Despite the dislike for paying taxes, the expenditure of tax
revenues for local infrastructure improvement provides a return to the individual
real estate owners and users by making real estate in that community more valuable.
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2.1 Assumptions Underlying Development of a REIS

• The legal process and rules must be formulated to comply with the
conceptual objective set forth in the initial planning. 6

• The local (oblast and/ or city) administration has determined that it will
implement a REIS and will drive the political effort to fulfill its decision.

~M~~:::U;e:~~~e

This is not a real estate economics
Manual. However, it is impractical to
discuss the economic· benefits· to the
government and the public without
mentioning the concept or the "highest
and best" use of real estate.· Almost
every aspect of the real estate market is
affected by thiS .concept. The market
value of a particular piece of realestate
is essentially. determined·· ·by its best
alternative use. The following areas of
real estate management ari:irnpacted by
this concept: ....•... ••••..•.•...... .....••.•.......
• Realestatetaxassesslllent.. ...
• ... Real estateplannii:1galld zoning; .
•.. EilVironmentalmanagement.·
The stimulation in real estate market
activity· . resulfutg •.•..•front· .•.. access·· ..to.
accurate REIS info!mationWill· help to .
establish marketvalI1esapproaching the
value under the highest and best use..
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6 Emphasis should be placed on the involvement of legal professionals experienced in legislative
drafting from the beginning of the planning process. This will help avoid misunderstandings which
could occur if those drafting the legal basis for the establishment of the REIS are not fully aware of the
purpose underlying the system.

• The plan must define a clear concept of the overall objective, with
software and hardware systems development occurring over a specified
period of time.

2. Criteria for Establishing a REIS

In summary, the benefits of establishing
a Real Estate Information System apply
to the entire community. Information on
the location of real estate, who holds
ownership, user or other rights to the real
estate, the types of rights involved and
transactions affecting their real estate, is
a basic requirement for an active real
estate market and effective real estate
management. The REIS also provides the
basic pre-requisites for a property tax
system. Consequently, by establishing
the REIS, a local government benefits
itself and citizens living and doing
business in the community. This,
however, involves careful planning. This
Manual is designed to assist local
governments in its planning process to
establish the REIS, beginning with a Core
system or its alternatives.

Assuming local governments are convinced that the establishment and operation of
a REIS will benefit their community and the real estate market, the next step is to
create the pre-requisite conditions without which it is inappropriate to attempt
establishment of a REIS at all. TIre most important and difficult conditions to establish are
tIre institutional and legal pre-requisites underpinning the REIS implementation. Yet,
without the necessary institutional arrangements supported by a firm legal basis through
enactment oflegislation, any attempt to establish a REIS will be largely futile.

It has been previously noted that a REIS should be thoroughly planned before any
funds are expended on software and hardware. Certain broad assumptions must be
made following a decision to begin the planning process. These assumptions
include the following:
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2.2 Minimum Sequential Development for Establishing a REIS

These basic requirements should be considered as minimum criteria which must
be addressed and resolved during the initial stage of development.

~~u.Jl~~UliJ!~1!l:l ?
..•.. Informati<mSharirlg-ANecessa!1' •.

. .. . Benefit!·· ..
.. - -, -.- _ , .

.... - -- .

It is •• absOlutely·. critical that • data . held in
government agendesVyhichis> applicable •. to
operation of the. REISbe •sl1arect among the
agencies and particularly iA/ithfueREISoffice..
This is a basic minimuriirequisite; To fulfillit,
the necessary legislation atthemunidpallevel
must be enactedbifore .. any. other ·.substantive
work is cOmlnence& BllSkregistry information
must also be available to. tl1e.public,. investors,
bankers, etc..· None>of the infonnation.
contained in the minimum data •set (FIgure
II.5) is subject to the Federallawcontiolling
information.7 •. It.can~e •.furtherprotected~as
hasbeendbne in Tver.8 < ..

Local governmental agencies, such as the BTl, Land Committee, City Architect
and others involved with recording information on real estate should be
involved in a discussion of the purpose and scope of the REIS from the beginning
of the process. Barnaul, Pskov and other pilot cities, for example, created
"working committees" composed of representatives from each of the agencies
involved.
The administration must develop
a plan to develop a REIS over a
specified period of time. This
"business plan" should contain
all the information needed to
guide the development of the
REIS office, from initial planning
all the way to operation.

The local administration should
issue the necessary orders
specifying the obligations of the
various agencies in the
development of the REIS.

An agreement must be signed by
all the involved agencies which
commits each of them to share
information among themselves
and the newly established REIS office. The agreement should be sufficiently 
detailed to specify the method and management of information sharing.

•

•

•

•I

I
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I
• The legislation necessary to establish a REIS office must be enacted, setting forth

its functions and responsibilities.

I
Adequate, secure and publicly accessible space should be designated and, if
necessary, prepared for occupancy by the REIS staff.

I
I
I
I
I
I

7 Article 11 of the Federal "Law on Information, Automation and Security of Information" should not
be violated if "generic" information is disseminated to applicants interested in a specific real estate
object. For example, if a mortgage is held affecting the real estate, the fact of a mortgage can be reported
without disclosure of the holder or the amount. Of course, if the person or entity holding ownership of
the real estate provides written permission to disclose information, then the problem is solved.

8 In Tver, any third party requesting information is required to submit identification including an
address and telephone number together with the purpose of the request.
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2.3 The Legal Basis -- Oblast and Krai Legislation

Reorganization of city agencies in connection with their cooperation, roles and
responsibilities would not require the involvement of the oblast or krai
administration except under certain circumstances, for example when the BTl is a
federal entity rather than a city agency. Although a city does not have the legal
attributions to enact laws, it is permitted to implement acts which are sufficient to
establish the legal authority of a RBIS office and assure the cooperation of the
various agencies.9 Moreover, each administration may determine whether it is
appropriate to involve the oblast or krai to enact legislation assisting in
establishment of the REIS office. The legal basis for the establishment of a RElS
office is discussed in more detail in Volume III.

• Institutional

• Procedural

• Legal Basis

3. Basic REIS Components

\11.17

The functions concerned with institutional adjustments are closely linked to the
legal component. Nevertheless, the institutional component is discussed
separately in order to show the necessity of properly allocating functions among
agencies so that the REIS office can function efficiently and quickly generate
revenues for the administration. The necessary institutional adjustments
essentially involve reallocation of roles and responsibilities from the agencies
currently mandated with the collection of data regarding real estate and
associated rights, to the RElS office which can disseminate real estate information
and record data on transactions as tlrey occur. It is important to emphasize,
however, that this reallocation should not involve the elimination of any agency,
but will permit the current agencies, such as the BTl and Land Committee, to
concentrate on roles other than dealing with the public and access to real estate 
information.

The development of new procedures is a sh"aightforward consequence of the
reallocation of institutional roles and responsibilities. Once the conceptual plan
emerges and the roles and responsibilities of the REIS office and other agencies
are clarified, the rules and procedures necessary to implement and sustain the
REIS office can be developed. It is essential that the procedural changes take into
consideration access by the public and real estate professionals to information
necessary for the functioning of an active real estate market.

The legal component of the REIS must be established prior to any adjustments in
the roles and responsibilities of the various agencies currently involved in

9 The City Administration of Pskov has suggested that appropriate legal agreements between the
agencies and the REIS office should be sufficient, rather than adopting legislative acts. This alternative,
of course, can apply only in select circumstances where all agencies are convinced of the necessity and
appropriateness of an independent REIS office, as was the case in Pskov.

The following represent the basic components of a REIS:
I
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Hardware

Software

Data Plan

Information Flow

)?S1.18

recording and disseminating information concerning real estate and associated
rights. Without the establishment ofa legal basis for afunctioning REIS, very little will
be accomplished other than the creation ofa new agency which duplicates the activities of
existing agencies. Consequently, it is important to establish the necessary
conceptual basis for the REIS and its functions, followed by the drafting and
enactment of those acts which will permit the functioning of the office as
conceptually intended.

The suitable assignment and training of staff for the efficient operation of the
REIS office is also a critical component which must be determined in advance of
implementation. The number, functions, qualifications and cost of staff should
be considered from the standpoint of both immediate and future needs. The
source of suitable personnel should be considered in connection with their roles
and responsibilities.

The determination of the type and amount of computer hardware required is a
direct function of the institutional, legal and procedural setup of the REIS. As
previously emphasized, it is not recommended to address the determination of

Staff

Following establishment of the institutional, procedural and legal bases for
implementation of the REIS, a plan as to the quantity and quality of data which
will be included in the REIS and available to the public, professionals and other
entities taking part in the real estate market should be established early in the
implementation process. In order to develop an efficient operation, the Manual
strongly recommends the establishment of a Core REIS model which will provide only
the hJpe of information which investors, buyers and sellers need to make decisions. The
elimination of data which may be important only for administrative purposes
but not for public users, will economize start-up costs and permit the REIS office
to begin immediately generating funds which can be used for later expansion of
the system.

Only after determining the purpose and functions of the REIS, as decided by all
the foregoing plans, should consideration be given to the type of software which
would permit the functioning of the RBIS. This technical area should not be
established fil'st, but only when all other considerations have been determined.

As part of the determination of the type of data which will form the basis for the
REIS, a clear outline of the current and future flow of information should be developed.
This component is an integral part of the institutional modifications that will
occur in the planning process. Smooth and functional information flow is vital to
the success of the REIS and is valuable for establishing public trust that the data
maintained by the REIS office is accurate and up-to-date.

•

•

•

•

•
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hardware or software components until all other issues regarding the implementation
and operation of the REIS has been decided. Although the temptation to start by
determining the hardware and software components is strong, any development
of hardware and software prior to the establishment of other components risks
incurring expenses to purchase equipment which will not be required
immediately and maybe not at alL The business plan should project expansion
of the system and include a strategy for the acquisition of additional hardware
and software, utilizing revenues generated from the operation of a Core REIS.

Each of these components is described in detail throughout the Manual. The
foregoing, however, may be useful to focus the attention of municipal decision
makers on the steps and components required to implement a Core REIS and to
show that the initial REIS office can be expanded to include other revenue
generating functions as proceeds are generated.

4. Institutional Structure for the REIS

4.1 Introduction

The Real Estate Information System (REIS) must be incorporated into the existing
institutional structure of the city. This may be done in a variety of ways. There is no
"right" answer as to how the RBIS should be structured. TIre only "right" answer is to
find the institutional structure and combination offunctions which works best for the REIS
office in any given CitJl. A number of options in this regard will be presented in this
chapter of the Manual.

The REIS should increase the capacity of the city to process real estate data and
support the development of a land and real estate market. The REIS should expand
the use of real estate data, and provide increased opportunities to generate fees from
the lodging of documents and the sale of information-based products and services.
The object of creating the RBIS is to provide a system which increases the value of 
the separate groups of real estate data by combining them. The resultant
combination will be greater than the sum of its parts.

This section of the Manual discusses the major issues facing city and regional
administrators as they consider the organizational and institutional changes
required to implement the REIS.

4.2 Need for Political Support to Implement the Changes

The most important lesson learned in the implementation of the REIS in the nine
pilot cities was that without tire proper political support from tIre head of tIre cihJ
administration, tire project cannot succeed. The most significant problems in the
implementation of the REIS in the nine original REIS cities were institutional, not
technical. Technical problems can be solved relatively easily by employing the right
technical specialists. On the other hand, institutional problems can only be solved by
firm decision-making at tire highest levels of tIre city administration with cooperation of tIre
oblast administration, followed by understanding of the necessity of the process at all
levels and proper implementation of those decisions.

The required decision-making may take many forms. Agencies will be required to
share their data resources in ways which they have never done before. In some cases
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it may be necessary to transfer functions from one agency to another. It may even be
necessary to create new agencies. Personnel may need to be reassigned from one
agency to another. New rules and procedures will have to be developed. The head
of the city administration must make the correct decisions in these cases and then
enforce the decision so that the proper result occurs. If the mayor is unwilling or
unable to do this, implementation of the system cannot succeed.

4.3 Factors to Consider when Evaluating Institutional Alternatives for the REIS
Office

The REIS will not operate in a vacuum. It must be inh'oduced into the ongoing
operation of city functions. It must be organized and defined so that it makes a
positive contribution to the overall functioning of city agencies. It must create no
additional work or burden on citizens and real estate professionals who are the
primary users of the system. In order to meet these goals, the organization,
placement, definition of functions and definition of paper flow must be carefully
thought out before the system is implemented. Review of proposed organizational
structures with city officials, technical persons in existing offices, and clerical
personnel who bear the brunt of processing paperwork is absolutely essential to
defining the proper institutional structure. Meetings should also be held with
members of the real estate community to receive their input into how paper flow and
procedures should be defined.

In this section, various alternatives related to the issues faced in trying to determine
the institutional structure of the REIS will be presented. A fuller treatment of
institutional issues will be found in Volume II.

4.4 Functions which the REIS Office Should Perform

The range of functions which the REIS office may perform can be thought of as a
continuum. The REIS office may perform relatively few functions or it may perform _
many, depending on local conditions. Regardless of the number of specific functions
which the REIS office will perform, the REIS office should be a resource for other city
agencies which deal with land and real estate information. Experts in the RBIS office
should understand data flows, methods for collecting and processing data, and
procedures for processing documents. These experts should be available to assist
other agencies such as the BTl, Land Committee and the City Property Committee.

If only minimal functions are relegated to the REIS office, it may function as an
information office only. In this capacity, the REIS office would process data which is
collected by other agencies. The RBIS office would then serve essentially an
information function. It would collect, process, store and disseminate data obtained
from the other agencies. All registration and other functions would be performed in
the offices in which those functions now take place. This institutional arrangement
is illustrated in Alternative II of. Figure 1.3.

At the other end of the continuum, the REIS office could function as a registry as
well as the information center. Unless and until there is legislative authority for the
RBIS office to function as an official registry, representatives from the BTl, the Land
Committee and the City Property Committee could be assigned to work in the RBIS
office and perform their registration functions there. This arrangement would
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provide the convenience of one location for both information and registration. This
option is illustrated in Alternative I of Figure 1.3,10

In more specific terms, it is possible to identify a number of functions which the REIS
office could perform along the continuum from a simple information office to a
complete registry. Among the possible functions which may be performed in the
REIS office are the following:

• lodgment and initial processing of documents required to effect changes
in the ownership of rights in real estate objects;

• initiation and coordination of data enh'y;
• archiving of documents;
• serving as the main point of access to real estate-related data;
• developing a comprehensive, multi-purpose cadastre for the city;
• developing new or revised software to support registration;
• providing a unified office to perform the registration function.

The decision to give to the RBIS office any or all of these functions depends on how
the collection, storage, processing and maintenance of land-related data will be
allocated among the various agencies. The shape of the institutional structure and
the distribution of functions within that structure will, to a large degree, determine
the configuration of the supporting computer system. Consequently, the institutional
decisions must be made first. The computer system should support the organizational
structure, not determine it.

10 Enactment of the Federal "Law on Registration of Rights in Real Estate and Real Estate Transactions"
would permit the conversion of the REIS to a registry.
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4.4.1 Lodgment and Initial Processing of Documents Required to Effect Changes
in the Ownership of Rights in Real Estate Objects

The RBIS office could function as the place for lodging documents which effect
changes in the ownership of rights in real estate objects. This is not necessary for the
successful operation of the REIS, but there are two reasons why it should be
considered. One reason is that a central place for lodging may be more economical
for the city, and if properly located will be more convenient for the public as well. A
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second reason is that it would provide a first step for eventual consolidation of land
related offices into one office which will collect, process, store and manage all land
related data.

Initial processing of the documents after lodging includes such steps as verifying
that the documents are in proper form, collecting the required fees, and completing
any abstraction forms which may be used in preparation for data entry. Initial
processing may also include copying the documents for archival purposes or for
returning by mail to the person who filed the documents.

Of course, documents could be filed in the usual offices such as the BTl or Land
Committee, with either copies of the documents sent to the RBIS office for entry, or
with data being entered in those offices and sent to the REIS office for updating its
database. The REIS office can perform its information system functions without
being the initial point of lodging documents, but it may be more efficient that it do
so.

4.4.2 Initiating and Coordinating Data Entry

As suggested in the foregoing section, a central place for lodging land-related
documents is preferable for a number of reasons. Filing such documents centrally
will make the data entry process more efficient. The RBIS office can and should
function as the initial office for data input, and its data entry staff should coordinate
other aspects of data entry for the REIS. This would also provide for easy conversion
to a registry.

If documents are filed in the RBIS .office and if the data from those documents are
then entered into the database in the REIS office, the RBIS office could send that data
to the appropriate office (either by manual transfer of disks or tapes, or electronically
by modem or fiber optic connection). Alternatively, the REIS database could be
accessed by either modem or fiber optic communication from the other offices, and 
the data flow could be in the other direction. Either way is possible, and the choice
is really up to the individual cities, depending on what is best for the city.

4.4.3 Archiving of Documents Evidencing Changes in Ownership of Rights in
Real Estate Objects

Currently, documents evidencing changes in ownership of rights in real estate
objects are usually archived in the BTl office and in the Land Committee office.
Some documents may be archived in the Property Committee or various other
offices concerned with privatization or housing matters. Introduction of the REIS
need not change the location of the archiving function. However, it may be decided
that in order to reduce clerical effort and streamline paper flow, documents should
be archived in the RBIS center. This can be done by assigning the personnel who
currently do the archiving for those offices to archive their documents in the REIS
office. In this way the archiving function would remain with the BTl or Land
Committee as it does now; only the physical location would change.

As an alternative to archiving paper documents, the REIS office could archive
microfilm or laser disk images of the documents. This alternative may be more
advantageous than simply archiving paper documents, because it would provide a
backup in case the original documents were damaged or destroyed. The REIS office
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may be a proper place to provide this secure backup archival function. Archiving of
paper documents could then be performed as is currently.

4.4.4 Serving as the Exclusive Point of Public Access to Real Estate Related Data

As will be discussed in Chapter 2 of Volume II below, access to the data contained in
tlle REIS must be made available to those who need that data. That Chapter also
discusses the rules under which access can be made available The present section
discusses where in the city will access be provided.

Providing access to data is not free. There are costs associated with that service.
One cost involves the physical facilities dedicated to receiving members of the
public. The rent, repair and maintenance costs of this space must be paid for.
Personnel costs are another component. Sufficient staff resources must be allocated
to provide satisfactory service to the public. In addition to the physical facilities and
staff costs are the costs of computers, monitors, printers, paper, printer cartridges,
communications lines and other supplies needed to access the computer databases in
which most of the data will be stored. There is also a cost to the public. The time
required to travel to the access point and the waiting time required to receive the
data must also be considered. Having only one access point in a large city may be
convenient for the city but inconvenient for some of those who require access.

The city must balance the need for efficiency and centralization of access services in
order to minimize its costs with the needs of the citizens to have easy and convenient
access to the data. Access points could be established in the Property Committee
office, in the Land Committee office, in the REIS office and in the BTl office or
offices. Alternatively, only one access point could be established, presumably in the
REIS office. There is no right or wrong answer to this question. Each jurisdiction
will have to determine the number of access points which are required to adequately
serve its citizens.

4.4.5 Developing a Comprehensive Multi-Purpose Cadastre for the City

The Real Estate Information System Project is being undertaken in the context of
significant worldwide change in the management and use of land information by
local and regional governments. Traditionally, data regarding land, the buildings
erected thereon and all the attributes thereof have been collected and maintained by
separate agencies and were not integrated except when certain data had to be
assembled to meet the needs of a specific project or report. As governments the
world over are now forced to manage their resources more efficiently, they have
found that this disparate treatment of land information has lead to poor decision
making and less-than-optimal resource management.

The advent of new technology such as relational databases and automated mapping
capabilities have enabled local governments to consolidate their land information
resources into powerful databases. These databases are sometimes called geographic
information systems or multi-purpose cadastres. With these systems, tabular data can be
assembled, coded, and displayed on maps to give decision-makers more complete
information regarding the location and relationships of spatial phenomena. These
powerful tools permit better management of municipal resources and lead to better
planning and management decisions.
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THE FISCAL
CADASTRE

THE PHYSICAL
CADASTRE

FIGURE 1.4 : THE MULTI-PURPOSE CADASTRE

The multi-purpose cadastre (Figure 1.4) is composed of three separate cadastres:

• The first is the juridical or legal cadastre, which contains data regarding the
description of real estate objects. and their ownership and other rights in them. This
cadastre, of course, is basically the RE1S database.

• The second component of the multi-purpose cadastre is the fiscal cadastre. This
cadastre contains data on the valuation of real estate objects and is used to
support properhJ taxation. The fiscal cadastre must be linked to the juridical
cadastre.

• The final component of the multi-purpose cadastre is the physical cadastre. The
physical cadastre contains data on the physical aspects of the land such as soil
type, vegetation, minerals, land use, and so forth.

Of the three cadastres, the juridical cadastre should be built first because it is the
basis on which the others are built.

The RE1S office, using the RE1S database, could take the lead in developing the
multi-purpose cadastre. Data regarding individual real estate objects form the basis
of the development of such a cadastre, and the RBIS will contain that data. The
multi-purpose cadastre should be built on this foundation.

The REIS office is not the only office which could be given responsibility to build the
multi-purpose cadastre. Other choices include the Chief Architect's Office or the
Land Committee. Indeed, several agencies could be charged with the responsibility
to build the cadastre. The agency responsible for land taxation could build the fiscal
cadash·e containing taxing information, and the Land Committee together with Chief
Architect's Office could build the physical cadastre. Ultimately, however, one agency
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must have the responsibility for creation and management of the multi-purpose
cadastre. The REIS office may be the proper office to assume this responsibility. If
the city creates the Land Information Board, as discussed in Section 6, below, that
Board rather than the REIS office could assume responsibility for developing the
multi-purpose cadastre.

4.5 Role of the REIS Office vis-a.-vis Other Agencies in the City

Discussion of the functions of the REIS office raises the issue of relationship of the
RBIS office to the other offices in the city. Creation of the REIS office will not take
place in a vacuum. City officials must take into consideration the way in which the
roles assigned to the REIS office will impact the roles of other offices in the city.

Assigning certain roles to the REIS office may under some circumstances lead to
changes in the roles of other agencies. This, of course, can lead to administrative and
political difficulties as agencies resist changes in their powers. It cannot be stressed
too much that either all agencies must agree to the new assignment offunctions, or the head
of the administration must have sufficient political strength and will to force implementation
ofthese changes.

In addition to considering the political ramifications of changed roles among
agencies, one must address practical considerations such as payment of fees,
duplication of document lodging and other redundancies which may be
inadvertently created by establishing the REIS office. Such redundancies will give
users a negative image of the REIS office, and thus will limit its effectiveness. These
issues are treated in more depth in Chapter 3 of Volume II.

4.6 Powers which the REIS Needs to Operate

Certain powers must be granted to the REIS office in order for it to perform the
required functions. At a minimum, the office should have the power to hire_
necessary staff and acquire the essential equipment. The REIS management should
also have a significant role in determining where its offices will be located.

The REIS office should also have, subject to the authority of the Head of the City
Administration or the Land Information Board (see section 5 below), the power to
make rules and regulations governing the flow of documents or data to the RBIS
office. The REIS office needs this power to assure that it receives all the documents
(or data available in digital form) which it needs in order to properly carry out its
functions. This includes powers to enact the rules and regulations required to
eliminate duplication of data collection and other procedures.

4.7 Staffing requirements

The staff required by the RBIS office will be largely dependent on the functions
which the office performs. Clearly, persons with experience in processing
documents pertaining to real estate objects are required. These persons must know
how to read the documents, understand them and extract from them the appropriate
information for the computer system.

Systems specialists will also be required. These specialists must know how to design
and implement the systems containing pertinent real estate data. Some of the
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specialists must be programmers; others must have experience creating Local Area
Networks and possibly Wide Area Networks. Data entry operators will also be
required.

As the RBIS office becomes a registration office following enactment of appropriate
legislation, additional specialists will be required, particularly attorneys who can
function as registration experts. Thus the staff of the REIS office will comprise a high
percentage of professional and technical employees.

4.8 Equipment Requirements

The amount of equipment required by the REIS office will be determined by the
degree to which the office is computerized. It will also be determined by the number
of public access terminals required to serve the people who will visit the office to
request information.

If the RBIS is computerized, terminals for data entry and public access will be
needed. Depending on the processing power required and the software used, 486
DX2j 66 computers are the minimum required. Pentium processors or even RISe
(Reduce Instruction Set Computing) machines will be necessary for some
applications. Printers, copiers, and equipment for processing graphic data will also
be required. Volume 4 analyzes these requirements in detail.

4.9 Physical Facilities Required

The REIS office must have sufficient space to allow its employees to work efficiently
and to accommodate the needs of the public. One room should be allocated to the
public which will come to request information and any certificates which the REIS
office might issue. Other rooms must be provided for data entry and other
processing of the papers which are filed in the REIS office. If the REIS serves as an
archive, space must be allocated for that function as well. The archive room should_
be especially secure and equipped with sprinklers or other devices to minimize the
damage which could be caused by fire. If programmers and other computer
specialists are part of the REIS organization, they must also have sufficient space to
work efficiently. Rooms containing only one or two persons would be preferable; if
that is not possible, partitions should be placed in the room to give the programmers
as much privacy as possible.

The RBIS office should have an ample supply of electricity on several separate
circuits. This is necessary to support the large amount of computer equipment the
RBIS office may contain, especially if maps and plans are converted to digital format.
Carpeting, appropriate lighting and furniture such as chairs, small tables, etc. should
also be provided to accommodate the public.

5. Specific Institutional Alternatives

Once the decision is made to establish a REIS, the next decision must be where to
locate the REIS in the city organizational structure. There is no "right" answer as to
where the REIS office should be located. The REIS should be located where, from an
administrative and political viewpoint, it works best for the city. Following is a
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discussion of four different alternatives which may be considered, along with the
advantages and disadvantages of each.

5.1 Mayor's Office

One alternative is to locate the REIS in the office of the head of the city
administration. This alternative gives the Head of Administration direct control of
the REIS office, and would also permit the mayor to provide direct administrative
and political support to the REIS. This would permit easier enactment and
enforcement of the rules and regulations which the REIS office will need to make,
and would enhance the stature and prestige of the office.

The difficulties with this alternative are that the RBIS office requires specific
expertise regarding land records and computer systems. Most of the expertise in
these fields in the city will be found in other offices, such as the Land Committee, the
City Property Committee, the Chief Architect's office or the BTL Putting the RBIS
office in the Mayor's office gives political support, but moves it away from the
offices which have the required technical expertise.

5.2 Informatics Department

A second alternative is to place the REIS office in the existing city information
systems department, if one exists. This would give the RBIS office the skills it needs
in computer programming, systems analysis and network administration. However,
the informatics department would not necessarily have skills in land records
management, a critical need for the RBIS office. If the informatics office has the
authority to promulgate and emorce rules and regulations regarding systems
operation, placing the REIS in that office would give it authority to define the rules
and regulations necessary for REIS operation.

5.3 Property Committee (KUGI)

A third alternative is to place the RBIS office inside the Property Committee office.
This has been successfully done in a number of REIS cities. This alternative is
especially attractive if, in addition to managing the REIS office, the KUGI is given
the responsibility to manage the BTl offices as well.

The City Property Committee is responsible for managing city-owned real estate and
is thus familiar with records pertaining to real estate objects. Several city property
committees have functioning computer departments Thus from the technical
viewpoint the Property Committee is a good candidate for managing the REIS office.

Drawbacks of using the Property Committee include the fact that it has no
jurisdiction over land and buildings. However, as noted above, several cities have
given the Property Committee jurisdiction over the BTl, which diminishes this
drawback.

5.4 Bureau of Technical Inventory (BTl)

The BTl offices, which have a long history of registration of interests in buildings
and apartments, may be suitable for location of the RBIS. Many BTl offices are
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computerized, which is an additional reason to consider BTl as an institutional horne
for the RBIS. This option was implemented by the city administration in BarnauL

The obvious drawback to using the BTl as a horne for the REIS is its lack of
experience with land parcels, the responsibility for which has been in the Land
Committee. Giving responsibility for a presumably unified real estate information
system to the BTl may also be politically difficult.

5.5 The Land Committee

Land Committee staff has expertise in cadastral mapping and registration of
documents. It understands how interests in land are transferred. Many Land
Committee offices have significant computer resources as well, including software to
produce maps in digital format. Some even have Geographic Information System
capability. Thus in many cases the Land Committees have the technical expertise to
support a RBIS.

Like the BTl offices, however, the Land Committees are not experienced with aspects
of real estate with which they do not deal. Thus they have no experience in working
with buildings and apartments. Also, for political reasons, use of the Land
Committee as the institutional horne of the RBIS may not be appropriate because it
does not provide a neutral home for what is to be a unified, comprehensive system.

5.6 Other Alternatives

The foregoing examples are merely suggested for illustrative purposes. As was
stated earlier, the political and adrriinistrative situations in the cities are different and
the solution adopted in one city may not be workable in another. Many cities are
likely to devise institutional arrangements different from the ones presented here.
The ultimate criteria for location of the institutional home of the REIS is not
adherence to one model or another, but what works best in the city which _
undertakes the system. Figure 1.5 shows the REIS institutional arrangements which
have actually been adopted in Pskov and in Nizhni Novgorod. Table 1.1 compares
the institutional location of the REIS in then REIS cities.

6. Need for Oversight -- The Land Information Board

One of the biggest institutional changes which the management of land information
brings to a city or regional government is cooperation. Agencies which have ignored
each other or perhaps have even been at odds with each other find that the proper
management of land data requires a degree of cooperation not previously thought
possible. As the use of land-related data increases, this cooperation may become
more formal and institutionalized. Thus the need for a formal body to monitor and
manage the cooperation arises. A Land Information Board could be created to do
this.
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Nizhny Novgorod Registration Office

FIGURE 1.5: ACTUAL REIS SETUPS IN PSKOV AND NIZHNI NOVGOROD
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The Land Information Board should be a policy-level body charged with the
responsibility to set city-wide policy for the creation and use of land information.
The Board should be composed of the heads of the agencies in the city which have
primary jurisdiction over the creation of land information. This would include, at a
minimum, the heads of the BTl, the Land Committee, the Municipal Property
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Committee, the Chief Architect's office and the RBIS office. The heads of the
Housing Committee, the Privatization office and the Computer Systems Department
may also be members of the Board.

The head of the Board may be the mayor, a deputy mayor, or one of the members of
the Board designated by the mayor to act as chairperson. Ideally the mayor or a
deputy mayor should be the chairperson. That might reduce the possibility of
institutional bias in the work of the Board.

The first task of the Board is to formulate a written policy document governing the
management and use of land-related information held in city offices or otherwise
generated or controlled by city agencies. The policy document should address
questions of ownership of the data; agencies responsible for collecting, maintaining,
storing, and processing the various categories of land-related data; which data may
be available for public access and under what conditions; the extent to which the city
will engage in the creation of information-based products and services, and the
prices to be set for those products and services; and any other policy-related issues
which may arise with respect to the creation, maintenance, use and dissemination of
land-related data. Following preparation and adoption of the policy document, the
Board should meet on a regular basis, not less than monthly, to consider the issues
which arise in application of the policy to specific situations.

As the RBIS develops and matures, and as the city gains experience with the
management and use of land-related data, it may become necessary to create other
coordinating bodies. One such body may be a Technical Committee, composed of
technicians from the various offices represented on the Land Information Board.
This Technical Committee would"be responsible for identifying and resolving the
technical issues which may impede data sharing and dissemination of land-related
information to the public and to the agencies which need to share data. The
technical specialists on this committee would develop recommendations and plans
for action which would be submitted to the Land Information Board for approval. 
Another coordinating body which may be required in future years is a Management
Committee. The Management Committee should be composed of senior managers
(not policy-makers) from the various agencies represented on the Land Information
Board. The Management Committee would concern itself with the coordination of
administrative and management affairs, and make recommendations to the Land
Information Board.

As the REIS matures into a fully developed mUlti-purpose cadastre, the issues facing
these committees will become increasingly important. As the various databases
making up the cadastre become larger they will become more valuable to a variety of
users, including federal, oblast, and city agencies; real estate developers; real estate
brokers; and citizens. As demands on the cadastre increase, the policy, management
and technical issues faced by it will become more numerous and complex. It is
important to have the necessary coordinating bodies in place at the early stages of REIS
development so that tl1eY can learn to work together when the issues are fewer and simpler.
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City REIS or Re~stryOrganization
St. Petersburg An information system was established in each city raion to store

data from agencies having land- and real-estate-related data. Data
is passed upward to a cenb·alized city-wide information system.
Ultimate responsibility for this system rests with the Mayor's office.
Registration is performed as has been done historically.

Pskov A registry was established in which representatives from the BTl,
Komzem and KUMl will perform the registration function. The
registry will implement and maintain a computer system to
support the registration process.

Tver A centralized registration office was established to handle all
registration currently performed by BTl, Kornzem, etc. The city
informatics department will maintain the computer system for the
registry.

Orenburg Each agency will perform registration as has been done historically.
The city informatics department will create and maintain a real
estate information system containing data regarding real estate
objects and the registry process.

Nizhny By mayoral decree, the BTl offices were placed under jurisdiction of
Novgorod the KUMI. Within KUMl, a Registration and Technical Inventory

Department was created to manage the registration process. A
computer section within the Registration and Technical Inventory
Department is developing the necessary computer programs to
support registration. To provide a single place for all registration
in the city, a Kornzem representative within the registration office
handles land registration matters.

Barnaul Registration will be performed by the agencies which have
historically done so. The BTl is charged with the responsibility to
operate and maintain the REIS Center, which will house the
computer system and store all registration data.

Yaroslavl A REIS. Center which is responsible for the collection of land- and
real-estate object related data was established under the mayor's
office. The RBIS Center will share its data with the other agencies.
Registration is being done by the agencies which have historically
done so.

Vladimir The registration process is performed by BTl, Kornzem and KUMI
as has been done historically. A REIS Center was established as
part of the mayor's office for maintaining an information system to
support it.

Krasnodar An Information Agency was established in KUMI to store land-
and real estate-related data from Komzem and BTL Registration
will be performed by those agencies as has been done historically.

Pechory A registration office was established to coordinate the registration
process and to maintain the information system to support
registration. Registration will be performed by the BTl, Komzem
and KUMI as has been done historically.

Table 1.1: Institutional Arrangements in the RBIS Cities
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7. Enact Institutional Changes into Law

When the basic decisions regarding the institutional and organizational changes
have been made, they should be formalized in a proper ordinance to be promulgated
by the head of the city administration. The ordinance should clearly define the
organizational structure to be implemented with the creation of the RBIS, the
functions of the RBIS office, the powers of the office, any changes in functions of the
other offices due to formation of the REIS. It should also provide for appropriate
staffing and funding.

8. Developing the Business Plan

This chapter concerns a material element in the development, implementation,
operation and expansion of the REIS: the "business plan" .

A business plan can take a variety of forms which are not simply devoted to the
private sector of the economy. It does not merely include objectives. The business
plan contains the strategy for reaching the REIS objectives and thus is essential to the
success of the REIS.

8.1 Why Develop a Business Plan?

Any "business enterprise", and government can be considered a type of
business, in order to determine a strategy for development, must clearly outline its
current status and define the goals which it hopes to achieve. After defining the
strategic goals, the appropriate operational methods for reaching them can be
analyzed. During this process the issues, problems, costs and competing interests
will surface through engagement among various agencies responsible for developing
and implementing the REIS. Formulating the business plan will give a clear _
understanding of the time necessary for each stage of development. The true costs
can be balanced against the expected revenues. Directions for modifying
institutional roles and responsibilities will become apparent, and inefficiencies
which resulted in unrealized income for the administration can be corrected.

Once the business plan is completed, the city administration and collaborating
agencies will have a road map showing the direction and timing of implementation
stages. Developing such a plan also provides the administration with alternative
strategies for reaching the defined goals. This flexibility is important because it
permits avoiding non-productive avenues of approach as implementation proceeds.
Development of interchangeable routes to accommodate shifting situations allows a
level of flexibility which assists in maintaining a smooth implementation process.
Simultaneously, by involving all relevant agencies in the development and
implementation of the plan, a consensus approach may be implemented. This will
avoid the necessity of imposing a plan from above or suffering surprising deviations
from the plan.

The ultimate objective is to supply a document which takes into consideration all the
aspects of development and operation, producing a steady, incremental
implementation of the plan.
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FIGURE 1.6: INCREMENTAL DEVELOPMENT OF THE REIS

8.2 Short-term and Long-term Goals
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Producing a strategic document that targets achievable goals prior to instituting
institutional and budgetary changes is also important when considering short-term
operational benchmarks. For example, a long-term strategic goal might be the
development of a Land Information System ("LIS"), including legal, fiscal and
physical cadastres. As previously discussed, the immediate "turn-key" approach is
one option which can be taken by an administration in an attempt to achieve its
long-term goal in a short period of time. Clearly, this is a very expensive approach
and may involve the acquisition of hardware, software, office space and personnel
which are not immediately necessary but which will constitute a drain on
administration funds with no commensurate return.

A different approach to reach the long-term goal of an operational LIS is to
implement the REIS Core. Building from the Core while generating revenues will
then permit the administration to add "modules" when required. This incremental
development approach (Figure 1.6) allows the system to be self financing to a large
extent and can take advantage, when implementing each new module, of the most
recent technology. The speed of expansion can vary depending on the level of
revenue generation and the needs. Consequently, although long-term planning is
useful for setting forth the strategic goal, short-term operational targets constituting
benchmarks are the true building blocks which permit the ultimate objective to be
reached.

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



Finally, a number of different business plans may be created to take into
consideration various development scenarios; or, one business plan can be modified
to show differing implementation strategies. This is very useful for comparison
purposes and will assist in determining what the administration can realistically
afford and expect to receive. Again, scrupulous presentation of alternatives, costs
and expected revenues must be included.

Annex LA to this Volume contains a sample business plan. Like this Manual, it is
intended to be used as a tool for the designing of the strategy which the
administration will follow to implement, operate and expand the RBIS. The example
is an outline showing the major components of a business plan. It may serve as a
template for a city administration to devise its own form. Perhaps the most important
areas of concern for any governmental organization are the cost and revenue sections of the
plan. It is crucial that these sections accurately reflect true costs and potential
revenues. If costs are under-estimated or umealistic revenues are projected, the
entire purpose of the business plan will be undermined.

The business plan should contain the ultimate strategic objective, whether that
involves the full scale LIS or is limited to the REIS Core. Regardless of the final
objective, each stage of development will contain the short-term operational goal
which must be reached prior to engaging in activities that apply to the subsequent
stage. Of course, elements such as training and inter-agency communication overlap
stages and are necessarily a constant. However, for the most part, discrete stages of
development produce benchmarks from which subsequent development is evolved.
If we define failure as ending up with a non-integrated, inefficient and costly system,
the risk of failure increases dramatically if there is no business plan. Thus the
business plan is a prerequisite to development of the REIS Core.

I¥J:::u:::::._
able events can produce
profou.nd changes, An oriental
proverb states that a butterfly
in China, flying from flower to
flower, .will produce a breeze
that can grow to a hurricane in
the United States. < ...••.

By building-in stagesthah:an
be .modified •• as.situations· .and
needschange,administrati0l1Swill. be able to. achieve their
strategicg()als;. Adherence to a
:rigidIbng-range plan. may not
result in •..... the·· .••·anticipated
objectiv~s. ••• . .

Although many books have been written regarding strategic planning, particularly
in reference to private corporations, there are many reasons to be cautious when
attempting to apply the insights contained in
corporate planning manuals· to governmental
operations. Indeed, it is now commonly perceived
that long-range strategic planning is the least
efficient method, due to situational adjustments
that may be required or which are imposed by
outside factors. For example, minor changes in
events may alter outcomes to an extent not
anticipated by the planners, much as a seemingly
small change in weather patterns can severely
affect crop yields in the future, which in turn
affects availability and in turn affects prices.
Therefore, it is prudent to develop a long-term
strategy based on short-term operational goals
which can be modified to meet changing
conditions. The ability to make appropriate
modifications in short-term plans in order to reach
the chosen goal is cost efficient and conserves time.
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Annex LA

BUSINESS PLAN FORMAT

1. Strategic Statement

This section should contain a simple, two or three sentence statement stating the
ultimate goal of the administration. For example:

" The objective of the Administration of the City of is to design,
implement, maintain and operate an automated, unified Real Estate Information
System which contains all the information found in a real estate registry. The
information contained in Real Estate Information System will be easily accessible to
the general public, the Administration of the City of and all
agencies and departments of the Administration. In addition, the Real Estate
Information System will be open to other governmental agencies, such as the Oblast
Administration, the agencies of the Russian Federation and all other physical and
juridical entities requiring information on real estate and rights associated with such
real estate."

2. Current Status of Real Estate Information Collection, Maintenance and
Distribution

This section should contain an outline of the organizations, procedures and
operation of the current system. It should not be as extensive as the User Analysis,
but must, nevertheless, contain the information which forms the basis of the current
system, its data flow and the manner in which it serves its customers.

The operations of the agencies which control recording of documents and act as
repositories of information, such as the Bureau of Technical Inventory, Land
Committee, City Property Committee and Office of the City Architect, should be _
clearly spelled out in this section.

In addition, as a complete analysis of the operating structure that presently exists,
reference should be made to the section covering financial matters as a basis of
comparison between current expenditures and income and the expected
expenditures and income of the new office.

3. Purpose and Aims of the REIS

This section is intended to provide a review of the proposed system which expands,
in detail, the objectives contained in Section 1. The objective of this section is to
clearly state the purpose of the REIS and provide the foundation of justification.

For example, if the strategic objective stated in Section I is to create a Core REIS,
then its purpose will be defined and expanded here. If the strategic objective is to
create an LIS (Land Information System combining a fiscal, physical and legal
cadastre) then the reasoning behind the decision must be explained and justified.

The Purpose section should list the major functional objectives of the new office.
These objectives may be broken down into the following categories:

1



Stage One:

Example of Multi-stage plan:

Example of entries for single stage plan:

4. Legal Requirements

512

• Stage One Objective
• Product and services to be rendered
• legislation required
• expenditures and projected revenues
• goal assumptions and linkage to Stage Two
Stage Two:

• Primary functions, such as the recording of all interests in real estate and the real
estate affected and provision for access to all data.

• Objective
• Product and services to be rendered
• legislation required
• expenditures and projected revenues

Furthermore, a sub-section should develop the strategy for marketing the services
and "products" of the office. A list should be developed of the potential users of
information and how these users will be made aware of the services provided. This
sub-section will assist the Administration in focusing on the areas which will
produce revenue for the city and will be linked to the financial portion of the
business plan.

Section IV should cover the existing legislation which supports the establishment of
the office and outline the additional legislation (Orders or other acts) which must be
enacted prior to the implementation and operation of the office. If the strategic
objective involves a staging of development and establishing targets at the
completion of each stage, then an analysis must be performed and set forth in this
section as to the additional legal basis, if any, which must be established prior to the
implementation of each phase of development.

• Supplementary functions, such as the distribution of information concerning the
operation and functions of the office.

• Secondary functions, such as sale of maps created by the office and compilation
of real estate market information which can be sold to developers and investors.

Whether the strategic objective involves one phase or several, it is critical to itemize
the elements of the plan which will be instituted to achieve the goal. Each operating
stage should similarly detail the steps to be taken to reach the implementation of the 
phase involved and set the stage to implement the subsequent stage. This section
essentially represents a "mini-business plan".

5. Operating Strategy
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• Stage Two Objective
• Operating assumptions and pre-requisites (stage one anticipated operational

goals pre-requisite criteria to implement Stage Two).
• Product and services to be rendered
• legislation required
• expenditures and projected revenues
• goals and linkage to Stage Three

Stage Three (final phase):

• Stage Three Objective
• Operating assumptions and pre-requisites (as in Stage Two)
• Product and services to be rendered
• legislation required
• expenditures and projected revenues

The staging of an implementation of a LIS permits modifications in each stage in the
event assumptions or financial projections prove to be different than expected. In
the above format, the single staged development of a Core REIS, for example, would
provide immediate measurable achievements from which revenues can be generated
and future expansion planned. The multi-staged implementation of a large LIS
system will be a useful planning tool, providing the Administration with flexibility
to react to changed circumstances.

6. Financial Plan

This is the most important section of any business plan. It represent the master
budget for operations. Because of the lack of historical financial data on which to
base projections, the financial plan must accurately state all currently known costs.
It is recommended that the financial plan reflect the first year of actual operations
and show all significant expense and revenue items. The assets that are needed to 
operate the office must be listed and sources identified.

Areas to be covered include the following:

1. Start up costs

• salaries
• equipment
• office furniture and supplies
• training of staff

2. Direct costs

• staff salaries
• office supplies
• rental payments
• equipment purchases
• training on new technology

3. Pricing for services

• fees for recording information

3
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• fees for providing information
• fees for providing ancillary information (maps, information books etc.)

4. Projected revenues/target revenues

5. Revenue and loss statement

6. Sources of funding

• city budget
• fees and charges for services

• other

The financial section should be reviewed from time to time in order to make
adjustments to reflect changed conditions or incorrect assumptions. Even in a one
year plan, and particularly in a longer plan, the assumptions and factors which
governed the structure of the business plan may have changed and the plan should
be changed accordingly.

The business plan is a process, not an immutable document.
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Annex I.B

SAMPLE FORMAT

USER ANALYSIS REPORT
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SAMPLE FORMAT

USER ANALYSIS REPORT
REAL ESTATE INFORMATION SYSTEM

(REIS)

(city name) , RUSSIA

TABLE OF CONTENTS

A. PROJECT DEFINITION

AI. Goal and Purpose
A2. Background
A3. Project Components
A4. Inputs and Outputs

B. DETAILED TECHNICAL DESIGN

BI. Situation Analysis
Bla. Profiles of Main Data Providers
BIb. Profiles of Secondary Data Providers
B1c. Identification and Availability of Local Vendors

B2. Requirements Analysis
B2a. Requirements Analysis
B2b. Functions of REIS Center
B2c. Content and Format of Database Input
B2d. Format of Database Output
B2e. System Capacity Requirements
B2f. System Design
B2g. Effort to Capture and Enter Data into REIS
B2h. System Requirements - Software and Hardware
B2i. Communications and Data Sharing and Storage

C. CONCEPTUAL DESIGN

Cl. Information Flow Diagram
C2. Structural Design of the System
C3. Work Plan for Project Implementation

D. ORGANIZATIONAL DESIGN

DI. Administrative Plan
D2. Personnel Requirements
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E. ECONOMIC DESIGN

E1. Operational Costs
E2. Data Acquisition Costs
E3. Economic Benefits
E4. Maintenance Costs

F. ISSUES & PROBLEMS

A. PROJECT DEFINITION

A1. GOAL AND PURPOSE

This section should include an overall statement of the goal andpurpose of the
program. This is similar to what will be stated in the Business Plan and again in the
Implementation Plan.

For example:

liThe goal of the Real Estate Information System in is to stimulate and
promote the development of an active real estate market by presenting an accessible
system of information for privatization and the transfer of real estate. This system
will include the procedures for registration of real estate, information regarding
property ownership, owner rights, lease arrangements, easements and
encumbrances. By creating the arena for furthering development, the goal includes
economic gains at the local level in. terms of new construction projects, new housing
and employment."

liThe purpose of the Real Estate Information System is to initiate and assist the City
of and its various departments in establishing a unified information
system that can be made accessible to the public. The REIS will consolidate 
information from the different agencies dealing with property ownership and
related transactions to produce a more efficient functioning system that will aid in
the development of real estate markets."

liThe purpose of this User Analysis is to assess the current situation in terms of the
procedures of registration, level of computerization and identification of the network
of players involved in the real estate process. In this analysis, the City
Administration will make recommendations in the form of improvements to the
existing system. II

A2. INPUTS AND OUTPUTS

This section is intend to outline the information concerning real estate object, rights
and right holders into the system and a description of what the system will produce.
While the information which will constitute the inputs varies, the outputs should
follow the primary goal.
For example, an "output" section could be written as follows:

liThe REIS project in will provide the basis for legally sanctioned
organizational structures and inter-institutional relationships which will stimulate
real estate development. The REIS will provide the database, registration and
information management system, and suggest organizational structures required to
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provide broadly based access to market-accepted evidence of ownership claims and
encumbrances on real estate."

"Outputs include:
• A more efficient information process for the City's departments;
• A unified REIS at one location designed for the total city;
• An updated and more accessible real estate information source;
• Establishment of the REIS Center providing public access to real estate

information and transaction processing;
• Installation and testing of computer hardware and software;
• Preparation of text files with data related to building and apartment ownership,

land ownership, current claims and encumbrances affecting the title to real
property units, land use, building passport information, values of buildings and
land, taxes and other liens;

• Training of personnel; and
• A regish'ation system."

B. DETAILED TECHNICAL DESIGN

The following sections deal with the current technical basis and plans for future
development.

Bl. SITUATION ANALYSIS

Bla. Main Data Providers

The format which follows should qe utilized in the description of each agency which
will provide information to the REIS.

For example:

'The following outline is used as a basis for data collection for the main data 
providers:

Name of Agency

1. Responsibilities.
2. Administrative and Technical Authorities.
3. Purpose of Data.
4. Sample Data.
5. Format of Data.
6. Update Procedures and Frequency.
7. Data Volume and Data Subsets.
8. Inventory of Existing Hardware and Software.
9. Employee Technical Capabilities.
10. Future Plans.
11. Inter-Agency Relationships.
12. Comments/Problems/Issues."
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B2b. Functions of the REIS Center

Blb.2. Land Committee

Blb.l. Central Raion Administration Office for Privatization

What are the current needs and requirement for real estate information in the city?

LId. i

ADDRESS

5

TELEPHONE

BIb 8. GKI - State Property Committee

BIb.4. The Notary Office and the Notary Chamber

Blb.2. The City Housing Committee

BIb.3. The Federal Tax Service for the
City of "Tax Office"

BIb.5. Legal Department of the City

Blb. Profiles of Secondary Data Providers

Each of the above should be described for the following agencies

Bla.3. City Property Committee - KUMI

Bla.4. The City Architect's Office

Bla.l. The Bureau of Technical Inventory

Blb.6. Committee for Economic Development

NAME OF COMPANY

liThe main function of the RBIS Center will be to provide a more efficient access to
information and the registration of real estate. The agencies and the public users will
benefit. The function of providing information as well as registration will be unified

This section follows a similar format as the previous but not to the same technical
leveL

The following section contains the profiles of the secondary data providers. This is
not merely a listing of the peripheral players, but is viewed in terms of the
interconnected relationships. As part of the analysis to determine the vital links and
missing gaps in the process of registration.

B2a. Requirements Analysis

Example:

Bic. Identification and Availability of Local Vendors

The following vendors have been identified in the city.

B2. REQUIREMENTS ANALYSIS
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Cl. INFORMATION FLOW DIAGRAM

VARIANT #1.

VARIANT #2.

Total Units

Office equipment

Hardware Type

Software

B2h2. Hardware

6

C. CONCEPTUAL DESIGN of SYSTEM

B2h. System Requirements.- Software and Hardware

B2hl. Database Software

B2c. Content and Format of Database Input

B2d. Format of Database Output

B2e. System Capacity Requirements

VARIANT #3.

B2f. System Design

B2g. Effort to Capture and Enter Data into REIS

in a more simplified procedure than currently exists. The REIS information will
include rights of ownership, rights of use and the clarification of title. The system
will maintain the data necessary for the complete function of the transfer of property
and the storage of the data involved.

It should be made clear that the new established function of the REIS Center will not
eliminate the existing functions of the administrative agencies, but will enhance and
streamline their functions. The REIS Center and will act as a recordation and
unification system of those processes.

B2i. Communications and Data Sharing and Storage

Describe how this will be accomplished and by which agencies.

Based on the intended information input, describe the capacity needs of the system
in detail. Conclude with the total number of Mb needed for efficient RBIS operation.

Describe how the flow of real estate information presently exists among the agencies.
Then discuss variations to improve the flow:

This section is a review of how the information will be collected and entered into the
system.
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C2. STRUCTURAL DESIGN OF THE SYSTEM

Discuss where the REIS office will be located and how the system will be structured
under some of the variants described above.

3. WORK PLAN FOR PROJECT IMPLEMENTATION

Draft Workplan Schedule

Phase One - Organizational:

Phase Two - Organizational and Technical:

Phase Three - Pilot Area:

Phase Four - Creation of the REIS Center:

Phase Five - Implementation of REIS:

D. ORGANIZATIONAL DESIGN

D1. ADMINISTRATIVE PLAN

How will the REIS office be administered?

D2. PERSONNEL REQUIREMENT

Discuss staffing needs, training and agency roles.

E. ECONOMIC DESIGN

E1. OPERATIONAL COSTS

E2. DATA ACQUISITION

E3. ECONOMIC BENEFITS

E4. MAINTENANCE COSTS

F. ISSUES

F2. LEGAL BASIS FOR REGISTRATION OF REAL ESTATE

F3. MAIN TECHNICAL PROBLEMS

7
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Preface

The purpose of this Volume is to explore the institutional arrangements required for
development of the REIS. This Volume is primarily written for REIS managers and
administrators. This Volume identifies the issues which REIS administrators and
managers will face as they develop the REIS. While Volume I showed alternatives
for organization and institutional placement of the REIS, this Volume shows REIS
managers what they need to do and, to some extent, how they need to do it in order
to create successful REIS offices in their cities.

For Glossary of the terms used in this Volume, see Volume 1.

1. Define and Communicate the Goals of the REIS Office

One of the problems noted in the original REIS cities was a lack of clearly defined
goals for the REIS. Many agency representatives expressed frustration over the fact
that the goals of the REIS were not defined clearly at the start of the project. This
was a significant failing of the original project, and may be due to the fact that the
systems were to be created in a brief time according to a schedule developed by an
outside funding source. Because there was some pressure to start the city REIS
projects quickly, the goals were not clearly articulated, thus causing confusion as to
what the REIS was to accomplish.

This section contains a number of suggested goals which a city may adopt as its
own, if it chooses to do so, for its REIS project. While it is not necessary for a city to
adopt any or all of these goals, they are submitted for consideration as goals which,
if achieved, will help the REIS to be successful.

1.1 Achieve Full Cooperation of All City Agencies

Without question, the first goal of the REIS should be to achieve the full cooperation
ofall city agencies which will provide input to, or which will otherwise be affected
by, the installation and operation of the REIS. Each participating agency must
understand that there is much to be gained by participating in the REIS. It is crucial
that department managers understand the benefits sufficiently well to support the
REIS for the benefits it will provide, even though the REIS may bring significant
changes.

There are two types of benefits which will be generated by the REIS. One type of
benefit was discussed in Section 1.4 of Volume 1. That benefit concerned the
economic impact of the REIS on the city. The data in the REIS, because it will
support the conveyancing process and will stimulate the land market, will be a direct
contributor to the economic well-being of the city. Developing and supporting the
REIS will bring economic advantages to the city as the real estate market develops.

In addition to the economic benefit which the city will gain by creation of the RBIS, a
second benefit is the beginning of a solid land information base for the city.
Worldwide, as much as 80% of the data used in municipal governments is related to
geographic location. Organizing data by spatial or geographic identifiers is the most
efficient way for a city to organize the majority of its information resources. The
REIS is the foundation of a comprehensive land information system for the city
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because it contains data regarding real estate objects, which are the basic building
blocks of such a system. The REIS should be the core upon which the
comprehensive system is gradually built. As that system is developed, city planners
and managers will be able to better analyze patterns and trends and otherwise make
better decisions regarding the use of city resources.

While there will always be resistance to change, and there may be some resistance to
the creation of the REIS, these two benefits - improved economic strength from
support of the real estate market and development of a necessary comprehensive
land information system - should be emphasized and explained so that senior
administrators in all the affected departments understand and accept that the
aggregate benefits to the city from the development of the REIS far exceed any
difficulties which may be encountered. It is especially important that the head of the
city administration take the lead in articulating the city's objectives for its REIS and
convincing other officials to accept them. For example, the head of the
administration in Pechory was very successful in defining and articulating a vision
for development of the REIS in Pechory, and this contributed greatly to the success
of the project there.

The experiences of different pilot REIS cities in achieving cooperation among the
participating agencies are compared in Part 1 of Table II.2.

1.2 Define the Overall Policy Regarding REIS Data and Land Information
Generally

Many local governments throughout the world are beginning to view their databases
as resources to be managed for the financial benefit of the local government. This
means that local governments are capturing the economic value of these databases
for their own use, rather than letting individuals and companies from the private
sector reap the economic benefit for themselves. This has significant implications for
the way in which data from these publicly created databases are made available to
the public. Governments are becoming more aggressive, not only in charging for
outputs from these systems, but also in developing for users custom applications for
which they charge fees.

In Section 6 of Volume I it was suggested that a Land Information Board be
established. The purpose of this Board is to set policy regarding the use of all city
wide land data resources. The REIS manager must take a direct role in creating this
Board and insuring that it performs its proper functions. One of the most important
functions the Board has is to develop a clear information policy. This policy
statement should contain rules regarding public access to land data created and
maintained by city agencies, including perhaps most importantly the REIS office.

The approaches of various REIS pilot cities to providing public access to information
are compared in Part 2 of Table II.2.

The REIS manager can help the Board formulate the city's policy for land
information. In developing the policy, the following steps should be taken:

• Identify the policy options which are available
• Evaluate the policy options to determine which are the most suitable

II.4
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1.4 Create a Database which will Support the Creation of a Comprehensive
Multi-Purpose Cadastre

1.3 Create a Database to Support both Existing Registration and Registration
under the New Registration Law

As can be seen from the foregoing steps, the policy development process is
evolutionary. The policy currently in force may be altered, perhaps even
significantly, over time as conditions change and as new needs or situations arise.
The REIS manager will need to monitor'the implementation of the policy to insure
that it is an effective tool for the management of the city's information resources.

• Adopt the preferred policy options in a formal Information Policy document
• Enforce the Information Policy in a consistent manner
• Evaluate the Information Policy on a periodic basis to determine whether it is in

fact meeting the city's goals
• Modify the Information Policy as necessary in accordance with the city's goals.

s)11.5

A major purpose of the REIS is to support registration of title to real estate objects.
The REIS computer systems designed by Arthur Andersen and by Chemonics
International can store the data necessary for registration. Registration currently
takes place in a number of separate agencies, including the BTl (for buildings,
apartments and rooms in communal apartments); the land committee (for land
parcels) and the city property committee for interests in units used for commercial
purposes). While a unified registry may be more efficient in some ways, registration
of title can and does take place under the existing system.

The real estate information systems implemented in the existing pilot cities can
support registration as it currently takes place in those cities. Those real estate
information systems can support registration as it will exist under the new
registration law, because the data elements contained in the database are basic to any
registration system.

As noted previously in the discussion of the benefits of the system, the REIS will
contain the basic data upon which a comprehensive land information system can be
built. These systems, sometimes called "multi-purpose cadastres," are composed of
both graphic and tabular data and have powerful analytic software which allows
data to be analyzed in many ways and displayed in both report (tabular) and graphic
(map) form. These systems are very complex and expensive to build and maintain.
No city should consider building such a system without a thorough analysis of the
functions such a system is to support and· a detailed plan outlining. the steps by
which such a system will be developed.

Thus, perlmps the most fundamental goal of tIre REIS office is tIre creation of a computer
system with a database to support registration, either that which currently exists or a
more unified system which may be authorized by subsequent federal legislation.
The benefits of having such a system have been presented earlier in this Manual. The
reasons for having such a system should be clearly articulated to all city officials and
employees so they understand the fundamental purpose for which the REIS office is
being created and why resources should be allocated to support it.
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A multi-purpose cadastre (Figure n.l) is composed of essentially three levels of
information:

• The legal or juridical cadastre, which contains information relative to land
parcels (or other real estate objects) and their ownership.

• The fiscal cadastre, which contains data required for land or real estate object
taxation. This includes data items such as property valuation, detailed data
regarding the improvements on the land, and tax rates. The fiscal cadastre is
linked to the legal or juridical cadastre so that data in them can be shared.1

• The physical attributes, or data regarding the land itself - characteristics such as
soil type, slope, type of vegetation, use of land, land-use restrictions, and other
physical characteristics.

THE FISCAL
CADASTRE

THE PHYSICAL
CADASTRE

FIGURE II.1 : THE MULTI-PURPOSE CADASTRE

Obviously, not every jurisdiction will develop all three types of data. In particular,
the physical attributes may be more suited for rural areas where soil, vegetation and
mineral characteristics are more important than they are in urban areas. However,
the particular data items included in the cadastres are not as important as the
development of a multi-purpose cadastre for each municipality with the data items it
requires to meet its particular needs.

1 The taxation system currently under development in rver is one example of such a fiscal cadastre.
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TYPES OF DATA IN THE MULTI-PURPOSE CADASTRE

GRAPHIC DATA are data taken from maps, site plans, floor plans or other cartographic
sources. Graphic data are generally converted to digital form by either one of two
means. One is digitizing, which consists of tracing along the lines on a map with a
digitizing puck mounted on a large electronic device called a digitizing table. As the
puck moves over the lines the electronic signals are stored in the computer with
coordinates to show the location of the lines in relation to each other. Scanning is an
alternate method for digitizing cartographic data. Maps can be read by a scanner, an
electronic device which senses the lines and other markings on a map and converts
them to digital form.

Data converted by digitizing are generally in vector format, which means that the
lines "know" where they are in relation to each other. This "intelligence" in graphic
data is known as topologtj. Data which have topology can have attribute data linked
to them. Thus parcels can have attribute data such as owner's name, value, use, land
area, etc. attached to them. Lines representing roads can have data such as route
number, width, number of lanes, type of construction and date of last maintenance.
Vector data permits the creation of powerful geographic information systems.

Graphic data converted to electronic format by scanning are not intelligent; they
have no topology. Scanning creates a raster image. A raster image is composed of
pixels, microscopic dots which have varying degrees of color. Together, the pixels
form the image, the same as the picture on a conventional television screen. Raster
images are not intelligent. However, in many cases raster images can be useful,
either for the data they contain on their own or as backdrops for vector maps. For
example, building floor plans can be scanned and stored electronically for use in
determining the exact location of units in buildings. Aerial photographs or satellite
images can be stored in raster format and used as a backdrop to vector maps of a city
or oblast.

ATTRIBUTE DATA are data which describe graphic features with alphanumeric
characters. The owner's name is an attribute, as is the street address of a parcel or
building. Land use, soil type, construction type, building materials and building
restrictions are all examples of attribute data. Graphic and alphanumeric data are
required for a complete multi-purpose cadastre.

Development of the "Core" REIS, which will support the registration function, is the
logical starting point for development of the multi-purpose cadastre. The multi
purpose cadastre cannot be built without the basic data on real estate objects. The
basic tabular data which the REIS will contain describing the real estate objects, the
documents creating and conveying rights in those objects, and the owners of those
rights, are essential for development of the juridical cadastre and ultimately the
multi-purpose cadastre. The REIS manager should understand the process by which
the REIS can lead to development of the multi-purpose cadastre (Figure 11.2), and
communicate that vision effectively to other members of the city administration so
they can share that vision and understand this crucial purpose of the REIS.
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FIGURE 11.2: DEVELOPMENT OF THE REIS INTO A MULTI-PURPOSE CADASTRE

1.5 Create a Database which Supports Creation of Products and Services that Can
Generate Revenues in the Marketplace

As has been noted previously in this Manual, the REIS database can be used as a
resource to generate a revenue stream for the city. The REIS manager must
creatively and professionally develop products and services which will be needed
and used by the clients of the system. Identifying needs of system clients is
described in Chapter 2 of this Volume II, below. The purpose of this section is to
identify in a generic fashion the kinds of products and services which may be
developed from the REIS database.

Before discussing products and services, it should be remembered that the REIS
office may generate revenues from fees imposed for lodgment of papers. If the REIS
office is the office which accepts documents to be registered, lodgment fees should
be imposed and at least a portion of those fees should be kept by the REIS office to
sustain its operations and to provide for its future growth. If the REIS is not the
office at which documents are lodged, then lodgment fees at the other offices should
be shared with the REIS office because the computer system administered by the
REIS office will support the operations of those other offices. It is only proper that a
portion of the fees collected by other offices be shared with the office which provides
their computer services. If need be, those fees should be raised to help support the
REIS.

In addition to lodgment fees, revenues may be generated by creating products and
services needed by clients of the system of the system. The REIS manager should
distinguish between products and seroices. Products are generally standard, off-the
shelf items which have been pre-prepared in quantity or which can be produced
quickly and easily by standard programs with a simple command to the system.
Products generally have a low, standardized price and may be subject to quantity

II.8

I
I
I
I
I
I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



11.9

1.6 Other City-Defined Goals that may be Developed

discounts. Examples of such products are the reports which the REIS software
installed in Pskov can produce in response to queries submitted by users.

PRODUCTS:
Maps:
• Small-scale city maps
• Large-scale area maps
• Site Plans
• Building floor plans

SERVICES:

Services are provided to clients for a fee, generally based on the length of time
required to produce the service for the client. Some services may have fixed fees
which reflect either the time generally required to for the service or the value of the
service, or both. If the service has significant value, the price charged for the service
may be set at a premium, giving the opportunity to generate significant revenues
over and above the cost of producing thE! service.

• Customized reports
• Customized property listings
• Maps analyzing selected criteria
• Write programs
• Prepare copies of all or selected portions of the REIS database
• Provide training classes

If geographic information system (GIS) software is included as part of the REIS,
significant opportunities may arise to provide GIS services to paying clients. GIS
specialists are extremely valuable and relatively rare, and any city with a staff of GIS
technicians and a relatively good graphic database can offer services to clients such
as architects, engineers and developers. The GIS software can be used to identify
proposed building sites, show patterns of development, locate areas which should be
avoided for certain kinds of development, and otherwise provide detailed analyses
of spatial phenomena. The demand for this type of service will not come as soon as
the REIS is installed, but as the database matures and people are educated in the
benefits of GIS, demand for this service will increase.

Reports:
• Title reports
• Property descriptions
• Lists of properties
• Lists of owners
• Address lists

In addition to goals described in the foregoing sections, the city may define other
goals for its REIS office. It is impossible to foresee at this time what such goals might
be, but given the diverse nature of the cities of Russia, it is highly likely that the
administrations of various cities will determine other goals for their REIS offices. So
long as these other goals do not conflict with the major goals of the REIS office as set
forth above, and as long as sufficient resources are made available to the REIS office
for accomplishing its goals, city administrations should be able' to delegate
additional responsibilities to the REIS office.
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2. Identify and Serve REIS Clients

This section of Volume II will discuss the needs of three types of RBIS clients, and
how the RBIS might be used to meet those needs. Those clients are city government,
the real estate community and citizens of the city.

To a large degree, this requires an entrepreneurial attitude. REIS managers must
"sell" the idea of the REIS to those who have the resources to create and sustain it.
This includes both political leaders who must create it and support it initially
through general revenues until it becomes self-sustaining, as well as those in the
public at large who will purchase the information-based products and services the
RBIS will produce. RBIS managers must show potential users how products and
services generated by the RBIS can benefit them.
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II.1D

REIS"CLIENTS'"
The use of the word "client" in the heading of this Chapter.2
was chosen deliberately..Users will cometotheREIS office to
receive information which they .will use to .make Significant
bUSiness and personal·.decisions. Their .needs must be
(:onsideredbytheREISoffice·ascarefullyasa .• professional
$uehasa lawyer or .accountant would consider the needs· of
legal or accounting clients. The informationprovided must be
as .•• accurateand:timely .. as the •office can provide. Personal
service •must be:extended to .those seeking •information. If
requests for information are not made dearly, the staff of the
REISofficemusthe1p the clients put the requests in proper
fornrsothatthecorrect·informationmaybeprovided. .As
clients of theREIS.officegainconfidence... intheinformation
theyl'eceive,fhenumberofclientswillincreaseand .the level
(if revenues will rise. Thus, .. the ·REISoffice .will become. a
valuable resource both for the city and the individuals .. and
jg.ridicalpersoIl$''Whouse·data·frou'·the.system.

The RBIS should be
developed to meet the
needs of users of RBIS
data. The most impor
tant thing which RBIS
managers can do is to
identify the needs of the
users of the system and
to work toward meeting
them. If the needs of the
users are Enet they vviU
support the system.
That support can lead to
the political support
required for mainte
nance and expansion of
the system.
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CONDUCTING THE NEEDS ASSESSMENT

Conducting an accurate user needs assessment is a complicated task to be done by
professionals who understand thoroughly the way to question personnel about their
functions and their use of data in those functions. In order to properly serve the
REIS clients, the REIS manager will need to assess their needs for REIS products and
services. While not all of the following steps may be needed to assess the needs of
each different type of client, each needs assessment should contain most of the
follOWing basic elements:

Step 1: Identify the Client

• Name of client
• Description of client
• Description of major functions performed

Step 2: Data Analysis

• What data is used by this client
• How is that data collected, stored, processed, retrieved and disseminated
• What data items are prOVided to others by this client
• What data items are needed by this client from the REIS, and for what

purposes
Step 3: Analyze Software Requirements

• What software does the client currently use
• What functions are performed with that software
• What functions should be performed by software which are not now

performed by software, such as:
=>attribute data capture and storage
=>on-line inquiry
=>hard-copy reporting
=>statistical and other data analysis
=>graphic data capture and storage
=>graphic data query
=>plotting
=>graphic data analysis and manipulation
=>etc.

Step 4: Analyze Hardware Requirements

• CPU requirements
• Monitor requirements
• Printer/ plotter requirements
• Scanner/digitizer requirements

Step 5: Analyze Communication Requirements
• Network operating system requirements
• Server requirements
• Client requirements
• Line speed (modem/phone line, TI, fiber optic)

Step 6: Analyze Legaljlnstitutional Requirements

• Identify institutional changes required
• Identify new laws/ordinances required to implement changes

ILU
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2.1 City Government

The local government of the city in which the REIS is established should be the REIS
office's most important client. There are several ways in which the REIS office can
serve the city. Because this Manual is being written to give city officials, including
the REIS manager, guidance in how to develop and implement the REIS, the specific
ways in which the REIS will serve the city are discussed throughout the Manual. The
services which the REIS can offer the city are as follows:

The REIS office should prepare an implementation plan to guide the development of
the multi-purpose cadastre. The implementation plan should emphasize two
important considerations in system development. One of those concerns is
incremental development (Figure 11.3); the other is getting usable output from the system as
quickly as possible. Development of a comprehensive land information is expensive
and takes time. Decision-makers do not want to commit funds to a project if they are
told that they can expect nothing from the systems for a year or more. To obtain
funds, tangible outputs should be produced as quickly as possible to generate return
on the investment. Thus the two components, incremental development and
generating output as quickly as possible, work together and reinforce each other.
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probably fund the

REIS. development, at least initially,
the REIS should give high priority to
providing .the services required by
the city administration- both those
mentioned here ... and any others
whichthedtymayrequire.

build the core real estate information system
to support real estate activity, thus
strengthening the market economy in the city
(discussed in detail in Volume 4);
develop procedures to make the flow of real
estate data among the various real-estate
related offices in the city more efficient (see
Chapter 3 in this Volume, below);
expand the REIS over time to become a true
multi-purpose cadastre and fully functional
land information system (see Section 1.4 of
this Volume II and the discussion in this
Section 2.1 of Volume II); and
take the lead role in formulating policies for
access to land information developed and stored by the city (see Section 4.5 in
Volume I and Sections 1.2 and 1.5 in this Volume II).

•

•

•

•



FIGURE 11.3: INCREMENTAL DEVELOPMENT OF THE REIS

There are essentially two ways to approach the incremental development of the land
information system or multi-purpose cadastre. One is to build the system by data
type; the other is to build all components of the system for specific areas of the city.
The two approaches may be illustrated as follows:

YEAR III

"·~··~5.··~.~

YEAR IIYEAR I

The other way to build the database is by section of the city. Assume for example
that a certain area of the city is the subject of intense interest. It may have vacant
land which is awaiting development. There may be a section of the city which
requires substantial investment in its infrastructure because of age and deterioration.
Perhaps an agency such as the World Bank plans to make a substantial investment in
a certain area of the city. For any number of reasons, this area has been targeted for
special attention. In order to meet the needs which have been identified, new
mapping and information resources are needed for this area.

II.13

Assume that the city has determined that it needs a comprehensive raster database
of the existing maps of the city. Assume further that those maps are available in
paper form and that scanning technology is available to the city, so that the maps
may be scanned and converted to digital format. The city would then order the
appropriate office to scan the maps and create the database. This would involve not
only scanning the maps but also registering them to a geodetic grid, cleaning the
scanned maps and otherwise preparing them to be usable. Assume further that the
city's resources are limited so that it cannot undertake other work for the
development of the multi-purpose cadastre when this scanning is taking place.
When the scanning of the maps is complete, then the city will select another kind of
data to convert to digital form and build the database in that fashion. This is an
example of building the database by layer.
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2.2 The Real Estate Community

The data given to realtors should be provided in the form of products and services
designed to meet their needs. Reports and maps can be prepared from standard
programs written to produce these reports and maps on demand. This will make the
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Dialog between the City and
the Real Estate Community

... AftheendoHhe REISproject,
ChemonicsInternational. spon

soredanumber. of round-table conferences at
which real estate professionals .and city officials·
discussed the REIS .implementation and the
needs of the reaLestate community for data
from· the system. These round tables enabled
the participants to communicate in ways not
done before, and· were found· by them .to be
extremely valuable. Hcildingsuch round tables
is one way to begin the needs assessment
process.
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The second need for accurate data is
in the conveyancing process. The
REIS office should be the focal point for public access to land and real estate data in
the city. Real estate brokers will use the data in the REIS database to assist them in
identifying owners and others who have interests in properties to be sold or
otherwise transferred. This information will make it easier to prepare the correct
documents, execute the actual conveyances and resolve issues regarding the rights of
third parties who have claims against the property being conveyed.

There are two types of outputs which
the real estate community should
expect from the REIS. The first is
accurate data. There are many types
of accurate data which the real estate
community needs. One is data
regarding potential building sites. If
the REIS graphic and attribute
databases are properly designed and
have the correct data and software,
the REIS can identify potential
building sites, based on criteria
supplied for any given query.

The real estate community should be a key supporter of the REIS office. The
members of the real estate community have much to gain from the successful
operation of the REIS. The REIS manager will need to consider the needs of this
community, treat real estate professionals as clients of the system, and do for them as
much as possible, subject to the overriding needs of the city administration.

In this case, then all the data required for the land information system will need to be
entered for this limited section of the city. Maps should be scanned or digitized,
building floor plans scanned, and attribute data from Btl and Land Committee files
entered and attached to the appropriate graphic features. The attribute data should
not only contain the data in the REIS but also data regarding taxation, soil
conditions, infrastructure and land use. By converting all this data to digital form
and storing it in the multi-purpose cadastre, a powerful tool for planning and
resource management can be created to assist in the development of this section of
the city. When this work is done, data for another section of the city can be entered,
and so on until the database is created for the entire city.

If the city is committed to use the REIS as basis for developing a multi-purpose
cadastre or comprehensive land information system~ the REIS manager will need to
determine~ in consultation with other city officials, the optimal way to develop the
system. Preparing the implementation plan will be a significant part of the work of
the REIS manager.
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work of the REIS office more professional and reduce the work which its staff must
do in order to meet these requests.

These products and services are valuable and should not be given away free of
charge. For members of the real estate community, obtaining these products and
services is a legitimate cost of doing business which can be passed on to their
customers. The prices for these products and services should be set pursuant to the
comprehensive land information access policy which the Land Information Board
should set with the assistance of the REIS manager.

The second kind of support the real estate community should expect from the REIS is
the development of procedures which will meet the needs of both real estate
professionals and their clients for speedy, efficient service. An example of this is
found in the case of owners of interests in real estate objects who live in distant
cities. Often when they come to the city in which their real estate is located to
transact business, they have at most one day to complete the transaction. This means
that procedures should be developed to insure that transactions can be completed in
one day. This kind of responsiveness to user needs will result in a more smoothly
functioning real estate market and a resulting improvement in economic activity in
the city.

2.3 Citizens

To a large degree the needs of the citizens are co-extensive with the needs of the real
estate community because the real estate community should ultimately benefit the
citizens, who are its customers. However, individual citizens may have needs for
data which distinct from those of real estate professionals. Two possible needs may
arise:

• First, citizens may need public access terminals with easy-to-use menus so they
can readily access data regarding their own properties or properties in which
they may be interested. Sufficient terminals should be made available so that
waiting times for the terminals are minimized. If a city has BTl offices in
different raions, as some of the larger cities do, then perhaps public access
terminals could be placed in each of the raion BTl offices.

• Second, some citizens will need assistance in obtaining more data than they can
receive through public access terminals alone. For this reason there should be a
reference desk where knowledgeable staff can provide answers and assist with
processing requests for information. If citizens have queries which cannot be
answered through the standardized access screens, then the "help" staff can use
more sophisticated search tools to obtain the answers. Staff could also perform
queries using geographic information system software, which is beyond the
ability of most citizens to use without substantial training.

Thus, at a minimum, citizens' needs for data should be met by public access
terminals and by a trained staff of experts who can assist them in obtaining data not
available through standardized queries of tabular data on the public access
terminals. As the REIS matures, other means may be established to meet citizens'
needs for data.
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The approaches taken by different RBIS pilot cities in educating the public regarding
the information available from the REIS are compared in Part 3 of Table II.2.

3. Coordinate Work with Other Land Information Agencies

One of the difficulties noted by some of the participants in the REIS projects in the
pilot cities was that the REIS did not shorten procedures and make the work of
obtaining real estate information easier. Indeed, sometimes the introduction of the
REIS meant not only additional work for the supposed beneficiaries, but also
increased fees for the same documents and information.

In order to increase user acceptance of the REIS, it is important that implementation
of the REIS not cause additional work for the users of the system. This will require
the analysis of all procedures regarding the lodging and processing of papers for the
privatization of real estate objects as well as their sale in the secondary market.
Existing procedures may need to be changed or even eliminated to prevent
duplication with the REIS. While the procedures in each city may be different,
making the prescription of standard procedures in this manual difficult or
impossible, the following principles should guide the development of any new
procedures, rules and regulations for paper flow and data collection among the REIS
office, the BTl, the Land Committee and the City Property Committee:

• Treat collection, storing, processing and dissemination of land infonnation as
an integrated system. At the present time, due to historical circumstances, land
and real estate information is collected, stored, processed and disseminated by
several different agencies. This causes managers of those offices to view the land
information for which they have responsibility in narrow terms, defined by the
boundaries of their own offices. This narrow, agency-bound view must be
discarded so that the collection and maintenance of land information can be
viewed as an organic whole. Only by viewing land information in this way can
more efficient procedures for managing land information be developed.

• The system exists to serve people; people do not exist to serve the system.
Procedures need to be developed from the perspective of the customer or the
client of the system. The persons charged with the responsibility for drafting the
rules must think of the rules from the perspective of the people who will use the
system, lodging papers and requesting information. What will make sense from
their point of view? How can the procedures be designed to make the process
easier and simpler for them? How can duplication of effort be eliminated?

• Centralize the filing and data capture processes. One way in which the system
can be made easier for the users is to centralize the lodging of documents,
assuming this can be done without imposing burdensome travel requirements on
people who were used to local filing offices in large cities. By centralizing the
lodging and inquiry functions, users of the system can satisfy all requirements
associated with privatization or conveyancing by visiting just one office and
transacting all their business there. This kind of convenience makes the system
much more acceptable to the users and generates the kind of support which
elected officials need.

11.16
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• Use computing resources and technology to do the work. Creation of the REIS
office will not eliminate the functions of the other land-related agencies such as
the BTl and the Land Committee. It is not intended to. Consequently, some or
all of the data collected and processed at the REIS office must be sent to those
offices so they can use that data for their own purposes. Clients of the system
should not be expected to take their applications or other documents to those
offices so that they can receive the data they require. Clients of the system
should be required to visit only one office to lodge their documents. With the
data entered into the system once, at the REIS office, the data can be transmitted
to the other offices, either over a communications network or by manually
carrying disks or tapes with the data to the other offices. With the computing
resources that are available, it is not necessary for people to walk from one office
to another to make sure that data gets where it needs to be. The system should
be able to do that automatically.

• Break down barriers to data sharing. Relational data base technology,
cartographic drawing software and powerful spatial analysis tools have
combined to create powerful analytic systems for land information. When all
real estate databases are combined using these software tools, the whole is much,
much greater than the sum of the individual data items. This benefit of a
database which has more utility and value than the individual data items or even
individual databases maintained by separate agencies can only be created if
barriers to data sharing are broken down and the data flows freely among all
agencies. This is the only way disparate data items can be combined and the
power of the combined data can be realized. Data flows among land-related
agencies must permit enhanced data sharing. Hoarding of data cannot be
permitted.

If these principles are followed, redundant procedures can be eliminated, work flows
can be streamlined, users will find interaction with the system more efficient, and
greater data sharing will result. Everyone will be a winner.

4. Integrate Existing Computer Systems with the REIS

Many, but not all, cities in Russia have existing digital databases containing data
from the BTl, Land Committee and other land-related offices. When the REIS is
developed in these cities, decisions will need to be made regarding integration of
the data in those systems into the REIS and development of procedures which will
smoothly integrate the operation of the REIS with the operation of those offices
(Figure 11.4). Those coordination issues were discussed in the preceding section.
This section discusses the issues of computer system integration.
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FIGURE 11.4 : INTEGRATING EXISTING COMPUTER SYSTEMS WITH THE REIS
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4.1 Identify databases which can be merged into the REIS database

Each of these topics is discussed in tum in the following.

• Identify databases which can be merged into the REIS database
• Define and implement quality controllquality assurance procedures
• Prepare data migration plan.

Because the databases can be linked together using relational database technology, it
is strongly recommended that a comprehensive, all-encompassing database not be created for

Three topics arise when considering how to integrate the REIS with existing digital
databases:

The REIS is designed as a separate system, intended to act independently in storing
and processing data from transactions regarding real estate objects and the rights
which are created in them. It is not designed to serve other purposes, such as to
contain all inventory of real estate objects or to support real estate taxation.
However, as databases to support those functions are developed, the REIS can be
linked to them so that data in one database can be related to the- data in the other
databases.
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all land information in the city. Huge, multi-purpose databases are often unwieldy
and very slow when processing data or responding to queries. Maintenance of the
database will also be more difficult. Figure II.5 shows the essential data elements of
which, in most cases, the REIS database should initially consist.

Nevertheless, there may be some valid reasons for combining at least some of the
smaller databases into a larger database, if that database is carefully designed and
data input and verification issues are properly addressed. It is suggested that the
city develop a policy regarding the merger of land-related databases so that these
databases are only merged 'when there is a clear need to do so and strict rules regarding file
size and number of data items in the database are followed. This will prevent the
database from growing too large and unwieldy.

The policies of various REIS cities regarding the data which should be included in
their REIS databases are contrasted in Part 4 of Table IL2.

4.2 Define and Implement Quality ControVQuality Assurance Procedures

This discussion pertains both to transferring data from other sources into the REIS
database, and to entering data directly from source documents into the REIS
database.

Quality control procedures must insure that the data are entered into the database in
an accurate and timely fashion. Quality assurance procedures concern the sampling
procedures used to verify that the data has in fact been entered in such a way that
errors are kept to an acceptable level, whatever that might be determined to be.

II.19



I
I
I

I
I

I

I

I

I

I

I

I
I

I

I

r Inllnlary cast

Ap'l'IllIl dill

J I....tary I'PrlllI1 date

I Mlrket price

Ballding idlntlfier

rInventary IP'I'IIIII dill

l InlintDry I'Pl'liSl1 'Ite :

I A"l'Ilsll dlle

~ RDDm IdenUfier
!

Address Identltler

Unit IdenUfier

I. LIvInglrll

In..ltary co"

canslnacliD.'
recDnstractiin yelr

I Use code

I. Use cadi

LInvlnllry cast
( In.entary IPPl'lill1 dlte I. RDDm .umller

i InlintDry IP'l'IlSl1 d.te-=Are:.=;::..a _

Ap'l'IllIl date i Use cDde

Unit IdenUfler

[ Nu....r af "Ire,s
Num"'r If1,Irtmills

r Number It reams
, Tallllril

Pro,erty Identifier

Type of pra,erty
Entity Identifier

Number af shares

, Document Identifier
Title

Addrlss Idlntlfier

FlaDr

, BulldlngldentUllr

i Dnil number

Plrcelldenllfler

Address idenllfier

Number of roams

BTllnventary numblr

BTl letter

Tallllril
: Living area

FIGURE 11.5: SUGGESTED REIS DATA ITEMS

I
I
I
I

11.20 I
I



a.
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

The quality control procedures must include methods to insure that each document
from which data must be taken is sent to the proper work area for data entry and
that no documents are lost in this process. Once at the data entry site, the
procedures must insure that the data is entered correctly. One way to insure this is
through aI/dual-entry" procedure, whereby the same data are entered into the
system twice. The first time the data are stored in a temporary file; when the data
are entered the second time a comparison is made to insure that they are identical. If
not, the system will force the operator to make a choice between the data in the
temporary file and the data which were entered the second time. After all data items
have been entered the second time and the operator has indicated which data are
valid, the correct data are posted to the file. This is the easiest, most fool-proof
method for insuring the integrity of the data.

If the dual entry method is not used, a second operator will need to manually verify
from the source documents that the original data were entered correctly. This
verification can either be done on the screen or from a printed copy of the items in
the database. Verification on the screen would probably be more efficient because it
would permit data correction as soon as errors are detected.

Data quality assurance procedures involve, first of all, determining the acceptable
number of errors in the database, and second, checking the database periodically by
sampling to determine the types and sources of errors. If the number of errors found
is at or below the acceptable level, then data entry procedures are apparently
effective. If the number of errors is higher, then a review of the data input
procedures must be undertaken to determine the cause of the high level of errors.

One of the problems of incorporating data from other databases into the RE1S is the
problem of data quality. It is possible to develop quality control/quality assurance
procedures for the RE1S because it is a new system and those controls can be built
into the procedures of the system. However, there is no guarantee that data in the
other systems were entered with the same level of accuracy and care, and therefore
combining those databases with the REIS database may lower the standards of data
quality found in the RE1S database.

4.3 Prepare Data Migration Plan

The data migration plan is the document which guides the merger of other databases
into the RE1S database. The data migration plan should contain, at a minimum, the
following elements:

• a description of the databases which are to be moved into the RE1S database;
• a timeline showing the sequence by which those databases will be transferred

into the REIS database;
• the technical considerations involved in moving one database to another,

including questions of format, file structure and data encoding;
• data validation/quality control considerations; and

a description of any institutional/procedural changes which may need to be
made because of the merger of the other databases into the REIS database.
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5. Identify Financial Sources

Funding of the REIS office is a matter of obvious concern. A considerable initial
expense will be involved in establishing the REIS office. Offices must be found and
repaired, furniture selected and purchased, computer equipment procured, staff
hired and trained, data converted to digital format, forms printed and supplies
acquired. All this will be expensive. Finding the resources to pay for this will not be
easy.

Reference was made in Volume I to the business plan. One component of the
business plan is the financial plan which indicates the sources of the funds for
operation of the REIS office. There are probably three main sources of funds for the
REIS office. One source is to use monies currently spent on certain functions to fund
the same functions if they are transferred to the REIS office. For example, if persons
from BTl and the Land Committee work in the REIS office to process documents
there, those persons can be funded by their agencies and not by the REIS office. If
agencies donate equipment or furniture to the REIS office, or if employees assigned
to the REIS office from other agencies bring their desks and other office furniture
with them, this also constitutes support of the REIS office from existing budgets.
Thus, monies spent on existing personnel or equipment can be used for the REIS
office, at no additional cost to the city.

A second source of funds is additional appropriations from the city budget. These
funds may be required to acquire the office space for the REIS, provide for
equipment and supplies, and to cover the cost of hiring new personnel. While
expensive, it may be necessary in order to start operation of the office.

The third source of funds for the operation of the office is the fees generated from the
work which the office performs. There are two principal sources of fees. One is
from the fees paid for lodging documents in the office. Throughout the world, in
many offices similar to the REIS office, lodging fees generate revenues which not
only cover the costs of the operation of the office, but also return funds to the general
treasury. If the volume of lodgings in the REIS office is sufficiently high, and if the
fees are set at an appropriate level, the REIS office could produce the same result.

The second source of funds from fees is the selling of products and services. The
REIS database will be a rich source of data on all types of real estate objects. In
addition to fees generated from the issuance of spravki, fees can be generated from
the sale of reports, data lists, and copies of portions of the database. If GIS
capabilities are included as part of the REIS, maps and graphic analyses of the data
could be produced as well. While privacy considerations must be respected, the data
can be processed so that good analyses can be performed while maintaining the
privacy of individuals. The sale of products and services cannot start as soon as the
REIS opens, but as the database grows in size and complexity the sale of products
and services can become a source of funds if managed properly.

The approaches taken by different pilot cities to obtaining REIS funding are
compared in Part 5 of Table IL2.
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6. Provide Appropriate Staffing

Staffing of the RBIS office will be dependent on the functions which the REIS office is
to perform. Because there will undoubtedly be variations among the cities in the
functions the REIS office performs, no one staffing plan can be prescribed for the
REIS office. However, the generic pattern observed in the REIS pilot cities is that the
RBIS office or Registry has a director and a staff divided between two units - the
registration unit and the technical unit. The registration unit is responsible for the
procedures and operations of registration, while the technical unit is responsible for
the computer system. The following descriptions show the kinds of positions which
may be included in the RBIS office, and the skills, education and experience required
to fill them. The way different pilot cities provided REIS training are compared in
Part 6 of Table 11.2.

6.1 REIS Office Director

6.1.1 Responsibilities

• Manage all REIS implementation activities, including system and database
design, system acquisition, implementation, system maintenance, and database
development

• Manage all system contracts
• Manage system operation and maintenance
• Develop annual RBIS budgets
• Report on progress of REIS operations to the Head of the Registration and

Technical Inventory Unit
• Assign and supervise all RBIS personnel
• Develop and implement a training program for REIS personnel
• Establish and maintain liaison with REIS users and data providers throughout

the City

6.1.2 Skills

• Project management
• Personnel management
• Contract management
• Information system management
• Database and GIS concepts and technical issues
• System development and implementation methodology
• Data communication network concepts

6.1.3 Experience

• Three to five years of information systems management, including database
management and applications, system development and implementation
methods, project management and personnel supervision

• Familiarity with GIS concepts and technology
• Management experience as a project manager or senior manager in a large-scale

system development and implementation project
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6.1.4 Training

• University degree in information technology or computer science
• Supplemental training in GIS, project management, database applications and

programming, and data communications

6.2 AttomeyfRegistrar

6.2.1 Responsibilities

• Define procedures for paper flow and document evaluation
• Review documents submitted for compliance with legal requirements and REIS

office rules and procedures
• Discuss problems in documents with REIS office clients

6.2.2 Skills

• Ability to define procedures for proper document processing
• Knowledge of real estate conveyancing and substantive law
• Excellent oral and written communication skills

6.2.3 Experience

• Five years experience as a practicing real estate attomey or notary

6.2.4 Training

• University or institute diploma in law
• Post-graduate training or continuing legal education in real estate law and

procedures

6.3 Systems Administrator

6.3.1 Responsibilities

• Develop and manage system management procedures
• Specify and maintain system access privileges and security levels
• Manage mass storage disk allocation
• Maintain file systems and directories
• Perform backups of applications and databases
• Manage communications network
• Troubleshoot system problems
• Maintain system hardware and software
• Maintain liaison with system hardware and software component vendors
• Manage system maintenance contracts
• Manage application development tasks
• Provide system consulting services
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6.4.2 Skills

6.4 Database Administrator

6.3.2 Skills

6.4.3 Experience

71
11.25

6.4.1 Responsibilities

• University degree in information systems or computer science
• Additional training in GIS, system maintenance, system management, data

communications, and database applications development and system design

6.3.4 Training

• Two to four years as a programmer/analyst, with emphasis in database
programming on a distributed system

• One to two years as a systems or database administrator

• Thorough knowledge of personal computers and their operating systems
• Thorough knowledge of database systems development and programming,

database management, system utilities, and data communications
• Thorough knowledge of system management procedures
• Thorough knowledge of system documentation manuals
• Application programming
• System maintenance

6.3.3 Experience

• Database management software, structures, and programming
• Documentation preparation
• Database quality control procedures, concepts, and techniques
• Database administration procedures
• Familiarity with graphic database structures, both raster and vector

• Two to four years experience as a database administrator; at least one year of
which was in a database environment

• Prior experience in database development and support, preferably in a database
environment

• Design and manage database administration procedures
• Develop database documentation procedures
• Maintain database documentation
• Prepare and maintain physical database design
• Manage database design change procedures
• Coordinate and oversee database development
• Establish database quality control procedures and techniques
• Manage database quality control
• Produce database entry forms, table definitions, and documentation
• Structure linkages between graphic and non-graphic data
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6.4.4 Training

• University degree in information systems or computer science
• Additional training in GIS, system maintenance, system management, data

communications, and database applications development, system design, and
database administration

6.5 Programmer/Analyst

6.5.1 Responsibilities

• Analyze REIS user requirements
• Design REIS application programs
• Develop, test, refine and document REIS application programs and procedures

6.5.2 Skills

• System analysis methods
• Application program design and development methods
• In-depth knowledge of database application development techniques
• Knowledge of REIS functions and applications

6.5.3 Experience

• Two to four years of database application development

6.5.4 Training

• University degree in information systems or computer science
• Additional training in database application development

6.6 GIS Specialist

6.6.1 Responsibilities

• Obtain all graphic data required to support RBIS operations
• Convert all required graphic data to raster or vector format, as appropriate
• Establish linkages between graphic and non-graphic databases
• Analyze GIS user requirements
• Design, develop, test, and document GIS application programs and procedures
• Develop GIS macros for use by non-technical personnel

6.6.2 Skills

• Systems analysis methods
• Employment of application program design and development methods
• Ability to effectively use GIS software
• Knowledge of GIS database concepts and structures
• Knowledge of REIS functions and applications

11.26
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6.6.3 Experience

• Two to four years GIS application development

6.6.4 Training

• University degree in information systems, computer science, geography, or
surveying

• Vendor-provided instruction in GIS software programming and database design
• Courses in manual and digital cartography

6.7 Data Control Coordinator

6.7.1 Responsibilities

• Supervise and monitor the work of the data entry staff
• Perform database quality control
• Assist in the development of quality control procedures
• Train new members of the data entry staff
• Maintain good working relations with all REIS data providers

6.7.2 Skills

• Understanding of the titling and registration process
• Understanding of the use of personal computers for data entry
• Ability to teach data entry and abstraction clerks how to perform their functions
• Ability to develop and enforce data quality control procedures

6.7.3 Experience

• Teaching experience preferred, preferably in a subject related to the use of
computers for data entry

• Use of personal computers for data entry, word processing, and spreadsheets
• Personnel management and supervision experience

6.7.4 Training

• University degree, preferably in information or computer science
• Training in the use of personal computers and database software

6.8 Data Input Clerk

6.8.1 Responsibilities

• Copy, abstract, and prepare data for entry
• Enter data into the REIS database
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6.8.2 Skills

• Understanding of the titling and registration process
• Understanding of the use of personal computers for data entry

6.8.3 Experience

• Use of personal computers for data entry, word processing, and spreadsheets
• Prior work experience in city government offices preferred

6.8.4 Training

I
I
I
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I
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Table 11.1: Facilities and Equipment Necessary for a REIS Office

7. Provide Physical Facilities and Equipment

• Graduation from school; university education preferred
• Training in the use of personal computers and database software I

I
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I
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• Electrical circuits in sufficient number to support all
equipment

• Potable water for employees and clients of the REIS
• Heating/air conditioning for central computer units (see

Volume IV)
• Bathroom facilities

• 1 high speed, high volume copy machine
• Computers, printers and communications equipment as per

system design specifications (see Volume IV)
• Digitizers, scanners and plotters for GIS applications as per

system design (see Volume IV)
• Optical disk or microfilm equipment for scanning documents

for backup (if the REIS office is to perform this function)

• Draperies/blinds for windows
• Chairs and small tables for public waiting areas
• Booth or counter for each registrar or intake clerk who will

receive the applications and other documents presented by
REIS clients; chairs and other amenities for REIS clients for
use as they meet with the registrar or intake clerk

• Desk, chair and small filing cabinet for each technical
specialist and clerk

• Desk, chair, filing cabinet, bookshelves for the REIS manager
• Conference table and chairs for the work room
• Steel shelving for the archive room
• Filing cabinets for storage of internal papers for the REIS

office
• Book shelves and work tables as needed

Furnishings

Utilities

Equipment

The REIS office must be provided with sufficient space to allow its employees to
work efficiently and to accommodate the needs of the public. The office must also
have sufficient equipment and furnishings. The following is a detailed list of the
type of office space, equipment, utilities and furnishings which the REIS office will
probably require for successful operation:



8. ·Comparison of the Experiences of REIS Pilot Cities

The approaches taken by different REIS pilot cities are compared in Table TI.2.
This table is intended to identify some of the issues in several of the REIS pilot cities
during the time frame of the project. The table indicates solutions to issues or results
from actions taken in response to the circumstances. This is not an exhaustive list
but a representative sample. Solutions are not necessarily those recommended in the
Manual since the Manual was developed in a "best practices" methodology utilizing
information from the pilot cities as well as from policies and practices effective in
mature market economies with active real estate markets. It must be kept in mind
that the Manual and this table do not purport to be a step-by- step procedure for
establishment of a REIS or registry. It is necessary for readers to review the Manual
and apply its concepts to the existing situation in their location.
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ISSUE
CITY

1. COOPERATION
AMONG AGENCIES
Real estate information
and registration are
fragmented among many
agencies. These agencies
must cooperate, share
information among
themselves and with a
RBIS office. Initial steps
involve political and
legislation issues which
must be resolved.

Yaroslavl

Barnaul

Krasnodar

SOLUTION OR RESULT

GENERAL APPROACH

In general, each city administration issued a decree by
the Head of Administration creating a project to
implement a RBIS and establishing a "Working
Committee" responsible for the project.
Representatives from each agency involved were
appointed to the Working Committee and agreements
were signed among the agencies. The level of political
will determined the level of success in the pilot cities.
A strong City Administration, willing to make and
enforce the decisions involved in both commencement
and implementation of a REIS, had more success than
those cities in which the political will at the top was
less able to require compliance with its decisions.
By decree of the Head of Administration, the
relationship among the agencies was established and a
Working Committee formed. Each agency signed a
cooperation agreement with the others detailing the
type of information which must be shared.
This pilot project took place over a four-month period.
Decrees of the Head of Administration confirmed the
REIS project and formed a Working Committee within
five days of project inception.
Although a letter by the Deputy Head of Administ
ration established a Working Committee to implement
a REIS, the issue was not clarified until nine months
into the project because of difficulties scheduling the
delivery of equipment to support the RBIS office and
the cooperating agencies. At that time, the Decree of
the City Administration to establish the RBIS was
issued and agreements signed among the city agencies.
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2. PUBLIC ACCESS TO
INFORMATION
Public access to
information held by the
REIS office is critical.
VariollS city
administrations were
reluctant to develop a
system permitting such
access. This issue needed
positive resolution since it
was a pre-requisite to
continuing the project.

Nizhny Novgorod

Tver

Yaroslavl

Krasnodar

3. EDUCATING THE
PUBLIC ABOUT
BENEFITS OF THE REIS
The success of a REIS
involves educating the
public and other users
regarding the benefits
resulting from its
operation.

Nizhny Novgorod;
Vladimir; Krasnodar;

Yaroslavl; Bamaul

GENERAL APPROACH

Since public access to real estate information held in
registration offices is the norm in virtually every
market economy in the world, it was necessary to make
the acceptance of this principal a pre-requisite to the
project in each citY. Several methods to provide access
while protecting privacy were developed in each city.
The so-called "ownership" issue of information
maintained in the REIS office was generally resolved
through the "transfer" of information ownership to the
RBIS office or the city administration. Fees will be
charged in all cases for providing- the information.
The legislation creating the registration office follows
the proposed federal law in that real estate information
in the registration office is available to any person,
subject to applicable rules and regulations.
Information held in the registration office is available
to the public. As a precautionary measure, any person
or entity requesting information must provide, as part
of the application, its name, purpose of the request,
address and phone number, together with other
identification.
The city administration has taken the position that
since the REIS office is a government agency,
information contained in it is not "owned" by the city
but rather by all the citizens. Therefore, public access
will be provided to applicants and safeguards will be
established to prevent misuse of the information.
Information held by the REIS Center on specific real
estate will be provided to anyone who makes an
application. The REIS Center will obtain the data from
the agencies responsible for such data - such as the BTl
or City Architect - and will provide the information to
the applicant.
GENERAL APPROACH

Note: The approach used to make the public and
other users aware of the REIS and to permit the
administration to discuss the issues, benefits and
plans was the same way in all of the cities in listed
below. How to do this without incurring major costs
was also resolved in the same way in all of the cities.
Each city held a "round-table" meeting at which
brokers, bankers, real estate specialists and others
would be informed about the plans of the local
administration, the purpose and benefits of the REIS
Center, and the access they would have to it. These
users were able to pose questions to city and agency
administrators. This provided for very informative
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4. INFORMATION IN
REIS DATABASE
The information
contained in agencies like
the BTl and Land
Committee was vast. The
REIs was required to be
designed as a Registry.
Since agencies providing
information to a potential
REIS office expected to
use the office as well, the
issue of what data was
required in the electronic
data base was disputed.

Yaroslavl

Barnaul

5. REIS FUNDING
The cost of developing
and maintaining the REIS
Office must be
determined and funding
sources established.
Without adequate
funding, the sustainability
of the REIS is doubtful.

Yaroslavl

interaction. The City Administration of Bamaul
formed a special "Roundtable Committee" to continue
the process.
GENERAL APPROACH

Each Working Committee was responsible to establish
the parameters of the system's data composition. The
information required to operate a registry is limited to
appro~tely 25 items of information. This was
eventually called "A" data. Additional data could be
added under limited circumstances and would be
called "B" Data. Data which was not even marginally
pertinent to the use of the REIS as a registry was
excluded.

The Working Committee, after long discussion and
debate, agreed to utilize 25 items of type "A" data
required to perform registry functions and
approximately 27 items of type "B" data. The critical
element which was emphasized was the determination
of what would be necessary to quickly establish a
working REIS office. The ultimate decision by the city
was to greatly expand the data base. The result is that
Yaroslavl is currently working to create a large, non
Core system prior to opening the REIS office.
The Working Committee accepted the concept of
limiting data for the registry to essentially "A" data.
Expanding the data using a modular approach, as
described in the Manual, was also accepted. The key
distinction is that Bamaul, like Nizhny Novgorod, Tver
and Pskov, intended to establish a registration center
and expand its responsibilities gradually.
GENERAL APPROACH
Each city prepared a budget with cost estimates for
personnel, equipment maintenance, office space and
supplies. The initial funding, except for equipment
purchased by USAID, was segregated from the city
budgets. Costs associated with equipment must be
budgeted after the business plan is completed.
Note: The importance of an accurate business plan cannot
be overemphasized, particularly in light of the necessity
to purchase equipment if it is decided to use a
computer-based system.
The City Administration developed a budget for the
first year of operation of the REIS office. This budget
included estimated revenues from fees charged to
users. The completed budget indicated that, if the
assumptions were correct, the office will generate
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Table 11.2: Sample Pilot City Issues, Solutions or Results

Darnaul

Tver and Vladimir

6. TRAINING
Training the experts and
staff required to operate
the RBIS office and its
computer equipment
represents a cost and
timing issue. The
implementation of
training in the pilot cities
produced varying results.

Nizhny Novgorod

Yaroslavl

Vladimir

Tver

substantial net revenues which could be used for
further expansion of the system.
Two budgets were developed which estimated costs
and revenues under two scenarios: a large, multi
purpose office and a smaller, core operation. Based on
the budgets, the city determined which form of
registration and RBIS office would be developed.
Funds would be generated through fees charged to
users.
The REIS Center is funded through the city budget.

GENERAL APPROACH
Training on computer systems was scheduled and
performed at local educational institutions. The
training included basic to intermediate skills in
Windows and Windows-based software. Limited GIS
training was also prOVided.
This initial training was considered useful; but
subsequent, on the-job-training, utilizing the
completed software in the operating REIS Center must
be scheduled and the cost taken into consideration.
Training in basic computer skills was carried out at the
beginning of the project. Additional courses in more
advanced skills and GIS took place as the project
commenced. Timing and cost considerations permitted
full training in REIS data entry only toward the end of
the project.
A similar timing and cost situation arose as in Nizhny
Novgorod. Basic, intermediate and GIS training took
place early in the development of the REIS. Time and
funds must be made available for end-of-project
training on the equipment, software and office
operations.
Over 90 persons were trained in basic and intermediate
computer skills. GIS training was commenced toward
the end of implementation of the project. On-the-job
training was performed with select staff on data entry
into the REIS.
Training was provided in stages. Initial training on
basic computer skills was carried out early during the
project. Management training of personnel was carried
out during the implementation of the project. Training
on the software applications, including GIS, was
carried out following software development.
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Preface

All technical terms used in this Volume have the meaning defined in the Glossary
located at the end of Volume I.

1 This problem is unavoidable. To minimize the effect of rapid out-dating, the suggestions in this
Volume are broad and the emphasis is placed on concepts. Nevertheless, Annexes III.B,C,D contain
examples of actual legislation to provide a degree of specificity.

This evolutionary environment presents an opportunity for an administration to
maintain a flexible approach. It represents a crucial reason why the legal departments
of cihJ administration and those responsible for drafting local legislation should be firmly
involved in the REIS planning from the beginning of the process. In this way, they will be
able to indicate potential legal issues that should be addressed in a timely manner,
and will not be presented with a fully formulated plan which must be modified to
reflect legal points which others may not have contemplated.

~(
III.3

2 See Volume I, Chapter 8.

Although this volume is intended to be read by lawyers and persons involved in
legislative drafting, it is hoped that administrators and technical experts will read it
as well, in order to gain an overall understanding of the organization and
implementation of a REIS. To make this Volume accessible for non-lawyers, it
contains information which the legal departments of any administration may find
somewhat elementary. On the other hand, those not involved in legislative drafting
and legal interpretation will benefit from some of the basic information provided
below.

The legal and legislative environment in the Russian Federation is in a state of rapid
evolution. The purpose of Volume III is to suggest an adaptive legislative approach,
rather than the wholesale replacement of existing legal structures by new legislation.
As has been briefly mentioned in Volume I, the establishment of a Real Estate
Information System containing all the attributes of a future registry and the
information required for it, is essentially a function of administrative change.
Consequently, it is unlikely that a new 'law' will be necessary. Enacting a new law is
essentially beyond the jurisdiction of a city administration. Fortunately, since
establishment of a REIS is a function of adjusting current roles and responsibilities,
this can be done by Directives, Orders or Acts, which the city administration does
have the authority to issue.

Finally, it is recognized because of the fluid nature of legislative and legal activity in
the Russian Federation, some of the suggestions included in this Volume may
become out-of-date.! For example, the enactment of a Federal "Law on State
Registration of Rights to Real Estate and Real Estate Transactions" (attached as
Annex IlLE) will profoundly impact the implementation and operation of a REIS.
Furthermore, conversion of a REIS to a registry must take into consideration the
recently enacted Decree No. 475 of April 15, 1996 of the Government of the Russian
Federation. Other laws and decrees may also affect the establishment and operation
of a REIS office and may have to be addressed in the business plan 2. Such events
can be anticipated to a limited extent in the business plan by carefully monitoring
pending and proposed legislation.
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1. Current Legal Basis Mfecting Real Estate Ownership, Rights and Real
Estate Administration in the Russian Federation.

The organization, implementation and establishment of a REIS office must take into
consideration the realities of current legislation in the Russian Federation. The issues
discussed in this Volume are based on two assumptions:

• First, that the absence of definitive Federal legislation relevant to land, mortgages
and registration inhibits the resolution of many issues.

• Second, that the establishment of a REIS office and the regulations which govern
its operation, including public access and cooperative information-sharing
agreements among agencies, can largely be attained through administrative re
positioning of roles and responsibilities.

To recite the current law is not a useful exercise for the purposes of this Volume.
Much attention has been given recently to the proposed laws on Registration,
Mortgages and the Land Code. None of these laws have been enacted,3 and current
practices are governed by the Constitution and the Civil Code (Parts 1 and 2). In
addition, several recent Presidential Decrees affect real estate transactions.4

Annex lILA to this Volume contains a compendium of enacted legislation pertaining
to real estate. Nevertheless, both enacted and potential Federal laws must be
considered in the development and implementation of a REIS.

Ownership and possession of buildings have been permitted since the adoption of
the Law on Ownership (1990). This was superseded by the Civil Code Part 1. The
Bureau of Technical Inventory is responsible for recording information pertaining to
ownership and possession of buildings and apartments. Ownership and use of land,
on the other hand, are recorded by Land Committee. Other agencies record various
data that may affect real estate in general, or rights associated with the real estate. 5

Taking into consideration the above agency responsibilities, it is clear that there
already exists an administrative system for recording information pertaining to land
and buildings and for registering interests in both land and buildings. One result of
establishment of a REIS is the creation of a unified method to reliably identifiJ the real
estate, the parties to real estate transactions, the real estate rights conveyed, the type
of transaction and the accurate purchase price.

Most of the basic information for development of a REIS which is accessible to the
public exists already. However, two important components have not yet been
implemented. The first is reliable mapping 6 and the second is a link between land and

3 The draft Law on Registration has been approved by the Duma on July 19, 1996. The Mortgage law is
under consideration.

4 Particular reference is made to the Civil Code Part 1 (1994) and Section 7 of the Civil Code Part 2
(1996); Presidential Decree No. 198 "On the Right of Ownership of Individuals and Corporations to
Land Plots under Real Estate Units in Rural Areas" (1996); and Presidential Decree No. 293 (February
28,1996) "On Additional Measures for Development of Mortgage Lending".

5 For example, information concerning servitudes or other easements can be normally obtained at the
City Architect's Office.

6 Implementation of a GIS is not a necessary part of the Core REIS, and will not be dealt with in this
Volume. Its exclusion does not, however, detract from its ultimate importance to the operation of a
reliable cadastre system.

III.4
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III.5

1.1 Merging Land and Building Information in the Core REIS.

7 The draft Law on Registration defines "real estate" by referring to sections 130 and 131 of the Civil
Code, Part I which, as previously mentioned, combines land and structures in one definitional concept.

[.'••"••'".'••.• ,.f.•;~ •.:•.••.•..•,••~.~.'••,..•'••••[.M,.er•.gt,,.• ,•.•. n,....•.g •.•I..nfo,...•..•,.•,.· •.. nn•. ~tionon Land, . _. ,.'.... . and Bulldingsm the Core
' .. 'REIS

':~.;':':"' .-. .

The definition of real estate as "land and
all structures attached to it" forms in
market-oriented realestate systems the
basis for accurate and cost-efficient
identification.·of land, structures and aU
associated. rights.. For the purposes of the
·REISoffice, ,·the .merging .ofinformation
concerning land and structures is a
critical component. It will enable the
Core REIS to perform the functions of a
registry, once appropriate .legislation has
been enacted on the Federal Level. At
the same time, other agencies will retain
their responsibilities to keep accurate
data, but will not need to be involved
with public access except as an auxiliary
source of information if disputes arise
from REIS-based data. The compiling of
Core data which can be certified by the
REIS office as accurate will provide to the
city administration a quick source of
income.

The dominant concern of the REIS office is the administration and dissemination of
such selected real estate information. This is an Important distinction. The purpose of
the REIS is not to supersede any other agenClJ, but rather to consolidate in a central office
particular information and perform tasks critical to the functioning of an active real estate
market.

Before proceeding to suggested legislative solutions, it is necessary to address the
primary concept: what is the usefulness and purpose of a REIS office which
possesses all the attributes of a registry.

structures. The primary legal issue in establishing a RBIS is that of coalescing the
tasks of registering and recording certain real estate information in one facility which
efficiently administers such data to provide the government and the public access to
accurate, up-ta-date information.

In broad terms, the purpose of any legislation affecting real estate is to secure the
best management of the real estate as a resource. Volume I discussed the economic
advantages inherent in the establishment of a RBIS office. To reap these economic
rewards, certain legal and legislative
initiatives must be undertaken. The
legislation which affects the
establishment of a RBIS will to a large
extent determine whether the REIS
office will duplicate current practices
and, therefore, merely become one
additional agency; or whether its
establishment will result in streamlined
public access to real estate information
and remove the inefficiencies inherent
in the present fragmented system. The
legal documentation must always keep
in mind that real estate information
should be treated as a resource that
must be administered in the interest of
all its users.

To promote increased activity of the
real estate market, the method of
recording information that distinguishes
and separates land from the structures on it
must be eliminated. The Civil Code Part
1 refers to real estate as "land and all
structures attached to the land". This
concept can be administratively implemented during the establishment of a REIS
office. The installation of a market-oriented office responsible for the collection and
dissemination of real estate information requires the elimination of the artificial
separation of land from the structures located on it.7 Buyers, sellers, investors and
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other government agencies will save time and money if they can obtain the
information necessary to establish the location, associated legal interests and
physical descriptions of real estate in one central office.

The next Chapter reviews the issues of legal basis and legislative initiatives which
must be considered and resolved to establish and operate a REIS.

2. Legislation: Establishment and Operation of the REIS

Following the decision to proceed with the implementation of the business plan and
establish a RBIS, the legal basis must be enacted for establishment and operation of
the REIS in conformity with the strategic goals of the business plan.

Several methodologies for establishing legal basis for the REIS have been utilized to
date in different jurisdictions. Examples from Nizhny Novgorod, Pskov and
Krasnodar are shown in Annexes IILB, III.C and IILD. The methods chosen vary
from the enacbnent of temporary laws on registration (case of Nizhny Novgorod),8
to administrative acts that reorganize roles and responsibilities of existing agencies
(case of Krasnodar). It must be emphasized that there is no "right" method to
achieve the goal of a Core REIS and its future expansion. However, the legal basis
should be established keeping in mind both pending Federal legislation and the
ultimate purpose of the REIS.

How large a REIS should the legal framework aim to create?

On the one hand, the REIS should always supply at least the information which is
provided by a registry. Without this minimum data, the REIS cannot be easily
converted to a registry. The minimum data required is discussed in the Annexes to
Volumes II and IV. Furthermore, the Core REIS data base should contain the
information needed by buyers, sellers, investors, banks, the tax authorities and other
administrative entities to make invesbnent and valuation decisions. On the other
hand, the legal provisions slwuld not establish a REIS which will collect all the information
held btl even} other agenCl}. This will only create a complex and expensive data base
which does not focus on the information of immediate interest to the real estate
market. More importantly for an administration, the time, effort and expense in creating
the software and compiling the vast amount ofnon-REfS-relevant data held bt} other agencies
will substantially delay revenue generation.

If the foregoing caution is kept in mind, the legal initiative to create the REIS office:

• will establish an office which is accessible to the public and other users of the
information;

• will quickly start generating income for the administration;
• will not conflict with current or pending Federal legislation; and

Therefore recording land and its attached structure together, which is the method applied in practically
all market economies, is not in contravention of current or proposed legislation of the Russian
Federation.

S The Nizhny Novgorod solution resulted in the establishment of a registration office. This happened
for two reasons. The first was the necessity to comply with conditions of the World Bank housing loan,
which required the establishment of a registration system. The second reason was the prior enactment
of enabling legislation by the oblast. However, the World Bank housing loan was less critical than the
action taken by the oblast which, in tum, permitted similar legislation to be enacted in the city.
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• will not be an unduly complex and time-consuming legislative undertaking.

The following sections of Chapter 2 review some basic legislative issues which must
be addressed in order to establish and operate the REIS office. The business plan 
which is developed prior to establishment of a legislative basis but after a complete
analysis of the purpose and direction of the REIS implementation - must take into
consideration the required legislative steps. Although the following sections focus
on distinct legislative areas, it is important to note that these legal initiatives are not
necessarily sequential or exclusive. Essentially, the administration will need to consider
legislation covering the following areas:

• Establishment of the REIS office.

• Funding of the RBIS office, its employees, equipment and any costs incurred by
the cooperating agencies.

• Support of the REIS office by other relevant agencies, including provisions for
data sharing and collection as well as data access by third parties.

• Definition of the roles and responsibilities of the REIS office and of other agencies in
relation to the operation of the REIS office.

In addition, a brief section at the end of this chapter discusses the legislative
initiative necessary for enabling the REIS to include a registration function.

2.1 Legislation Necessary for Establishment of the REIS Office

The objective of this legislation is to direct the establishment of the REIS office. It is
not intended to provide for all the rules and regulations governing the operation of
the office. However, it is important to note that the implementation plan of the RBIS
must be developed prior to the issuance of any such Decree or Order. Particular
reference is made to the "business plan" discussed in Volume I, Chapter 6. This
business plan, having been developed by representatives of the administration and
the involved agencies, can be attached to the Decree or Order.

The Decree or Order for establishment of the REIS may be prepared by the local
administration. It need not be a complex document. The legislation may choose one
of the following alternatives for establishing the REIS:9

• as a separate agency;
• as a department to be created in an existing agency;
• as a part of the City Administration. 10

9 These options are not exclusive. They represent some of the optimal choices preViously made or
considered by other administrations. Nothing prevents an administration from directing the
establishment of the REIS office in an alternative manner. The key is the issuance of a Decree or Order
that establishes the office and implements a plan.

10 See the discussion of institutional alternatives in Volume I, Chapter 4.
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The contents of the Decree or Order may be as simple as approving the "business
plan" 11 and attaching it to the Decree or Order; assigning responsibility for the
implementation of the Decree or Order; and the date by which such implementation
must begin. This Decree or Order should be followed quickly by the remaining
legislation necessary to the formal implementation of the RBIS office, as outlined in
the remaining sections.

2.2 Legislation Necessary for Mandating Support from all Participating
Agencies

Legislation encompassing inter-agenctJ cooperation and access to information is critical to the
success of tire REIS office. Development of the legal framework for this cooperation
should already begin during the drafting of the business plan. The business plan
will emphasize the concept that information shall be shared between the
participating agencies, the REIS office and the public. Although the business plan
may be attached to the Order or Decree establishing the REIS, it is prudent to draft
separate legislation that will clearly establish the principles of joint data collection, sharing
and access. 12 Assuming that the REIS model chosen for implementation is the Core
data base, then the issue concerning data sharing among agencies is not difficult
because the information is limited. The information contained in the REIS Core does
not require, for example, absorption of all the data held in the Bureau of Technical
Inventory. Much of the information retained by the BTl, although possibly
important for other purposes, is unnecessary for implementation and operation of a
Core REIS. The same holds true, although to a lesser extent, for the information base
held by the Land Committee.

The Order or Decree establishing the REIS and assigning responsibility for its
implementation and operation is the second legal step to constituting a legal basis
for the functions of the REIS office. Again, the business plan will assist in the
smooth flow of developing the legislative framework. The responsibilities of the
participating agencies for providing and receiving data to and from each other and
the RBIS office should be clearly defined. To this end, the administration should
consider issuing a single Decree regarding inter-agency collaboration, attaching to it
covenants from each of the agencies which signal their consent to share data. The
Decree should specify the types of data to be provided to the REIS Core and the

11 Although the Manual has refers to this plan as a "business plan", it may also be referred to as an
"Implementation Plan". A sample Format Business Plan is contained in Annex I.A. Regardless of its
name, the plan should be formally approved and enacted as part of the legislative framework.

12 Volume I refers to the possibility of involving the oblast administration, in order to integrate all
agencies into the process of RBIS implementation. This issue may arise quickly in the context of sharing
data with BTl, an agency frequently supervised by the oblast administration. In this case, agreement
with the oblast administration should be addressed very early in the process.
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13 The Pskov City Registry and City Administration suggested that it is not absolutely necessary to
adopt legislative acts regulating the process of data sharing among REIS users. Pskov suggests that
inter-agency agreements may be sufficient. Since each local administration has different needs and
levels of cooperation, the method for achieving data sharing should be studied carefully.

• Identification: The first level of protection that may be provided in the rules and
regulations is a requirement that any person or entity requesting information
must present identification and sign a request for information that records the
identity of the person making the inquiry. If the information is misused, the

An ancillary issue which must be addressed is the apparent conflict between open
and easy access to real estate information and the security of that information to
prevent its misuse, as provided in the "Law on Information, Automation and
Security of Information". Fortunately, a variety of methods which may be included
in the rules and regulations for the operation of the REIS office can substantially
mitigate the risks involved. Some of these methods are outlined in the following.

DATA·.·SHARING
.andDATAACCESS

The .need for •information sharing and.
access, .. which .. was emphasized in
Volume I, is stressed again here. The
only method known •for creating and
maintai:rringanefficient, active and
revenue-producing real estate market
forthebenefifof the .public and
government is ·to .• give any interested
party easy and open access to accurate
realestateinformation... Anything less
than that Willweal<enfhereal estate
market, make transactions more
expensive, and drive .investors away.
Furthermore" difficu.ltaccess to
informationmal<es •• it harder for the
govermnenttoraiserevenues .through·
taxes andfees, sincefew will either use
the system or report .accurate data.
NothingintheCoreREIS database
constitutes secret information.
Moreover; it is possible to build
safeguards into the system· to prevent
its misuse. If the. principle of open access
is not acceptable, then .. continuing REIS
implementation is .not. worth· the time or
expense.

agency responsible for providing each type
of data. Likewise, the information
contained in the REIS Core database should
be made available to each of the
participating agencies as and when
needed.13

m.9

Finally, the Decree should clearly and
unequivocally state that information maintained
at the REIS office will be accessible to anyone.
The administration and participating
agencies should be provided with free
access to all information, while the buyers,
sellers, investors, banks and other real estate
professionals should be permitted access
following payment of appropriate fees.

During the formulation of the Decree
controlling data sharing and access, .the
agencies involved may raise the issue that
they will be required to do extra work in
segregating data required by the REIS office,
but will not receive any commensurate
benefits for doing so. The Decree could
address this issue by establishing the principle
of revenue sharing, Le. providing that a part
of the REIS revenues will be used to
compensate the participating agencies for
the costs they incur in collecting and
sharing data.

2.3 Access to Information and Security
of Information

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



REIS office will have a record of who made the request and where the person is
located. This is the method utilized in Tver.

• User fees: A second level of control over the information contained in the REIS
office is the fee structure that is enacted. Of course, the primary purpose of fees
charged to users of the REIS is revenue enhancement for the administration - to
cover the RBIS operation and expansion costs and provide a surplus for the
municipal treasury. However, realistic fees will also help prevent the wholesale
delivery of large amounts of information at one time or to one user. For example,
the Core REIS data can provide information to a potential buyer or investor
regarding an owner's name, size of the real estate, encumbrances affecting it, etc.
This basic information can be provided in a report issued by the REIS office for a
fee. Alternatively, a buyer or investor may need the above information, together
with a history of ownership of the real estate. This report, being more extensive,
will require a higher fee. Similarly, any map or floor plan that is issued would
require an additional fee. Apart from generating fees, the charges levied for each
report will tend to dissuade a user, for example, from asking for all the
information on all the real estate in a certain street or district. Consequently, the
rules and regulations must include the complete structure of user fees, with
provisions for periodic updates.

• Type of data provided: The third method which may be used to protect the use
and security of information is to limit the ttJPe of data provided in a report. For
example, in Great Britain an individual may apply for information regarding a
particular piece of real estate without the permission of the owner of the real
estate. However, in this case the information released will be generic rather than
specific. For example, the report will give the owner's name, but not his address.
The report may inform that a mortgage, lien or other encumbrance affects the
real estate but will not state the amount of or the parties to the mortgage or other
encumbrance. On the other hand, if the application includes the written consent
of the owner to release the details of the information, the report will include the
available information regarding value of the property, amount of any mortgage,
names and addresses of all parties to any transaction or encumbrance affecting it,
etc.

• Penalties: Finally, the rules and regulations should stipulate that any misuse of
the information, whether by the public or the staff of the REIS or registry office,
will result in severe penalties pursuant to Federation laws.

Other methods for safeguarding the information may be considered. The four items
above are not exhaustive, but they show that the argument for limited or no public
access to the information held in the Core REIS is erroneous. The entire purpose of
establishing the REIS office will be undermined if its base legislation does not
provide for open public access to the information.

2.4 Legislation for Defining and Allocating Roles and Responsibilities

Legislation that requires information cooperation among agencies as well as data
sharing has been discussed in Section 2.2 above. A necessary corollary to such
legislation is a detailed stipulation of the rights, duties and functions of each agency
as they relate to the establishment and operation of the REIS offic

IILI0
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2.5 Legislation Regarding Staffing of the REIS Office

THE;
"""""'"'~I'nj'lIP"lJJJrnc,

AND'"'"
--.............1<'11 OTHER

USERS

Certain positions may be filled by current employees of existing agencies. The
Bureau of Technical Inventory, Land Committee and City Property Committee may
be directed to assign one or more of their existing staff to perform duties directly
related to the operation of the REIS office.

Correspondingly, the Bureau of Technical Inventory would be responsible for
supplying to the REIS office information on structures and rights associated with
those structures. This information would be combined by the REIS office with any
relevant data supplied by the Land Committee.

The responsibilities of each agency should
include accountability for the accuraClJ of
the information supplied. This will permit
the REIS to issue specific real estate
information which it may certify as being
accurate and current.

Areas which should be covered in the definition of roles and responsibilities include
entry, generation and maintenance of the data. The responsibilities allocated to each
agency would normally correspond to its current functions regarding real estate
information. For example, it would be logical for all information pertaining to a land
parcel to be generated and provided to the REIS office by the Land Committee.
Although the REIS office would be responsible" for maintaining the data, the Land
Committee would be obliged to provide up-dated information to the REIS office on a
timely basis.

The REIS office, in order to function
effectively and produce revenues for itself
and the administration, must take responsibility for maintaining the data, related to
rights on real estate The REIS office must also be responsible for information entered
pursuant to a secondary transaction. Since the REIS office will be the center for
lodging secondary transactions, it must be responsible for the approval, accuracy
and maintenance of this information. Certain updated information can then be
certified and supplied to the participating agencies.

The business plan will define the anticipated staffing of the RBIS office. If new
employees are to be hired to perform various functions, then an Administrative
Order should establish who is responsible for hiring the necessary personnel. The
legislation could specify what skills and qualifications should be required to fill
certain posts in the REIS office. In Volume II: Institutional Arrangements the
number, qualifications and training requirements for personnel were discussed. The
Administrative Order may similarly provide for the level of education and seniority
necessary to fulfill specific job descriptions.

The Order may also provide that the performance of these duties does not require a
change in the physical location of the personnel. For example, the staff assigned at
BTl to provide required information to the REIS office may fulfill these functions at
the BTl office. Other models suggest that, within the context of a unified REIS
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which provides a "one-stop-shop", at least one representative from each agency
maintain a presence in the REIS office to serve the public.

2.6 Legislation Regarding Funding of the REIS Office

Like the staffing of the REIS office, its proposed funding must also be projected in
the business plan. Financing of the REIS can arise from several sources. First, the
administration may provide financial resources through a budget appropriation.
Including the REIS in the annual budget or in a budget amendment is a matter of
settled procedure requiring no special legislation.

A second method involves an increase in fees charged to record real estate
transactions or the establishment of new fees, as well as authorizing fees for real
estate information reports. Special legislation is required to establish rates for
providing various services. The legislation can consist of a general Order
authorizing the charging of fees, accompanied by a fee schedule which can be
periodically adjusted.

The costs involved in the development, implementation and operation of the REIS
office may need to be recovered over a period of several years. 14 These costs will be
incurred both by the REIS office and by participating agencies. Consequently, the
legislation should allocate funds to the agencies incurring costs on behalf of the RBIS
office. Additionally, provision could be made for the allocation of any surplus funds
generated by the REIS among the REIS office, the participating agencies and the
municipal treasury. At least a part of the surplus funds should be allocated to the
capital budgets of the REIS office and the collaborating agencies for modernizing
equipment and expanding services.

Finally, legislation for utilization of REIS information to raise funds through indirect
methods should be considered. For example, the REIS office may be permitted to
supplement its revenues by developing and selling value added services, such as
maps and guides. Similarly, the REIS office could provide information which would
not normally be archived in the REIS data base by obtaining such information from
the relevant agencies and charging a service fee in addition to the agency fee
normally levied. This type of legislation requires careful wording so that commercial
activities do not detract from the basic purpose of the REIS office.

2.7 Supplemental Legislation Concerning Registration

Registration is a highly complex area of legislation. The draft Registration Law has
been approved by the Federal Duma on July 19, 1996.. A detailed review of the
concepts and components of a sample Title Registry are covered in Volume VI:
Development of a Title System. The actual enactment of registration procedures and
their implementation will be subject to a review by the special commission proposed
by the draft law and by the Ministry of Justice. Therefore this section examines only
briefly some of the issues which might be considered by the administration and its
legal department when the administration proposes setting up a registry as a future

14 Operational costs will be determined in the business plan and can be applicable 'to one or more
years. In any event, costs will become apparent at the initial planning stages. To a certain extent,
operational costs will determine the introduction of new fees or increases required in current rates.
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policy goal. Ultimately, implementation of an effective title registration system is a
condition to creating an active real estate market.

• For the purposes of registration, distinctions between structures and land, behveen
agricultural and urban land and behveen residential and commercial real estate should be
eliminated. Any registration ofa right to real estate should include both the land and the
structures located on it. All real estate must be subject to the same rnles and procedures
ofregistration.

• Responsibilitlj for real estate registratiofl: should be unified in one agenClJ, with branch
offices if necessary. Land use and land allocation responsibilities should be the
responsibility of other agencies.

• A comprehensive description of rights and interests in real estate should be
established. Registration should be mandatory for all transactions involving real
estate. Non-registered interests should be unenforceable in any court, except
under principles of contracts which are enforceable under the Civil Code, Part I
or II.

• A definition of the legal effects of registration and of failure to register, including
the establishment of priorities among competing interests in real estate.

2.7.1 REIS and a Registry

The basic principle underlying a system for recording rights in real estate is ensuring
that those rights are identified, recorded in a suitable form, recognized, and
protected by the government. The information necessary for the operation of the
REIS Core represents essentially the basic data found in a registry (see Annexes to
Volume II and IV). One of the key objectives of any legislation establishing a REIS
office is the unification of land and structures so that they are considered jointly as
"real estate" as provided by the Civil Code Part 1. The REIS office can accomplish
this objective through the merging of information on structures and land in its data
base.

However, the principle of the legal integration of land and buildings does not mean
that the rights attached to land and to buildings must be merged. The "real estate"
does not have any rights; it is the owners, users, tenants and other individuals or
entities who have rights in real estate. These rights will still be reflected in the
unified real estate information data base. The legislation establishing the REIS
should reflect these principles. If this is done, only the final enactment of the
registration law and possible minor changes will be required to convert the REIS
office to a functioning Registry. The real estate information issued by the RBIS will
need only to be supplemented with a certificate to the right holder attesting that the
rights held are established by law.

The following may be considered the minimum elements required in a registration
law: 15

15 Note that the minimum elements of the registration law, which have been italicized, would, in any
case, be an essential part of the REIS and are furthermore elements of the Civil Code and of the
proposed Federal Registration Law. Thus, they will not have to be considered again when converting
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Generally, the registration function needs the support of a mapping element to
operate effectively. The RBIS office, to be optimally usable as a registry in the future,
should have the ability to require that under certain circumstances boundary
surveys must be carried out. The required legislation would apply only to boundary
surveys and would consist of two components: (i) who may carry out surveys, and
(ii) the specifications to which the surveys must comply.

In addition to the foregoing, additional legislation may be required to cover:

• Standardization of documents, including re-design of forms to streamline the
process.

• Integration of an official physical cadastre and the legal effect of recording real
estate ownership.

• Development of integrated policies governing cooperation and information
sharing between agencies, including agencies responsible for management of
real estate.

• Establishing standards and fee structures by which private companies can
perform surveys or provide a guarantee of title, to reduce the cost and burden to
the administration.

• Providing for a state guaranty through the establishment of a fund from which to
support payment on any claims for compensation.

• Establishing standards and responsibilities of the Head of the Registry or RBIS
Office so as to clearly delineate roles and powers.

2.8 Summary

Establishment of a REIS Core remains the decisive point in structuring a solid
framework which can be expanded to a full-scale real estate information system
incorporating a registration function. The legislation to establish the legal basis for a
REIS Core is not complex. It consists in most cases of the reallocation of existing
resources within the city administration. Where the legislation impacts agencies
under dual authority, such as the BTl office where it is under oblast administration
but handles records for structures in the city, the level of complexity increases
somewhat. To achieve the initial goal of establishing and operating a REIS Core in a
centralized office, the follOWing legislation should be enacted:

• An Administrative Order or Directive establishing the REIS office; appointing
the agency and/or individual responsible for implementation; and directing that
supplemental legislation be enacted to fulfill the intent of the Order. The REIS
'business plan' should be incorporated in the Order.

proposed Federal Registration Law. Thus, they will not have to be considered again when converting
to a registry. This will save time and money in the future. It also provides for a superior level of
certainty when compiling information on real estate and issuing reports which may be certified as
accurate.

III.14

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

• An Act directing that funds be allocated from the budget to establish, operate
and maintain the REIS.

• An Act directing the relevant participating agencies to support the
implementation and operation of the REIS; providing for complete data sharing,
collection and access between the relevant agencies; and establishing the
unobstructed access of the public to information contained in the REIS.

• Covenants signed by each participating agency consenting to the data sharing,
collection and access provisions stated in the Administrative Act.

• Ru1es and Regulations governing the roles and responsibilities of each
participating agency in the operation of the REIS and the REIS office; fee
schedules; staffing classification; principles for allocation of revenues; and
procedures for operation of the REIS office, including the acceptance and
recording of documents.

Additional legislation should take into account the provisions of the Federal Law on
Registration and would depend on local conditions or preferences. Annexes I1I.B,
III.C and III.D contain some actual examples as illustrations.
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1. Introduction

3. Methodology

2. Objective of the REIS Supporting Computer System

[!J,:,' NOTE: For the purpose of
", d1ij,t:~1'" brevity and clarity, in this
. '~~~?'" volume the tenn "REIS"
~ refers to the REIS computer

information system only,
unless otherwise stated.

The preceding volumes gave an overview
of the REIS (V01. I), its institutional
aspects (Vol. II) and legal aspects (Vol.
III). This volume deals with the computer
systems to support the REIS. The
approach of the volume is to cover the
analysis, design, development and
implementation of the computer system as it applies to REIS.

A diagram of how these three elements interact with each other is shown on Figure
IV. 1.

IVA

In the creation of any system there are three main elements which are subject to
analysis and design:

There is no single model for the REIS. Each city has different procedures for
gathering and storing information, number and frequency of transactions, existing
hardware and software conditions, expectations on what the REIS can and should
do, and financial and technical backing to support the REIS. Consequently, many of
the cities interested in creating a REIS will need to create a customized system. This
Manual can help cities approach rationally the design of their own REIS, based on
the lessons of experiences from the pilot cities that have implemented the REIS. It is
hoped that the information in this volume will help cities approach rationally the
design of their own REIS, based on the lessons of experiences from the pilot cities
that have implemented the REIS.

Before embarking on the creation of the REIS computer system it is important to
understand the conceptual settings of its design. These conceptual settings lay the
foundation for answering many of the questions encountered in the creation of the
REIS.

There are many difficulties in conducting transactions in land and real estate
without an efficient system of documenting the rights. The objective of the REIS is
to introduce a reliable and secure real estate information system which can maintain
all information to support a real estate registry, prepare the foundation for a land tax
system for local government, and furnish information for the real estate market.

• the database,
• the business rules, and
• the applications themselves.

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



Figure IV. 1: Relation of the REIS Applications, Business Rules and Database

3.3 The Applications

It is the aim of the REIS to analyze and design a database that is secure, easy to
expand, and able to support applications that fit and match the business rules of the
different organizations using the REIS and the public at large.
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TaxRightsEntitiesReal Estate
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3.2 The Business Rules

Computers are mechanical devices, and rules and procedures are what computers
work with best. The primary role of the REIS application is to implement business
rules. The business rules are all the thousands of rules that define how a business
(organization) runs. Procedures are collections of business rules.

The key to the successful implementation of the REIS is that it allows the computer
to automate the mechanical parts of registration, taxation, etc., leaving only the truly
empowering and creative part to people.

3.1 The Database

The primary role of the database is to store in a logical manner information that is
secure and easy to access. The database is also a model that represents an
organization and how it works.

The most common view of an application is just as the interface between the user
and the computer system. However, in fact an application has a front end and a
back end. At the front end, the application provides the interface to the user. At the
back end, the application is responsible for implementing the business rules on the
database and the system as a whole.

!f1v1"t)
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4. Analysis

The purpose of the analysis phase of the REIS is to do user needs assessment,
formulate the business rules and identify the database elements. The initial analysis
phase will affect the project until its completion. It is very important to be thorough
and accurate. This process is a long and difficult one, but of utmost importance.

The REIS requires the involvement and cooperation of many organizations within
the city. The institutional and legal issues are analyzed in other volumes of this
manual. In this volume the analysis concentrates on the REIS organizations, their
data, data flows, hardware and communications.

4.1 User Needs Assessment

A critical need in system design of the REIS is to meet the true needs of the end
users. If the REIS application fails to do this, the REIS will be not be utilized by the
end users. Thus assessing the user needs is the first step in the analysis of the REIS.

The majority of the cities in the Russian Federation are in a similar position with
regard to privatization and the secure registration of rights to real estate. Several
agencies are responsible for recording rights to real estate. The jurisdictions of these
agencies overlap. Their records and methodologies are complicated and lack
security.

Most of the agencies concerned with real estate information consider their data to be
their own. In many cases they maintain duplicate (and sometimes conflicting)
records on the same data objects. Despite this, elements are available for the
creation of the REIS once organizational, institutional and political hurdles are dealt
with.

A typical data flow diagram of the different agencies and their users may look as
shown in Figure IV. 2.
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Figure IV. 2: ELEMENTS OF THE REIS INFORMATION SYSTEM
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In assessing the user's needs, it is important to take into account not only the
requirements of the present, but also to foresee the requirements of the nearest
future. As known, economic reforms are currently going on in Russia, and the
situation in real estate is being changed very quickly. It is important that the
developed system would not appear suddenly hopelessly obsolete when a new
legislative act, local or federal, would be approved. It means that it is necessary to
put into the system some flexibility, capability to be adopted to new terms, even
despite the fact that it may bring along some surplus.

Also it is necessary to take into account that the end users do not always clearly
realize their needs, even at the present time. Several factors contribute to this,
namely the fact that the matters of real estate and real estate rights registration are
still new for clerks. Low computer literacy and fear of new technology also
contribute to a lack of understanding of the user's needs.
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The next step in the analysis of the REIS is the identification of City institutions that
store and maintain data relevant to the REIS. The majority of cities in Russia have
the same key institutions and perform similar functions. Although the name and
number of the institutions may change, the basic relevance to the REIS remains the
same. Figure IV. 3 shows the sample graph with the description of the functions of
each of the government organizations working with real estate in Orenburg and the
their subordination to municipal, regional and federal levels. It is stressed that each
city is different and a separate analysis has to be performed. Fox example, the GPTI
in sample Figure IV. 3 is not a typical situation in most Russian cities.

Regional

Federal

Municipal

RozKomZem RozKom Im.- Ministry of
Russian Land Russian Committe Justice
Committee for property

---------1------- --------------- -------------

Land CUGI.c_"1 IDepartment ofI I Regional Tax ICommittee for Management Justice Inspectionof state Prcperty

--------- ----- f-- --------------------------- -
Head of Administration -

Deputy Head on Cap~al Construction -
- peputy Head on Management of Munil. Property

Deputy Head on Economy

ueputy Heaa on ~ommunal ~ervlces

II

I GPTI II Land III KUI .~ II~mmittee ~1 rommittee onl/ Department ofl Committee 011 Municipal I• . Privatization . Legal Tax
Committee !he cily of ern.. Informatics of Housing ArchitectUre Problems Service

4.2.1 Identification of Institutions Relevant to the REIS

Figure IV. 3: COMMITTEES DEALING WITH REAL ESTATE AND THEm
SUBCORDINATION

The role of these institutions, their legal basis and their institutional structure is
beyond the scope of this Volume IV. A more detailed analysis of the institutions
themselves may be found in Volume II of this manual. The main interest in this
volume is the actual data (in digital or paper form) that may be found at these
institutions.

There is certain set of key parameters that may be used to identify the key
institutions relevant to the REIS. The main criteria is whether the institution
maintains data which are essential for the REIS. These data may be in paper or
digital forms. The main information elements to look for are:
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Table IV. 1: MAIN REIS INFORMATION REPORTS

The institutions with this data tend to have a lot more information than is necessary
for the RBIS. It is important to understand that to fulfill the objective of the REIS it is
not necessary to have all these data. The principal physical database elements are
detailed in Section 5.1.2 below.

A matrix is a very useful tool to organize and analyze the data available for the
REIS. The matrix should contain information on:

• Data Sources (by agency)
• What data do they have?
• How do they use the data?
• How do they store the data?
• With whom do they share the data?
• What do they get from other agencies?
• What do they need that they do not have?

4.2.2 Data Sources

The basic core data necessary for the creation of the REIS is supplied by different
committees and agencies in the City. A matrix is very helpful to show the sources of
the data. This matrix can later be used in the design of the system as well the
creation of data sharing agreements. The distribution of the data sharing is different
in every city. Table IV. 2 is a sample of the distribution of the Core Data (See Section
5.1.2 Core Data Elements) for the City of Orenburg.
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d
~

Committee
REIS Core Data Element Infonnat BTl LC Housing KUI Notary Others

ics .....
REAL ESTATEOBTECTS

Real Estate Identification Cadastral Identifier d d d
Address dBTl file number P
Other Identifiers d,p
RE Identification Catalogues (Street Names, Rayon p
Names, etc.)

p

Land Parcel General Description (use, category, purpose) d d p,d
LP areas (general, developed, under utilities, etc.)
LP survey data (LP survey agency, lease survey
dala, etc.)
Appraisal data (nonnative and market values)
Other related data (other data can be subsequently
included, such as contour coordinate description,
boundary description, etc.)

Primary Object (any General data (type, use, purpose, data built, d
building or construction)

number of floors, number of residential units,
number of nonresidential units, number of
entrances, etc.)
Areas
Floor Description
Facilities Description
Construction Description
Appraisal Data

Secondary Object (any General Data (type, purpose, use, areas, number of d
commercial or residential

rooms, etc.)
Facilities

unit) Room Description (if necessary)
Appraisal Date

Object Catalogues (type d
of use, type of
construction, type of roof,
walls type, etc:)
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Committee
REIS Core Data Element Infonnat 811 LC Housing KUI Notary Others

ics .....

ENTITIES
Physical Entities Name d

Date and place of birth
Iddocument
Address

Juridical Entities Name X
Registration data (number, data and place of
registration)
Juridical address
Mail address

Entities Catalo2s
LEGAL INTERESTS

Application Application Number d d d d
Description (data, time, reason)
Reference to RE object/s
Reference to Applicant
Reference to Documents
Result of ADolication

Proxy Identifier d
Trustier
Trustee
Reference to RE
Descriotion

Document Identifier d
Description

Legal Interests Identifier d
(Ownership, Mortgage,

Reference to RE object
Reference to Entity

Lease, Encumbrance, Description (share, extension, etc.)

Easement) Data registration
Legal basis (Reference to document) for
rel!istration

- - - - - - - - - -
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Committee
REIS Core Data Element Informat 811 LC Housing KUI Notary Others

ics .....
Data of termination
Legal Basis (Reference to document) for
termination

Certificates Identifier d d
Description
Given to (reference to entity)
Issued by (reference to operator)
Data for Termination

CONTRACTS
Reference to RE object d d d
Reference to RE object description
Lessor
Leasee - reference to
PhysicallJuridical Entity
Terms of Lease
Rent Payments
Rent Review
Penalties
Rent Termination

TAX
Activities
Bank accounts
Founders

d: Digital format. p: Paper fonnat

Table IV. 2: REIS Core database Elements and Participants
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4.2.3 Principal Real Estate Regulatory Institutions

The institutions with REIS data differ from city to city. The following are the main
institutions with REIS data which are found in most cities. Their institutional setup 
whether under the city administration, under the oblast administration, or
autonomous - may also be different in different cities.

• Bureau of Technical Inventory (BTl) -- responsible for all transactions involVing
buildings (so-called lIimmovables").

• Land Committee (KOMZEM) - responsible for all transactions involVing land
(including the land under buildings recorded at the BTl).

• Property Committee (KI or KUGI) -- responsible for municipal buildings. The KI is
also a federal entity; and

• City Architect's Department -- responsible for city planning and the Geodesy
Department which maintains the map data.

4.2.4 Organizations and REIS Data Flows

Data flow diagrams should be part of every development project. A data flow
diagram shows what data passes, and the sources and destination of data. In the
analysis of the REIS the data flow diagrams are very important process because of
the number of organizations involved.

The mapping of the data flows needs to start with the creation of a matrix showing
what data each agency gives to another agencies or other participants, and what the
agency expects in return. A sample matrix used in the City of S1. Petersburg REIS
project is located in Annex IV. I. This matrix can later be used to create diagrams of
the data flows. FIGURE IV. 4 shows a data flow of the BTl in the City of Orenburg.
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FIGURE IV. 4 : SAMPLE FLOW DIAGRAM OF STRUCTURE AND FUNCTIONS
OF BTl
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The principal REIS institutions and their data flows may vary from city to city. The
principal institutions tend to have very similar relationships. These relationships are
illustrated in the follOWing Figure IV. 5.
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4.3 Analysis of the Business Rules
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Figure IV. 5: REIS Institutional Relationships and Data flows

I~

The primary role of the REIS application is to implement business rules. The
business rules are all the thousands of rules that define how a business or an
organization run. Procedures are a collection of business rules.

The analysis of the business covers local and federal laws, institutional relations, and
procedures. There is no single model for the business rules use in every city. It is
not the intention of this manual to cover the business rules, since local conditions
will need to be studied thoroughly and without any preconceived ideas.
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Nevertheless, Vol. I, Vol. II and Vol. III provide a valuable reference on how some
institutions implement their business rules.

4.3.1 Data Sharing

One the main problems in the creation of the REIS is the distribution of the REIS
data in several agencies. In order for the REIS to succeed, the different agencies
have to share their data.

It is important to identify at an early stage those data elements of each agency that
must be shared and inform the management of this need. Legal agreements should
be reached and signed by each participating agency before proceeding with
implementation of the REIS.

4.4 Inventory of the Existing Computer System (by Agency)

The majority of the city agencies with real estate information have existing computer
systems based on the IBM Personal Computer Architecture. DOS is the most
common operating system, and information is stored in either flat files or dBase
type databases.

An inventory must be carried out to identify the existing office units, hardware,
software and communications facilities. This survey will be used later in the design
phase to estimate the additional hardware, software and communication facilities
necessary to implement the REIS.

The inventory of the hardware must be performed in a methodological manner.
One of the best ways to do is by having a prepared set of survey forms to fill out
during the visit to an agency.

Sample survey forms are presented in Annex IV. B and Annex IV. E. The set of
survey forms covers the identification of hardware and communications.

As a reference, the survey forms should be accompanied by a floor plan showing the
office layout and identification number for each office.

4.5 Database and applications survey

It is important to identify all databases available in digital form. The City can save
months of labor and costs by not duplicating information.

Table IV. 3 below is a sample form useful in identifying this information. Each
agency should fill out this form (See Annex IV. C). The survey form includes a
general description of the database, application and storage format of the data.

Although the REIS deals with real estate information, the database survey should
include all applications available. Some completely unrelated databases may have a
potential value in creating a REIS. For example, the City of Orenbourg has
implemented an automated rent payment program. This database can be very
useful in the creation of the REIS database since it is updated every month and
therefore it has the most up-to-date information on addresses.

IV.16



~
o

computer Equipment Survey

Agency: Informiltics Entrydilte: 06/17/96

City Nilme: Orenburg Rilyon Surveyor Nilme:: John Doe

Postill ilddress: 111/1 Sovletskilyil

Application Operating Systems Databases Applications Geographic
Name Number Infonnalion Purpose

of System
records

DOS Windows OS/2 Unix Novell Clipper FoxPro Oracle Milplnfo Ardnfo

Rent ooסס20 x x Backing and development of the tasks on tenants, on
Calculation

calculation of insufficiencies of municipal services,
documents on calculation of balance by the beginning of the
month.

..........

Table IV. 3: Sample database surveys

- - - - - - - - - -
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4.6 Communications Survey

The REIS requires that different agencies share their data with each other and the
public. The communication of such information may be performed in several ways
and each has an implication on costs. It is extremely necessary to make an accurate
survey of the communications situation to make accurate decisions on the type of
communications to be used. A networking survey has to be performed for each
committee and this survey should be accompanied with a communication topology
diagram. Table IV. 4 shows a sample networking survey from the Informatics
department from the City of Orenburg.

Networking Survey
City: City of Orenbur~
E-Mail Releom
LAN: Novell 4.1
Network adapter, cable, hubs, BNC, (others ...)
etc.
Communications
Agency telephone exchange Federal Telephone Network

Telesot, Re~on Network
# of outside lines 100,
Dedicated di~tal/telephone lines 3
Office telephone exchan~e Panasonic 366
Total capacity, internaljexternal, 40 Channels
channels
# of free internal/ external 150/40
channels
Other 11 quantum, 2 scri-2 12 channel

between the structures and branches
Telephone company used for The Municipal Telephone Company
communication support
Additional, Equipment Required Hubs, Repeaters and concentrator
Telephone channels
Dedicated Lines No
Earthin~ No
Sockets, European Standard Socket and Plug

Table IV. 4: Sample Networking Survey

4.7 Technical Expertise Survey

The design of the REIS may call for the use of new hardware and software. It is
important to identify the technical expertise available to the city in order to identify
areas for additional training of the staff. A sample survey on the technical expertise
is shown on Table IV. 5.
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Operating Systems Databases Applications Geographic
Department Number Information Notes

Names of System
workers

DOS Windows OS/2 Unix Novell Clipper FoxPro Oracle Mapinfo ArcView

ACS 11 11 11 - - 1 11 1 - 1 1

Hardware and
Assistance 7 7 7 5 1 4 1 1 - - -
Support

Rent
Calculation 6 2 2 1 - - 1 1 - - -

Total
24 20 20 6 1 5 13 3 - 1 1

Table IV. 5: THE PERSONNEL EXPERTISE AT THE COMMITEE ON
INFORMATION OF THE ADMINISTRATION OF THE CITY OF ORENBURG

4.8 Local Suppliers Survey

Purchasing hardware, software, and training locally offers many advantages. The
products and services are comparable to those available nationally, but oftentimes a
local vendor will offer more in the way of services and may provide personal
touches that cannot be found with a company a great distance away. Local vendors
depend upon repeat business from within its own community and therefore strive to
develop strong relationships with their clients.

It is important to identify and evaluate local computing resources for future
reference. Table IV. 6 is an example of the local hardware suppliers in the City of
Orenbourg. A similar table should be made for any city undertaking a REIS.

No. NAME ADDRESS NOTES

1 Center of modem teclmologies 460000, The city of Orenburg, Supply and warranty
"UNICOM" Volodarskogo,20, (4 floor) tel.: 72-59-19 maintenance of hardware

from COMPAQ
HP,APC,VIST

2 Engineering firm "Optim" 460000, The city of Orenburg, the street Supply and warranty
Leninskaya,28A maintenance of hardware
tel.: 47-61-09,72-77-60

3 the firm "Constanta" The city of Orenburg, the street Supply and warranty
Turkestanskaya,5, maintenance of hardware
corp.2,tel.: 72-43-65,72-43-66

4 NPP"InEl" The city of Orenburg, the street Supply of equipment
Volodarskogo,S,room 39
tel.: 47-29-96,47-58-71

... ... ... ."

Table IV. 6: LOCAL SUPPLIERS OF HARDWARE

I
I
I
I
I
I

I
I
I
I
I
I
I
I
I
I
I
I
I

IV.19 I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

5. Design

There are two design components to the REIS - a physical design component and a
logical design component. The physical design component concerns the REIS
hardware and software. The logical design components concerns the concepts and
specifications of what the REIS should perform and the overall system architecture.

It is tempting to start the design of the REIS from the physical component without
first doing a throughout logical design. But by doing the physical design first, the
solution is locked into a very narrow set of choices. This unfortunately can lead to
serious mistakes in the implementation of the REIS and the alternative to fix the
mistakes at that stage are extremely narrow or non-existent. By doing a logical
design first, the broad elements of the REIS are captured while leaving open many of
the choices to perform the physical design.

5.1 Conceptual Database Design

The range of real estate information is very broad and has many components. The
large amount of data can make the creation of the database extremely complex and
difficult to organize. In order to design and organize the database structure, a
modular approach is necessary. This approach allows for easy expansion of the
database, a logical linkage of different types of real estate objects, rapid development
of applications and reuse of existing system components.

The conceptual model of the database design is divided into three major data
groups: Objects, Entities and Rights. The Objects group represents land, buildings
and units. The Entities group physical and juridical entities. Rights represent
ownership, leases, mortgage, etc. This model is simple yet flexible enough to store
data on:

• Objects
::::> Land
::::> Buildings
::::> Units

• Entities
::::> Physical Entities
::::> Juridical Entities

• Legal Interests
::::> Ownership
::::> Mortgage
::::> Lease
::::> Easement
::::> Encumbrance
::::> Proxy
::::> Applications

• Contracts
• Tax
• References
• Other real estate information

IV.20
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Figure IV. 6: Main Characteristics of A REIS Database

5.1.1.1 The Objects Database Module

5.1.1 Elements of the REIS Database

A structured approach to the design of the Objects module is to create a main entity
to describe each object type and have all additionaljsubordinate information linked
to it. This allows for easy expansion of the system with minimal changes.

A key part of the Objects module is the creation of a system to identify real estate
objects. Each object should be identified by a unique real estate object ID. This
subject is further discussed in Section 5.1.3.

The Objects module contains information on the description of the real estate objects
such as landl buildings, units, etc. The amount of data available for this is large and
varied. It is necessary to be reasonable in the detail of the object description and
select only the most commonly used data items.

The Objects database module contains information needed for the identification and
description of real estate objects. The main purpose of the Objects database is to
create a real estate inventory. This information is important for privatization, first
registrationl secondary transactions, commercial lease agreements, commercial
sales, and for a real estate taxation system. The Objects database is created as a
separate module in order to allow flexibility in accessing it from all other parts of the
system which require this information.
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5.1.1.2 The Entities Database Module

The Entities database module is designed to load, query, update and generate
reports about entities. There are two main kinds of entities: physical and juridical.
A physical entity is usually synonymous with an individual. A juridical entity is
any legally created artifact. The object of the REIS is not to create a catalogue of
individuals or companies. The information about physical and juridical entities is
used in the system only in the context of the real estate interests.

The information necessary for a physical entity may be limited to what is required to
provide a unique identification. This may be done by description of physical
documents that may provide at best a unique serial number. The information can be
limited to name, date and place of birth, details of the passport or other
identification document, and mailing address. This information is held in
documents that are typically identified by a document serial number, document
number and name of department that produced the document.

The information necessary for a juridical entity is similar to that for a physical entity.
The structure of the information is based on one main entity containing
identification information and some key characteristics, and a number of entities
representing various aspects of the activities of the juridical entity, such as mail
addresses and contact information; main activities; number of shares and their
distribution between the state, local and foreign shareholders; a list of shareholders
(physical and/or other juridical entities) and the number of their shares. The
database should also provide historical data to track changes of names, etc.

The minimal information necessary for the unique identification of juridical entities
may be provided by the company name, registration number, registration data and
name of the registration authority. With this scheme is also possible to introduce a
taxpayer number when these become available. There are a number of federal codes
(OKPO, SOATO and SOOGU) which may be used for unique identification.

5.1.1.3 The Rights Database Module

The Rights module may be seen as a book or journal used to document all activities
relating to real estate, establish priorities and keep track of their status. These
activities typically take place between real estate objects, physical entities and
juridical entities. This module may be further subdivided into specific kinds of
rights of registration. The minimal information necessary for registration includes
items on real estate ownership, leases, mortgages, easements, and encumbrances.
The Rights module also keeps track of changes in the rights by means of a historical
record. Rights are represented by means of a legal document. The records of these
documents are also a part of the Rights module. The design of the Rights module
requires a lot of specific attention to detail and understanding of the relations among
the different rights. This module should be designed in close collaboration with an
expert for the particular application which is being created - title registration, etc.

5.1.1.4 Tax

The nature and characteristics of Property Tax make an almost non-dispensable
feature of its administration the operation of a computer based Property Tax
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Information Management System (PTIMS). The core of the system is the Properties
Database (Fiscal Cadastre) where basic information required for property tax
administration purpose is stored. Descriptive data for each individual property,
taxpayers ID and current tax liabilities as well as past liabilities and corresponding
payments are structured in the database which can be permanently accessed by
authorized users of the PTIMS. The Fiscal Cadastre is designed based on the
original REIS database structure, modified to include the Property Identification
Number (PIN) required to support property tax administration and enlarge the
operation of tax liabilities and payments.

5.1.1.5 GIS

The link between the legal data and graphical information of the REIS may be
performed in several ways. One of the simplest way to do this is by means of the
cadastral number. This is the minimal information necessary for unique
geographical identification. The City of Pskov has included this additional address
field in their database. Table IV. 7 shows the database elements used in the City of
Pskov.

Field Name Tvp_e DescriDtion
Cadastral Number Character (18) the unique identifier linked to the

REIS
Address Character (25) the land parcel address, used for

queries if the cadastral number is not
known

Table IV. 7: Pskov Data Elements to Link REIS Graphical Data and Legal Data

5.1.2 Core Data Elements

To implement the REIS database the following REIS database elements serve as the
core of the REIS.

REAL ESTATE OBJECTS
Real Estate Identification

Cadastral Identifier
Address
BTl Registration number and letter
Other Identifiers
RE Identification Catalogues (Street Names, Rayon Names, etc.)

Land Parcel
General Description (use, category)
LP areas (general, developed, under utilities, etc.)
LP survey data (LP survey agency, survey data, etc.)
Appraisal data (normative and market values)
Other related data (other data can be subsequently included, such as
contour coordinate description, boundary description, etc.)

Primary Object (any building or construction)
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General data (type, use, data built, number of floors, number of
residential units, number of nonresidential units, number of
entrances, etc.)
Areas
Floor Description
Facilities Description
Construction Description
Appraisal Data

Secondary Object (any commercial or residential unit)
General Data (type, use, areas, number of rooms, etc.)
Facilities
Room Description (if necessary)
Appraisal Data

Object Catalogues (type of use, type of construction, type of roof, walls type,
etc.)

ENTITIES
Physical Entities

Name
Date and place of birth
Id document
Address

Juridical Entities
Name
Registration data (number, date and place of registration)
Juridical address
Mail address

Entities Catalogues

LEGAL INTERESTS
Application

Application Number
Description (date, reason, ...)
Reference to RE objectjs
Reference to Applicant
Reference to Documents
Result of Application

Proxy
Trustier
Trustee
Reference to RE
Description (date, reason, ...)
Identifier

Legal Interests (Ownership, Mortgage, Lease, Encumbrance, Easement)
Reference to RE object
Reference to Entity
Description (type, share, extension, etc.)
Registration data
Legal basis for registration (reference to document)
Termination data
Legal basis for termination (reference to document)
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Certificates
Description
Given to (reference to entity)
Reference to RE object
Termination data
Issued by (reference to agency)
Identifier

Others Document
Description
Identifier

CONTRACTS (any covenant or legal document for the use of property)
Reference to RE object
Lessor (reference to Physical/Juridical Entity)
Lessee (reference to Physical/Juridical Entity)
Terms of Lease
Rent Payments
Rent Review
Penalties
Rent Termination

TAX (Fiscal Cadastre)
Reference to RE object
Taxpayer(s)
Activities
Bank accounts
Founders

5.1.3 A Unique Real Estate ID

A principal element of the REIS database is the ability to identify real estate
accurately and easily through a widely available standard that the city can use. This
subject is further explained on Volume VI Section 2.5. At the database level, a
unique identifier assists the system to:

• Link information from various sources and provide basis for future expansion
and integration;

• Object integration - link data about land, primary and secondary objects;
• Vertical integration - among different types of data: graphical, legal, physical

cadastre data, planning and zoning data;
• Horizontal integration: among neighboring objects - e.g. send letters to all

neighboring parcel owners in regard to a boundary dispute, find all parcels in a
block and all parcels located on a particular street, etc.

The chosen system of cadastral identification may differ in different cities. A general
representation and model structure of the cadastre may be as follows:

xx:xxx:xx:xx:xx-xxxx-xxx-xxxx

IV.25

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



5.1.5 Minimal REIS Data Elements

IV.26

5.1.4 Normalization of Data from Different Agencies

It should be noted that there are not always unique numbers for all units inside a
building, especially for the commercial units. A way of numbering them must be
defined to avoid duplication with already existing numbers of the residential units.

City Code as subject of the Russian Federation
Cadastral massive
Cadastral zone
Base Cadastral Block Code
Parcel Number
Primary Object Number - BTl file number
BTl Letter
Secondary Object Number

where:
XX
XXX
XX
XX
XX
XXXX
XXX
XXXX

The allocation of cadastral numbers should provide for the maximum possible
flexibility in order to impose less changes to the existing local situation and to avoid
hindering the process of registration and inventory. For example, if there is no
division of a city into cadastral blocks, the address system can be improved and a
unique code can be allocated for each street and used as a basis for unique real state
identification.

The normalization of the REIS data element itself is not a serious problem. The
problem is that the data is maintained by different agencies. A way to avoid this
problem is through implementation of a central data system, in which the core data
will be maintained by the REIS. This requires the cooperation and agreement
between the agencies to share their data. (See Volume III, Sec. __ on data sharing).

"Normalization" is the database technique for eliminating complex record
structures, and "foreign keys" is the corresponding technique for dealing with
interfile relationships. The REIS database should eliminate redundancy so that any
piece of information is stored in one and only one location of the database. The
problem with the REIS database is that information is distributed among several
agencies. An individual may have two records containing his or her name and
address. This redundancy makes it a problem to keep data up to date and produces
errors in reports

The REIS may have many and different data elements. For the initial
implementation of the REIS, a minimal set of data elements is necessary Annex IV.
W lists a sample set of REIS database elements and their relationships to other data
elements. This list should be adjusted to fit the local conditions.
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5.1.6 Analysis and Design of the Data Structure

5.1.6.1 Forms of Distributed Data

For the REIS implementation, a centralized data system would work best. In most
cities of Russia, however, the REIS data is scattered across several agencies. These
agencies consider the data their own but are willing to share it with others. This
makes the REIS a likely candidate for a "distributed-data" design.

There are several possible models to implement the REIS. The choice of the model
should fit the local organization structure and budget of a city.

I
I
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• Duplicated Data

Multiple copies of the same data are stored at
different locations because this is cheaper than XYZ

transmission. Updates to the multiple copies must Copy)

be carefully controlled. This model is not
recommended for the REIS. This can lead to
serious security problems as data is duplicated at
more than location. This opens the possibility of
fraud as a transaction performed in one database is not reflected in another.

• Subset Data

• Reorganized Data

Subsets of data, compatible with a parent database, are
stored separately for data entry, retrieval, or local
processing.

Data in an information or decision support system is
derived from data in a routine production system.

• Partitioned Data

The same data structure is used in different locations, but
not the same data.
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CmunitteeA

5.2.1 General Strategy

• Separate-Schema Data

5.2 Data Security Analysis and Design

• Incompatible Data

Different data structures are used in different locations
forming an integrated system.

Independent computer systems set up by different
authorities, or departmental data designed without
coordination.

I
I

I

I
I

I
I
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I
The general strategy of REIS database system protection from non-approved
personnel or public access includes the following aspects:

I
• managing system users;
• users authorization control;
• providing data protection at the operational system level.

I A discussion of general approaches to these aspects follows.

I
5.2.2 Managing System Users

I
I
I
I
I
I
I
I
I

Managing system users includes creating, changing the parameters and deleting
descriptions of REIS users.

Such management should provided by the REIS administrator. The administrator
should have privileges for creating or changing the parameters, as well as deleting
users. The administrator would be some official, probably Head of the Department
of Registration of Real Estate Rights and Transactions.

In case it is necessary to provide strict data protection, the system administrator
should be the only person who may create database objects and establish users'
access rights.

5.2.3 Control of User's Authorization

REIS user's authorization control is to be provided at following levels:

• At the database level: The user's identifier and password are to be checked at the
moment the user attempts to establish a connection with the database.
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• At the application level: The user's identifier is to be checked when the user
enters the application.

• At the operating system level: The user's identifier, password and access
privileges are to be checked in compliance with operating system regulations.
Provisions should be made for updating the passwords both regularly and in an
emergency.

5.2.4 Providing Data Protection at the Operating System (OS) Level

To provide data protection at the operating system level, the system administrator
should have as privileges to create or delete as files and file systems related to
REIS.

Ordinary database users should not have as privileges to create or delete as files
and file systems related to REIS.

Data Protection Model

A model of REIS data protection from non-approved access and management of
access privileges is depicted in Figure IV. 7. This model design provides a general
approach to data protection management. This model creates a database access
privileges management system which uses roles and is supplemented by means of
control of access to the application. "Roles" means in this context the group ofprivileges
and other contributions, which could be given or taken back simultaneously. Roles simplify
assignment or management of general privileges which are required by different
groups of users of the database.

According to this model, data protection for system personnel has the follOWing
procedure:

1. Establishing who are database and applications users, system administrator and
operating system users.

2. Establishing objects of protection from non-approved access:
• applications (appropriate software);
• databases and their objects (tables, sequences, triggers, stored procedures);
• file systems.
3. Each application should be determined by its role, understood as the total

number of access privileges to database objects through this application.
4. For each application role, the necessary privileges are assigned.
5. Each user should be determined by his role, understood as the total number of

applications roles used by this user.
6. Each user is determined by its access authorization to each application used.
7. The total number of privileges is established to provide the system administrator

access to database objects.
8. Authorization of system administrator's access to as file systems is to be

established.

The RBIS data protection model helps to solve the following possible problems:
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• If the user's functions expand (user has to work with a new application), he is
assigned another role corresponding to his new functions, or the new role is to be
created. A new application access authorization should also be established.

• If the user's functions are reduced (there is no need to work with a certain
application), the assigned role is taken back and another role is given. The
application access authorization should also be deleted.

• If the administrator's functions expand, he is given additional privileges
corresponding to his new functions.

• Information on each role and each user is to be kept in a IIdata vocabulary" so
that an appropriate decision can be taken in each specific case.

Notes:

1. To describe users, roles and privileges, SQL operators syntax is used (CREATE
USER, CREATE ROLE, GRANT).

2. Oracle SQL* Plus, SQL* DBA or Oracle User Manager could be used as
instruments for creating all the descriptions mentioned below.
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I-------------------------------------------------------------------- I
Figure IV. 7: SCHEME FOR MANAGEMENT OF REIS ACCESS PRIVILEGES I

5.2.5 Data access policy I
The security of the computer system can be maintained by mechanisms within the
software and hardware. In order for these to work, an adequate access policy needs
to be created according to the requirements of the city and the legal regulations. A
matrix is a helpful tool for creating the access policy. The matrix can be taken to
several levels of detail. The most secure level is at the database table and field level.
Items to cover in this matrix are:

I
I
I
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1. Column Number:
2. Table Name
3. Field Name
4. Information Generation

5. Information Entrance

6. Information Approval

7. Database Keeping

8. Database Update

9. Database Query

10. Public Access Grants

11. Information Managers

Organizations creating information and responsible
for its correctness
Operators of the above-mentioned organizations
responsible for entering information into the REIS
Individuals of the above-mentioned organizations
responsible for changing information into the REIS
Above-mentioned organizations responsible for
safety, security and prevention of non-sanctioned
access.
Responsible for competent update entering into the
REIS
Organizations participating to the REIS that have
read access for organizational needs but prohibited
from giving information to third parties.
Organization administrator is responsible for
regulating public access to RBIS information.
Access policy for technical team of information
managers.

I
I
I
I
I
I

Table IV. 8: Data Access Distribution and Policy

An example follows.

Informat Informa- Informa- Data- Data- Data- Public Informa-
ion tion tion Base Base Base Access tion
Genera- Entrance Appro- Keeping Update Query Grants Managers

Table Field tion val
1 2 3 4 5 6 7 8 9 10 11

Land
parcel

Identi- REIS REIS Land REIS - All ..,J REIS
fier Commi-

ttee
Cadas- Land Land Land REIS Land All ..,J REIS

tre Commi- Commi- Commi- Commi-
Rel':ion ttee !tee ttee ttee

Table IV. 9: EXAMPLE OF A REIS ACCESS CONTROL MATRIX

5.3 Design of the Software Function

These requirements require a modular approach to deSign. The module for registration is
created first to provide afoundation for the other applications. The taxation application is

The first objective of the REIS application is to support automation of the registry.
In addition, it should later support the property taxation system and the overall real
estate information system.

I
I
I
I
I
I
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built on the foundation of the registration module. Other real estate functions can
continue to be added to these.

These modules share common database elements and functions. The overall design
of the RBIS should always take these factors into consideration. Each application
should be planned and designed separately. This simplifies the creation and
maintenance of the each application. It improves security and reduces the
dependence of each application on others.

5.3.1 Information System vs. Registration System

A fundamental question which must be addressed in the design of the system is the
nature of the system to be created. In the case of the real estate information system,
there are two basic alternatives from which to choose. One alternative is an
information system; the other is a process support system, or a system which
actually automates the process of registration. The two systems are very different,
and those differences must be considered carefully when the initial decision is made
as to the design of the system.

Of the two, the information system is the more simple. The function of the
information system is to store data regarding the real estate objects, their owners
and the documents which create the rights in them. The data in the information
system can be used to produce statistics and reports about the registration process,
and for the management and analysis of the land resources of the rayon. Data in
the information system can be combined with data from other agencies, such as the
Statistics Department or the Tax Inspector, to provide useful management
information.

The process support system can do everything the information system does and
more. A REIS designed as a registration support system will actually automate the
process of registration and will include in the database all data items pertaining to
the registration process as well as the real estate object, the owners, the documents
and the rights the owners have in the objects. This means that the date and time
documents are received must be included in the system, the nature of official actions
taken with respect to documents must be recorded, and the electronic 1/signature" of
the officials taking action or approving or rejecting documents must be included as
well. The database can be searched to determine the status of any given document
filed in the Registry. This will enable the analysis of backlogs of registration work at
various offices, and the calculation of the time expended in approving or rejecting
applications for registration. Such a system will enable the Registrar to manage the
caseload of the registry. The registration support system will also produce all the
documentation which the Registry must produce, such as certificates of ownership,
spravki, and registration books. At a more sophisticated level, a system to support
registration could even evaluate documents, based on pre-programmed criteria, and
determine whether or not they should be accepted for registration.
The database created in the registration support system can likewise be used for
information purposes and can provide the basis for statistical analysis the same as
the information system can. The data in the registration support system database
can also be used with the geographic information system to produce maps showing
the spatial distribution of various phenomena across the rayon. Thus, the process
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support system is a very powerful tool, both for management and analysis as well as
the support of the process itself.

A registration support system will impose a number of constraints on the Registry
personnel and will require more work and attention to operate. In addition to
following all manual processes, the automated process imposed by the system must
also be followed. Constraints and edit checks must be built into the system, and
situations will probably occur in which those constraints must be overridden. This
will require time and manual intervention. Furthermore, if the extensive volume of
data collected regarding the registration process is not used, the data will simply
add to the cost of maintaining the database without providing anything of value.
All these factors should be considered when attempting to determine whether to
implement an information system or a process support system.

One of the major determinants of whether to utilize a registration support system is
the volume of transactions. If the volume of transactions is large, the system can be
an effective tool to manage and monitor the caseload and to insure no applications
for registration or other documents become lost in the system. If, however, the
volume of transactions is small, the benefits of the registration support system will
be largely outweighed by the extra effort required to use the system, with no real
benefit because existing manual processes can efficiently handle the caseload. It is
necessary to evaluate the purpose of the REIS in order to determine whether an
information or registration system is best.

5.3.2 Registration

The REIS application allows the city to accurately locate and identify real estate objects,
and to record the ownership rights and other interests in those objects. The application
is responsible for the automation the registration procedures established by the city
registrar. It is important that the procedures of the registrar be created first. The screens and
outputs of the computer system must be created to match these procedures.

The minimum set of functions supported by the Registration application should be:

• Start and End of Work

=:> Starting a working session.
=:> Test for registrar authenticity.
=:> Defining a new system user.
=:> Deleting of system user.
=:> Using help system.

• Application processing

=:> Input of information about application and about documents establishing
and confirming rights.

=:> Search for information about land parcels.
=:> Search for information about buildings.
=:> Search for information about flats.
=:> Search for information about non-residential premises.
=:> Search for information about individuals.
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=> Input of information about individuals.
=> Search for information about legal entities.
=> Input of information about legal entities.
=> Saving an application.
=> Getting information about an application.
==:- Getting complete information about an application.
==:- Getting a list ofapplications.

• Property registration

=> Registration of right to a land parcel.
=> Registration of right to a building/flat.
=> Registration of right to non-residential premises.

• Lease registration

=> Registration of a land parcel lease.
=> Registration of a building lease.
=> Registration of a flat lease.
=> Registration of non-residential premise lease.
=> Lease discharge.

• Mortgage registration

=> Registration of a land mortgage.
=> Registration of a building mortgage.
=> Registration of a flat mortgage.
=> Registration of a non-residential premise mortgage.
=> Mortgage discharge.

• Easement registration

=> Registration of an easement for a land parcel.
=> Registration of an encumbrance arisen from an easement.
=> Easement cancellation.

• Encumbrance registration

=> Registration of encumbrance for a land parcel.
=> Encumbrance cancellation.

The minimum set of outputs supported by the Registration application are:

• Issuing output forms

=> Output form "Certificate of State Registration of Rights to Real Estate
Objects and Real Estate Transactions" (for land parcels)

=> Output form "Certificate of State Registration of Rights to Real Estate
Objects and Real Estate Transactions" (for buildings)
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=:> Output form "Certificate of State Registration of Rights to Real Estate
Objects and Real Estate Transactions" (for flats)

=:> Output form "Certificate of State Registration of Rights to Real Estate
Objects and Real Estate Transactions" (for non-residential premises)

=:> Output form "Certificate of existing rights to real estate objects" (for land
parcels)

=:> Output form "Certificate of existing rights to real estate objects" (for
buildings)

=:> Output form "Certificate of existing rights to real estate objects" (for
flats)

=:> Output form "Certificate of existing rights to real estate objects" (for non
residential premises)

=:> Output forms for "Unified State Registry of Rights to Real Estate" (the
Registry does not exist yet)

• Folios of registration books on the five main types of rights to real estate:

=:> Book of records of the main rights (desirable)
=:> Book of records of leases (desirable)
=:> Book of records of mortgages (desirable)
=:> Book of records of easements (desirable)
=:> Book of records of encumbrances (desirable)
=:> Book of records of applications (desirable)
=:> Book of records of printed and issued certificates of state registration

(desirable)
=:> Book of records of printed and issued certificates of the current state

(desirable)
=:> Book of records of printed and issued certificates of historic search

(desirable)
=:> Book of records of powers of attorney
=:> Description of parcels (optional)
=:> Description of primary objects (optional)
=:> Description of secondary objects (optional)

The minimum set of queries supported by the Registration application are:

• Standard queries to the database

=:> Execution of query "Buildings and their owners."
=:> Execution of query "Land parcels and their owners."
=:> Execution of query "Buildings on a land parcel."

Additional public information queries supported by the Registration application are:

• Public Information Queries (Examples)

=:> Basic RE deSCription for land, building and units, organized around the
address and cadastral 10

=:> Detailed RE description, including normative value
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=> Catalogue of all real estate objects which each committee has information
about, e.g.

* List of all municipal properties, including those already leased
and those available for sale and lease,

* List of all real estate objects registered in the different REIS
agencies with generalized information on their legal status, such
as type of ownership, number of owners, number of mortgages,
whether an arrest is in effect, etc.

* list of all real estate sold.
=> Lists of real estate being dealt with in each committee, e.g.

* list of RE in process of lease or sale in Property
Committee/Property Fund

* list of current applications for registration in Land Committee
=> Verify legal status - showing detailed title information (ownership,

mortgage, lease, encumbrances, etc.) for authorized users, e.g. tax
authorities, courts, etc.

5.3.3 Tax

The Property Tax Information Management System (PTlMS) is structured as seven
interrelated Modules which combine data processing and administrative
management functions intended to support the functions of Data Management,
Property Valuation, Tax Assessment, Bills and Tax Rolls Production, Tax Collection
Monitoring, Enforcement Support and Taxpayer Services Support. All six modules
share a common Database, the Fiscal Cadastre and common procedures for users
access monitoring and information retrieval. A diagram of the PTIMS structure is
shown on Figure IV. 8.

• Data Management Module

=> The Data Management Module is intended to deal at first stage with the
Construction of the Fiscal Cadastre, which links land and buildings
information through the use of a common PIN for all properties
registered in the Bureau of Technical Inventory (BTl) and the Land
Committee (LC) files.

• Valuation Module

=> Based on real state market information and using Computer Assisted
Mass Appraisal techniques (CAMA), a set of property valuation models
have been is developed specifically for the city. The Valuation Module of
the PTlMS includes all these models to generate the set of Fiscal Values to
be used as the tax base for the operation of the Property Tax.

• Tax Assessment Module

=> Starting from each property value as determined by the corresponding
valuation model and taking into account whatever Property Tax related
legislative and regulatory framework in force (e.g., tax rate, exemptions,
relief thresholds, special privileges) to be decided for property tax in the
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Pilot Cities, the Tax Assessment Module will produce the corresponding
property tax assessment for each property registered in the Fiscal
Cadastre.

:::::> Every time an authorized creation, deletion or modification is performed
in the Fiscal Cadastre, the Valuation Module shall automatically
recalculate the new Fiscal Value and Assessment Module shall generate
the corresponding Tax Assessment. Valuation and assessment statistics
are automatically updated based on the new values.

• The Bill and Tax Roll Production Module

:::::> Differently from other taxes which are self-assessed by taxpayers,
Property Tax is a pre- assessed and pre-billed tax. Therefore, Tax
Notices, Tax Receipts and Tax Rolls must be generated by the Tax
Administration and delivered to taxpayers for further payment. This
task requires a specialized high-production module due to the massive
nature of the exercise.

• Collection Monitoring Module

:::::> Although the Collecting Banks and the STS monitor collections for their
own purposes, the City requires a similar function operating
independently for cross-checking purposes and revenue performance
monitoring and prediction. The Collection Monitoring Module allows for
these purposes, based on capturing payment information directly from
the payment points (e.g. banks).

:::::> Whenever the Bill Production Module generates a Tax Bill for a property,
immediately the Properties Datafile registers the corresponding liability.
The moment a paid Receipt is entered and accepted by the system, the
liability is extinguished for the corresponding bill and property and the
paid amount account for control and statistical purposes. In additional to
individual liability-payment monitoring, this Module routinely generates
a set of specifically designed Collection Reports by consolidating billing
and collection information by different aggregation criteria.

• Enforcement Support Module

:::::> Closely related to the Collection Monitoring Module, this module allows
the City Administration to collaborate with the STS in the selection of
taxpayers for enforcement purposes, eventually allOWing to follow up the
different steps of the enforcement procedures by the STS.

• Tax Services Support Module

.:::::> The concept of strict taxpayers compliance enforcement by the tax
administration should be counterbalanced by the rights taxpayers have to
be permanently and reliable informed on the characteristics of the tax and
their rights to appeal situations honestly considered to be detrimental to
their interest.
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::::> The practical implementation of these concepts leads to the creation of
Taxpayer Services Centers and the obligation of the Tax Administration
to provide an acceptable level of services when dealing with taxpayers.
The information management capabilities required to support these
concepts are provided by this module, including the specific design of the
administrative components required to accomplish these objectives.

• Security

::::> To ensure adequate data integrity, users access to information is
restricted using pre-established access privileges. Additionally and
transparent to the users, every interaction between users and the system
is registered automatically. This particular feature allows to generate
audit trails, should such an investigation be required, and also allows to
generate operational statistics.
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Figure IV. 8: Relation of the REIS Tax Modules and Functions

5.3.4 GIS

Geographical Information Systems is a large and complex field of land information.
A GIS is a able to perform complex spatial on graphical data, flexible automated
mapping capabilities, analysis and modeling tools that can be used to solve complex
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planning, modeling and management problems.. Initially GIS should provide only a
minimum set offunctions to support the REIS, not to create a city-wide information system.
Land registration requires that all physically separated real estate objects have an
accompanying attribute table to describe the rights attached to that real estate object.
Thus graphical representation of the land parcels and buildings is an essential
component in the establishment of a secure registration system.

The advantage of a GIS system is that the information exits in digital form. A map is
static and are difficult and expensive to keep up to date and since they are static they
lose fleXibility. A GIS map is organized into layers. Each layer consists of different
aspects of the whole map. Stacking the individual layers together produces the
complete map. A GIS provides the facility to extract different sets of information
from a map (roads, settlements, vegetation, etc.) and use these as required. This
provides great flexibility, allowing a paper map to be quickly produced which
exactly meets the needs of the user.

Some general capabilities of a mapping/GIS system should be:

• "Point and shoot" object selection/ activation;
• Area calculations;
• Perimeter calculations;
• Coordinate geometry;
• Polygon overlay calculations;
• Keyboard entry of coordinate data;
• Contour generation from coordinates;
• Support of a pointing device;
• Support of a report generator/plotter; and
• Support of a macro/command language.

In support of registration, a GIS application should be able to produce a diagram
showing real estate objects which would accompany the Certificate of Title. This
diagram should at a minimum display the following:

• North direction
• Parcel boundaries
• Street frontage, comers and intersections
• Parcel identification number of real estate object and the identification

numbers of surrounding parcels
• Parcel coordinates
• Easements
• Building identification number

To support area calculations and other spatial queries, the graphical information
pertaining to the position of parcels, buildings and easements must be the most
accurate available.

Eventually, to support a city-wide information system, the GIS can be expanded to
include the follOWing layers in the mapping portion of the graphical database:

• Roads
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• Railroads
• Bodies of Water
• Utilities
• Topography
• Geology

There are different GIS packages that work well with a RBIS. ARC/INFO is a high
performance alternative used by the cities of Tver and Orenbourg. MapInfo is a
lower end PC-based product used by Pskov and Peccary.

Pskov contracted with a local surveying firm to create digital basemaps of the area.
As land parcels are added to the REIS, the graphic components can be digitized and
linked to the tabular database. The MapInfo program is designed to automatically
calculate the area of the parcel and store this information in the Oracle database.

5.4 System Design

Analysis of the RBIS and its implementation in Russia makes strong cases both for a
centralized system and for a distributed system.

The reasons to have a centralized REIS system are:

• Applications such a registration and taxation call for data to be stored at one
location;

• Data for registration and taxation is updated frequently and all users need up-to-
date information. Centralized data eliminates the problem of data
synchronization;

• Spontaneous queries from users to the data can only be answered by examining
many records or the database as a whole. Searching data that is scattered among
different locations is time consuming;

• The storage of data for registration and taxation requires a high level of security.
The unlawful use of the data by criminal elements is a strong possibility. The
data is better guarded at one location;

• To make the system auditable it is cheaper to keep track and details of the
updated transactions in a centralized system.

The reasons to have a distributed REIS system are:

• Some of the REIS key data is maintained by different agencies (BTl, LC, etc.;)
• The departments perceive the data to be their own;
• Data accuracy, privacy and security are a local responsibility;
• Although a large amount of the data used by one agency is rarely used by

another, there is still a strong reason for the agencies to share data;
• A localized decision support is used;
• The cost of a large centralized system to maintain all the information from all the

departments is too high.

In developing the standards and guidelines for the design of the RBIS, there should be
four primary objectives:
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• The system design should be as simple as possible, while still meeting the rather
demanding requirements of the applications;

• The system design should not result in permanently chaining the city to a single
hardware or software vendor;

• The system design should take advantage of the current growth in the data
processing and information system industries, while at the same time not rely on
unproved technology;

• The system design should allow for the sharing of REI5 data among the different
organizations which maintain this data.

The REI5 computer environment will be distributed in terms of both the data and actual
computer processing. There will be a mix of hardware and software products, though
the number of different vendors should be minimized to ease implementation and
maintenance problems. This distributed approach has many advantages, but it does
have the disadvantage of making it more difficult to ensure compatibility between
products.

It should be noted that in discussing centralized and distributed options for REI5
implementation, there is also the option of combining the two options. In a
centralized-distributed system all the information directly related to the registration
of rights to real estate is kept in one central server, which prOVides all the
advantages of this option, while data from the agencies not related to such
registration are stored in their own servers and are fully controlled by the respective
agencies. This scheme conforms to the concept of modularity - the main module is
the integral and indivisible REI5 Core operating information necessary and sufficient
for the registration of real estate and a number of modules satisfying the needs of
the agencies. The agencies can create or eliminate modules at their own will and this
process is fully controlled by them and in no way influences the system as a whole.

Physically the information essential for the system Core is not necessarily located on
a single server. But even if it is located on several servers, the Core has a precise
structure and cannot be arbitrarily changed by users. So in case the Core is
distributed between several servers, it must be clearly stated which information
located on each server belongs to the Core and which information belongs to this
particular agency. The rules of work with such data will vary considerably.

5.4.1 The System Model

The key to making a distributed strategy work is to develop a sound set of standards
which bind the various components of the system together. The standards should
specify how the hardware and software components of the system will perform. In
addition, the standards will identify procedural and organizational norms for the
organization to adopt relative to the implementation and use of information technology.

This section provides an overview of standards and specifications for the various
components comprising the REI5 computer configuration. A discussion of some of the
recent trends in hardware, software and networking will also help the city staff to
understand better the reasons for the recommended design.
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5.4.2 Hardware Selection for the System Model

When specifying hardware in a non-vendor-specific way, it is difficult to provide
precise details since each hardware and software combination is a special case. For
this reason, the guidelines provided in this section are given in the form of
standards, rules of thumb, and comparisons of various alternatives. For each topic
included, a discussion of the underlying technology is provided to allow the city
staff to better understand and evaluate different vendors' system proposals and
configurations. When discussing system requirements and configurations with the
vendor community, it has been the REIS experience that software vendors generally
have a better understanding of the hardware requirements in any given situation
than the hardware vendors do.

Hardware vendors often under-configure the systems they propose. In part, this
can be ascribed to the technical ignorance of some sales and marketing support
personnel. Another contributing factor is the natural tendency to "low-ball" in
competitive situations. The tendency to under-configure is almost always in terms
of RAM, disk space, and often screen size. It almost never occurs in the model of
workstation proposed, as that is easily compared to other competitors' offerings in
terms of benchmark scores.

5.4.2.1 Performance

Specifying a computer by some measure of its power or performance is a thankless
task. There are no satisfactory measures because every computer design favors
certain operations over others and every benchmark favors certain types of
processing over others. Benchmark results are also very dependent on how the
system is configured at the time. How can one ever be sure that anyone generic
benchmark is more appropriate to their situation than any other?

"Specmarks" are a measure of computer system performance promulgated by a
multi-vendor consortium. At this time, the test comes in two different versions, 189
and '92 (or 1.0 and 2.0). Each version consists of multiple tests of raw system
performance. The results are aggregated into a general purpose measurement and a
graphics measurement, which are added together for an overall Specmark rating.
As with most benchmarks, the Specmark rating is not particularly relevant to real
world computing, and it is subject to vendor tricks intended to give misleadingly
favorable results. However, as a general guide for ranking and selecting systems by
relative performance, they can be useful. REIS suggests that in the absence of other
evidence, differences in Specmark scores of less than 20% are probably irrelevant.
For host/servers, the "general-purpose Specmark" (the Specmark minus the
graphics portion) is a better measure of the tasks host/servers actually perform.

5.4.2.2 Hardware Life-Span

The life-span of computer hardware is very limited. What is state-of-the-art today
will be superseded within about six months. Beyond that, the useful life of the
hardware is roughly three years. After three years the hardware can still perform a
useful function, but only in a more limited role. For example, a state-of-the-art high-
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end workstation will be replaced by a new model in the vendor's lineup within six
months. The machine will still function within the user's environment in its
intended role for approximately three years. After that time, the needs of the user
and advances in software functionality will render the workstation obsolete. The life
of the equipment can however be extended beyond three years by downgrading its
role, such as from a high-end station to a low-end station.

In terms of the question of purchasing hardware versus leasing, this analysis of
hardware life indicates that only high-end equipment should be purchased. Lower-end
equipment will simply become obsolete too quickly to justify the investment. By the
same reasoning, leases should be for no more than three years so that the equipment can
be maintained at, or close to, state-of-the-art. Leases should include upgrade
clauses, so leased equipment can be upgraded during the lease itself.

5.4.2.3 Host/Servers

Today's RISC-based systems offer a level of performance equivalent to that of
mainframes at a fraction of the cost. These systems are referred to as "host!servers"
because they are capable of functioning both as a "host" computer, running
applications software and supporting terminals, and as a "server", responding to
requests from software running on other workstations and PCs. These systems are
capable of functioning in both these roles simultaneously.

The savings afforded by the use of a RISC-based system rather than a mainframe
based system is a result of:

• lower initial purchase price of the hardware,
• no requirement for a computer-room environment,
• lower software licensing fees,
• reduced system maintenance costs, and
• reduced system support personnel costs.

As indicated, one of the cost savings afforded by todais RISC-based host/server
systems is related to the fact that they do not require the traditional "glass house"
environment required by mainframe computers. However, as we shall see in the
following paragraphs, a computer room is often still necessary.

One area of the computing environment that cannot be overlooked is that of power
supply. Disruptions and fluctuations in the supply of power to the system will
result in the corruption of the file system and resulting loss of data. The strict
adherence to a program in which files are duplicated on a regular basis onto a secure
medium (system back-up) will reduce the effect of such a data loss, but not prevent
it. The system's file-servers need to be protected against the sudden loss of power as
well as against power surges, spikes, and brownouts. A high-quality interruptible
power supply (UPS) with power conditioning is therefore required for all
host!servers as well as all UNIX-based workstations.

In addition to a reliable power source, computers do require a controlled climate.
The rule of thumb for PCs and UNIX mini-computers and workstations is that if the
temperature and humidity are comfortable for humans in office clothing, they are
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suitable for the systems. UNIX systems are usually left on 24 hours a day, 7 days a
week. Turning computers on and off is stressful to the hardware. Furthermore,
many activities such as backups, software upgrades and file transfers are scheduled
in off hours. UNIX systems also have elaborate start-up and shutdown routines
designed to preserve system integrity. They cannot simply be turned on and off.

Many buildings have their climate control turned off or scaled back on weekends
and at night. This often creates conditions detrimental to the computer systems and
the data they house. Instead of keeping climate control in effect for the entire
building all the time, the rooms where the main systems are housed can have their
own climate control installed. A small air conditioner, for example, could be kept
running to cool one or two rooms containing the organization's host!servers, UPS,
and communications hardware. Other UNIX workstations could be shut down at
night. Confining these systems to a small area also allows them to be physically
secured better. Effectively, this is a computer room.

Large amounts of memory and magnetic storage will be attached to the host!server
in order to handle the data storage and processing requirements of the system and
the application software. For the REIS it is generally recommended to use RAID
(Redundant Array of Inexpensive Drives) subsystems for Host/Servers. If,
however, RAID subsystems are not used, then disk capacity should be spread over
at least two or three drives to reduce access times. Having two or more disks, or
disk subsystems, allows a certain amount of parallel activity to take place, thereby
reducing the amount of delay incurred by the mechanical movement of the drive
read/write heads.

If RAID is considered, it should be noted that RAID level 5 is generally best for
database access while RAID level 3 is better suited for GIS and CAD. This is another
case where tuning a host for GIS conflicts with tuning for database access.

A host/server needs to be powerful enough to serve several workstations as well as
a larger number of X-windows terminals and pes. A general rule of thumb is that
each workstation will need about four megabytes of the host's RAM, while each X
windows terminal or PC accessing the host/server through X-windows emulation
software will need approximately eight megabytes of RAM. It is also necessary to
include additional 64MB to support the server processes. The REIS normally begins
with 64MB of RAM and adds 16MB for each concurrent GIS user plus 4MB for each
concurrent non-GIS user. For the REfS, experience would lead us to recommend as much
RAM as one can afford.

5.4.2.4 Calculation of Physical Storage

The RElS will have several pieces of hardware for different functions. The hardware
selection is highly influenced by the physical storage requirements. The physical
storage requirements of the hardware to store the REIS database requires particular
attention.

There are many factors in the calculation of the physical storage necessary for the
RElS database. In general, the storage requirements can be calculated as the sum of
the REIS data, the operating system and the applications.
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The calculation of the capacity requirements for the REIS can be performed on a
simple table such as the one in the following example:

Database Number of Bytes per Table
Element Objects Object Size (MB)

Buildin~ Data 35000 X 480 = 16.8
General Flats 102000 X 432 = 44.1
'" ... ... ...
... ... ... .. .

DBMS Overhead 50% X 461 = 230

Total = xxx

Table IV. 10: CALCULATION OF REIS STORAGE REQUffiEMENTS

These are initial estimates of size. As the number of interests in real property grows
and the market becomes more active, the databases will get larger. The database
will increase as the city finds other applications for the basic data within REIS and
adds additional data.

The documentation of the operating system and other applications is the best source
to obtain an estimate of its physical storage requirements.

5.4.3 Database Section Table for the System Model

The major component of the software to be purchased is the relational database
management system (RDBMS). This is the "engine" which will drive the specific
applications written to manage the databases in the REIS. The two most common
database management systems are xBase and Oracle. This section compares the
advantages and drawbacks of both systems and a combination of the two.

dBase, FoxPro, Paradox, and Clipper are a few of the xBase packages on the market
today. Given the popularity of xBase applications, programmers and other support
persons are relatively easy to find. The programming languages are moderately
easy to learn. Training is not expensive and there are usually no licensing fees. It is
possible to connect the databases with PC-based Geographic Information Systems..
The number of records accessible has been tested successfully in the millions. There
are no built-in auditing and security measures.

Oracle is considered to be the industry standard for larger computing systems.
Oracle supports and is supported by all major application development packages
including GIS products. Overall, Oracle is the fastest RDBMS available and provides
excellent support for distributed databases. User access can be controlled and
audited. Oracle offers extensive record-keeping capabilities and fail-safe alternatives
in the event of a system crash. Experienced Oracle programmers may be difficult to
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find and training is expensive. Oracle is used for the REIS by Tver, Pskov, Pechory,
Orenbourg.

Comparative Characteristic X-Base Oracle

Networkin~Capability Multi-user Multi-user
Database Model Relational Relational
Query Language xBase, SQL SQL,PL/SQL

The possibility of usin~ the models:
File Server Yes Yes
Database Server No Yes
Application Server No (?) Yes
Transaction Mechanism (Rollback?) No Yes
Distributed Database Support Yes Yes
Inte~rity Constraints No Yes
Built-in Authorized Access No Yes
Fault Tolerance Possibilities ? Yes
Automatic Archiving No Yes
Internal Auditing Systems No Yes
Database Events Support Limited Yes

Difficulty of Technical Trainin~ Middle High
Availability of Trained Specialists Many Few
Difficulty of End-User Training Low Low
Difficulty of System/Database Administration Low High
Need for Database Administrator No Yes

Server Requirements:
CPU Requirements (minimal/optimal) 486/Pentium 486/Pentium
RAM (minimal/ optimal) 16MB/32MB 32MB/64MB

Disk Space Required for the Software:
for development <100MB 1DO-200MB
for operations variable variable

Access Time Fast Fast

Required Operating System Windows NT, Windows NT, UNIX,
Windows '95, Windows Novell, OS/2
for Workgroups, OS/2,

Novell

Price:
Server <$375 $5,000
Client Included $370/seat

Product Examples (similar products) FoxPro, dBASE, Oracle, Informix,
Paradox, Clarion Sybase, Progress, DB2,

Interbase, Gupta (SQL
Windows), Ingres

Table IV.lt: COMPARATIVE ANALYSIS OFxBaseAND ORACLE DBMS
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Oracle and xBase Combination

Both xBase and Oracle include a database and a programming language. It is
possible to combine the strong points of both xBase and Oracle by using the xBase
front-end programming language with an Oracle database. The benefits of
combining the two are the advantages of the database security features of Oracle
coupled with the easier programming language of xBase.

No city has yet adopted this combination package for the REIS, but Pskov's GIS
system serves as an example of how using a database with different programming
language can be used effectively. As known, Pskov uses Oracle with links to the
MapInfo GIS. Maplnfo's programming language was used to create the data entry
screens to enter digitized land parcel information. The data, however, is stored in
the REIS Oracle database through SQL calls from MapInfo. All of this is transparent
to the user and it appears that all programming was done in Oracle.

5.4.4 Development Tools

So far in this section, system architectures have been discussed primarily in terms of
the hardware and operating systems. Database management systems (DBMS) also
reflect and support aspects of the system architectures for which they are designed.
The dominant vendors of relational database management systems (RDBMS) all
support, to varying degrees, a client-server architecture as well as a host-based
architecture. They are also approaching support for the peer-to-peer architecture,
but there are still a number of technical issues which await a satisfactory solution.
Since client-server and peer-ta-peer architectures are network-based, these vendors offer
inter-database links which operate over common network transports, such as TCPlIP.
The dominant vendors do a good job of supporting links between clients and servers
when the client has little or no local data. They do a reasonably good job of allowing
servers running their products to access each other and for the client applications to
present what appears to be a single view of the data from multiple servers. Some, such
as Oracle, allow transparent read-only network access to some other vendors' products
as well. None of the vendors adequately support a truly distributed database where pieces of
the database are each housed on different vendors' systems - a peer-to-peer database
architecture. The common shortcoming in this case is the tool set for managing the
databases across the network and keeping them current and synchronized.

Some vendors of third-party front-end and RDBMS enhancement products also
provide inter-database network links. These products allow a front-end
environment to transparently access multiple databases of several vendors for both
viewing and updating. Some are even capable of managing a single common data
dictionary for all of the databases, and support hooks into Computer Aided
Software Engineering (CASE) tools. Such an approach gives customers a much
greater number of options for selection and implementation of database
management software, as well as greater access to existing databases.
Unfortunately, not all application vendors have allied themselves with these
database vendors, so their ability to access and modify databases across the network
tends to be limited to what the database vendors themselves offer.
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6. Development

6.1 System Architecture: Issues and Background

6.1.1 Types of Architecture

A computer system is a combination of the operating system software,
communications software and applications software, operating together on a
common hardware platform. The operating system and the communications
software as well as certain essential applications, such as the data base manager, are
entwined with the hardware and each other. All are inter-dependent and together
implement the system architecture through their design.

6.1.2 Available Options

Nowadays there are three basic system architectures to choose from:

• Host-Based Systems

These are multi-user systems supplying access to their data processing
services though terminals. The terminals may not exactly be dumb (a
IIdumb ll terminal is one without an internal, stand-alone processor and
operating system) - X-terminals have considerable processing power - but
they only process graphics upon instruction from the host. Communications
may be accomplished either by direct connection to the host or across a
network in a manner which fools the host into thinking the device is directly
connected. (Direct connections are those which use a dumb port on the host
machine, such as a serial port, to pass data and protoco1. Modems and
phone lines may be located between the terminal and the port.) The most
familiar example of this architecture is the traditional mainframe computer.

• Client/Server Systems

A server manages the data and the shared file systems, and runs back-end
applications which supply records and files requested by the client. Servers
do some local processing as well, in the form of batch jobs and some pre
processing of data, but off-load much of the processing and all of the user
interface to the clients. The clients are intelligent workstations, usually PCs
or UNIX-based systems, which have their own operating system software
and stand-alone intelligence. Communications between clients and servers
are either via a network connection or are accomplished in such a manner as
to simulate the behavior of a network node by running the network protocol
across a direct line. In addition to supplying data and applications to the
clients, servers also support and manage shared peripherals such as file
systems, plotters, and printers.
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• Peer-to-Peer Systems

These systems consist of a network of intelligent workstations and larger
systems, each of which can act as both a client and a server. In the peer-to
peer architecture, there is no hierarchy built into the operation of the
networked systems. Each functions in both the client and server role,
depending on the needs of the moment. Each peer or node can supply data,
file space, printer services, process data and provide other services to others
as requested.

Each of these architectures has its advantages and disadvantages; however, it is the
maturity of the technology that constitutes the critical advantage. Technological maturity
directly affects both efficiency and reliability. The multi-user host-based system has been
around almost since the beginning of computing. Oient-server systems are a relatively
recent reality. Peer-to-peer systems are essentially client-server systems taken to the next
level; they are the least mature of the designs.

Because of the relative maturity of client!server systems, their increasingly favorable
economics, and their superior ability to support a network of workstations running
highly graphical, complex applications off large databases, vendors have been migrating
from the host-based architecture to the client-server architecture.

6.1.3 Advantages and Disadvantages

6.1.3.1 Host-Based Systems

Multi-user host systems are the most efficient in terms of computer resources, as well as
being the easiest to assure security. In such systems, the most expensive resources - the
central processing unit (CPU), larger printers, and peripherals - are all centrally
managed and available to everyone. Only the least expensive peripherals - terminals
and small printers - are assigned to desktops where they risk under-utilization. Security
is better both because of the maturity of the operating systems and, more importantly,
because the host systems themselves can be physically secured in computer rooms.
(Any security system can be breached if one has physical access to the system.) The
major disadvantages of multi-user host systems are that (I) they are more expensive to
upgrade, as upgrades tend to affect the entire computer system, and (ii) multi-user host
systems do not support graphical interfaces as satisfactorily as the other two
architectures.

6.1.3.2 Client-Server Systems

Client-server systems share some of the advantages of host-based systems - the sharing
of more expensive peripherals and the physical security of data managed by the server.
They do a much better job of supporting complex, user-friendly graphical user interfaces,
because the servers primarily transmit data across high-speed networks to powerful
client computers which do the front-end applications processing. The clients provide
dedicated computational resources to meet the real-time demands of interactive
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graphics. Upgrades tend to be less expensive because the servers and the clients are
smaller, cheaper, and less complex, and because upgrades can more narrowly target
system bottlenecks. A major disadvantage of client-server systems is that the desktop
devices, the ones most likely to be under-utilized, are far more expensive (and difficult to
maintain) than dumb terminals. However, as the economics of the computer industry
have changed, driving down hardware prices, this has become less of an issue.

6.1.3.3 Peer-ta-Peer Systems

The peer-to-peer architecture at this time is best suited to inexpensive PC-based
networks with few demands on the network and on each other. In part, this is because
today's systems are capable of sharing peripherals, but most cannot share processing
power or internal bandwidth. (Bandwidth is the volume of data that can be moved
between two locations in a given amount of time.) Today, processing power can only be
shared when all of the peers are of an identical hardware and operating system
architecture, e.g. all DEC VAX systems or all IBM RS/6ooo's, and then only if their
operating software supports the cycle-sharing. Consequently, when one peer is asked
both to serve its user and to supply files, printing, or processing services, it tends to be
unacceptably slow. A number of technological advances are needed, especially an order
of-magnitude increase in network bandwidth, better operating systems, and a more
efficient sharing of processing cycles (clustering), before peer-to-peer systems will be able
to withstand moderate to heavy demands. When sufficient intelligence is added to all
peripherals so that each is a specialized computer on the network able to accept and
process instructions from anyone, peer-to-peer systems will come into their own.

The development of distributed object computing standards is the greatest hope for the
efficient implementation of a peer-to-peer architecture in a heterogeneous environment.
Although considerable work is being done in this area, it may not be mature enough for
production environments until the next century.

6.2 Development Team

An important factor in the creation of the RBIS is the technical development team of
the system. Different cities may have varying staffing needs, but in most cases, a
team of four persons with complementary technical skills can satisfactorily design
and implement the RBIS. Each of the staffing positions are addressed below. It
should be noted that some of these positions can be combined depending on the
city's budget and implementation timetable.

6.2.1 Senior Director

This person must have experience in managing the development of the system.
Responsibilities are to ensure the adoption of quality practices and standards during
the design, build, test, and implementation stages. The project manager must
identify design and implementation issues, make certain that appropriate testing
and documentation is performed, ensure that technical and user documentation is
addressed and reviewed, and is responsible for seeing that the overall procedures
are in place for the effective operation of the system and the integrity of the data.
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6.2.2 Lead Programmer

The lead programmer must have experience in the development of automated
systems as well as experience in the selected application development environment.
The lead programmer will assist in the clarification of user requirements, adopt
quality practices and standards during the design, build, test, and implementation
stages, identify design and implementation issues, guide/ assist in the development
of detailed program and system. This person will need to identify and suggest
alternative methods of implementation that would take full advantage of the
products being used in the environment in which the system will be commissioned.

6.2.3 System Analyst

The systems analyst will work as the liaison between the REIS committees and the
programming staff. It is necessary for the analyst to have a complete understanding
of the workings of the various non-technical groups and a thorough grasp of
technical issues. In addition, the analyst must be able to communicate the non
technical requirements to the technical team to clearly assess the REIS system
specifications.

6.2.4 Database Programmer

This person should have experience in data modeling, normalization, and database
design with regard to land information. The database is the central component of
any automated system and needs to be addressed appropriately to ensure the
system is capable of delivering the services to its users in an accurate and timely
manner as well as being easily adaptable to new or changed requirements.
Responsible for developing the database. Tasks include addressing all data
administration issues and developing procedures for backing up and recovering the
database, controlling security and access, monitoring and tuning the performance of
the application and the database, managing disk space and storage needs, and
overseeing other tasks related to database and communications issues.

6.2.5 GIS Specialist

If a city elects to incorporate GIS capabilities into the REIS, a GIS Specialist will be
needed on the development team. This person should be an experienced
programmer with strong knowledge of geography concepts. Since GIS is a
relatively new field, the specialist should undergo some formal training. Tasks will
include writing the necessary code to interface the geographical information with the
database, digitizing, supervising data entry, and producing custom maps. This
person should offer suggestions on how the GIS capabilities could be best used for
the REIS. This job may be done on a part-time basis until the GIS develops to the
point that this position is full-time. It is possible to contract with private firms to
perform some data entry tasks.
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The City of Pskov successfully developed their REIS with a team of three technical
persons combined with start-up assistance from Arthur Andersen's REIS team. The
Pskov system was written in Oracle with a graphical connection to Maplnfo. The
project manager and database programmer shared the Oracle programming effort.
The third programmer concentrated on MapInfo and developed the routines
necessary for the GIS connection. The total development time was just over one
year.

6.3 Communications

One of the primary purposes of the proposed information system is to facilitate the
exchange of information within and among the various the city sections and also
with external agencies. Three general approaches to sharingfexchanging data
between users have been considered for use within the city system:

• moving files with removable media,

• copying data or direct access over phone lines, and

• sharing data through a local area network

Each of the methods that can be implemented to accomplish data exchange is
discussed in the following.

6.3.1 Removable Digital Media

Removable media transfer, sometimes known as a "sneaker net", is one of the oldest
methods used for transferring data between users. Using 3.5" floppy disks, this
method can be the simplest and least expensive to implement; all that is needed is a
disk drive on each computer and a floppy disk. For the same reason, however, this
is also the least efficient method, because the amount of data and the speed of the
transfer are severely limited. Additional capacity and higher transfer rates are
provided by other removable media formats, though at additional expense.

Data exchange with removable media is accomplished by copying data from one
machine onto the removable media and then loading it onto another machine as a
duplicate data file. This method of sharing data has the disadvantage that there is
no data coordination between the systems. Each computer has a separate copy of
the data and there is no assurance that any updates made by one user ever get made to the
second copy of the file. Therefore this method of data sharing only provides the
recipient with a "snap-shot" of the data at a given point in time. For this reason,
applications using this method which require up-to-date information would require
frequent and regular transfers.

Another disadvantage of this method is that each system must have its own copy of
the software for processing the data. The other two data exchange alternatives
provide the ability not only to share information but also to use application software
located on another machine.

Finally, each exchange of data requires a certain amount of labor by both the
provider and the recipient. The data selection, copy, transfer and upload processes

IV.53

I
I
I
I
I
I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

are all manual. This method is, by design, the most labor-intensive. When
considering the costs of devices and media and the time and labor required for an
exchange of large data sets, this method can become quite expensive. It is most cost
effective for irregular and infrequent exchanges of data over longer distances.

6.3.2 Phone Line Connections

For exchange between sites separated by some distance, one option is to use a
modem to dial into a server computer over regular telephone lines. For longer
distances, this option is less expensive than a network solution, and is faster than
transfer via removable media. A modem connection can be used in two ways:

• The first use of a modem connection is to transfer data from one computer to
another. This approach is the same as the removable media transfer, with the
phone line replacing the floppy disk/tape/cartridge. Use of the phone line
greatly speeds up the transfer, as there is no media to be physically moved from
one location to another. However, this approach has the same disadvantage
discussed above, because it too creates a duplicate copy of the data.

• The second use of a phone line connection is to connect to the host computer as a
terminal or client. Functioning as a terminal, the user1s computer would run
terminal emulation software to mimic the action of a dumb terminal connected to
the server computer. This type of connection allows direct access to the data
through applications running on the server CPU (Central Processing Unit). In
this way no data is duplicated, preserving data integrity, and every access
provides the most up-to-date information. The phone line connection is used to
extend the network. The advantages are similar to terminal emulation. This
method is discussed later on in this section.

The main disadvantage to this second approach is speed and performance.
Operating over a phone line (even at 56 kilobaud) is slow. In addition, every user is
dependent upon the server cpu. If the server computer is unavailable, due to
mechanical problems or to a limited number of dial-in ports, the user cannot do any
computer work. Once logged onto the system, the user must compete with every
other user for system resources. With more users, the response time of the server
becomes slower. Also, the data may become corrupted or lost due to a poor
connection. Even with the fastest modems, it is generally not practical to support
interactive graphics over dial-up telephone connections, although recent
improvements in hardware and software is dramatically improving this option.

Another recent development which increases the usefulness of telephone/modem
connections is the Microsoft-At-Work standard. Among its features is the ability to
do high-speed transfers of binary files and E-mail using fax software and fax
modems. Although fax modems are limited to 14400 baud, as opposed to
uncompressed data rates of 28800 baud using the V.34 standard, the fax software is
generally much easier to set up and manage for unattended file transfers. Microsoft
Windows for Workgroups 3.11 includes this capability to support Class 1 fax
modems. Major manufacturers of fax software, such as Delrina (WinFax Pro 4.0),
support and enhance the standard. Recent tests conducted by AmCad included the
transfer of portions of this document over phone lines. Several sections amounting
to 70 pages of text and graphics averaged one minute 45 seconds transfer time. The
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transfers were scheduled in advance and were completely unattended by human
operators.

6.3.3 Networks

Network connections can be implemented using cable, leased phone lines or dial-up
phone lines, along with appropriate hardware and software to manage the traffic
and communications. One can connect to a host through a network either as a client
or as a terminal. The distinctions between these two types of connections was
discussed previously in this section. Both types of connection support multi-user
sharing of one system1s data as well as the copying of data from one system to
another.

6.3.3.1 Local Area Networks

A local area network (LAN) is a high-speed communications link for computer
equipment in a limited geographic area. LANs can connect PCs, terminals,
minicomputers, mainframes, printers, fax machines and other peripherals. Using a
LAN allows the sharing of programs, data, peripherals and CPUs. Each device on
the network is referred to as a node. Data is passed from node to node over
dedicated cables (either metal or optical fiber). Through the network, users can have
transparent access to data and software on any node. The user doesn't know or care
where the data is; it all appears as if it were a single local database.

6.3.3.2 Wide Area Networks

Wide area networks are networks which extend beyond the immediate area, such as
a network linking buildings miles apart. The link used to cover the long distances
can be a dedicated fiber optic cable (this is the fastest, most reliable, and most
expensive), or one or more leased (dedicated) telephone lines with special high
speed modems. It is also possible to extend network services using dial-up lines
and modems connected as nodes on the network. In every case, except for
differences in speed, all connections will generally appear to users as being local.

Networks are highly advantageous due to their speed and ability to transparently
share data and resources among users. The network provides all the advantages of
the phone line connection, and at the same time overcomes the dependence upon a
single central CPU by allowing applications to run on the local computer while
accessing data on one or more remote computers. The main disadvantage of LANs
is the cost of implementing the LAN (hardware and software) and the skill required
to manage and maintain the network. Recent reductions in costs have made
networks the most cost-effective solution for groups co-located in single building.
The total labor required for network management is also usually much less than the
labor required to frequently prepare and distribute data on removable media.

The Figure IV. 9 below illustrates the most cost-effective data exchange option for
various combinations of transmission distances, file sizes and frequencies of
exchange. In the figure, frequency of exchange increases as one moves to the right;
file size increases as one moves up the chart.
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6.3.3.3 REIS Communications: Case Studies

There are series of typical situations that will be encountered in setting up a network
for the REIS. In most situations
the REIS will have to share data
with multiple agencies. For the
purpose of brevity, the sample
shown here deal with three
agencies. Additional agencies
can be dealt with in a similar
way.
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Su~~ested Hardware No.
CISCO 1020 (1 Ethernet - TP, 1 asvnc) 1
CISCO 1020 (1 Ethernet - TP, 1 asvnc) 1
Software for CISCO 1020 1
Asynchronous modem 1

Su~~ested Hardware No.
CISCO 2501 (l Ethernet - AUI, 2 serial) 1
Software for CISCO 2501 1
CISCO 1020 (1 Ethernet -TP, 2 asvnc) 1
Software for CISCO 1020 1
CISCO 1001 (1 Ethernet - TP, 1 serial) with Software 1
Synchronous modem PanDacom (64kbit) 2
Asynchronous modem 1
Allied Telesyn AUI/TP Transceiver 1
Cable V.35 2
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Case 1: All the agencies are
located in a single location or
building.

Case 2: One or more
agencies are in a remote
location relative to the REIS
database. The distance of
the agency does not make it
economically feasible to use
fiber optic cable. The
agencies may be linked
using a modem connection.



Suggested Hardware No.
CISCO 2501 (1 Ethernet - AUI, 2 serial) 1
Software for CISCO 2501 1
CISCO 1020 (Ethernet -TP, 1 async) 1
Software for CISCO 1020 1
CISCO 1001 (1 Ethernet - TP, 1 serial) with Software 2
Synchronous modem PanDacom (64kbit) 4
Asynchronous modem 1
Allied Telesyn AUI/TP Transceiver 1
CableV.35 4
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Case 3: This is a variant of
Case 2. In this case, it is
economically feasible to use
Fiber Optic cable to link the
agencies.

Case 4: This case is a
variant of Case 3. The
distance of the agencies
does not make it
economically viable to use
FO. The use of modems
become an option.

Su~gestedHardware No.
CISCO 2514 (2 Ethernet - AUI, 2 serial) 1
Software for CISCO 2514 1
CISCO 1020 (1 Ethernet -TP, 2 async) 1
Software for CISCO 1020 1
CISCO 1001 (1 Ethernet - TP, 1 serial) with Software 1
Synchronous modem PanDacom (64kbit) 2
Asynchronous modem 1
Allied Telesyn AUII FO Transceiver 1
Allied Telesyn AUIITP Transceiver 1
Allied Telesyn Micro repeater BNC/FO 1
Cable V.35 2
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6.4 Integration with Existing Computer Systems

The most common development tools used in Russia are xBase databases running
on PC architecture hardware. The REIS may necessitate the use of new hardware
and software which may not be compatible with the exiting systems. The most
common problem faced on compatibility is the database formats. Today most
software packages offer features to migrate data from several format to another. In
cases when this feature is not available, it is possible to transfer data to another
format by transferring the data to an ASCII file first and the load the ASCII file to
the new database. There are also third party tools available to perform data

Su~~estedHardware No.
CISCO 2514 (2 Ethernet - AUI, 2 serial)
Software for CISCO 2514 1
CISCO 1020 (1 Ethernet -TP, 2 async) 1
Software for CISCO 1020 1
CISCO 1001 (1 Ethernet - TP, 1 serial) with Software 1
Synchronous modem PanDacom (64kbit) 2
Asynchronous modem 1
Allied Telesyn AUI/FO Transceiver 1
Allied Telesyn AUI/TP Transceiver 1
Allied Telesyn Micro repeater BNC/FO 1
Cable V.35 2
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Case 5: The REIS is
implemented at the rayon
level. In this case the
agencies of each rayon are
connected to each other.
These agencies are then
connected to a rayon center.
The rayon center is
responsible for distributing
the information.
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conversion. These tools are particularly useful for the conversion of graphic data.
(See Section 6.5 Useful Development Tools)

File servers that are on a network can take advantage of ODBC drivers to speed the
process. For example, in the City need to integrate a Clarion database with an
Oracle database. Table IV. 12 shows the situation the City of Tver before the
development of the REIS.

Characteristic SYMCAD REIS
Data base system Oarion 2.1 and 3.0 Orade7.1
Operational environment for the database MS DOS ( MS Windows is IBMAIX
server I possible)
Data model Quasirelational (data integrity is Relational (150 SQL-

weakly supported) 3 standard)
Computers the databases are resided on PC-486 RS-6000
Application development tools Oarion 2.1 and 3.0 Oracle CDE 4.x
Operational environment for application MS DOS (MS Windows is possible) MSWindows
Data access model File server Oient-server
Computers to nm applications PC-286,386,486 PC-386,486,Pentium
NetWare software Novell DOS (MS Windows for WG IBM AIX, MS

is possible) Windows for WG,
MSTCP/IP

Net adapters and cable system Supportinl!: Ethernet Supporting Ethernet

Table IV. 12: City of Tver Integration Problem with the REIS

The City solved the problem by integrating the Clarion database to the Oracle server
using ODBC drivers. (See Figure IV. 10)
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Replication
Procedure

I.Looks through the journal for the
occurrence of changes in the
SYMCAD DB in the set intervals of
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replication.
3. Initiates the procedure of
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6.5.3 Word Processing

6.5.1 DOS File Management

6.5.2 File Compression

Figure IV. 10: Tver Integration of Oarion and Oracle databases.
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It most cases is generally advisable to have a incremental data migration policy to
the new technology instead of the integration old technologies with new ones.. This
process is not as time consuming and it is possible to fully take advantage of the
new technology.

Although this solution proved to be viable; it also proved to be extremely time
costuming to create. Also, ODBC drivers are limited since they can not take
advantage of all the features provided by the Oracle database and they also suffer
from poor performance. This solution worked temporally for Tver and the City later
decided to migrate all the databases to Oracle.

6.5 Useful Development Tools

There are many software tools on the market that are useful in developing a flexible
computing environment. There is often the need to perform basic computing tasks,
such as file management and data conversion, and it is important to have the
necessary software packages to perform these tasks. REIS training programs
emphasize developing basic computing literacy because these skills will ultimately
be very useful for supporting the REIS as well as aiding in performance of daily
tasks. This section attempts to explain and outline some of the day-to-day situations
that can arise in a computing environment and offer time-saving solutions.

File compression is very useful for storing and transporting large data files. Pkzip,
made by Pkware, Inc., is a popular compression/ decompression program. The
program offers the ability to compress files over a span of several diskettes and the
ability to retain subdirectory structures. These capabilities are very useful for
making larger backup copies. Available for DOS, Windows 3.x, and Unix.

In a DOS environment, file management can be tedious because of the lack of
intuitive graphics found in a Windows environment. File management programs
reduce the risk of inadvertently erasing or losing valuable data due to confusion
caused by lack of organization. One of the more popular file management tools is
Norton Commander. In addition to hard disk management, there are basic text
editing capabilities, the ability to view popular xBase databases and spreadsheets,
and file recovery capabilities.

Word processing packages offer the ability to create and edit text easily. Word
processing can greatly expedite normal office procedures and its use should be
encouraged by all office personnel. One of the more popular packages is Microsoft
Word, included in Microsoft Office. Word offers useful features such as revision
management, bookmaking tools, and automatic table of contents generation, cross
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reference and master documents that would be beneficial in maintaining REIS
documentation.

6.5.4 Spreadsheets

Spreadsheets are very useful in an office environment and as rudimentary database
applications. For the office, spreadsheets can automate many laborious tasks such
as calculations and report generation. For the REIS, spreadsheets can aid in cost
analysis for procurement purposes and in creating projected timelines. Basic
programming capabilities can be added for greater control. For"quick and dirty"
database applications, spreadsheets can easily capture database information that can
later be transferred to a more permanent storage location. One of the most powerful
spreadsheets is Excel, a part of Microsoft Office.

6.5.5 xBase Databases

xBase databases are extremely popular because of their low cost and moderate
learning curve. The most well-known package is dBase, but there are several other
companies offering similar products, such as FoxPro, Clipper, and Paradox. Russia
has many qualified programmers who are well-versed in xBase products. xBase
databases are extremely flexible and can be used for temporary data gathering,
format conversion or for the REIS itself.

6.5.6 Database Modeling

Database design is a critical part of REIS development. Data modeling tools can
expedite the design task by allowing "point and click" database design, editing, and
documentation. Logic Works Erwin®/ERX is a powerful data modeling tool that
allows design and generation of databases for client!server and Web applications.

Erwin displays all entities, attributes, relationships, indexes and primary and foreign
keys. Data models can be edited, viewed and printed in a wide variety of ways,
from high-level logical models to detailed physical database. ERwin creates logical
models of databases which can in tum generate the physical databases. Attribute
manipulation supports "drag and drop" of attributes from one entity to another,
allowing changes and normalization lion the fly." Databases can be designed,
documented and implemented without writing SQL CREATE TABLE or INDEX
statements. Because the physical design is driven by a logical model, referential
integrity is built into applications from the start. The same model can be used to
generate multiple databases, or to convert an application from one database
platform to another. This software supports Windows 3.x, Windows 95, Windows
NT and Sun Solaris.

6.5.7 Text Conversion

It is sometimes beneficial to move textual information from one format to another.
For example, a city without an operational REIS may want to start gathering
information right away. A solution to this problem is for the city to begin collecting
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data in a temporary storage area to be uploaded into the REIS at a later time.
Agencies participating in the REIS may already have databases that can be shared if
the information can be converted into a useful format.

Two of the most popular data gathering tools are spreadsheets and xBase databases.
Information stored in these packages can be loaded easily into other databases.

Most modern database packages have automatic import capabilities that support a
variety of standard formats. For example, loading information into a Microsoft
Access database from an Excel spreadsheet or xBase database can be done
automatically because of the data importing features of Access. Imports into Oracle
can be automated because of the features of SQL Loader.

Automatic importing capabilities may not be available if the original data gathering
tools are out-of-date or not supported by the new database. In this case, it may be
necessary to convert the existing data to a standard format which can then be loaded
into the REIS database. Since most database programs support inputs and outputs
from a flat file (ASCII text in predetermined column sizes), this can be viewed as the
bridge from one package to another. For example, information from a flat file can be
loaded into an xBase database by creating an xBase database with a matching
structure and appending the ASCII file. It is not necessary to have comma-delimited
fields if the database structure is defined correctly.

6.5.8 Graphics Conversion

Working with graphics files inevitably requires some type of conversion. For
example, scanning a BTl floor plan may produce a graphics file in one format while
the computer program to use the file may require another type, thereby making it
necessary to convert the graphic from one format to another. Another reason for
conversion is that different image formats use different resolutions. Higher
resolutions require more disk space and can slow the application. Sometimes it is
desirable to scan images at a high resolution for permanent storage and make
second copies at a lower resolution to be used in applications.

Alchemy is a popular graphics conversion program. The standard version converts
between most standard graphics formats and the advanced version converts
PostScript files as well. Alchemy has a graphical user interface for manual
conversions and can also convert multiple images in batch mode. Runs in DOS
and Unix.

6.6 Prototyping

Prototyping is a technique for building a quick and rough version of a desired
system or parts of that system. The prototype serves as a communication vehicle for
demonstrating the system to users and designers. It allows them to review the
proposed design, detect any flaws and devise ways to improve the system. It is far
more effective for this purpose than reviewing paper specifications. A prototype is
real; it can be adjusted and modified.
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Prototyping is one of the main techniques used to solve the problem of inadequate
communication between designers and users, and the high proportion of system
flaws found in the specifications of requirements.

A prototype is not a full-scale version of the eventual system; it is usually a
simplified version that has most of the functions of the working system but not the
scale, speed or performance. It lacks such features as security, auditability,
recoverability, and ability to handle large volumes, large databases, or many users.

Prototyping is particularly valuable in the follOWing situations:

• Users are unsure of what exactly they want.
• The system changes a basic business operation.
• An end-user dialog should be tried out with the users to see if it can be

improved.
• The functions are subtle, and the users understand them better than the analysts.
• Screens and reports should be checked with management to see if they can be

made more useful or easy to use.
• There is scope for user creativity to improve the system.
• The users do not understand all the impacts of the new system.
• The users have difficulty expressing all the system requirements.
• The prototype may act as a catalyst to elicit alternative ideas.
• The relative merits of alternative solutions need to be explored.

Prototyping can be used in several phases of development of the REIS. During the
initial analysis and specifications phase, a prototype can show the desirability of the
system before committing funds. During the design phase it can be used to
stimulate user ideas or compare the attractiveness of alternative ideas. It can help
stimulate creative thinking about the system. During the development phase it can
be used extensively in the design of the screens, dialogs and reports. It can be used
to check that the functions of a system are what the users really want.

The development of prototype needs planning just as much as the real project. A
simplified procedure for the development of a prototype may be as follows:

• Define the objective of the prototype;
• Determine who will review the prototype;
• Decide whether or not to use real data;
• Select hardware;
• Decide who will build the prototype;
• Design the prototype;
• Determine steps to follow after prototyping;
• Build and test the prototype;
• Establish appropriate user expectations.

The last point is very important. A danger of prototyping is that the users
expectations are raised to high level which cannot be fulfilled. The users should
know that the time span from prototype to a working system is long, and that some
of the user's suggestions will take extensive time to implement , or cannot be
realized at all.
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Despite this problem, a prototype of the REfS should be built in all cases. A prototype
will detect any flaws in the analysis phase and find whether user needs have been
misrepresented during the design phase. Determining these flaws before full
implementation will save money for the city money and save time for the
development team.

7. System Implementation: Planning, Design and Execution

The Implementation Plan presents the major phases of the project, along with the
key activities, deliverables and responsibilities of the different groups required for a
successful implementation. The plan does not include every detail action and
responsibility required to ensure successful implementation. These details will be
developed during the actual performance of the project.

Early in the development cycle, a small number of computer resources may be
capable of supporting the REIS system. Starting with a small system saves money
not only due to lower initial purchase prices, but also on recurring maintenance and
licensing fees.

As the system grows over subsequent implementation phases, increased
computational power, capacity, and functionality can be acquired incrementally.
This prOVides the benefit of spreading out the expense of purchasing hardware and
software components over a number of budget cycles. An additional benefit is that
by delaying purchases until the capability or capacity is required, the latest technology can be
acquired. One note of caution however, is that products which are too new and
unproven - the so-called "bleeding edge" products - should be avoided; any item
purchased should be able to exhibit a certain level of maturity and reliability.

7.1 System Analysis

During this phase, the City Administration prOVides access to key personnel in
various agencies and committees holding real estate information and/ or active in
the registration process. Based on preliminary information from these sources,
recommendations will be made on the creation of Working Group and key issues to
explore during the System Analysis. Any additional sources to be required are also
determined during this phase.

A meeting schedule is developed which will include regular (in many cases, weekly)
meetings with the Working Group to review and agree to the content and scope of
the system. The content of the system is limited by the scope of the project and by
the funding provided.

A Need Analysis report is prepared to document the business processes, software
to support these processes, current databases and communications of the City.

An overview of the software processes needed to support the REIS, the core
database and system architecture is developed. These requirements will be
completed during the Procurement and system development phase.
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Deliverables

At the end of this phase a preliminary agreement detailing project goals and
objectives and party responsibilities is signed by the Working Group and the City.

The creation of the legislation of the RBIS Center is finalized and the objectives and
scope of the system are agreed. The location of the central facility where the unified
database will be located is finalized.

The City Needs Analysis is produced and review by the Working Group detailing
condition and preliminary system recommendations. The acceptance of the findings
in the reports is documented.

Actions

1) Create Working Group
2) Identify Organization with REIS Data
3) Data Flows
4) Data Sharing Analysis
5) Communications Assessment
6) Needs Analysis
7) Develop Process Flows
8) Define Technical Platform

7.2 System Design

The design of RBIS Center is performed to organized its functions, services,
application forms, output forms, documents, information to be provided with
examples.

The REIS Core data is developed and the computer system to support the REIS is
designed. The specifications of the hardware an support to realized the system is
prepared on the basis of the funds provided for the project.

A study of REIS systems developed in other cities is reviewed and a prototype of the
system is developed.

Actions

1. Design of RBIS Center
2. Design REIS Center Functions
3. Design Core Database
4. Design input!output forms
5. Design Graphical Component
6. Design Link of Graphics DB and REIS Core DB
7. Design Supporting Computer System
8. Develop HWjSW jCommunication Specifications
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Actions

Deliverables

Deliverables

The organizational changes are discussed at length in Volumes II and III and are
recapitulated here only as a reminder. They should begin as soon as the decision to
establish a REIS is taken. The organizational changes include the following:

j! {.
l ( I,i ..Q !
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7.3 Procurement

During this phase the hardware and software requirements agreed during the
design phase are translated into detailed hardware and software specifications.
These specifications are then used to generate a purchase order with the hardware
and software vendors that have been selected. The selection of the vendors is
performed by the Development Team in accordance with funding limitations. The
Working Group will finalized the purchase and delivery of the equipment. The City
will install the equipment in accordance of the design of the REIS.

A Procurement Plan detailing the hardware and software specifications is finalized
and submitted to the City Working Group for endorsement. The Procurement Plan
is signed by the City Administration. At the end of this phase hardware and
software is delivered and installed.

During this phase the City designs the REIS Center and supporting computer
system. An Implementation plan is forward to the City which includes the
specifications of the hardware and software to be purchased for the project as part of
the Procurement Plan. The hardware and software selected is subject to the
limitations of the scope of the project and funding provided.

1) Working Group Approval
2) City Approval
3) Anticipated Equipment Delivery

• Changes in Policy: The largest change in existing agencies due to the
establishment of the REIS will be at the policy level. The most important policy
change will be the sharing of data with other agencies. This change need to
occur very early in the project life. The agencies should sign legal agreements
with each other and the REIS by which they give other agencies the right of
access to certain parts of their data.

7.4 Organizational Changes: Identify and Implement

The organizational changes necessary to implement the REIS have been detailed in
Volume II: Institutional Arrangements and Volume III: Legislation Necessary to
Implement the REIS. In these Volumes it has been emphasized that if there is no
political will to undertake these organizational changes, it would be better not to
start REIS implementation at all, since it will achieve only the establishment of
another agency which will duplicate existing functions and raise costs both to the
users and to the city administration.
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• Changes in Business Procedures: The REIS will cause some business functions
within an organization to change. The process of collecting data, the kind of
data collected and the type of data shared can change the procedure of how n
agency does these tasks.

• Changes in Location: In many cases the establishment of the REIS will involve
the relocation of some or even all of the participating agencies to a centralized
office where their employees will be physically located next to each other and
can easily exchange data over a Local Area Network and by personal contact.

• Changes in Structure: It is very unlikely that departments of existing agencies
will be eliminated because of the REIS. It is likely, however, that some personnel
of the participating agencies will need to be affected to the REIS, so that while
organizationally remaining in these agencies it will work on REIS tasks under
the direction of the REIS manager.

• Changes in Staffing Levels: It is very unlikely that the REIS will create a
reduction in staff levels of existing organizations unless a department is
eliminated. Overall staffing level is likely to increase in order to manage and
operate the REIS.

• Changes in Job Content: In some cases the specific task of a job at an agency
may change in order to implement the REIS.

• Changes in Skill Requirements: A new system such as the REIS will require the
training of a large group of people in many different skills. Training will be
required for the REIS development team, the management of the REIS and the
participating agencies, the operators, and the public. The training requirements
are covered in Volume Vol. V of the Manual.

To prepare for the organizational changes a plan needs to developed s early as
possible. A simple plan to implement the changes may be as follows:

• Identify Organizational changes:
~ Policy
~ Business procedures
~ Location
~ Structure
~ Staffing
~ Job Content
~ Training

• Design the changes for all of the above;
• Prepare legal agreements for the changes to insure that top management is in

agreement;
• Schedule and implement the changes.

7.4.1 Develop REIS Center

During this phase the business functions required to support the REIS Center, the
information to be provided, its sources and its recipients are reviewed and those
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areas that will need to be added or changed are identified. The software process
needed to support the agreed business functions are documented and an overview
and its structures needed are developed.

Actions

1. Information Provided
2. Develop Business Plan
3. Develop Staffing Plan
4. Develop Detail Procedures
5. Develop Support Documentation

Deliverables

A final document to be presented to the City Working Group is prepared stating the
objective of the REIS, its functions, the detailed procedures of these functions, input
and outputs of the as well as copies of all legislation and agreements created to
support the Center. The phases of implementation of the RBIS Center are stated and
a business and financial plan is prepared.

A set of documentation necessary for the daily operations of the Center, procedures,
guides and training material is prepared.

7.4.2 Legal Documents

This is a continuous working phase of the project. Agreements have to be prepared
to insured that all parties involved in the creation of the RBIS are in accordance with
each other and the law.

The main agreements to be prepared are:

1) Memorandum of Agreement
2) Legislation for creation of REIS Center
3) Data Sharing Agreement
4) Financial Program

Deliverables

All agreements are signed and sealed by the parties involved.

7.5 System Development

During this phase the business procedures agreed to during the REIS Center design
and Computer System Design are translated into detailed software programs that
will be included in the system. Throughout this phase and the reminder of the
project the City will provided full time personnel to develop the application, prepare
data for conversion, prepare data entry of information which is not in digital form,
develop testing plan and document the system fully.

During this phase of this project regular meetings are held with the Working Group
to review the progress of the project and to address any issues that my arrive during
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the development of the system. The prototype system is utilized through this phase
to communicate with the Working group on the progress of the Development Team.
At the end of this phase the applications agreed to during the Design phase of the
project is ready for testing and the user training of the users of the REIS may
commence.

Actions

1) Development Logistics
2) Data base Creation
3) Data Entry Screens
4) Output Screens
5) On-Line Help System
6) Data Conversion & Entry
7) Develop Link of Graphics DB and REIS Core DB
8) Data Entry
9) Installation of Network Installation of HW/SW

Deliverables

At the end of this phase the REIS software is completed and supporting
documentation is in the process of completion. Data available for the system is
converted and loaded and continual data entry for the remaining of the database is
entered.

7.6 Documentation

During this phase the system application is documented fully. The documentation
details the system support procedures, maintenance and application guide.

The REIS application should be fully documented at several levels. This documentation
constitutes a major part of the work, but is nevertheless extremely necessary. The
documentation will allow the city to maintain the system, as well prOVide a foundation
for further expansion. There are two categories of documentation: technical and non
technical (for end users).

Actions

1) Develop Technical Support Documentation
2) Develop System Administration Guide
3) Develop User's Guide

Deliverables

All manuals and documentation stated above.

7.6.1 Technical Documentation

IV.n

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

The technical documentation explains the REIS in detail. This documentation is
divided into at least two separate documents. One document covers the REIS
application and the second document the administration of the REIS system.

The Technical Documentation of the REIS Application covers documentation of the
database, the application modules and code. A lot of this technical documentation
can be generated automatically by the development tools used to create the
application. This documentation is useful but it lacks concept meaning. Therefore
this documentation needs to be augmented further in order to make it more
understandable to human beings. The technical documentation should also cover a
lot of the concepts used to create the system. These are similar to the concepts
covered during the initial analysis and design phases. Additional topics to cover
are:

• Overall system design
• Schema diagrams
• Database design
• Data Flows
• Application design
• Process Flows
• Server setup
• Security System
• Hardware and Communication Set Up
• Status on Delivery
• Status upon expansion

The System Administration Documentation covers all the information necessary to
maintain the system operating uniformly and securely. It should also cover how to
deal with system problems and/ or recover the system from failure. Topics covered
in this document are:

• Overall system design
• Installation documentation
• Procedures for restart and recovery
• Backup procedures
• Fallback procedures
• Security
• Network schema diagrams
• Trouble-shooting

7.6.2 End User

The end user documentation should cover all the information necessary for all end
users to take full advantage of the system. This documentation is divided into three
separate documents:

• User's Guide: This document covers all the aspects necessary for an end user to
operate the REIS system.
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• Online User's Guide: With the development tools available today is possible to
make the information on the User's Guide online. This user documentation
provides the advantage of having hyper-text links and search engines to get help
on particular items. It is highly recommended that User's Guide and the Online
User's Guide be created in parallel.

• User Training Guide: All new users of the RBIS will have to be trained before
they start using the system. A training guide for the REIS should be created to
help in the training.

7.7 Training

The training phase of the project includes the training of the development team, and
training for system users. The training may start as soon as the application is
completed with the data already entered into the system.

Actions

1. Develop Training
2. Deliver Real Estate Training
3. Deliver Advanced Computer Training
4. Deliver DB Administration
5. Application Development Tools
6. GIS (Graphics) Training
7. Develop REIS Center User Training
8. Deliver RBIS Center User Training
9. Develop Committee User Training
10. Deliver Committee User Training

Deliverables

Appropriate training provide to the development team on the software platform
selected by the City to create the RBIS. A set manuals for the training of the users of
the system as well as the delivery of training.

7.8 System Testing: Planning and Execution

During this phase the business functions and processes developed during the
Application development phase of the project are tested in accordance with a test
Plan developed and agreed by the Development Team and the Working Group.

Actions

1) System Readiness Test
2) Develop User Acceptance Test Plan
3) User Testing/ System Acceptance

Deliverables

At the end of this phase a document summarizing test results and detailing RBIS
improvements is forwarded to the City Working Group.
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A through plan for testing of the REIS needs to be prepared by the REIS planning
team and presented to the city authorities for approval before the system goes into
operation. Upon approval by the city, the REIS is tested and the results compiled.

The testing of the REIS may reveal areas that require modification. These
modifications will be performed by the project team. After the problem has been
corrected, the appropriate section of the test plan will be repeated to confirm that the
function performs in accordance with the System Design.

The test plan should be designed so that each major system component is tested.
The test plan activities are divided into two major areas:

• System Readiness Testing: In this phase the project team performs various tests
to confirm that the application is ready for User Acceptance Testing. The major
activities performed are:

:::::> Program Unit Testing,
:::::> Security Testing,
:::::> Network Testing,
:::::> Graphics Testing
:::::> Testing of any other components of the particular REIS designed.

• User Acceptance Testing: In this phase, users test the system to confirm that it
performs in accordance with the System Design. The major activities performed
are:

:::::> Structured User Testing, and
:::::> Unstructured User Testing.

7.8.1 System Readiness Testing

During this phase the project team performs various tests to confirm that the
application is ready for User Acceptance Testing. The major activities performed
are:

• Program Unit Testing, in which program units are tested both separately and as
a whole. It should be noted that the bulk of this testing will have occurred
during the Application Development Stage.

• Performance testing, in which large volumes of transactions are tested to check
the performance of the system.

• Security Testing, in which individual tests are performed to ensure that the
database integrity is not compromised. These tests include: data backup,
procedures for restoring data, and protection from user tampering with the data
by using password protection schemes and division of security levels.

• Network Testing, in which the individual hardware components linked on the
network are tested for connectivity and functionality.

• Graphics Testing, in which the link between the graphics and database
applications (e.g. between ArcInfo and Oracle) is tested to confirm the support of
the application according to the business function requirements.

• Olher, components which may require testing for REIS in q particular city.
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7.8.2 User Testing

During this activity, users test the system to confirm that it performs in accordance
with the System Design. These tests include registration of privatizations and
secondary transactions such as a transfer of ownership, lease, mortgage and
encumbrance. The details of the tests are specified in the document "Program and
Methodology of Testing." This document is prepared by all parties involved in the
development of the REIS. It contains a set of tests for each function the REIS system
is to support in accordance to design.

• Structured User Testing: Users perform the tests included in the Test Plan.
These tests will focus on validation of application business functions provided
by the system and on the expected information inputs and outputs.

• Unstructured User Testing: Users from the city office which carries out real
estate registration perform additional tests to confirm that the Application
performs in accordance with the System Design.

7.8.3 Acceptance of the Testing Plan

A legal document should be prepared for all interested parties to sign signaling the
acceptance of the testing plan s well as the responsibilities of each of the parties.
This will ensure that everyone agrees with methodology of the tests and that all
areas of the REIS are covered. A sample document of such an acceptance is shown
in Annex IV. M.

7.9 System Installation and Commissioning

It is highly recommended that the installation of the REIS be performed gradually.
All new systems have problems during the initial period of implementation. A full
introduction of the system at once runs the danger of long down-times when
unexpected problems occur. These down-times can create a lack of confidence in the
system and may lead to its not being used at all.

Upon completion of the computer system, an acceptance plan by the city
administration and the participating agencies should be prepared. This acceptance
plan consists of documents of agreement on the REIS as it is ready for normal
operation. These documents have to be signed by all major parties involved in the
development of the system. This acceptance plan should be developed with the
assistance of a legal advisor.

The most important documents to be signed for acceptance of the computer system
are:

• The test plan
• Test results
• Software
• Equipment
• Networking
• The system status at completion.
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Actions

1) Installation of REIS hardware and software.
2) Creation of REIS Center Office and implementation of supporting computer

system.

Deliverables

An agreement signed by all members of the Working Group that the system meets
the requirements of the parties involved and it is ready to start operations.

7.10 Workable Implementation Timeline

It is difficult to create an exact estimate of the time required for the completion of the
RElS project. Nevertheless is extremely helpful to create one to assist in planning
and keep the project on track. The follOWing timeline is an estimate of the time
required to fulfill the REIS project. This timeline is a working and changeable tool
that will be adjusted as the development progresses. Ultimately this tool will aid in
the successful completion of the project. (See Annex IV. A)

8. REIS Case Studies

The implementation of the REIS was performed in several Russian cities as part of
the USAID task order for the development of the real estate market in Russia. Each
city has its own unique characteristics, needs and requirements. The solutions to
these problems were also different. The following are the case studies of several
selected cities that implemented the REIS and serve as examples for the
implementation of the REIS.

8.1 Tver REIS

8.1.1 Summary

8.1.1.1 Introduction

In November 1994, the City of Tver was in a similar position to most other Cities in
the Russian Federation with regard to privatization and the secure registration of
rights to real estate.

It is well known that a market economy requires, as a fundamental requirement, a
legal basis for property rights and a secure registration system that protects the
rights of individuals and companies. Even these fundamental requirements were
missing.

At the end of this project the city of Tver has a functional Registration Chamber and
a Title Registration database application.
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8.1.1.2 Key Achievements

1. Technical training and advice provided enabled the City to develop the Title
Registration Application that in turn led to the creation of the legal and
regulatory basis for an effective Title Registration System.

2. The REIS Team was a force in the organizational and procedural changes that
were required to develop a single office dedicated to secure Title Registration.

3. The City had an existing plan for a City-wide information system that
incorporated all the municipal functions. This system had undergone extensive
development but was not operational. Under the original plan the REIS was
integrated into this system. During this process the advantages of the new
system were demonstrated and the city now plans to replace the old system with
the technology used in REfS.

8.1.2 Tver - Project Overview

8.1.2.1 Project Objectives and Goals

The specific goals of the REIS are:

1. Establish a system that allows Tver to accurately locate and identify real estate,
and to record the ownership rights and other interests in those objects;

2. Facilitate the immediate conversion of the REIS to perform real estate title
registration functions once the database is constructed (at the City
Administration's election);

3. Provide a method whereby the value of real estate, as reflected by market prices,
is reported. Correct information about transfer prices of real estate is necessary
for taxation purposes either in terms of transfer or on-going taxation; and

4. Provide the public and the participants in the real estate market with data that
affects a real estate transaction. The participants in the real estate market
include sellers and buyers, lessors and lessees, real estate agents, and financial
institutions that will use property as security for lending money.

The project provides the core of a computerized REIS, as the basis for future expansion
to other municipal management tasks.

8.1.2.2 Completed REIS Tasks

1. Analysis of existing databases and computer systems to ensure REIS
compatibility with existing systems;

2. Needs analysis and examination of title and registration functions, City's
long term planning goals and future expandability;

3. Database analysis and design;
4. Procurement plan approval by Tver and USAID;
5. Link between REIS and SYMCAD;
6. Demonstration utilizing "live" data for the Pilot Area;
7. Entry of all Pilot Area data;
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Advantages

Methodology

8.1.3.1 REIS Title Registration Application

REIS Application Functions

)71
IV.78

8. The first version of the REIS application and its data entry screens and
reports are completed,

9. Database link between Arclnfo and Oracle database was completed,
10. ArcView application to produce a diagram to accompany the title showing

real estate objects was created,
11. User testing and validation of the REIS application utilizing "live" data;
12. All computer equipment is installed in the Chamber, Informatics

Department, BTl, Land Committee, Property Committee and the Geodesy
Department;

13. The computers are networked and 'real time' live data is shared among the
agencies; and

14. The Chamber is fully operational as a Title Registration office.

8.1.3 Tver REIS Deliverables At Completion

The REIS design provides efficient data entry, simplified systems management, global
manipulations and alterations, graphical capabilities, and reliable security. The use of a
structural system analysis and an open system design technology and philosophy can
support future growth of the combined system applications such as city planning,
property appraisal, land information processing, land use monitoring, and taxation.

The REIS application has achieved many of its specific goals and has prepared the
ground work for further development. The project provides the core of a computerized
REIS, as the basis for future expansion to other municipal management tasks.

This system is based on an IBM RS6000 Power PC using AIX operating system that
houses an Oracle database with title, building, land and ArcInfo GIS information.
The database is accessed on a client/server basis by PC applications designed with
Oracle Designer-2000 on a Ethernet based network running TCP/ IP, IPX/ NETX,
and NetBEUI protocols

The application allows Tver to accurately locate and identify real estate, and to record
the ownership rights and other interests in those objects. The functions supported by
the REIS title application are:

Start and End of Work
Staring a working session. Test for registrar authenticity.

Defining a new system user.
Using help system.

Application processin~

Input of information about application, right confirming and right
establishin~documents.
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Search for information about land parcels.
Search for information about buildings.

Search for information about flats.
Search for information about non-residential premises.

Search for information about individuals.
Input of information about individuals.

Search for information about legal entities.
Input of information about legal entities.

Saving an application.
Getting information about an application.

Gettin~ complete information about an application.
Gettin~ a list ofapplications.

Property re~istration.

Registration of right to a land parcel.
Registration of right to a building/

Registration of ri?;ht to a flat.
Registration of ri?;ht to non-residential premises.

Registration of joint tenancy for a land parcel.
Registration of tenancy in common for a land parcel.

Lease registration.
Registration of a land parcel lease.

Registration of a building lease.
Registration of a flat lease.

Registration of non-residential premise lease.
Lease discharge.

Mortgage registration.
Registration of a land mortgage.

Registration of a building mortgage.
Registration of a flat mortgage.

Registration of a non-residential premise mortgage.
Mortgage discharge.

Easement registration.
Registration of an easement for a land parcel.

Registration of an encumbrance arisen from an easement.
Easement cancellation.

Encumbrance registration.
Registration of encumbrance for a land parcel.

Encumbrance cancellation.
Issuing output forms.

Output form "Certificate of State Registration of Rights to Real Estate Objects
and Real Estate Transactions" (for land parcels).

Output form "Certificate of State Registration of Rights to Real Estate Objects
and Real Estate Transactions" (for buildings).

Output form "Certificate of State Registration of Rights to Real Estate Objects
and Real Estate Transactions" (for flats).

Output form "Certificate of State Registration of Rights to Real Estate Objects
and Real Estate Transactions" (for non-residential premises).

Output form "Certificate of existing rights to real estate objects" (for land
parcels).
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Output form "Certificate of existing rights to real estate objects" (for
buildings).

Output form "Certificate of existing rights to real estate objects" (for flats).
Output form "Certificate of existing rights to real estate objects" (for non-

residential premises).
Output form "Unified State Registry of Rights to Real Estate".

Standard queries to the database
Execution of query "Buildings and their owners."

Execution of query "Land parcels and their owners."
Execution of query "Buildings on a land parcel."

Table IV. 13: Tver City MAIN REIS APPLICATION FUNCTIONS

8.1.3.2 Equipment Delivery

At project start these agencies were equipped with old computer systems. In order to
take full advantage of the REIS system the agencies were provided with new
equipment. This eqUipment was delivered and setup by the REIS team and transferred
to and signed off by the different agencies. The equipment distribution is as follows:

TvER DEPARTMENT OF ARCHITEcnJRE AND CITY DEVELOPMENT

IBM PC 330 486/66 PCI
IBM PSO Monitor
Arc View 2 for Windows

TvER BUREAU OF TECHNICAL INVENTORY

IBM PC 330486/66 PCI
IBM PSO Monitor
Hewlett Packard Desk Jet 1200C
Arc View 2 for Windows

TVER REGlSlRATION AND LICENSING CHAMBER

IBM PC 330 486/66 PCl
IBM PSO Monitor
Hewlett Packard Laser Jet 4+
Hewlett Packard Desk Jet 1200C
Technical User's Guide to the RElS
Technical User's Guide to the REIS
Technical User's Guide to the REIS
Arc View 2 for Windows

TvER GEODETIC DEPARTMENT

IBM C10 RS/6000
IBM Power Display
Hewlett Packard Vectra 5/90c
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Sony Trinitron Multiscan 17se
Hewlett Packard 6S0C OJ Plotter
Hewlett Packard Digitizer
Hewlett Packard Laser Jet 4M/V
Hewlett Packard Desk Jet 1200C
REIS System Administration Guide
Fiskars UPS
Arc/Info for RS/6000

TvER INFORMATICS DEPARTMENT

IBM C10 RS/6000
IBM Power Display
IBM ASCII Terminal
IBM Type 7208 8mm tape drive
Hewlett Packard Vectra 5/90c
Sony Trinitron Multiscan 17se
Hewlett Packard Desk Jet 1200C
Tver REIS/ R User's Guide
Tver REIS/R User's Guide
Tver REIS/R System Administration
Guide
Tver REIS/R System Administration
Guide
Fiskars UPS
File Server Key
Oracle 7.1.4.1.0 RDBMS
Arc View 2 for Windows

TvER PROPERlY COMMITTEE

IBM PC 330486/66 PCI
IBM PSO Monitor
Arc View 2 for Windows

TVER LAND COMMITTEE

IBM PC 330486/66 PCI
IBM PSO Monitor
Hewlett Packard Desk Jet 1200C
Arc View 2 for Windows

8.1.3.3 Networking Environment

The different Tver City agencies involved or containing data objects of real estate were
united on a network put in place by the REIS project. This work was contracted to IBM
Networking Group in Moscow. The networking of the city agencies will help the REIS
expand into a full Real Estate Information System. These agencies were network for the
purpose of data sharing.

• Bureau of Technical Inventory (BTl) -- responsible for all transactions
involving buildings (so called "immovables"). The BTl was established 80
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years ago and is now a "self-financing" entity organized under the City
Administration;

• Land Committee (KomZem) -- responsible for all transactions involving
land (including the land under buildings recorded at the BTL The KornZem
was created in 1991 and is a federal entity with a presence in each oblast and
rayon;

• Property Committee (KI) -- responsible for municipal buildings. The KI is
also a federal entity; and

• City Architect's Department -- responsible for city planning and the
Geodesy Department which maintains the map data.

I The final networking is shown on Figure IV. 11
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Figure IV. 11: Tver Networking and Equipment Schema

8.1.3.4 Graphical Environment

The city is has been provided with the equipment necessary to develop a complete GIS
system under the Geodesy department. This department was provided with a
powerful RS6000 C10 to run ArcInfo version 7.0. In addition the department receives a
plotter, digitizer and laser printer. The several members of the staff were trained in
Tver to fully exploit the advantages of this system.

In addition to this an Arclnfo application was create using ArcView with Avenue to
support the REIS title registration application. This application integrates the
Arclnfo and Oracle database to allow for parcel description information held in the
REIS database to be reproduced graphically. The REIS application support consists
of a program to print a diagram showing real estate objects to accompany the
Certificate of Title. The data for this task is limited to the Pilot Area. This data is

I
I
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obtained from REIS server via the network using Oracle SQL*Net and ODBC
drivers. The functions supported by the ArcView application are:

ArcInfo Application Graphics Functions
1. Connectivity to REIS server using SQL*Net and ODBC

drivers
2. Data from Pilot Area
3. Display: North point
4. Display: Parcel boundaries
5. Display: Street frontage, comers and intersections
6. Display: Parcel identification number of real estate object and

the identification number of surrounding parcels
7. Display: Parcel co-ordinates

8. Display: Easements
9. Display: Building identification number

Table IV. 14: Tver ArcView and REIS Application Functions

8.1.3.5 Integration with Existing Systems

As part of the join work with the city the REIS Technical Team complied with City
requests and was successful in the integration of REIS and the pre-existing Municipal
Management Systems SYMCAD. The SYMCAD system was developed to run in DOS
3.1 and NetWare 3.12. The application was designed in Clarion with a Clarion
database. The City administration decided that the REIS would be physically separate
from SYMCAD but remain an integral part of the municipal management procedures
and systems. We analyzed the existing system to identify the files and data elements
that would logically be part of the REIS. We separated these files and data elements
from the system so that they could be dealt with in isolation. In this way, a fully
functioning real estate information system was developed and put into operation. The
REIS was connected to and accessible by the SYMCAD system and was integrated into
SYMCAD applications according to the City's own priorities. The integration was done
by the use of Oracle SQL*Net and Oracle ODBC Drivers to the SYMCAD's Clarion
database.

Upon completion of the project the Tver City has come to the understating that
maintaining and old outdated system and a new more technologically advanced system
is not desirable both technically and economically. The advantages of the REIS system
design have convinced the City to make plans to replace SYMCAD with the new
system.

8.1.3.6 Technical Documentation

The REIS application has been fully documented at several levels. This
documentation constituted a major part of the work but nevertheless extremely
necessary. This documentation will allow the city to maintain the system as well
provide a foundation for further expansion.

IV.83

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



The documentation includes:

8.1.4.1 Project Achievements

8.1.4 Tver REIS Accomplishments At Completion

• REIS Application User's Guide: This guide is also part of the application
On-Line Help System. The User's Guide can also be used for training of
registrars in the City of Tver Registration and Licensing Chamber.

10IV.84

• REIS Application Test Plan: Before the release of the final application to
the city a test plan was developed to the test the business functions and
processes developed during the Application Development Stage of the project.
The test plan activities are divided into two major components. The System
Readiness Testing in which the project team performs various tests to confirm
that the application is ready for User Acceptance Testing. The major activities
performed are: Program Unit Testing, Security Testing, Network Testing, and
Graphics Testing. The User Testing in which users test the system to confirm
that it performs in accordance with the System Design. The major activities
performed are Structured User Testing, and Unstructured User Testing.

• The REIS System Administration Guide: This document explains in detail
the management of the Tver system. The topics covered are overall system
design, database design, application design, server setup, network setup and
Systems maintenance such as security maintenance and backup procedures.
Included in this documented is also The REIS Technical Guide section. This
guide describes in complete detail the system, database and application
design.

2. Established Registration Business Practices, Policies and Procedures. The physical
location, office layout, operational regulations, responsibilities, staffing, office practice,
paper forms and certificates, backup information, graphic requirements, public
acceptability and education will be designed and implemented.

3. Secure 'Real Time' Integrated Data Exchange. Links with the other City
organizations allow rapid transfer of information for registration follOWing privatization
or leasing, and the ability for those organizations to access up-to-date ownership
information allow better land and real estate management. In addition, the capability
(hardware, software and training) has been given to integrate graphic data with the
REIS. The software selected enables the City to develop a full Land Information System
using the REIS data as a base.

1. Fully Functional Title Registration Office. Title registration activities at the
Chamber will gradually increase as the market activity increases. Forms, procedures
and training have been an integral part of the REIS project. The Chamber is geared for
expected levels of activities. All forms of ownership rights, including mortgages, liens,
easements, restrictive covenants can be accommodated on an object based system that
relates the land to the structures attached to the land.
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4. Complete Pilot Area REIS Implementation. The initial data loaded into the system
is for a small area within the City. This data includes all the real estate objects within the
pilot area and is used to demonstrate the effectiveness of the system.

8.2 Pskov REIS

8.2.1 Summary

8.2.1.1 Introduction

In January 1995 in the City of Pskov there were many obstacles that hindered
private sector real estate transactions. Those obstacles included a lack of a reliable
unified title registration system, punitive tax laws, and unclear federal land and
mortgage law.

The City Administration recognized the need for a unified, secure registration
system to the protect the real estate rights of individuals and companies.

At the end of this project the city of Pskov has a functional Real Estate Information
System, Title Registration database application and fully trained personnel to
complement the procedures with real estate transactions.

8.2.1.2 Key Achievements

1. The City of Pskov created the legal and regulatory basis for an effective Real
Estate Information System.

2. A single office dedicated to provide secure known as the Pskov City Register.
3. The Pskov REfS use Client/Server architecture, user graphic interface and fiber

optic network to link the real estate participants to the REIS.
4. The City of Pskov REIS is prepared to introduce new participants into the REIS

such as banks, tax services and other state and commercial structures.
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Figure IV. 12: Pskov REIS Application

8.2.2 Pskov - Project Overview

8.2.2.1 Project Objectives and Goals

The specific objectives of the REIS are:

1. Integrate the existing real estate information held at the various City agencies
into one database structure;

2. Establish a REIS that allows the City to accurately locate and identify real estate
objects and to record the ownership rights and other legal interests in those
objects;

3. Provide a basis whereby the market value of real estate, determined through real
estate transfer prices, may be reported. Accurate real estate transfer price
information is necessary for taxation purposes, in terms of transfer tax or on
going taxation;

4. Provide the general public and real estate market participants with real estate
information that affects real estate transactions and property values;

5. Provide the core of a computerized city-wide information system that can s"erve
as the nucleus for future expansion.

8.2.2.2 Development Status

The status of the REIS project is summarized below:

I
I
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Completed REIS Tasks

1. Needs analysis and examination of title and registration functions, City's long
term planning goals and future expandability;

2. Database analysis and design;
3. Procurement plan approval by Pskov and USAID;
4. System Development:

• Conceptual Model
• Architecture
• Database structure
• Functional Hierarchy
• Project Scenario
• Screen Forms
• Reports/Output
• Archive Subsystem
• Stored Procedures
• On-Line Help System

5. Technical Support Documentation and Users Guide Development;
6. User Acceptance Test Plan development;
7. Pilot Area data entry;
8. Final system readiness test;
9. Software and hardware installation in the Pskov City Register, Land Committee,

BTl and Property Committee;
10. Pskov City Register, Land Committee, BTl and Property Committee networking

via local FOOl network.

8.2.3 Pskov REIS Deliverables At Completion

8.2.3.1 REIS Title Registration Application

Strategy

1. Established a single, unified mechanism for all types of ownership, leases,
sublease chains, proxies, etc.

2. Established a single, unified mechanism for security. This is done by putting
every create, update, delete for main tables REIS via stored procedures.

3. Established long term transaction mechanism. A real estate transaction may
involve many entities, properties and rights, and may take long to complete. All
activities within the transaction see only the working copy.

4. Established the ability to trace documents and authorizations. Transactions can
not be closed and the effects take place unless required documents have been
recorded in the database as "approved" over an authenticated password.

Methodology

This system is based on an Compaq Proliant 4500 - IBM PC Two Pentium Processors
Server using Windows NT that houses Oracle database. The database is accessed on
a clientjserver basis by PC applications designed with ORACLE SQL"'FORMS 4.5
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and ORACLE SQL*REPORTS 2.5 on Ethernet based network running TCP/IP,
NetBEUI protocols and Windows For Work Groups operating system.

Advantages

The REIS design is based on the cheapest platform IBM PC with Windows NT.
Nevertheless, it provides all advantages of using Oracle 7.1 features. Windows NT
has simplified system management, global manipulations and alterations, reliable
security. The use of a structural system analysis and an open system design
technology and philosophy can support future growth of the combined system
applications such as city planning, property appraisal, land information processing,
land use monitoring, and taxation.
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The REIS has four main functions:

Pskov REIS Application Functions

• Real Estate Rights Registration;
• Real Estate Objects Inventory (data entry in the database);
• Information Search;
• System Administration.

1.
2.
3.
4.

N Function
)tartine- a workine- session.! est tor re£istrar authenticitv.
Jsing HelD Svstem.
and Inventory.
rimarv objects inventory.

I
I
I
I
I
I

8.
9.
10.
11.

2.
13.
14.
b.
b.
1 .

1:1.
20.
21.
22.
23.
24.
2,.

30.
::n.
32.
33.
34.

3).

,.
9.

40.
41.
42.
43.
44.
4,.
40.

48.
49.
50.
51.

)econdary obiects inventorY.
\Jew application creation entry of information about application.
Application Search.
ntroducing individual into Application.
Jata record about documents for individual.
/\pplication transter to tHt.
ntroduction of primary object into Application.
ecording information about documents for primary object.

Application transfer to the Land Committee.
ntroducing land parce in the Application.
ecording information about documents for land parcel.
.pplication transter to the Re£ister.
e Etistration of tie-ht to a and parcel. primary object.
e Etistration of an encumbrance for a land parcel.
.dding normative documents for the Application.
ettine- information about Application.
xpertise ot made UP Application.
eneration of documents.
xamination of Certificates.
~Iectronic sie:nature ot Certiticates.
tampine- Certificates.
xamination of Land Register List.
ilectronic sie:nature ot land Re£ister list.
tamping Land Register List.
xamination ot tlTt Redster List.
~lectronic sie:nature of 3' 'I Re£ister list.
tami: ing BTl Re£ister ist.
nd 0 (closing) Application.

ntrod ucing a lee-al person into Application.
ecording intormation about documents tor a lee-al person.

ntroducine- a secondary obiect in the Application.
ecordine- information about documents for a secondary object.
ecistration 0 a land parcel lease.
e£istration 0 a land mortgage.
e£istration 0 an easement tor a land parcel.
uery execution" and Parcels" .
uery execution IIPrimarv Objects".
uery execution ":;econdary Ubjects .
uerv execution "Uwners .
etting Sprayka a ,out 0 )ject state at the current moment.
etting report "Historica Search II.

ange 0 user passwor( .
...... hange 0 electronic sirnature.
...... ange 0 user name.
N aintaining system dictionarv.

ange of access rights for operators to applications.
Examination of the REIS Archive.

IV.89

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

8.2.3.2 Equipment Delivery

This equipment was delivered and set up at Pskov City Register location. The
existing computers at the Pskov City Register, Land Committee, Property
Committee and BTl were upgraded and prOVided with fiber wall system box, fiber
optic cable, 12 port hubs to be networked into a local fiber optic network.

EQUIPMENT NAME QUANTITY

1 Database Server- Pentium 90 Tower 1
2*90 MHz Pentium CPU/s
64 MB Ram, 3.5" 1.44 MB FDD Internal
Integrated Fast-SCSI-2 Controller
3* 1GB Disk Drives SCSI-2 CD-ROM SCSI-2 Internal
4/16f£ OAT Drive SCSI-2 Internal Keyboard, Mouse
1711 SVGA Color Monitor
Ethernet Controller 20
1400 VA UPS 4MM tape (20 each)

2 Administrative Workstation 5
486DX2-6616 MB Disk 540 MB
1511 Monitor Ethernet Adapter

3 Administrative Workstation 1
90Mhz Pentium CPU
32 MB Ram, 3.5" 1.44 MB FDD Internal
Integrated Fast-SCSI-2 Controller
1GB Disk Drive SCSI-2
CD-ROM SCSI-2 Internal
Keyboard, Mouse Color Monitor 2011 SVGA
Ethernet Controller 1400 VA UPS

4 Digitizer 1
HP (A3-sizefpuck, ANSI B/ISO w/adjustable stand)

5 Plotter 1
HP E-size, Color w f Jet direct

6 Fiber Wall System Box 4
Fiber optic cable (meters) 1900

7 Hub 4
12 port Hubs, FO to 10 BaseT

8 Laser Printer 5
HP Laser Jet 4 MY
HP Laser Jet 4/4M

9 Windows NT3..5 Server 1
Windows NT3..51 Server 1
Oracle RDBMS (10 seats) 1
Designer 2000 1
Windows for WorkGroups 3.11 5
MS Office 4.2 5
Maplnfo 3/0 1
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Figure IV. 13: Pskov City Register Hardware and Network Scheme

8.2.3.3 Networking Environment

• Land Committee (Komzem) - responsible for all transactions involVing land
(including the land under buildings recorded at the BTl). The Komzem was
created in 1991 and is a federal entity with a presence in each oblast and rayon;

• Bureau of Technical Inventory (BTl) - responsible for all transactions involVing
buildings ("immovables"). The BTl was established 65 years ago and is now a
IIself-financing" entity organized under the City Administration;

• Property Committee (KI) - responsible for municipal buildings and is a federal
entity;

• Complex Expedition #I 186 (Company 186) - responsible for instrumental survey
of land parcels. Company 186 digitized the REIS Pilot Area data and developed
Pskov REIS Pilot Area digital cadastre plan. Company 186 is currently
developing a cadastre plan of Pskov city.

The different Pskov City agencies involved or containing data objects of real estate
were united on a network put in place by the REIS project. The work was contracted
to a local company Pskovsvetcom. The networking of the city agencies will help the
REIS expand into a full Real Estate Information System. These agencies were
networked with the purpose of data sharing.
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8.2.3.4 Pskov REIS Working Principles

The system contains permanent, transition and archive data.
• Permanent data reflect status of registered real estate objects at the current

moment;
• Transition data collect and prepare data to be transmitted into Permanent

database and check data correctness;
• Archive data provide historical search.

Permanent Data Registration SUbsystem (RS)
Righu: Owners:

Objecu:
Archiving• Ownership • Persons

• Lind • Mortgage • Companies subsystem
• Prim.., • Lease (AS)

Archive:

~·7~w~ (-) >
Comp..-e

Permanent
and

Transidon

Transition Data Collection Subsystem (CS)
Data and

Righu: Owners:
Objecu:

- -- • Ownership fo+------- • Persons
• Lind • Mortgage • Companies Archive Data
• Prim.., • Lease

I I I
Transaction Control Subsystem (TCS)

Figure IV. 14: Pskov System Procedure

8.2.3.5 Training

Pskov REIS training was provided to Arthur Andersen and Pskov City
Administration personnel and made up 324 student days for the entire training
period March 1996-January 1996.

• Basics of Land Title Registration
• Project Management
• Basic Computer Skills
• Windows NT Administration
• Network Administration
• ORACLE Programming
• Administer ORACLE Database
• Client-Server Application Design and Development
• Geographical Information System MapInfo Development
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8.2.3.6 Technical Documentation

The REIS application has been fully documented at several levels. This
documentation will allow the city to maintain the system as well provide a
foundation for future expansion.

The documentation includes:

• Pskov REIS User's Guide: This guide is also a part of the application On-Line
Help System. The User's Guide can be used for training of registrars in Pskov
City Register, Land Committee, BTl and Property Committee.

• Pskov REIS Administration Guide: This document explains in detail the
management of Pskov system. The topics covered are overall system design,
database design, application design, server setup, network setup and system
maintenance such as security maintenance and backup procedures.

• Pskov REIS Test Plan: Before the release of the final application to the city a test
plan was developed to test the business functions and processes developed
during the Application Development Phase of the project. The test plan activities
are divided into two major components. The System Readiness Testing in
which the project team performs various tests to confirm that the application is
ready for User Acceptance Testing. The major activities performed are: Program
Unit Testing, Security Testing and Network Testing. The User Testing in which
users test the system to confirm that it performs in accordance with the System
Design. The major activities performed are Structured User Testing and
Unstructured User Testing.

8.2.3.7 Graphical Environment

The graphical application MapInfo with SQL DataLink and Map Basic is used in
Pskov REIS. Pskov REIS Pilot Area data are entered in the database. The system is
capable to connect MapInfo graphic database via SQL DataLink and ORACLE
SQL*Net to Oracle Server.

8.2.4 System Expansion

The Administration will continue to develop secondary, and complimentary
computer applications. It is anticipated to introduce new REIS participants to
expand the system throughout the territory of Pskov:

• Real Estate Department (gets the necessary information about land parcels,
buildings, dwellings and other objects of municipal real estate);

• Municipal Housing and Utilities enterprises (in their work use the list of real
estate objects on the territory of each enterprise);

• Tax Inspection (regularly gets the information about real estate owners on the
territory of the city);

• Architecture Board (takes the REIS information into account to develop plans of
city construction and forms' encumbrances for engineering network, etc.);

• Nature Protection Committee (makes the monitoring of ecological state of the city
and creates encumbrances of ecological character);
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Pskov Land Board and REIS

• Monuments Protection Center (creates encumbrances for land parcels in its
jurisdiction);

• Banks, Notaries, Realtors and other real estate market participants (get necessary
information about real estate in Pskov for transfer, mortgage, lease deeds).
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8.3 Pechory REIS

8.3.1 Summary
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The administration of the City and Raion of Pechory has determined that it must
develop a comprehensive, unified real estate database of graphic and tabular data in
order to effectively plan and manage its rich land-based resources. The
Administration's ambitious plan includes the creation of a registration office which
will coordinate and unify the registration functions of the City Property Committee
(KUMI), Land Committee (Kornzem) and Bureau of Technical Inventory (BTl). As
time and resources permit, the Notary Chamber, Tax Inspectorate and the Statistics
Department will be linked in this system as well, thus creating a unified system of
databases to provide the kind of information required for effective decision making.
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8.3.2 Project Overview
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Figure IV. 15: Pechory REIS Conceptual Diagram
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8.3.2.1 Project Objectives and Goals

The Head of the Administration of the City and Raion of Pechory has outlined an
ambitious plan for the improvement of the land title registration process in the City
and the Raion. This plan includes the creation of a new registry office to coordinate
and unify the registration functions now performed by the Land Committee
(Kornzem), the City Property Committee (KUMI) and the Bureau of Technical
Information (BTl). Representatives of those offices will work in the new registration
office and perform their existing registration functions. As the system becomes
established, links will be established between the database created to support the
REIS and the Statistics Office, the Notary Chamber and the Tax Inspector. With
these links in place, the City and Raion Administration can begin the development
of a comprehensive land information system which will serve the needs of the
Administration to manage and plan for its land resources. The links to the REIS
database will also assist the Statistics Office, the Tax Inspector and the Notary Office
in their work.
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8.3.2.2 Development Status

The City and Raion of Pechory are fortunate in that a neighboring city and the center
of the Oblast, Pskov, has developed a Real Estate Information System in cooperation
with the consulting firm Arthur Andersen. The City of Pskov and the City and
Raion of Pechory maintain a close working relationship and it is expected that
personnel from the Pskov City Registry will assist the City and Raion of Pechory in
the development of its REIS.

Pechory is a small city located 50 kilometers from Pskov. At the time of analysis,
there were minimal technical skills in Pechory. Pskov had already undergone the
development of its REIS and hopes over time to expand its system to include all the
data for the Oblast. Pskov has offered its completed REIS to Pechory, which means
that Pechory does not have to develop its own system. Pskov can maintain
Pechory's system through maintenance contracts between the two cities.

There is a need to automate Pechory's registration function and have ready access to
the registration database for both responses to queries and analysis of land use and
land transfers in the CityfRaion. There is a need to link the digital map of the
Cityf Raion prepared by Survey Company 186 with the registration database
through the functionality provided by the existing MapInfo graphics package.
Networking requirements appear to be minimal due to the fact that all offices of the
Registry will be housed in one building.

8.3.3 Existing Conditions

8.3.3.1 Registration Processes

Registration processes are carried out in three primary agencies -- the Land
Committee, the Property Committee and the Bureau of Technical Inventory. The
Land Committee is responsible for registering interests in land, the Property
Committee is responsible for registering interests in properties owned (or formerly
owned, in case of the first privatization) by the Municipality and the BTl is
responsible for registering interests in buildings and apartments. For the most part
the data collected during the registration process is not duplicated among these
three agencies, but there is some redundancy in the data collected by the BTl and the
Land Committee concerning land parcels.

8.3.3.2 Data Sharing

The agencies in Pechory share data among themselves as depicted in Table IV. 15.
One of the most important observations is that the BTl is a provider of data to many
different agencies, including the Land Committee, KUMI, the Municipal Economy
Committee and the Chief Architect. The other observation is that the Land
Committee, the Property Committee and the Chief Architect are the largest
consumers of data from other agencies. The design of the REIS database and the
hardware configuration for the system should prOVide that BTl, KUMI and the Land
Committee have access to the data they require in their daily operations. The Chief
Architect should have access to the database as well, but placing hardware in that
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office and connecting that hardware to the system will need to wait for a subsequent
phase of the project due to budgetary considerations.
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Propertv Address 12 1 14 79 1 1
Cadastral Number 1 HET 3 HET HET HET
BTl Number HET HET HET HET HET HET

Owner Name 1.2 1 129 4 2
Owner Address 1 2 HET 1 29 4 2
Parcel Characteristics 1.2 1 3 3 HET 3
Building Characterist 45 1 14 610 4 45
Unit Characteristics 4 1 4 610 HET 4.5
Room Characteristics HET 1 4 HET HET HET
Document Data 345 1 2 134 HET 11 345
RiQhts Data 345 12 134 HET 11 345

Code Meaning
1 Agency's Own Files
2 Applications
3 KOMZEM
4 BTl
5 KUMI
6 Chief Architect
7 Municipal Economy

Committee
8 Statistics Office
9 Ob1ast Statistics Office

10 Housing & Utilities
Committee

Table IV. 15: Data Sharing Among Selected Pechory Offices

8.3.4 REIS Deliverables at Completion

8.3.4.1 Equipment Delivery

Pechory has chosen a centralized data model with one file server running Windows
NT and three workstations. The server hardware specifications are shown in Table
IV. 16, and Table IV. 17 shows the details of the workstations.

Component Requirements

CPU Intel Pentium 90 MHz, min.256
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cache
System memory 32 megabytes RAM, with

remaining expansion up to a
minimum 64 MB

Computer bus EISA or PCI, Integrated Fast-
SCSI-2 Controller

Hard drive 2 GB Disk Drive SCSI-2
Floppy disk drive 1.44 MB FDD Internal
CD-ROM drive SCSI-2 Internal, quad speed min.
Tape backup 4/16 GB DAT Drive SCSI-2

Internal
Ports 2 Serial ports min., 1 Parallel port
Network Ethernet Controller
Modem External or Internal fax modem,

14,400/9600 BPS, CCITT V.32 bis
compatible (28.8 preferred)

Video card SVGA, 2MB VRAM, accelerated
graphics, local bus

Keyboards 101-key with Cyrillic & English
char. set

Pointing device 2 or 3 button Mouse
Monitor 20' SVGA Color Monitor
UPS 1400 VA
Printers HP Laser Jet 4 Plus (or equivalent)
Network Hardware 2 terminators, 100 meters of

coaxial cable

Table IV. 16: Pechory's File Server Specifications

Component Requirements

CPU Intel 486 DX2-66 MHz
System memory 16 megabytes RAM
Computer bus EISA or PCI
Hard drive 1 Gigabyte Disk Drive - SCSI-2
Floppy disk drive 1.44 MB FDD Internal
CD-ROM Drive SCSI-2 Internal, quad speed

minimum
Modem External or Internal fax modem,

14,400/9600 BPS, CCITT V.32 bis
compatible (28.8 preferred)

Network Ethernet Controller
Video card SVGA, 2MB VRAM
Keyboards 101-key with Cyrillic & English

char. set
Pointing device 2 or 3 button Mouse
Monitor 15' SVGA Color Monitor
Printers HP Laser Jet 4 Plus (or equivalent)
UPS 1400 VA
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Plotter Color Ink Jet Plotter, Paper Size
Al or Larger, min. 8 MB installed
RAM

Scanner 300 dpi color scanner, paper size
A4 or larger, with image capture
and editing software (HP Scanner
Jet II - CX or equivalent)

Network Hardware 1 network card, 1 liT" connector

Table IV. 17: Pechory's Workstation Specifications

8.3.4.2 Networking Environment

I
I
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Figure IV. 16: Pechory Network and Hardware Schema

8.3.4.3 Graphical Environment
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The following agencies will be networked to facilitate data sharing:

Pechory's REIS will be physically located on two floors of one building. The
complete networking scheme is shown in Figure IV. 16.

Pechory had purchased MapInfo software prior to the REIS Needs Assessment. A
local surveying company, Company 186, has prepared digital maps in MapInfo
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format for about 25% of the area. Additionally, Pskov is using Maplnfo software
and the programs to interface with the Pskov RBIS have already been developed and
implemented.

The City is also receIVIng a plotter, scanner, and two laser printers. The GIS
Specialist from Pskov will offer customized Maplnfo training to Pechory.

8.3.5 Outstanding Issues

8.3.5.1 System Maintenance

Pskov has offered to give Pechory its Oracle registration system. Accepting this
offer eliminates Pechory's REIS developmental needs but does not address ongoing
system maintenance issues. The solution is an agreement between the two cities
whereby the Pskov Registry updates and maintains the system for a fee. This
relationship can be beneficial for Pskov as well because lessons learned in one city
can be shared with another. A healthy working relationship between these two
cities is necessary.

8.3.5.2 Training

There is currently a lack of overall computing skills in Pechory. The Implementation
Plan calls for intensive computer training at all levels for all potential administrative
REIS users. If this plan is successful, Pechory will have the knowledge necessary to
maintain the REIS over time.

There is an additional need for a systems administrator. With the maintenance
agreement with Pskov, this person is not required to program or perform any
developmental work but must oversee daily tasks, including regular system
backups and restorations. The Implementation Plan requires the City to select and
train a system administrator. Failure to properly train this person can create serious
problems in the future.

8.4 St. Petersburg

8.4.1 Introduction

Real estate information in S1. Petersburg has traditionally been collected and
managed by different agencies and kept in different formats. For example, land
and land ownership data is held by the Land Committee, municipal building and
leasing information by the Property Committee, privatized dwelling units by the
Housing Agency, map data by the City Architect's Department and sales transaction
of commercial real estate data by the Property Fund.

Registration activity and associated systems are spread across several agencies and
committees in different locations throughout the city. Currently, registers are held
by the Land Committee, Housing Agency (now known as the Municipal Bureau of
Rights Registration -MBRR), Property Committee and Property Fund.
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Each organization also performs functions apart from registration. For example, the
Land Committee monitors land use and the Property Committee prOVides property
management services, answers queries and assists the Property Fund during
privatization.

Other organizations in the city are also involved in real estate management.
Building data is collected and maintained by the Bureau of Technical Inventory. The
BTl rayon (district) offices provide data about city-owned real estate to the Property
Fund and the Property Committee. These offices will also provide the Cadastral File
to the Land Committee (following recent legislation).

The organizations listed above have independent software and procedural
implementations. The Land Committee is currently implementing an automated
registration system for all forms of real estate. The MBRR has a paper registration
system for apartments which is currently being automated. Following recent
legislation, the MBRR was subordinated to the Land Committee, which intends to
convert the MBRR system onto the Land Committee registration system. Similarly,
the Property Fund and the Property Committee have registration systems in-place
for sale transactions and leases, respectively. These systems are also a combination
of paper and automation and the information about legal rights will be recorded in
the Land Committee registration system.

In addition to the different functions and systems, these organizations also have
different structures, specifically with regard to local offices. For example, the
Property Committee, the Land Committee and BTl have local offices at the rayon
(district) level, but they are in different locations and the number of rayon offices
differ. Further, communication links between central and rayon offices do not cross
committee lines.

Given these differences, the sharing and common use of real estate information is
difficult and there is no reliable and comprehensive information base that connects
data about all real estate objects. Specifically, there is a lack of common data
elements and table structures which hinders the sharing of information. Each
organization has systems in place that serve the needs of that particular entity. The
systems in total, however, are not unified and do not facilitate the efficient flow of
information across organizations that would allow for more efficient registration and
property management procedures. These factors, in turn, discourage private real
estate transactions.

Objectives of the REIS

The City of St. Petersburg approved legislation intended to create a city-Wide real
estate management scheme to more efficiently manage city property and to
encourage the development of a private real estate market.

This legislation is in the process of being implemented. The implementation period
could take an extended period of time before current practices and procedures are
replaced with new ones. The REIS has been designed to reflect this "transition
period." Specifically, the RBIS will integrate existing practices and also allow for
new procedures to be implemented.
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The broad objective of the RBIS is to process information that facilitates private real
estate transactions and promotes efficient procedures for registration and,
ultimately, for property management. More specifically, the REIS will facilitate the
flow of information across organizations and assist relevant agenciesI committees to
exchange data and optimize business functions which have a direct bearing on the
private real estate market.

The RBIS will allow for the distribution of information to public entities and private
citizens. Such information could include: ownership, location, legal description,
liens/mortgages, encumbrances, use restrictions, value, physical condition, land
use/zoning, utilities, easements and tax status. Likely users of information will
include city organizations; individual owners, buyers and sellers of property; banks
and other potential sources of financing; real estate developers and investors; and
real estate agents.

The REIS focuses on those agencies that collect and manage information relating to
properties which have been privatized or are in the process of being privatized or
leased. These entities include the Property Committee, Land Committee, Property
Fund, Housing Agency (MBRR) and BTL

8.4.2 Description of the REIS

The key features of the RBIS include database server equipment located at the
central administration locations of each of the committees, and local databases in
each of the rayons. The committee servers would be connected to the rayon
networks and to each other via a Communications Center. At the central level, the
Property Committee, Property Fund, Land Committee (Cadastre), and MBRR
would be linked to the Center. Each committee would be allowed to develop,
enhance, and maintain its own system independently from the other committees. In
addition, they will have the ability to query other committees and rayon locations
for information necessary to expedite daily operations.

The Communications Center would handle transfers of data between the
committees (query routing), according to agreed formats and common data
elements. The Center will also maintain the data dictionary for the REIS. The
database control component of the Communications Center would help assure
conformity between the data structures developed in each committee and would
provide for a stable platform for the future expansion of the REIS and the ability to
share data across committees as the privatization process and secondary market
transactions expand over time. Specifically, common data elements will ensure
compatibility in data exchange and allow the City to extend the system to other
users in the future, such as tax authorities and the banking community.

Committee offices in the pilot rayon would be linked together using a local area
network which would be linked to the Communications Center. The Property
Committee, the Land Committee, and the BTl will be part of each rayon
configuration. The Communications Center design provides for data storage at each
individual rayon and the ability for committees to query either the rayon database or
the BTl through the rayon database. These links will help distribute the work
associated with privatization and subsequent transactions into the rayon offices,
increasing the operational efficiency of each committee.
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For security and legal reasons, the legal Cadastre and other registration files will be
maintained on equipment that is physically separate from other portions of the
system, and in a structure that maintains a logical separation from other databases.
The Cadastre, however, will be tightly coupled to the system so that the data
contained in it is accessible by other committees and entities that have a legitimate
need for access. This is important as the Cadastre will prOVide the core information
required in the complete information system being developed by the city. Security
and access rights will be controlled by access rules embedded in the operating
system and the database management system.

The Communications Center can be located anywhere, including being housed and
maintained by one of the existing committees. To ensure the ongoing effectiveness
of the system, The Communications Center could be under the control of an
independent agency.
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Figure IV. 17: St. Petersburg Conceptual Design
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The Pilot System will consist of the design and full implementation of the
Communications Center (and connections to committee servers) and linkage to a
fully configured rayon database in the Kalininsky rayon. (See Figure IV.l7) The
committees Applications developed for the committees will allow them electronic
access to BTl information at the rayon level, so that the Pilot System can
demonstrate the ability of each committee to access this information. Further, we
propose to work with the Land Committee to integrate its registration system into
the REIS so that the Pilot System can demonstrate an automated registration
process.

8.4.3 System Architecture

The system architecture for the REIS calls for a hybrid host/client!server system
using PC-based clients. The system architecture and hardware/ software
specifications described below offer several important advantages:

1. Simplicity - proven technology for both hardware and software platforms.
2. Scaleablity - the system can grow as privatization activity increases.
3. Expandability - the system can accommodate other applications and data sources

(e.g., tax, utilities) without requiring extensive redevelopment.
4. Compatibility - is achieved through open system standards.
5. Reliability - the system can recover from system failures, and it allows for

automatic rollback when transaction errors occur, and protection from data
corruption.

6. Security - the system provides excellent security for host/servers, database
management system and network.

The REIS consists of three broad components: the Communications Center, the
central committee locations and the rayon databases.

8.4.3.1 Communications Center

The Communications Center serves as the connection between the rayon networks
and each of the committee servers. It prOVides overall control, consolidation, and
"unification" of databases stored at each location, while allowing each committee to
develop, enhance, and maintain is own systems independently from the other
committees. The Communications Center will handle transfers of data between
committees, according to agreed data formats and data dictionary definitions.
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8.4.3.2 Central Committee Locations

Each of the committees involved in the initial phase of the REIS development is to
be provided with equipment that is relevant to their current needs, and which will
provide an interface between networks already located at each of the committees'
central locations and the REIS network as a whole. The configuration of the
equipment provided to each Committee will be selected to help ensure that all of the
committees are fully engaged in the development of the REIS.

8.4.3.3 Rayon Databases

The selected rayons will have their own host/server with an Oracle database. The
rayon host!server will be on a rayon local area network (ULAN"). We will prOVide
the necessary hardware and software to the Land Committee, Property Committee
and BTl in the rayons to ensure operation between these agencies and the
Communications Center.
Each rayon configuration is proposed to contain a single Pentium satellite server
located at an appropriate committee rayon location. The other rayon offices will be
supplied with a PC workstation, which will be linked to the satellite server via
telecommunications or Ethernet.

8.4.4 Hardware Specifications

We propose to use equipment from Sun Microsystems Computer Corporation for
the servers in the Communications Center and in the central committee locations.
Compaq PC's are proposed to be used as satellite servers and workstations. This
technology platform will provide a stable environment for the development and
extension of the Pilot System. SUN has been recommended for the follOWing
reasons:

1. SUN is a well-known and popular supplier in Russia.
2. SUN is a common platform for the ORACLE ROBMS.
3. There are companies in St. Petersburg that support the SUN/ORACLE platforms

who are known and trusted by the City.
4. UNIX (Solaris) is a multi-user operating system which can support dumb

(character mode) terminals.
5. At least one agency within the City (MBRR) already uses SUN equipment, so a

level of comfort exists within the City regarding this platform.

8.4.4.1 Communications Center

The Communications Center server is proposed to be a Sun SPARCserver 1000 with
the follOWing approximate configuration:

Sun SPARCserver SS1000E
2 x 60mhz CPU's
128 MB RAM
2 * 1GB disks
30 GB disk array
4mm tape
Console, Ethernet adapters, etc.
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The Communications Center server is designed to be the central control point for the
REIS network. As such, it provides a linkage between each of the committees and
agencies connected to it, and it is the gateway from those committees to the rayon
databases. In addition, it functions as an Oracle repository, and contains the Data
Dictionary that defines the access between each of the agency databases.
In the near term, the Communications Center server will serve primarily as a
routing, staging, and marshaling system serving the REIS system as a whole. It is
configured to hold a large amount of static database information, primarily in the
form of summary"snapshots" of heavily accessed databases, such as the Cadastral
files. It may also be used to maintain summary snapshots of data maintained at the
rayon level. The snapshot capability of the Communications Center will allow
committees to access information from other committee databases without
overloading committee servers.

In addition, the transitory data processed by the Center, which will consist of
transactions and queries being routed to other locations, should not represent a large
load factor for the immediate future. We do not foresee this to exceed 10,000
transactions and queries per day, for the near term, and should not require more
than 1GB of temporary storage at the Communications Center server at any given
time.

The proposed system has the theoretical capacity to handle in excess of 600 simple
transactions and operations per second (a "simple" transaction being defined as a
transaction that requires 3 or fewer fully random disk accesses). It should be noted
that a complicated administrative query can generate thousands of I/O operations,
requiring several seconds or several minutes to complete. The Communications
Center server can serve as a buffer by insuring that this foreign query load (i.e.,
queries from other committees and entities) is not wholly reflected on an individual
Committee's server equipment.

This configuration should be more than adequate for the immediate future;
however, the volumes will naturally grow as additional applications and users are
brought on-line. Also, there may be significant latent demand that may be released
once the REIS is in place throughout most of the City.

The maximum number of active users (terminal and nodes) that the proposed
configuration should be expected to support is in the range of 150 - 200. The
client/server/distributed database concept upon which the Communications Center
is being designed results in an effective IJ active user" count that is far below that
figure. The City must keep these practical limits in mind as the system is enhanced
in the future.

8.4.4.2 Central Committee Servers

The servers in the central administration locations of the Property Committee, Land
Committee (Cadastre), the Property Fund and MBRR are proposed to be Sun
SPARCserver 5's or Sun SPARCserver 20's with the following approximate
configurations:
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8.4.4.2.1 Requirements of the Land Committee

The Land Committee has requested an administrative server/interface system in the
following configuration:

Sun SPARCserver 20SX8-712
2 - 75mhz CPUs
64MB
1 GB disk
6 GB disk array
4mm tape

This is similar to the MBRR configuration described below, and should be able to
support approximately 150 users, in theory.

However, the Land Committee differs from the MBRR in that their activities are
focused largely on the rayon level, where there are considerable database storage
requirements. The central server, as we understand it, will contain Cadastral, legal,
and summary information.

When fully populated, the Cadastral database for a city of the size of St. Petersburg
can easily exceed 2GB. Basic ownership information should add at least another
2GB. Of course, Cadastral and ownership information will be entered over time, so
that these levels of storage will not be reached for several years.

Another concern is the ability of the Land Committee server to accommodate
queries against the Cadastral and legal databases. In the near future, we estimate
that foreign query load on the Land Committee server will not exceed 10 queries per
minute. Even if that load increased by an order of magnitude to 100 queries per
minute, it is within the capabilities of the equipment, depending on other load
factors.

As long as usage of the server configuration above is limited to Cadastral and legal
databases, and there are no other major changes in its use profile, the equipment
should be adequate for a 3 to 5 year period.

8.4.4.2.2 Requirements of the Property Committee

The Property Committee has requested an administrative server/interface system in
the follOWing configuration:

Sun SPARCserver 5
1-85mhzCPU
64MB memory
1 GB disk
6 GB disk array
4mm tape

The above configuration can theoretically support up to 80 users, though the
amount of memory requested by the Committee is probably low.
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On a transaction basis, the requested configuration should be capable of supporting
apprOXimately 180 transaction events per second, which is ample. Given that some
of the activity will undoubtedly involve more complex query operations (which
consume much greater amounts of system resources), the requested system is
probably not over-configured.

The Property Committee administers approximately 35,000 commercial leases and
approximately 70,000 land leases. It is estimated that each lease requires 1 - 2
updates (transactions) each month. Primary lease transactions and other types of
transactions may be as high as 100 per day, and we assume that they could grow to
500 per day system wide. In general, commercial leases of space larger than 200
square meters are handled at the central administration; all others are handled at
the rayon level.

Assuming no graphics storage requirements, the initial storage requirements for
basic lease information will probably be in the range of 200 MB. It is also estimated
that growth of this basic database could be in the range of 150 MB per year. In
addition, on-line storage of transaction history could consume 300 MB per year. At
the end of five years, this would approach 2.5 GB.

8.4.4.2.3 Requirements of the Praperty Fund

The Property Fund has requested an administrative server/interface system in the
following configuration:

Compaq Proliant 2000
2 - 90mhz Pentium CPU's
64MB
5 * 1GB disk drives
4mm tape
20" Monitor

The server eqUipment to be provided to the Property Fund is intended for two
purposes: (1) to provide an incremental increase in the automation resources of the
Fund and (2) to provide an interface to the REIS. Based on the requirements of the
REIS and the information we have received from the Property Fund, this
configuration appears to be appropriate.

8.4.4.2.4 Requirements of the MBRR

The MBRR has requested an administrative server/interface system in the following
configuration:

Sun SPARCserver 20SX8-712
2 - 75mhz CPUs
64MB
1 GB disk
6 GB disk array
4mm tape

The above configuration would theoretically support up to 150 users in the projected
REIS environment. It could support more with a larger disk array.
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The MBRR currently has plans to provide 36 workstations for primary entry and 20
workplaces for operators to enter archive information. They further calculate that
the 20 operators who enter archive information can produce 500 - 1,000 entries per
day. Non-archival operations account for 1,500 - 2,000 entries per day. These
entries are more complicated than archival entries, with each generating 2 - 4
transactions to the RDBMS.

The above SPARCserver configuration should be able to handle approximately 200
simple transactions per second. This should provide a buffer for additional
resources consumed by more complex queries.

The MBRR has stated that their current database is approaching 1.5 GB in size.
Given their planned number of operators, and their estimates of transaction volume,
we expect that their database could grow, in terms of raw text (non-graphics) data,
by 500 MB per year. Since the MBRR is a centralized operation, this load will fall on
the central server for the near term; however, the MBRR has mentioned plans to
move portions of their operations to the rayon level, which will mitigate server load.

The MBRR has indicated a need for graphics support for storage of apartment floor
plans.

In addition, the MBRR is planning to begin archiving information on writeable CO
RaM's in the near future; they plan to purchase this equipment with their own
funds, but to interface it with the SPARCserver prOVided by the REIS. Since CO
RaM production requires that 700MB-800MB of data be pre-staged on disk as a CO
RaM image, CD-ROM support will probably consume approximately 1GB of disk
space.

Given the above estimates, the configuration suggested by the MBRR is probably
adequate for the near term (2 - 3 years). This depends largely on the amount and
type of graphics to be supported. Also, the number of users planned for their
network (36 for registration, 20 for archive entry, 8 for development), exceeds the
number recommended for a single Ethernet network; we will recommend 2 or even
3 separate Ethernet banks.

8.4.4.3 Rayon Databases

The systems to be used as distributed servers in the rayon locations are Pentium 90
based systems capable of running Microsoft Windows NT Server or Solaris. These
servers will support Ethernet-rcp/ IP LAN services within the rayon, and
communications facilities for connection with the Communications Center.

Based on discussions with the Working Group, it was agreed that the Pilot Rayon
should be fully-configured, along with as many other rayons as permitted by the
budget. Based on the budget approved by USAIO, a total of 12 rayons can be fully
configured, assuming rayon specifications prOVided by the city. Thus, this
procurement brief assumes that a total of 12 rayons will be fully eqUipped and the
city will be responsible for funding and equipping the remaining rayons.
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Proposed rayon Configuration (Pilotrayon and 11 others):

Pentium 90 (file server)
• 256 kb cache
• 64MB
• 2GB disk
• Double-speed CD-ROM
• 4mm tape
• 15" VGA

Pentium 90 (database server)

• 64MB
• 2GB disk
• CD-ROM
• 4mm tape
• 15" SVGA

Pentium 90 (graphics station)

• PCI Bus
• 32MB
• 1GB disk
• Double-speed CD-ROM
• 17" Monitor

ClericalfAdministrative Workstations (2-3)
• 486 DX2-66
• 16MB
• 540 MB disk
• 15" Monitor

8.4.4.3.1 Unix/Oracle Development Stations

We propose to provide the City of 51. Petersburg with high-level workstations to
allow them to continue development of the Communications Center, and support
software for the committees responsible for components of the REIS.
The following will be the typical configuration of the development workstations to
be provided to the Communications Center, the Property Committee, the Land
Committee and the MBRR:

Sun SPARCstation 5
1- 85mhzCPU
32MB
2GB disk
20" Monitor
Development software

This configuration is consistent with that suggested by the Working Group.
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8.4.4.4 Networking Hardware

The LAN hardware selected for this project is Ethernet carried on lOBase-T or thin
coax. Whenever possible, Ethernet combo interfaces should be used to provide
maximum flexibility.

8.4.5 Software Specifications (Operating System)

8.4.5.1 Communications Center Server

The operating system for the Communications Center server (and development
workstation) will be UNIX (Solaris).

8.4.5.2 Central Committee Location Servers

The operating system for the committee servers (and development workstations)
will be UNIX (Solaris).

8.4.5.3 Rayon Servers

The operating system used for the server placed in each rayon will be Microsoft
Windows NT Server, Version 3.5, or Solaris for 386 platforms.

8.4.5.4 Administrative/Clerical PC's

The operating environment to be provided for PC's will be Microsoft Windows For
Workgroups (DOS).

8.4.6 Relational Data Base Management System

The major component of the software to be purchased is the relational database
management system (RDBMS). This is the "engine" which will drive the specific
applications written to manage the databases in the REIS. Although there are
several very good packages in use, we have selected Oracle for the implementation
of this system. The basic requirement is for a robust ANSI SQL92 - compliant
relational database manager on a UNIX-based platform compatible with the major
mapping and GIS products along with a development environment which supports
character-mode terminals, PC's and X-windows with the same source code. A
hybrid client!server - multi-user host system is planned. This will maximize
fleXibility and economy. In-country support and service and Cyrillic character
support are required. Oracle and Oracle development tools have been selected.

Oracle RDBMS was selected for the follOWing reasons:

1. The population of St. Petersburg (5 million people) and mission-critical
application require a sophisticated RDBMS that is secure and offers
expandability and scaleability;

2. Oracle has extensive in-country sales and support;
3. Oracle is used by MBRR and as part of the systems in the Land and Architecture

Committees;
4. Oracle is favored by the technical staffs of the Land and Property Committees;
5. Overall, Oracle is the fastest RDBMS available;
6. Oracle supports and is supported by all GIS and mapping products;

IV.113
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7. Oracle supports and is supported by all major application development
packages; and

8. Oracle provides excellent support for distributed databases.

8.4.7 Networking Software

The protocol used by all networks on the REIS will be standardized as TCPlIP.
Network support software, SQL*Net and OnNet, will be provided as appropriate.

8.4.8 CASE and Development Tools

For application development and maintenance, we have selected Oracle CASE
Version 5.0 and the Oracle CDE bundle. The components of these tool bundles are
as follows:

CDE Bundle:
SQL*Plus
Oracle Reports
Oracle Reports Deployment
Oracle Forms
Oracle Forms Deployment
Oracle Forms Generator
Oracle Reports Generator
Oracle Generator Support Files
Installer
SQL*Net NetBios
SQL*VDM
SQL*NetSPX
SQL*Net TCPlIP

CASE Bundle. All of the above, plus:
Oracle CASE Dictionary
CASE Designer

8.5 Nizhniy Novgorod REIS

8.5.1 Nizhniy Novgorod - Summary

8.5.1.1 Introduction

With a population of 1.5 million, Nizhniy Novgorod is the third largest city in
Russia. The City expressed interest in implementing a unified real estate
information system to clarify land ownership and protect the rights of individuals
and companies.

The history of the development of the REIS in Nizhniy Novgorod will provide much
insight into how a REIS can be successfully developed and integrated with the
registration process. The lessons learned in REIS implementation in Nizhniy
Novgorod can be applied in other cities as they attempt to develop REIS or
registration systems.
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8.5.1.2 Key Achievements

1. Development of a unified process for registration of rights to all real estate
objects in the City.

2. Creation of an institutional home for the registration office.
3. Development of substantial legislation to govern registration.
4. Progressive development of a computer system to support land titling

registration in the City.

8.5.2 Nizhniy Novgorod - Project Overview

8.5.2.1 Project Objectives and Goals

The Chemonics' REIS team in Nizhniy Novgorod had as its primary goal the
establishment of a computer system to support the registration process. Secondary
goals, necessary for the implementation of the primary goal, were the development
of a registration process for the system to support and adoption of appropriate
legislation to create and govern the REIS and the registration process.

8.5.2.2 Development Process

After a period of user analysis, two developments took place simultaneously. The
first development was the creation of a model titling and registration process. This
process was unified, in that it combined the disparate registration processes of
KUMI, the eight raion BTl offices and Komzem into one centralized process. This
model was presented at a seminar attended by more than thirty City and Raion
officials. Following the presentation, representatives of the Land Committee, the
Property Committee and the City Legal Department met and modified the
suggested model to better suit the needs of Nizhniy Novgorod. It was ultimately
decided by the City to place the Raion BTl offices under the jurisdiction of the City
Property Committee and create a new Bureau of Registration and Technical
Inventory within the Property Committee. This new department was given the
responsibility for registration in Nizhniy Novgorod. Legislation required to
implement this new organizational structure and registration process was prepared
and ultimately adopted and signed into law by the Head of the Administration. The
adoption of this registration process and the actual implementation of that process is
the most successful achievement of the project in Nizhniy Novgorod. The Nizhniy
Novogorod legislation is attached as an Annex to Volume 3.

The second development was the preparation of a real estate information system for
demonstration purposes. This system was programmed in Clipper for DOS and
was essentially a prototype. The purpose of the development of this system was to
demonstrate the concept of a REIS. It was to be used as a working model which
from which a more comprehensive design could be made.

Working with a group of Russian programmers in Moscow, Chemonics ultimately
produced a system written in Visual FoxPro 3.0, with a database design largely
taken from the original Nizhniy Novogorod prototype. The system was based on
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8.5.3 Nizhniy Novgorod - REIS Deliverables at Completion

8.5.3.1 Main Computer Specifications

IV.116

ilii_lrilll
Intel Pentium with certified error-free chip, 90
MHZ; minimum 512 cache
220 Volt, compatible with Russian power outlets;
uninterrupted power supply for computer and
monitor
32 MB RAM, expandable to 64 MB
Local bus for graphics card and hard disk drive;
EISA or PCI bus preferred

Power Supply

several fundamental design principles which could be used in other cities which
wish to develop a REIS. Those principles are as follows:

• The system is document-based. It is based on the principle that documents
are the controlling feature of the system, and that all data to be stored in the
system will come from documents. For that reason, the system is centered
around documents.

• The system stores only the minimum data necessary for the registration of
real estate rights. The system supports registration, it is not an inventory
system. For that reason, the number of data items stored in the system is
intentionally small. This makes the system more efficient to operate yet
provides the basis for expansion in the future.

• The system clearly identifies the agencies responsible for individual data
items so that the integrity of the database can be insured.

• The system provides query capability for the information necessary to allow
an owner to accurately determine legal title to ownership rights and legal
restrictions to those rights to the real estate objects.

• The system is flexible and can be adapted to changing conditions.

Prior to the delivery of this software to Nizhniy Novgorod, the Mayor of the City
requested an inventory of the apartments in the City. This inventory was to be
computerized. Personnel in the Registration office determined that because of the
delays which occurred in the programming and delivery of the FoxPro REIS that
they would proceed with the development of the computerized apartment inventory
and use the data stored in that system to populate their REIS. The apartment
inventory system was written in Clipper for DOS. In addition to the Clipper
apartment database, the City decided to proceed with the development of a system,
also in Clipper, for buildings and constructions. A third system, to be written in
Delphi for Windows, is to be the actual registration system. This system will
produce the Land Book which will be maintained by the registry.

The Nizhniy Novgorod Registry was opened in the late spring of 1996 and has been
in continuous operation since that time. Development of the computer systems has
proceeded along with implementation of the registry, and as of the date of this
Manual, the software is reported to be working and operational.

CPU

System Memory
Computer Bus

The following computers were ordered for the City Architect's office, the Land
Committee, and the Registration Office (2), for a total of four computers.
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8.5.3.3 Reducing Xerographic Copying Machines

8.5.3.2 Additional Computers for scanning, tabular data entry, and public access
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1 gigabyte
1 internal 3.5 inch FDD, 1.44 MB
Internal 250 MB cartridge backup
Internal double speed CD-ROM drive
Minimum 6 mass storage expansion slots
Minimum 2 free expansion slots, with at least 1
slot EISA-compatible
Minimum 101-key keyboard with Cyrillic and
English characters
SVGA, 2MB VRAM accelerated
Internal FAX modem, 14,400/9600 BPS, CCITT
V.32 BIS compatible
Microsoft Windows for DOS current version, with
printed documentation in Russian and English

Intel 486 OX/66
220 Volt, compatible with Russian power outlets;
uninterrupted power supply for computer and
monitor
16 MB RAM, expandable to 32 MB
Local bus for graphics card and hard disk drive;
EISA or PCI bus preferred
1 gigabyte
1 internal 3.5 inch FOO, 1.44 MB
Internal double speed CD-ROM drive
Minimum 6 mass storage expansion slots
Minimum 2 free expansion slots, with at least 1
slot EISA-compatible
Minimum 101-key keyboard with Cyrillic and
English characters
SVGA, 2MB VRAM accelerated
Internal FAX modem, 14,400/9600 BPS, CCITT
V.32 BIS compatible
Microsoft Windows for DOS current version, with
printed documentation in Russian and English

Installed Software

Video Card
Modem

Keyboard

Installed Software

Keyboard

CPU
Power Supply

In order to process the paperwork in the registration process, and to speed the
assembly of documents required for the entry of historical data, copy machines were
procured, one for each raion BTl office (8 total) and 1 for the registration office.

Video Card
Modem

The following computers were ordered for the City BTl office (I), the Raion BTl
offices (2 in each of the 8 offices), and the Registration Office (9), for a total of 24
computers.

Hard Disk Drive
Floppy Disk Drives
Tape Backup
CD-ROM Drive
Storage expansion slots
Computer slot expansion

System Memory
Computer Bus

Hard Disk Drive
Floppy Disk Drives
CD-ROM Drive
Storage expansion slots
Computer slot expansion



A3 and A4
64% to 156%
A4, A3, B5
Must include stand for copier and trays

300 DPI or greater
Gray scale
A4 or larger
Must include image capture and editing software

~JTh
:1:1:

400 DPI or greater in hardware; up to 800 DPI
with software interpolation
Gray scale with 256 levels, from minimum three
CCDs
Flat path for document to be scanned; must accept
originals up to 0.75 mm in thickness
AD or larger
Must be hardware-supported in real time,
w/ differential thresholding for
image/background contrasts
Windows-based image capture and editing
software

Paper sizes
Reducing/Enlarging
Paper trays
Accessories

8.5.3.4 Small Format Scanners

8.5.3.5 Large Format Scanner

Scanners were acquired so that building floor plans found in the Raion BTl offices
could be scanned and entered into the database. One was procured for each raion
BTl office (8 total) and one was procured for the Registration office.

IV.1I8

8.5.3.6 Other Equipment

Path

In addition to the foregoing equipment, the City also received a plotter and a large
digitizer to aid in the conversion and printing of maps.

Scan resolution
Scan type
Scan size
Software

One large format scanner, capable of processing the Chief Architect maps which are
mounted on thin aluminum sheets, was acquired for the Chief Architect's office. All
REIS cities are permitted to use this scanner, as it was delivered to Nizhniy
Novgorod on the express condition that other REIS cities could use it as required to
scan their maps.

Scan resolution

Scan type

Scan size
Thresholding of bitmap image

Software
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8.5.3.7 Networking Environment

No networking capabilities were provided for in the Chemonics' FoxPro software,
although it can be revised to work in a network environment. The programs
ultimately developed by the City are designed to work on a local area network.

8.5.3.8 Graphical Environment

City personnel selected Intergraph for computerized mapping and geographic
information system (GIS) capabilities. It is anticipated that floor plans from the BTl
Technical Passports will be scanned into the database and linked to the tabular data
in the registration system. It is also anticipated that the Chief Architect maps will be
scanned and vectorized and linked to the tabular database as well.
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Annex IV. B: Hardware Survey Sample Form

Computer Equipment Survey

Agency: Entry date: ---1--1-

City Name: Rayon Surveyor Name::

Postal address:

Item II Office Manufacturer CPUjMHz Memory Type Hard drive floppy Monitor OS Network Printer Additional
II WS/Server Drive Card Euuloment

3
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~ Annex IV. C: Database survey

Computer Equipment SUIVey

Agency: Informatics Entry date: 06/17/96

City Name: Orenburg Rayon SUIVeyor Name:: John Doe

Postal address: IlV1 Sovietskaya

Application Operating Systems Databases Applications Geographic
Name Number Information Purpose

of System
records

DOS Windows OS/2 Unix Novell Clipper FoxPro Oracle Maplnfo Ardnfo

Description:

- - - - - - - - - -
4
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Annex IV. D: REIS Core Data Elements

Committee
REIS Core Data Elements

REAL ESTATE OBJECTS
Real Estate Identification Cadastral Identifier

Address
BTl file number
Other Identifiers
RE Identification Catalogues (Street Names, Rayon
Names, etc.)

Land Parcel General Description (use, category, purpose)
LP areas (general, developed, under utilities, etc.)
LP survey data (LP survey agency, lease survey
data, etc.)
Appraisal dala (normative and market values)
Other related data (other data can be subsequently
indudt'd, such as contour coordinate description,
boundary description, etc.)

Primary Object (any General data (type, use, purpose, data built,

building or construction)
number of floors, number of residential units,
number of nonresidential units, number of
enlrances, etc.)
Areas
Floor Description
Facilities Description
Construction Description
Appraisal Data

Secondary Object (any General Data (type, purpose, use, areas, number of

commercial or residential
rooms, etc.)
Fac.i1ities

unit) Room Description (if necessary)
Appraisal Date

Object Catalogues (type
of use, type of
construction, type of roof,

5
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Committee
REIS Core Data Elements

walls type, etc.)

ENTITIES
Physical Entities Name

Date and place of birth
ld document
Address

Juridical Entities Name
Registration data (number, data and place of
registration)
Juridical address
Mail address

Entities Catalo~s

LEGAL INTERESTS
Application Application Number

Description (data, time, reason)
Reference to RE object/ s
Reference to Applicant
Reference to Documents
Result of Application

Proxy Identifier
Trustier
Trustee
Reference to RE
Description

Document Identifier
Description

Legal Interests Identifier

(Ownership, Mortgage,
Reference to RE object
Reference to Entity

Lease, Encumbrance, Description (share, extension, etc.)

Easement) Data registration
Legal basis (Reference to document) for
rel!;istralion

- - - - - - - - - -
6
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Committee
REfS Core Data Elements

Data of termination
Legal Basis (Reference to document) for
termination

Certificates Identifier
Description
Given to (reference to entity)
Issued by (reference to operator)
Data for Termination

CONTRACTS
Reference to RE object
Reference to RE object description
Lessor
Leasee - reference to
Physical/Juridical Entity
Terms of Lease
Rent Payments
Rent Review
Penalties
Rent Terminalion

TAX
Activities
Bank accounts
Founders

d: Digital format. p: Paper format

7



Annex IV. E: Communication Survey Form

Agency:
City
Rayon
Postal Address
Computer Director
Telephone
Fax
E-Mail
LAN:
Network adapter, cable, hubs,
etc.
Communications
Agency telephone exchange
# of outside lines
Dedicated digital! telephone lines
Office telephone exchange
Total capacity, internalfexternal,
channels
# of free internal/external
channels
Other
Telephone company used for
communication support
Additional, Equipment Required
Telephone channels
Dedicated Lines
Computers
# of employees
Earthing
Sockets, European Standard

8
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Annex IV. F: Technical Expertise Survey

Operating Systems Databases Applications Geographic
Department Number Information Notes

Names of System
workers

DOS Windows OS/2 Unix Novell Clipper FoxPro Oracle MapInfo ArcView

9



Annex IV. G: Local Suppliers of HWjSW and Training Survey

No. NAME ADDRESS NOTES

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.
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Annex IV. H: Calculation of Physical Storage

Database Number of Bytes per Table
Element Objects Object Size (MB)

X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X

DBMS Overhead 50% X

Total =

11



Annex IV. I: Sample Data Flow Tables from St. Petersburg

Land Committee

Information Required by LC Information Provided by LC
Real estate definition (BTl) Catalogue of all real estate registered
Lease contracts (KUGI) List of all real estate in process of

registration
Sales contracts (Property Fund) Title report information
Legal ownership information (MBRR) Report on result of registration

Data from Land Committee rayons Normative value report
Real estate description (after registration)
Data to Land Committee rayons

Property Committee

Information Required by PC Information Provided by PC
Real estate description (BTl) Lease contracts to Property Fund
Sales contracts (Property Fund) Lease contracts to Land Committee for

registration
List of all real estate sold (Property Catalogue of all municipal real estate
Fund)
Normative value of parcel (Land List of real estate to be privatized to
Committee) Property Fund
Conclusion of parcel (Land Committee) List of real estate in process of contract

agreement (or to be leased)
Results of registration of lease (Land Data to PC rayons
Committee)
Title report on all legal information on
municipally-owned real estate (Land
Committee)
Lease agreements and other information
from PC rayons
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MBRR

Information Required bv MBRR Information Provided bv MBRR
Real estate definition (BTl) Legal ownership information to Land

Committee
Cadastral ID, parcel, and primary object Catalogue of all real estate registered in
information (Land Committee) MBRR
Legal ownership information (Land Catalogue of real estate in process of
Committee) registration

Property Fund

Information Required bv PF Information Provided bv PF
Real estate definition (BTl) Sales contracts to Land Committee
Land parcel conclusion (Land Sales contracts to Property Committee
Committee)
Lease contracts (Property Committee) List of all property sold
Legal status of real estate (Land List of all real estate in process of sale
Committee)
List of municipal real estate for sale
(Property Committee)
Results of registration (Land Committee)
Normative value of land parcel (Land
Committee

13



BTl

Information Required by BTl Information Provided by BTl
Real estate definition information (land, Current legal status of real estate from
primary objects, secondary objects) (all all committees
committees

I
I
I
I
I
I
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Annex IV. J: Sample Output Forms from Tver REIS

(Available in Russian version)
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Annex IV. K: Sample Outputs from Pskov REIS

(Available in Russian version)
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Annex IV. L: Sample Outputs from St. Petersburg REIS

(Available in Russian version)
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Annex IV. M: Sample Test Plan Acceptance Document

REIS Test Plan

During this phase the business functions and processes developed during
the Application Development Stage of the project are tested in accordance with the
Test Plan designed and developed by the City of {.....}and REIS Development Team.
The testing activities are divided into two major components.

System Readiness Testing

During this activity the project team performs various tests to confirm that
the application is ready for User Acceptance Testing. The major activities performed
are:

• Program Unit Testing, in which program units are tested as a unit and as a
whole. It should be noted that the bulk of this testing occurred during the
Application Development Stage.

• Security Testing, in which individual tests are performed to ensure that the
database integrity is not compromised. These tests include: backup, restore
procedures and protection from tampering of data by users using password
protection schemes and division of security levels.

• Network Testing, in which the individual hardware components linked on the
network are tested for connectivity and functionality.

• Graphics Testing, in which the link between Arclnfo and Oracle is tested to
confirm the support of the application according to the business function
requirements.

User Testing

During this activity users test the system to confirm that it performs in
accordance with the System Design. These tests include registration of a
privatization and secondary transactions such as a transfer of ownership, lease,
mortgage and encumbrance. The details of the tests are specified in the document
Program and Methodology of Testing.

• Structured User Testing, users perform the tests included in the Test Plan. This
test will focus on validation of application business functions provided by the
system and the expected information inputs and outputs.

• Unstructured User Testing, users from the {.....} City Registration and Licensing
Chamber perform additional tests to confirm that the Application performs in
accordance with the System Design.

18



Deliverables

Details and Signatures of the Parties

Key Responsibilities
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Igor Neretin

Date: _

Representative,
REI5 Development Team

REI5 Development Team
8, Malaya Trubetskaya 5t.
OGS-Moscow Office
119811 {.....}
Russian Federation
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The successful execution of the Test Plan indicates that the system has been
accepted by the City.

During the testing of the project, areas may be identified that require
modification. These modifications will be performed by the project team. After the
arealproblem has been corrected the appropriate section of the test plan will be
repeated to confirm that the function performs in accordance with the System
Design.

Date: _

At the end of this phase a document summarizing test results and detailing
REIS improvements is forwarded to the {.....} City Administration. This document
can be used as a guide for further development of the REIS by the {.....} City
Administration.

Head of the {.....}City REI5

We agree the Key Responsibilities and Deliverables detailed above were
completed by the {.....} City Administration and REI5 Development Team for this
phase of the REI5 project.

V. N. Ignotova,

Administration of the City of {.....}
11, 50vietskaya 5t.
170640 {.....}
Russian Federation

Action Responsibilities
REISTeam City

1. Identify users from the City to perform X
User Acceptance Testing

2. Provide technical personnel to perform X
System Readiness Testing

3. Perform System Readiness Testing X X
4. Perform User Acceptance Testing X X
5. Correct errors identified during testing X X
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Annex IV. N: Real estate title/rights registration - general data flow overview

(Included Russian version)
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Annex IV. 0: Data flow: Application selection and status

(Included Russian version)

TIpoBepKa HaJIHlIIDI 3aHBKH II ee COCT05lHIDI
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n~'Ill3aJJBI<H

pencparopy 3aJJBOK

(Included Russian version)

Annex IV. P: Data flow: Writing of the application in the determined form
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Annex IV. Q: Data flow: Application Registration

(Included Russian version)
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24

(Included Russian version)
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Annex IV. R: Data flow: Definition of characteristics of the subjects of title
relationship
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Annex IV. S: Data flow: Expertise of the application and right-establishing
documents

(Included Russian version)
3KCnepTlI3a 3asIBIGI If npaBoYCTaHaBJIllBaIOIUHX ,lIoKYMeHTOB

IOpH,ZJ;HqecKaJl npOBepKa

KoppeKTHocTH ,ZJ;0KYMeHTOB

I
I
I
I
I
I

llpOBepKa ,ZJ;aHHLIX 06

06'LeKTaX npaBooTHoweHHH

HeT

llpOBepKa ,ZJ;aHHLIX 0

cy6'LeKTaX npaBOOTHOWeHHH

llO,IU'OTOBKa 3aMeqaHHH

llO)J;rOTOBKa 3aMeqaHHH

I
I
I
I
I
I
I

IIO,ZJ;rOTOBKa 3aKlIIOQeHHJI

CoxpaHeHHe 3aKlIlO'IeHHJI B

nanKe C ,ZJ;OKyMeHTaMH

PerHCTpaUHJI 3aKJIIOQeHHJI B

*ypHaJIe YQeTa

HeT

25

I
I
I
I
I
I
I
I



I
I,
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Annex IV. T: Data flow: Preparation of rights-certifying documents

(Included Russian version)
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Annex IV. U: Data flow: Registration of ownership rights and other rights

(Included Russian version)
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Annex IV. V: Data flow: Preparation of informational and other documents

(Included Russian version)
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Annex IV. W: Sample REIS Database Tables/OoRcauRe TaMRn 683LI ,naUULIX

(Included Russian version)

OIDIcaHHe Ta6mm 6a3bI ,naHHDIX REIS/R npe,l1CTaRJIeHO B Ta6JI. 3.2.2.1.

Ta6.1lu14a 3.2.2.1.

Database Tables for REIS/Ta6AulI,bl 6tl3bl oaHHblX REIS/R

Relations!CBJl3R
Ng Name! Description of Table! Related Tablesl Relationshipl Relationship

ll,neuTRfjJRKaTop OORcauRe Ta6JIu...,I CUB3aBBaJI
OmomeHHe

Typel
Ta6J1HQa THO CUB3H

Obliga. Non·
toryl obliga.

06S1311- toryl
TeJJbHlUI Heo6S1-

3llTeJJb-

RaJ(

1 TITLE_BUILD THTYJIbH:bIe .llaHH:bIe 0 CTPoeHHH (06nrne cBe.lleHHlI) I TITLE_DESCR M:1 +
Building Title Data (general building information) TITLE_PARCEL M:1 +

STREET_NAME M:1 +
CITY REGION M:1 +
OET,=-COSTS 1:M +
GEN ELEMENT 1:M +
UTILiTIES 1:M +
GEN AREA VOL 1:M +
RES:AREA- 1:M +
NON_RES_AREA 1:M +
COM_ROOMS 1:M +
OWNERSHIP 1:M +
LEASE 1:M +
MORTGAGE 1:M +
ENCUMBRAN 1:M +
EASEMENTS 1:M +
BTl NUMBER M:1 +

2 BTLNUMBER CnpaBOqHHK HHBeHTapH:bIX HOMepOB liTH I BTl TITLE BUILD l:M +
inventory Number Catalogue LANO:ROUND l:M +

CLEAN_AREA 1:M +
GEN_COSTS l:M +
TITLE_DESCR M:1 +
HOUSE TYPE M:1 +

3 GEN_BUILD 06nrne CBeneHHlI 0 CTPoeHHH I General building TITLE_BUILD 1:M +
information TITLE_DESCR M:1 +

BTl NUMBER M:l +
4 HOUSE_TYPE CnpaBOqHlIK THIIOB :lICHJIoro epoHlIa I Housing stock BTl_NUMBER l:M +

Type Catalogue
5 TERR_TYPE CnpaBOqHHK THIIOB TeppHl'opHil I Terra Type STREET_NAME 1:M +

Catalogue STREET_ALTER_NAM 1:M +
E

6 STREET_NAME CnpaB01JHHK YJIHU I Street Name Catalogue TITLE_BUILD 1:M +
STREET_ALTER_NAM 1:M +
E M:l +
TERR_TYPE 1:M +
JE_GENERAL 1:M +
INDIVIDUALS 1:M +
IND HISTORY

7 STREET_ALTER_NAME CnpaBOqHHK aJIbTepHaTHBH:bIX HMeH YJIHU I STREET NAME 1:M +
Alternative Street Name CataloQue TERR TYPE M:1 +

8 CITY_REGION CnpaBOqHHK paRoHoB ropO,lla I City Rayon Catalogue TITLE_BUILD 1:M +
JE GENERAL 1:M +

9 LAND_AROUND 3KClUIHKaUHll 3eMeJIbHoro yqaCTKa BTl_NUMBER M:l +
I Parcel Explication TITLE DESCR M:1 +

10 CLEAN_AREA Y6opowaJI lUIomllJlb I Cleaning area BTLNUMBER M:1 +
TITLE DESCR M:1 +

I
I
I
I
I

I
I
I
I
I
I
I
I
I
I
I
I
I
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I
I
I
I

Relations!CBH3H
N2 Name! Description of Table! Related Tables! Relationship! Relationship

H,neuTH4»HKaTop ODHcaHHe Ta6J1HIlLI CBH3aUHaH
OmomeHBe

Type!
Ta6J1Hlla Tun CBH3H

Obliga- Non-
tory! obliga-

06J13ll- tory!
TeJlIoHlUI Heo611-

3llTeJllo-

HlUI

11 GEN_COSTS 06XUasI CTOHMOCTb crpoemm H cooPYJKeHHil Ha BTl_NUMBER M:1 +
Y'IaCTKe I Total costs TITLE_DESCR M:1 +

DET COSTS M:1 +

12 TITLE_DESCR CnpaBOQHHK THJ10B Pa3.!leJIOB H nOKll3aTeJIeii TITLE_BUILD 1:M +
Texnacnopra ! Title Description Catalogue GEN_COSTS 1:M +

DET_COSTS 1:M +
GEN_ELEMENT 1:M +
UTILITIES 1:M +
GEN_AREA_VOL 1:M +
RES_AREA 1:M +
NON_RES_AREA 1:M +
COM_ROOMS 1:M +
GEN]LATS 1:M +
DET]LATS 1:M +
GEN_NON_RES 1:M +
DET NON RES 1:M +
LAND_AROUND 1:M +
CLEAN AREA 1:M +

13 DET_COSTS lleTlIJIbHasI CTOHMOCTb SJleMeHTOB CTpOeHH.lI ! TITLE_BUILD M:1 +
Detailed Costs TITLE_DESCR M:1 +

GEN COSTS M:1 +
14 GEN_ELEMENT 06xuee OllHcaHHe KOHcrpYJCfHBHIDC SJleMeHTOB TITLE_BUILD M:1 +

crpoeHH.lI ! Consruction Elements General TITLE DESCR M:1 +
DET ELEMENT 1:M +

15 DET_ELEMENT lleTlIJIbHoe OllHcaHHe KOHcrpYJCfHBHbIX SJleMeHTOB GEN_ELEMENT M:1 +
iCTDoeHH.lI I Consruction Elements Detailed

16 UTILITIES 06ycrpOHCTBO CTpOeHHlI I Utilities TITLE_BUILD M:1 +
TITLE DESCR M:1 +

17 GEN_AREA_VOL 06IUHe IDIOXUa.zIb H o61.eM crpoeHH.lI I Areas and TITLE_BUILD M:1 +
volumes total TITLE_DESCR M:1 +

DET AREA VOL 1:M +
18 DET_AREA_VOL PacqeTHble IDIOXUanH H o6'beMbl qaCTeH crpoeHHlI I GEN_AREA_VOL M:1 +

Areas and volumes
19 RES_AREA PacnpeJIeJJeHHe JlCHJ]OH IDIOXUanH I Residential Area TITLE_BUILD M:1 +

TITLE_DESCR M:1 +
GEN FLATS 1:M +

20 GEN]LATS 06XUasI xapaKTepHCTHKa KBapTHpbl I Flat General TITLE_BUILD M:1 +
DET]LATS 1:M +
OWNERSHIP 1:M +
LEASE 1:M +
MORTGAGE 1:M +
TITLE DESCR M:1 +

21 DET]LATS 3KCIDIHKaUHll KBapTHpbl I Flat Detailed by residential GEN]LATS M:1 +
room TITLE DESCR M:1 +

22 NON_RES_AREA IlJIoXUa.zIb HeJlCHJ]bIX nOMexueHHH I Non-Residential TITLE BUILD M:1 +
Building Usage (Rented area) TITLE=DESCR M:1 +

GEN NON RES 1:M +
23 GEN_NON_RES 3KCIDIHKaUHlI HelKHlIbIX nOMexueHHH (06XUasI) IDET NON RES 1:M +

Other rented area - aeneral TITLE DESCR M:1 +
24 DET_NON_RES 3KCIDIHKaUHll HeJlCHJ]bIX nOMexueHHH I Other rented GEN_NON_RES M:1 +

area - detailed TITLE_DESCR M:1 +
OWNERSHIP 1:M +
LEASE 1:M +
MORTGAGE 1:M +
ENCUMBRAN 1:M +
EASEMENTS 1:M +

25 COM_ROOMS 3KCIIJIHKaIlHll nOMemeHHH o6mero nOJIb30BaHH.lI I TITLE_BUILD M:1 +
Common Rooms of a Buildina TITLE DESCR M:1 +

I
I
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Reiations/CBSl3H

N!i! Namel Description of Tablel Related Tablesl Relationshipl Relationship
llneHTHclJHKaTop OnHcaHHe Ta6J1HIlhI CBSl3aHHaJI

OmomeHRe
Typel

Ta6J1HQa Tan CBSl3H
Obliga. Non-
toryl obliga-

06l13ll- toryl
TeJU.1IlUI He06.-

UTeJlL-

HlUI

26 TITLE_PARCEL THTYJlhHhle JIaHHhle ° 3eMeJIbHhIX yqaCTKlIX I Parcel TITLE_BUILD 1:M +
Title Data LAND COST M:1 +

LAND-USE M:1 +
LAND=PURP M:1 +
LAND_TYPE M:1 +
LAND_AREA 1:M +
OWNERSHIP 1:M +
LEASE 1:M +
MORTGAGE 1:M +
ENCUMBRAN 1:M +
EASEMENTS 1:M +

27 LAND_COST CnpaBO'IHHK K03epcjJHIlHeHTOB lDIaThI 3a 3eMJIIO B TITLE_PARCEL 1:M +
3aBHCHMOCTH OT 30m IPlI,I(OCTJ)OHTeJIbHOH IleHHOCTH
I land CostCoefficient Catalollue

28 LAND_USE CnpaBO'IHHK BH,IlOB HCnOJIb30BaHIDI 3eMJIH I land TITLE PARCEL 1:M +
Use Catalogue LAND-TYPE M:1 +

LAND-PURP 1:M +
29 LAND_PURP CnpaBO':lHHK UeJIeBhIX HasHa'IeHHH Y':!aCTIGl I Land TITLE_PARCEL 1:M +

Purpose CataloQue LAND USE M:1 +
30 LAND_TYPE CnpaBO':lHHK KaTeropHH 3eMJIH I Land Type TITlE]ARCEl 1:M +

CataloQue LAND USE 1:M +
31 ENCUMBRAN OrJlromeHIDI I Encumbrances TITLE PARCEL M:1 +

JURID ENTITY M:1 +
INDIVIDUALS M:1 +
TITLE BUilD M:1 +
GEN FLAT M:1 +
DET:NON_RES M:1 +
GEN RESTR M:1 +
USE-MODE M:1 +
PROT LAND M:1 +
RE_ORDER M:1 +
EASEMENTS M:1 +
CNFIRM CERT 1:M +
DOC TYPE M:1 +

33 EASEMENTS CepBmyI'hI I Easements JURID ENTITY M:1 +
INDIVIDUALS M:1 +
TITLE PARCEL M:1 +
TITLE-BUILD M:1 +
GENj=LAT M:1 +
DET_NON_RES M:1 +
RE_ORDER M:1 +
ENCUMBRAN M:1 +
CNFIRM CERT 1:M +
DOC TYPE M:1 +

36 LAND AREA [lJIomllJIH yqaCTIGlI Parcel Areas TITLE PARCEL M:1 +
37 GEN_RESTR CnpaBO'IHHK THnH':IHhIX CTaHJlaptHhIX OIPaHH':IeHHH ENCUMBRAN 1:M +

Ha HCnOJIb30BaHHe Y':!aCTIGl I Catalogue of General
standard restrictions of Use

38 USE_MODE CnpaBO'IHHK pe:lKHMOB HCnOJIb30BaHIDI 3eMJIH I Land ENCUMBRAN 1:M +
usaae mode CatalOQue

39 PROT_LAND CnpaBO'IHHK BH,IlOB oxpaHHhIX TeppHTOpHH I ENCUMBRAN 1:M +
Protection Land Catalogue

I
I
I
I
I
I

I
I
I
I
I
I
I
I
I
I
I
I
I
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Relations!CBB3H
Related Tables! Relationship' Relationship

OmomeHRe
CBB3auuaB Type!

Ta6J1Hna TaD CBB3H
Obliga- Non-

toryl obliga-
0611311- toryl

TeJJIoHalI Heo611
3llTeJJio

Hall

CnpanO'iHHK BWlOB coGCTBeHHOCTH , Property Type OWNERSHIP
Catalooue

+

+
+
+

+

+
+
+

+
+

+
+
+

+

+
+
+
+
+
+

+
+

+

+

+
+
+

+

+

+

+
+
+
+
+
+

+
+
+

+
+

+
+

+
+
+

+

+
+
+
+
+
+
+

1:M

1:M
1:M
M:1
M:1
M:1
M:1
M:1
M:1
M:1
M:1
M:1

M:1
M:1
M:1
M:1
M:1
M:1
M:1
M:1
M:1

M:1
M:1
M:1
M:1
M:1
M:1
M:1
M:1
M:1

1:M
1:M
1:M
1:M
1:M
1:M
1:M

M:1
M:1
M:1
M:1
M:1
M:1
M:1
M:1
M:1
1:1
M:1
M:M
M:M
1:M
1:M
1:M
M:M

OWNERSHIP
DOC TYPE
JURID_ENTITY
INDIVIDUALS
TITLE_PARCEL
TITLE_BUILD
GEN]LAT
DET_NON_RES
RE_ORDER
CNFIRM_CERT
DOC TYPE

OWNERSHIP
EXEMPTIONS
CNFIRM_CERT
LEASE
MORTGAGE
EASEMENTS
ENCUMBRAN

JURID_ENTITY
INDIVIDUALS
TITLE_PARCEL
TITLE_BUILD
GEN]LAT
DET_NON_RES
RE_ORDER
CNFIRM CERT
DOC TY-PE

, JE_GENERAL
JE KOPF
REGISTER
FOUNDER
OWNERSHIP
LEASE
MORTGAGE
PROXY

Description of Table!
ODHcauHe Ta6J1HUhI

YCTaHaBJIHBaIOlUHe ,lI0KYMeHThl , Establishing OWNERSHIP
certificates LEASE

MORTGAGE
EASEMENTS
ENCUMBRAN
DOC_TYPE
RE ORDER

BJIa,lIeHHe o6'beIcraMH He,lIBIDKHMOCTH , Ownership of CNFIRM_CERT
real estates EXEMPTIONS

JURID_ENTITY
INDIVIDUALS
TITLE PARCEL
RE OPER
DOC_TYPE
TITLE BUILD
GEN FLAT
DET-NON RES
RE ORDER

llHcjJopMaUIDI 06 apeH,lIe , Leasing Information

32

JIbroThI lllllI C06CTBeHHHKa , Owner Exemptions

CnpaBO'iHHK ,lIOKYMeHTOB , Document Catalogue

llHcjJopMaUIDI 0 3aJIOrax , Mortgage Information

THTy.1IbHhle CBeneHHJI 0 IOpHlIWlecKHX !JHuax
Juridical Entity Title Data

I
I

N9 Name!

I H,lI;eUTH4JHKaTop

I
I 40 OWNERSHIP

I
I

41 CNFIRM_CERT

I
I 42 EXEMPTIONS

I
43 LEASE

I
I 44 PROP_TYPE

45 DOC_TYPE

I
I 46 MORTGAGE

I
I 47 JURID_ENTITY

I
I
I
I
I



Relations!CB.H3H
N2 Namel Description of Table! Related Tables! Relationship' Relationship

lf~eHTHclJHKaTop OOHcaHHe Ta6J1HIlhI CBJl3aHHa.H
O11IomeHBe

Type!
Ta6J1HIla THo CB.H3H

Obliga- Non-
tory' obliga-

06l13ll- tory'
TeJJLHaJI He06Jl-

:JllTeJJL-

HaJl

48 JE_GENERAL I1HcjJopMaUIDI 0 IOpH.l1H'leCKHX mmax , JuridicaI JURID ENTITY 1:1 +
Entity General Information CITY REGION M:1 +

STREET NAME M:1 +
SUCCESSiON M:M +
ACCOUNT M:M +
CORR ACe 1:M +
FILIATION M:M +
ACTIVITY_TYPE 1:M +
PROP_TYPE M:1 +
JE_SOATO M:1 +
JE_SOOGU M:1 +
JE OKONH M:1 +

49 FOUNDER Y'IpemrreJIH IOpH.l1H'lexoro JIHlla , Juridical Entity JURID_ENTITY M:M +
Founders INDIVIDUALS M:1 +

50 ACCOUNT liaHKoBCKHH C'IeT , Bank account JE_GENERAL M:M +
CORR ACC M:1 +

51 FILIATION I1HcjJOPMaUIDI 0 cjJwIHanax H npellCTaBHI'eJIhCTBax , JE_GENERAL M:M +
Information about affiliations and representations

52 JE_KOPF CnpaBO'lHHK THIIOB opraHH3aIlHoHHo-npaBoBhIX JURID_ENTITY 1:M +
<bOOM noelIDDHlITHH , Juridical Entitv Type Cataloaue

53 JE_SOOGU 0611lepOCCHHCKHH IOIaccHcjJHKaTOP opraHoB JE_GENERAL 1:M +
rocV1IauCTBeHHoro VllUaBlIeHIDI , SOOGU Cataloaue

55 JE_OKONH 0611lepoccHHCKHH IOIaccHcjJHKaTOP OTPaCJleH JE_GENERAL 1:M +
HauollHoro X03HHCTBa , OKONH Cataloaue

56 ACTIVITY_TYPE BHllH .IIeHTeJILHOCTH npe.llllpIDITHH , Juridical Entity JE_GENERAL M:1 +
Activitv Tvoes

57 REGISTER I1HcjJopMaUIDI 0 perHCTpamm , Juridical Entity JURID_ENTITY M:M +
General Information

58 JE_SOATO 0611lepOCCHHCKHH IOIaccHcjJHKaTOp anMHHHCTpaTHB- JE_GENERAL 1:M +
Ho-TeUUHl'OUHaJILHhIX elIHHHllI SOATO CataloQue

59 SUCCESSION TIpaBonoeeMCTBeHHoCTb I Succession in title JE GENERAL M:M +
60 CORR_ACC CnpaBO'IHHK xoppecnOHllHPYI01IlHX C'IeTOB I ACCOUNT 1:M +

Corresponding account Cataloaue JE GENERAL M:1 +
61 INDIVIDUALS THTYJIbHhle cBelleHIDI 0 rpallOIaHax (cjJH3H'1eCKHX FOUNDER 1:M +

JlHUax) I Individual General Information IND_HISTORY 1:M +
STREET NAME M:1 +
OWNERSHIP 1:M +
LEASE 1:M +
MORTGAGE 1:M +
ENCUMBRAN 1:M +
EASEMENTS 1:M +
FIRST_NAME M:1 +
SECOND NAME M:1 +
LAST NAME M:1 +
IND_DOC_TYPE M:1 +
PROXY M:M +

62 IND_HISTORY 113MeHeHHlI THTYJIbHhIX cBe,lleHHH 0 rpaJlOlaHax INDIVIDUALS M:1 +
(cjJH3H'1ecKHX JlHllax) , History of Individual General
Information Chanaes

63 IND_DOC_TYPE CnpaBO'lHHK TlmOB .II0KYMeHTOB, ynoCTBepHI01IlHX INDIVIDUALS 1:M +
JlH'lHOCTb , Individual Document Cataloaue

64 FIRST NAME CnoaBO'lHHK HMeH I First Name Cataloaue INDIVIDUALS 1:M +
65 SECOND NAME CnUaBO'lHHK OT'IeCTB , Second Name Cataloaue INDIVIDUALS 1:M +
66 LAST_NAME CnpaBO'lHHK cjJaMHJIHH , Last Name Catalogue INDIVIDUALS 1:M +
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Reiations/CBR3H
N2 Namel Description of Tablel Related Tablesl Relationship! Relationship

H,neuTHclJHKaTop OUHcauHe Ta6J1H..... CBR3auHWI
OrHomellRe

Typel
Ta6J1Hna Tun CBR3H

Obliga- Non-
tory! obliga.

06J13ll- tory!
TeJI"1IlUI Heo611~

3aTeJl"~

IIlUI

68 RE_ORDER 3alIBKH OWNERSHIP 1:M +
LEASE 1:M +
MORTGAGE 1:M +
ENCUMBRAN 1:M +
EASEMENTS 1:M +
CNFIRM_CERT 1:M +
PROXY 1:1 +
SERV_PERS M:1 +
RE OPER M:1 +

69 SERV_PERS CnpaBO'lHHK nepCOHaJIa, 06cJJYlKHBaJOmero RE_ORDER 1:M +
oemCTDaIIHlO I Reaister Personal Cataloaue

70 PROXY lloBepeHHoCTH (Ha COBepIIIeHHe c.lleJlOK) I Proxies RE_ORDER 1:1 +
(power of attoney) INDIVIDUALS M:M +

JURID ENTITY M:M +
71 ERR_MESS Ta6mma coo6meHHH 06 oIIIH6Kl1X ! Error Message

Table
72 RE_OPER CnpaBO'lHHK TmIOB onepllI.lHil:, BhlnOJlWleMhIX Han RE_ORDER 1:M +

He,llBHlICHMOCTbJO I Real Estate Operation Cataloaue OWNERSHIP 1:M +

I
I
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Annex IV. X: Sample REfS Database ColumnsjOnHcaHHe CTOJI6u,OB Ta6J1Hu, 6a3hl ,lJ,aHHhIX

(Available in Russian version)
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Annex IV. Z: References and Contact Information

REIS Experts:

Tver REIS Team

Alexander Petrov
Office Tel (0822)42 64 37
Technical Director

Vladimir Ivanov
Office Tel. (0822) 42 64 37
Home Tel. (0822) 44 4339
Senior Programmer

Natalya Lutay
Home TeL (0822) 42 63 37
Programmer

Calma Yakushenko
Home TeL (0822) 3117 64
System Analyst

Valentin Petrashavich
Office Tel. (0822) 42 53 66
Head ofInformatics Department

S1. Petersburg

Yuknovitch Irina Anatolievna
Smolnii
telf fax (812)276-1305
KUGI Manager ofInformation Systems, Head ofWorking Group

Eugeny V. Loutskev (Leaves)
tell fax (812) 547-5502
leV@leaves.spb.su
President ofLeaves, Head ofREIS development team

Pskov City Register

180000 Pskov, Nekrasova 22
Pskovsky gorodskoj registr
tel (8112)16-01-59
fax (8112)16-01-47
email postmaster®reis.pskov.su
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Alexander Sobolev
Chairman

Andrej Kofiadi
Deputy Chairman

Yuri Bomikov
email: yuri@reis.pskov.su
Deputy Chairman

Elena Bykova
ChiefSpecialist

Vitaly Olibirenko
Chief Specialist

Pechory Registry

Lubov Nikolievna Martynonskaya
Tel 81148) 2-22-57; 2-19-57
fax (81148) 2-17-20
Land Committee Chairman

Orenbourg Administration

Anatoly Pazukhin
Tel: (3532) 47-60-75
Head ofInformatics Department

Nizhny Novgorod Administration

Eugene Shatalin
Tel: (8312) 64-9137
Head of Registration and Technical Inventory Department

Andrew Dikan
Tel: (8312) 64-9157
Head ofInformation Department for Registration

Public State Fund ~Russian Privatization Center'
Gruzinsky Val, Electrichesky pereulok 3, Building 3, Entrance 3, Moscow 123557 Russia

Igor Rumyantsev
Tel: (095) 258-6880
Fax: (095) 258-6806/07
E-mail: irumyantseV®ccgate.rpc.ru
Project Manager
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Computer Resources:

Oracle Moscow
Profsoyuznaya 65, 117806 Moscow Oracle UK : x3039, x3044

Ivan Dylevsky
Tel: (095) 258-4180
Sat: +7(501) 258-4180
Fax: +7(501) 258-4190
Partner Account Manager, Oracle CIS

Oracle Representatives

FORS
Scientific-Production Implementation Enterprise
125267 Moscow, Chayanova s1. 15, building 5, floor 9
Tel: (095) 973-4067, 973-4080, 973-4081, 973-4082
193167St. Petersburg, Alexander Nevsky st. 9
Tel/Fax: (812) 274-5747

Olga Gorchinskaya
System Analyst

worked on St. Petersburg REfS, Oracle training and information systems development.

Data+
Bolshaya Gruzinskaya, 10, Moscow, Russia
Tel/Fax: 254-8895; 254-9335

Elena Shevchenko, CEO
Tel (095)254-9335
Fax (095) 254-8895

ArcInfo representatives and ArcInfo training.

Pskov Volny University
nab. Reki Velikoi 6, 180000, Pskov

Moppel Edward Leovich
Tel: (81122) 2-3000, 3-3729

Computer training.
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1. Executive Summary

This Volume will be of interest to those responsible for the implementation of a Real
Estate Information System (RBIS). It is expected to be of particular benefit to those
people who are charged with the responsibility for ensuring that the REIS personnel
and other users are effectively trained.

1.1 For City Administrators and RBIS Managers

Four major steps are necessary for the initiation of REIS training:

• Step One: Orientation Training Sessions start for the three REIS groups: (i) city
administrators and REIS managers, (ii) the business community, and (iii) REIS
registrars and operators.

• Step Two: The REIS Manager starts the process of identifying training
institutions and negotiating costs for training.

• Step Three: The training institution which wins the bid for training and/ or the
REIS Manager will do a training needs assessment of the agencies associated
withREIS.

• Step Four: The training begins.

1.2 How to proceed with REIS?

During Orientation Training, the steps of REIS will be explained in detail on the
basis of the REIS Manual. The REIS Manual will be given to participants for further
reading. The Working Committee responsible for establishing the REIS and the REIS
Manager will proceed using the Manual as a guide.

A design of the training process is attached; see the Training Spiral (Figure V.I).

1.3 Who Needs Orientation Training?

An orientation to REIS covers the total process and provides the audience with a
picture and flow of the whole REIS. The REIS Manual will be given for reading to
the participants of the Orientations. The three groups who need Orientation are:

• City Administrators and REIS Managers
• Business Community
• REIS Registrars and Operators
•
More information can be found in Section 2.3.

1.4 Which equipment to use?

• Hardware: Lists and samples of hardware choices can be found in Volume IV:
Development of a REIS Computer System. This information will assist cities in
making decisions about the equipment they need to create a REIS.

• Software: There is a vast array of computer software which can implement a
REIS. Choices need to be made from specifications mentioned in Volume IV.

VA



1.5 Training Needs Assessment: Finding out Who Needs What Training

A training needs assessment must be conducted by the training institution which
wins the negotiated bid and/or the RBIS Manager. The assessment includes:

• collecting staffing plans
• assessing skills needed for each staff position
• deciding which courses are required for each committee
• deciding the timing of the training to meet administration needs

More information can be found about Training Needs Assessment in Chapter 6.

1.6 What Training Do They Need?

Technical Training includes: Introduction to computers, data entry procedures,
data base management, system operations, data base management, introduction to
Geographical Informational Systems, GIS operations, advanced GIS Operations,
computer networks and communications (see Volume 4 for .issues related to
computer systems).

Real Estate Training includes: Title registration and transaction procedures, parcel
identification, register books and registration forms, determination and description
of parcel borders, standard forms and procedures, land information systems,
primary and secondary registration, land policy, real estate rights, and juridical
aspects (see Volume 6 for issues relating to the implementation of a registry).

Management Training includes: Implementation, staffing, staff training, identifying
training providers, negotiating costs and location, performing a training needs
assessment, determining training calendars, coordinating equipment acquisition and
deployment, monitoring and evaluating the training and managing the whole RBIS.
All of Volume 5 addresses these topics.

1.6.1 Where Should the Training Take Place?

The options are:

• In buildings of the City Administration
• In local training institutions, or in computer science departments of universities
• In the offices of computer companies in the city
• In the offices of computer companies in Moscow or St. Petersburg

More information can be found in Chapter 5.
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FIGURE Vol: THE REIS TRAINING SPIRAL

10602 Who Should Do the Training?

• City employees who have the know-how
• Trainers in local institutions, or from computer science departments in local

universities
• Specialists from local computer companies
• Specialists from computer companies in major cities
• Software vendor's specialists
• Foreign specialists
• Send a local specialist to a certified computer company to acquire the skills,

knowledge and certificate, to train the city employees, or
• Use a combination of all of these options.
More information can be found in Sec. 4.5.

The options are:
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1.7 When Should the Training Start?

The first training should be an orientation session in which the participants gain an
overview of the whole system and of what is expected when the REIS is functioning.
This orientation should happen during the first month for all three groups
mentioned in Section 1.3 above.

The formal training should start right after the completion of the training needs
assessment. This assessment will inform the training institution of the REIS Training
needs and costs.

More information can be found in Chapter 4.

1.8 What Will the Training Cost?

Most of the computer training sessions extend for a minimum of two weeks or 60
hours. As at March, 1996 the average cost of training was approximately $90 per
day per person. Training costs vary considerably: for example, Basic PC Training
costs approximately $23 per day per person, while the training for sophisticated
programs like Designer 2000 costs $180 - $190 per day per person. The number of
people being trained depends on the size of the city.

2. Introduction

The success of the REIS program depends on training of the personnel who will
operate the system. A wide range of training is needed. Fortunately most of this
training is available locally, in well-established training institutions. For many
people a basic introduction to computer awareness is necessary. For others a high
level of computer sophistication is needed.

The success for the REIS program also depends on the cooperation of the agencies
involved in sharing information. A fundamental attitude of cooperation must be a
thread that weaves through the project from the first meetings with senior municipal
officials to negotiations with the Bureau of Technical Inventories, Land Committees,
Municipal Property Committees, the Chief Architect's Office, and other salient
agencies. Congenial interoffice relations must be managed and reinforced on a daily
basis for the REIS to work effectively.

Training can also make REIS financially viable. The better the training, the more
efficient the system, and the more revenue generated. Well-trained employees create
a well-functioning RBIS.

Training can enable REIS personnel to develop the computer programs and the
cooperative attitude necessary to create and maintain the REIS with the prospective
city administration. Training programs include:

• Formal and informal training
• Orientation training within cities
• Observational visits within Russia

~~1J V.7
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2.1 Formal Training

Formal Training, including basic technical courses and computer literacy, is taught
in local Russian training institutions, consulting firms, and software vendor offices.
The training necessary for REIS includes:

• Introduction to personal computers
• Database entry
• Basic and advanced Windows
• Introduction to GIS for computer operators and technicians
• Operating systems

For those needing advanced computer technical training, software manufacturers
conduct formal courses. All formal training should be tailored to the specific needs
of the city and should depend on the city's choices of hardware and software. See
Annex V.A for sample course outlines.

2.2 Informal Training

Informal Training includes one-to-one training which can happen on a flexible
schedule throughout all the agencies. This kind of training is very practical in
updating the skills for a seasoned employee, who then can train new entry people.
Often this kind of training can be delivered to two people, the trainer sitting between
two operators who practice hands-on, on the computer. Coaching is also effective in
training people who already know a basic computer system and like a flexible,
spontaneous response to questions.

2.3 Orientation Training

Orientation Training is given to large groups of people who want an overview of the
REIS program. A trainer or a group of trainers take the participants through the
REIS process. The approach. may involve the use of overhead transparencies,
handouts and a "walk through" of the training manual to guide the group. Open
questioning during the presentation or a question-and-answer period following the
session will help tailor the session to the specific purpose of a particular audience.
Annex V.B. includes educational materials of the First Institute of Independent
Appraisal (St.-Petersburg) with main concepts of real estate market.

Annex V.V. contains information regarding principles of Land and Property
Cadastre, prepared by Moscow Land Committee specialists. Although some points
of this material do not exactly correspond with the present "Manual" , in general it is
really interesting and useful for all participants of real estate market.

2.3.1 Future Developers

Special orientation training should be created for future developers and managers of
a RBIS. They can receive the overview of the REIS program as mentioned above, and
in addition would acquire information pertaining to REIS communication, database
and network development and management.

V.8



2.3.2 Overview Plus for Administrators and Managers

By way of orientation to the REIS, administrators and managers should be exposed
to the whole system in a clear, logical presentation. This presentation should use
non-technical language and emphasize the managerial aspects of the REIS. The
benefits and advantages should be explained as well as the logic of the changes.
This particular group will be responsible for setting the tone of cooperation and
support for the whole endeavor. Their openness and positive attitudes will be
encouraged by a question-and-answer session. They will also appreciate an
explanation of a sample implementation schedule, costs and calendar of activities of
the REIS.

2.3.3 The Business Community

An additional group who should be included in an Orientation Training are
members of the local business community who deal directly or indirectly with real
property and property records. This group includes notaries, bank real estate
officers, developers, appraisers, land use planners, surveyors, real estate brokers and
sales agents. They will need an overview of the REIS and an opportunity to ask
questions. It will be important to instill in this group a level of understanding,
cooperation, support and ownership of the REIS program. This group will require
the design of an information and communications training program which provides
primarily non-technical information.

2.3.4 Registration Administration and Mapping

The registration administration and mapping people will need Orientation Training
which consists of an overview of the registration process and an awareness of the
technical applications they will manage and use. It will also be important to instill in
this group the need for sharing information with other agencies on a cooperative
basis. The benefits and advantages to the REIS of sharing information will have to
be explained. Technical language can be used, but clear definitions and visual
explanations will be helpful for this group.

2.3.5 REIS Registrars and Operators

Another special Orientation Training should be provided for registrars and
operators of the REIS. This orientation would comprise the overview as mentioned
above plus a description of the daily operations, data input, client interactions, and
products. This session might also discuss the work flows, forms, procedures to be
followed, fee structures, revenue sharing, etc.

Other Orientation Training can be provided for special REIS groups by putting
together several of the orientation training modules mentioned above for special
purposes.

2.4 Observational Visits within Russia

Observational visits can be arranged to cities where a REIS is already developed and
functioning. These visits can be invaluable for the city executives who need to

V.9
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3.1 The Senior Officials of a Municipality

3. Who Needs Training and What Kind of Training

2.5 Courses for Senior Managers on Title Registration

These courses could be developed to include a combination of theory, practical and
visits to a demonstration site.

161V.IO

understand the basic concepts of the RBIS by giving them a clear overview of the
REIS:

Everyone who works on a REIS program needs training of some kind. The REIS is a
giant learning opportunity for everyone who is involved. The learning is basically in
three major areas: knowledge, attitudes, and skills.

• what it is composed of,
• what is required to establish it, and
• what it can accomplish.

The visit provides an opportunity for REIS managers, computer technical staff, city
administrators and institutional leaders not only to see what has occurred but also to
share experiences, discuss common problems and identify possible solutions.

The first part of the visit might be in the form of an overview presentation, followed
by a question-and-answer period. A guided tour of the REIS center and the
mapping center should be arranged. These sessions may be conducted by people
who have had experience in the training of trainers. REIS Manuals should be
available for future study and explanation. Visitors are advised to take notes of the
presentations and question periods in order to make reports to interested groups in
their home cities.

Some of the topics for such a course are: modem real estate management practices,
relationship between the REIS and other government agencies, functions and
management of the registry, planning and implementation of a registry, costs, staff
training, changes needed over time, registration procedures, mapping,
computerization of titling systems, basic real estate transactions, legal aspects and
surveying.

After a city administration makes the decision to develop a REIS, the senior officials
need an overview of the whole system and a "walk through" of the REIS
documentation. This can be given by experienced personnel from a REIS city. They
are in an ideal position to explain the phases of implementation, the attitudes and
skills necessary.

The senior officials should gain knowledge and a positive attitude at a
demonstration of a REIS in a city where a REIS is installed and working. They will
bring back to their city information of the benefits of such a system, as well as
attitudes of enthusiasm, sharing, and interagency cooperation, spiced with a healthy
dose of reality.
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3.2 The REIS Senior Manager

The REIS senior manger is responsible for the implementation and the on-going
development of the REIS to satisfy city needs and accommodate the changing
legislative environment. The manager will need a basic course in REIS requirements,
real estate procedures, GIS principles and project management. This person also
needs interpersonal skills to encourage the cooperation of the other agencies which
will interact with the REIS. (See Volume II, Sec. 6.1 for more information regarding
the role, etc. of this position.)

3.3 The Systems Administrator

The Systems Administrator is responsible for the management and maintenance of
the RBIS. The Administrator will need training in GIS, system management and
maintenance, data communications, database applications, software development
tools and system design. (See Volume II, Sec. 6.3 for more information regarding the
role, etc. of this position.)

3.4 Database Administrators

Database Administrators are responsible for supervision and monitoring of the REIS
database. The Database Administrator will need training in database software, GIS,
system management, data communications, software application development,
system design and database administration. (See Volume II, Sec. 6.4 for more
information regarding the role, etc. of this position.)

3.5 Programmers and Developers

Programmers and Systems Developers are responsible for analyzing REIS user
requirements and designing these potential uses so that the application programs
can perform these tasks. The uses are then developed, tested, refined and
documented as system procedures. These developers will need basis and advanced
real estate procedures and updated training in appropriate software such as
database, development tools and operating systems. (See Volume II, Sec. 6.5 for
more information regarding the role, etc. of this position.)

3.6 Geographic Information System (GIS) Specialists

GIS Specialists are responsible for all graphic data, conversion of graphic data, the
design, development, testing and documentation of GIS application programs and
procedures. The GIS Specialist will be working with the database group. The GIS
Specialist may need additional training in the most recent version of the GIS
software. He or she will also need an overview training of the whole REIS. A
combination of short lectures and hands-on practical computer instruction will
probably be needed. (See Volume II, Sec. 6.6 for more information regarding the
role, etc. of this position.)

3.7 Registrars and System Users

Registrars and other system users are responsible for the real estate registration
procedures including: first registration, secondary transactions, working with the

v.n
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maps for real estate identification, preparation of land owner certificates, and other
registration activities. They will need training in data processing, entry, retrieval,
storage and maintenance, in registry procedures and processes, and in data security.
Typing skills are desirable.

If the registration system is a paper-based system, the training will include: real
estate systems and concepts, the role of the registry, and registry procedures.

3.8 Data Control Coordinator

Data Control Coordinators are responsible for supervising and monitoring the work
of the data entry staff, including quality control procedures, training of new staff,
etc. They need an overview of the whole REIS and perhaps a course in data entry
and control and a basic course in real estate procedures. (See Volume II, Sec. 6.7 for
more information regarding the role, etc. of this position.)

3.9 Data Entry Clerks

Data Entry Clerks are responsible for preparing and entering data into the data base,
data processing, retrieval, storage, maintenance, verification and security. When
they become experienced they can also assist in the training of new data entry staff,
and otherwise help the Data Control Coordinator. They need a basic course in real
estate procedures, basic technical computer training and computer literacy courses.
Typing skills are desirable. A combination of classroom and on-the-job instruction is
necessary for this group. (See Volume II, Sec. 6.8 for more information regarding the
role, etc. of this position.)

3.10 Training Calendar

To sum up the preceding, training activities should unfold according to the
following steps:

• Step One: Orientation Training Sessions start for the three REIS groups: (i) city
administrators and REIS managers, (ii) the business community, and (iii) REIS
registrars and operators.

• Step Two: The REIS Manager starts the process of identifying training
institutions and negotiating costs for training.

• Step Three: Where a training institution wins the bid for training, that
institution and the REIS Manager will do a training needs assessment of the
agencies associated with REIS.

• Step Four: The training begins.

A training calendar for computer technical training can be schematized as follows.
The first schedule applies to a major systems development employing a relational
data base, and the second schedule to a small systems development using for
example an'X base' type data base.
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FIGURE V.2: TRAINING CALENDAR FOR THE REIS
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Training for Appraisers is not needed in the initial stages of REIS implementation,
but as property assessment becomes necessary trained appraisers will be needed by
REIS cities. The Russian Appraisers' Society can provide training in real estate
appraisal. (See Annex V.C for sample courses provided by the St. Petersburg branch
of the Russian Appraisers' Society).

During the initial REIS program funded by USAID during 1994 and 1995 contacts
were made with a number of local institutes. The institutes were asked to complete a
survey as to the capacity of their training, equipment for hands-on training, and the
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levels of training proficiency of the computer department staff. Descriptions of their
computer programs were studied, visits were made to the institutions and resumes
of the teaching staff were requested. Several training facilities are identified for their
qualified staff, credible programs and equipment to deliver the required training
program.

Based on the needs of the REIS program and what could be offered by these
institutes, contracts for training were developed and training started. All programs
were evaluated.

4.2 Assessing Local Training Institutions

Assessing the facilities of a local institution for its experience and ability to design
and present customized training programs. requires a visit to the facilities and an
interview of the head of the department. A "Training Provider Survey" (See
Annex V.D) is very helpful in assessing different institutions as to their ability to
conduct quality computer courses.

4.2.1 Informational Presentations at the Training Institution

Informational sessions such as the "orientation training" discussed in Section 2.3
above require a facility that has experience in the production of seminars and
workshops for 20 to 50 people which require audience participation and interaction.
Equipment requirements include flip-charts, overhead projections for transparencies,
slides and other visual aides. This facility should have strong involvement with the
real estate, business and financial communities, and enjoy their acceptance and
support. It is imperative that the administration and faculty involved with these
seminars have strong commitments to the concepts of private ownership and free
market exchanges.

4.2.2 Educational Facilities

The faculty should have an existing classroom with access to the necessary number
of computers (Intel 286 or higher). The computers should be as close to the proposed
procurement models as possible, with the appropriate software and related
programs available. Maintenance personnel should be available to ensure the
smooth functioning of the equipment.

4.2.3 Special Computer Programming

For advanced REIS training, it is important that the educational facility have
experienced staff and applications dealing with spatial relationships and
cartography or Computer Aided Drawing (CAD) or Geographic Information
Systems (GIS). Some of these advanced courses will only be available in Moscow or
St. Petersburg.

4.3 Benefits of Local Institutional Training

Using a local training institution has the following benefits:
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• It provides immediate credibility, prestige and acceptance of the training
programs.

• By using the institution's equipment, the trainees can save valuable time
while equipment is being procured for the RBIS program. This can be a
saving of up to 60 days.

• It ensures sustainability of the training capability.

• If this is appropriate and feasible, the selected institution could participate in
the creation of a nation-wide RBIS training program, which can be used in the
rollout phase as RBIS is implemented nationwide.

• Travel, meals and lodging costs of the trainees will be saved.

4.4 Training Courses for the REIS

Basically, the person responsible for the conduct of the training will need to consider
three major questions:

• Where should the training happen?
• Who should do the training?
• Which equipment should be used?

4.4.1 Where Should the Training Happen?

The options include:

• In buildings of the city administration
• In local training institutions or in computer science departments of universities
• In the offices of computer companies in the city implementing the RBIS
• In the offices of computer companies in Moscow or St. Petersburg
• In the offices of vendors, or third party companies

4.4.2 Who Should do the Training?

The options include:

• City employees who have the know-how
• Trainers in local institutions, or from computer science departments in local

universities
• Specialists from local computer companies
• Specialists from other computer companies in major cities
• Software vendor's specialists - the city can register with the company when they

purchase software
• Foreign specialists
• A local specialist sent to a certified computer company to acquire the skills,

knowledge and certificate to train the city employees, or
• A combination of all of these options
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4.4.3 Which Equipment to Use?

• Hardware: Lists and samples of hardware choices can be found in Volume IV:
Development of a REIS Computer System. This information will assist cities in
making decisions about the equipment they will need to create a REIS.

• Software: There is a vast array of computer software which can implement a
REIS. Choices need to be made from specifications mentioned in Volume IV.

4.4.4 Basic Training Course on Computer and Software (Sample)

Number of academic hours: 60 (one academic hour is 45 minutes).
Five times a week during three weeks.
Group: 10 trainees.
Number of groups: 4
Topics:
• Introduction: computer as a main device: types, features, rules of work and use
• MSDOS
• Norton Commander
• Text processors
• Spreadsheets.

4.4.5 Advanced Course on Software (Sample)

Total number of academic hours: 25
Five times a week during one week
Number of groups: 2
Group: 5 trainees
Topics:
• MSWindows
• Application system development using MS Windows
• Excel
• Word text processor

4.4.6 Advanced Training (Sample)

As a sample of what a course outline should look like, see in Annex V.E a description
of a course in UNIX system training.

4.5 Trainers Qualifications and Expertise

All trainers should speak Russian and, if they are to conduct a computer-related
program, they should have a university degree in information technology, computer
science or equivalent and should have had significant experience in computer
training. Another prerequisite for a trainer in computer technology is English since
many appropriate software applications for a REIS are written in English.

In some circumstances a city may wish to conduct its own training. Where
designated training staff do not have the formal skills in conducting training
programs, they will find the 'Train the Trainer' program outlined in Annex V.E a
most useful reference guide.
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4.5.1 Qualifications for GIS and LIS Programs Training

GIS and LIS trainers should have a university degree in information technology or
computer science training or equivalent, and additional experience in geography and
surveying. The trainer should have two to four years of GIS application
development experience. The trainer should have training experience with GIS
software which can include: Intergraph, Microstation, MGE, IRAS-B and IGEOVAC,
MapInfo, AutoCad or Arc/Info. Trainers should have experience with digitizers and
an understanding of real estate issues.

Most of the advanced GIS training must be acquired from software vendors, many of
whom give certificates for completion of their courses. Trainers should have
certificates from such computer companies in their field of work i.e. analyst,
programmer, network developer, etc. Another source of trainers is from local
computer consulting companies or prominent consulting companies in major
Russian cities, usually St. Petersburg or Moscow.

4.5.2 Qualifications for Trainers of Programmers, Developers and Analysts

The trainers for computer programmers, developers and analysts should have
experience in training programs for the designated application software. They
should have a university degree in computer science, information technology or the
equivalent. Where appropriate to the program, these trainers should have had at
least two years' experience of training in LAN network technology and database
management systems.

4.5.3 Qualifications for Trainers in Database Administration

Trainers in database administration should have a degree in information technology,
computer science or the equivalent, and two to four years' experience in information
systems management, database management and applications, system development
and implementation methods, project management and personnel supervision. The
trainer should have general knowledge of GIS concepts and technology but very
detailed knowledge of Local Area Networks (LANs).

4.5.4 Qualifications for Trainers in Database Entry, PC Introduction and
General Computer Literacy

The trainer of these groups should be above all a good trainer with a clear, patient
presentation style. The trainer should be able to explain computer systems in simple
language without using jargon, gradually clarifying computer definitions using
concrete explanations and diagrams.

The trainer should have a university degree in information systems, computer
science or equivalent, and one to two years' experience in training adults in
computer literacy and database entry. The trainer should have experience training
in word processing applications such as MS Windows, Microsoft Word and Excel.
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4.6 Training Needs Assessment

A Training Needs Assessment is the first task the manager responsible for training
must perform. The REIS manager should provide a list of staffing plans to
implement the REIS. The REIS Manager and the instructors will assess together the
skills needed for each staff position. Based on the information gleaned from this
assessment, the training institution and the manager will be in a position to
determine the courses required for each agency of the REIS.

Where an institution or agency is available to undertake the training, its costs need
to be evaluated on a competitive basis. If selected, the institution should be involved
in the needs assessment. The selected training institution will then design the
courses based on the analysis of training needs, produce the training schedule and
assign the training staff.

4.7 Preparation for Training

Computer-based training courses are designed by the training provider. Some of
these will be off-the-shelf courses which do not need any redesign or modification
for REIS needs. Other courses will need modification and still others will have to be
created from scratch.

The training schedule is prepared indicating the location, time and instructor for
each course. The criteria training institution arranges for a training facility which
meets the criteria. See Annex V.G for training facility guidelines.

4.8 Training Provided by Other Sources

Some training courses will only be available in Moscow or S1. Petersburg and will
have to be provided by software vendors. In this case, travel, meals and lodging will
be an expense of each trainee needing this specialized training.

Computer companies can also send instructors to local training institutions. The
costs can often be negotiated and typically will include the trainer's salary, travel,
meals and lodging.

4.9 Institutes of Training - Summary

The above discussion of training institutes can be summarized as follows:

1. Local Institutions can provide efficient and cost-effective training for the REIS
program.

2. A competitive bidding process enables the REIS to make a choice of training
providers.

3. The basic training decisions to be made by the REIS Manager are:

• where will the training happen?
• who will do the training?
• which hardware and software will be used?
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5.1.2 Introduction to Computers

5. Training in Registration Systems

5.1.1 Data Entry

5.1.3 Course for Registration Specialists
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5.1 REIS / Registration Training

An introduction to computers for persons with no or minimal prior computer
experience should start with non-technical explanations and hands-on keyboard
exercises. A typing course is very helpful. Trainees who do not have typing skills
will need hours of practice on keyboard familiarization before they start data entry.
An outline for a 3D-hour Introduction to the Computer Course for beginners is
presented in Annex V.H.

• location

• timing
• training staff

• planning the staff requirements with the REIS Manager
• assessing the skills needed for each staffing position with the REIS Manager
• determining the courses required
• preparing the costs for approval
• designing the required courses

5. The training institution assesses the needs of the REIS by assisting in:

7. The training takes place in a classroom which meets the needs of the REIS as
described in a training criteria.

6. The training institution prepares with the REIS Manager the training schedule,
including:

4. The qualifications of the trainers are very important.

Training should be provided to the data entry clerks for a cost-effective, time
efficient and accurate input of data into the computers which store, retrieve and
manipulate the data. This training should start with an orientation to the whole
system, so that the clerks can have a complete view of the task. Then the focus
should shift to the actual work of the registry and the functions they will perform.

The following course is attended by the specialists from BTl, Land Committee,
Property Committee, Juridical Entity Department, Real Estate Agency, and Property
Fund in Tver. This "Title Registration Training" covers the nine following topics in a
five-day course, six hours per day.

t10



5.5 Adult Education Methodology

5.4 Training Methodology

5.3 Selecting a Training Facility

Material relative to these topics is contained in Volume 6.

/[11V.20

Adult Education Methodology includes training that takes into consideration how
adults learn. Adults learn by:

A Users Manual needs to be created by the programmer so that computer entry is
possible for the users of the system. Every system is different, and programmers
must tailor design the computer entry system for each application. Operators do not
need to know how the design is created. They only need to know how to use the
system - what kinds of words or descriptions to fill into which form. Forms can be
developed from generic forms provided by the software.

• Title and Transaction Registration
• Parcel Identification
• Register Books and Registration Forms
• Parcel Borders Determination and Description
• Standard Forms and Procedures to Filling These Forms
• Land Information System
• Primary Registration
• Title Registration in Different Countries of the World

Land Policy. Terms and Conditions to have Right for Land. Juridical Aspects.

5.2 Data Entry Users Manual

A screening procedure is available to the REIS Manager to select the most
appropriate training facility. Such a procedure includes interviews in educational
facilities, completing a check-list of instructors, classrooms, hardware, software in
Cyrillic, methods of instruction, experience with development and presentation of
customized training programs, and cost. Following such a process it is possible to
choose the best training which can be provided locally.

The Tver Registration and Licensing chamber fulfilled some of the city's training
needs by organizing theoretical training in the morning, followed by hands-on
afternoon training in the workplace working on actual cases. Transfer of skills was
most successful when a trainer was seated between two trainees for short periods of
time, each trainee working on a computer keyboard entering data into real
registration forms.

Typical registration trainees have had extensive (in some cases more than 25 years)
experience with the old system of registration and inventory keeping, but no prior
computer experience. Because of these factors it is important to accompany the
subject-matter training by acceptance of change, positive shifts in attitude, pleasant
associations with new technology, pride in accomplishment, repetition until a
procedure is familiar, transferring small chunks of new information at one time, and
giving continual praise for accomplishment.
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• using interactive methods
• smaIl group interaction
• relating the new material to their existing knowledge
• providing a frame of reference for the learning
• knowing the practical application in advance
• using the group's knowledge and experience
• multiple sense (audio-visual) learning
• giving and receiving feedback
• positive reinforcement
• knowing what you will be able to do at the completion of the course
• being consulted if changes take place.

More on this topic can be found in the Training of Trainers' Section following.

5.6 Evaluation of Training

All training programs are evaluated by the trainees and therefore are self-corrective.
Evaluations provide feedback for the training programs which follow. Typical
trainees' comments include:

• too short a training period
• lack of information about the purpose of the training
• lack of hands-on practice
• too much theory
• lack of available computers in the workplace
• insufficient training in the skills of transferring knowledge to associates

Sample evaluations are shown in Annex V.L

5.7 Summary of Training Selection and Methodology

• Most REIS-related instruction can be awarded to a contractor (consulting firm or
educational institution) after a competitive bidding process.

• The successful bidder will furnish the necessary instructors and courses.
• All the courses are taught in Russian.
• Adult education methodology should be used stressing a transfer of knowledge,

development of skills and a change of attitudes.
• The transfer of knowledge and skills is accomplished through a balance of theory

and hands-on experience.
• The participants should be trained in real estate record processing, data entry,

retrieval, verification and security, storage and maintenance.
• All training sessions are evaluated, which provides a process to improve the

training from trainers' and trainees' comments.

6. Training of Trainers for REIS

6.1 Introduction

Training of trainers means giving knowledge and skills to a select cadre of trainers,
so that they can transfer this knowledge and skills to yet another group for rollout of
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the REIS. The REIS trainer of trainers must not only transfer the content of the REIS
material, but at the same time demonstrate the most effective way to teach this
material. This activity involves the adult learner in the process of planning,
implementation and evaluation. The training covers three areas: technical training,
real estate training and management training.

6.2 Role of a Trainer of Trainers

It follows that a Trainer of Trainers should have REIS knowledge, skills, attitudes
and experience to train others; in addition, he or she should have the ability to
transfer these knowledge, skills, attitudes and methods to the trainees so that they in
turn will be able to train others. See also Annex V.E for an outline of a 'Train the
Trainer' program.

A REIS ' trainer of trainers' should train a selected group of professionals in three
areas:

• How to give REIS orientation to members of the agencies concerned,
• How to transfer skills of cooperation for encouraging the agencies to work

together for implementation of the REIS, and
• How to instruct others in the required computer competence skills, real estate

knowledge and management knowledge, skills and attitudes.

The REIS instructor should be able to:

• Analyze course materials and learner information.
• Know how to prepare the instructional site.
• Establish and maintain instructor credibility.
• Manage the learning environment.
• Demonstrate effective communication skills.
• Demonstrate effective presentation skills using adult education methods.
• Demonstration effective questioning skills using adult education methods.
• Respond appropriately to learners' need for clarification and feedback.
• Provide positive reinforcement and motivational incentives.
• Be familiar with a range of instructional methods and move from one method to

another appropriately.
• Use media effectively.
• Evaluate learner instruction and encourage the learner to self-evaluate.
• Self-evaluate delivery of instruction and ask learners to evaluate the instruction.
• Report evaluation information.
• Demonstrate the ability to transfer all of these skills to others.

6.3 Methodology

Training of trainers uses the methodology of adult education, commonly known as
interactive learning. This methodology includes a wide variety of teaching and
learning practices which engage interaction between trainer and trainee. A
continuum of these interactions can be seen in Annex V.J.
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6.3.1 The Training Spiral

The training process which starts with the Training Needs Assessment follows the
Training Spiral. Training flows in a spiral, always going higher and higher. When
the cycle is complete, the next phase of the training is just beginning. The REIS
Training Spiral Design is shown in Figure V.I.

6.3.2 Training Needs Assessment

Before each training course the trainers should conduct a "training needs
assessment" for adjusting the contents of the training to the needs of the trainees.
The training needs assessment can be done by different methods or a combination of
these methods:

• A questionnaire to be filled by the trainees.
• A series of questions to be answered by the trainees and btj those who employ them,

possibly in a round-table discussion.
• Formulating a list of staffing plans for the future of REIS and assessing the skills

needed for each staff position.
• Accumulated observation by walking around the work area of the trainees, over

a period of time, can often be helpful in judging the level of competence or the
extent of the training needed.

The follOWing form (Table V.l) can be used as a model for training needs
assessment.

Sometimes trainers overlook the value of a training needs assessment, or an
employer does not allow time for this level of inquiry. Mistakes will occur in the
training when the trainer assumes what training should take place without
confirming it.

6.4 Assumptions about Adult Learning

The principles of adult learning, discussed in the following Sections 6.5 and 6.6,
repose on four assumptions about how adults learn:

• Readiness to learn
• The need to be self-directing
• Building on the learners' previous experience
• Orientation to learning

6.4.1 Readiness to Learn

Once adults are convinced by the REIS Manager why they should master the new
skill, knowledge, or attitude, the motivation to learn follows. Without this
motivation to learn, resistance to the learning may result. Adults must be ready to
learn before the trainer can teach them anything. The participants must be aware how
they will be able to apply the new knowledge to the REIS Center and why it will be
important to them. The REIS Manager should explain that the extent of the training
directly relates to the efficiency of the REIS.
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TABLE V.I: TRAINING NEEDS ASSESSMENT

6.4.2 The Need to be Self-Directing

INSTRUCTIONS
For each item listed below, please place a check in the appropriate boxes on the right as to
whether you and/or your subordinates have a current need for training in that subject, or
whether you anticipate a future need for you and/or your subordinates in that subject.

6.4.3 Building on the Learners' Previous Experience

Adults usually have previous experience which is relevant to the subject or skill
being learned. Trainers too often ignore that their trainees have a lifetime of
experience on which the new learning can build. Adults can help each other learn.

t1~

Self Sub
Future Need

Self Sub
Current Need
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Skill Area

Team orientation
1. Level of cooperation, support and team orientation

...........~~~~K~.~.~9..~~~.!.~ ..~.~~..~~.~!~.!~ ..~.~.!.~ ..~! .
2. Level of cooperation, support and team orientation

...........~~~~g..~.?.~.~9.!~~.!~ ..~~~..y.~~! ..~g.~E:.~y. .
3. Level of cooperation/support and team orientation

among co-workers within the REIS

Computer skills

.}.: !~.~.~!P!.~.!5.?~.~9..~~!.~~ ..!.~q~.~.~~ .

..~: !~.~E:.~y. ..~.~~~.8..9.-.~~~~.~!? .

..~: ~~~~!y.~.~~~.!~~~.~~~ ..P!~?!~~ .

..~: !'5E:.~~.~~9.-,g~ ..~9.:.P.E~!.~E!~.~0' ..~!...M?::P.~ .

..?: !'5E:.~.~.~~9.-.g~ ..~9.-..P.E~!.~E!~.~9:..~! ..~~.9:~~? .

..~: !'5E:.~~.~~9.-.g~ ..~9.-..P.E~~~.~!~E:.~y..~! ..~~..~g!?..~P.p..~~.~.~~~ .

..?: !'5E:.~~.~~9.-.g~ ..~!...g~~!..g.~~.!~ ..

..~: !'5E:.~~.~~~.g~ ..~~.!~.gE:;.~~?9.E:.!~.~ .
9. Knowledge of registration regulations

Customer service skills

..~.: ~.~K~ ..~~~~~~~.~::~.~~.!~!.~9.:.p..~!.~p..~!::?y..~ .

..~: ~.~.~~~~g ..~~..q~~~.~~~K~.~~ .

..~.: :r~!~.P.?.~~~.~.~~ .
4. Customer interaction skills

::~;:::H~~:E~g:~H.~~~~::~~!9.~~!.~::~4.:~9.~p.:~~~!~::::::::::::::::::::::::::::::::::::::::::: :::::::::::::::::::: :::::::::::::::::::: ::::::::::::::::::::
..§.: ~E~Y.~~.~Kq~~!:Y. ..~.~~~~~! ..~~.!.Y.~~.~ .
.?: ~!.~~~g ..~.~~..~9.E:y.~y.~g ..~..p..~~!.~.~~i~~.~ ..~.~g~ .
8. Other:

Adults have a strong need to take responsibility for their own lives, to have a hand
in designing their own learning activities and be involved in directing them. Self
directed learning, however, does not necessarily mean learning without help. Self
directed adult learners use manuals and networking, and they obtain assistance
whenever needed. Computer manuals will be of great assistance to the self-directed
trainees, and networking with other REIS city employees will further their learning.
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In a group of trainees at least a few will have relevant real estate and computer
experience, and these persons can be valuable resources for the astute trainer. If the
trainer can bring out this computer experience and make it an integral part of the
learning process, the trainees will indeed be learning from each other.

6.4.4 Orientation to Learning

While in some RBIS training the memorization of facts and figures is critical, most of
the learning is logical and sequential. The majority of training situations call for
practical or "real world" attitudes and values. Learning is most effective when its
closeness to the actual job or task is apparent.

6.5 The Principles of Adult Learning

The following principles help to better understand how adults learn.

6.5.1 Learning is an Individual Activity

The accumulation of knowledge, skills and attitudes is an experience that occurs
within the learner. While trainers can set the stage and create a climate conducive to
learning, learning remains an internal process. The learning process may be
different for each adult. Therefore REIS trainers must recognize and respect the
individuality of the trainees and their preferred learning styles.

6.5.2 Learning Should be Adjusted to the Mood of the Learner

We all have good days and bad days. It is perfectly natural to experience some ups
and downs in the learning process. Psychological as well as physiological factors
can obstruct effective learning. Sometimes the trainees themselves don't know what
affects them, and it is important for the trainer to recognize the mood of the trainees
and change the learning accordingly - for example, schedule small-group work
which needs active discussion right after lunch when a theoretical presentation is
likely to put the participants to sleep.

6.5.3 Learning is a Continuing Process

"Continuing education" or "cradle-to-grave learning" are terms we hear frequently.
Living is a lifelong learning process. This does not necessarily refer to an academic
setting; on the contrary, an observant trainer can always be learning from colleagues
and trainees. If the motivation to learn exists, nobody is ever too old to acquire new
knowledge, skills and attitudes.

6.5.4 Learning Results from Stimulation to the Senses

Trainees will learn better when the trainers can appeal to all their senses. This fact
underscores the need for visual aids to reinforce the training session. In studies of
how people learn and how they forget, estimates indicate that we can increase
learning threefold by letting the trainees see rather than only letting them hear.
When the learner is involved with doing or "hands-on" experiences, the retention of
what is learned is further increased.

In this connection, see Dales' "Cone of Learning" (Annex V.K).
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6.5.8 Anxieties and Nervousness are Natural

6.5.7 "Whole-Part-Whole" Learning is Best

6.5.9 Training Must be Varied and Properly Timed

dozens of laws of

This concept means that the best way to start the learning process is by looking first
at the "big picture" or the entire REIS. After discussing the total picture and making
sure there is complete understanding, (as in the Orientation - see Section 2.3), the
trainer can break down the task into its component parts and show how each piece
fits into the whole. After the participants understand the overall job, its individual
parts can be explained in detail. Finally, follow up by shOWing how the individual
parts come together to make that whole.

This underscores the value of on-the-job training.

If you want your participants to really learn to perform a task, have them actually do
the task. Research tells us that the most effective learning happens wIzen tlze initial
training is followed immediately btJ application of tlze training materials. The more similar
this application is to the actual job situation, the better the long-term learning. The
old proverb applies here:

Many people approach a new task or activity with innate fears, preconceptions and a
general feeling of nervousness. REIS training probably causes anxiety and
nervousness in some trainees. Empathy and understanding of these frustrations will
help the trainee feel more at ease. Consider using "ice-breaking" activities to ease
these tensions and create a climate which is conductive to learning.

WHAT I HEAR I FORGET
WHAT I SEE I REMEMBER

WHAT I DO, I KNOW

Participants will more likely repeat the activities in which they received a positive
reinforcement. Credit and recognition provide a powerful incentive for learning.
Trainees are more likely to repeat those behavior patterns which increase their
feeling of self-esteem.

6.5.6 People Learning Best by Doing

6.5.5 Positive Reinforcement Enhances the Learning.
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6.6 The Laws of Learning
Textbooks on educational psychology are often filled with
learning. The following are some of the most important ones.

Several short training periods are more effective than one long session, especially
when trainees are trying to absorb REIS fundamentals and computer techniques.
Whenever possible, "spaced" learning is more preferable than concentrated sessions.
Using a variety of training techniques and participatory exercises, especially those
which appeal to several senses at once, can change the pace of the training and
increase its effectiveness.
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6.6.1 The Law of Effect

This law states that people learn best in pleasant surroundings. Comfortable
furniture (tables and chairs) in a warm and pleasant environment will aid the
learning process. More important, however, is the trainer's attitude. If the
participants sense an air of hostility, this will hamper the learning process. A pat on
the back for a trainee after a particular task or activity is an excellent way to practice
the law of effect.

6.6.2 The Law of Exercise

This law is about over-learning or "practice makes perfect." We know that retention
is highest with participant involvement. However, there are times when a
participant may have to unlearn an improper method or incorrect exercise or attitude
prior to learning the right way. If you are teaching a skill, you must be certain that
the trainees' existing patterns of behavior are in line with the desired outcomes. If
not, these patterns of behavior should be corrected before attempting to develop the
new activity. In REIS training, this unlearning and over-learning followed by
practice is necessary for beginners of keyboard skills and computer logic, especially
if they have no previous computer skills.

6.6.3 The Law of Association

This is the foundation of all adult learning activities. Essentially, it means that every
new fact, idea, or concept is best learned if we can relate it to already known
information. Learning can be likened to a series of building blocks, where each new
block is added to the existing set: we literally add each new bit of information to our
existing body of information. The more the trainees can build on earlier experiences
or knowledge, the better will be the training. The trainees should be guided from
"where they are" to "where you want them to be."

6.7 Adult Education Learning Atmosphere

An atmosphere of openness, friendliness and appreciation stimulates adult curiosity
and desire to learn. Physical comfort and good humor also contribute to a positive
learning environment. Adults also like clear, attractive and easy-ta-read materials.

The session should flow logically from introduction to segments of the REIS content,
finishing with the summary and conclusion. A well-thought-out, step-by-step
organization of the material will reinforce a positive learning atmosphere. Clear
definitions of new concepts are very important. Frequently explaining the historical
background of a process is much appreciated. Asking questions of the audience
keeps participants awake and alert. Answers to the questions are not always
necessary, but the practice of asking questions stimulates interactive thinking.

6.8 Training Techniques

Adult Education uses a broad array of training techniques and creativity in
transferring knowledge, skills and attitudes to trainees. The techniques mentioned
here are especially conducive to REIS training, but a trainer must not hesitate to use
other methods as appropriate.
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6.8.1 Pre-Training Reading

Many REIS trainers assign pre-training reading. Reading a REIS or computer
manual can prepare a data entry clerk for registration, but it is very important to
combine this knowledge with hands-on experience and practice. Sometimes the
RBIS manager must convince the trainees of the value of hands-on training, because
they feel that reading the manual is sufficient to prepare them for their tasks. While
pre-training reading is very important, nothing can replace the practical hands-on
training.

6.8.2 Lecture, Panel of Speakers, and Round Table Discussion

These three techniques are related because generally the trainers are active and the
trainees listen, take notes, passively absorb the message, and ask questions at the end
of the session. These techniques are more effective when the sessions are
accompanied by short video clips, transparencies, slides, handouts, and flip-charts
on which the trainers write major points.

When to Use the Lecture Approach

• The instructor has the need to present his or her ideas to the group.
• A lecture is the most convenient and cost-effective means to disseminate

materiaL
• Only the instructor has the knowledge to respond to the questions and

comments from the group.
• In a practical computer training program, short lecturettes may provide a change

of pace.
• A demonstration of REIS equipment.
• A high-status person is considered essential to gain credibility for the

information or instruction.
• The content or material changes so frequently that an update can only be

obtained from a lecturer.

Disadvantages of the Lecture Method

• It is often boring.
• It makes the learner passive.
• It causes a loss of motivation, curiosity and creativity.
• The presenter can hardly tell whether the message is getting through or

transferred to the trainees.
• Average uninterrupted absorption time is only about 14 minutes.
• The lecture may be poorly planned, organized and delivered.
• The speaker may "talk down" to the audience, reinforcing the image of an

authority figure.
• Retention is very low - most of the information is lost in 24 hours, most of the rest

is lost thereafter.

6.8.3 Small Group Discussion or Activity

The small group is the basic unit for participative training. By small group is meant
subdivisions of a large group that may range in size from three to seven people. These
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small groups can form in the comers of the large-group room.

Small group discussions give a group of people a chance to share their opinions and
admit the gaps in their understanding. Many people are reluctant to express
themselves in a group larger than 5-7 participants. A skilled facilitator helps group
members to explore a topic by involving the participants in thinking for themselves,
solving problems, changing or reinforcing attitudes, sharing experiences, and
creating a dynamic situation of question and answer. Case studies, role playing and
structured exercises are also very effective in small groups.

Occasionally, there is learning value in having the small groups assemble in the large
group after their activity to share their learning experience. Often the learning is
reinforced when the learner explains or is questioned by another learning group.

Advantages of Small Groups

• It is easy to involve everyone.
• It is low-risk, threat-free and provides an opportunity to test individual ideas.
• Flexibility allows restructuring to form new groups, expand and contract group

size.
• Individual REIS needs and differences can be recognized and accommodated 

this is very helpful for acquisition of computer skill and real estate knowledge.
(Administrators can meet together, data entry people can meet together, etc.)

• Provides opportunity for problem-solving.
• Provides a sense of rapport, trust, support and recognition.

Disadvantages of Small Groups

• One or two people can dominate the group, defeating the purpose of participant
involvement.

• Participants who are used to sit passively in lectures may be reluctant to discuss
or share their point of view.

• Inflexibility of the seating arrangements may not accommodate arranging chairs
in a circle for unobstructed view of each person.

• Group leaders may not have facilitator skills which stimulate cross
conversations.

• Facilitators may not manage the time-task factor smoothly. Groups become
restless when they have to wait for other groups to complete their tasks.

Guide for Facilitating Small Groups

• State the rationale for the assignment from the participants' point of view.
Explain why they are doing the task, for example"as part of title registry training,
describe the necessary steps to register secondary transactions."

• Explain clearly what is to be done or what is to be produced, e.g. "from the
coordinates and the cadastre description, create the map of a certain real estate
object."

• Specify how the task is to be done and within what time limits, e.g. "in groups of
two, create in thirty minutes a form to keep track of the present owners of an
apartment block."

• Describe the feedback report (also known as "processing" or "sharing").
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V.3D

BA

6.9.2 Possible Disadvantages in Using Simulation

Participants must know precisely what they will have to communicate to the
total group about their learning, e.g. "give a five-minute report of your group's
efforts showing what you created and how you did it; be prepared to answer any
questions the members of the large group might have."

6.9 Simulations

In these two models of small groups, the lines represent conversations.
Group A is a small lecture group, while Group B is a total involvement group.

6.9.1 Advantages of Using Simulations

Assigned roles in the REIS Simulation should include: REIS clerks, bankers, real
estate agents, systems administrators, registry operators, etc.

• Although the simulation is made similar to a real-life situation, the experience
may not replicate all the situations or complexities that may arise.

• Participants may generalize incorrectly from the simulated example.
• Participants may gain from this simulation a false sense of confidence in their

ability to cope with the REIS situation.
• The simulation must be designed so that the desired learning outcomes are

reached.

Simulation is a training situation designed to give the participants an experience
comparable to real life. A REIS simulation should include data from a fictitious
cadastre, which would demonstrate real estate problems, descriptions of properties,
rights of owners, transactions, computer directions, forms, certificates, surveying
problems, legal perimeters, GIS operations, and many other features of REIS.

• Participants are involved in a real-life situation.
• The learning is active.

The learning process relies on the best approaches to adult learning, namely
experiential or discovery.

• Mistakes can be made in risk-free atmosphere.
• Time spans can be compressed.
• Opportunity for immediate feedback is provided.
• The trainer's role can shift to one of learning facilitator.
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6.9.3 Implementing the Simulation

• Introduce the simulation to the participants so that objectives, roles, rules,
procedures and time frames are clear.

• Monitor the simulation in a facilitating way, but do not intervene unnecessarily.
• Allow time to process the major points learned by each group in the training, i.e.

the developers, the mapping group, the registry clerks, etc.
• Relate other training situations to the simulation ("you will recall that in the

simulation we...")

6.10 Designing Programs

Three kinds of training are necessary for the REIS:

• technical training
• real estate training, and
• management training

The design of training programs needs coordination between the training institution,
the REIS Manager and the trainees.

Start with a blank course outline. Map out large blocks of time using a pencil,
because there will be many changes and the training designer must be flexible to
accommodate many different groups (see chart in Annex V.L).

Then design what the activities will take place in each block of time and which
training institution or trainer will be responsible.

The actual timing of these classes takes into consideration the availability of trainers
and trainees, hardware, and classrooms.

All of these technical courses must be accompanied with practical sessions and
keyboard exercises, to balance theory and practice.

6.11 Implementation of Training

The trainer writes the lesson plan so that another person can deliver the lesson.
"Thinking through" the steps of the lesson minute by minute will make the training
easy to deliver. A sample lesson plan is shown in Annex V.M.

When the lesson is completed, the trainer writes notes at the bottom of the lesson
plan showing what changes were made in the actual class and what lessons were
learned from this instructional segment.

This same pattern is followed for both technical and non-technical training.

6.12 Real Estate Training

6.12.1 Course Introduction

The purpose of the course is to introduce important real estate concepts and
principles as they relate to REIS. The course will provide a framework to further the
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trainees' understanding of the fundamentals of real estate markets. Real estate does
not fit neatly within anyone academic discipline, and thus must be understood
within a broader sphere of thinking. This outline gives trainees the basic concepts
needed to understand and evaluate developments in local and national real estate
markets.

6.12.2 Objectives of the Course

• To evaluate the real estate market and its role in the national economy.
• To discuss economic concepts in real estate.
• To explain key concepts of real estate finance.
• To describe legal issues in real estate.
• To analyze information in real estate markets.
• To describe common ethical standards in the real estate industry.

6.12.3 Topics Discussed in the REIS Real Estate Course

Economic Concepts in Real Estate
The Real Estate Registration System
Rights and Restrictions
Contracts and other Legal Issues in Real Estate
Market Information
Leases and Leasing
Finance and Mortgages
Real Estate Brokerage and Agency

More information can be found in Annexes V.A and V.N.

6.13 Management Training

Management training in REIS will ensure that managers at all levels of REIS have
been exposed to skills, knowledge and attitudes which will increase the success of
REIS. The following topics can be delivered in a three or four day course.

Topics for REIS Management Training include:

Leadership
Team Building
Motivation
Delegation
Communication
Time Management
Customer Relations
The Art of Giving and Receiving Feedback

A course outline for REIS management training in the above topics is detailed in the
following. RBIS management training will use all of the elements of adult education
training. There will be skill development, attitudinal change, and knowledge
transferred.
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6.13.1 Leadership

Leadership is provided in REIS by the City Administrators, the Working Group, the
REIS Manager and the Heads of Agencies. Their leadership takes several forms:

• Creating and communicating the vision for the REIS.
• Establishing clear directions and follow-up.
• Developing strategies, systems and methods for achieving the REIS objectives.
• Creating and enforcing high expectations and commitment in staff.
• Defining goals and measures excellence in performance.
• Maintain a climate conducive to training and learning.
• Creating a climate of cooperation and employee support.
• Creating a climate of improvement based on evaluation and feedback.

More information on this topic can be found in Annex V.D.

6.13.2 Team Building

Teams are productive units of organizations that share the vision of management
and maintain, like sports teams, a high level of enthusiasm in reaching their goals.

• Team performance is more productive than each individual performance.
• Team members support and respect each other.
• Team members are cooperative and use positive interaction.
• Team members maintain a consistent organization so that other team members

can find things when they want to.
• Team members accept and integrate the different skills of their team members.

More information and exercises on Team Building can be found in Annex V.P.

6.13.3 Motivation

Motivation is whatever energizes a person to reach a personal goal. What motivates
a person is unique to that person. Every individual is stimulated by his or her
personal needs and expectations, which are not necessarily the RBIS Manager's.
Some people may have common needs and expectations, but they will have different
energies and priorities. To manage individual motivation, the manager must
determine what these motives are.

Discussion topics and exercises regarding how to increase motivation can be found
in Annex V.Q.

6.13.4 Delegation

Delegation of authority means granting to subordinates sufficient authority to
perform within prescribed limits. This does not mean that the higher-level manager
surrenders all authority. He or she still maintains overall authority and
responsibility, and can if necessary revoke all or part of whatever authority was
originally granted.
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Assigning duties means that each subordinate so that each has a specific job or jobs
to perform. Regarding delegation of authority, subordinates may be classified as:

• able and willing - these are the best candidates for delegation.
• unable but willing - delegation should wait until they perhaps become able

through more training to assume these responsibilities.
• able but unwilling - delegation should wait until they are motivated to perform

the delegated task.
• unable and unwilling - delegation should wait until the subordinate is trained

and motivated.

The manager should know his staff well enough to determine which duties can be
assigned to what individuals. More about Delegation can be found in Annex V.R.

6.13.5 Communication

A major task of the REIS manager is to secure the cooperation and support of the
other relevant agencies. For successful management of the REIS, the following
communication skills are necessary:

• Clarity

The manager should communicate clearly and accurately. One way to achieve this is
to write frequent memos to the leaders of other agencies to reinforce and provide a
written record of the message he or she wishes to communicate.

• Two-way Communication

Most people are familiar with communication which comes from the top of an
organization or unit to subordinates. A REIS manager should share appropriate
information with his or her subordinates on a regular basis. An effective manager
will also solicit from his staff information relevant to the organization's goals and
transmit it up the organization, to inform higher management of developments,
ideas for improvement and grievances which they are not aware of.

• General Meetings

Periodically, maybe once a quarter, the REIS manager should arrange a general
meeting to:

=> Report the status of the REIS to all the people who are affected by
decisions concerning the REIS;

=> Recognize and appreciate the efforts of all employees;
=> Boost morale and build a team spirit;
=> Inform the staff of the next phases of activity.

The meeting should include everyone who is involved in the REIS, so that they will
all hear the same message at the same time. Employees should not have to receive
information which is important to them second hand.
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• Seekinglnfonnation

The manager should:

=:> Seek information personally from clients, city officials, and officials from
other REIS cities;

=:> Do personal research on how to provide service and how to improve the
service;

=:> Consult managers from related businesses technical specialists;
=:> Actively involve the staff in the resolution of problems and the search for

'a better way'.

Other topics about communication can be found in Annex V.S.

6.13.6 Time Management

• Organization

A successful manager must have an effective filing system. REIS information from
all parts of the organization must be analyzed, stored for easy retrieval, and referred
to when appropriate.

• Timelines

Before preparing timelines, the manager should solicit information from employees
as to realistic time expectations. Nothing can stimulate unrest faster than to push a
busy group into a time commitment which will jeopardize the quality of their work
and their sanity. Timelines must be realistic, clear and specific.

• Strategic Planning

A strategic plan has the objectives of setting the REIS long-term goals and the way to
reach these goals. The plan will specify what should be accomplished, when, who is
responsible, how the plan will be executed and how much it will cost.

• Monitoring and Coaching

The REIS manager should monitor his staff to make sure they are clear about their
objectives and can reach them within the time frame. Monitoring is continuous. If
some subordinates have not mastered self-direction, assuming responsibility, and
time management, the manager should coach this employees in these skills.

6.13.7 Customer Relations

In the client-centered workplace, satisfying the customers is the primary goal. The
staff members are conscious that the customers are the reason they have a job, and
show it in their behavior. Their first question to customers is always, "how can I
help you?"

The customer oriented employee is always trying to find ways to do things better,
faster, or cheaper for the comfort and saving of the customer. The staff should
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brainstorm creative ways to minimize the time that customers have to wait in line to
obtain their requests. Competitive teams can be established to devise improved and
faster ways of serving the public. A program such as quality circles could be
instituted in which the typical registration procedures are timed, analyzed and
improved.

6.13.8 The Art of Giving and Receiving Feedback

During the REIS implementation phase, there should be a constant effort to improve
its operation. One of the major ways of improving is to receive constructive
feedback - from other members of the REIS office, from the City authorities, from
collaborating agencies and above all from the REfS users - and implement the
suggestions of this feedback to improve work procedures.

More information on giving and receiving feedback is in Annex V.U.

6.14 Evaluation

Evaluation is the last phase of the Training Spiral. Its purpose is to assess the
training outcomes, and perhaps review the training needs assessment, in order to
prepare the next training.

Evaluation can take place on four levels:

• Getting from participants at the end of the training their reaction of satisfaction
or dissatisfaction with their training. This can be done through a final open
discussion with the participants, and! or by having each participant fill an
anonymous training evaluation form

• Observing the change in participants' behavior, skills, and knowledge in the
classroom or training situation.

• Consulting with the participants' superiors to detect any new or changed
performance of the participants on the job.

• Measuring impact of the training on the organization.

The main benefits of evaluation are that it can:

• inform trainers of the results of the training and give them feedback for
improving it;

• inform management about cost and benefits of the training;
• obtain an indication of the participants' current needs and thus guide the

planning of future training.

6.15 The Theoretical Framework of Management Training

For trainers-of-trainers who feel the need for more theoretical background about the
concepts and methods of management training, this section gives an extremely brief
overview of the important names in management studies and the key concepts they
are associated with.

• Frederick Taylor, from the US, taught management at the Harvard Business
School in the 1900's. He viewed employees as merely factors of production and
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advocated the splitting of work into smaIl repetitive tasks (the production line)
and measuring work processes to eliminate unnecessary movements.

• Kurt Lewin, from the US, in the 1930's and 40's linked management to
democratic values and proposed to management the objective of creating a
community-like workplace.

• Fred Emery, an Australian, proposed in the 1940's and 50's that work groups can
be self-regulated and can take part in decision-making.

• Douglas McGregor (US) formed in the 1950's and 60's the X and Y management
theories. He believed that employees can be motivated by recognition,
achievement and having a sense of responsibility.

• Eric Trist (from England) stressed in his work from the 1950's to the 1980's that
the quality of working life was very important to employees' productivity.

• Marvin Weisbord, an American, in his work in the 1970's-1990's proposed a
management system which considers the whole employee. He stressed
problem-solving techniques and advocated designing the training so that
people learn just what they need, exactly when they want it.

• William Ouchi, a Japanese-American, developed Theory Z which echoed
current Japanese management styles. He advocated getting employees
committed to continuous learning and to manufacturing that had zero defects.

More information about these leaders in the field of management studies can be
found in Annex V.U.
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Annex V. A.

Samples of Training Courses

TABLE OF CONTENTS

1. Real Estate Information System Technical Courses

2. Draft courses at the St.Petersburg Association of Realtors

3. Introduction to GIS for City/Raion Computer Technicians. Introduction to GIS for
CityIRaion Clerk Typists

1



Real Estate Information System
Technical Courses

Course Title Hours per Day, Course Dbjectives Target Audience
Number of Days &

Total Hours

Introduction to 6 hours per day Introduction to Raion & City
Computers 5 days/3D hrs elementary computer Clerk/Typist

operations

Data Entry 6 hours per day Develop fundamental Raion & City
Procedures 5 days/3D hrs skills in data entry Clerk/Typist

Data Base 6 hours per day Build skills in data City & Raion
Management 5 days/3D hrs base construction and Computer

operation Technicians

Introduction to 6 hours per day An overview of GIS City & Raion
Geographical 21/2 days concepts and Computer
Information Systems 15 hrs applications Technicians
(GIS)

GIS Operations 6 hours per day GIS development and City & Raion
10 days/6D hrs primary operations Computer

Technicians

Advanced GIS 6 hours per day Supervision of GIS City & Raion
Operations 1Ddays/6D hrs operations and design Computer

Technicians

Local Area Networks 6 hours per day Design and operations City & Raion
(LAN) 5 days/3D hrs of LAN Computer

Technicians

Telecommunications 6 hours per day Tele-Com for LAN City & Raion
with Computers 5 days/3D hrs operations Computer

Technicians
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Introduction to Computers
An introduction to computers for persons with no or minimal prior computer
literacy or experience. A non-technical explanation of computer operations will be
delivered only as it will aid in the understanding of computer usage. A majority of
the course time will be used by the participants to become familiar with the
computer through supervised hands-on operation.

Data Entry Procedures
An intensive, hands-on application course where participants will be instructed and
drilled in data entry procedures. Theory will be held to a minimum with a major
focus on accuracy and speed.

Upon completion of these two courses, the clerical staff of each raion should be able to
commence data entry in a format that will be prescribed by the REIS Computer Specialist.

System Operators
This set of courses is designed for the personnel that will be charged with the responsibility
of maintaining the REIS operational and directly involved with the expansion and growth of
the system. This will require more intense computer training and a much higher order of
computer literacy. It is expected that the participants of this set of courses will be drawn
from the existing computer information centre at the city.

Data Base Management
The focus in this course will be to develop skills and abilities for the design,
construction and maintenance of a functional data base. Specific areas covered will
include field determination, format and sizing, determination of storage and retrieval
format, strengths and weaknesses of data base software, trouble shooting and other
skills required to keep a system operational.

Introduction to GIS
This is a short course designed to provide both the technical personnel and the
administration with an overview of the operation of a Geographical Information
System. Minimal detail will be involved and only a cursory hands-on operation.

GIS Operations
This is a more involved course with specific GIS software operation and
instructions. The participants will be instructed on topics including building
topology, merging data sources, developing query operations and other related GIS
functions.

Advanced GIS Operations
Advanced skills and GIS operations will be covered in this course. The participants
will be instructed in the skills required for the supervision and continued operation
of the GIS.

Local Area Networks
Topics for this course will include the requirements, design and operation of a Local
Area Network (LAN). Specific software operations as well as over all LAN
technique will be presented.

Telecommunications with Computers
An extension of the LAN course, the participants will be instructed in
telecommunications as it relates to computer networking and sharing of data.

3



Draft courses at the St.Petersburg Association of Realtors

A soft copy of this document does not exist, please refer to the hard copy (Russian version).
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Introduction to GIS for City/Raion Computer Technicians

A soft copy of this document does not exist, please refer to the hard copy (Russian version)
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Introduction to GIS for City/Raion Clerk Typists

A soft copy of this document does not exist, please refer to the hard copy (Russian version).
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AnnexV.B.

Basic Concepts of Real Estate Market
This annex is available only in Russian (hard copy) - 61 p.
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Annex V. C.

Samples of Training Courses at the Russian Appraisers' Society,
St.Petersburg branch

TABLE OF CONTENTS

1. Programme of Training Professional Appraisers of Real Estate

2. Programme of Training Professional Real Estate Managers

3. The Main Courses Held at the First Russian Institute of Independent Appraisal
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Programme of Training Professional Real Estate Managers

A soft copy of this document does not exist, please refer to the hard copy (Russian version)
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The Main Courses Held at the First Russian Institute of Independent
Appraisal

A soft copy of this document does not exist, please refer to the hard copy (Russian version)
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Date:

AnnexV.D.

joint venture partners in education business:

I
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qualification of employees:
o real estate registration
o real estate...
o management
o system analysis
o distributed systems design
o data base design
o data base development
o UNIX system administration
o Windows NT system administration
o local area network communications
o global area network communications
o document processing (Word)
o spread sheet processing(Excel)

__phone: fax:, e-mai1:__

12

---------------------------------------------phone: fax: e-mail:

name of organization:
contact person:

name of organization:
contact person:

number of trainers
o 1-20
o 21-100
o 101-1000

Dyes 0 no

list of training projects that are in progress

primary business:
[J high school
o professional school
o training courses
o academic unit
o research institute
o consulting company
o business company

project description _

examples of success training projects that have been done

printed materials about agency available

Training Provider Survey Form

contact persons:
name:, phone:, fax: e-mail:, _

name: phone: fax: e-mail: _

Description of the company:

location
address: _
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--------------,
Course topics to be provided and course materials

potential follow up maintenance after
training
D consultations Dhands on services
o no any

experience in course design
D 1 year
D 1-5 years
D 6-10 years
D 11-20 years
o 21 years and more

experience in training program
coordination
D 1 year
o 1-5 years
o 6-10 years
o 11-20 years
o 21 years and more

experience in education and training
D 1year
o 1-5 years
o 6-10 years
o 11-20 years
o 21 years and more

available communication at training
classes
o phone
D fax
o LAN
De-mail
D internet

D Windows NT
o Novell Netware
o UNIXBSD
o UNIXSVR4
o IBM LAN cepBep

o classes
D white board
o overhead projector
o canteen
D toilets
D coffee room

facilities

hardware platforms available
o PC 286
o PC 386
o PC 486, Pentium
o Sun SPARC
DApple
D DEC Alpha, VAX
D HPPA
D IBM RISe

Description of facilities available for training:

---------------------
course catalogue available
Dyes 0 no

system software in use
D DOS
D Windows
D Windows for Workgroups

---------------------
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Educational Facility Selection Criteria Check List
Technical Courses:
Basic:

I
I
I

Educational Facility 286 Labs and 386/486 Labs FoxPro for Word

INumber of and Number of Windows Processing
Computers Computers (Cyrillic) (Cyrillic)

Novotech Training Center 1 Lab 1 Lab 386 FoxPro Write for

I8 computers 8 computers (DOS) Windows
each Lab each Lab. (English) (English &

Cyrillic)

IVolgo-Vyatsky Personnel Center 2 Lab + 486 FoxPro DOS, Multiple
10-12 Computers Windows Software
each Lab English & available

Cyrillic. INizhegorodsky State University 1Lab 386 FoxPro DOS Multiple
10 Computers. English & Software

Cyrillic Windows IEnglish &
Cyrillic

Academy of Architect and Civil I Lab 1 Lab 386 FoxPro for Multiple IEngineering 10 Computers 10 computers Windows Software
1 Lab 486 English & Windows
4 computers Cyrillic English & ICyrillic.

Educational Facility 386/486 Labs & Graphical GIS Software GIS
Number of Software Instructors
Computers

Novotech Training Center 1 Lab 386 AutoCAD, None None
8 computers each Version 10
Lab

Volgo-Vyatsky Personnel Center 2 Lab + 486 None None None
10-12 Computers
each Lab

Nizhegorodsky State University 1 Lab 386 None None None
10 Computers

Academy of Architect and Civil 1 Lab 386 AutoCAD, ArcCAD GIS
Engineering 10 Computers Version 12 Windows, Departments>

1 Lab 486 DOS, ArcView 3 Instructors
4 computers Windows Windows

Technical Courses:
Advanced:

14
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AnnexV.E.

Main Topics to Be Discussed on UNIX Training Courses

1. Typical duties of the system administrator, his rights and responsibilities
(adding and removing users, adding and removing hardware, installing new
software, day-to-day activities, troubleshooting, fixing bugs, helping users,
system accounting, etc.).

2. Booting and shutting down - steps in the boot process, loading UNIX,
initialization of the kernel, execution of the initialization scipts, multi-user
operation, what to do if the system won't boot, shutting down and rebooting,
etc.

3. the file system - types of the fIles, fIle permissions, inodes, keeping track of
the filesystems, fIlesystem integrity.

4. Controlling processes - attributes of the processes, monitoring processes,
signals, process states, etc.

5. Configuring the kernel - configuring and building the kernel, modifying the
kernel, adding new (totally) devices to the kernel, testing and debugging the
new kernel.

6. Installing and supporting terminals - terminal configuration fIles, protocols, I

terminal mode installation, specific steps in terminal installation, etc.

7. Printing under UNIX - printing variables, printing processes, file and
directory specifications, controlling the printing environment.

8. Adding a disc - disc controllers, disc drives, disc geometry, partitioning
decisions, building fIlesystem, brand-new disc in a box, debugging, etc.

9. Networking under UNIX - the ISOIOSI network model, the Ethernet,
hardware installation, attaching transreceivers, network software, TCPlIP,
NFS, building a new kernel, set up terminal interactions, designing the
network, debugging and monitoring the network.

10. Daemons.
The course will start on April 17, 1995. The last day is April 22, 1995.

The beginning of the lessons on theory - 9.30 a.m., the end - I p.m. with one
break.
After lunch at 2.30 p.m. practical realization of the received theoretical
knowledge will be performed..
Instructors: two teachers from Scientific Reseach Institute
"Tsentrprogrammsystem" .

15
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Train the Trainer

CHILDREN LEARN BY .

DOING

REPEATING

AWAKENING INTEREST & AWARENESS

ADULTS LEARN By.......

AWAKENING INTEREST & A"rARENESS

DOING

REPEATING

17
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Train the Trainer

THE PRINCIPLES OF LEARNING

FORMAL ADULT LEARNING

The principles ofadult learning have been derived from research, experiment and experience.

They should ~elp you to plan a good lesson, deliver it efficiently and evaluate it afterwards.
Here is a list of the principles we will be examining here:

1. Meaningful Material
2. Active Learning
3. Primacy and Recency
4. Feedback
5. Overlearning
6. Reinforcement
7. Multiple Sense Learning

1. Meaningful Material

This principle states: Trainees understand (and therefore learn) material only when it is related
to their existing knowledge.

A trainee may be able to recall facts, etc., which he/she has committed to memory. But ifyou
want himlher to comprehend the material fully you must give himlher a frame of reference into
which he/she can fit these isolated bits of information so that a pattern develops.

Rules for the training room:

1. pitch your session at the trainee's level, not yours~
2. present the topic in a definite form or sequence;
3. use plenty of examples, illustrations, analogies and anecdotes;
4. always move from the known to the unknown; that is, begin with what the trainee

already knows or has experienced. Don't make the mistake which one writer has
described as follows: -<

"Many teachers plunge ahead from a starting-point that many of their students have
never reached and they proceed to teach the unknown by means of the
incomprehensible". (Pressey, Robinson & Horrocks: "Psychology in Education")

5. find out what your trainees already know or have experienced before;
6. use knowledge of topics in your group.

2. Active Learning

This principle states: Trainees learn more quickly and effectively when they are actively
involved in the learning process.

18
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4. Feedback

Rules for the training room:

Rules for the training room:

I
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beware ofnote-taking as a form ofActive Learning - the trainees' fingers
may be active - but not their brains.

these principles are not true under all conditions and sometimes they act
against one another, such as when our most recent impressions change or
blot out our first impressions.

This principle states: Trainees can recall well those things they learn first and last in sequence.

1. Give a preview of the session.
2. Summarise the important points of the session at the end.
3. Prepare carefully what you are going to say and do during the first few minutes of the

sessIOn.
4. Remind trainees from time to time of the sequence in which they have learned a topic.

WARNING

The simplest expression of this idea is: We learn by doing. This applies equally to all forms of
training.

1. Ask questions to stimulate thought and do not answer your own questions.
2. Plan for exercises and tests in sessions.
3. Use projects and assignments to supplement lessons.
4. Use discussiol! methods from time to time.
S. Provide plenty ofpractical work.

WARNING

"The first impressions are lasting" sums up the principle ofPrimacy: the principle ofRecency
refers to the fact that, ifnothing else, people will usually remember those instructions given
last. "Last impressions are lasting".

3. Primacy and Recency

This principle states: Learning proceeds more efficiently when both instructor and trainee give
feedback to each other.

The instructor needs feedback to tell himlher how the trainee is progressing; and the trainee
needs feedback from the instructor on quality ofpresentation. This means that a session is a
two-way communication system like this:
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TRAINER

ITWner I

I
TRAINEES

and not like this:

INSTRUCTOR

GROUP

In the first diagram there are open communication channels between the instructor and each
trainee, along which information can flow freely about performance.

Rules for the training room:

1. Encourage trainees to ask questions.
2. Test frequently.
3. Maintain eye-contact - this is a most important communication channel.
4. Discuss and correct errors; don't criticise them.
5. Give trainees knowledge of results as quickly as possible.

5. Overlearning

This principle states: Forgetting is reduced significantly by frequent attempts at recall of
learned material.

N.B. Repetition of material by the trainer is NOT overlearning. The trainees must
do the work of this principle to operate.

Rules for the training room:

1. Ask frequent questions.
2. Provide exercises which force trainees to recall previous learning.
3. At the start of each session, ask trainees to summarise briefly the previous session.

20
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Train the Trainer

4. Include review periods in your timetable.
5. Train your trainees to use overlearning during their private study.
6. Supply summaries ofsession material.

6. Reinforcement

"To reinforce is to strengthen a tendency towards desired behaviour:".

This principle states: Learning which is rewarded is more likely to be retained.

Rules for the training room:

1. Provide for early success in learning a new topic.
2. When a trainee offers new ideas or information which are relevant and interesting,

offer praise or encouragement.
3. Never say in reply to an answer, "No, that's wrong!" or put a trainee down.
4. Try and remember who contributed relevant information (their name) and refer to it.

7. Multiple Sense Learning

The principle states: Presentation methods which use 2 or more senses are more effective than
using one sense only.

The Chinese proverb: "One picture is.worth a thousand words", is another way of stating this
principle. It appears that the most important senses for information and theory learning are
SIGHT and HEARING. But don't forget the others - particularly ifyou are teaching a
physical skill.

Rules for the training room:

1. Combine telling and showing - donlt rely on one only.
2. Provide audio-visual aids for every session which are easy to read and effective.

21
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Train the Trainer

A SYSTEMATIC APPROACH TO
THE DESIGN OF TRAINING

1. DEFINE TERMINAL BEHAVIOUR

2. ASSESS PRESENT BEHAVIOUR

3. DEFINE CHANGES REQUIRED

4. DETERMINE COURSE CONTENTIMETHOD

5. CONDUCT TRAINING

6. MEASURE BEHAVIOUR/EVALUATE

22
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TRAINING OBJECTIVES

TERMINAL BEHAVIOUR

At the end of this session, trainees will be able to
(action verb) (specific task).

STANDARDS

CONDITIONS

23
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WRITING BEHAVIOURAL
TRAINING OBJECTIVES

USE THE ACTION VERB....

TO WRITE
TO DEMONSTRATE

TO DEFINE
TO SOLVE

TO EXPLAIN
TO SELECT

TO OPERATE
TO LIST

-
AVOID THE ABSTRACT....

TO KNOW
TO UNDERSTAND

TO BE FAMILIAR WITH
TO PERCEIVE

TO BE AWARE OF
TO THINK ABOUT

24
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Train the Trainer

"At the end of this course, trainees will be able to ....."

STANDARDS in a way that:

25

data is not lost

in a typical "office" environment

demonstrate how to switch on a computer, run
programmes, save files, switch off the computer

AN EXAMPLE OF A TRAINING
OBJECTIVE

TERMINAL
BEHAVIOUR

CONDITIONS
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Train the Trainer

WRITING TRAINING OBJECTIVES
Key Concepts

• Derivation ofobjectives. Objectives derive from the observation ofperfonnance and are
based on infonnation obtained from a training needs analysis.

• Terminal statement. A description ofthe behaviour that forms a task and the outcomes
ofthat behaviour. These descriptions become sources for writing training objectives.

• Training objective. Has three components: statement of terminal behaviour, standards
and conditions.

Learning Objectives

After you have completed this section, you should be able to:

• Describe the components of a training objective.
• Write a training objective for a theory session or a skill session.

WHERE DO TRAINING OBJECTIVES COME FROM?

We cannot emphasise enough the necessity for defining objectivesfirst and defining them
exactly.
Training objectives come directly from the training needs analysis. As discussed in the
previous chapter, the TNA is perfonned at the workplace and identifies those tasks that either
are not being carried out effectively or are about to change.

Any task is really made up ofa series ofbehaviours. By describing these behaviours, you
begin to arrive at terminal behaviour statements. A terminal behaviour statement is the basis
for a training objective.

Doesn't Terminal Mean the End?

Yes, it does. By specifying terminal behaviour(s) as the end result (or goal) ofthe training
session, you create a specific and real target at which to aim. Setting a target also indicates
that you must continue the training until the trainee can perform the behaviour(s)
satisfactorily. So, the first step in preparing training objectives is to start at the end.

26
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Train the Trainer

THE COMPONENTS OF A TRAINING OBJECTIVE

Simply describing a tenninal behaviour is not definitive enough to serve as the basis for the
design ofa training session. To make the training target more specific, you must write a
training objective. A training objective has three components:

1. A statement of the terminal behaviour.
2. A statement of the standards that the trainee is expected to attain.
3. A statement ofthe conditions under which the trainee is expected to perform the

terminal behaviour.

The Terminal Behaviour Statement

A behaviour gives you, the trainer, a readily observable basis on which to assess learning.
You can see the trainee doing an activity. So as a general rule, an effective statement of
terminal behaviour will use an action verb. For example,

To type a paragraph.

An ill-defined statement (with a concept-related verb) such as

To understand how to type.

presents a number of problems. How do you observe or judge "understanding"? Ifyou test it,
how can you ensure that each trainee is tested in the same way and in the same manner?

Exactly what information needs to be given to the trainee to ensure that he or she can achieve
the training objective? Ofcourse, typing is a physical activity and is thus expressed in an
action verb. What happens, however, when you are planning a theory session (which imparts
ideas and facts) and you cannot observe a physical activity? Well, you must "force" the trainee
into an activity which demonstrates that he or she has grasped the ideas. For example, if the
session was on the safety rules to be observed when using a grinding machine, you might write
the following terminal behaviour statement:

To list and explain the safety rules that apply when using a grinding machine.

Here the activity is listing and explaining. In general, when writing the terminal behaviour
statement, avoid the abstract and use an action verb.

27
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The Standards

Consider this example:
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Train the Trainer

Avoid the abstract

To know
To understand
To be familiar with
To perceive
To be aware of
To think about

To avoid these ambiguities, include standards of excellence in the training objective. These
standards can generally be divided into three types:

To type afive-line paragraph without error and in two minutes.

1. Quantity
2. Quality
3. Time

Use the action verb

A well-qefined behavioural statement gives the trainees a clear goal. Trainees will feel that
they know where they are going and what they have to achieve.

Both you and the trainees can now visualise the terminal behaviour. But how well must the
trainees perform this behaviour?

To type afive-line paragraph without error and in two minutes.

Take the example ofa training objective "To type a paragraph." What constitutes satisfactory
performance? Must a trainee type the paragraph without errors? How long can the trainee
take to type it? How long is a paragraph?

To write
To demonstrate
To define
To solve
To explain
To select

'..
This gives a quantity standard ("five lines"), a quality standard ("without error"), and a time
standard ("in two minutes").

requires perfect typing. Ifyou were willing to accept a lower standard, such as

Note that setting the degree ofdifficulty automatically helps to define the amount of time
needed to achieve that standard. The typing objective
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Train the Trainer

To type afive-line paragraph with no more thanflve errors and inflve milWtes.

you would plan less practice for the trainees. To reach a standard of "no more than five errors
in five minutes" would take x minutes of practice; to attain a higher standard of "without error
and in two minutes" would take x + y minutes practice time.

As a general rule, let the standard accepted at the workplace dictate the level of difficulty of
the standard in your training objective.

Let's return to our other example of a behavioural objective:

To list and explain the safety rules that apply when using a grinding machine.

Here is a rewrite that incorporates standards ofexcellence:

To list and explain without error and in five minutesfive ofthe safety rules that apply when
using a ginning machine.

The Conditions

The final component of a training objective describes the conditions under which the trainee is
expected to perform. By including conditions in a training objective, you tell the trainee what
resources he or she will have and in what environment he or she can expect to be tested. It
helps you to define the resources you must prepare before the session. In the typing objective,
for example, the trainees should know whether the typewriter is standard or electric, as each
requires different skills.

However, listing all the conditions may become a little pedantic if some of them are
self-evident. Including "a table and chair will be provided" adds little to the effectiveness of
the training objective. Thus, the decision on what conditions to include in the objective
depends, to a large extent, on the situation. It is probably better to err by being a little too
specific rather than omitting important conditions. Here are some typical examples of
conditions:

• Given!! standard set of. ....
• Without the aid of mathematical tables....
• Using an electronic calculator.. ....

29



TASK ANALYSIS

STAGES KEY POINTS
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1. INTRODUCTION

THE STRUCTURE OF THE
ONE-TO-ONE SKILL SESSION

I DO IT FAST

IDOITSLOW

YOU DO IT WITH ME

AWAY WE GOI

31

2.2 SHOW AND TELL

2.1 SHOW

2.3 CHECK FOR
UNDERSTANDING

2. BODY

3. CONCLUSION
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ON-THE-JOB TRAINING

Training on the job is almost always skills training; thus the skill-session model described here
is a good guide for on-the-job training. Let's review the skill-session model.

The Skill-Session Model
4-Step Segment

IIntroduction S

'

ST IC Ip Conclusion I

Body

Task Breakdown

Your first step in preparing for on-the-job training is to analyse the task the trainee is to learn
and to construct a task breakdown. The task breakdown lists the steps in performing the task
and includes explanatory points where appropriate. It also specifies the content and sequence
ofthe session plan for on-the-job training.

The Session

Next, you plan your training session. Following the skill-session model, you would construct
a plan as follows.

Introduction

1. Orient the trainee to the session. Show how this session relates to the job or to
other training sessions.

2. Motivate. Explain why this skill (and session) is important.

3. Check current knowledge of the trainee so that you donlt repeat what the trainee
already knows or miss anything he or she needs to know.

4. State objectives in order to give the trainee something to aim at.

32
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Body

1. Show (S). Do the task to standard, giving the trainee a mental picture ofwhat he
or she has to do.

2. Show and tell (ST), one step at a time, following the task breakdown. Follow
correct methods and emphasise safety.

-
3. Check understanding (C) of the trainee. Question the trainee, or perform the task

to the trainee's instructions.

4. Practice (P). The trainee performs the task under your supervision. Correct
errors, emphasise safety, give constructive feedback. Practice should take half of
the session time.

Conclusion

1. Review the steps and key points of the session.

2. Give particular attention to difficult steps.

3. Check for any new techniques the trainee may have found.

4. Emphasise safety and standards of performance.

5. Answer any remaining questions.

6. Finish the session.

After the Session

One of the advantages of on-the-job training over every other training technique is that the
trainer (that is, manager, supervisor, or co-worker) and the trainee remain in close contact for
a prolonged period after the training. This gives the trainer every opportunity to monitor
performance and to offer appropriate rewards on a continuing basis - which is the ultimate in
follow-up of training. Since ongoing rewards are one of the virtues of on-the-job training, let's
look at some important principles for administering rewards.

Shaping Technically, shaping is the administering of rewards for successfully closer
approximations to a desired behaviour. In practice, it means that on the trainee's first attempt
at a task, you reward any reasonable effort. As the trainee has more attempts, you expect him
or her

33



Train the Trainer

to come closer to success, and so you give rewards only for better attempts. You are
gradually increasing the standard the trainee must achieve before you give a reward, until
eventually the task must be done expertly before a reward is forthcoming. You have shaped
the trainee's behaviour to the desired standard.

Shaping can be readily seen ifyou observe parents and their young children. For example,
when a baby at age twelve months says t1Ma, tI the mother gives plentiful rewards (smiling,
touching, hugging, attention) and happily accepts being called "Ma. fl In a few months,
however, the mother can be observed saying "Mum, not Ma," and remaining relatively
unresponsive until the baby offers a sound closer to "Mum" than flMa." Rewards are given for
closer approximations to "Mum" until, at age two years, rewards are given only for a clearly
enunciated "Mum.f'

In a similar way, someone just starting a job is initially rewarded for performance that would
usually be regarded as sub-standard. With experience on the job, the required standard is
progressively raised and rewards are given accordingly.

RewardSchedule After you have established the desired behaviour through shaping, do you
have to reward the trainee every time the behaviour occurs? This is neither practical nor
efficient. You must continue to give rewards in some way, however, since unrewarded
behaviour will cease (extinguish). Try gradually moving from a "one piece of behaviour to
one reward" ratio (1:1) to a 2:1 ratio, to a 5:1 ratio, and so on. In this way, you get more of
the behaviour for each reward. You can make your rewards even more effective by making
their occurrence slightly unpredictable. For example, ifyou are operating on a 10:1 ratio, you
might give the reward-after the behaviour has occurred 8 times, then after another 13 times,
then after another 9 times, and so on. Alternatively, you might reward on a time basis, for
example, about every half day.

34
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4. CONCLUSION,OR"GRAND SUMMARY"

THE STRUCTURE OF THE "CLASSIC"
TRAINING SESSION

Train the Trainer

-STAGE 2

-STAGE 1

-STAGE 3
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EXPOSITION

ACTIVITY

SUMMARY

EXPOSITION

ACTIVITY

SUMMARY

EXPOSITION

ACTIVITY

SUMMARY

1. INTRODUCTION

2. BODY

3. TEST
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1.

2.

3.

4.

5.

6.

7.

8.

Train the Trainer

STEPS IN DESIGNING A GROUP
TRAINING SESSION

Write down your training objective (ATEOrS, TWBAr.....).

Gather together, or make a list of, all resourceslmaterial/information relating to
the topic.

Divide information into:

(a) must know

(b) should know

(c) could know

Develop a logical sequence for presenting your information. Two guiding
principles for developing a logical sequence are:

- generally move from the known to the unknown;

and

- generally move from the simple to the complex.

Develop handouts, visual aids, and other accompaniments which make expositions
easier to understand.

Design trainee activities to accompany your exposition/each exposition. (Note:
This is a key stage in designing an effective session.)

Ifnecessary, develop a test.

Write your Introduction and Conclusion.
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Train the Trainer

VOICE CONTROL

Here are some tips on how to use your voice when addressing an audience:

1. Timing is important. A good rule of thumb is to speak just a shade slower
than in ordinary conversation. This not only helps your listeners but will
give you an opportunity to think about what you are going to say next.

•
I
I
I

2.

3.

4.

5.

Don't break up your sentences too much. Pause, but don~ break sentences
into halves or quarters so that you never say more than four words without
pausmg.

Modulate your voice to avoid monotony in your delivery. Like any good TV
or radio newsreader, you too can change the tone and pitch ofyour voice with
each new item so as to make every announcement fresh and lively.

Learn to emphasize key words and phrases either by ra.J.smg your voice
slightly, pausing just before speaking to give them full weight, or lowering the
tone ofyour voice when you want the words to remain firmly in your listeners'
minds. With this tactic your audience has to concentrate more and will listen
harder. Take care, however, not to let your voice drop at the end of
sentences.

Speak clearly but without shouting. Shouting at people becomes boring and
listeners will be unable to concentrate on what you are saying.
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Train the Trainer

VARIETY

ARTICULATION

VOLUME

~l1
38

Your first objective is to be heard by every person in your audience. So whether you speak
from your seat to an audience of six, or from a podium to an audience of a thousand, it is your
responsibility to ensure that everyone in your audience can hear you.

Once you are in front ofyour audience, you will need to ensure that they receive your message
with interest and respond favourably. To do this you will have to rely on more than the mere
words that you use. You will have to rely also on a variety of delivery techniques, some of
which will come to you instinctively, an~ others which will have to be learned and consciously
applied.

DELIVERY TECHNIQUES

Many accomplished speakers have acquired the art of varying the volume of their
presentation depending on the effect they want to create. For instance, a speaker may raise
the volume level at a point in his/her speech where he/she wants to emphasise the conviction
with which he/she holds a certain belief. On the other hand, the same speaker may sometimes
descend into an audible - but barely audible - near-whisper when he/she is trying to create an
impression that he/she is disclosing some highly emotional or personal information or belief.

A good speaker avoids a monotone. By variations in rate of delivery, pitch, and force, you
can enliven your delivery and bring out subtleties ofmeaning.

The speaker should also vary the tone of the voice so that the mood conveyed - amusement,
sadness, reflection. enthusiasm, and so on - is consistent with the message in the words that
are used.

If you are going to be heard and understood, you must not only speak loudly enough to an
attentive audience; you must also articulate clearly. What is sought here is not a false
refinement of speech, but an ordinary regard for the sound of the language. When 'being'
sounds like 'bing', or 'death' sounds like 'debt', there is real danger that you will be
misunderstood. But articulation has a social dimension too. If a speaker says 'fillum' for 'film',
'pitcher' for 'picture', and 'fiinstance' for 'for instance', he/she creates in his/her audience an
attitude similar to that which a misspelled word would cause in written communication. The
result is a loss of acceptance that can seriously reduce a speaker's ability to hold and influence
his/her audience.
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Train the Trainer

EYE CONTACT

The most direct link between the speaker and the audience is through the eyes. If you care
about your audience, you will look right at them, directing your eyes momentarily to one
person, then another. You will not look over their heads or out the window or down at the
floor.

Eye contact is important to getting your message across to the audience, but it is also a way of
rec·eiving feedback. By noting the response of your audience - whether it be interest,
boredom, or confusion - you are in a position to detennine whether to continue in the same
vein or to make adjustments in the content and delivery ofyour speech.

One difficulty in maintaining eye contact arises when you are using notes or visual aids. Notes
should be as brief as possible, and once you glance at them, you should return your attention
to your audience. Point to a chart or an overhead transparency when you want your audience
to do the same, but then remove the chart or transparency from view as soon as you have
finished referring to it.

POSTURE AND MOVEMENT

There are no fixed rules on how to stand or sit when you talk, but audiences expect that a
speaker will look alert and interested in what she/he is saying. That means, for example, that a
speaker will not slouch over a table on his/her elbows. Sitting or standing, his/her best
position is erect but not stiff

A stand-up speaker will look most comfortable with both feet solidly on the floor and slightly
apart, and hands at sides. Unnecessary movement, like fidgeting with the hands or shifting
the weight from one foot to the other is distracting and should be avoided.

Meaningful movement, on the other hand, will add interest to the presentation. Thus, to
emphasise a point, you may gesture with one or both hands or move closer to the audience.
As you progress from one point to another, you may also move a few steps to the right or left,
as if to call attention to the change in ideas.

The movement, incidentally, helps you to relieve some of your tension, but in a very
constructive way. For a speaker who is feeling very self-conscious, the action of courageously
stepping forward to be closer to the audience can do a great deal to overcome any initial
feeling of panic.
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Train the Trainer

HOW TO BREATHE LIFE INTO A
TECHNICAL PRESENTATION
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•
•

•

•
•
•
•
•

•

•

•

•
•

Eliminate or minimise jargon.

Use startling, interesting and creatively presented statistics.

Give examples.

Use anecdotes and personal stories.

Use quotations.

Use analogies.

Give the historical background.

Introduce humour.

Pose problems/dilemmas associated with your topic.

Ask questions ofyour audience.

Challenge some accepted wisdom.

Use visual aids.

Make your delivery colourful, varied, interesting.
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Train the T'''3iner

USES OF GROUP DISCUSSION IN
TRAINING

•
•
•

•
•

•

Explore the range and depth of opinions.

Draw on the expertise of individuals within the group.

Solve problems.

Change or reinforce attitudes.

Vary the focus (away from the trainer) within a session.

The Means by which Case Studies, Role Plays, and Games are "processed",
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I Train the Trainer

I STRUCTURE OF A GROUP

I DISCUSSION

I • INTRODUCTION

I
I

QUESTION - DISCUSSION - SUMMARY•
I
I
I • QUESTION - DISCUSSION - SUMMARY

I
I • QUESTION - DISCUSSION - SUMMARY

I
I

etc.

I
• GRAND SUMMARY

I
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Train the Trainer I
QUESTIONS I

I
I

• OPEN I
I

• CLOSED I
I

• OVERHEAD I
I

• DIRECT
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Train the Trainer

HOW THE PROCESS CONSULTANT
OPERATES IN A DISCUSSION GROUP

Poor Timesharing

Symptoms: Some group members talk a lot of the time, while some seem to make very few
contributions. Someone who ought to have something to contribute says
nothing. A lot of the talk is off the topic.

Remedy: Timesharing does not seem to be taking into account the ability of group
members to contribute. Draw the group's attention to its use of time. Check
with the person or people doing the least talking. Check with the person or
people doing the most talking.

Destructive Criticism

Symptoms: They criticise each other's ideas. Some contributions are ignored. They attack
each other rather than the common problem. Some of them are behaving
defensively.

Remedy: They do not seem to be focusing on group goals, but are more concerned with
self-defence. Try asking them to define common goals. Remind them when
they attack the person. Bring the hidden agendas to the surface and work
through them first. Ask them to switch roles. Ask them to define their
individual needs, then define a mutually acceptable goal.

Inattention

Symptoms: They seem to be repeating themselves often. There are signs of inattention. A
speaker's offering doesn't seem to follow the previous contribution. They seem
to be talking "past" each other.

Remedy: Perhaps they don't use a sufficiently common language. Suggest that they try
paraphrasing the last speaker's offering (to his or her satisfaction) before
making any contribution of their own. Ask if there's a way of phrasing the
issue so that all contributions seem relevant. Draw their attention to the
common goal. Perhaps redefine the common goal.
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Train the Trainer

Uneven Power

It Still Doesn't Work

Symptoms: One person is doing most of the talking. One person seems to initiate most
suggestions. People defer to one member. There are non-verbal signs of
dominance or submission on the part of some group members. One person is
making most of the decisions. Some have given up.

Remedy: There may be ~nequal power in the group. Try drawing their attention to it.
Check with the quieter/more submissive members. Suggest that the quieter
members speak first. Suggest that the group use polling procedures, or record
views privately in writing before proceeding with the discussion. Use video, if
available, to demonstrate non-verbal manipulation, or intervene whenever it
happens. Ask the most dominant member to help with the process for a while,
and keep them away from content.
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You've tried everything, and nothing seems to work.

45

Perhaps they don't really want to be there. Ask them. Perhaps there are hidden
agendas: drop content entirely until you've sorted out the process. Ask for
their help. Ask if they are still interested in the exercise. Maybe you can ask
them to do a force field analysis on their own effectiveness. Perhaps you are
imagining it: ask them for their ratings of their effectiveness and yours. Ask if
a third party would help. If all else fails, maybe you should ask them if they'd
prefer to go home; or maybe you could go home and leave them to it.

Remedy:

Symptoms:
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Train the Trainer

USE VISUAL AIDS WHEN YOU NEED
TO

1. FOCUS ON THE AUDIENCE'S ATTENTION

2. REINFORCE YOUR VERBAL MESSAGE
(But do not repeat it VERBATIM).

3. STIMULATE INTEREST.

4. ILLUSTRATE FACTORS THAT ARE HARD TO VISUALISE.
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Train the Trainer

DON'T USE VISUAL AIDS TO

1. IMPRESS YOUR AUDIENCE WITH
OVERLY DETAILED TABLES OR
GRAPHS.

2. AVOID INTERACTION WITH YOUR
AUDIENCE.

3. MAKE MORE THAN ONE MAIN
POINT.

4. PRESENT SIMPLE IDEAS THAT ARE
EASll..Y STATED VERBALLY.
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I Train the Trainer

I VISUAL AIDS

I
I l. USE THE KISS PRINCIPLE. DON'T

OVERLOAD YOUR AUDIENCE.

I
I 2. USE "KEY WORDS" OR PHRASES

I
ONLY.

I
3. WHEREVER POSSffiLE, USE

I PICTURES OR GRAPHS RATHER
THAN WORDS OR NUMBERS.

I
I 4. TALK TO YOUR AUDIENCE, NOT

YOUR VISUAL AIDS.

I
I 5. PLACE YOURSELF AT CENTRE

STAGE.

I
I
I
I
I
I
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Train the T:-ainer

VISUAL AIDS: SOME TRICKS OF THE
TRADE

• Verify for yourself that everything is ready; don't rely on someone else's word.

• If using an overhead projector, locate the on/off switch before you start, since each
projector is different, and many have switches in hard-to_-find locations. (For example, 3M
machines use a bar instead ofa switch..)

· If using an overhead projector, adjust the focus to suit your transparencies before your
presentation commences.

• Tum off the overhead projector when you need to make a lengthy explanation about a
point on the transparency and there is no need for the audience to watch the screen. In
other words, show the visual aid only when you are making the same point it does, and
tum off the visual when it is not needed.

• Point with the hand that is closest to the blackboard, flipchart, or screen.

• Stand to the side of the screen as you refer to it with your hand.

• Look at the visual aid only when you first refer to it. Donlt keep staring at the screen or
object and don't keep an arm rigidly pointing.

• Tum a flipchart page when you have finished referring to it.

• Break up slide presentations by inserting a black slide at points where an explanation is
needed, or where you wish to make a transition to a new section ofyour presentation. This
wakes up your audience and helps re-focus their attention.

• Show or demonstrate an object by revealing it when it is referred to and then covering it
up when it is no longer in use.

• Avoid passing objects around the audience since this is very distracting. Instead, walk inLe
the audience and show the object to everyone briefly, and then make it available again at
the end of the presentation.

• Indicate the use of all visual aids in your notes.
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DIRECT VISUAL AIDS

1. THREE DIMENSIONAL OBJECTS (pRODUCTS
MODELS, MOCK-UPS).

2. PICTURESIDIAGRAMS/CHARTS

3. WIDTEBOARD.

4. ELECTRONIC WffiTEBOARD.

5. HANDOUTS.
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Train the Trainer

PLANNING YOUR VISUAL AIDS

When considering what type ofvisual representation to use for your data or ideas, there are
some rules ofthumb to consider:

1.

2.

3.

4.

5.

6.

Use visual aids sparingly. One ofthe biggest problems in technical
presentations is the overuse ofvisual aids.

Use visual aids pictorially. Graphs, pictures ofequipment, flowcharts, etc.,
all give the viewer an insight that would require many words or columns of
numbers.

Present one key point per visual. Keep the focus ofthe visual simple and
clear. Presenting more than one main idea per visual can seriously detract from
the impact.

Make visuals big enough to see. Walk to the back row and make sure that
everything on the visual can be seen clearly.

Make visuals attractive. Where possible, use colour. Avoid clutter, and
work for simplicity and clarity.

Avoid miscellaneous visuals. Ifsomething can be stated simply and verbally,
such as the title of a presentation, there is no need for a visual aid.
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Train the Trainer

DANGERS OF VISUAL MATERIAL

The use ofvisuals can have its pitfalls. Here are some dangers to avoid:

1. Exhibits or charts that are too small. Whatever your visual medium, it must be
large enough and clear enough for everyone to see.

2. Charts that are too complicated. Nothing should be cluttered or too subtle. If
a chart cannot be easily understood by all, it should not be used.

3. Inadequate explanation of a visual aid. If you are using a chart, slide, or
transparency, explain it fully. Donlt just say "This transparency explains the
layout"; work through the layout with your audience.

4. Irrelevant visual material. Just because you happen to have a picture of timber
being unloaded at a wharf, doesn't mean you have to use it in your presentation on
modem contruction methods. Never use a visual just for the sake ofit.

S. Badly rehearsed use of visuals. Slides can be an absolute disaster if their
sequence is not properly rehearsed.

6. Technical hitches. Ifyou are using any electronic audio-visual equipment, make
sure it is properly adjusted before you start and, if necessary, have someone
operating the equipment who knows what they are doing.

7. Disasters. Be prepared for the worst. The day will come when you forget the
tape or the slides or the charts. Be ready to cope without them ifyou have to.
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SUGGESTIONS FOR OVERCOMING
THE FEAR OF PUBLIC SPEAKING

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

Know the material well. Be an expert.

Practise your presentation. Do a pilot in front of the mirror; ifpossible, videotape
yourself.

Use group involvement techniques.

Learn the names of some (or all) ofthe people in your audience, and use them.

Establish your credibility early.

Use eye contact to establish rapport.

Exhibit the extent ofyour preparation (via handouts, etc).

Anticipate potential problems, and prepare and rehearse responses.

Check out the venue and facilities well in advance ofthe actual engagement.

Obtain information about your group in advance (through observation, or
queStionnaire, or mutual acquaintances).

Use 'relaxation techniques l
. Breathe deeply; meditate; use positive self-talk.

Prepare an outline and follow it.

Manage your appearance. Dress comfortably and appropriately.
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

Train the Trainer

Get plenty of rest so that you are both physically and psychologically alert.

Use your own style. Don't mutate someone else.

Use your own words. Don't reaci.

Assume that the audience is on-your side; they aren't necessarily antagonistic or
hostile.

Accept some fears as being positive (energising stress vs. destructive stress).

Introduce yourself to the audience in advance (via a social context).

IdentifY your fears, categorise them as controllable or uncontrollable, and confront
them.

Give special emphasis to the first five minutes.

Imagine yourself as a powerful and compelling speaker; allow this positive
self-image to become a self-fulfilling prophecy.

Create an infonnal setting. Dim the lights; remove barriers such as tables; sit on
the edge of a table rather than a chair.
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KEYS TO BREAKING THE FEAR
BARRIER

• ADMIT YOUR FEAR;
UNDERSTAND ITS SOURCE.

• TAP ENERGY THAT FEAR
PRODUCES.

• RECOGNISE FEAR OF PUBLIC
SPEAKlNG AS NORMAL.

• VISUALISE YOURSELF AS A
POWERFUL SPEAKER

• SEE AUDIENCE AS AN ALLY.

• SPEAK ABOUT SOMETInNG
YOU CARE ABOUT.

• COMBINE PREPARATION WITH
PRACTICE.

• TIDNK POSITIVELY ABOUT
YOURSELF.
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POINTS TO REMEk/BER - TRAIN-THE-TRAINER

Introduction to Training

I do it fast
I do it slow
We do it together
Away we go

SHOW
SHOW AND TELL
DO IT WITH l\1E
CHECK

• Introduce yourself, your history, your experience, why you are here

• Explain what they can expect to learn

• Tell them the timetable for training

• Explain the process (how they will learn)

Doing, reading, seeing, visiting

• Explain the "rules"

If you don't understand ask

Informal/formal training environment

• Encourage questions at all times

• Get them to introduce themselves, why they are here, what they know, what they don't
know, what do they expect from the training

On-the-job Training (process training)

• Test their knowledge prior to each session/day/topic

• State the objective of each session prior to commencement

At the end ofthis session, you will be able to ....

• Tell them what is important or why the training is important

How is fits in the big picture

Accuracy, double checking

• Give them feedback on their performance/encourage them

• Conclusion - repeat, reinforce, test, check, feedback
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Group Training

• Define your objective (clear and concise)

At the end of this session, you will be able to....

• Make a list ofall resources, materials, information you have available relating to the topic.

• Divide information into:

Must know

Should know

Could know

• Develop a logical sequence for presenting your information

Generally move from the known to the unknown

Generally move from the simple to the complex

• Develop handouts, visual aids etc

• Incorporate trainee activities (group work, demonstrations etc)

• Test or evaluate trainees

• Write your introduction and conclusion

• Develop a timetable and do a practice run. ModifY timetable ifnecessary.

• Remember: Encourage questions at all times

• Remember for your conclusion: Repeat, reinforce, test, check, feedback.

Hillts for Trailling

• Be prepared

• Be organised

• Be motivated/enthusiastic

• Voice control- be loud enough (not too loud or too soft, speak slower than in ordinary
conversation)

• Avoid jargon

• Maintain eye contact

• Have good posture and be aware of your body language

• Listen to what your trainees have to say

• Ask for examples/ideas from your trainees - get them involved

• Share your experiences with the trainees
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Hillts for Traillillg COllt..

• Ask open questions

• Obtain information about your group in advance (special needs, at the same starting point)

• Think about things you like/don't like about other trainers to develop yourself

Visual Aids

• Familiarise yourself with any equipment you are using prior to training

• Reinforce your verbal message

• Stimulate interest

• Use only key words or phrases

• Use pictures or graphs if possible

• Talk to your trainees not your visual aid

• Use visual aids soaringlv

• Make text big (approx 16 pt or above)

• Use colour if possible

• Explain what is on the visual aid

• Don't use a visual aid for the sake of it
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Annex V.G.

Training Room Requirements

• 36 sq. ft (3.35 sq. m) of floor space per delegate

• 1 terminal/workstation per a maximum of 2 delegates

• 10 ft (2.54 m) minimum ceiling height throughout

• Minimum of 100 sq. ft (9.3 sq. m) of window area with moveable blinds

• Flip chart and stand, pens, reserve paper

• Whiteboard (120 cm x 200 cm), pens, eraser

• Overhead projector and moveable (150 cm x 150 cm) screen

• All cabling to be run through underfoot trunking or safely secured to exposed surfaces

• Screen broadcast system (ideally, Coursemaster or UTAC or similar, but 27" monitor or
Barco or similar screen projection are suitable alternatives)

• Minimum of 116 sq. ft (10.79 sq. m) of space between the front delegate row worktables and
rear wall

• Minimum of 6 sq. ft (0.56 sq. m) delegate table area per delegate

• Local delegate printing facilities within easy access of training room

• Access to telephone

• Access to Xeroxing

• Minimum of 26 sq. ft (2.4 sq. m) course presenter's table area

• Full set of Oracle product technical documentation to support products taught available for
reference in training room

• Suitable wheelchair access to training room from adjoining area

• Natural light, adequate airing capability, air conditioned ideally, temperature control
essential

• Adequate refreshment area. Refreshment for delegates and trainers (soft drinks, coffee, tea,
etc.)

• Adequate sanitary capacities
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Annex V.H.

Introduction to the Computer Course

# SUBJECT Q-ty of hours

I. Purposes of the course. Brief historical information about computer 0,5
development.

2. Computer configuration and main devices (processor, RAM, ROM, floppy 1,5
drive, hard drive, data input, output)

3. Computer software (programmes, disk and text information, data 2
input/output, files)

4. Working with a computer (getting ready, keyboard, working with files) 4

5. Text editors. (Basic notions. Brief information about the existing editors.) 1

6. WordPerfect text editor. (Basic characteristics. Using keyboard while 1
working with text editors.)

7. Inputting and editing text. 4

8. Formatting text. 2

9. Set up for printing and printing. 2

10. Database notion. Databases. Application. (Data Structure. Relational 2
Model.)

II. Dialogue interface FoxPro. Developing and working with a database. 2
(Developing and changing data structure. Adding data. Marking data to be
deleted. Packing databases.)

12. Looking through a database. Review of the contents. Modifying Browse 2
windows. Looking through in the mode of replacement.

13. Search within a database. (Opening RQBE window. Placing a request. 2
Changing the request.)

14. Database reports. (How to make a request. Changes in the request. 2
Printing out the report.)

15. Creating a model of data input into the database. (Fields in the user's 2
window.)

TOTAL: 30
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What topics do you think required more time~
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What did you hope to learn on this course?

Did the course fulfil your requirements?

What topics do you think required less time?

What changes would you suggest?

Any other comments?

Delegate:

Address:

Telephone:

Company Name:
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AnnexV.J.

INTERACTIVE TRAINING CONTINUUM

A continuum of Assumptions and Processes of

Instructor-directed (pedagogical) training and interactive, trainee-directed
(andragogical) training

Instructor-directed

Dependent personality

Built on experience

Subject-centered

External rewards and punishments

Climate that is formal, authority oriented,

competitive, judgemental

Planning and decision-making

primarily by the instructor

Assessment of needs primarily by the

instructor

Goal setting primarily by the instructor

Learning activities are generally by

transmittal techniques, assigned readings

Evaluated primarily by the instructor

Completion
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Interactivally-directed

Self-directed personality

Experience used as a rich resource

Task or problem centered

Internal motivations

Climate that is informal,

mutually respectful,

Consensual, collaborative, supportive

Participatory planning and

decision making

Mutual assessment of needs

Mutual goal setting negotiation

Learning activities are

inquiry projects, independent study

experiential techniques

Evaluation by mutual

Assessment of self-collected evidence

Continous education, cradle to grave
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1C3

Hearing
Saying
Seeing and
Doing

Visual Receiving

Verbal Receiving

Levels of Abstraction

Read

Do the real thing

Watch exhibits

Make a site visit

Watch still pictures

Watch demonstrations

Watch moving pictures

Simulate a real experience

Make a dramatic presentation

People Generally Remember

20% of what they hear

Dale's Learning Cone of Experience

An important learning principle that is supported by extensive
research is that people learn best when they are actively involved in
the learning process. Dale's Learning Cone of Experience, below,
shows various learning activities grouped by levels of abstraction.
The left column indicates their relative effectiveness as training
techniques.

AnnexV.K.

10% of what they read

64

70% of what
they sayar
write

-Wiman and Mierhenry, Educational Media, Charles Merrill, 1969

50% of what they
hear and see

30% of what they see

90% of
what they
say as they
do a thing

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



..REIS Training Shedule for 1995*

MONTH
01 02 03 . 04 05 06 07 08 09 10

City 1510l5:l:l33l 15101!lZl2S3l 151015:m53l 1510153X!53l 15101!l3l253l 1510153l253l 1510152J253l 151015:m53l 15 Mll5Zl2S3) 151Ol5:D2S

Nizhny Dc a Entry DB manag. GIS op. Advanced LAN 1fA..:! -corn
Novgorod Intro. a GIS GIS

Krasnodar Intra. te PC Intra. to GIS GIS op. Advanced . LAN le!e
Data Entry GIS ·c(·rn

DE manag.

Stavropol I) f'1 All.. 6 wI< .f N/A
Yaroslavl Intra. to Pt- Intro. to GIS PiS op. Advancec

Data Entry -'------ GIS L~N..
DB manag. T,:,:ll~

-corn
Ivanovo N/A
Vladimir 111110. to P c DB Intra. to GIS GIS op. Advanced LAN IHI ~~

Data manag. GIS ··(::orn
entry

Suzdal N/A
REIS confer

Moscow FoxPro meeting and conferences, REIS seminars conducted on an as needed basis

Washington rip to U.S.
D.C.

~
'-.c

~

..

* As of 01.06.95 tfJ UllIllilil\'"1111 ~
~
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~
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Monday Tuesday Wednesday Thursday Friday Saturday

8:30-9:00 ,
9:00-9:50

10:00-10:50

11:10-12:00

12:10-1:00

Lunch 1:00-2:00
2:00-2:50

3:10-5:50

Dinner 6:30
PM
7:00



Annex V.M

Sample of a Training Day Lessons

REIS Training
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Trainer

Responsible

Lesson Plan

Introduction to Computers

67

The trainers will explain that training is all about change. Change is the
major task of the training team. The trainers give training to bring about
change, change in knowledge, skills and attitude in the trainees. If the
training does its job, the trainees will be changed by this training. The
trainees will also change other when they train them. Change is the role
and responsibility of the trainer. When participants come to a training
they must open themselves to be changed. This is the role of
participants.

Then the trainers will "walk-through" an outline of the whole course
explaining what will be covered and what is expected of the trainees.

The trainees will introduce themselves, their professional role and what
they expect from the course. The trainers will explain the background of
the REIS briefly so that the trainees will understand what lead up to
that day.

Welcome and introduction of trainers
The trainees will be welcomed a they arrive by the training staff. A
special effort is made to set a friendly, well organized climate for
learning. It is expected that a positive, but serious attitude will be
transferred to the trainees.

Day 1 Methodology

Morning Session

Objectives

8:30AM
9:30AM

• To present the training concept of the course
• To describe the whole training course and explain the objectives and the

methodology used in training.
• To distribute RBIS materials.
• To solicit from trainees, their expectations of the course and announce the norms for

the course.
• To distribute the material for the assigned reading tasks.
• To explain in simple terms how a computer works and how computers will work for

REIS.
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Overheads #3 and #4, Handout #2.

Overheads #1 and #2, Handouts #1 Course Outline.

Brief History of Computer Development

Coffee Break

Software

At the end of this explanation the trainer will ask if there are any
questions and with patience the trainer will answer their questions.

The storage of data will also be covered, naming files and retrieval of files.

Using information that the group knows the trainer facilitates the
discussion to include information about MS-DOS, computer software
programs, disks, text information, inputting data, manipulating data and
data output.

This section is designed to give trainees an understanding of computers,
the historical background and major components of computer
configuration. Each component will be described and discussed soliciting
information from the trainees and building on what they know and
understand about computers.

• To give a lecture on the history of computer development
• To facilitate a discussion on computer configuration and main devices such as the

processor, RAM, ROM, floppy drive, hard disk, data input and output.

9:30 AM
10:30 AM

• To explain a computer operating system
• To explain software programs
• To explain disks and text information, data input and data output, storage data, and

files, retrieval of files.

• To provide hands-on computer experience for each trainee
• To demonstrate how you get ready to input data into the computer
• To provide keyboard experience, turning on, turning off, saving material

10:30 AM
10:45 AM

10:45 AM
12:30 AM

1:30 PM Working with computers
5:30 PM

12:30 AM Lunch
1:30 AM
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To demonstrate how to work with files on a computer, opening a file, saving a file and
closing a file and turning off the computer.

As this may be the first time of these trainees have had keyboard experience
the trainees could be paired with experienced trainees to relieve some of their
fear. As the objectives are covered in the training it is important to go slowly
step by step through the sequence of directions until everyone is familiar with
new terminology and actions.

Overheads #4 and #5, Handouts #3

Feedback

Lessons Learned
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Ethics in Real Estate

1.1 Real Estate

• Real Estate Professionals

70

Expected value in the future.
Supply is usable space for a given market.
Demand is the desire to purchase or lease goods and services.

AnnexV.N.

Land
Improvements
Land and all things permanently attached to it, natural or artificial
Real Property
Personal Property: movable property such as vehicles, furniture, cash and
securities
Fixtures: articles now fixed to property such as mailboxes, light fixtures.

Homeowners
Renters
Other Tenants/ Corporations

Residential
Commercial
Industrial
Agricultural
Special-purpose: churches, schools, cemeteries, government ministries, etc.

Developer
Broker
Contractor
Appraiser
Property Manager

1. Topics Discussed in the REIS Real Estate Course

1.1.1 Land, Building and Fixtures

• Components of Real Estate

• Types of Real Property

• Users of Real Property

• Economic Concepts in Real Estate

Anticipation:
Supply and Demand:
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1.1.2 Rights and Restrictions

Change:

Opportunitlj Cost:
Contribution:
Surplus ProductivitlJ:
Conformity:

Externalities:

Demographic patterns, employment, available land,
government regulations, zoning, price controls, public
services, infrastructure, physical conditions.
Choices between competing investment opportunities
Contribution to the value of the whole property.
Net income after various agents have been paid.
When the characteristics of the property conform to the
demands of the market, real property value is maximized.
Activities external to the site of the property, positive and
negative.

I
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• Property rights: buying the rights of ownership held by the seller
Subsurface rights: below the ground surface
Surface rights
Air rights

• Legal Restrictions

Police power
Eminent Domain: the right of the government to acquire privately owned
property for public use.
Taxation: funds necessary to operate the government.
Escheat: process whereby the government can acquire property.
Encumbrances: include mortgage loans, unpaid taxes.
Easement: use of owned land for another purpose such as public utilities.
Encroachment: a structure that extends beyond the border of a property.

1.2 Legal Issues in Real Estate

1.2.1 Ownership

Estates: an interest in real property.
Forms of Ownership: co-ownership, partnerships, corporations, cooperatives,
condominiums.

1.2.2 Legal Descriptions

Definition: a method of geographically identifying a parcel of land acceptable in a
court of law, e.g. lot and plan reference.

1.2.3 Public Records

Deeds: a written instrument by which an owner of real estate intentionally conveys
the owner's rights.
The comprehensive Plan: a plan to guide the long-term physical development of a
particular area.
Zoning Ordinances: legal mechanism used by governments to limit the use of
privately owned real property.
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1.3 Market Information

Market information is for investors, lenders, builders, developers and brokers. The
data includes social, governmental, economic and environmental forces.

1.3.1 Types of Data

Economic
Demographic
Special Data by Region
Special Data by Type of Property

1.3.2 Market Analysis

Market analysis is a study to predict changes in the amount and types of real estate
facilities needed in an area.

Reasons for Market Analysis: investor information, financial information, profitable
use of land information.
Pertinent terms: absorption rate, capture rate, market area, and gross income
multiplier.

1.4 Leases and Leasing

A lease is a contract in which the owner of real property transfers rights to a tenant
for a specific period of time in return for regular rent.

1.4.1 Basic Lease Definitions

Landlord, tenant, rental rate, term-length of the lease in months or years.
Escalations: rent increases by a fixed percentage each year usually based on an
economic factor such as inflation.
Options: the right to lease or purchase property at a future date or at the end of their
initial term.

1.4.2 Tenancies

Tenancy for Years: greater than one year.
Periodic tenancy: month to month tenancy until the landlord or tenant gives notice
of termination.

1.4.3 Types of Leases

• Percentage Lea~e: a retail lease where the rent paid is a specified percentage or the
tenant's sales or net income

• Index Lease: a lease that increases indirect proportion either to inflationary
growth or to increase in expenses such as taxes, insurance and utilities

• Net Lease: a rental agreement requiring the tenant to pay all maintenance costs,
insurance premiums and property taxes in addition to rent

• Gross Lease: a lease where the landlord is responsible for paying some portion of
the property's expenses
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• Graduated Lease: an agreement calling for significant increases in rents over the
term of the lease

• Reappraisal Lease: an agreement that calls for a property's value and rental
amount to be reestablished at regular intervals, usually 3-5 years.

• Ground Lease: provides for use and occupancy of a vacant site in return for rental
payments.

• Sale/ Leaseback: an arrangement where an owner sells a property and
simultaneously leases it back from the buyer.

1.4.4 Landlord and Tenant Rights

• Landlord Rights: the lease agreement generally transfers most of the landlord's
rights to the tenant.

• Tenant Rights: tenants typically gain most of the property rights during the term
of their lease.

1.4.5 Termination of a Lease

There are five common ways to end a lease: term expiration, mutual agreement,
eviction, eminent domain, mortgage foreclosure.

1.5 Finance and Mortgages

• Loans and Mortgages

Basic Loan Terms
Methods of Calculating Loan Payments
Notes and Mortgages, types of loans

• Financial Analysis

Basic Real Estate Financial Terms: gross income, effective gross income, expenses,
net operating income, capital items, net cash flow.

• Property insurance

Insurance reduces risk to the property owner by transferring the risk of natural
hazards to an insurance company. In exchange, the property owner pays a fee called
a premium.

1.6 Real Estate Brokerage and Agency

• Real Estate Brokerage

The Real Estate industry is characterized by a network of professionals, licensed by
the government to assist their clients in making informed decisions when buying
and selling real estate.
A Real Estate Broker is a person who is licensed to buy, sell, exchange, or lease, rent
property for others and to charge a fee for services.
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• Law of Agency

The law that governs the legal responsibilities of the broker to his or her clients.

• Types of Agency

• General Agent, special agent

• Listing Property

Exclusive right to sell
Exclusive agency
Open Listing
Net listing
Multiple listing

• Compensation

• Brokers are normally paid a commission upon sale of the property

• Appraisers are normally paid an agreed upon fee to appraise a property before
sale
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Leader Effectiveness and Adaptability Description
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LEAD
SELF
Leadership Style/Perception of Self
Developed by Paul Hersey and Kenneth H.Blanchard
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Your name

PURPOSE
The purpose of this instrument is to evaluate your perception
of your leadership style in terms of "telling," "selling," "par
ticipating," or "delegating," and to indicate whether the style
is appropriate in various situations.

INSTRUCTIONS
Assume you are involved in each of the following twelve situa
tions. Each situation has four alternative actions you might in
itiate. Read each item carefully. Think about what you would
do in each circumstance. Then, circle the letter of the alter
native action choice which you think would most closely
describe your behavior in the situation presented. Circle only
one choice.

After you have circled one choice for each situation, use
the "LEAD Directions for Self-Scoring and Analysis" to score
and array the data.
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'I. SITUATION
Your followers are not responding lately to your friendly
conversation and obvious concern for their welfare. Their
performance is declining rapidly.

z. SITUATION
The observable performance of your group is increasing.
You have been making sure that all members were aware
of their responsibilities and expected standards of
performance.

J. SITUATION
Members of your group are unable to solve a problem.
You have normally left them alone. Group performance
and interpersonal relations have been good.

4. SITUATION
You are considering a change. Your followers have a fine
record of accomplishment. They respect the need for
change.

5. SITUATION
The performance of your group has been dropping dur
ing the last few months. Members have been uncon
cerned with meeting objectives. Redefining roles and
responsibilities has helped in the past. They have con
tinually needed reminding to have their tasks done on
time.

6. SITUATION
You stepped into an efficiently run organization. The
previous administrator tightly controlled the situation. You
want to maintain a productive situation, but would like
to begin humanizing the environment.

ALTERNATIVE ACTIONS
You would . ..
A. Emphasize the use of uniform procedures and the

necessity for task accomplishment.
B. Make yourself available for discussion but not push your

involvement.
C. Talk with followers and then set goals.
D. Intentionally not intervene.

ALTERNATIVE ACTIONS
You would. ..
A. Engage in friendly interaction, but continue to make sure

that all members are aware of their responsibilities and
expected standards of performance.

B. Take no definite action.
C. Do what you can to make the group feel important and

involved.
D. Emphasize the importance of deadlines and tasks.

ALTERNATIVE ACTIONS
You would . ..
A. Work with the group and together engage in prob-

lem solving.
B. Let the group work it out.
C. Act quickly and firmly to correct and redirect.
D. Encourage the group to work on the problem and be

supportive of their efforts.

ALTERNATIVE ACTIONS
You would . ..
A. Allow group involvement in developing the change, but

not be too directive.
B. Announce changes and then implement with close

supervision.
C. Allow the group to formulate its own direction.
D. Incorporate group recommendations, but you direct the

change.

ALTERNATIVE ACTIONS
You would . ..
A. Allow the group to formulate its own direction.
B. Incorporate group recommendations, but see that ob

jectives are met.
C. Redefine roles and responsibilities and supervise

carefully.
D. Allow group involvement in determining roles and

responsibilities, but not be too directive.

ALTERNATIVE ACTIONS
You would ...
A. Do what you can to make the group feel important and

involved.
B. Emphasize the importance of deadlines and tasks.
C. Intentionally not intervene.
D. Get the group involved in decision making, but see that

objectives are met.
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7. SITUATION
You are considering changing to a structure that will be
new to your group. Members of the group have made sug
gestions about needed change. The group has been pro
ductive and demonstrated flexibility in its operations.

8. SITUATION
Group performance and interpersonal relations are good.
You feel somewhat insecure about your lack of direction
of the group.

9. SITUATION
Your boss has appointed you to head a task force that is
far overdue in making requested recommendations for
change. The group is not clear on its goals. Attendance
at sessions has been poor. Their meetings have turned into
social gatherings. Potentially, they have the talent
necessary to help.

10. SITUATION
Your followers, usually able to take responsibility, are not
responding to your recent redefining of standards.

11. SITUATION
You have been promoted to a new position. The previous
supervisor was uninvolved in the affairs of the group. The
group has adequately handled its tasks and direction.
Group interrelations are good. .

IZ. SITUATION
Recent information indicates some internal difficulties
among followers. The group has a remarkable record of
accomplishment. Members have effectively maintained
long-range goals. They have worked in harmony for the
past year. All are well qualified for the task.

ALTERNATIVE ACTIONS
You would...
A. Define the change and supervise carefully.
B. Participate with the group in developing the change, but

allow members to organize the implementation.
e. Be willing to make changes as recommended, but main

tain control of implementation.
D. Avoid confrontation; leave things alone.

ALTERNATIVE ACTIONS
You would . ..
A. leave the group alone.
B. Discuss the situation with the group and then initiate

necessary changes.
C. Take steps to direct followers toward working in a weI/

defined manner.
D. Be supportive in discussing the situation with the group,

but not too directive.

ALTERNATIVE ACTIONS
You would...
A. let the group work out its problems.
B. Incorporate group recommendations, but see that ob

jectives are met.
e. Redefine goals and supervise carefully.
D. Allow group involvement in setting goals, but not push.

ALTERNATIVE ACTIONS
You would. ..
A. Allow group involvement in redefining standards, but

not take control.
B. Redefine standards and supervise carefully.
e. Avoid confrontation by not applying pressure; leave the

situation alone.
D. Incorporate group recommendations, but see that new

standards are met.

ALTERNATIVE ACTIONS
You would. ..
A. Take steps to direct followers toward working in a well

defined manner.
B. Involve followers in decision making and reinforce good

contributions.
e. Discuss past performance with the group and then ex

amine the need for new practices.
D. Continue to leave the group alone.

ALTERNATIVE ACTIONS
You would . ..
A. Try out your solution with followers and examine the

need for new practices.
B. Allow group members to work it out themselves.
e. Act quickly and firmly to correct and redirect.
D. Participate in problem discussion while providing sup

port for followers.
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AnnexV.P

Team Building
A discussion on team building can begin with the group:
• Recalling, reviewing and remembers what a "good" team looks like.
• "Good" teams can be related to winning athletic teams.
• Record the comments people make about what"good" team do to become

effective.
• Have the group draw a picture of a "good" team. What do they look like?

When the trainer is facilitating this discussion and the team starts to draw the group
picture, the facilitator should observe if one person takes a leadership role. A
reporter was chosen by the group to tell about the experience they had when
completing the draWing. Some questions the facilitor should ask are:
Was there competition in the group?
What attitudes were noticed? Cooperation? Helpful suggestions? Thoughtful
humor?

Exercises which inspire team building can be created and discussed. On such
exercise is called "The Broken Square Exercise."
Teams are given envelopes with pieces of five squares. They are told to be silent in
this activity, not asking for or grabbing pieces of the puzzle but offering to others
their pieces for completion of the task. An Observer/ s is assigned. When the tasks
are completed the Observer/s shares their group's experiences as he or she observed
it. Gradually, a body of knowledge is accumlated from the observations, readins and
facilitators comments toward positive team building behavior.

A copy of this exercise is on the next page.

More team behaviors accumulated from exercises such as the one above.

"Team members are appreciative of the efforts of their team and express their
appreciation frequently.
Team members use positive interaction with team members and can accept feedback.
Team members believe in the goals of their organization and the aims of the task.
Team members contribute to the productivity of the whole group.
Team members listen to each others opinion and respect these opinions even if they
do not agree. Disagreement is accepted by the others.
Team members talk to a team member who is affecting the general performance of
the team. They try to discover if there is a solution to the change in productivity."
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AnnexV.Q

Introduction to Motivation

Round Table Discussion on Motivation
Stories of motivation are discussed: motivation of sales, motivation for school
children, manufacturing quotas, money as a motivator, internal motivation etc.

A definition of motivation is displayed. Examples of what motivates individuals is
written up on flip charts.

Maslow's Hierarchy of Needs is drawn on flip charts and examples of the stages of
needs are explained and extended to Russian setting.

Social Security

Physical Security

In Maslow's Hierarchy of Needs, Maslow suggested that people are motivated to
work their way up the hierarchy from:

Physical Security - shelter, home, safety, roof, comfort

Social Security - family, belonging, community

Emotional Security - love, support, cooperation, to

Self-Actualization - intellectual gratification,spiritual expression.

After they reach each level they are motivated to go up to the next level.

Individuals are asked to fill out their own chart of "what motivates them
personally."

Examples of what motivtes this group and who motivates them was explored and
written on a flip charts.

The point is often made that generally, managers have to motivate people just like
them. Logical work times when motivation can be discussed is important.
Motivation can be discussed when a major change in the office procedure is taking
place like the installation of a REIS. Another time when motivation can be discussed
is at recruitment, or when there is evidence of unrest or unmotivation.

Role plays can be created by groups. Two groups can make a play showing a
manager motivating a group that becames motivated by his or her actions. Two
other groups can create a play which involves an unmotivated work force and what
the manager does about it. These plays can be enacted for the whole group who can
then discuss the merits of the managers decisions and actions.
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AnnexV.R

Topics about Delegation

1. Granting Authority.
2. Defening Limits of Authority.
3. Unity-of-Command Principle.
4. Creating Responsibility
5. Supervisory Responsibility Cannot be Delegated.
6. Centralized Authority.
7. Decentralized Authority.

Delegation at the Supervisory Level

Why Some Supervisors Don't Delegate

• Lack of Trained Subordinates
• Fear of Making Mistakes
• The "Do it Myself" mentality

Benefits from Supervisory Delegation

• It allows the supervisor more time to be a ~anager.

• It provides subordinates with a chance to develop their talents and abilities by
making on-the-job decisions themselves.
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Cooperative Problem Solving

00
IV

SometImes a proIJIetn Is a problem
only hetause It Is Wed at from only
.... ....i Ioobd at from another, the
solution becomes so obvious that ....
..................xlsts.

-c..... ......s.w.............
..... .... ISHIKI of IhousCIIds of
sacndboob:
To ..... others Is virtue;
To hurt others Is sin.

-w...........

Purpose:

.......
n-:
Precess:

1b allow the group members to experience the feeling of cooperation in problem
solving.
(Do not discuss the purpose until after the activity is oompleted.')
3 sets of "broken squares" puzzles (5 puzzles per set, see example in margin);"observer" name tags.
I hour

Explain to the group that we're going to explore problem solving~ Do '"" st4tea,.,lhing elu aboul 1M activity ",.tiI aflu it is OM:
Next, divide the members into three groups of five. The remaining members win be"observers" and should be evenly divided among the three groups. Have each group offive sit around a table or desk•
Next, give each group a set of puzzles by giving each member three pieces. (Note:each group should get a set of five puzzles, but the pieces should be m:ixed within thegroup.)
Tell the players to place their pieces 00 the flat surface in front of them. During thefollowing exercise, explain that the following rules must be followed:
• No team member may speak.
• No team member may signal another to give herapiece of the puzzle.
• Members may give pieces to each other.
• The observers also may not speak.
Next explain that, while foUowiPg the above rules, each team of five has 20 minutes tocomplete their five puzzles. The obseners should see that the rules are followed, Theymay speak if they are reminding someone of the rules.
When the time is up, use the key in the margin to show group members haw to formthe puzzles if some were unable to COOlpiete their puuIes in the time allowed.
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Begin a discussion with the following questions as gui'lelines:
1. Was anyone willing to give away all of their pieces?
2. Did anyone romplete their puzzle, then remove themselves from the group?
3. Did an)OOe destroy their completed puuJe to give a piece away?
4. Did anyone continually struggle with their pieces, Lnl refuse to give any or all

away?
5. Who was frustrated?
6. What did you do when you were frustrated?
7. When did the group begin to oooperatel
8. Did anyone break any rules?
9. How did others feel when the rules were broken?

10. What made the task difficult?
'11. What was the "lesson" in this game? The ""rpo.se?
12. How does this activity relate to )'OW' work in the village?
13. What would happen in the village ifsome people refused to

cooperate?
Summarize by suggesting that the purpose of the activity was to help them experience
the importance of COO/'mJIUm and amtmllNialtime in problem solving.
Most participants also point out the importance, as highlighted in the activity, of
reccgnizing unspoken needs.

-1Cbpted (rom A IlaIf4Iot11 fI/SIrtIdtnwl
EstmeftCU/orUti""''' R.1a1iMu 1hJiltilw.
by J. William Pfeiffer andJohn E. Jones (editors).
Univu"ilY Associates. CA. 1974



1.

2.

3.

4.

5.

6.

7.

B.

OBSERVER SHEET

Was anyone willing to give away all of their pieces?

Did anyone complete their puzzle, then remove themselves from the group?

Did anyone destroy their complete puzzle to give a piece away?

Did anyone continually struggle with their pieces, but refuse to give any
or all away?

Who was frustrated?

What did you do when you were frustrated?

When did the group begin to cooperate?

Did anyone break any rules?
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AnnexV.T

The Art of Feedback
Principles

Definitions of Feedback

Constructive feedback is information that help people to decide whether their
behaviors have had the intended effects.
Positive feedback is information that reinforces desired behaviors and encourages
repetition of those behaviors by communicating that they had the intended effects.
Negative feedback is information that discourages behaviors by communicating that
they did not have the intended effects.

Principles of Giving Feedback

1. Be sure that your intentions to be helpful.
2.1£ the recipient has not asked for feedback, check to see whether he or she is open
to it.
3. Deal only with behavior that can be changed.
4. Deal with specific behavior; do not evaluate it.
5. Let the recipient know the impact that the behavior has on you.
6. Deal with specific behavior, not generalities.
7. Use an"I statement" to accept responsibility for your own perceptions and
emotions.
8. Check to make sure that the recipient understood your message in the way you
intended it.
9. Encourage the recipient to check the feedback with other people.

Principles of Receiving Feedback

1. When you ask for feedback, be specific in desclibing the behavior about which
you want the feedback.
2. Try not to act defensively or rationalize the behavior at issue.
3. Summarize your understanding of the feedback that you receive.
4. Share your thoughts and feelings about the feedback.
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1.3 Know When to Give Feedback

1.2 Understand the Context

1. Acknowledge the Need for Feedback
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Do Not Give Feedback When:

Before giving feedback, determine whether the moment is right. The giver of
feedback must consider more than their own need to give feedback. Constructive
feedback can happen only within a context of listening to, and caring about, the
person.

Feedback always has a context: where it happened, why it happened, what led up to
the event. Before giving feedback, review the actions and decisions that led up to
that moment.

1.1 Give Both Positive and Negative Feedback

During the implementation phase of REIS it is important to make improvements in
the management of the training and the organization which is being trained.
Improvement occurs through feedback; improvement in individuals, groups and
organizations.

Guidelines for Giving Feedback

The Art of Giving and Receiving Feedback

Useful feedback comes in several forms. We receive feedback everyday in many
ways, but useful feedback is often rare. Common forms of feedback are;

First recognize the value of giving feedback, both positive and negative. Feedback is
vital to any organization committed to improving itself, for it is the only way to
know what needs to be improved. The RBIS team should agree that giving and
receiving feedback is an acceptable part of how to improve the way people work
together. This agreement is necessary so that no one is surprised when he or she
receives feedback.

• One person talking to another on a person-to-person basis
• Following established feedback rules and guidelines.
• Thinking ahead of what you are going to say and how you are going to say it.

•

Many people take good work for granted and give feedback only when there are
problems. It is important to remember to tell people when they have done
something well. When giving negative feedback, a useful ratio is ten positive
remarks to one negative. The negative comment is better received in a "sandwich"
format, "bread at first" (positive comments), meat (negative comments) followed by
more bread (positive comments).
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The giver does not know much about the circumstances of the behavior.

The giver does not care about the person or will not be around long enough to follow
up on the aftermath of the feedback.

The feedback, positive or feedback, is about something the person has no power to
change.

The other person seems low in self-esteem or the giver is low in self-esteem.

The giver's purpose is not really improvement but to put someone on the spot or
demonstrate how smart or how much more responsible they are.

The time, place or circumstances are inappropriate ( for example, in the presence of
outsiders).

1.4 Know How to Give Feedback

• Be Descriptive

Relate as objectively as possible, what you saw the other person do or what you hear
the other person say. Give specific examples, the more recent, the better. Examples
from the distant past are more likely to lead to disagreement over"facts."

• Don't Use Labels

Be clear, specific and unambiguous. Describe the behavior and don't use labels such
as "immature", "unprofessional", "irresponsible" or "prejudice."

• Don't Exaggerate.

Be exact, do not be untrue or unfair. It invites the receiver of feedback to argue with
the exaggeration rather thim respond to the real issue.

• Don't Be Judgmental.

Words like"good,", "better," "bad," "worst," and"should," place the giver of
feedback in the role of judge. When this happens the possibility of constructive
feedback is lost.

• Speak for Yourself.

Do not speak for other people. Instead encourage others to speak for themselves.

• Talk First About Yourself, Not About the Other Person.

Use a statement with the word "1" as the subject, not the word "you." Consider the
following examples regarding lateness:

• "You are frequently late for meetings."
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2. Receiving Feedback

When Reacting to Feedback;

• "You are very prompt for meetings."
• "1 feel annoyed when you are late for meetings."

"1 appreciate your coming to meetings on time."
Use "1" statements so the effectiveness of your comments is not lost.
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Breathe
Listen Carefully
Ask Questions for Clarity
Acknowledge the Feedback
Acknowledge Valid Points.
Agree with what is true. Agree with what is possible. Acknowledge the other
person's point of view and try to understand their reaction.
Take Time to Sort Out What You Heard
In Leaving, Thank the Feedback-Giver.

•
•

2.1 Know How to Receive Feedback
There may be a time when you receive feedback from someone who does not know
feedback guidelines. In these cases, help your critic refashion the criticism so that it
conforms to the rules for constructive feedback ("what did I say or do to dissatisfy
you?")

•

•
•

•
•
•
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AnnexV.U.

Review of Management Theory

Fredrick Taylor, 1856-1915, a Quaker born in Philadelphia, completed Stevens
Institute of Technology in 2 years, while working full time. He spent many
years working in factories on every level of job. He developed forty patents.

His methods became a cornerstone of Harvard Business School. Main points:

• Coercion of employees doesn't work [he hated conflict]
• Management needs to find out what skill each worker is best at and have

them do only that. [As a result, he needed many layers of supervision and
inspection because one foreman couldn't know all that was necessary to be
first class i:l every skill.]

• Broke each job into fragments, simplified tools, created repetitive tasks
• Physic::!.!)' separated workers from each other
• Increased control and inspection
• Paid the person-not the job, which resulted in quality problems.

His disciples included Henry Gantt and Frank Gilbreth.

Kurt Lewin, 1890-1947, a radical departure from Taylor, started the National Training
Laboratory (NTL), which linked science to democratic values, using action
research, force field analysis and participative management.

His values included:
• Bring democracy into the workplace
• Any well-motivated person can learn how to learn
• Each group member has a unique contribution
• We modify our behavior with group support
• The need for community in the workplace
• Take into account the economic, technical and social to change a system
• Better to build commitment than kicking ass

Model for change in an organization: Unfreezing - Moving - Refreezing

Established NTL to help the individual develop self-knowledge. He said that
each time people are sent to class, without the opportunity to come back and
participate in decisions, they feel rightfully conned. He thought too few
people had any leverage on companies' goals and procedures.
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Douglas McGregor, 1906-1964, formed the Theory.X and Y. He said that extern~l

controls demotivate people. People must mteract across levels and functions,
they are more committed to implement actions they help to plan.

Motivators, which are recognition, achievement, and a sense of
responsibility, all should be built into the workplace design. Managers
should be coaches, not cops. We. should have client/customer-driven
workplaces.

Fred Emery, an Australian born in 1925, wrote in 1956 about a paradigm shift in the
workplace. He saw that work groups have the capacity for self-regulation,
that one person should have multiple skills so there is redundancy of skills
and knowledge. He found the most effective control systems are self-induced
and knowledge based. He created open systems with linkages across
functions. He saw that all workers needed whole systems awareness,
elbowroom for decision making and effective feedback systems.

Eric Trist, born in England in 1909, was a founder of the Tavistock Institute of Human
Relations. He discovered in 1949 that a group of miners had designed their
own work team system, developed innovative work solutions, and soon had 3
shifts running smoothly, without supervisors, and with far more productivity
and safety, and low absenteeism.

He was concerned with:
• Quality of working life
• Involving those most affected by decisions leads to better solutions (Get the

whole system in the room at one time)
• Whole brain, whole system thinking
• Combining socio-tech with sound economic systems
• Dignity, meaning and community in the workplace
• Recognition of daily Learn-Learn approach

Marvin Weisbord, author of Productive Workplaces: Managing for Dignity, Meaning
and Community, believes in:

• Wholeness
• Pay for knowledge and skill

• Self control
• Self regulating teams
• Involving employees in designing the whole factory
• Setting up learning prototypes
• Mix training, problem solving and purposeful focus in a work redesign so

people learn just what they need, exactly when they want it.
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1. Rationale For Real Estate Registration

1.1 Introduction

Real estate registration is the generic term used to describe programs implemented
by the State to enable both the State and individuals to efficiently deal in real estate.
The process of registration invariably involves the allocation of title to real estate and
may be undertaken for a number of reasons, including:

• economic reform
• land consolidation
• allocation of public real estate.

There are a number of major real estate registration projects currently being
implemented throughout the world. The recognition of the need for a real estate
registration project can arise in a number of ways. In a major social upheaval, a new
administration may look at real estate allocation as one major way of more equitably
sharing available resources in society while also achieving economic reforms
associated with the use of real estate. In more stable circumstances, the changing
requirements of the society for rights in real estate over a relatively long period,
together with the administrative processes that have been established to recognize
these rights, can accumulate to such extent that major changes in administrative
processes and/or the allocation of rights in real estate are required.

Whatever the underlying forces driving the requirement for an efficient system of
real estate registration, there is no question that a major real estate registration
program requires a significant amount of resources, not only in the initial effort of
titling, but also in the establishment of the infrastructure to maintain the real estate
records system.

In view of this requirement for significant resources, it is important that early
consideration be given to a range of policy and project design issues. This outlines
some of these issues at a policy level, rather than a technical level, and covers the
following topics:

• the benefits/ rationale for real estate registration
• the real estate titling process
• real estate record systems
• project design considerations.

This document sets out some policy issues involved in implementing a real estate
registration project. It is aimed at the policy level and prOVides an overview of the
factors that should be considered.

1.2 Benefits of Real Estate Registration

1.2.1 Introduction

A range of benefits arises from real estate registration. These benefits impact on:

• real estate administration
. • real estate management
• taxation
• economic development
• foreign investment.
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1.2.2 Real Estate Administration

Population increases have put increasing pressures on the real estate resources
available to most societies. For this reason it is increasingly important that a
government which has adopted a policy on the allocation and use of the real estate
resources is able to implement and manage this policy. There is truth in the old
adage that you cannot manage what you cannot see, so the mapping and record
systems that identify the real estate and document its allocation and use are
important requirements in the administration of real estate. A real estate registration
project will generate this base information.

A major issue throughout the world is the protection of public real estate from
unauthorized uses. Where rights in real estate and the boundaries between private
and public real estate are uncertain it is very difficult to ensure that public real estate
is being protected. A real estate registration project, by mapping and documenting
authorized and legal rights in real estate, can greatly assist in the protection of public
real estate.

1.2.3 Real Estate Management

In any jurisdiction there are a number of government agencies that are concerned
with the management of real estate and/ or the provision of services to the
community. An agency responsible for the management of forests is concerned with
the location of its forest reserves and associated support infrastructure. Utility
authorities need to know the location of their distribution network and be able to
relate this to their customer database. Other government agencies will need to
identify different types of existing and potential real estate use by individuals for a
variety of purposes, including the optimum use of such real estate and the
establishment of appropriate systems of taxation and revenue collection (discussed
further below). The cadastral system that maps real estate parcels and documents
the rights in the parcels can greatly assist in providing the base information
requirements for the wide variety of agencies managing land resources.

1.2.4 Taxation

In many countries it is difficult to tax personal and corporate income. There are
many ways to conceal income. Real estate, particularly that which is subject to
efficient real estate registration, is less easy to conceal and a broadly based tax on
rights in real estate can provide a viable source of revenue for government at all
levels. Tax on real estate can also be used as a policy tool to encourage productive
use of land, as well as addressing problems such as land speculation. However, like
any tax system, to promote social stability a tax on real estate should be broadly
based and equitable, and be perceived to be so. For this to occur, reliable and up-to
date information is required on the allocation and possession of rights in land.
Without this information tax avoidance is a real threat. As an example a pilot study
in the mid 1980s in Bangkok demonstrated that the lack of maps in the pilot study
area was a major factor in the fact that only about 30 percent of property owners
liable for property taxes were on the tax roll.

A real estate registration project can be used to generate the base information for a
'property tax system.
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1.2.5 Economic Development

The allocation of rights in real estate can be used to promote both the sustainable use
of real estate and economic development, of obvious benefit to the particular country
as a whole. A registered right in real estate, guaranteed to some extent by the
government, increases the value of real estate and leads to greater commitment both
personally by the holder and through commitment of other resources. Titled real
estate is more easily transferred than undocumented real estate. The registration of
rights also greatly reduces the threat of baseless eviction. The documents evidencing
rights in real estate can be used as collateral to obtain institutional credit. These
funds can be applied to the improvements that will increase the productivity of the
real estate to the benefit of the individual and the country as a whole. The associated
development of a mortgage security system, which promotes the allocation of funds
to real estate development, will depend upon a real estate registration system being
first established. These factors have been demonstrated in a number of studies,
particularly in Thailand.

I The foregoing analyses have demonstrated that security of land ownership in Thailand has
substantial effect on the agricultural performance of farmers. It was also shown that
providing full legal ownership to farmers who lack such status - that is squatters - brings a
venJ high economic return in most areas studied: the benefits far outweigh the relatively
small costs of certifiJing legal ownership. The data also indicate that tIre main source of
greater productivity on lands legally owned is better access to cheaper and longer-term
institutional credit enjoyed by titled owners. 'I

Over the past few decades it has been recognized that a major impediment to
development in a country can be the lack of information on rights in real estate. For
example, in Papua New Guinea a major cattle development with bi-Iateral funding
from the EEC, was held up for some years until it could be established who had the
rights in the site proposed for the development. A registration project, by
documenting rights in real estate, has the potential to identify suitable real estate for
development and create a 'real estate bank'.

1.2.6 Internal and External Investment

An important factor in determining the amount and type of internal and external
capital which a country attracts is the security of real estate tenure granted to
investors. In turn an efficient system of real estate registration, enabling the
identification of real estate and grants of defined rights through a titling system, will
permit security to be offered to investors.

1.2.7 Summary

The factors listed above are some of the benefits that may flow from a real estate
registration project. Within the policy framework available, a project can be
designed and implemented to obtain some or all of the above benefits. The project
can also be implemented in a phased manner so that some of the benefits listed
above are achieved early in the project implementation. These issues are discussed
further in Section 1.5.7.

1 Feder G, Onchan T, Chalamwong Y, Hongladarom C, Land Policies and Farm Productivity in
Thailand, published by the John Hopkins University Press, Baltimore, 1988.
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1.3 The Real Estate Titling Process

There are five major components or steps in the titling process (Dale and
McLaughlin, 1988). These are:

• adjudication
• demarcation
• survey
• registration
• information management.

These five components are briefly discussed in the sections below.

1.3.1 Adjudication

"Adjudication I is the word now used in many English speaking countries to describe the
process whereby all existing rights in a particular parcel of land are finally and
authoritatively ascertained. 13

. 2Barnes G., 1994, LIS challenge in Latin America. Proceeding of Comm. 3, XX FIG Congress, Melbourne,
Australia, 303.7.
3 Lawrance J C D, Land Adjudication, paper presented at a World Bank seminar on Land Tenure
Administration, Washington DC, May 1985.
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Throughout the world a range of labels are used to describe the term 'adjudication'.
The label 'settlement' is used in India, Pakistan, Sudan and the Solomon islands; the
term lfirst registration' is used in England; 'bring under the Act' is used in Australia;
and 'allocation I in Malawi.

Lawrance (1985) considered that there are five major features in an adjudication
process. These are:

• the projects are carried out either systematically or sporadically
• the participation by real estate holders is either voluntary or compulsory
• disputes are settled by established courts or by the adjudication authority
• adjudication decisions are made by government officials or by committees of

non-officials
• where registers of deeds exist, rights to be determined either by office

conversion of the existing deeds register or by field adjudication.

Obviously there are reasons for adopting one or other of the alternatives listed in
these five major features. This will be discussed further in Section 1.5 below. The
process of adjudication in Russia is described in 'Privatisation of Land rights by
Individuals' at Section 8.2.

1.3.2 Demarcation

Having defined the rights over the real estate parcel, there is the need to define the
boundaries of that parcel. There are two basic options. The first is to place boundary
markers or monuments. The second is to adopt or construct linear features such as
water courses, walls, fences or hedges. There are advantages and disadvantages in
each alternative.
Further options must be considered if it is decided to register rights for parts of
buildings, such as apartments which may constitute a floor area on a particular level
of the building.

1.3.3 Survey

The survey of defined boundaries is a major cost and time element in a real estate
registration project. There are a number of underlying rationales for the survey of
boundaries. These are:

• to establish a survey framework that will enable the efficient redefinition of
land boundaries as required from time to time

• to gather survey information to support the registration system (for
subsequent processes such as the adjudication of adjoining parcels, sub
division, consolidation, transfer or mortgage)

• to gather information for the compilation of cadastral maps, (maps showing
the extent and pattern of land holdings in an area), that may be used for other
purposes such as tax mapping or the control on land use.

Where a major objective of the real estate registration program is real estate
administration, real estate management or tax mapping, or where there is a
significant economic or social investment in the adjudication and demarcation of
'boundaries, then some form of survey should be implemented.

There are a number of options that can be considered for the survey of land
boundaries. These are, in order of decreasing cost:
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• the survey and coordination of boundary detail with reference to some
national coordinate datum

• the survey of boundary detail as isolated surveys (the traditional approach in
Australia and in other jurisdictions)

• the use of existing or new photo-maps or topographic maps as a map base
onto which is transferred or identified the defined boundaries.

There are a number of survey techniques that are applicable to the survey of land
boundaries. The most common technique is field traverses, which, with the
availability of electronic distance measuring equipment, is a relatively efficient
technique, but could have significant added costs if connections to a national
coordinate datum are required. Recent developments in satellite positioning offer
cost-effective survey procedures and connections to national data. In circumstances
where boundary information appears on aerial photography, photogrammetry can
be a cost-effective technique.

It should be recognized that not all real estate has equal value and it may be possible
to implement survey systems where the standard and hence the cost of the survey is
commensurate with the value of the real estate.

1.3.4 Registration of Rights

It is very important that rights of individuals in real estate be easily understood. A
registration system to record rights will promote development of real estate and the
investment of society's resources in real estate. One of the rights commonly
associated with the holding of defined parcels of real estate is the right of transfer.

The transfer by way of sale, or otherwise, of real estate requires more care than the
transfer of other forms of property. It demands special safeguards to ensure, first,
that the real estate being transferred is unambiguously defined; secondly, that the
transferor has legal possession of the real estate that he is offering for sale and has
the right to transfer it; and, thirdly, that the acquirer or purchaser has knowledge of
all matters affecting the real 'estate which may detract from the value or restrict its
use.

In all developed countries, rights in real estate depend in a great measure on written
documents and a purchaser looks for proof of the seller's rights of possession and
transfer as well as the restrictions on use or other rights beyond the mere fact of his
possession. The purchaser may be assisted in this regard by various systems of
registration, of which there are two basic systems:

• registration of deeqs
• registration of title.

Registration of deeds is a system whereby documents affecting real estate may be
officially recorded and it is used with varying degrees of effectiveness throughout
the world. Unfortunately there is a fundamental defect in this system in so far as a
purchaser is concerned. A deed does not in itself prove rights of possession; it is
merely a record of an isolated transaction. If properly drawn up it shows that a
transaction took place, but it does not prove that the parties to the transaction were

·legally entitled to carry out the transaction and consequently it does not prove that
the transaction was valid. Thus an investigation into its validity and effect will still
be necessary before it can be relied upon. Furthermore, mere registration of
documents affecting real estate does not generally provide an efficient means
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FIGURE VI. 2: REGISTRATION SYSTEM DEVELOPMENT4

4 McLaughlin. Nichols. 1986. Parcel-Based Land Information Systems. University of Visconsin.
Madison. Wisconsin

ActivePassive

whereby individuals or governments can readily ascertain all relevant information
about real estate.

The system known as registration of title has been introduced in many countries to
overcome the defects of registration of deeds. It enables rights to be ascertained
simply and with certainty. The main characteristics of systems of registration of title
are:

3. If through human frailty the Register fails to give an absolutely correct reflection
of the rights of the current holder of the real estate, anyone who thereby suffers
loss is entitled to indemnity from the government.

The Torrens register may otherwise contain as little or as much information as is
desired of those other matters that affect the real estate (for example, restrictions on
real estate use, applicable tax rates, location of utility services, rights of access by
governments or third parties, etc.).

1. They are based on parcels of real estate(that is, the register is divided into units
of property, with a record for each individual real estate parcel).

2. Transactions are set out in simple documents and are recorded with reference to
the real estate parcel.

3: Registration of transactions is essential to their validity and a transaction
becomes valid and effective by virtue of registration.

The title registration system known as Torrens Title has these characteristics and, in
addition, operates on the following principles.

1. The register reflects accurately and completely and beyond all argument the
current facts that are relevant to the rights of the holder of the real estate.

2. The register is the sole source of information for proposing purchasers, who can
by consulting the register establish the rights of the current holder of the real
estate.
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1.3.5 Information Management

The last major component in the titling process is the management of the
information. The real estate registration project will capture a 'snapsJwt' in time of
the nature and pattern of rights in real estate. With the passage of time these rights
will change - people die, needs for real estate change, real estate is passed from one
generation to the next and people migrate. Unless sufficient resources are allocated
to the establishment of systems and procedures to maintain the real estate register
the usefulness of the information collated in real estate registration will quickly
degrade.

A major choice here is whether to have one centralized real estate register, with or
without distributed access to this central register, or to divide the register into a
number of separate jurisdictions. Factors that need to be considered are:

• the size of the register itself and its geographic jurisdiction

• the nature of the existing bureaucratic and administrative structure

• the requirements for information at the central and regional level

• the desired balance between the need to serve the people and the need to
ensure uniform administration and enforcement of real estate laws.

There are advantages and disadvantages in both alternatives.

1.4 Real Estate Record Systems (Cadastres)

Having reviewed the rationale for a real estate registration project and the
components in the titling process, it is worthwhile briefly reviewing the history and
nature of cadastral information systems.

1.4.1 Definition

During the last one or two centuries most of the developed and developing countries
have established state cadastral systems of one form or another. Differences in initial
conditions, development strategies and stages have given rise to substantial differences
in types and organisation of these systems. This has been reflected in the variety of
definitions of Cadastre.

II Cadastre is a systematic classification and valuation of land, under the control of the central
government, btl means of parcels drafted on the basis of topographical survel)S and recorded
according to parcels in a register".5

" A cadastre is a general, systematic and up-to-date register containing information about land
parcel including details oftheir area, value and ownership. "6

" The cadastre is a metlwdically arranged public inventon) of data on the properties within a
certain country or district based on a survel) of their boundaries; such properties are
systematically identified btl means of some separate designation. The outlines of the properh)
and the parcel identifier are normally shown on large-scale maps. "7

"The cadastre mat) be defined as a record of interests in land, providing information on: the
nature of those interests; the ownership or control of the interests; and the spatial location of the

.interests. It is more than a map ofprivate property or interests in surface lands. It is a record of

5 Henssen, 1971
6 Dale, P.F.,1976, Cadastral Surveys within the Commonwealth. HMSO
7 The UN Ad Hoc Group, 1985
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land tenure, again in the broadest sense, and nuzy include for example, information about
easements and other interests, community rights such as land use zoning, etc. "8

'In a parcel-based land information system, or cadastre, the data is organized around the
cadastral parcel. This is generally the proprietanJ land unit, but it can be any tract of land
that is part ofan estate and has a separable identihJ. The principal function ofa cadastre is
the provision ofdata concerning such matters as land ownership.'9

Real estate information has two basic components: text and mapping. The various
types of real estate information are linked through unique parcel identifiers (for
example, document number, map number, street address, tax number etc.) or
through a common series of geographic coordinates.

1.4.2 Types (legal, fiscal, multi-purpose)

There are three basic types of cadastres:

• legal; the recording of rights in real estate
• fiscal; the recording of real estate value and tax information
• multi-purpose; the combination of the legal and fiscal systems with other

information such as planning and land use.

The features of the legal cadastre have been briefly discussed above in Section 1.3.4.
The fiscal and multi-purpose cadastres are briefly discussed in the next two sections.

1.4.3 Fiscal Cadastre

The fiscal cadastre is the information system that collates data on real estate values
and taxes. There are two basic ways of raising revenue from real estate:

• property rating systems, which raise revenue by assessing and taxing
improvements such as buildings

• real estate value systems, which raise revenue on the basis of the value of the
real estate itself, either in its unimproved or improved state.

Each system has its advantages and disadvantages and each will influence how real
estate is used. For taxation purposes the concept of market value is generally used.
There are a number of techniques that have been developed to assess market value,
including techniques based upon the income producing capacity of the property.

Market value is defined as:

'... the most probable price in terms of money, which a properhJ should bring in a competitive
and open market under all conditions requisite to a fair sale, the buyer and seller each acting
prudently and knowledgeably, and assuming the price is not affected b1J undue stimulus. '10

There are a number of steps in the creation of a fiscal cadastre (from Dale and
McLaughlin, 1988)11:

8 Nichols,S., 1994, Managing Land Tenure Information for Sustainable development. Proceedings of
Comm. 7,XX FIG Congress, Melbourne, Australia, 704.5.
9 Dale P F, McLaughlin J D, Land Information Management - An Introduction with Special Reference to
Cadastral Problems in Third World Countries, published by Oxford University Press, Oxford, 1988.

'10 Boyce B N, Kinnard W, Appraising Real Property, published by D C Heath and Company, Lexington,
1984.
11 Dale P F, McLaughlin JD, Land Information Management - An Introduction with Special Reference to
Cadastral Problems in Third World Countries, published by Oxford University Press, Oxford, 1988.
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FIGURE VI. 3: A LAND ADMINISTRATION MODEL

1.4.4 The Multi-Purpose Cadastre

In many developed countries, the legal and fiscal cadastres have developed
separately over an extended period of time and, in recent years, a substantial effort
has been devoted in a number of jurisdictions into the merging of these systems to
form a multi-purpose cadastre. This work continues today and has usually been
made more difficult by the fact that the established systems are mature and often are
administered by separate government authorities.

The multipurpose cadastre concept has been defined in various way, most common as
large-scale, parcel-based LIS "designed to seroe both public and private organizations, as
well as individual citizens lnJ .

• emplOlJing a propertlJ land unit (the cadastral parcel) as the jundamenml unit ofspatilll
organisation;

• identify and map all properties
• classify each property
• analyze market data
• value each property
• identify owners and tax payers
• prepare valuation rolls
• send out bills and collect taxes
• establish appeals procedures.

A number of the steps listed above are also common to the compilation of a legal
cadastre and it is possible to generate both cadastres as part of the one program,
although it is often difficult to align the areas of priority for each component. (The
priority for the fiscal cadastre is usually to achieve universal cover as quickly as
possible to support its special needs.)
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relating series of land information records (tenure, land value, land use, etc.) to this
parcel;
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12 Mclaughlin J.D., S.E. Nichols, 1989, Resource management: The land administration and cadastral
'~ystemcomponent. Surveying and Mapping. Vol. 49, No.2, pp. 77-85.

• providing a ready and effective means ofaccess to this information.12

In parts of the world where cadastres are being developed, there is the opportunity
to plan earlier for the development of a multi-purpose cadastre, before the two
separate components become established. Procedures to do this include:

• The adoption of a minimum number of unique identifiers, with procedures
for the various agencies to maintain the cross-references between the
identifiers as they are generated.

• The adoption by all parties of a common coordinate datum, and a minimum
number of common map bases referenced to this coordinate datum.

1.4.5 Land Information Systems

Computer-based systems for spatial data manipulation are now topical. Database
systems, Computer Aided design (CAD), Automated Mapping (AM), Geographical
Information Systems (GIS) - all these software decisions are looking at different aspects
of spatial information handling. On the other hand, Land Information System (LIS)
concept was introduced with predominant emphasis on the organizational issues of
system development.

One of the first LIS definitions was given by the XVI FIG Congress -1981 Montreux :

II A US is a tool for legal, administrative and economic decision making and an aid for
planning and development which consists on the one hand of a database containing spatially
referenced land-related data for a defined area, and on the other hand, of procedures and
techniques for the systematic collection, updating, processing and distribution of the data. The
base of a us is a uniform spatial referencing SlJstem for the data in the SlJstem, which also
facilitates the linking ofdata within the SlJstem with other land-related data. II

Almost simultaneously, the Geographic Information System (GIS) concept was
introduced. Initially the LIS concept was predominantly linked with the cadastre and
the large scale sources of information, while GIS was considered closer to the small
scale sources of information (small scale maps, remote sensing, etc.) and
correspondingly less accurate applications.

Recently the term LIS has increasingly been used to describe the management of all
forms of spatial data with emphasis on institutional and management problems rather
than on technology, while GIS has been seen as technology to offer a possible solution.
LIS has been defined as "a combination ofhuman and technical resources, together with a set
of organising procedures, which result in the collection, storage, retrieval, dissemination, and
the use of land information in a systematic manner". Therefore, "a US does not necessarily
require the use of computers, it's essential element being the proper management of land
information. GIS hardware and software can provide suitable tools to achieve this goal tlwugh
in some circumstances manual processes may be more appropriatell ,13

A very great part of data in a LIS concern, or can be related to, individual property.
These systems are used mainly for land administration purposes, which means

on GIS & urban

VI.14

13 Dale Peter F., GIS and their role in urban development; CmES - special feature
management.Vo1.8,Nol,Feb.1991,pp.lQ-16.
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FIGURE VI. 4: A LIS INFORMATION FLOW 14

14 Crouse A.,Langill D., Development of a database supporting integrated access to spatial data., URISA
1993 Proceedings, Vo1.2, pp.152-164.
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management of the land tenure framework (to support transfer of rights on land, to
generate revenue through tJlxJltion, to resolve properhJ disputes, to regulate ownership and use
ofland, etc.1). Therefore, where a cadastral system of some sort exists, it has functioned
as the foundation for LIS. In that case cadastral maps can be used as geographical
base-material. Property registers normally have qualities that make them attractive for
administration and planning. Irrespective of the kind of project, the developers will
need to have access to owners, users etc. Administrative borders are the same as
cadastral borders.

However, it is important to stress that the converse does not apply, which means that a
LIS is not necessarily a cadastral system and, thus, LIS is not a synonym for lithe
multipurpose cadastre". A multi-purpose cadastre is, however, parcel based, while a
LIS can contain information relating to soils, geology, forestry, environment, etc.,
which does not coinade with parcel boundaries. Many agenaes collect and use
information about land - its ownership, value, parcel size, location, zoning, natural
resources, and use fOf its own specific need, without knowledge of, or concern fOf, its
potential utility to others. This results in duplication of effort, higher overall cost, and
limited utility and accessibility of information to the other agencies or individual
citizens. On the other hand, without a solid foundation fOf updating and maintenance,
this real estate information cannot be an effective tool for city planning and
management.

The cadastral system contains the organizational framework to ensure data quality and
consistency. They are nationwide or regional. Therefore, in less developed countries,
it is often the case that strengthening of the cadastral system and, in particular, the
establishment of registration systems for real estate is the first step in infrastructure
development and building of a LIS.
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1.5 Design Considerations

The previous sections have reviewed the potential benefits of registration, the
components in the real estate registration process and real estate record systems in
general. In this section the factors that impact on the design of a real estate
registration project are outlined. Many of these factors have been considered by the
drafters of the Federal law 'On State Registration of Rights to Real Estate and Real
Estate transactions'. Reference should be· made to that law. Nevertheless, this
section provides an overview of the essential rationale which must be considered as
the registration system is implemented.

1.5.1 Objectives and Policy

Before commencing a real estate registration project, a number of policy issues
should be addressed. The first of these is a clear statement of the project objectives.
In Section 1.2, the benefits that can flow from a real estate registration project were
listed. Over time many of these benefits can be achieved, however, an agency
implementing a real estate registration project often does not have time and it needs
to show early results. In such a situation a clear statement of objectives will greatly
assist in deciding on options to implement the project through phases, either
functionally or geographically.

One policy that should be established early is the real estate allocation policy. On
what basis are rights in real estate to be assigned and who is responsible for deciding
eligibility, (for example, will holders of real estate at the time of the introduction of
the new policy be granted the real estate, but on a basis that is subject to certain pre
emptive rights). To what extent should local communities be involved in the
allocation of rights and what is to be the appeal process? These issues have largely
been resolved in Russia.

Another policy that should be established before a project commences is the real
estate tenure policy. What rights is the State prepared to assign to the individual,
and what rights does it wish to retain? For example, even where the State is
prepared to grant the right of ownership, the State often retains the right to any
minerals. If the State is only prepared to grant possession under the terms of a lease
or in the form of license, then a policy on the duration of the lease or license and the
rights of the parties at the termination of the lease or license needs to be established.
What is to be the relationship between tenure and real estate use? Under what
conditions can tenure be transferred? Is there to be an initial moratorium on the
transfer of new rights?

A policy needs to be adopted on whether the real estate registers are to be
maintained centrally or are to be distributed. If the registers are to be distributed,
then procedures to ensure that policies and laws are being uniformly enforced need
to be established. Policies on real estate valuation and taxation need also be adopted
over time.

Lastly, policies need to be adopted assigning responsibilities for both the real estate
registration activities and the on-going maintenance of the real estate records.

.1.5.2 Environment (policy, legal, financial, cultural)

There are a number of very successful cadastral systems throughout the world.
These systems have evolved within various different policy, legal, financial and
cultural environments. Whilst there is much that can be learnt from these systems, it
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is important to realize that in any real estate registration project, implementation
must be adapted carefully to the local environment.

1.5.3 Role of Public and Private Sectors

The initial granting of rights in real estate is very much a public sector activity.
However, as the cadastre and the overall economy develops, the private sector often
plays an increasing role in the maintenance of the cadastre. In many developed
countries the private sector has a major role in the real estate market, the conveyance
of rights and cadastral surveys. In some jurisdictions in the US the cadastre itself is
maintained by the private sector. In designing a real estate registration project the
potential role of the public and private sectors should be considered, both in the
initial stages and when the cadastre is in operation.

1.5.4 Scope of Change

A real estate registration project comes from the recognition that change is required.
Often the scope for potential change is major, however, one usually has only few
chances to implement significant change successfully. For this reason careful
planning is required.

1.5.5 Extent of Existing Records (fiscal, survey, natural resources)

In planning a real estate registration project, it is important that the maximum use is
made of existing records and information. As survey can be a major cost item in a
real estate registration program, it is also important that the maximum use be made
of existing survey and mapping information.

1.5.6 Balance between State/Individual

In the list of benefits of real estate registration listed above in Section 1.2, there is a
clear relationship between benefits to the State and benefits to the individual. The
State benefits through the collation of real estate records that can be used to
administer and manage real estate resources and provide a basis for taxing the use of
real estate. The major benefits to the individual accrue from security of tenure and
the provision of documentary evidence of rights in real estate. It is important that
this balance in benefits is maintained.

If the benefits favor the State too much, then there will be a lack of incentive on the
part of the individual to register subsequent dealings leading to a register that does
not faithfully reflect the pattern of rights in real estate.

1.5.7 Staged versus Full implementation

It was noted earlier that a real estate registration project is a major undertaking that
can have impact on society in general. As such, there can be an extended project
implementation period. As an example, the concept for the Thailand Land
Registration Project was raised in discussions between the World Bank and the
Royal Thai Government in 1981. Project identification occurred in late 1982 and
early 1983 and project preparation occurred in 1983 - 1984. The World Bank loan
.became effective in October 1984, and the project is planned for completion in 2004.
At that stage there is expected to be a register of about 20 million titles distributed in
200 to 300 Registries. Not all projects can afford this long lead time. For some
projects it is imperative that some early results be demonstrated. In such
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circumstances the project implementation must be phased functionally and/or
geographically.

1.5.8 Flexibility and Sustainability

Another important factor to address in the design of a real estate registration project
is the requirement to ensure that the implemented system is flexible enough to
handle changes in the environment, particularly the policy and economic
environment.

The project should also be designed such that the real estate record systems can be
maintained within the resources (staff, equipment, funding, etc.) available.
Particular care has to be taken in introducing high technology and, where it is decided
that high technology is appropriate, adequate allowance must be made for staff training.

2. Land Tenure

2.1 Legal Definition of Land

A real estate registration system is based on legal foundations that establish the
priorities and requirements of a society for public and private rights to land. An
initial requirement for development of the legal foundations for land rights is to
establish a legal definition of land itself. In the past, Russia and the other member
countries of the Commonwealth of Independent States (CIS) have had no reason to
differentiate rights to land, nor to legally define land. With the transformation to
market economies and the establishment of a land market, the issue of a legal
definition of land becomes critical.

The standard definition of land used for international boundaries and internal
subdivision of land within most countries defines land as the space created by
projecting planes, starting at the center of the earth, upwards through the
intersection of the land plot boundaries with the surface of the earth, and continuing
upwards into the sky. Because this definition defines a volume of space, it follows
that all objects fixed or attached to land, be thetJ natural (e.g. trees) or constructed (e.g.
buildings), are included as part of the land (see Figure VI. 5).

Land laws allow the subdivision of land parcels into smaller parcels as well as the
consolidation of small parcels into larger land parcels. Condominium laws allow the
subdivision of a land parcel's air space into multiple housing units or offices. Rights
to that part of "land" (air space) created by a condominium subdivision can be
defined by building floor plans and monumented by the walls that make up the
building and contain the living space or office space. The building itself and the
land on which the building stands are owned in common by each individual
apartment or office owner, according to a predetermined share distribution scheme.

VI.IS

7



FIGURE VI. 5: BOUNDARIES DEFINING A LAND PARCEL
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2.2.1 Types of Real Estate Rights in Russia

Current Russian legislation recognizes seven main types of right in real estate:

• Right of ownership - "Sobstvennost"

The right of an individual or a legal entity to possess, use and dispose of real estate
(to inherit, donate or bequeath real estate, to carry out transactions with real estate,
to be assured of the protection of real estate or rights to it by the state). The owner
may transfer the rights of possession, use and disposal of real estate to other entities
while remaining its owner; mortgage and lease the real estate or transfer it to a trust,
etc.

Granted for long (more that three years) or short period. This is the usual form of
granting rights to land in Moscow and in most of the cities in Russia. Lessees of the
state may have the rights to buy at some later date. The use is restricted to terms,

2.2 Extent of Land Tenure

Various forms of land tenure exist in Russia at present. They are described in the
civil code. Each type of right and any secondary rights must be defined and
documented. Further descriptions of them is expected to be provided in the
forthcoming land code and registration law.

The international definition of land, therefore, takes into account all possible aspects
of rights that can be created in real estate, from rights in the land surface to rights in
the space created in a multiple housing or office building complex.

An individual or legal entity may acquire the right of ownership to: buildings,
structures and other real estate constructed by such entity for itself in accordance
with legislation and regulations; real estate acquired from another through purchase,
barter, donation or other transaction; inherited real estate (by a will or the law); a
cooperative apartment, dacha, garage or other premises (for members of a
cooperative who fully paid their share); privatized state or municipal real estate.

The right of ownership to real estate is subject to state registration.

It is expected that the new land code will finalize the rights and limitations for
different types of real estate; certain limitations are possible with respect to
agricultural lands, change of land use, ownership of land by foreigners, etc.

.. Lease - "Arenda"
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stipulated in the lease contract. The lease may be inherited for remainder of its term
if the lessee dies before the expiration date.

• Right of lifelong inheritable possession - "Pozjiznenoe Nasleduemoe Vladenie"

The right of lifelong inheritable possession of a land plot held in federal or municipal
ownership is acquired by individuals as prescribed by the land law and may be
bequeathed. The holder of the right can construct buildings, structures and other
immovable real estate on this plot unless otherwise stipulated by law, acquiring the
right of ownership to the buildings, structures, etc. The holder of the right may lease
the plot or transfer it to free temporary use. Sale, mortgage or other transactions that
lead or can lead to alienation of a plot are not allowed.

The right of lifelong inheritable possession of a land plot is subject to state
registration.

• Right of economic maintenance - "Hozajistvennoe vedenie"

Legal entities may have the right of economic maintenance of real estate. Such right
is established by a decision of a relevant federal or local authority. The real estate is
owned by a different entity. The legal entity may not sell, lease, mortgage or in any
other way dispose of the real estate to which it has the right of economic
maintenance without the consent of the owner.

• Right of Permanent Use - "Bezsrochnoe Polzovanie"

The right of permanent use of a land plot held in Federal or municipal ownership
may be granted to individuals or legal entities by a decision of a state or municipal
authority empowered to do so. The right of permanent use of a plot (or a part) may
also be acquired by the owner of a building, structure or other real estate located on
a plot held by a different person. The holder of the right may independently use the
plot according to its specified use which includes the right to construct buildings,
structures and other real estate, unless otherwise stipulated by the law. The holder
of the right of permanent use may lease the plot or transfer it to free temporary use
only with the consent of the owner of the plot.

The right of permanent use cannot be sold or inherited.

• Temporary Use - "Kratkosrochnoe Polzovanie"

A form of lease, normally for a short term (three years except for certain categories of
people), normally set by local authority, in some cases free of charge and subject of
limitation to use only for the purpose for which granted.

• Right of Operational Management - "Operazionnoe Upravlenie"

A right which can be held by legal entities. Such entity is established on the basis of
a decision of the Russian government for the federally owned property. The real
estate of this legal entity continues to be owned by the state or municipality, and the
legal entity is called a public enterprise / agency. The right of operational
management is executed for the interests of the real estate owner.

2.2.2 Co-ownership

'Real estate may be held by individuals or groups. In addition to individual
ownership, it is possible for a number of persons to be entitled to the same interest in
land at the one time, i.e. to be co-owners, There are two types of co-ownership
which are recorded in most title systems:

VI,20



• Joint Ownership - "Obshchaya sovmestnaya sobstvenost"

Joint owners are regarded as one person. Each of the joint owners is entitled to
possess the entire real estate. When one of the joint owners dies, the remaining
joint owner possesses all of the real estate (provided there were only two of joint
owners). This type of ownership is very common for husbands and wives
regarding ownership of the family home. Joint ownership can also apply to a
specified share of the real estate (see Common Ownership) which is held by the
joint owners.

• Common ownership - "Obshchaya dolevaya sobstvenost"

This is often referred to as an 'Undivided Share'. The real estate is owned in
.shares, although not physically divided. The share of the real estate can be sold,
mortgaged or passed to heirs.

Co-ownership is described more fully in Annex VI.F, Chapter 4.

2.2.3 Secondary Interests

• Mortgage or Charge

The object of a charge (or mortgage) is to provide the owner of the real estate or a
lessee with finance. A mortgage is a document under which the money lender
(the 'mortgagee') is given rights in real estate of the money borrower (the
'mortgagor') to settle the debt in the event that the borrower fails in his obligation
to repay the lender. Until the lender is repaid, the borrower is prevented from
disposing of the land. As part of the title system, mortgages are registered in
order to enable any person interested in the land to become informed of the
existence of the debt and the fact that it has been secured by mortgage.

The President the Russia Federation has signed a Decree liOn Mortgage", which
contains the main components of the draft Law on Mortgage, passed on second
reading in the State Duma in December, 1995. One of the main obstacles for the
banking community was the lack of provisions for eviction, which resulted in
very complicated mortgage schemes. The decree now provides for eviction of
family members made for construction or purchase of housing, but contradicts
Section 292 of the Civil Code. Whether or not a bank could still carry out
eviction may still be questionable and will be decided in the court system. In
any case, the decree gives banks more legitimacy in going forward with
mortgage lending programs.

• Easement

An easement is a right annexed to one piece of real estate (a dominant tenement)
to utilise land of another (a servient tenement) in a particular way, or to prevent
the owner of that real estate from utilising his own real estate in a particular way.
Examples are a right of way or rights to pass gas pipes or electricity lines through
land. Such restrictions are often imposed by the state when disposing of, or
authorising the use of, its land. They are also created by statutes which confer on
public utilities the rights to enter land to lay and maintain pipes. An easement can
be acquired by adverse possession (See Section 12.3).

~ Covenants

Covenants are very similar to easements, and are often said to be just 'negative
easements'. However, restrictive covenants differ because they are concerned
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only with the 'servient tenement' and what the owner may not do with his land.
They are entered into by landowners so as to regulate the use and development of
land. For example, the owner of two adjoining parcels of land who wishes to sell
one and live on the other may wish to ensure that any building to be erected on
the land being sold does not obstruct his view. By observing certain formalities,
such a covenant can be effective not only as an agreement between the original
parties, but it can be made to 'run with the real estate' and be binding on the
successive owners of the real estates concerned. Unlike easements, restrictive
covenants cannot be acquired by adverse possession.

Contractual Rights

. Landholders may also create other rights, by agreement, under which land may
be entered upon for the purpose of growing crops, or extracting minerals,
exploiting timber or taking away some part of the soil.

=> Profit

A profit is a right to take part of the soil, minerals or natural produce of the
servient tenement.

A profit is different from an easement because an easement must have both a
dominant and servient tenement, whereas a profit needs only a servient. The
owner of the "profit" may not own real estate nearby, or indeed anywhere. If so,
his right exists 'in grosSI.

Examples. Suppose Xis the owner of the profit and Y the servient owner.

(i) X has the right to go onto Y1s land and remove gravel. (He may sell the
gravel to construction companies.)

(ii) X has the right to hunt and remove bears on Yls land.
(iii) X has the right to grow grass on a portion of Y's land and to remove the

crop to use as winter fodder for his animals.

=> License

A license is a permission given by the proprietor of real estate or a lease which
allows the licensee to do some act which would otherwise be a trespass.

Licenses do not need a dominant tenement and may be created informally and for
short periods. Normally they do not "run with the real estate", Le. they form a
contract between individuals and are not passed on to new owners upon sale.

Examples: Let Xbe the licensee and Y the licenser.

(i) Y allows X to conduct a pop concert on his field between July 15 and 22
of the years 1994 to 1999.

(ii) X can not get access to his land because of the recent rains. Y is giving
him temporary permission to cross his land.

Caveat/ Caution

It is often the case that a third party may wish to prevent the owner of real estate
or a lease from dealing with the land because they have some interest against the
owner.

Examples:
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(i) A husband and a wife are splitting up, but the family home is registered in the
husband's name. The wife can issue a 'caution' which prevents the husband from
conveying the real estate without her consent.
(ii) A decorator has refurbished the house at great expense, but his invoice has not
been paid. He will issue a 'caution' preventing conveyance until the bill has been
paid.
(iii) A company director is under investigation for fraud. It is possible that his real
estate has been illegally acquired. The investigators issue a 'caution' to prevent
him from conveying the real estate until the case is resolved.

3. Title Systems

The term'Real Estate Registration' refers to the recording of rights to real estate. The
major purpose for this recording is to provide security of real estate ownership, that
is, it should protect an owner from being deprived of that ownership except by his or
her own act or by the specific operation of a legal process (e.g. expropriation in case
of foreclosure or debt collection). This feature simplifies transactions in real estate;
allowing any person to acquire a legal interest in real estate easily, quickly, cheaply
and safely. A secure and publicly accepted real estate registration procedure that is
both fast and inexpensive can encourage transactions and, and at the same time,
facilitates the use of real estate to raise capital. This is essential for a viable market
economy.

Real estate registration can be defined as a formal and systematic process of
managing information about real estate. The information relates to the legal
description of property (land, building and units), the nature of the legal interests
and of the people who hold those interests.

Virtually every country in the world has some system of recording these rights;
whether it be for public purposes (sound land administration and collection of
taxes), or for providing safe, inexpensive and quick means of conveyancing for the
private individual. The most common systems are Deeds Registration and Title
Registration.

See Annex VLA for further readings concerning registration and cadastral systems in
other countries. A matrix of selected information from Land titles Offices in
Australia, New Zealand and Hong Kong is at Annex VLB.

3.1 Deed Registration

Registration does not confer validity in itself; it merely makes unregistered
documents inferior to registered ones. In some jurisdictions unregistered documents
are considered invalid and unenforceable. In a deed registration system, the seller
conveys to the buyer his interest (if any) in the specified real estate; there is no
assurance that other parties do not have claims on the same property. There is no
guarantee of accuracy in the system or security.

Individuals skilled in the procedures (e.g. lawyers) are required to check through the
I chain of title' as evidenced by the deeds held by the 'owner and / or held in the
deeds registry. Because deeds are neither examined as to their validity nor have to
.be registered, it is possible that a description of the real estate, over time, can vary
and the actual real estate available may be different from that described. As a result,
a subsequent transaction mayor may not convey the whole of the original real estate
held. The single chain of title for a specific piece of real estate can break and another

VL23

I
I
I
I
I
I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

chain start. In view of this threat, people examining the chain usually search for a
reliable start point from which to check in detail all the transactions to the current
one. In some instances all transactions will be the checked from when the real estate
was alienated from the State, a time consuming and expensive process.

3.2 Title Registration

A registration of title system is the next logical step to overcome the deficiencies of a
deed registration system. Title registration provides a methodology to determine,
guarantee and transfer title. Its basic principles are:

• The Indefeasibility Principle

The basic aim of the Torrens system of title registration is to provide security of
title to owners through the concept of indefeasibility. This means that ownership
of an interest and the extent of that interest is as shown in the title register. An
indefeasible title cannot be defeated, revoked or made void, and is intended to be
conclusive evidence that the title holder has a right to the property. (There are
some exceptions to this principle that are best described as 'overriding interests'
see Section 3.3.)

• The Registration Principle

Under the deed system, title is effectively transferred by delivery of the title deed
(deed for transfer of ownership) to the purchaser. One of the difficulties of this
method is that the holding of the deed documents evidences ownership. To lose a
title deed invites disaster.

The principle of registration has two elements. Firstly, the Registry provides a
repository of all deeds and provides access to them. Secondly, a transfer of title
must occur by registration in the Registry rather than by mere delivery of the title
deeds from one owner to another. Unless a transaction is registered it has no
legal authority. For this purpose, a 'title register' is established which discloses
the only interests that affect each registered title.

• The Principle of Abolition of Notice

Under a deeds system, a person was considered to have knowledge of any
interest concerning real estate (even if it was unrecorded or unknown to him) if
the interest could have been discovered by reasonable inspection and inquiry.
The Torrens system has abolished this principle, declaring that a person is
deemed to have actual notice of all registered interests affecting a title as well as
the registered title itself. In other words, if the interest is not registered, it does not
exist.

The only exception is that of fraud or forgery. Because the system is only
designed to protect the honest (bona fide) purchaser, any person who
participates in a fraudulent or wrongful act to obtain a registered title or who
uses the system to defeat valid third party interests is not protected by
registration of the interest so obtained. However, a bona fide purchaser who
acquires a title from a wrong-doer and who is innocent of the fraud, will acquire
a good title.

.• The Assurance Principle

This principle provides a facility whereby compensation can be paid to a person
who is deprived of a right or interest by the operation of the Torrens system. For
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example, a title obtained by fraud or forgery is not indefeasible as against the
true owner. The true owner can recover his or her title against the wrong-doer.
However, if the wrong-doer conveyed the title to an innocent purchaser, this
purchaser does acquire an indefeasible title. The Torrens system compensates the
original owner who cannot recover the estate or interest and allows the innocent
purchaser to retain ownership of it.

Loss occasioned by negligence of the Registrar or staff is also subject to
compensation. So is any loss that is based on the conclusiveness of the register.
In other words, "the register is everything" and persons are entitled to rely upon
its accuracy and completeness. Where a person suffers loss or damage because of
that reliance, that person is entitled to compensation from the State.

Thus, the highest level of security exists if a law is enacted stating that

• no dealing to convey any interest in land is effective until registered in the
prescribed manner;

• the records in the register are conclusive evidence of interests in land; and

• the Government guarantees the accuracy of the record and will indemnify any
person who suffers from inaccuracies in the record.

Within a Title registration system there is no need for the person acquiring the
interest to investigate the title. The title system, by confirming both the ownership
and priority of the legal interest, provides security and increases confidence. The
system is relatively cheap and fast to operate and it encourage the dealing in real
estate and investment.

Most major countries of the world (with the notable exceptions of the USA and South
Africa) have moved to a system of Title registration. In a title registration system, each
unit of real estate (land, building or apartment) is uniquely identified and the current
legal rights are recorded against that unit. When a transaction occurs, old entries are
deleted (or, if appropriate, modified) and new ones entered. All existing rights are
clearly evidenced by a simple inspection of the record. The draft Land Laws under
consideration in Russia use this approach. In central Europe, the record of legal
interests is often recorded in a 'land book'. In this text the record is referred to as a
Register, to more accurately reflect the computer environment.
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FIGURE VI. 6: IMPROVEMENT OF INTERESTS REGISTRATION15

15 McLaughlin, 1976, The Multipurpose Cadastre. Ph.D. Dissertation, University of Wisconsin, Madison,
Wisconsin.
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3.3 Interests which may be Registered.

The decision as to what interests should be registered affects the cost of the system
and the time required to have it fully operating. Essentially, there are three options:

• register only the ownership rights;
• register all interests in the specific real estate;
• register the ownership plus a list of the most common and well understood

interests in land e.g. long term lease, mortgage, easement, etc.

The registration should be based upon the civil code and land law and should
consider the number of interests recognized by them as well as the security which
the state gives to them. There is a common understanding that it is not appropriate
to register an almost undefined range of estates and interests. Purporting to register
everything is likely to lead people to think that they have more protection than they
can have. Thus the understanding is that registration should be extended beyond
ownership (fee simple) to a limited number of interests which include life inheritable
possession, lease for a period longer than three years, easements and restrictive
covenants.
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4. Real Estate Identification
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4.1 Requirements

Every real estate object must have a unique means of identification. This identifier
not only clearly identifies each real estate object and therefore distinguishes it from
other real estate objects: it also provides certainty in the linkage between the real
estate and its various ways of representation - on documents, on maps, in the legal
registry, and in the supporting computer systems.

The real estate identifier also provides the capacity for broad system integration. For
example, link data about land, primary and secondary objects and also enable
vertical integration between different types of graphical, legal, physical data,
planning and zoning data, etc.
The requirements of a real estate identification system are:

• Uniqueness

Each separable real estate object should have one and only one real estate
identifier, and only one real estate object should correspond to that identifier.

If one object has more than one real estate identifier that one object will have
more than one title and therefore could be subject to two or more separate
transactions at the same time, clearly leading to conflicting interests.

If many objectS have the same real estate identifier, interest holders of different
real estate objects could attempt to register legal interests to the same title, which
will again result in conflicting interests.

• Standard structure

The basic principles of constructing the identifier should be extendible to all types
of real estate objects (land, buildings and units). It should be applicable to the
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Russian Civil Code

Article # 131.

State Registration of Real Estate.

1. Right of ownership and other
proprietary rights to real estate, restrictions of
these rights, establishment, transfer and
tennination of these rights are subject to the state
registration in the unified Registry by the bodies
of the Ministry of Justice.
The follOWing rights are subject to the state
registration: right of ownership, right of
operational management, right of economic
management, right of inheritable possession for
life, right of permanent use, mortgage, easement,
and other rights, envisaged by the present Code
and other laws.

interests reserved to the State, e.g.
the rights reserved to the State on
minerals lying below the surface of
the land;
taxes and duties levied on the basis
of ownership of land or dealing
with land;
a leasehold for a term of less than
three years;
the power of compulsory
acquisition given to the State and its
various organs to acquire land (or interests in land) upon payment of just
compensation. Such acquisition may be effected for a variety of reasons, e.g.
roads, railways, etc.

•

•

•

Overriding Interests

In addition there is a group of interests
called 'overriding', whose priority is
recognized regardless of the fact they
are not registered. This group can
include:

•
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FIGURE VI. 7: THE IDENTIFIER AND SYSTEM INTEGRATION

whole locality, be it city or oblast. Ideally, the standard should allow the
identifier to be integrated into the Russian Federation Unified System.

• Simplicity

The identifier standard should be easy to understand, remember and work with,
convenient for data retrieval and efficient in data manipulation.

This criterion may lead to completely different results from the point of view of
the owners/interest-holders, system developers and administrators, and public
sector users. From the point of view of owners, an easy way to check for
information is using the name and possibly the address; from the point of view of
local administration or other institutions it could be the address or a lot and plan
reference; from the point of view of computer system developers it could be a
system-generated sequence number.

• Permanence

Once a real estate object has been allocated a unique identifier, that identifier
should not change unless the real estate has been subdivided into smaller parts or
aggregated into a larger unit. Following a subdivision (Le. mutation), the Registry
will cancel the title for the original real estate parcel and create a new title record
with the new identifier for each of the resulting parcels.

• Flexibility.

Construction of the identifier should facilitate the linkage of any buildings or
apartments to the affected land parcel. The methodology should be easy to
understand and follow pre-determined rules.

LAND SURFACE GRAPHICAL REPRESENTATION
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FIGURE VI. 8: SUBDIVISION AND EXAMPLE OF TITLE NUMBER

FIGURE VI. 9 : EXAMPLES FOR PARCELS IDENTIFIED BY VOLUME AND
FOLIO NUMBER
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Another form of title identifier is the Volume and Folio number. This is still used
in some States in Australia and is used in some other countries. The Australian
system, prior to the automation of title records, held the details of each title in a
page within a book. When a page became full or the parcel was subdivided, a
new page was opened for each of the new parcels. The identifier became the
reference to the page and book and was known as the Volume and Folio. Unless
the title records in respect of a specific plan were created together the neighboring
parcels would have different references.

This system has the advantage being administratively easy to allocate and use.
However, the title reference is not connected to the spatial system and cross
reference indexes are necessary to move from the title reference to the real estate
identifier.

4.2 Examples of Different Identification Systems

Over time a number of jurisdictions have developed different approaches for real
estate identification. Some of these are outlined below together with a summary of
their advantages and disadvantages.

• Title Number

The title number can be a sequential number or a combination of digits and letters
allocated to each real estate object when the first registration take place. This
sequence could be a combination of the last two characters of the year of
registration together with the number allocated to the transaction when it was
lodged for registration, e.g. 961234, where the title is based on document 1234
lodged in the Registry in 1996.

The identification of separate titles issued to each of several owners holding as
tenants in common needs to be considered. In the above example each title could
be easily differentiated by the simple addition of a numeric or alphabetic suffix
e.g. 961234A, 961234B, etc.

This approach has the advantage of being an administratively simple system,
while at the same time providing a capacity to fit within a larger framework by
the addition of a regional prefix.
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• Cadastral Identifier

This approach is based on the subdivision of the city/county/territory into units
i.e. cadastral blocks. A cadastral block is an homogeneous area, surrounded by
streets, roads, railways, water areas, etc. and containing real estate parcels. In
order to allocate the identifier it is necessary to prepare a cadastral index plan,
which contains all cadastral blocks. A nation-wide cadastral number is based on
a hierarchical subdivision of the country into administrative units (districts),
rayons, zones, cadastral blocks, parcels, etc. Thus in contrast to the reference to
title number, the cadastral number gives a certain spatial reference.

The cadastral number provides for an easy to access and flexible access to all real
estate objects within a cadastral block. However, the identifier is typically quite
lengthy and difficult to remember. Alternatively, the identifier could be a
combination of the lot and plan number. This system is used in states of Australia
and elsewhere. The plan number in each state is unique and the lot numbers
within each plan must be sequential. Thus the reference to a parcel on a cadastral
map is the title identifier where, for example, title identifier 123/98765 refers to lot
123 in plan 98765.

• Address Based Identification

An identification system based on the address is not commonly used, because the
address is often not sufficient to uniquely identify a real estate object. It is not
unusual in Russia to have more than one building with the same address, or one
building with two addresses. Different agencies could have a different address
for the same building. For example, the building may be on a corner or the end of
a block and up to three streets could be specified. The whole issue is further
complicated if the street names are changed.

While this approach is convenient to use, it is often unsatisfactory as a unique
identifier. It is difficult to standardize because it often comprises a combination of
different attributes. For example, in Russia the address can contain varying
combinations of attributes such as 'toponim', 'prefix', ,suffix', etc. An address
based code is cross-referenced to the title number in some title systems to
facilitate and speed up access to the information for administrative or query
purposes.

XXXX.XX.X.XX
:.................. ...• Unit number

:..........................• Building
:................................ Parcel number

:.......................................... Street code

A part of the address is used in some places as part of the cadastral number.

xx.XX.xxx.xxxx.XX
. : :.. .........• Parcel number

:... ..• Street code with indication for left or right hand side location
:........... .................• Cadastral Block

..... ...............• City Administrative area - Cadastral Massive
:...........................................• City Code
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Thus, for example, 18:22:003:1149:23 will indicate city code 18, city rayon number
22, cadastral block number 3, street with code 149, left hand side (code 1 in front ),
parcel number 23.

• Centroid or Other Object Co-ordinates

This approach is convenient to use in graphical systems. It is not easy to allocate;
not easy to work with; or easy to remember.

Some countries have established traditions to use as part of the identifier other
information such as land use code, type of ownership code, type of construction
and number of floors for the building identifier, etc. This makes the identifier
more informative, but at the same time more difficult to use (because of the
increasing length). It is also dependent on changes in all the included elements.
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y=5469,26

15.142639.4266
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4.3 Current Systems for Real Estate Identification in Russia

Because there has not been a unified approach in Russia to the ownership of land,
buildings (primary objects) or apartments (secondary objects), several systems have
been developed for identifying real estate objects.

• The Structure Introduced by Government Decree Number 475

To introduce a country-wide unified real estate identification system on April 15,
1996, the Government of the Russian Federation enacted Decree Number 475 'On
Real Estate Objects Cadastre Numbers Structure and on Real Estate Rights and
Transactions State Registration Forms Fill-In Procedure', stipulating the
following:

Cadastre number has an hierarchical structure - starting from a number of the
Russian Federation subject through a number of a specific real estate object - A : E
: B : r : .D: : E, where:

A - is a number of the Russian Federation subject, to be specified by the
Committee of land resources and land use of the Russian Federation;

E - is a number of an administrative-territorial unit being a part of the Russian
Federation subject, which is to be specified by an executive body of the Russian
Federation subject;

B - is a number of a zone (district, block, other unit) approved by a local self
government body;

r - is a number of a land plot assigned based on the valid procedure of land plots
registration;

.D: - is a number of a building or a construction assigned based on the valid
procedure of buildings and constructions registration;

E - is a number of dwelling or uninhabitable premises assigned based on the valid
procedure of dwelling and uninhabitable premises registration;

: - is a divider of parts in a cadastre number (Article 1).
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Assignment of a cadastre number is an obligatory condition for execution of state
registration of rights for real estate objects and provides for exact identification of
an object (Article 2).

Lack of a land plot cadastre number cannot be a reason to refuse assigning a
cadastre number to a building, construction, dwelling or uninhabitable premises
located on this land plot. In such a case cadastre number is formed in the
following way: 0 (zero) - for a land plot number, and a number for a building,
construction, dwelling or uninhabitable premises is to be assigned in a standard
way (Article 4).

• The Approaches Used by Some of the REIS Cities

The system of cadastral identification chosen for most of the REIS cities is more or
less based on the Land Committee system, with attempts to expand it to cover
buildings and units. While the first section of the identifier sequence (Le. the
parcel part of the cadastral identifier) is more or less the same, the building
number section often accepts the BTl file number. For a smaIl city, this file
number is normally unique.

Having a unique number for each building in the whole city allows flexibility in
registering building rights before having parcels and even cadastral blocks. The
linkage of the building to the parcel takes place after the parcel number is added
to the correspondent part of building identifier.

XXX:XX:XX:XX:XX-XXXXX:XX-XXXX---rT - --rT "T~ ...............• Secondary Object Number
i : :............................. BTl letter for building, located on parcel

:......................................• Primary Object Number,

Inventory number of BTl-file
......................... Parcel Number

·....·..·....·...... ········· · ·········· iiI Base Cadastral Block Code

Number inside the City Rayon
...............................................................• City Rayon

..................................................................... City Code as part of the Oblast

............................................................................ as a subject of the R. F.
• The code of the Oblast as a

subject of the Russian
Federation (e.g. HHO - Nizhny
Novgorod)

In this particular example the hyphens are being used to distinguish the part
related to the land, primary and secondary objects, while the colons between
them are used to distinguish the different elements. In different cities different
separators are used, most commonly colons.

Here are some examples illustrating the cadastral numbers which may be given to
different real estate objects.

Examplel

In registration of rights on land parcel N 15, located in quarter
Nizhnegorodski rayon, the parcel cadastre number will be as follows:
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HHO: 18: 06: 034: -:--: 01187:Al+

HHO: 18: 06: 413: 015: ++++: 00117:A++

HHO: 18: 06: __. : 00117: A++: 0008: ++++++
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where,

Nizhny Novgorod cadastre number
Nizhnegorodski rayon number
cadastral block number
land parcel number
subparcel absent number.

HHO:18
06
413
015
++++

HHO: 18: 06: 413: 015: ++++

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

~8: A...:A: B.....B : c....~ :D..:.D : y,~,... I
j . : : : :........... List of rooms or parts inside the secondary object
: : Secondary Object Number
: Primary Object Number

............................................. Parcel Number I
.......................................................... Base Cadastral Block Code

.............. • City Code as subject of Russian Federation I

I
I

If it is known, nevertheless, that the above premise is located in the cadastral
block N 34, its incomplete (temporary) cadastre number will be as follows:

Example 4

In case of secondary object rights registration, for example of apartment number 8
located in building from Example 2 above, the cadastre number will be as follows:

HHO: 18: 06:413:015: ++++: 00117: A++: 0008: ++++++
(Here 0008 is the number of the secondary object i.e. the apartment)

If in the rights registration of a secondary real estate object the base parcel rights
are not recorded or registered, the secondary real estate object will be given an
incomplete cadastre number:

Example 2

In the case of rights registration on a sole primary real estate object (building or
premise) with inventory number 117 and letter A, which is located on the land
parcel of Example 1 above, this real estate object cadastre number will be as
follows:

Example 3

In the case of rights registration on a building (premises) with BTl inventory
number 1187 and letter Al, located on a parcel which is not registered, blanks will
be left as the cadastral block parcel and subparcel numbers. Thus we have an
temporary cadastre number which looks like as follows:

HHO: 18: 06: --:--: : 01187: Al+

In some of the REIS cities, further subdivision of the land, primary object and
secondary object was considered in establishing the structure of the real estate
identifier. In Nizhny Novgorod, the parcel number is supplemented by a sub-parcel
number. In the Saint Petersburg system a secondary object can be subdivided into
sub-objects. Thus the structure of the Cadastral Identifier in Saint Petersburg is:
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Some examples:

78:4135A:15
refers to parcel number 15, located into the cadastral block 4135A in the City of
Saint Petersburg (code 78).

78 : 4135A : 0 : 7,
refers to the rights on building number 7'as being registered and a parcel has not
been allocated yet to the building. The allocation of a parcel to the building will
result in replacing the zero on the pattel part with the actual parcel number i.e. 78
: 4135A: 15: 7.

.When the rights of the apartment number 8 in building number 15 are registered,
the identifier will be:

78:4135A:15:7:8

If the rights are registered in two rooms of the same apartment, the identifier will
be:

78:4135A:15:7:8:2,3
(Here the last part shows the list of room numbers, separated by a comma.)

No additional information should be incorporated in the identifier. In most of the
current designs the cadastral book has three blocks or components - land, primary
object and secondary object. If a part of the parcel is subject of an interest other than
ownership, e.g. lease of part of the parcel, this should be included into the
description of the legal interest.

For example, 'lease of part of the parcel with area of .. , as indicated on the plan '"
for the period of 2 years'. Similarly, the right of part of the apartment can be
described as 'individual ownership of part of the apartment, comprising the rooms
with numbers 2 and 3 as indicated on the floor plan number ... (or each of them with
area X and Y sq. m. located in ... part of the apartment)'.

Interests such as easements, leases, etc. can apply in various ways to the parcel and a
specific description of the part affected is sufficient for the identification of their
extent. For example, the notification that might be entered on the title affected by a
drainage easement could precisely describe the affectation as 'Easement to drain
water affecting the site shown as 1 metre wide in plan (or diagram) lodged with ...'
A separate real estate identifier should never be allocated for the part of real estate to
which these interests apply.

4.4 Related Issues

• There are not always Unique numbers for all the units inside a building, especially
for the commercial units. A way of numbering them must be defined to avoid
duplication with already existing numbers for the residential units.

• The allocation of cadastral numbers should attempt to provide for maximum
possible flexibility in order to impose less changes to the existing local situation
and to avoid hindering the process of registration and inventory.

• Land parcels owned by the same person but located in different cadastral blocks,
or in different parts of the same cadastral block, must have different numbers.
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• Neighbouring land parcels owned by the same person but under different forms
of tenure (e.g. ownership, long term lease, life inheritable possession) must have
separate cadastral numbers.

• A building or premise which straddles two or more neighboring cadastral blocks
(for example with an arch over a passage separating those blocks), owned by one
rights-holder, is given one cadastre number indicating the block with the largest
or main part of the building.

• When rights are transferred to another interest-holder and / or other legal
interests are recorded, the object cadastre number does not change (Decree 475,
Article 7).

• In case of parcel mutations (see Chapter 10), the corresponding sections of the
registration book(titles) are cancelled and new sections (titles) created. As for the
unique identifiers of the new parcels created as a result of parcel division or
amalgamation, it is the registry's function to formally approve the new identifiers
by the act of registering the plan. It is essential that the Registry ensure that all
real estate objects have a unique identifier.

The same principles apply with the division or amalgamation of secondary
objects. The superseded titles are cancelled and new titles are created for each of
the new real estate objects in terms of the new unique identifiers. The records of
the history of the changes of each object must be kept. (See Figures VI.10, VI.13
and VI.14.)

• When an information system is to be developed with the objective to integrate
information from various sources, there will be need to analyze the existing data
in all participating authorities. For some of them it will be preferable and
convenient to continue using their own identifiers. For others, it will be necessary
to consider the existing identifiers in order to be able to convert their information
into the new format of the integrated system. Thus a cross-reference system
between different identifiers (primary and secondary keys) is the basis for system
integration and should be the framework of the system design.

VI.35

I
I
I
I
I
I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

BEFORE

FIGURE VI. 10: PARCEL MUTATION (RE-PLANNING)

5. Description of Real Estate

A title registration system has two basic components; one is the 'text' that describes
the owner, the tenure, restrictions, etc., the other is the description of the real estate
to which the text applies. The real property description should unambiguously
define the real estate for the purpose of land registration, show property location and
boundaries and allow the re-establishment of those boundaries should that be
necessary e.g. the marks disappear, boundary disputes, etc. This specificity provides
a reliable base for the effective management of land information.

There are various ways of providing the real estate description:

• description by abuttals
(Descriptions which define the real estate simply by what adjoins that
property e.g. Street A on the North, Ivanov's property on the east, etc., may
be helpful but they are often inconclusive and therefore unsuitable.)

• map or plans e.g. topographic maps, cadastral maps or individual plans
• description by list coordinates or survey of all parcel points
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The choice of method is usually predetermined by factors such as:

• the geography of the country or area
• the patterns of land ownership
• the legal definition of boundaries
• the existing traditions of boundary demarcation (by pegs or features such as

walls, hedges, fences)
• the availability, type and accuracy of survey and maps
• the availability of control network .
• the availability of surveyors and the cost of surveying
• the survey regulations specifying the accuracy, methodology of work, the

appropriate instruments, etc.

In England the existing large-scale topographic mapping is used to identify the
property boundaries. The boundary feature is usually a physical feature that is
represented on the map and the boundary is highlighted with a colored line on the
map. In Australia, South Africa, Canada, East Africa and many other countries,
comer monuments(e.g. pegs) are placed and accurately surveyed to fit either with
current usage or with some pre-designed layout. An individual plan is then
produced to represent the boundary of each of the parcels. In much of Europe the
survey is carried out so that the real estate may be added to the existing cadastral
mapping. Permanent monuments may, or may not, be placed. In Thailand, photo
maps are produced with overlays showing boundaries.

The three processes of demarcation, indication and survey may occur in any order,
depending on the particular method being used. It should be noted that, in cases of
boundary dispute, the parcel definition is evidence that is considered together with
other evidence, such as verbal statements from neighbors, evidence of long-time
usage, original intentions of the seller, etc.

• Demarcation

In a legal sense, a boundary is a vertical surface that defines where one land owner's
territory ends and the next begins. (Strata titles are different in that the boundary of
each parcel is described in terms of encompassing walls, ceiling and floor i.e. cubic
space.) The boundary surface intersects the ground along the legal boundary which
is an infinitesimally thin line and therefore an abstract concept. In practice most
people mark the limits of their property on the surface of the earth with linear
features such as fences or hedges or point features such as wooden pegs, iron bars,
or concrete marks.

The difference between the Ide facto' and 'de jure' positions of boundaries can give
rise to problems the solution of which will depend on the concept of the boundary.
There are different concepts of a boundary: the main two are referred to as fixed
and general. A fixed boundary is one in which the precise line of the boundary has
been determined. A general boundary is one for which, so far as the Register is
concerned, the precise line can only be established by adjudication on the ground.
There are, however, many variatioris within both fixed and general boundary
concepts16•

16 Dale P.F.,1976,Cadastral Surveys within the Commonwealth,London.
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• Indication

All the interested parties should be present to point out, and mutually recognize,
the boundaries on the ground. This may be necessary so that a survey can be
carried out, or it may involve agreement between the parties that the position
recorded on a map corresponds to the situation on the ground. A signed
agreement stating that the parties agree to the boundary representation may be
required.

• Survey

A survey is necessary in order to represent the parcel boundaries on a map. It
should have sufficient accuracy to allow re-Iocation of the boundary feature in
cases of dispute. The method of survey will vary depending on the choice of fixed
or general boundaries, type of demarcation, existing mapping ( the scale of the
mapping is important), the cost and availability of surveyors, traditional
techniques, accuracy required, and whether a sporadic or systematic approach is
taken.

A sporadic approach implies that the surveys are carried out as and when
needed. For example, in Russia, the approach could be to survey only those pieces
of real estate that are in the process of privatization. Thus surveys would be
carried out, at the expense of the applicant, in different places at different times
depending on the applications. However, it could be decided that every piece of
real estate should be surveyed even though most of it still belongs to the state.
This is the systematic approach. The systematic approach has the advantage that
a complete map of all parcels is produced and that it is cheaper, on a per parcel
basis, to survey large numbers in one location at a time. The main disadvantage is
that it would have to be paid for by the state and it is expensive.
Sporadic surveys usually have to be done by ground methods, whereas
systematic surveys can use photogrammetric methods as well, to cut the cost and
time involved.

6. Registry Bookkeeping

Development and documentation of standards for maintenance of registry records is
essential to ensure the efficient functioning of the registration system. These
standards should cover the following broad areas:

• Registration - standards for the registration book,
• Certification - certificate of title and certificate of official search,
• Administrative support - application, power of attorney, owner list, standard

forms, etc.

6.1 The Content and the Form of the Register

Notwithstanding the variety of ways that title systems are implemented, they
generally all share the use of maps and plans to describe real estate. All systems
contain more or less the same information which is basically divided into the
,follOWing three parts:

• A property section that provides a clear, unequivocal identification of the real
estate object owned. A limited amount of supporting property information is
normally provided in this section such as geographic details (e.g. rayon, oblast,
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etc.), address, area of the parcel, etc. This section remains unchanged when
transactions occur;

• An ownership section that provides information about the current legal
owner/s (name, personal identification and, often, address), the reference
number of the deeds giving him the title (or to the application number if deeds
are stored under the application number), the date of registration and possibly
the date of purchase; and

• An encumbrances section that lists all third party rights and interests in the real
estate. This contains statements of mortgages, charges, leases, cautions or
restrictions affecting the right to disposition.

The structure and the content of each of the sections varies in different countries. In
some countries leasehold rights are shown as separate pages (folios) or separate
sections, in others countries leases are shown in the encumbrances section.
Depending on the legal definition, easements are shown in the property or
encumbrances section or in both of them (in the property section of the beneficiary
real estate as easement record, and in the encumbrances section of the encumbranced
real estate as a record for encumbrance). Some easements (electricity cables, pipes,
etc. referred to as easement in gross) can also be treated as overriding interests (see
Section 3.3).

The forms of the register also vary, reflecting the existing traditions in each country
for bookkeeping and considerations such as practicality, security, maintenance,
efficiency, etc. The common rule is that each real estate unit has a separate folio or
card. Folios are kept bound together or in loose-leaf binders. Bound folios are more
commonly encountered in countries where the title number is used as a real estate
identifier. In Australia, for instance, up to 250 folios (each of them with a sequential
number) were traditionally bound in a volume and thus the real estate identifier is
defined by the volume and folio number. An example of the register book in the
Pskov City Register is shown in Annex VI.Cl.

Subsequently, loose leaf systems were introduced (still referring to volume and folio
numbers). The loose- leaf approach facilitates the access to the register because if
one volume is in use then anyone else searching another folio within the same
volume is denied. However, appropriate procedures need to be implemented to
ensure that there is no risk of losing a folio (e.g. not issuing original documents but
photocopies only).

Loose-leaf binders are preferable where the cadastral number is used as the real state
identifier. This allows more flexibility in organizing the documents (e.g. all parcels
for a cadastral section held in a specified order can be reorganized, if necessary,
when real estate mutations (consolidation and subdivision) take place. The choice of
method for binding the Register book should also consider whether first registration
is systematic or sporadic. In countries with a well~established pattern of ownership
and systematic adjudication, it will be possible to assemble and bind together all
pages/folios of the Register book at once. In the places when the ownership pattern
will change and it is also difficult to apply systematic first registration it is probably
better to keep the Register in a loose-leaf format.

'A number of approaches are used to facilitate work with the Register, such as
leaving the parcel number visible (e.g. Kenya), or preparing a front page with the list
of all real state included in the binder.

VI.39

I
I
I
I
I
I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

An alternative to the volume/folios approach is evident in England where index
cards are used. They are kept in' drawers as this facilitates the maintenance of the
records. Old cards are removed and kept in the archive. This approach is more
convenient but increases the risks of losing cards.

The general tendency is to maintain a separate archive for the historical record and
hold only the current information on the register. In some countries a separate file
exists for each registered unit containing all·deeds concerning that real estate. Other
registries store all deeds in a chronological order. Since there is a reference in the
registry to the deed number and / or the date for the registration, it is very simple to
trace each particular document. (Often each application and all deeds related to it
are given the same number, and reference is then made to this number in the
register.)

There are also certain security measures undertaken to protect the register in case of
fire, natural disasters or even war. The form of duplication will depend on the way
the system operates (whether manual or computerized) and the funds available. In
case of a manual system, microfilming is often an appropriate approach and a
second copy is kept separately from the register itself, preferably in a separate
building. Even when the register is not duplicated, its content can be almost entirely
restored from the documents held within the community such as certificates of title,
mortgages, leases, etc.

6.2 Title and Searches

In the Torrens system, the new owner is supplied with a duplicate of the Register
showing its status at the date time of registration. The general rule, however, is that
only the entry in the register is the one thnt proves title. The Certificate of Title is
evidence of the valid entries in the Register at the time it was delivered. A sample of
a Certificate of Title and a Search from the Pskov City Register is at Annex VI.C2.

There may be a number of third-party interests affecting the register between the
time of the two subsequent transactions, whose registrations do not require the
ownership certificate to be provided from the owner, and therefore appear on the
register but not on the certificate of title. Most of the registries practice issuing
certificates of official search (corresponding to the "spravka" in Russia), showing all
the valid entries in the register at the time of application for such certificate. Sample
certificates of title and results of search showing current and historical information
are shown in Annex VI F, Appendices B, C and D.

The Certificate of Title is a legal document and is evidence of real estate ownership.
The document must be produced to the Registry to support any transaction by the
owner with that real estate. A new edition of the Certificate of Title will be
generated by the Registry whenever a new transaction is registered affecting the
ownership of the real estate contained in that Title. It is also important for a number
of other reasons, such as the owner's sense of security; for promoting of the idea of
registration, as well as prOViding the owner with the reference to both the title and
the unique identifier of the real estate. This information facilitates all subsequent

'inquiries of the registry or the preparation of documents relating to secondary
transactions.
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When real estate is owned by one entity that owner receives the certificate of title.
However, where the real estate is affected by a mortgage, the certificate of title is
delivered by the registry to the mortgagee. When the real estate is owned by several
entities and they hold as joint tenants, only one certificate of title exists. Where there
are several owners, and they hold the real estate as tenants in common (i.e. shares), the
registry will issue a certificate of title to each of the owners. Each title will specify
the share of the respective owner.

In some countries certificates of mortgage are issued by the Registry following
registration of the mortgage. In other jurisdictions the practice is to deliver the
Certificate of Title to the creditor for the mortgage loan. In some cases the mortgagor
lodges an original and a copy of the mortgage document - the original being held by
the registry as the official document and the copy which is returned to the mortgagor
after it is endorsed as being registered. When the loan has been repaid the
mortgagor lodges an application with the registry together with the certificate of title
for the affected real estate which has been held as security. The application formally
advises the registry of the repayment and requests the registrar to remove or cancel
the mortgage entry in the register. Following registration of the transaction the new
edition of the certificate of title is returned to the owner by the registry.

6.3 Supporting Administrative Records

The administrative standards includes a number of books and forms that support the
process of registration in general.

• Application Book

This book (which may also be in the form of a card index) is essential in the registry
as it records the progress of all applications. An'application' refers to any dealing in
real estate, i.e. official searches, transfers, mortgages, cautions, etc. All applications
are made on standard forms. When the application for registration is lodged at the
registry (by hand or, in some countries, by post) it is given a sequential application
number. This number is added to the book together with such other details as
deemed necessary (e.g. identity of the title and / real estate affected, the date and
perhaps the time of lodgment, etc.).

The application book is checked on a daily or weekly basis to ensure that all
outstanding applications are being dealt with. The application book is helpful not
only as a routine measure, but also for settling questions of priority. The application
and all deeds relating to it are given a number, which is used to organize the storage
of the deeds sequentially, and reference is subsequently made in the registry to this
number. (The application book in some parts of Russia is referred to as 'kniga
priema - viydachi documentov'.)
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App Signa-
lica- Date Result of Date and lure of
tion Title Details of Parties,' and Recei- Applica- time of Regis-
No. Number Application Applicant Time vedby tion Completion trar
4223 87:13:13: 49 year lease Nevsky Const. Oct 11 TRY Appro- Oct12 0942 XYZ
/94 04 Co. and Ivanov 1453 ved

F.I.
4224 87:01:12: Transmission PopkovZ.T. Oct 11 TRY
/94 06-123a- by inheritance 1507

12
4225 87:12:11: Official Tver Universal Oct 12 ZWT Appro- Oct15 1234 XYZ
/94 03-34-1 Search/ Bank and HG 0901 ved

Proposed Clothing Factory
Mortgage Ltd

TABLE VI. 1: SAMPLE OF APPLICATION BOOK

As shown by the sample forms from the Pskov City Register at Annex VI.C3, it is
possible for these books to be generated by computer. The computer also provides
the flexibility to specify a variety of options to both the information reported and the
format of the output to suit changing requirements.

• Owner Index

An index cross- referencing owners with their real estate can be useful. It can assist
the registry in the reconstitution of mislaid or damaged records, provide a simple
mechanism to identify the real estate owned by a person or entity, etc. In Russia this
appears commonly in respect to privatization. An index of the owners is therefore
commonly kept in the manual systems to show all titles registered in the name of a
specific owner.

The record can be in the form of cards in a manual system, sorted alphabetically
according to owner names. In a computer system, a separate manual index is
unnecessary since this type of inquiry is part of the query function and can be
produced at any point. In addition, the computer system can produce the equivalent
of a 'charge index' (maintained for example in British Columbia) which enables all
the charges registered in the name of a specific person to be identified.

Name Title Numbers
and personal identification (Cadastral Id)

Andrianov Sergei Ivanovich, passport #, date, place issued 82:05:23:34
Andianov, Nikolai Nikolaiovich, passport #, date, place issued 82:8:34:16-23- 0001, 82:27:4:32:01
Blizniakova, Olga Andreovna, passport #, date, place issued 82:8:12:00-34-147

TABLE VI. 2: SAMPLE OF OWNER INDEX

• Power of Attorney Record

This record provides information regarding all the current powers of attorney i.e.
proxies. In most registries an owner can lodge a power of attorney document, by
which the owner gives someone else authority to act on their behalf in respect to
certain real estate for a specified period of time and for specified activity. A power
of attorney can be terminated either by expiration of the period or by request of the
owner. A register of powers of attorney can be in the form of a card index or a
ledger in a manual system, or in a corresponding database in a computer system.
'The level of detail can be the minimum needed (see example below) or with some
key characteristics such as date of effectiveness, duration, date of termination,
description of the powers, etc.
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Entry Location of Document
Number Application

Proprietor Attorney Title Number(s)
Authorizing Power of

and Date Number Attorney
Led2'erlFolio

23/94 3263/94 Korolev, K. T. Lemonov R B. 12:3:45:67 3/42
Aug. 15

24/94 3742/94 Stavrilov, RM. Atimov and Sons 12:4:56:07..{)8, 3/157
Sept. 09 ,Legal Practitioners} 12:1:23:45,

12:3:21:32-21-47,
12:4:10:20-31-15

25/94 4225/94 Timakov Genadiev & 12:1:56:00 - 01, 4/13
Nov. 01 Construction Partners. ,Business 12:1:57:ill- 12- ill to

Co. Accountants} 12:1:57:01 -12-23

TABLE VI. 3: SAMPLE OF LODGER OF POWER OF ATTORNEY

• Mark Up Book

A mark-up process may have slightly different significance in different systems. It
may be a simple entry in a property index indicating that an application has been
made which may affect the title. There may also be provisions for "freezing" the
register in respect of a particular title, for example to give the owner and potential
purchaser time to prepare all the necessary for the transaction documents.

Title Application Date and Expiry Date and Removal of Mark By Date
Number Number Time Time (siltIlature) and Time

12:2:47:03 4425/94 Oct. 17 0901 Oct. 270901 TFKarina Oct. 181234

12:5:11:24- 4480/94 Oct. 181357 Oct. 28 1357 TFKarina Oct. 281357
47-256
12:1:..07:52 4552/94 Nov. 111116 Nov. 23 1116

TABLE VI. 2: SAMPLE OF MARK-UP BOOK

• Standard Forms

As procedures are developed and refined a registry will probably introduce a
number of standard forms, each for a specific type of request for registration and
also for the standard types of search. Care needs to be exercised to ensure that the
number of forms developed are really necessary and that they satisfy the essential
needs of the registry and its clients. They need to be simple to complete, clear,
concise and easily distinguishable. Sample forms illustrating these principles are
shown in Annex VI.F, Appendix A.

Annex VI.D shows a sample extract from a BTl file and a Spravka illustrating the
typical information available to owners of real estate and typical mortgage
documents.
The key elements of each form are the real estate identifier, the parties / interest
holders, the key characteristics of the interest and the expected actions (create,
terminate, modify). The forms will typically concern transactions such as:

• Sales of land / buildings / apartments

• Leases and sub-leases

• Sale of a lease or sub-lease
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• Mortgage

• Sale or transfer of a mortgage

• Exercise of a power of sale

• Sale of a share in land

• Transfer by inheritance

• Discharge of a mortgage

• Surrender of a lease

• Grant of an easement!profit! restrictive agreement

• Release of an easement!profit/ restrictive agreement

• Power of Attorney

• Caveat

• Appeals to the Chief Registrar

• Requests for search

• Mutation of real estate

• Application for registration on first privatization

• Application for registration of new buildings / apartments

7. The Mechanism of Registration

Each title in a Register relates to a particular real estate and contains all legal
ownership data that relate to it. It shows the unique identity of the parcel, the
owner, and any other interests affecting that real estate such as mortgages, leases,
restrictions and so on. The Register, typically, is a fully public document and any
title may be examined by anyone.

The function of the Registry is to update the Register so that each title accurately
reflects the current title details of the corresponding piece of real estate.

The Registry must be advised of all transactions affecting a registered parcel of real
estate. This is done by the parties involved in the transaction completing an
application and lodging that document with the Registry. When a title is updated to
show the details of a transaction described in the application, then that application is
said to have been registered. The process is called registration.

There are essentially three stages in registration:

• Lodgment of the application;
• Examination of the application; and
• Registration of the application and delivery of the Certificate of Title.

The following is a summary of these stages with special reference to aspects that
should be considered in developing and documenting the specific arrangements that
will apply in the Registry. A description of the procedures operating in Nizhny
.Novgorod and St. Petersburg are at Annex VLE.
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7.1 The Application

Registries typically need to develop a small range of standard forms in order to
ensure the efficiency of the registration process. Initially, the Registry will only be
processing a relatively few transaction types (e.g.) first registrations and change of
ownership and only two types of application may be needed. However, as the needs
of a maturing real estate market develop the Registry will need to look at a wider
range of forms to assist in maintaining the efficiency of its operations. The Chief
Registrar should have full control over the number, type and format of the forms
used in the Registry and the power to change them as the requirements of the
Registry change.

Full instructions to complete an application should be prominently displayed in
the Registry and even (e.g.) on the reverse of the application. (Further, detailed
instruction leaflets can be prepared for the real estate professionals such as
notaries and lawyers.) The forms should be uncomplicated and as easy as
possible for the applicant to fill out accurately. A form should be designed so that
the Registry staff can quickly understand its purpose and the intent of the
applicant. Often these needs can be best satisfied by structuring the forms so that
the information supplied by an applicant is presented in boxes with any pre
printed detail kept separate. TItis approach enables the Registry staff to quickly
see the information supplied and also what has been deleted or modified in the
printed text of the form.

7.2 Lodgment

After completion, the application is presented for lodgment at the Registry together
with the relevant Certificate of Title and any other necessary supporting
documentation. At this stage the application is typically given a preliminary
examination to detect any obvious problems. The clerk receiving the application
(Customer Services Clerk) will be able to define whether all documents are available,
whether the documents presented are appropriate for the type of transfer /
disposition; whether the documents are for the real estate under question, etc. If
any such problem is found, the application should be returned immediately so that it
can be rectified. (The application is usually presented again at a later date with the
necessary alterations made.) This preliminary examination is most desirable since
the acceptance for lodgment of a faulty application into the system will absorb much
time in subsequent tracking and double handling within the Registry. The lodgment
of such applications needs to be minimized.

If the application is deemed to be in order, it is accepted for lodgment and a
lodgment fee is payable. The person lodging the application receives a receipt which
is, among other things, evidence that he or she is entitled to receive the Certificate of
Title generated when the application is registered. The application is then numbered
so that it can be identified and tracked in its progress through the processing stages.

Rules and procedures need to be developed and documented regarding the
workflows and associated issues such as:

• the documents required to be lodged in support of an application;
.• accepting documents either personally, by post or through a proxy;
• the numbering of the applications;
• the need for duplicate applications or copies;
• retention of the documents supporting the application;
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• need to number the supporting documents (e.g. a suffix to the application
number);

• type of folder to hold the lodged documents while they are undergoing
examination and being transported between the several work stages, etc.;

• time normally required to process an application
• the issue of a receipt for documents lodged and retained in the registry and for

fees paid; .
• the payment of fees and associated accounting concerns;
• office hours;
• correction of minor errors on the application (Le.) those that do not affect the data

essential to the title;
• . delegations from the Chief Registrar to staff; etc.

7.3 Initial Processing

Once an application has been lodged, it is important that the Registry make a
notation to that effect as soon as possible so that anyone inquiring about the affected
real estate will be aware of a pending transaction. This can be achieved in several
ways. In a manual system - by recording the application number on the title or on a
special title index page put in the front of each Register book. The entry must be
crossed out when the application is registered. In a computerized system each of the
applications can be automatically linked to the title of each of the affected real estate
objects. .

A result of search of the current state of the Register concerning a specified real
estate object should include the details of any unregistered matter. (In Australia, a
certificate of official search produced by the computerized Registries is segmented
into sections - firstly, a description of the real estate; secondly, a description of the
owner and, if appropriate, the tenancy; and, thirdly, the encumbrances affecting the
title. The search will then list any pending applications. Only the title information,
however, is guaranteed.) If necessary, the Registry can provide access to the
document to satisfy a legitimate inquiry so there is no need to record full particulars
on the Register. This enables people involved in a transaction to check whether or
not any document has been lodged in the Registry that may be prejudicial to their
interest before they finalize their matter.

This information is also essential to the Registry staff. Before any application is
registered the staff must examine any application held in the Registry affecting that
particular real estate object and determine the priority of registration of those
applications. An application must not be considered in isolation from any others affecting
the same real estate. Where there appears to be some conflict between the applications
held they must all be held in abeyance and the problems must be resolved by the
parties concerned or, if necessary, by the Courts.

7.4 Examination

In this phase the application is thoroughly investigated. Essentially, this consists of
comparing the information contained in the application to the relevant record in the
Register to ensure that it is compatible with the current state of the affected Title. For
.example, in the case of a transfer of ownership, the person purporting to sell the real
estate must be the same as the person shown in the Register as the owner of the real
estate. Or again, if the title subject to a sale discloses a mortgage for which a
discharge of mortgage has not been lodged, the transfer must acknowledge the
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Article 7

Government Decree 475 of 15.4.1996

Documents, proving establish,
termination, transfer and restriction
of real estate rights, should satisfy the
requirements of R FLaw.

Documents with non-stipulated and
non-certified amendments (erasures,
additions, words crossed out/ etc.) are
not to be accepted.

Real-Estate Rights and Transactions
State Registration Forms Fill-In
Procedure

confirmation that each application is legally valid and can
create a valid record for the interest claimed by the
applicant;
examination of the existing title to insure that a good title
already exist (how the interest claimed by the applicant fit
to the title);
if necessary, examination of the instruments supporting
the application and referred to in the title (for example, in
case of change of the terms of lease;
cross checks e.g. where an easement is to be registered
records should appear for both the dominant and servient
real estates.

•

•

mortgage as an affecting interest or the matter must be otherwise resolved by the
purchaser before registration can take place.

Other checks can include:

• examination of the application for originality, witnessing
and other formalities;

•

•

If any obstacle to registration is detected the person lodging the application should
be notified in writing. The applicant should be given a specific period in which to
rectify the matter. If not rectified the application should be rejected and the
lodgment fee forfeited. If the application is subsequently put in order it may be
lodged again as if it were a fresh application. Another lodgment fee should be paid.

A model of the type of registration practices and rules that should be considered in
examining a range of applications are more fully described in Annex VI.F.

7.5 Priority

Under the Torrens system, priorities among interests are determined not by the dates
of execution of the documents, but by the dates of registration in the Registry. An
example; there are two mortg~ges registered on the same title, the owner defaulted
in the payments to the lenders and the real estate was sold to satisfy the debt. If the
value of the real estate was less that the amount owed under these two mortgages,
the owner of the mortgage registered first would get paid first and the owner of the
mortgage registered later would only be entitled to the surplus, if any such
remained. The priority is defined on the basis of the'first in registration/ rule, under
which an owner of a mortgage of later date could have priority over a owner of a
mortgage of earlier date simply by being registered first.

Considerable time may elapse between the time an application was lodged and the
time of registration. For this reason, in some countries the rule is adopted that the
registration is deemed to have occurred as of the date and time the document was
received for registration. In this way, the 'first in registration' rule ensures that the
priorities established at the time of the application will apply.

7.6 Registration

.When the application is in order, the title for the affected real estate in the Register is
updated to show the transaction that has taken place. For example, in the case of a
transfer, the old owners details may be deleted or shown as superseded and the new
owner's name is substituted. In the case of a mortgage, a notification disclosing



certain details of the mortgage is added to the title. Whenever the Register is
updated, the number of the application which was the basis of the update should be
shown.

The draft law on registration of real estate rights and transactions provides sample
registry forms. For each record ( no matter whether it is in ownership or
encumbrance section of the Register) there are two sections - registration and
termination. In each of them a reference is made to the document (name, serial
number, number, issued by which authority and when) basis for registration /
termination and the time of the event.

In the case of valid right/legal interest only being involved, the registration section
will be completed. In case of terminated right/legal interest - both sections will be
completed. For each of these actions the name of the operator (Title Examiner) is
recorded.

Article 17

Government Decree 475 of 14.5.1996

In case of right (right share) transfer to
another interest-holder, or right type,
encumbrance, right validity terms change,
registrar is to fill in columns "Right
termination" and/or
Encumbrance(restriction) termination" in
relative form sections, and after that all
records in columns "Right establish" and/or
"Encumbrance(restriction) establish" are to
be crossed out by one red line, made with
ink-pen or ball-point pen.
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7.7 Prevention of Registration or Search

In some circumstances, staff may commit an Real-Estate Rights and Transactions
application to registration in the computer system and State Registration Forms Fill-In Procedure

subsequently decide (on the basis of better
information) that the transaction should not be
proceeded with. A technique that has proved useful
in some jurisdictions is to prevent the registration by
the entry of a 'Registration Stopper' against the title of
the affected real estate object. The device is simply a
signal in the computer system that overrides the
normal rules. If this approach is used, the system
must report the signal to a designated person who has
the responsibility of following up the amendment to
the system and the removal of the stopper to allow the
corrected transaction to proc~ed.

Similarly, a second type of stopper may useful where a Registrar either knows or
suspects that a registration entry is wrong. In this situation a 'Search Stopper'
entered by a designated person will prevent any access to the doubtful title and
allow the Registrar some time to conduct any necessary research and resolve the
issue. Before applying the search stopper to a title, the designated person should
print a result of search, mark it with the reason for the entry of the stopper and file it.
If anyone with a legitimate interest in the real estate affected inquires, the reason for
the stopper can be readily explained. It also serves as a reminder that access to the
title is barred and the matter should be resolved.
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8. Procedures for First Registration of Real Estate

-The term 'First Registration' can apply to transactions affecting both existing rights
converted into the new system and those rights registered for the first time follOWing
privatization or State allocation.

7.9 Delivery of the Certificate of Title

When registration is complete, the Certificate of Title showing the current state of the
title is delivered to the person who lodged the application. This delivery function
should include the return of any documents lodged in support of an application and
no longer required by the Registry.
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Article 19

Article 18

Ordinary technical mistakes (slips) are to be
corrected by crossing out only the wrong
word(words), without crossing out the
whole record. Such corrections are to be
stipulated in notes, approved by registrar's
signature and certified by seaL

In case circumstances that effect status of a
registered right to real estate not known at
the moment of registration have been
revealed, cancellation of registration of this
right is done by a court.

Government Decree 475 of 14.51996

Real-Estate Rights and Transactions State
Registration Forms Fill-In Procedure

7.8 Correction of Mistakes

Over time, the Registry will make some mistakes.
Where these errors are not critical to the integrity of the
Register (i.e. the error is a simple clerical error such as
the transposition of a character in the area of the parcel)
it is reasonable to provide the Registry with a simple
recovery mechanism. Because the registration
procedures requires the physical presence of a
numbered application on which to act, the same
authority is required to effect an amendment to a
record.

7.10 The Computerized Register as a Tool to Efficiency

Within a computerized Registry it is possible to amalgamate certain activities
described above. Over time, as staff become more confident and competent in
Registry activities, it is possible to re-arrange the lodgment, examination and
registration functions so that they can be carried out by one person at a computer
terminal. Obviously the staff require extensive training to perform the several
functions but the savings in time and money can be considerable and the service
offered to the public very much improved. Naturally this approach depends on the
degree of computerization of the Register itself.

A straightforward way to achieve this is to allow for a
special form (say a 'Registry Application') to be
authorized by the Chief Registrar and lodged without
fee on which the reason for the amendment can be fully
explained and the corrections detailed. This application
would be registered in the normal way and filed in the
Registry archives for any necessary future reference by an inquirer. These
amendments would not normally require the production to the Registry of the
Certificate of Title because a replacement Title would not be necessary.

However, errors affecting any information critical to the integrity of the register such
as a difference in the name of the owner, tenancy, share, right of ownership, etc.,
must have the authority of the owner and the production of the issued Certificate of
Title. If the Registry caused the error, the amendment should be made for no fee. In
this situation, a replacement Certificate of Title would be generated and issued to the
owner.
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The registration of these and other transactions within a REIS cannot be
accomplished without considering some organizational and procedural issues such
as:

PERSON LODGING
APPLICATION

• Application returned
if not in order

PERSON LODGING
APPLICA TlON

·Is notified in writing of any
obstacle to registration

A PPLICA TlON REJECTED

·If the problem is not
rectified within (say)
two months

• Fees forfeited

FIGURE VI. 11: DOCUMENT REGISTRATION FLOW

• Determining whether to create the REIS within a new organization or use
technology to link the separate organizations that currently register rights.

• Developing and documenting the rules and procedures to be followed in effecting
the first registration.

• Reaching agreement between the interested parties regarding the exchange of
information once the system is in place. This agreement needs to cover such
issues as overall system administration, system standards, security, fees, etc.

These issues are discussed more fully in Volume II

8.1 Approaches to First Registration (Adjudication) in Other Countries

When real estate is first registered it is important to ensure that the person
registering has a rightful claim. The registrar will require all pertinent documents
and other evidence to be presented for examination before registration of the interest
can be accepted. This examination is necessary in a title registration system because
of the guarantee regarding the accuracy of the records.

-The process by which rights in land are finally and authoritatively ascertained in
'nature, location and extent is referred to as adjudication. It is a cardinal principle of
adjudication that it does not, by itself, alter existing rights or create new ones. It merely
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establishes with certainty and finality what rights exist, by wJwm they are exercised, and to
what limitation, ifany, they are subject.

Essentially, there are two alternatives in compiling a registry; adjudication by either
a sporadic or a systematic method. The needs and the budget of a particular
jurisdiction may give rise to a mixture of the two. For example, gradually building
the register as the transactions occur and, subject to funds and resources, adopting a
systematic approach in respect to targeted areas such as new housing developments
where there is expected to be a high level of activity.

• Sporadic Adjudication

This is the I cheap and slow' method of adjudicating rights. If a country already
has a long history of recording rights in real estate, but wants to convert to the
more efficient system of Title Registration, the cost of conversion can be high. In
order to minimise these costs some countries e.g. England, have taken the
approach of adjudicating rights when a transaction occurs.

A lawyer would normally require all the necessary historical documentation for a
client when a transaction is taking place. The chain of title would be examined to
determine whether the transaction is in order or not. The Registry then re-checks
the documentation when it is lodged and, if in order, registers the transaction.
The client is charged for the service. Attempts to have all owners pay these costs
of conversion on a voluntary basis have always failed (both in England and the
USA). Some form of compulsion is necessary; either through the law or by the
owner recognising that conversion provides both security and economic
advantages. Typically the costs of conveyancing under a title registration system
are significantly less than with other systems. Further, if the law states that
registered titles are guaranteed, but unregistered titles have no guarantee then
there is a good reason to register the title. This is a conducive method.

In order to make the register complete and conclusive evidence of all rights, it is
necessary to make registration compulsonJ by stating that unregistered rights are
ineffective. Experience in countries such as England and Australia has shown
that compulsion is necessary to complete the register within a reasonable time
frame. Normally the cost of the sporadic adjudication is covered by the applicant.

• Systematic Adjudication

With this method the area undergoing adjudication is divided into a series of
blocks or sections. One section is declared to be subject to adjudication and every
piece of real estate within the section is demarcated and, and if necessary,
surveyed and the validity of title and other rights are examined. Once a section is
completed the results are typically put on public display so that objections to the
accuracy of the record can be lodged. When the period for objections is
completed, the whole section is considered finalized. Once one section is
completed another can commence. (It is normal to have adjudication sections
running concurrently.) Special legislation is usually enacted to allow for this
process as it is, of necessity, compulsory for all parties to participate. In order to
cover the entire area, the adjudication must be compulsory and the cost is usually
met by the State.

If the funds and the resources are available. systematic adjudication is preferable.
The systematic approach means that, when adjudication is completed for a given
locality, all real estate is registered. Systematic registration is preferable when the
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objective is to include the Registry as a part of a multipurpose system or create a
multipurpose system on its basis.

• The systematic approach has been used in countries where the existing records
are poor and there are not vast numbers of titles to consider e.g. some of the
Caribbean Islands, Seychelles and some areas of Africa. The cost for other
countries has proved prohibitive and the sporadic approach has been used. In
England and Australia this sporadic adjudication has been in process for more
than one hundred years. However, in recent years, Thailand has successfully
embarked on a systematic adjudication involving twenty million parcels of land
over a twenty year period. The project began in 1984 and is planned to be
completed in 2004.

• Conversion of old Registers

Many countries wishing to introduce a reform of the registration system already
have existing land and real estate recording systems in operation. The process is
therefore one of converting one system to another. The new Register can be
compiled by extracting the necessary details from the old records. This is a
relatively simple clerical process and therefore is quicker and less expensive than
the systematic adjudication described above. Adjudication may be involved
when the existing records are in a deed registration system.

In this case, the Registry will need to re-organize the existing archive. (For
example, designate a unique identifier of each real estate unit and create separate
folio/ index card / page in the land book or computer record for each of those
units.) After that a systematic examination of the existing deeds (documents) is
carried out in the Registry. The process can be initiated by the Registry (as
systematic or gradual process) or by the owner (sporadic). In both cases the
Registry serves a notice to the owners / interest-holders, giving them the
opportunity to examine the information held and object within specified period of
time. This form of adjudication is often referred to as 'deeds conversion' .

There is no clear either / or choice between field adjudication and adjudication by
conversion. The choice will depend on number of factors such as the type of
registration records, their legal validity and the availability and the completeness of
maps for the real estate affected. The conversion can be facilitated by the availability
of a complete and reliable real estate inventory that may have been established for
tax purposes.

The availability of information for all registrable legal interests which exist in respect
to a real estate object also affects the speed of compiling the Registry and the time
and resources needed for this. Many countries have adopted a system of issuing
QUALIFIED or LIMITED titles when the Registry is unclear about the ownership
follOWing adjudication or the extent of the land parcel. This may be because:

• documentary evidence of ownership is lacking, either because the root of title is
inadequate or the deeds evidencing ownership have been lost;

• the evidence is not complete with respect to the legal description e.g. there is no
precise survey but the owner is occupying a demarcated plot of land;

• the original owner cannot be found;

• the land is possessed by someone other than the legal owner (a squatter).
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This device of providing 'provisional' titles enables the Register to be completed
despite having legal issues unresolved or boundaries not accurately surveyed. In
implementing this approach, mechanisms need to be developed (and supported with
legislation) to allow the title limitation to be removed. Rules need to be defined such
as removal of the limitation after e.g. 6 years from the sale of the real estate for
valuable consideration to a third party who is at arms length to the owner. If there is
no such sale, a period of e.g. 12 years (or some other time period as required under a
statute of limitation), might be appropriate to enable conversion of provisional title
to a clear title. If the provisional title was given to a person in occupation, despite
having no legal claim to the real estate, they are considered to have a 'prescriptive'
right. Subject to legislation, this could also become a clear title after a set period of
limitation. Qualified and limited Titles are discussed more fully in Annex VI G.
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Land register

Field check,. Notice of
in1ention to register

ProvisionaltitJe register

Final title register
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FIGURE VI. 12: STEPS FOR IMPROVEMENT AND CONVERSION OF LAND
RECORDS17

8.2 The Process of Adjudication in Russia

Adjudication in Russia can be viewed as an element of the privatization process,
during which the existing occupation rights granted to individuals are legally
.framed and supported. The role of adjudication is to determine the following; the
current rights, their extent (location, size, etc.), the current right-holders, the legal

17 Larsson G., Land Registration and Cadastral Systems, 1991
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basis for the occupation and rights to privatize. These are a basis for any decision on
privatization.

Currently there are different institutions and different procedures applicable to the
privatization of different types of real estate - land, building and units. There are
also differences in the procedures as they apply for different types of legal interests 
ownership, life inheritable possession, long term lease or short term lease.

Until recent times there was only State and private ownership of real property. This
has now this has been extended to:

• The Russian Federation;
• Subjects of the Russian Federation (89);
• Municipal ownership (approx. 2500); and
• private ownership.

• Privatization of Land Rights by Individuals

The allocation of land parcel rights normally requires an Order from the Head of
Local administration. The applicant lodges a form with the Local Administration,
regarding the requested form of tenure (Le. ownership, "life inheritable"
possession, long term lease), purpose (i.e. housing development, agriculture,
commercial, etc.) and area needed. According to the local provisions each family
has right to be allocated a garden plot with area of 600 to 1200 sq. m. Statements
of Compliance are required from all city authorities involved (in most
circumstances involving the Department of Architecture and Town Planning).
For other purposes, the Department of Architecture defines the parcel size and
location according to the planning obligation. The Department of Architecture
prepares a Resolution which is then signed by the Head of the City
Administration.

A cadastral survey is usually required and this is financed by the applicant and
normally is undertaken by one of the local licensed companies. The survey is
carried out according to the Regulations laid down by the Russian Land
Committee. If the applicant wants to receive a legal document for a parcel
already occupied, there is no requirement for survey until the secondary
transaction. In case of a new parcel, an adjudication procedure follows which
requires the presence of the neighbors and a boundary agreement document
between all of them being signed. (The legal value of this agreement - whether it
imposes financial obligations for fixing the boundary or any other legal
obligations- is not clear. The effect of the adverse possession on this agreement is
not yet defined.) The result of the survey is a final plan with coordinates,
bearings and distances.

On the basis of the Resolution, the Land Committee allocates a unique identifier
to each of the new land parcels, prepares a cadastral/land file containing all
survey information, a graphic representation of the parcel, all the primary
certificates (right establishing documents), and a table indicating any use
restrictions (such as environmental, conservational and historical). The owner is
prOVided with the original of the ownership Certificate and a copy is held in the
Land Committee. Currently, a Certificate is given to each share holder.

The City Administration does not participate in secondary transactions. If a plan
is not prepared at the adjudication stage, it is required for the secondary
transaction stage.
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• Privatization of Land Rights by Enterprises (Presidential Order 1535)

The transfer in private ownership of enterprise real estate is undertaken by the
Property Fund. (In some places the application is lodged with the Property
Committee.) The applicant provides copies of the Charter; constituent
documents; registration certificate for the Juridical Entity (notarized or verified by
the registration agency); Privatization Plan; Certificate on the State share (only
those enterprises which have more than 75% of the shares privatized can
purchase land); purchase-sale agreements or any other documents for the
ownership of the buildings on the enterprise territory; decision by authorities on
parcel allocation (area, location, plan) or boundaries draft (from Architectural
Committee); and Land Committee's parcel plan. If the plan is not available at the
first stage, it is possible to sign a preliminary agreement which is finalized when
the plan is available. All legal documents are provided to the Land Committee
for the legal registration pursuant to Presidential Order 1767. The Land
Committee also registers all subsequent transactions.

• Privatization of Apartment Rights

The privatization of an apartment normally involves the Bureau of Technical
Inventory (BTl) because they provide the necessary technical description of the
apartment; the Local Administration (who makes the decision regarding
privatization and prepares the appropriate documents) and the notary. The
applicant presents certificates bearing the residency permit (issued by the
Passport Office) and confirmation on the number and names of the current
occupiers, , passports, and children's birth certificates. A Privatization Contract is
drafted by the City Administration for the transfer of the apartment to the private
owner and this is notarized. The agreement contains the description of the
apartment,( i.e. address, and number of rooms), and a list of owners. A copy of
the agreement is filed with the local administration, and the owner keeps the
original. The document is registered in BTl as a 'right establishing document'.
The secondary transactions involve only a notary and the BTl.

• Privatization/Lease of Commercial Premises

The transfer in private ownership / lease of non-residential buildings requires an
application to the Property Committee (PC). The applicant provides copies of
Charter; constituent documents; registration certificate for the Juridical Entity
(notarized or verified by the registration agency) or Certificate of individual
entrepreneur registration for physical entity; administrative or legal documents
on the basis of which the lease / sale agreement is concluded; copy of the
technical passport from BTl; conclusions of the Architectural Committee (on the
planning status); and the authorities for monument preservation (on the historical
status).

The application is reviewed by a PC Commission. Based on the decision of the
Commission, the Head of the Administration will issue an Order. The sale of
non-residential, municipally-owned premises takes place via auctions or other
forms of public sales. Once the buyer is defined, a document (sale or lease
contract) is drafted by and signed by the PC and the purchaser and it is registered
in the Registration Department of the Pc. In some of the localities there is a
requirement to register building/ commercial unit rights in BTl, in other places
the PC registers not only the sale contract, but all subsequent transactions with
the commercial premises.
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8.3 First Registration in Russia

It is obviously desirable to have both real estate registration law and regulations in
place before commencing 'first registration' activity. However, it mayor not be
desirable to have a single approach to the first registration for all cities in Russia. It
is therefore important that each city allow a certain level of flexibility within the
framework of the registration law and create their own short and long term policies
within the budgets and resources in which they operate.

A unified approach to first registration for the Russian Federation will depend on
factors such as:

• The population and the number of land parcels and apartments.

For big cities almost the only economically and organizationally feasible
approach to first registration is on a sporadic basis. For the small cities the
process can be undertaken systematically in parallel with land parcel or building
inventory.

• The institutional arrangements.

The rearrangements underway in some of the cities aiming to unify all
registration activities, can place considerable demands on the existing
organizations prior to effecting the first registration. The issues include the
introduction of unified standard forms, procedures, certificates, preparation of
the archive, office reorganization, accommodation, training, etc. The unification,
however, is expected to substantially reduce the time and cost of the secondary
transactions once the fist registration is undertaken. If there are numbers of
institutions retained in the registration process, the first registration will remain
much the way it is. However, there will be a need for much better coordination
between the institutions involved for the efficient registration of secondary
transactions.

• The status of ownership / possession information and real estate inventory.

Provided there are current, reliable and complete ownership records, the first
registration can be a straight-forward clerical process. In some countries, for
instance, the parcel inventory is taking place systematically. For a given area, all
parcels are surveyed and cadastral identifiers are allocated. This information can
be used for the creation of entries in the Register and, therefore, is available for
the registration of any secondary transactions.

• The availability and degree of computerization.

Data are the most expensive component of any information system (paper or
computer based). Provided there are current computerized records relevant to
the technical description or legal status, they can be used to support the
compilation of the Registry. The conversion of the existing records from one
format to another can be applied as a single step or a periodic process, depending
on the number of institutions involved in the registration process and their
responsibilities.

• The number of privatized units and the speed of privatization and the activity of
the secondary market.
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Legal registration in Russia is driven by the privatization of real estate together
with the need to provide secure title to the new owners and the need for a cheap,
efficient and reliable way for undertaking secondary transactions. In the
localities with higher activity of the privatization and secondary market, there
will be a higher pressure on the Registry to ensure that all elements (staffing,
organization of public space, preparation of forms and registry books and files,
etc.) are efficient.

The development of an approach to the registration of real estate can follow one of
several paths.

8.3.1 Compulsory Sporadic Registration

Compulsory sporadic registration requires that all real estate objects sold after the
enactment of the appropriate law to be registered. This also implies that all
subsequent transactions with these units will be registered. Most of the temporary
provisions require such registration.

DECREE
of the Head of Nizhny Novgorod city Administration

Date: July 11, 1995
#36

8. State registration is a mandatory process of establishing, changing, terminating a right to real estate,
except for the cases, specified by the Law.
Absence of registration of rights to real estate might lead to the consequences specified by the civil
legislation. In accordance with Article # 165 of the Civil Code of the Russian Federation breach of the
requirements to register a transaction shall mean that such transaction shall not be valid.

12. All rights to real estate certified by the documents after this ordinance entered into force are subject
to mandatory registration.
Rights to real estate existing before this temporary ordinance shall be legally valid if they are not
registered. Registration of such rights is done upon right-holders' wish.

There are currently no time requirements for registration. To guarantee the
implementation of the law in most of the countries introducing title systems there
are stronger requirements stipulating that any transactions not registered within a
specified period of time is not valid. (This period may be, for example, from two to
six months.) This requirement for compulsory registration can be extended to also
include the real estate privatized after the enactment of the registration law.
Currently in St. Petersburg the owners of the privatized apartments do not receive
any documents before the legal registration in Municipal Bureau of Registration of
Rights (MBRR).

8.3.2 Gradual Systematic Registration

Systematic registration can be applied in two stages:

• Systematic (i.e. area by area) compilation of the Register with some basic real
estate information as the basis for registration e. g. real estate/cadastral
identifier, address, type of use, area, etc.

This work can be justified even for sporadic registration in order to prepare the
Registry books, avoid possible mistakes in real estate identification and speed up the
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first registration process. This mechanism can also facilitate the establishing of the
basis for a taxation system and the efforts of the involved authorities can be
consolidated. The process will involve the following stages:

a) Define the area. An area consisting of a few blocks will allow rapid completion.

b) Verify on the map whether all current parcels and buildings are shown. At this
stage buildings can be simply indicated on the map - there is no need for them to
be accurately delineated. .

c) Allocate or finalize unique cadastral identifiers. Where available, cadastral
identifiers can be allocated to both the parcel and any building on that parcel.
Where there a number of parcels, a temporary cadastral identifier can be given
(See Sec. 4.3) The building without a parcel will bear the temporary parcel
identifier plus the building number.

d) Create an index cross-referencing the cadastral identifier with the address.

e) Compile the necessary pages for the Register.

£) Create an entry for each real estate object including the main descriptive
information such as land use, area, etc. This work can be undertaken as part of
the next stage or on a sporadic basis. It can, however, be justified if the efforts are
merged for both fiscal and legal purposes. (There is, for instance, a process of
systematic entry of the above listed data in Tver which will benefit both the tax
and legal registration system in the future.)

• Systematic registration of some areas where market activity is expected to be
high, such as individual housing areas and commercial or industrial areas where
enterprises operate.

This can be an extension of the previous stage with the conversion of the already
existing legal records. It can be recommended for cities with a high level of
reliability and completeness of the real estate inventory or with resources to
undertake this work in the future on systematic basis (area by area). The process
may involve the following steps:

a) Defining the area.

b) Appointing officials and making regulations to oversee the process.

c) Collecting all the relevant data from the Committees that hold the information.

d) Assessing the validity of the data and resolving doubtful points.

e) Checking whether parcel boundaries conflict with building position or with the
neighbouring parcels. If there is a problem some survey work may be required.
It may also be advisable to issue limited titles that specify that the title is only
conclusive with regard to ownership, but not as to area or boundaries. Public
utilities and pipes can be declared as overriding interests (see Sec. 3.3) to obviate
the need to record those rights.

f) If the name of the 'owner' has simply been extracted from existing records that
may be unreliable and the name cannot be confirmed at this stage, a provisional
title could created for each affected privatized real estate object. (A publicity
campaign should be considered to inform all concerned parties of the new
registration process and the stature of the issued titles.)
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The title remains provisional until either a specified period of time elapses
following public announcement of the period and an invitation to inspect the
record; or owners bring their documents to the Registry to prove their Title. (This
will occur automatically when a transaction occurs.). Letters should be sent to all
known owners requiring them to check the details registered in addition to the
publicity campaign mentioned above. However, it should be clearly stated in the
letters and publicity that responsibility lies with the owner to ensure facts are
correct and not with the Registry.

g) Letters should be sent to banks and other creditors requiring them to check
whether mortgage information is correct. However, it should be clearly stated in
the letters and publicity that responsibility lies with the lending agency to ensure
facts are correct and not with the Registry.

h) A means of adjudicating disputes should be established. There should be both a
simple administrative procedure using appointed staff to resolve the issue and an
opportunity to appeal to the courts if dissatisfied with the outcome.

i) It may be an opportunity to privatize properties at the same time, on a large scale
rapid basis. This initiative can only be implemented in liaison with those
organizations which allocate tenancy or land use rights or privatize real estate.

j) All organizations who originally kept the records in respect to those areas
undergoing or which have undergone systematic registration must be informed.

The systematic compiling of the Registry is a labor intensive activity. Additional
resources (computers and staff) from other departments should be co-opted to do
this as quickly as possible. Once the proposed mechanisms have been developed for
a systematic approach they should be tested in a pilot area to show the possible
advantages and disadvantages of the suggested forms, real estate identification
system, standard documents, procedures, etc.

The systematic approach in the construction of the records helps to eliminate errors.
Because all the real estate in a particular area is dealt with at one time, the interests
of all parties can be considered together and no person or group gets priority.
Associated concerns with this approach are the costs, the resources and the
organizational work needed to undertake the task.

The time involved in surveying and the checking of documents builds up very
rapidly. It is important to keep in mind the speed, and therefore cost, of
privatization and subsequent registration. Simple arithmetic calculations relating
the cost and time taken to privatize, register or validate a transaction with the total
number of expected transactions will bring realism to the situation. It will be
possible to project whether the current procedures will cope with the expected
workload. A balance has to be reached between time and cost involved in first
registration and risk involved in relaxing those procedures or limiting the data entry.
If the current methods cannot cope with expected workloads tJ1eY need to be changed.

In introducing a Registry, the process of First Registration is the most complicated
and expensive part. Once this is done, the actual functioning of the Registry is
straight forward. Security of title encourages the land market and a well managed

. Registry not only satisfies the needs of the community - it will also be a profitable
enterprise.
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9. Access to the Register

Registries are normally open to the public. This means that all the records (including
the title register and any filed supporting documents) are available to any person.
Usually a fee is charged for the service. This access is an important feature of the
'abolition of constructive notice' principle on which the Torrens system is based. In
order to have actual notice of a competing claims or a prior interest, it is necessary to
know what that claim or interest is. For example, an inspection of a title will show a
list of any registered charge or encumbrance such as a mortgage, easement, etc.
However, the title will not disclose the terms of these interests. For this, it is
necessary to examine the document that created the mortgage or other charge. The
open access principle applies also to plans where they are stored in the RegiStry.

In the initial stages of Registry operation, the demand for information by members of
the public and others may not be high. In these circumstances the information
required might be extracted from the Register by the staff and transcribed onto a
'Result of Search' form. In some circumstances, the Registry may allow searchers to
access the Title records directly so that they extract the details required.
Alternatively, the Register may be held in a format which allows the title
information to be easily photocopied and this copy can be endorsed with a Registry
seal and recognized as an official record of the status of a title at a specific date.

However, as the Registry grows and the volumes of inquiries increase, the simple
manual systems of extracting the information or even photocopying the title and/or
the supporting documents held in the Registry will not be sufficient. In order to
facilitate the effective retrieval of title information, different methods and
technologies will need to be examined such as microfilming or converting the
Register (by either scanning or by a manual entry of data) to an electronic format.

At a future date it is likely that real estate agents, notaries and banks will want to be
connected lon-line' to the system. They may make both unofficial and official
inquiries. Their needs will also impact on a registry's future development of
procedures and technologies. In addition, departments within the City
Administration may want to .charge each other for data supplied. A pricing policy
and method of invoicing for data used would then need to be devised by a registry.

9.1 Form of Inquiry

To facilitate the efficient processing of requests for information, a Registry should
consider the use of a specific inquiry form. The form essentially needs to describe
the specific real estate that is to be the subject of the inquiry together with such other
detail as required by the Registry. The most effective descriptor or access key is the
official identifier of the real estate.

However, it is likely that this information may not be readily available to an inquirer
and other forms of identification may be necessary (e.g. the Title reference number,
owner's name, street address, etc.) In some Registries these details may be usable as
direct access keys. In other Registries an inquirer may have to determine the
appropriate access key through one or more cross-reference indexes developed for
the purpose.

",The operational needs of the RegiStry may require that all applications for title
information should specify the purpose of the search and that they be kept as a
permanent record of the inquiry. In Russia, there is a general understanding that
information will be provided under certain circumstances - for instance after an
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inquirer includes in an application his or her personal identification details, the
description of type of information required, the purpose of the inquiry then and a
declaration that the information will not be used for any other purposes In these
circumstances, the applications may need to be numbered (to assist in retrieval as
necessary) and that number noted in a special record created for the purpose. See
Volume II, Table II.2 for a brief summary of the approaches used in several cities.
A distinction may be made between the type of information drawn from the Registry
(e.g. general information such as the name of the owner only or full title particulars)
and this may affect the fee charged and / or the retention or otherwise of the search
application. If the Registry chooses to make these distinctions it should, for
administrative convenience, consider separate applications for the different search
types Ideally, the outputs might be limited to, for example, two types of inquiry
(name of owner only or a full title search) and thereby facilitate the development of
standard operating procedures for their processing.

The form may also be imprinted with a cash register receipt and used as permanent
record of the fee payment. If the system cannot produce a result of search while the
applicant waits, the form could be designed to provide a 'tear-off' receipt which
could be given to the applicant. This receipt would be the authority to the Registry
to deliver the search result to the applicant. In this circumstance the form of
application may need to be numbered to facilitate the retrieval of the completed
output from the file of searches awaiting delivery.

9.2 Search Output

The format of the result of search may be handwritten, typed, photocopied from the
title or generated by the computer from the automated Register. The issued
document should bear some statements as to the authority and source of the
particulars, the date and, if appropriate, the 'life' of the information. For example, a
title search may be deemed to be effective or guaranteed for a certain number of
calendar days, or specify an expiry date (..valid until 6 p.m. on ....), etc.

Where the output is in respect of a full title search and therefore guaranteed by the
Registry, consideration might be given to printing the output on specially printed
paper so that subsequent unauthorized alterations can be readily detected.

The Registrar should consider the feasibility of having the content and format of the
full title search replicating the content and format of the Certificate of Title. This will
help users to readily compare the two documents at a settlement between a seller
and a buyer. The colors and the names of the documents should, however, be
distinctive so that there is no chance of confusing the two. In a computerized system
this is not only feasible but probably desirable in that only one print routine is
necessary.

9.3 Official Search

Prior to a sale, mortgage or lease an inquirer needs to ascertain the full title
particulars of a specific real estate object i.e. the rights of the current owner and all
'affecting encumbrances, etc. The result of search generated is often known as an
'Official Search' and the document produced is similar to the 'Spravka' currently
issued by many of the BTl offices when a request from a notary is received.
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In some access models a registry may want to 'freeze' the Register whenever an
Official Search or 'Spravka' is generated to support a transfer of real estate. Within a
computerized system, the time and date of the inquiry could be automatically
recorded and the details noted in a computer file. This recording can cause a Iflag' to
be then placed on the title of the affected real estate object. This flag could operate to
prevent the lodgment of any application unless the initial Spravka is produced. Any
subsequent official search made during the life of the Spravka could then show that
there is a prior action and the prospective buyer or mortgagee is alerted.

Flags might remain for a specified period of time, say, 10 days. The Spravka could
be dated and specify that the details are only accurate for the specified period.
Anyone relying on the data after that period would so at their own risk. Flags could
be removed after the approved application has been registered. If the transaction
did not progress, perhaps because the purchaser was not satisfied with the situation
following a review of the Official Search, the flag could be deleted and the
application record closed. A new official inquiry could then be made. This
approach gives rise to some difficulties in a situation where real estate is offered for
sale at an Auction and a number of people want to make inquiries.

The registry in Nizhny Novgorod provides two types of outputs. One (for the
owner) contains full details; another (for an inquirer) contains all of the above
information except for the names of the owner. Official inquiries would normally be
made by the prospective purchaser or his lawyer. A city might decide to introduce a
different scale of fee for simple inquiries and Official Searches. A Spravka could be
issued automatically at the counter without having to get details from the BTl or
KomZem files, or checking by senior personnel if the data is readily available in
computer format. The Spravka would require an official stamp.

Most people inquiring of a registry are seeking title information to support a
conveyancing transaction (e.g. sale, lease, etc.). Their needs are satisfied by the
registry issuing a document (certificate) fully detailing the current title particulars of
the specified real estate. They are entitled to rely on this certificate and do not need
to know the history of transactions leading up to the present position. In fact, people
requesting the history of transactions probably should be discouraged in some way
(e.g. the applicant must have a sound reason and the certificate might attract a
higher fee than the standard certificate of only current information.

Notwithstanding this, the registry should provide a mechanism to generate a
'Historical Search', The information contained in this certificate could be a very
basic index of transactions that have been registered on the title for the specified real
estate. Experience in other countries suggests that, if an applicant can be given
access to the registered documents, this index can simply be the date of the event;
the identifying number of the transaction; the type of transaction registered (e.g. sale,
will, change of name, etc.); and an indicator as to whether or not a new edition of the
certificate of title issued following transaction registration.

9.4 Other Searches

Inquiries may be made by individuals or organizations for a number of reasons but,
as they do not ultimately affect the data in the register they may be considered as
~'unofficial searches' .

For example, an individual may require information on:

• The cadastral identifier and address of a particular real estate object;
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• The form of ownership (state or private) of a particular real estate because they
are interested in commercia11easing from the municipality;

• Any mortgages or arrests (court prohibitions or liens) on a particular real estate
because they are going to start negotiations on the terms of long term lease
contract with the owner;

• Are there any minors registered as owners of a real estate;
• Their own title particulars;
• The Registry index map;
• Who owns the parcel/building (to resolve maintenance problems).

Civil authorities may require information on:

• Which properties are owned by an individual (and they may need a map locating
the properties);

• How many mortgages have been issued by a certain bank that may be under
investigation;

• Data for statistical analysis; or
• Data for collection of taxes.
These inquiries may require information connected with the technical description
(legal description) of the real estate or require a very generalized answer in regard to
the legal matters ( yes or no answer or number - e.g. number of owners, type of
ownership, number of mortgages, number of leases, the number of minors
registered, etc.).

When the conveyancing market matures it is probable that a variety of users will be
connected to the Registry via a network. These users will be able to directly access
the Title and other information that they require and they will pay fees for the
service. The access might be through a third party provider or direct to the Registry.

In the early stages of the REIS, most users will only require access on an ad hoc basis
to limited and specific information. They will not have a need for a direct
connection nor would their demands justify the likely costs of such a service. A
facility to satisfy this need could be in the form of an information service by phone.

An outline:

1. Client information needs should be well researched and details such as the
information to be made available, its format, access rules and procedures, fees to
be charged, turnaround times for information, etc., need to be developed and
documented.

2. Initially, the information supplied should probably be restricted to one, or at
most, a few types of standard inquiry, e.g. a generalised legal status query
regarding information such as the type of ownership, number of owners, number
of leases, the number and type of restrictions, etc.

3. The facility must be adequately staffed with trained operators and the
appropriate number of telephones, fax machines, etc.

4. Suitable arrangements need to be made for the collection of fees (e.g. credit card,
specific clients only, pre-paid accounts, monthly billing, etc.).

5. The inquirer should have all the appropriate information available to readily
access the system e.g. the reference to title, the unique identifier of the real estate,
etc. (Once the service has been in place for a while this requirement could be
relaxed to provide a more general search service. Care, however, should be
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exercised if the service becomes more general because it could adversely affect
the capacity of the staff to respond quickly to an inquiry. For this type of service
to be successful, clients typically want a rapid response.)

6. Subject to user requirements the inquiry could be responded to over the phone or
by Fax with the original documents sent by post.

10. Real Estate Mutations

In some countries the cadastral map is compiled and maintained by the Registry. It is
common, however, to have the map base maintained by a separate institution such as a
Survey Department. In these instances, a copy of the cadastral map is made available
to the Registry for the use of office staff and clients. The changes affecting parcel
boundaries are often referred to as mutations.

As a mutation affects the Register, (i.e. the title of the parcel that is being mutated will
no longer exist once the plan is registered) the plan must be authorised by the Registrar
before the cadastral map is formally changed. Typically this authorisation will be in
the form of an official seal and / or signature on the registered plan and that plan
becomes the property of the Registry. Without this sanction the· plan is not a legal
document and should not be acted on in any real estate transaction. The functionary
responsible for maintaining the currency of the cadastral map (Registrar or a Survey
Department) will then update the cadastral map to show the correct line or position
of any boundary change together with the unique identifier of each of the new real
estates. Where the Registrar does not have prime responsibility to update the maps,
the Registry will ordinarily update its copy to ensure that current information is
always available to staff and clients. Over time these amendments will be
incorporated into the base map by the responsible authority and replacement copies
issued by that authority.

When a plan is lodged with a Registry for registration it must show the unique
identifiers of each of the new real estates and be accompanied by:

• approval by any appropriate authority (e.g. those responsible for the provision of
roads, water, sewerage, electricity, drainage, etc.) as evidence that the authorities'
requirements have been complied with. These requirements may include
concerns such as minimum land size, quality of survey, street access for each of
the new parcels either directly or by the intention to create appropriate
easements, etc.;

• the Certificate of Title for each real estate affected;

• a request by each of the owners to register the plan (this may simply be in the
form of a signature on the form or the Registry may require the completion of a
formal application); and

• the consent of any mortgagee and / or long term lessee and, if necessary, of all
adjoining owners. (This consent could be by signature on the plan or on
separate documents which would be retained by the Registry.)

Whenever the boundary of a parcel or the layout of a commercial or residential unit
is altered by the registration of a plan shOWing the mutation, the title of the affected

'real estate must be cancelled by the Registrar and new titles created for each of the
new real estates specified in the plan. Each of the new parcels will refer to the
unique cadastral number allocated by e.g. the Land Committee. This will usually be
the next in sequence for the section. (Some registries prefer to retain the original

VI.64



10.1 Types of Mutations

parcel number and give each subdivision a sub number or letter. This can create
confusion when land has been subdivided several times.)

As with the registration of other documents (e.g. transfers, mortgages, leases, etc.), fees
are normally charged for these plan registration services.

10.1.1 Division

This is the break-up of one or more existing real estates into a larger number of real
estates. Typically this division is normally of land parcels but conceptually, it is
possible to also divide buildings and apartments and create more new real estate
objects. The most simple division is the break-up of a single land parcel owned by
one entity into one or more new parcels. The complexities of multiple land parcels
and multiple owners (private and corporate) do not change the principles of
division.

In some countries, the title may only extend to the surface. In others the title extends
to the air above it and the earth below. The latter may have exceptions of certain
general or specified minerals. Subject to the local requirements it may be possible,
therefore, for a division to be of stratum either above or below the land surface.
When the plan of division is accurate enough to allow the real estate to be relocated
at any time in the future (and this may require a plan of survey), the necessary
approvals are obtained and the real estates are uniquely identified, titles can be
created for each of those new stratum real estates.

Once a title for a particular cadastral identifier has been cancelled following the
registration of a plan of mutation, that previous description must not be adopted
again. If in the future, a decision is made by an owner to adopt the previous
boundary, a new plan must be lodged for registration. This plan will show the new
cadastral identifier, and as described above, be endorsed with the appropriate
approvals to the 'mutation', etc.
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FIGURE VI. 14: PARCEL MUTATION

FIGURE VI. 13: DIVISION OF CADASTRAL BLOCK
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10.1.2 Consolidation

Contiguous real estate objects, whether owned by the one or several owners, may be
combined into a new, single real estate following registration of the plan. The
Registrar mayor may not require that all the affected real estates are subject in all
respects to the same rights and obligations. Following registration of the plan, the
affected titles will be cancelled and a new title created for the new real estate.

The registration of a plan of consolidation involving several owners will require the
usual approvals and documents to be produced. Typically this type of plan is
registered because the intention is for one of the existing owners or a completely
different owner to acquire the real estate for developmental purposes. In some
jurisdictions the parcels to be consolidated must be in the one ownership before the
plan is lodged for registration.

These types of mutation may require the owner to coordinate with or obtain the
approval of the authority regulating on the appropriate size and shape of the real
estate from point of view of the land use. Such approvals should be lodged with the
plan when it is presented for registration.

If the plan of survey which created the original real estate is deemed to be of
sufficient quality and accuracy, the Registrar or the responsible authority may not
require the new plan to be a survey. In this case, the owners (or, if required, a
surveyor) could prepare a plan'compiled' from the original and so save on survey
fees.
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10.1.3 Change of Boundaries

In some jurisdictions the Registrar may allow simple, minor amendments to be made
to an adjoining boundary when the two owners (and any affected lessee and / or
mortgagee) agree. To differentiate this minor change in a boundary from a formal
parcel division, which will probably require a plan of survey, the rules need to be
developed and documented in conjunction with the authority responsible for
examining and approving plans. Consideration might be given to issues such as:
limiting the adjustment in urban areas to a relatively small amount (e.g. allow a bend
in an internal boundary to avoid a corner of a shed that overlaps the original
boundary by centimeters); not allowing any movement of the boundary at its
extremities; accepting a compiled plan rather than requiring a plan of survey; etc.

Changes of this nature will not result in the creation of new parcels (the change
registered is more in the nature of a re-definition) and, as such, the original titles will
not be canceled. However, the titles for the affected parcels should be endorsed with
a notification alerting persons subsequently dealing with those parcels as to the
identity of the plan that needs to be inspected for details of the re-defined parcels.
Provision should be made for the Registrar to refuse to register such a plan where, in
his opinion, the proposed charge of boundaries involves substantial changes of
ownership which should be effected by a plan of division. In this instance the issue
can be resolved between the owners by way of formal cross transfers.

Detailed mutation procedures may differ considerably from country to country
depending on such factors as:

• number of authorities involved and their specific requirements;
• whether private or state surveyors are used;
• the survey standards, and the approval processes required to the survey work;
• the method of survey;
• the type and requirements of boundary monurnentation; and
• Registry practices and requirements regarding (e.g.) approvals of concerned

authorities and affected parties, format and specific information shown on the plan,
certification by the surveyor, the plan form, size, pre-printing, etc.

Figure VI. 16 shows an example of one of the ways possible of organising the mutation
procedure in the case of separate survey and registration authorities.
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to be sold or otherwise
dealt with.)

FIGURE VI. 16: PLAN REGISTRATION AND TITLE CREATION

10.2 Situation in Russia

Currently there is not much experience in land parcel mutations. Individuals are
allocated rights to small (mainly garden) plots. If a developer needs land, he has to
buy it either on the secondary market from individuals, who have already privatized
their parcels, or from the municipality. In the latter case, the municipality auctions
the land. It appears that developers are conscious of the possibility of acquiring land
in other ways. For example, purchase a building and in this case the parcel rights go
with the building rights. No guarantees exist in terms of permission for developing
and redeveloping. Presently there is no zoning system and any planning decisions
are taken in regard to the real estate in question. Developers are also looking to buy
land from the parcels privatized by enterprises. These may be large plots and
generally vacant. More efficient means of production often means that previous
need for (e.g.) warehouse space is reduced and the associated land is surplus to
requirements.

10.2.1 Mutations

The mutation process involves authorities such as the Land Committee and the City
Administration through the Department of Architecture and Town Planning.
Applications are lodged with the City Administration and Land Committee for the
preparation of the materials needed for the mutation. Resolutions are required by
the Land Committee and the Architectural Department. (The Committee of City
Planning and Architecture in St. Petersburg states that when the zoning system is
.available, they will be able to define the zones for which mutation planning will
require coordination with them and those zones for which this coordination will not
be necessary.) The Land Committee is expected to stipulate the parcel size, but there
are no provisions on the size which is appropriate from the point of view of specified
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land use. The mutation plan is prepared by one of the licensed surveying
companies. The control of the survey is undertaken by the Land Committee (or by
the Geodetic Department). After the survey is done and checked, the Land
Committee undertakes all necessary changes of cadastral files, cadastral numbers
and prepares new Certificates of Title (if land transfer is involved).

All changes to the quantum of real estate must be registered. This avoids the
potential for subsequent legal conflicts. In some cities building, commercial and
residential units are subdivided with a subsequent transfer which is not registered.
(In Saint Petersburg the Registrars of the Land Committee's Department on
Registration often have to deal with new BTl certificates showing changes in the area
of previously registered real estate, but those changes are not reflected in the
Register and there is no apparent justification for the change.) This contradiction
results in legal complication and creates conflict between the owners and the
Registry.

10.2.2 Development of Real Estate

The process of gaining planning permission requires an application to be made to,
for example, the Department of Architecture (this function may have different name
in different places). The authority prepares a planning assignment and defines the
size of the parcel which will be needed for the particular development, (the
procedure is defined according to the previous system when municipalities were
allocating parcels for all developments) and provides a project-plan of parcel
boundaries.

The procedures for obtaining planning permission were developed during the
previous system under which the State allocated land for all purposes and stipulated
the size and the location of the parcel. Parcel rights were not registered before the
erection of the building. With this approach there was little, if any, security for the
private investors during the development phase.

The developer provides the development design. The coordination of the project
involves number of authorities such as fire, utilities, architecture, etc. (up to 17 in
Pskov). The final decision is taken by the responsible authority and building
permission is given to the applicant. The developed building is accepted by a
commission. (In Pskov this authority is called the Independent Interagency
Commission; in Saint Petersburg it is The Inspection for State Architecture and
Development Control and by an Interagency Commission; in Tver it is the State
Architectural and Building Committee.)

Once the development is finalized, the BTl undertakes the technical inventory and
prepares the technical passport for the building and the developer provides an
executive / final survey. The accuracy of the survey is sufficient for registration
purposes. (In some places the developer is required to provide another cadastral
plan.) The plan requires the approval of the Land Committee and new land
certificates are issued by them. Where the building is residential the ownership
rights for the building will be registered in the BTL It appears that the processes of
registering privately developed commercial buildings are still being evolved. In

.some places it is expected that the building rights be registered by the Property
Committee (KUGI), in other cities the registration of commercial premises takes
place in the BTL
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Mutation procedures must be clearly-defined and coordinated with the existing
authorities responsible for registration of mutations involving both parcels and
buildings already registered to ensure sufficient final boundary control exists after
the development. In the cities where new unified registration authorities exist, most
of the procedures still function the same way they did prior to their establishment.
The focus of these authorities, therefore, is the registration of first and secondary
transactions with residential premises.

Care must be taken by the Registry to ensure that the development process and the
associated mutation procedures are fully developed and coordinated with the
existing authorities.

11. The Registry

Each jurisdiction will have its own needs and requirements of its registry. However,
the following may assist in focusing the attention of all participants in what could be
regarded as the essential roles and functions of a registry.

11.1 Mission and Objectives

Mission of the Registry:

To satisJtJ communitlJ needs and expectations for certainhJ oftitle
to real estate, while operating as an efficient business enterprise.

The major functional objectives of the Office are:

• To provide the community with a secure real estate titling system through
accurate, prompt and cost effective registration services;

• To ensure the correct definition of the boundaries of land titles;

• To provide the community with essential real estate information concerning
property ownership and title content;

• To develop and maintain a sound legislative foundation for a system of real
estate ownership consistent with Government policy;

• To operate as a financially self-sufficient government business enterprise and
optimize economic returns to the State;

• To promote efficiency, effectiveness and accountability in the management of
human, financial and material resources and assets; and

• To develop and multi-skill the employee workforce to maximize the efficiencies
presented by technological advancement.

In very simplistic terms, the Registry achieves these goals through legally supported
and documented procedures which facilitate: the generation of new title records
following the registration of a plan which creates new real estate objects; the
cancellation of the titles for the superseded real estate objects; and the update (by the
modification or deletion) of information held in the Register following the
registration of transactions affecting the titles of specified real estate objects.

The end result is a single entity who is both capable and authorised to certify;

WHO owns
WHAT real estate and
WHAT easements / encumbrances (if any) affect that real estate.
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11.2 Registry Personnel

The following is a summary of the types of personnel required to staff a Registry. It
includes an outline of the major functions to be undertaken. Further information is
available in Volume TI, Chapter 6.

• Chief Registrar of Titles

Responsible for the efficient and effective management of the Registry. The
occupant should have demonstrated management skills and experience. It may
be an advantage if the occupant also has knowledge of the legal system
generally and real property law specifically.

• Deputy Registrar

Provides day-to-day supervision of the registration process. In the absence of
the Chief Registrar, the occupant is expected to undertake the functions and
duties of that position. The Deputy is also the first line staff supervisor and is
responsible for training, staff development, and assisting the Chief Registrar in
developing, documenting and monitoring Registry procedures and quality
assurance programs.

• The Title Examiner

The Title Examiner makes the final decision on behalf of the Registrar
concerning the registrability of an application. While matters of law will be
referred to the appropriate authority (i.e. a jurist or, if qualified, the Registrar or
Deputy), the Title Examiner is capable of finalizing, by actual registratioh, most
applications. The Examiner's prime functions include the examination and
registration of title documents and the registration of survey plans that are
deposited in the Registry. In all cases, the Examiner follows guidelines and
procedures specified by the Registrar.

• Customer Service Clerks

These positions provide services to members of the public and other customers
who attend at the Registry. These services range from the provision of title
information to the acceptance of documents for registration. These duties may
include the assigning of a number to each application for registration and
inquiry, and issuing the appropriate receipts in accordance with standard
operating procedures.

• Administrative Clerks

These positions perform general administrative tasks such as typing, filing,
proof-reading and photo-coping documents, etc.

• Cashiers

The cashier collects the fees for the services provided. This function may
include breakdown of the fees received by search or registration category and
assisting in the assembly and analysis of statistical information concerning the
operation of the Registry.

.11.3 Fees for Services

The Registry is the title registration authority for the specified administrative unit. Its
operations may be fully or partially funded by the budget (State or local), or the
Registry may be required to be fully self-sustaining. The adoption of a particular
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model of funding may significantly affect the approach taken in the establishment of
the fee structure for the range of services provided. Any need to provide revenue to
support an assurance fund may also affect the fee structure.

If the Registry is to be responsible for the full cost of implementation, consideration
will need to be given to factors such as the cost of compiling the Registry and the
cost of providing for its day-ta-day operation.

Compilation

Title systems reduce the cost of dealing in real estate by eliminating any
retrospective investigation of title. The cost of compiling the registry and the
examination of documents prior to effecting a first registration can be expensive.
The question arises as to who should meet this cost - the State (i.e. all taxpayers) or
the individual owners concerned. As discussed in Chapter 8, this will partly depend
on the approach to first registration - whether systematic or sporadic. As a rule, the
cost of sporadic registration is paid by the individual owners. In this case it takes
much longer to compile the Register and take full advantage of its operation.
Because the systematic process is typically undertaken to satisfy the needs of the
broader community and/or the State, the costs associated are usually met by the
state.

Setup costs

These costs are both tangible and intangible. The direct costs of setting up the
Registry (e.g. acquisition of building, staff cost, equipment and facilities) can be
easily identified. For other expenditures, e.g. the cost of compiling and maintaining
the cadastral map which can serve many users and purposes with different accuracy
requirements, it is difficult to produce any meaningful figures.
The Registry is the title registration for the city and its operations may be fully or
partially funded by the city or, alternatively, the Registry may be required to be fully
self-sustaining. The adoption of a particular model of funding may significantly
affect the approach taken in establishment of the fee structure for the range of
services provided. Approaches used for setting the fees for registering transactions
include: .

• Fixed fees:

Fixed fees are based on the principle that the cost of registration is the same for
any real estate, regardless of the type of transaction or the value of the real
estate. These fees are simple to calculate and administratively most convenient.

• Fees based on the value of the property being registered:

The principle behind this approach is the higher the value of the real estate being
dealt with, the higher the registration fee. The fee may be a percentage of the
market value. This percent can vary depending on the type of transaction lodged
for registration. For example, the rate could be different for a transfer of
ownership, a lease, a mortgage a discharge of mortgage, etc.

Another way of applying value-based charges is by defining value-based scales
and the correspondent fees. For example, in England a Land Registration Fee
Order defines four value scales which regulate the fees payable for various types
of applications for registration. The fees increase with the value of the
transaction until a certain upper limit is reached, after which there is no increase.
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Table VI. 8 shows some examples of the approaches used in different countries. The
costs quoted are provided for illustration only and should not be directly compared.
These costs are varied from time to time and could be out of date. Furthermore,
without appropriate knowledge of the economy of each of the countries and an
understanding of the factors which might have influenced the fee (e.g. pressure for
high efficiency, computerization, or other auxiliary services), a comparison can be
misleading.

Juris- System Survey Legal Regist- Warranty4 FeeS to Record Fee

diction Work' Work 2 rationjRe Type Amount Covers6

A B -cording3 D US$
C

Australia Title Private Private State State SetjAV $27·177 C,D
Brazil Deeds Private Private Private Private AV Varies C

Canada, Title Private Private State State Set $29 C,D
B.C.

Canada, Deeds Private Private State Private AV $105 C
P.E.I.

Hong Kong Deeds Private Private State Private AV Varies C

Indonesia Title State State7 State Private Set $5 B,C

Ireland Title Private Private State Private Set $206 C

(Rep.) Deeds Private Private State Private Set $28 C
Nether- Deeds State Private State Private Set $159 C
lands

New Title Private Private State State Set $24 CD
Zealand

Philippines Title Private Private State State AV Varies C,D
1/ Deeds Private Private State Private AV Varies C

Scotland Deeds Private Private State Private AV 22% C
1/ Title StateS Private State State AV 22% C,D

Sweden Title State N/A State State Set $91 C,D

Thailand Title State State7 State9 StaffiO AV 2% B,C

Turkey Deeds Private Private State NjA AV 1.50% C

USA Deeds Private Private State Privatell Set $8-25 C

TABLE VI.8: GOVERNMENT INVOLVEMENT IN LAND REGISTRATION
AND RECORDING12

1 The measurement and reporting of property boundaries by field survey.
2 The offering of legal advice as to title and contractual matters.
3 The authority which undertakes the responsibility of registration or recording real property
transactions.

·4 The guarantee of entries of registered or recorded information.
S Fees: AV = ad valorem - percentage of the property value.

Set =the fee is set by regulation.
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6 Indicates which of the four functions in the previous columns covered by the registration or
recording fee.
7 Legal fees for purchaser and seller are included in registration fee.
8 Original survey by Ordnance Survey, thereafter by private sector.
9 Initial registration is subsidized at about US $40 per parcel.
10 The risk is borne by the Director and stuff of the land registry agency.
11 Warrant may be purchased by the individual owner through a title insurance company.
12 Compiled by G. Jeffress in 1989.

11.4 Training

The topic of Training is dealt with more fully in Volume V. The following is an
overview of the specific education and training programs that are essential to the
successful implementation of a Registry.

Immediate education needs include:

• building an understanding and commitment among the staff regarding the
significance of a unified registration system and the need for and benefits of
change. These awareness programs, which should be available to the general
population, should also be directed to those specific communities associated with
the real estate industry and the related academic institutions;

• ensuring that all management and operations staff involved in the registration
have a basic understanding of the concept of property rights, tenure and real
estate registration;

• ensuring that all Registry personnel are aware of their roles and responsibilities
and provided with the skills that they need to effectively perform the full range of
their duties.

Selection of appropriate staff and the delivery of cost-effective, high-quality training
is critical to the successful implementation of a Registry. The following topics
should be included in a training program:

• Real estate systems and concepts
• The role of the Registry
• Registry procedures
• Real estate formation and registration
• Real estate law: contract, conveyancing, lease, mortgage, etc.
• Records management
• Information technology
• Management
• Communications
• Ethics

See Annex V.B for a training program covering 'The Principles of Real Estate'.

The training programs should be periodically evaluated to ensure that they are truly
satisfying the needs of the Registry and "that they are cost-effective. A mixture of the
formal and the informal approaches to training can be effective. For example:

• A series of formal lectures can be delivered on important issues such as property
rights and tenure, property law, etc.;

• Set times can be set aside so that staff can analyze the current and proposed
regulations affecting the Registry in the context of their day to day activities. In
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Tver, for instance, time is allocated for the key personnel to read, discuss and
analyze the existing and pending legal provisions and plan the for their practical
implementation.

• On-the-job training programs. There are no academic courses giving degrees in
real estate registration. In the Tver Registration and Dcensing Chamber, each of
the Title Examiners is required to rec~rd in detail over a two-week period any
problems that had to be resolved in the registration of a particular transaction.
The experience is analyzed and compared to the existing procedures and, if
appropriate, incorporated into those procedures.

• 'Train the trainers' programs help to ensure that the training developed in-house
to satisfy specific needs is effective. (See Annex V.F for an outline of a 'Train the
Trainer' course.)

• Visits to and the study of practices and procedures in other Registries can be
invaluable in gaining experience and providing a basis for examination and
improvement of one's own methods. (See Annex VI.! for a schedule of contacts
available in other Russian cities.

Over the long term, in conjunction with the evolving needs of the city
administration, education and training goals can focus on the establishment of real
estate management programs with academic institutions and permanent training
centers. As the real estate market matures and a city decides to extend the breadth of
its real estate management system, the training will need to cover a number of
related disciplines, such as registry and cadastral services, appraisal, valuation,
taxation, property management, surveying, and LIS/GIS.

11.5 Office Layout

In summary, secure space is required for:

• the clients - one copy of each standard form should be on display on a notice
board together with full iJ::lstructions as to completion, the fees applicable and the
method of payment and lodgment; space to complete forms, etc.;

• the staff - processing multiple documents as well as access to the computer
system. Their activities will require a careful analysis of work areas and the flow
of work;

• the computer installation;

• the Registry records.

Regard should be had to workflows, access to records, frequency of transactions,
protection of records and computing resources from damage. See also Volume II,
Chapter 7.

12. Other Initiatives

.Initially the primary focus of the Registry will be the registration of privatisations
and secondary transactions. Over time other issues will arise concerning (e.g.)
condominium developments, compensation for error, the provision of new services,
etc.
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These types of initiatives are summarised below.

12.1 Extension of the Torrens System to Other Types of Ownership

12.1.1 Introduction

Over the years there have been a number of devices employed to give people
occupation of parts of multi-storey buildings.

One was the 'tenancy in common' scheme under which a number of persons who
held interests in land as tenants in common each relinquished their right to occupy
the whole of the land (and building) concerned in return for the exclusive right to
occupy a particular part of the building (e.g. a residential apartment). Under a
variant of this scheme the tenants would grant rights of occupancy to each other
under leases of particular parts of the building.

Much more popular was the 'home unit company' form of ownership. The land and
building were owned by a joint stock company incorporated for that purpose. The
companies 'articles of association' , or charter, conferred on the owner of a specified
number of shares in the company, the exclusive right to occupy a particular part of
the building (e.g. an apartment).

Typically, purchasers and financiers did not favour this type of ownership because:

• the company had the right under the law to restrict the right to transfer shares;
and

• often the articles prohibited a lease of any part of the building without the
consent of the directors of the company.

12.1.2 Strata Titles

Since the early 1960's a novel approach has been taken to the problems of apartment
ownership and legislation has been enacted in a number of jurisdictions to provide
for a separate Torrens title for individual parts of a building (i.e. apartments). Each
such part is a 'lot' in a 'strata plan'. The plan is a series of floor plans showing the
lots in relation to the whole building. Whatever does not comprise these lots is
called'common property' which vests in a 'body corporate' as agent for the various
lot owners of which it is comprised. The body corporate holds the common property
in shares proportional to the members' 'unit entitlement'. The unit entitlement is
based on site values and it determines the voting rights and the contributions of the
individual owners to maintenance levies. The body corporate acts through a council
elected by the lot owners and its operations are governed by by-laws some of which
cannot be changed or repealed.
Typically a three tiered system exists for the resolution of disputes. The first being a
'commissioner' or individual appointed for the purpose; the next maybe a Board or a
magistrate; and the last a Court which determines appeals on matters of law.

12.1.3 Community Titles

This development in the legislation enables the creation of common property within
.conventional subdivision of land and provides for the development of planned
communities of any type where the use of some of the land is shared. It enables
development of non-stage schemes or of schemes comprising several stages over an
unlimited time frame. It permits projects ranging in size from small groups of

VI.76



houses clustered around common open space to large communities with shared
roadways and facilities based on commercial, sporting, recreational or agricultural
features.

As is the case with strata legislation, common areas within the development is
owned and managed by a body corporate comprising all lot owners. The legislation
typically provides the machinery for flexibility in the management and
administrative arrangements operating within the scheme. This necessary degree of
flexibility is achieved by providing for a multi-tiered management concept and by
permitting a management statement to be prepared for each scheme setting out the
rules and procedures relating to the administration of and participation in the
scheme.

These extensions to the Torrens system are described more fully in Annex VI. G

12.2 Compensation for Error

The Torrens system provides a State guarantee of the owner's title to land. It is an
essential feature of the system that a person who is deprived of land or an interest in
land by reason of some act, omission or mistake in the operation of the Register has
the right to claim compensation.

12.2.1 Rectification

Most of the functioning registration statutes provide that the Register may be
corrected i.e. /rectified'. In some jurisdictions the Registrar is authorised to make
corrections in minor matters which do not affect anything of substance in the 'title'
and no interest is prejudiced. (An outline of the procedures involved is at Section
7.7) The Register may be also be rectified by a direction from the court.

Registration of title systems assures that /no rectification can be allowed against a
bona fide purchaser for value who is in possession of the land and had no
knowledge of the omission, fraud or mistake upon which the claim for rectification is
based/lB. Simpson points to this as the great advantage of the registration of title
system over any insurance scheme. 'Under the insurance scheme a bona fide
purchaser in possession may receive compensation for the land he loses as a result of
a judgment against him, but only a State system of registration of title can insure that
he actually retains the land itself.' In the English system for instance, the Register
cannot not be rectified against a bona fide purchaser in possession unless the
immediate disposition to him was void in which case the owner is entitled to
compensation.

12.2.2 Indemnity

Under a deed system, a person who was deprived of land by the operation of a
forged or otherwise invalid instrument could recover the land from the would-be
owner. However, the person recorded as the proprietor of land in the Torrens
register is in an almost unassailable position. This means that the person who has
lost, or who has been deprived of the interest, cannot displace the recorded owner
unless the recorded owner has personally been involved in the fraud or illegality.

·The Torrens system replaces the deed system right to recover the land with a right to
recover monetary damages. Because the State guarantees title under the Torrens

18 Simpson, Land Law and Registration, pg.179
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system, an action for compensation also exists against the Chief Registrar, as
nominal defendant, in certain circumstances where the claim cannot be pursued
against the wrongdoer or where a loss occurs as a result of an error by one of the
Registry staff. This right of compensation backs up the State guarantee of title by
providing monetary compensation for those persons who have been deprived of
land as a result of the operation of the Torrens system and who would otherwise
have no remedy.

The Torrens system recognized from the very beginning the need for compensation
and an assurance fund was established in South Australia in 1858. In England,
however, there were no provisions for indemnity and compensation in their Act. It
was presumed that the extensive deed examination preceding the first registration
would preclude mistakes. In 1897, when compulsory registration was introduced an
assurance fund was established and the power of rectification was given to the court.
The fund was built up by the allocation of a proportion of the registration fees. It
operated as a separate fund until 1936 when it was surrendered to the Treasury.
Since 1925, the amount paid out of the fund has not exceeded 100,000 British pounds.

In New South Wales, Australia, the assurance fund was established by the Real
Property Act in 1863. It was funded by the levying of fees when land was bought
under the Torrens system by Crown grant or by specific application by the owner.
In 1921, amending legislation was passed to provide that, if the fund was insufficient
to meet any claim, such claim was charged directly to the State. By 1940 the level of
the assurance fund far exceeded the potential claims (by 1939 slightly less than A$21
000 had been paid out of the fund) and the Real Property Act was amended to
abolish further contributions to the assurance fund.

The assurance funds, where they operate, are able to provide for compensation when
the circumstances require and even generate some income. There may be some risk
at the initial stage of introducing assurance before the fund has time to build up and
it may require initial support of the State. The time of building up a viable assurance
fund will depend on the type of first registration - systematic or sporadic. The risks of
claims are less in the systematic approach. A limited or qualified title can be a way of
speeding up the process and gradually introducing guarantee. The guarantee can
apply only to those titles which have all legal evidence supplied or for those
qualified titles after the expiration of the specified period of qualification.

There are also a number of well operating title systems which do not provide for a
assurance fund. Examples include Germany (and most Continental systems), Sudan,
Malaysia, Fiji, etc.

There are number of issues to consider in regard to the operation of the fund:

• Procedures to appeal

Most statutes in countries operating an assurance fund have procedural provisions
allowing claim first to be made the Chief Registrar who attempts to resolve the
dispute within the Registry before taking the matter to the courto Often different
jurisdictions have different procedures in resolving disputes which allows them to
react in a flexible way to the existing local circumstances. The statutes however
provide for the opportunity to appeal to the courts and find justice regarding the

°amount of compensation. It should be also provided that the State may recover its
loss from the person who actually caused it. In New South Wales, the person
suffering loss is required to undertake action for its recovery against the person
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causing that loss and only if this action fails can a claim be made against the
assurance fund. Oairns also include the associated legal costs.

• Amount of compensation

If the mistake, omission or fraud resulted in loss of the legal interest, the amount of
compensation should not exceed the value of that legal interest. If a legal interest
became less valuable as a result of the mistake, omission or fraud the amount of
compensation should not exceed the depreciation. There are no compensations for
other economic loss if they are not connected to the cost of real estate. Normally the
loss is calculated as at the time of the appeal rather that at the time of loss.

• Financing the compensation

Financing can be from a separate fund or from the Treasury. In the original Torrens
system there were two types of fees - one being the administrative charge for the
registration and searching services and the other being the contribution to the
assurance fund. Now normally one charge is collected which includes both
amounts.

• Appeal period

The original Torrens legislation restricted the claimant to appear within a specified
period after the act of mistake, omission, fraud, etc. (This may be unacceptable from
the point of view of social justice because the period may expire before the claimant
finds out about the deceit or error.) In some jurisdictions the period starts after the
person finds out.

An example of the Functioning of an Assurance Fund (New South Wales, Australia)

The Land Titles Office, which carries out the functions of the Registrar General, has,
since July 1, 1988, operated commercially as a self-supporting government trading
enterprise. Under the guidelines for its commercial operation, the Land Titles Office
was required to provide for the payment of any compensation resulting from errors
made by its staff, while the State remained liable for claims resulting from fraud.

The Land Titles Office budgetary provision for claims for office errors now forms the
basis of the new fund while the ongoing financing of the fund will be by a $1 levy on
transactions lodged for registration. The Torrens Assurance Fund, which is held in
the accounts of the Land Titles Office at the State Treasury, is directly administered
by the Registrar General to provide for the efficient processing and, if appropriate,
the payment of all claims for compensation under the Real Property Act.

Any compensation or legal costs payable by the Registrar General and any legal
costs incurred by the Registrar General are paid by the Registrar General out of the
Torrens Assurance Fund.

Similarly, any fees payable to any consultant retained by the Registrar General to
advise on any claim or on the administration of the fund, are paid out of the fund. It
has, for many years, been the practice of the Registrar General, acting on the advice
of counsel, to recommend to the Minister that appropriate court cases be settled by
the filing of a consent order. In this way the Registrar General has been able to avoid
unnecessary legal costs.

In recent times this process has been taken one step further by allowing the Registrar
General to settle claims without the need to commence litigation. This further
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reduced legal costs, delays and the number of matters that had to be determined by
the court.

Of course, where the Registrar General's liability is unclear or a settlement cannot be
negotiated, the matter still needs to be litigated. To this end the Registrar General
has been empowered to settle claims for compensation and provide that ministerial
approval is required to settle a claim over certain specified amounts.

It is impossible to accurately predict the potential compensation that the Torrens
Assurance Fund will be required to pay in any given period and, although the
balance of the fund is constantly monitored to attempt to avoid a deficiency, it is
possible that a claim, or series of claims, may exceed the balance of the fund at a
particular time.

It is also important to remember that in New South Wales, the Torrens Assurance
Fund stands behind the State guarantee of title. Accordingly, any deficiency in the
fund is met, if necessary, by the State and that the amount of any such advance is
repaid by the Torrens Assurance Fund.

12.3 Adverse Possession

The law of adverse possession presents one of the oldest aspects of the concept of
property. It allows rights in land to be extended to those who actually occupy the
land, and thus differs markedly from any form of acquisition by conveyance or
transfer. The essential feature of acquisition by adverse possession is the idea that if
the owner of property fails within a certain period to secure the eviction of a squatter
or trespasser from his land, his own title is extinguished and he is thereafter statutorily
barred from recovering possession of the land. The intruder has the right to acquire a
title which enables him to remain in possession.

There does not appear to be an established standard for the period that a person has to
be in hostile occupation before a right of adverse possession is recognised. Some
jurisdictions require as much as 30 years occupation with claims against the State
requiring 50 years. Some will not allow adverse possession at all against part of a
Torrens Title. The Limitation Act 1980 in England lays down as a general rule that 'no
action shall be brought by any person to recover any land after the expiration of twelve
years from the date on which the right of action accrued to him'.

12.4 Property Information Inquiry Service

The core information held within the Registry places that organization in a good
position to examine the feasibility of developing and introducing a range of new
services to satisfy the needs of a growing real estate market. Before introducing any
such services the needs of the clients must be thoroughly researched and the services
provided matched with those requirements. One such opportunity might exist with
a 'Property Information Inquiry Service'

Persons or agencies wishing to find out all the non-registerable affectations on real
estate are typically required to spend a considerable amount of time and effort in
making inquiries of a number of sources. For example, real estate affected by
construction restrictions, monument protection, restrictions in land use,

.:underground pipes or cables, etc. Fees are usually charged for these inquiries.

It is possible to build a simple mechanism to provide this information relatively
cheaply and quickly while at the same time maintaining revenues to the
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participating agencies. The mechanism could be further developed over time to
provide other information such as municipal or privately owned real estate for sale
and / or lease, etc.

Essentially the establishment of this type of service requires the co-operation of each
agency holding information in identifying the real estate that they have an interest in
and providing that data to the Registry. (This data need not be held in the
computerized Register and, indeed, probably should be held in a separate data base.)
With the unique identifiers of each piece of real estate in which an agency has an
interest available in this central database, the Registry is in a position to initially
process all the inquiries presently referred to the separate agencies and provide a
'one stop shop' service to the conveyancing community. The Registry, as the
collector of all fees on behalf of the contributing agencies, plus a 'service fee', would
be responsible for the distribution of the moneys received. The service fee wound
need to be set to cover the Registry costs in providing the service and, if appropriate,
provide a margin for additional returns to fund or enhance other activities.

An outline of the process:

1. Collect and assemble the information from the contributing agencies regarding
the real estate objects that they have an interest in. (A cross-reference index
connecting the unique identifier with a street address as an alternative access key
may be necessary.)

2. Negotiate an arrangement or contract whereby the agencies set their fee for a
fixed period of time and agree to only alter those fees after giving adequate
notice to the Registry. Administratively, the ideal would be for all agencie~ to co
ordinate their fee setting arrangements so that they all update at the same set
time. This allows the Registry to receive adequate notice of the changes and
update the application forms and alert its clients.

3. Design a standard form of application listing all the agencies involved, the
information available and the fee charged. The form should include a checklist
for clients and the service fee to be paid to the Registry providing for the
applicant's reference and postal address..

4. The Registry staff would inquire of the data base regarding the real estate
identifier supplied and when a match is not made, the system would generate a
'nil response' which would be sent to the applicant by the Registry. (It is
expected that most inquiries will produce a zero response.) Where a match is
made, the Registry would refer the inquiry and applicant particulars directly to
the agency concerned. That agenClJ would then respond to the applicant with full
particulars oftheir interest.

5. The application form, together with the total fees charged by the agencies on
which inquiries were to be made and the Registry service fee would be lodged
with the Registry.

6. At the end of each settlement period (say monthly), the Registry would transfer
the fees received by it on behalf of each agency inquired upon by the applicants.

Advantages of a Property Inquiry Information Service

• the RegiStry receives a fee sufficient to cover costs and (if necessary) provide a
margin for other activities;
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• each agency participating in the service receives the same fee that they would
have received if they had processed each application themselves;

• the agencies only have to process those applications where the system has
signalled a 'match' - not the expected majority of non matching applications;

• agencies will have the opportunity to re-allocate their staff resources to other
meaningful work due to the lower level of applications to be processed;

• the clients receive a more efficient and effective service in that they only have to
make one inquiry to one location with one form of payment with search results
received much more quickly.

13.. Measurement of Efficiency and Productivity within the Registry

13.1 Introduction

Essentially business indicators should provide the Registry management with
information that can be ready and reliably compared over time. The iterative
process of setting targets, the subsequent monitoring of those targets against actual
performance and the setting of new targets on a regular basis is an essential
management activity.

Indicators can address a variety of aspects of the business. They should be readily
understood and meaningful to both the business and clients and they should focus
on core business activities. They should be clear, unambiguous, relevant to the
business and be capable of consistent application. They should be communicated to
all staff and be made known to client groups. In fact, client groups should be
included in the discussions regarding the establishment of performance indicators to
help ensure that they are relevant.

The process enables targets to be set and monitored over time with a view to driving
change and thereby increasing effectiveness and efficiency. (Effectiveness is whether
or not the function should be performed at all; efficiency is a measure of how
economically a service can be provided.) For example, a service that was costing
more to proVide than the fees received might be reviewed as to whether it should be
continued, whether fees should be increased and/ or the process streamlined to
reduce the operational cost.

Indicators selected could include:

• Output per staff member per day either on an individual or group basis (the latter
is preferable) for each function performed or service provided; and/ or for the
whole Registry.

• The time taken to process the various transactions lodged, e.g. applications for
search, documents for registration, etc.

• The percentage of actions complete or not completed within a specified time or
within a target cost. .

• Financial indicators such as profit margin on each registration or search
transaction; income received by the Registry per full time staff member, etc.

• Percentage change in the volume of business.

Once measures have been identified and implemented they should be closely
monitored to ensure that they are providing the information that is required and that
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The establishment of benchmarks (i.e~ base standards or norms) for comparing
future productivity levels of specific core business activities also provides the
Registry with the opportunity to develop a model from which general productivity
.within the organization may be monitored.

This model involves accepting the benchmark productivity measures for the
individual core business activities and converting these measures to a standard unit
measurement based on the productivity for dealings (i.e. 11.4 units per person per

the time and effort required to collect and analyze the information is worthwhile.
The Registry must be prepared to collect data for a reasonable time. Until a
significant base of information becomes available it will be somewhat unreliable.
Nevertheless the exercise of setting targets and monitoring them as a basis for setting
new targets (productivity or financial) is essential.

The following is a simple methodology for setting and measuring standards of
performance. Any standards developed should be embodied in the Registry's
Business Plan. Performance can then be monitored and evaluated against these
standards which are addressed from two aspects:

• the number of units produced per employee; and
• the costs associated with producing those units.

In addressing both aspects it is acknowledged that productivity improvements need
not necessarily be commensurate with cost savings achieved through application of
technology. This outline sets out the preliminary steps which can be taken by the
Registry in seeking to develop suitable means for measuring organizational
performance.

•
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2768
242

2768
242

11.4

=

=
=

=

Total registered from July to November 1996
Total actual man days engaged in dealing process

Productivity for application registrations

13.2 Productivity indicators

This process involves identifying all the operational staff involved in each core
activity in a given period and dividing this number into the number of units
processed in the same period; the measure being the number of units processed per
person per day.

Registry productivity measures could be calculated for a base year in respect of e.g.:

1. Privatisations

2. Secondary Applications registered involving:
• land
• building
• apartments

3. Searches processed:
• current information only
• historical information

An example of a calculation of productivity in processing applications to register
secondary transactions concerning apartments:



day). This involves calculating productivity conversion factors to convert searches,
other Registry activities, etc. into standard units of applications.

The conversion factors are calculated as follows:

Divide standard units by Office benchmark productivity (11.4)
Required days at 1996 productivity levels = 226
Total days actually worked in review period = 213
Change in Office productivity level from base year = (226-213)xI00

213
= 6.10%

The calculations are based on the number of days of actual staff attendance. This
allows the change, in efficiency to be calculated more accurately if the productivity is
monitored regularly (say monthly) as the measurement will not be affected through
staff being absent over holiday periods. Overtime, if any, would be converted to
equivalent full time days worked.

2572.08

Monthly Total x Factor
(Standard Units)

520
24.89
3.02

656.93
42.74

1324.50

Conversion factor

11.4/ 11.4 = 1
11.4 / 10.13 = 1.125
11.4 / 0.43 =26.512
11.4 / 4.06 = 0.548
11.4 / 20.8 = 2.808
11.4/ 75.35 = 0.151

1
1.125
26.512
0.548
2.808
0.151

Total standard units

Conversion
Factor

11.4
10.13

0.43
4.06

20.80
75.35

Monthly
Output

520
28
80

360
120
200

Benchmark productivity

Applications
• apartments
• buildings
• land
Privatisations
Searches
Copies of documents
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These conversion factors are then applied to the output of the appropriate core
activities in any review period to obtain a total of 'standard units' produced. By
dividing this total by the productivity figure for the 'standard unit' (i.e. 11.4) the
number of man days required can be calculated to achieve this output for a datum
productivity level e.g. 1996.

The calculated number of man days is then compared with the total actual days
worked (operational staff) in the review period to determine the change in Registry
productivity level from the base year of 1996.

The following is an example of calculating Office productivity for a sample month.

Applications
• apartments
• buildings
• land
Privatisations
Searches
Copies
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13.3 Financial indicators

In conjunction with the models developed to establish productivity measures, the
Registry should consider developing a financial model to calculate costs of producing
core business products based on part or, if deemed appropriate, full cost recovery.

Financial data for the model is likely to be obtained from monthly financial
statements. The model involves allocating salaries and overheads of the various
Office cost centers to the appropriate core activities according to the number of staff
engaged in those activities. Overheads are allocated to the core activities according to
the percentage of total salaries of operational staff involved in each activity.

From the output figures, production costs per unit including overheads can then be
calculated for each core activity. These production costs can be calculated monthly
but are generally calculated quarterly.

The financial model should prove to be a valuable management tool as it allocates
total expenditure across the spectrum of Office activities, thereby providing the
means to identify the true costs of individual operations.

Both these productivity and financial models apply to performance of systems and
not to the efficiency of individual employees within the system. In terms of targets
within the Office's Business Plan, the productivity and financial indicators will
facilitate assessment whether annual increases in productivity and reductions in real
cost of services by some forecast %are achieved.

13.4 Example Performance Indicators

Assumptions-

Transactions:

TotaI22 000 transactions per annum
• Land related transactions: 5 000
• Flats/building transactions: 17000

Staff:

Total 11 people
• One Title Examiner processing land transactions
• Two Title Examiners processing flats/building transactions

Annual costs / revenues

Salary: 20 000 000 RbIs.
Revenue 552 000 000 RbIs.

Some sample measures-

Overall RegiStry Productivity Factor:
22 000 transactions processed by 11 staff - 2 000 transactions per person p.a.

Total Registry Cost Factor:

20 000 000 RbIs per 11 staff - 909 RbIs per transaction

Title Examiner (Land Transactions) ProductiVity Factor (@ 250 work days per year):

5000 transactions processed by 1 person - 20/day
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Title Examiner (Flat/Building Transactions) Productivity Factor:

17000 transactions processed by 2 persons - 34 / day

Revenue Factor:

552000000 RbIs. received at a cost of 20 000 000 RbIs. - 27.6 times salary cost

14. Management and Administrative Practices

14.1 General

A registry should adopt and maintain:

• -management structures and practices which ensure that senior staff are held
properly responsible and accountable for their performance and the use of public
resources;

• management information systems which facilitate effective monitoring of the
utilization of public resources and ensure proper accountability;

• management systems which enable managers within public authorities to
monitor and measure performance against agreed objectives/outcomes; and

• an effective system of internal control over the financial and related operations of
the authority.

14.2 Policies

A registry should adopt policies which set out the general approach to be followed
in (at least) each major area of activity for which they are responsible.

Such policies should include the objective of the policy and the criteria which are to
be used in decision-making to help ensure that:

• all relevant legal requirements are complied with;
• all relevant factors are considered by decision-makers;
• there is consistency in decision making; and
• the decision-making process is open and accountable.

Criteria to be used in decision-making should be:

• clear;
• unambiguous;
• relevant; and
• capable of objective application so that decisions are not made on an inconsistent,

ad hoc or subjective basis.

Policies adopted by a registry should be communicated to relevant staff and
members of the public. Appropriate action should be taken by the registry to ensure
that its staff understand the policies relevant to their areas of work.

It is important that a registry ensures that its policies are regularly reviewed to
ensure that they are complete, accurate, up-ta-date and appropriate in the light of
changing circumstances.

'.14.3 Administrative Practices

Administrative practices should be adopted by a registry (and implemented by its
officials) which ensure that:
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• compliance with applicable procedures and practices is effectively monitored;
• a reasonable degree of care and diligence is exercised in the implementation of

powers and the discharge of duties;
• functions are performed efficiently, effectively and without undue or avoidable

delay;
• activities are carried out in 'ways which are fair, reasonable and professional; and
• any administrative oversights or errors~once identified, are promptly rectified.

Written guidelines should be developed by the registry setting out the procedures to
be followed by staff in (at least) each major area of activity. Such guidelines could
cover such things as:

• . general procedures to be followed;
• duties and responsibilities in relation to particular matters or circumstances;
• arrangements in the event of staff absences;
• checklists;
• criteria for decision-making and prioritizing action; and
• relevant deadlines and target dates.

A registry has an obligation to provide, make available or facilitate necessary
training for its staff to enable them to properly perform their duties.

14.4 Inquiries To Establish Facts

Prior to statements of opinion or recommendations being made, either verbally or in
a report, it is important that adequate inquiries have been made to:

• obtain all relevant information;
• ensure that the available information is factually correct; and
• establish that any applicable preconditions have been met.

All information obtained from such inquiries should be properly documented.

14.5 Proper Exercise Of Powers

Delegated authority and discretionary powers should be exercised:

• promptly;
• appropriately, given the circumstances of each particular case;
• reasonably;
• without prejudice; and
• only in ways which are lawful and, where relevant, authorized by the instrument

of delegation.

In exercising delegated authority or discretionary powers, registry officials should
not:

• take into account irrelevant considerations;
• fail to take into account relevant considerations;
• exercise the power for purposes other than for which it was conferred (i.e.

improper purpose);
• exercise the power in a way that constitutes abuse of the power;
• exercise the power at the direction of another person (i.e. act under dictation);
~ exercise the power in accordance with a rule or policy without regard to the

merits of the particular case (e.g. fetter discretion);
• act in bad faith;
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• act in a way that would clearly be regarded as unreasonable by most people; or
• exercise the power in such a way that the result is uncertain.

The registry management should not dictate how delegations of authority or
professional judgment are to be exercised in specific circumstances. Each case
should be examined on its merits.

Wherever any delegated authority or discretionary power is exercised, this fact and
the nature of the decision made should be recorded in writing on the relevant file or
in an appropriate register.

14.6 Procedural Fairness

There is a presumption that the rules or principles of procedural fairness (i.e. natural
justice) must be observed in exercising statutory power which could affect the rights,
interests or legitimate expectations of individuals. One should be sensitive to the
need for flexibility in the application of the rules, depending on the circumstance of
each individual case.

Depending on the circumstances which apply, procedural fairness may require that
registry officials: '

• inform people against whose interests a decision may be made of the substance of
any allegations against them or grounds for adverse comment in respect to them;

• provide people with a reasonable opportunity to put their case, whether in
writing, at a hearing or otherwise;

• hear all parties to a matter and consider all submissions;
• make reasonable inquiries before making a decision;
• ensure that no person decides his or her own case or a case in which they have a

direct interest; and
• act fairly and without bias in making decisions.

14.7 Notification Of Rights Of Objection, Appeal Or Review

Individuals should be adequately informed of any rights of objection, appeal or
review (including avenues for pursuing a complaint) where they are adversely
affected by a decision, or a decision is otherwise one which they potentially might
wish to challenge. Such information should be supplied in a timely and appropriate
(i.e. comprehensible) fashion to ensure that rights of objection, appeal or review are
not lost.

14.8 Resolution Of Disputes

Registry officials should seek to resolve difficulties, disagreements or disputes by
discussion or negotiation in the first instance, wherever this is appropriate. Formal
action should only be taken when it is clear that informal attempts at resolution are
not working.

14.9 Avoidance Of Delay

Decisions should be implemented and statutory obligations carried out without
undue delay.

'What constitutes delay will depend on the particular circumstances of each case. In
the absence of any legislative requirements, registry officials should determine their
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own service standards, as far as possible based on public expectations of what is
reasonable in the circumstances.

Where time periods are specified in legislation, registry officials should meet such
deadlines.

Registry officials need to ensure that systems or procedures are put in place for
ensuring that decisions are implements, and implemented correctly, within the
specified or decided time period.

14.10 Record keeping

Registry officials create and maintain records as evidence of business activities and
transactions. This evidence, which comprises the corporate memory of the
organization and its narrative history:

• supports policy formulation and managerial decision-making;
• enables the organization to meet legislative and regulatory requirements;
• protects the interests of the State and of the organization and the rights of

employees, clients and citizens;
• supports better performance of business activities throughout the organization;
• provides protection and support in litigation, including the better management of

risks associated with the existence or lack of evidence of organizational activity;
• supports consistency, continuity and productivity in management and

administration;
• documents organizational activities, development and achievement; and
• supports research and development activities.

Registry officials should keep full and accurate records which document their
operations and activities. They should make such records, and ensure their capture
into Record keeping systems, such as file systems, routinely in the course of their
duties. That is, record keeping should be seen as a normal and natural part of work.
A registrar should formally assign appropriate record keeping responsibilities to
officials in their employ.

Records should be made, maintained and managed systematically. To facilitate the
organization-wide adoption of systematic, accountable and consistent record
keeping and records management practices, registrars should establish and maintain
an identifiable corporate records management program.

Recordkeeping and records management practices in a registry should comply with
national best practice and include relevant Russian standards and codes of best
practice for record keeping.

15. Glossary

Adjudication

Adverse possession

Cadastre

Cadastre Index Plan/Map

The process whereby the ownership and rights in land
are officially determined

The occupation of land inconsistent with the rights of
the true owner.

An inventory of the land in an area by ownership,
description and value.

A map showing the legal property framework of all
land within an area including property boundaries,
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Cadastre Plan/Map

Cadastral Survey

Caveat

Certificate of Title

Chain of Title

Consolidation

Contract

Conveyance

Covenant

Demarcation

Discharge of mortgage

Easement

Estate

Encumbrance

·Fee simple

administrative boundaries, parcel identifiers, (and
sometimes the area of each parcel,) road reserves and
administrative names.

A plan, similar to the above, but often showing more
details including the dimensions of parcels. It may also
show buildings.

A survey of boundaries of land parcels.

A document legally forbidding certain action pending
judicial determination. Sometimes called a Lien.
A certificate issued by the registry to an owner
confirming that the entity named is the owner of the
defined real estate. The certificate typically describes
the real estate, owners' names, tenancy and shares, and
the interests and encumbrances affecting the real
estate.

The series of deeds and documents evidencing title to
land held under Common Law title - like any chain, it
is no stronger than its weakest link.

The planning and redistribution of land into units of
more economic and rational size, shape and location.

An agreement enforceable by law.

A method whereby rights in land are transferred from
one owner to another. The rights may be full
ownership or a mortgage, charge or lease, etc.

Generally a mutual agreement between two or more
parties to do or refrain from doing certain acts in
relation to real estate. See 'Positive Covenant' and
'Restrictive Covenant'

The marking out of the boundaries of each land parcel
on the ground.

An acknowledgment in writing by the Mortgagee that
a loan secured by a mortgage has been repaid.

A right enjoyed by one landowner (the dominant
tenement) over that of another (the servient tenement),
for instance, a right of access or for the passage of
water or electricity.

In legal terms, an interest in land. The term is also
used to refer to the physical land and other real
property to which that interest relates.

A judgment, mortgage or lien or any other claim which
is registered against the title to land.

The legal term for the maximum interest in land
available to a person, or the maximum of legal
ownership. Equivalent in many ways, for practical

VI.90



Fiscal Cadastre
Fixed boundary

Freehold

Folio of the Register

General Boundary

Joint Tenancy

Land Administration

Land Information
Management

Land Information System

Land Management

Land Register

Land Surveyor

Lease

Legal Cadastre

Limitation

Limited Folio

q10

purposes, to absolute ownership (see freehold) and is
characterised by inheritability - i.e. being passed to
heirs and/or assigned forever.

A cadastre compiled for purposes of taxation.
The legal boundary of a property where the precise line
has been agreed and recorded.

A free tenure, distinct from leasehold, in which the
owner has the maximum rights permissible within the
tenure system.

The record of title and interests in respect of a parcel of
real estate, kept as part of the Register - it may be either
a 'manual' folio or a 'computer' folio.

A boundary for which the precise line on the ground
has not been determined.

A form of co-ownership of a parcel of land by two or
more persons jointly with vesting of the interest of a
deceased proprietor in the survivor(s).

The process of determining, recording and
disseminating information about the ownership, value
and use of land and other real property when
implementing management policies.

The managing of information about land and other real
estate.

A system for acquiring, processing, storing and
distributing information about land and other real
estate.

The activities associated with the management of land
and other real property as a resource both from an
environmental and an economic perspective.

An official record of rights in defined units of land,
buildings or apartments.

Generally one who measures land. In some countries
the term is used specifically to refer to surveyors
licensed to do title surveys.

An instrument, creating an interest in land or property
for a fixed term, in consideration of payment of rent.

A cadastre compiled so that the State may have a
record of ownership of all land parcels.

A recording in a folio of the Register to the effect that
the description of the land in the folio has not been
investigated by the registry
A folio of the Register in which is recorded a limitation
- see Limitation.
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A charge on land created for securing a loan.

The proprietor of a mortgage, Le. the party lending the
money.

The proprietor of land, or any estate or interest in land,
pledged as security for a debt.

A change in the boundaries of a parcel of registered
land. See Subdivision.

Interest which 'override' the register (Le. have legal
force though not entered in the register).

A condition imposed by, or for the benefit of statutory
bodies or local municipalities binding the owner of
land to perform a specified act e.g. to maintain a
building and its foundations to ensure the safe working
of a railway passing below it, or to erect a habitable
dwelling upon the land within a specified period of
time.

A right to enter the land of another and to remove
therefrom part of the soil or its produce e.g. gravel or
timber. Sometimes simply called a 'Profit'.

A folio of the Register in which is recorded a
'qualification' or 'caution' that has not been canceled.
A caution warns persons dealing with the registered
proprietor that the land is held subject to 'subsisting'
interests (if any), which are not noted on the Register.

A title registered subject to certain restrictions or
limitations as indicated in the notified qualification.

An area of real estate under homogeneous property
rights and unique ownership.

The process of recording rights in real estate either in
form of registration of deeds or else through the
registration of title to land and other real property.

Land and any things attached to the land including
buildings, apartments and other construction and
natural objects such as trees.

An official record of the rights in defined parcels of
land and other real estate.
A plan defining land boundaries approved by the
registry.

A system whereby a register of ownership of 'land' is
maintained based upon the parcel rather than the
owner or the deeds of transfer.

A map showing all land that has been registered within
a given area.
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Mortgage

Mortgagee

Mortgagor

Mutation

Overriding Interest

Positive Covenant

Profit a Prendre

Qualified Folio

Qualified Title

Real Estate Parcel

Real Estate Registration

Real Property

Register of Titles

Registered Plan

Registration of Title

Registry Index Map
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Resbictive Covenant

Resumption

Strata Plan

Strata Title

Subdivision

Survey

Systematic Adjudication

Tenancy in Common

Title

Title Plan

Title Register

Title Search

Torrens or Torrens
Land Registration System

Torrens Title

Transfer

An agreement whereby one landowner agrees to
restrict certain ways in which the land might be used
for the benefit of another.

The compulsory taking of land or an easement by the
State or a statutory authority under an Act of the State.

A plan lodged with and approved by the registry
defining lots by cubic space(s) with the facility to
provide common areas, subdivision, consolidation, etc.

Title to real estate which is not necessarily divided
horizontally, such as in high-rise buildings.

The process of dividing a land parcel into smaller
parcels. See Mutation.

A document prepared by a professional land surveyor
that shows the boundaries of a parcel or parcels of land
and the locations of all buildings, utilities, and roads on
the land.

The determination of rights in land on a regular and
systematic basis, for example, within one area at one
time.

A form of co-ownership of a parcel of land by two or
more persons in unity of possession but each as to an
undivided share, whether equal or unequal, each
undivided share being capable of separate disposition.

The evidence of a person's right to property.

A plan especially drawn to show the boundaries of
land parcels.

The registry record of ownership, restrictions and
encumbrances affecting real estate.

In a deeds system, a review of all recorded documents
affecting a specific piece of property to determine the
present condition of title. In a Title Registration
system, it is an extract of the register.

Refers to a system of land registration in which the
state guarantees the accuracy of the title system shown
in the registry (insures against mistakes), and in which
unregistered transactions generally have no effect
against people who are not parties to the transactions.

A term used to describe the system of title registration
devised by Robert Richard Torrens in South Australia
in 1858

The passing of an estate or interest in land
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FURTHER READINGS CONCERNING
REGISTRATION AND CADASTRAL

SYSTEM IN OTHER COUNTRIES

1

AnnexVI.A



VI.AI

Latin America
Lima- Pent

1. Developing of market economy - need for official registration of real estate rights
and objects.

2. Brief historical information on development of proprietary rights in different
countries (Germany, Europe).

3. "Black market", "illegal towns", lack of any legal basis for land relations in Latin
America.

4. Bureaucracy in Latin America.
5. Conclusion: It's necessary to have a good registration system in order to

successfully develop market economy.
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Systematic Analysis
of the Cadastre

1. Systems Analysis (Approach) as a good tool for any research.
2. Systems approach to cadastre analysis of different components (example, Kenia).

3



"Declaration" on Cadastre:
Suggestions of the Working Group

of the 7th Committee 
Cadastre & Management of the

Agricultural Land

I
I
I
I
I
I

1. Land resources & land info.
2. Cadastre specialists.
3. Cadastre issues (documentation, different approaches).
4. Development & management of a cadastre system.
5. Cadastre and land policy.
6. Data access.

Lf
i'
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Sources of Cadastre

1. Development of cadastre in different countries.
2. Abstract from the article "Necessity for multy-purpose cadastre".
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Land Registration
in English-speaking Countries

I
I
I
I
I
I

• England
• Australia, Torrens system
• Kenia
• Canada
• USA

0"!
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H.M. Land Registry:
Registration of Property Rights

to Land in England & Wales

7



Cadastre Land Systems
of Registration in Europe

1. Western Europe: France, Germany, Austria, Switzerland, the Netherlands.
2. Northern Europe.
3. Southern Europe.
4. Eastern Europe.
5. Main trends of development
6. Experience of European countries.

8
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Swedish System
of Land Data Base

1. Real estate registration.
2. Land registration.
3. Automated registration: general info, data base, GIS, equipment.
4. Land registration in Sweden (legal basis, data access, data base structure, details,

changes).

9



Examples of Automatization:
Sweden and Canada

1. Swedish system of Land data base.
2. Land Registration & Information system in Canada.

10
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Cadastre Land Information System
in the Nehterlands

1. General info.
2. Cadastre agencies & public registries.
3. Automated Cadastral registration system.
4. Charts.
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~0, DATA MATRIX LAND TITLES OFFICES,

~- -------

SOUTH WESTERN NEW SOUTH
VICTORIA QUEENSLAND

NORTHERN
ACT TASMANIA NEW ZEALAND HONG KONGITEM

AUSTRALIA AUSTRALIA WALES TERRITORY

No. of Rcgistrics 1 2 I I 14 2 1 2 12 9

Head Office Adelaide Midland (outside Sydn"y Melhoume Brish(\ne Darwin Canberra Wellington (No 1
Perth) reg'n function)

Regional No 2 (Perth central N/A N/A I" (currently) 1 Alice Springs No 1 12 9 (8 in New
business dist., Territories)
&Bunbury 170 km
south

Staff (App No.)

* Titles 142 Registration 1.4 Executive lOSES 255 Titles 212 7 25 Staff 45.7 Titles 13 Div.Executive 4 Directorate

* Drafting 77 Survey 88.5 New Titles 1,5 Prolessional 126 Drafting 38 (Recorqs:A'fSl 6 1 Drafting 26 Drafting 10 Legal 89 Land Rtg'n
Service Officers

* Support 19 System 80.3 Registration 710 Titles Officers 14 Support 9 (Corpll0) 1 10 Support 291 Clerical (inc. 4 Solicitors
typing, data entry,
support)

* Others 12 Admin 75.2 Client Services 16 Others 36 2 (Executive) 5 Others 45 Office Assistants 668 Gen. grade
(exec.c1erical
support)

17 Land Register
Services

6.6 Executive
support

* Total 250 269 751 431 279 16 26 86.7 349 765

Administration

Minister Environment ami Lands Land & WatE'r Attorney General Lands Attorney General Attorney General Environment and Justice Planning,
Natural Resources Conservation Land Management Environment &

Lands

Department Environment and Land Conservation & Justice Lands Law Attorney General's Environment and Justice Land Registry
Natural Resources Administra tion Land Management Land Management (independent dept.

Trading Fund)

- - - - - - - - - -
12
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SOUTH WESTERN NEW SOUTH

VICTORIA QUEENSLAND
NORTHERN

ITEM
AUSTRALIA AUSTRALIA WALES TERRITORY

ACT TASMANIA NEW ZEALAND HONG KONG

Other functions of Conservation & Mapping & Crown Lands Corrections, Courts Crown leasehold, Legal Services Legal Affairs Survey Commercial Affairs Registration of

department Land M'gnt MappingCrown Service Valuer Management, Survey, Mapping, Public Trustee Consumer Valuation (Companies), Birts, owners /
Environmental Land Generals Office Births Deaths & Valuations, IT & Births, Deaths & Gambling Control Mapping Deaths and corporations of
Protection, Water Administration Land Information Marrieges Marriages Courts Births, Deaths & Planning Marriagies multi-storey
Resources, Legislation Center s,,!C System Public buildings

Conservation

t30tamc Gardens, International atfice 01 Land Puhlu:, Al:J.VoGlle Aboriginal & Truste~ Marria~s Environment Motor Vehicles

Recource Corporate Information Polic) EtLJ CommisslO1l Islander Interests Community Courts System Property Parks Security
Information ServicesWA Land & Coordination Police Advocate Public Trustee & Wildlife Courts &Tribunals

Information Office of Forestry Community (inc. Maori Land
(WAllS) Office of Water Advocate Court),Law c'

Reform, Waitangi
Tribunal, Treaty
Settlement,

Criminal Justice
Development

Illstruments (pa) 210.000 355.149 790.550 594.000 699.884 24.000 276 100.000 863.743 400.000

Plans (pa)

• Strata 515 2.486 (8.781 ) :U13 N/A 91 276 250 ) N/A

• Surveys 2400 913 (16.979 lots) ) 5.65 Subdivision B72 193 238 1.500 )16.019

• Other l60lJ Da(z olans 600 2,495 diagrams ) 11,030 700 consolidation 34 N/A 161 Sublease 1,000 )
GKO pl'lffi for (5,353 lots) Plans

f1easina
New Titles Issued 21,000 40,030 59,000 35,100 35,623 (includes 10,000 5,088 15,000 42,947 N/A

Deeds of Grant)

Unregistered
Dealings

• Volume 18.000 14,000 1243 73,115 30,000 Nil S(X) 1,500 14,000 7,500 -10,000

• No. work days 20 5 5 Nil 10 Nil 3 4 6 days 3 - 21 days

Microfilm

• Titles No Nil Yes, canceUed titles Nil No Nil 90,000 not Cancelled paper No No Imaintained used as folios only
back up

_.
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SOUTH WESTERN NEW SOUTH
VICTORIA QUEENSLAND

NORTHERN
ACT TASMANIA NEW ZEALAND HONG KONGITEM

AUSTRALIA AUSTRALIA WALES TERRITORY

• Plans Yes All Crown surveys Yes Nil All All All DP's and St. No All plans, all types 6,210.00
& field notes (no plans
freehold plans)

• Instruments Yes until August At to 13.10.1991 Yes lOO,OOO (approx.) All Nil Nil Yes No
1994

Optical Disc Storage

• Titles Diagrany; only All No Nil 2 million All computerised Nil No (digital) No No
titles ,

• Plans .conversion All freehold Yes, ext!. Crown 166,000 1?>50k 450,000 All unit (strata) DP'sonly Yes No No
contract lei for pilot pages)
(diagram books)

• Instruments Yes, since All from 14.101991 In deveh1pmenl 220,000 (51OK Pilot near f"lure Discharged Nil No No No
September 1994 stage pages) mortgages

COlH",r.<flfiOII

f "Jcrsse,

• Titles In-house N/A No Priorrity On Nil To digi.fal data N/A No
logdements search/lodgement

• Plans Bureou N/A 1,000.000 converted New plans on reg'n 80% converted N/A DP's scanning Yes back N/A No
completed conversion

• Instruments No Selection of Back conversion At logdement N/A Nil No, still N/A No
conversion info microfilmed
subcontractors in

progress

Are Registred No Yes (except coloured No Yes Yes (discharges No Yes No If computerised
Instruments evidence) etc.) method, microfilm
Destroyed? & return to client. If

manual, keep 1 &
return 1 to client

• After what N/A 6 years 2 Months after After 5 years (1996 N/A Immediately N/A
period? m/filmed first year of

destruction)

- - - - - - - - - -
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- - - - - - - - - - -



- - - - - - - - - - - - - - - - - - - - -
SOUTH WESTERN NEW SOUTH

VICTORIA QUEENSLAND
NORTHERN

ITEM
AUSTRALIA AUSTRALIA WALES TERRITORY

ACT TASMANIA NEW ZEALAND HONG KONG

* Are they Imaged since Yes combination of Yes high access Microfilmed No. Possible image No Microfilmed No
micofilmed or August 1994 both (5%)

imaged?

Fill' ofAdmill Yes, Section 90 Yes In Database Yes - in database In place- No (however No No No
Illleresls Land Agents. computerised under Crown 1

Brokers & Valul'rs ease hold system,
Act many "admin"

notations are
included in or
subsequently
added to title)

US Relaliollship Yes· major Notice of Sale. Lan data Under l~~l!r"ted No Yes General Index for No
contractor DENR is General Register of distrihu.ect dat" via development Titlelownership LIS being built in
lead agency Restrictions, network LTO a Ay"j<land, Govt

Cadastral Plan File. main contl:ibtltlOn to advise on
Property nationwide
Information implementation or
Inq'y Service stop

Panel Forms

* Are they used? Yes Yes Yes Yes Yes Yes Yes Yes Yes with effect Yes
from 1.4.1995

* Supplied through No Yes (and Gov Yes Yes Yes Yes Yes Yes No. Licenced
LTD? Stationer) printers

* Are non-standard Yes, letter of Yes (if approved) Yes Yes (if pre-dated No (generally) Yes Yes subject to No Yes, one year No
forms registrable? explanation May 1985) approval transition

required

* Penalty for non- No No No Yes (sealing Fee) No $15 $60 if unapproved Refused No NIA
standard forms prior to lodgement

..r.~"'"~,~.....

~
15



SOUTH WESTERN NEW SOUTH
VICTORIA QUEENSLAND

NORTHERN
ITEM

AUSTRALIA AUSTRALIA WALES TERRITORY
ACT TASMANIA NEW ZEALAND HONG KONG

• Which
documents?

,

Custolller Trail/il/g Yes Yes Yes Yes Yes RG Consultative 'ie" y",! Yes No
Committee,

• What does it Client advice, Client Service Training seminars, Bulletins, seminars, Customer Service operator manuals Practice Notes and Newsletters, Bulletins, circulars,
consists of? seminars, Seminars and handbooks, Office articles in legal Bulletins, lIin-house ll circulars. Practice seminars, legal

publications etc. regular information info Bulletins journal, practice Information informal Book, "Hands-on" publications.
Bulletins notes, lodgin sheets, seminars instructions training to remote Roadshows for new

manual, etc. access users forms
consultative
committee

Assllarallce FlIl/d No Yes Yes Yes Yes No No separate fund Yes No No. Being
but indemnified by Considered
Gvernment

• Contribution Yes Yes ($11 dealind) Nominally No Theoretically from
collected

• Payments from Consolidated LTO Fund Consolidated Consolidated Consolidated Consolidated Fund Consolidated
fund or Revenue Revenue Revenue Revenue Revenue Revenue actually
consolidaed from operational
revenue vote.

Credit Facilities Yes Yes Yes Yes No Yes Yes Yes Yes Yes

• Searches Yes Yes - 85% of Phone search and Yes No Yes Yes, one month 30 dy alc Other Govt.

business remote ALTS accounts computer access departments only

access clients only

• Lodgement No Yes - survey plan No No No (EFT -large Yes Only for Govt.

No . document client) agencies No

registration

lodgement

Practice

• Criteria LTO assessment Yes Exam.& data Full examination Examination after Examination after

entry at & payment of fee lodgement lodgement

lodgement

• Is there a Documents, yes Self assessment Yes, pre-check & Cursory exept for Basic - later No Full examination No In some smaller No

16-
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SOUTH WESTERN NEW SOUTH
VICTORIA QUEENSLAND

NORTHERN
HONG KONGITEM

AUSTRALIA AUSTRALIA WALES TERRITORY
ACT TASMANIA NEW ZEALAND

pre-check? Plans, cursory pre-lodgement plans exam offices only

exam. of plans

available

Postal Yes Yes At discretion Yes Yes Yes No Yes No (Proposed in Yes

lodgement introduce in the

future)

• Any restrictions? Outside Metro No Private only No Outside Metro No Outside M New Territories IAdelaide Registries only

•Any additional No No No $4 per instrument $20(4 return if No No No !fees? required

Postal Searches Yes Yes Yes No Yes Yes Yes Yes Yes No

•Any restrictions? Outside metro No No Outside Metro No Only for lawen- Not in Metro Titles only

Adelaide force agencies area

• Annyadditional No &650admin & No $ 2 return No No No Self addressed

fees? handling fee envelope

Remote orders Yes Yes Yes Yes Yes Yes Yes Yes No (pilot under- Yes

way) 250 clients on-line

'Volumes/What? 80% of Rp.l1:ister 1.600 jobs/ days 36.3%. 111 single Less than 5% 20K/month 10% No remote on-line Automated Point 2.000 per day

Searches 11lr auto avg. clients, 3 net- Tilles & plans Fax/dial up access. 90% of all from "TASFOL"

fax for 1 f,1:> 11.000 A4 pages work operations searches are Imaged diagrams

titles per day Average 4.163 satisfied by 'Dial- from "Title plan"

Plan and docu- per day a-Search' fax to remote access

ment searches service. clients via data-

base fax

Core Type Improved TATS Electronic docu- A Integration of ALTS title text on ATS- Title Administrative Conversion of Conversion of Awaiting decision A Computeriza-

Projects EklllS conversion ment endorsement- core systems relational data- imaging DISP - Interests Compu- manual folios to paper titles to from Govt. tion of registers in

lJlldertakell strategy. WE (ALTS & BOS). base Imaging Image plans tarisation of the computer folios digital TASFOL. whether to 8 New Territories

(e.g. Automated Integrate data Continuing pro- system for diag- ATS - pilot doc. General Registry Plan imaging Conversion of proceed with full registries

Titling! imaging) entry. Priority jects: ram & Instru- image Imaging of can- survey diagrams automation of B Image all land

Notice System B DCDB- ments. On-line celled titles and to image titles and conver- records I

computerized updating for survey plans sian of titles and C Replace existing

cadastral index, computer folios Audit trial for plans with PRA deeds reg'n

C Central Register of plans changes to project. system with title

of Restrictions, Register reg'n system.

D Imaging

-
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SOUTH WESTERN NEW SOUTH
VICTORIA QUEENSLAND

NORTHERN
ACT TASMANIA NEW ZEALAND HONG KONGITEM

AUSTRALIA AUSTRALIA WAl.ES TERRITORY

-
dealings

Del'cl0plllcllf In-hollse Spectrum In-house LDMS Syslems In-hollse Automated In-house for In-house wilh

Methodology engineer Register: maintenance other Govt.

Joint applications projects Dept's

design

Imagillg:

Co-operative

with Dept. of

Lands

Developmellt

Staff A B D

• Number 13 17 Land Regisler 11 2 2 :'If, 2 (+4 User Team) 1 (contract) 2.5 1 2 through bureau 10approx.

Services and 2in HQ

'Who has conlrol? Director Land Land Tilles A/DrA/DrA/Dr Manager ALTS Principal Advisor Registrar General Manager, Corpo- Department CEO Business Manager

Services rate Services

, Consultants As needs basis No 3 as reg'd as reg'd No 5 contractors As required Oracle No No As needs basis

(NTLlS)

TimE to SatisfiJ

Search

• Manual Tille

-peak linle 2 hours 30 min 20 min - remole 1 day NA on request 10 min 15 min local <5 min 30 min

-average time 12 min - in-house 1 day 2 days mail 10 min

• Computer Tille

-peak time immediate 30 min inlmediate - 1 min 10 min instant 10 min 1 min <5 min 30 min

remole

-average time 12 min - in-hollse 1 min 2 min 20 min

'Plan copy

-peak lmw 60 min 30 min 15-20 min 4 min 10min N/A 10 min 20 min paper <5 min 30

-average lime 20 min 30 min 2 min 2min 10 min paper 20

image

• Documt>nl copy

-peak time 24 hours for 30 min 120 min-manual N/ A Accessed by 24 hrs <5 min 10 min 5 min <5 min 30

remote orders customers

-average time Varies as to what 30 min 60min-automaled 2 hrs 25

media documenl

- - - - - - - - - - 18- - - - - - - - - - -
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SOUTH WESTERN NEW SOUTH

VICTORIA QUEENSLAND
NORTHERN

ITEM
AUSTRALIA AUSTRALIA WALES TERRITORY

ACT TASMANIA NEW ZEALAND HONG KONG

is stored in

Fees

* Standard fee for

document reg'n $66 $62 $50 $59 $87 $85 $60 $70 $25 (GST incl.) 11 K$90-$530

Avg.llK$530

* Ad valorem on

transfers? and Yes Yes No Yes Yes No No Yes No Yes ($l1K)

rate(if applicable) $77 up to $20K $62 up to $85K $2.46 per K $20per $lOK over $70less than $60K $90 up to $l00K

$87 up to $40K $72 up to $120K Max fee $1,320 $170K $130 over $60K $260up to $750K

$39 per $10K $93 up to $200K $550 over $750K

over$40K (plus $20 for every

$JOOK over $200K

* Date of last fee 18 July 1994 August 1992 I July 1994 December 1993 July 1993 1 January 1992 July 1994 20 August 1993 1.2.1994 decrease 1.1.1995

increase in most fees

• Criteria for CPI plus cost (PI Cost recovery Cost recovery CPI CPI & cost CPI, Cost Cost recovery & To reflect cost Inflation &.

increase recovery within CPI recovery Recoverv &- rtari- surplus $90 additional fee recovery of

ty withNsw to fund survey development cost

system (DoSLl)

Development No Yes No Yes No Yes Yes Yes No Yes

Levy

* How much/ $6 per registration $2.81 per search $5 per document $5 dealing $10 dealing (Sele- $ not defined.

Levied on? (dealing) $1.92 per dealing $1 search cted dealings) Incorporated in

$1 per search reg'n & search

fees

Searell/Copy Fee $10 $4 search of $3.80 (per plan $7.50 search $10 title print or $5 $5 $12 copy of $5 title search 11K $10-$30 per

(What does it Search of Register indices dealing or folio) Search receipt plan, Copy plus Copy of Crown survey diagram (copy), $5 plan search, inc.

include?) title, free check $8 Register, with unreg'd $16 document conveyancing Lease/Title, & unregistered copy, $5 Journal computer print-

searches, $4.50 instrument or details computer information unlimited free dealing report print - view $ Nil, out.

copy of document survey search statement check searches, $10 guaranteed 11K $5 per page

$4.5 copy of plan or copy of paper computer folio search includes copies of paper

title plus printout Journal print register.

instruments

Requisition Fee No Yes No No Yes Yes No Yes No Yes

,



ITEM
SOUTH WESTERN NEW SOUTH

VICTORIA QUEENSLAND
NORTHERN

ACT HONG KONG
AUSTRALIA AUSTRALIA WALES TERRITORY

TASMANIA NEW ZEALAND .
* Dealings $::11 $25 $20 $24 $150

* Plans $1\::1 $50 N/A $::10

Power of Rejection Yes Yes Yes Yes Yes Yes Yes Yes Yes in most No

offices in

Is It used? Yes Yes Yes Yes Yes No Yes Yes of requisition

system

* After what time 4 months 21 days, 7 days for 88 days. for 60 days 4 weeks 7 days 2 months from 3 months Immediate if not

lapse? caveats forfeiture date of requisi- requisitioned

of all fees tion

*Lodgement Full registration Half registration Standard fee Standard fee Half normal fee N/A Yes Half fees

fee after rejection fees fee refunded Fees available for

2 months after

rejection

Computer Type AI.TS:

*Mainframe/other Unisys main- HDS (change to Pyramid Fujlsu Unisys ATS-Sequent IBM 3090/4005 Sun Spare 20 Sun Spare 10/51- Unisys A15 Ibm 3290

frame client/ server (In- 790/490 -4

architecture in 3 house In-house processor unit

years) integ'n)

* Bureau No 1st Slate Yes Yes In house Bureau (EDS) Bureau
Compu-

tering

* Owned/Shared Owned by Dept. Owned Owned Shared Shared Owned Shared Facilities Owned Shared Shared

Shared with other provided thm

Dept. groups. service level

agreement

• Relational/ otherwise Relational Relalio- Hierarch- Relational Relational Relational Relational Relational Hierarchical Relational

Othenvise nal lcal

Database

'Database Mana- DMS2 DBMS - IBM DB2 Oracle IMS. DMSll CA - Ingres IMS Oracle Ingress DMS" DB2V2.3

gement System ADABAS

* Programming COBOL (not4GL) 3GL (Cobol &PLI) One CICS Cobol rLi SQL Ingress L1NC VS/Cobol II V3.2

Language (4GL7) (00) Cobol/

Natural

* Operating MCr MVS/ESA Unix V MCP Unix MVS(CICS) Unix (SuIaris) Unix A series MCPAS MVS

--
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SOUTH WESTERN NEW SOUTH

VICTORIA QUEENSLAND
NORTHERN

ACTITEM
AUSTRALIA AUSTRALIA WALES TERRITORY

TASMANIA NEW ZEALAND HONG KONG

System (AT&T) I
Imagillg System Yes Yes Yes Yes Yes No Yes Yes No No

* Brand name Computer Kodak Intergraph Olivetti/ Filener Kodak Watermark Intergraph

Manufacture V software on

Design (CMAD) 486/DX2

Compllter Title Volume & Folio Volume Folio Volume Folio & Volume Folio 8 digit Title Ref. Volume Folio Volume Folio/ Lotan Plan N/A Property address

Folio ID Lot/Plan Edition number

Separate Title for Yes No Yes Yes (Body Corp.) No Yes Yes No Yes N/A

Commoll

Property?

What is Easements, Rights Address for Caveats, Owner details All area not in Legisla tion to Easements, etc.

contained? notices, unit encumbrances Easements unit titles. allow being

entitlement cavenants Easements. Any drafted.

endorsements special

resolutions.

Diagrams all /Iell'

fifles

* Computer Yes Yes No No No Yes No No N/A No

* Manual Yes Yes No No No Yes No (some new No Yes

Crown leases

contain easement

diagram

Paper Register Both Loose Both Loose Converted to Both Older titles Loose Loose Bound

Title Loose Leaf image bound newer

or BOll/ld? titles loose leaf

Size of Register

(No/%J

* Current loose 200,000 (27%) 850,000 ) 2,300,000 1.100.000 Nil 60,000 25,000 remaining 1,765,000 Nil

titles ) 68,000+

* Current bound 290,000 (40%) Nil ) Nil 53,000 Nil Nil 880,000

titles properties

• Current deeds 7,5M current & unknown unknown Total 323,075 Nil N/A

cuncelled

* Cancelled titles 650,000 650,000 unknown 800,000 600,000 48,158 35,000 250,000 1,153,000 N/A
,.,";,,,-

~~
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SOUTH WESTERN NEW SOUTH

VICTORIA QUEENSLAND
NORTHERN

ACT TASMANIA NEW ZEALAND HONG KONGITEM
AUSTRALIA AUSTRALIA WALES TERRITORY

• Computer titles 250,000 (33%) 1,500,000 2,814,321 565,000 1,000,000 47,698 (all text 54,000 245,000 Nil 1,166,000

plus 31 K out of

40K diags)

Old System Number unknown Number unknown 34,000 60,000 Nil Nil 3,000 parcels Number unknown N/A
Parcels (No/%?) less than 1% less than 1% remain less than 1%

Conversion Compulsory No Mass conversion Yes Nil N/A N/A Compulsory on N/A N/A
Process process project. lodgement

Development

stage only.

- - - - - - - - - -
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Sample Computerized Registry Forms (available in Russian copy)

23

AnnexVI.c.



Annex VI.D.l. Present Standard Registration Forms

Annex VI.D.2. Present Mortgage Documents
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(A)

I

Form number:'
97-0lT
licence number:
10VIO096/95

LAND TRANSFERRED
Show no more than 20 References to Title.
If appropriate, specify the share transferred.

TRANSFER
Real Property Act 1900

Officc of State Revenue uae only

Annex V1.U.l

Land Titles Office use only

.. J

acknowledges receipt of the consideration of .

and as regards the land specified above transfers to the Transferee an estate in fee simple

subject to thefollowing ENCUMBRANCES 1... ... .. .. .. .. .. .. 2..... .. .. .. .. 3... ..

We certify this dealing correct for the purposes of the Real Property Act 1900.

Signed in my presence by the Transferor who is personally known to me.

I

I

LODGED BY

TRANSFEROR

TRANSFEREE
T

T5
(s713LGA)

TW
(Sheriff) TENANCY:

LT.O.Box Name, Address or DX and Telephone

REFERENCE (max. 15 characters):

DATE .

NB: if applicable, indicate that the signatory is the transferee's solicitor

and show the solicitor's full name.

I
I
I
I
I

o

Ii
I

Signature of Witness

Name of Witness (BLOCK LEITERS).

Address of Witness

Signed in my presence by the Transferee who is personally known to me.

Signature of Witness

Name of Witness (BLOCK LE1TERS)

Address of Witness

INSTRUCTIONS FOR FILLING OUT THIS FORM ARE AVAILABLE FROM THE LAND TITLES OFFICE

25

Signature of Transferor

Signature of Transferce

CHECKED BY (office use only) ' .... ljt}·!t



I

VUILand Titles Office. usc only

Name, Addtess or DX and Telcphoae

ars1""f~ 8I'rNK L..~

77 ~1'l£~ It ~-r:

S\iJ)to.Jet ~.
REFERENCE (max 15 c:hanClers):

Ileal Pr-"YAd 1900
Clown Lando eo.-aldallon Ad 1900

W-.nl.ando Act 1901

LT.O.Box

Application to Record

CHANGE OF NAME
I
I
I

1__- --..11:

97·1DCN

LAND
Show DO more than 20 References to litle.

REGISTERED DEAUNG
If 'PPlicable.

LODGED BY

(A)

REGISTERED PROPRIETOR
whosc Damc is to bc changed.

(E) NEW NAME
In full.

1) STATUTORY DECLARATION BY THE APPLICANT

I, {New Name] J.~~.~~ ~~ ~.~~~~ , solemnly and sincerely declare that

1. I am identical with the Registered Proprietor referred to above;

2. On ;?7.-.~!. 'P.~ ~f. ~.~~ 19 ~~ at ~.~ .

in the State of ~.~ ~.~~ ~~~ I married ~!o:-: ~~~ \?~.~.~.~ ;
3 .

...................................................................................................................................................
I make this solemn declaration conscientiously believing the same to be true and by virtue of the Oaths Act 1900, and I certify this

application correct for the purposes of the Real Property Act 1900.

Made and subscribed at ;?~~ in the State of ~ ~~ ~~ ..

on J~~ ~~.'?~::t 19 ~.'+ in the presence of

.........................................................
Name ofWitncss (BLOCK LElTERS)

. 5" S M. rrut£u.. S T c...L.A'1M ej2£ .:r.: P•
••••.•••.••••..••••••••••.••••••• I •••••••••••••••.••• ••••

Address and QualilicalioD olWiIDess

26

...........~.;~ ...

CHECKED BY (office lISe only)



5.

INSTRUCTIONS FOR COliPLEllON

The following instructions relate to the marginal letters on the application.

I
[

r

27

(B) REGISTERED DEAUNG

Show the registration number ofany lease, mortgage or charge to which the Application relates.

(C) LODGED BY

This section relates to the person or f1I1Illodging the Application at the Land Titles Office.

LTO Box If the person or finn lodging has a Land Titles OffICe Delivery Box, show the number; if not, leave this panel blank.

Neme, Address or OX and Telephone Show the name, full address and daytime telephone number.

Reference (max. 15 characters) This is optiooal. Any slashes, dots, blank spaces, etc, will be counted as chaIaclCrS.

(E) NEW NAME

(D) NAME TO BE CHANGED

Show the name in full. Address and occupation need not be shown.

(f) LAND/REGISTERED DEALING

/1/
Show the name in full. Address and occupation need not be shown.

(G) STATUTORY DECLARATION BY THE APPUCANT

Amend as appropriate, for example, if applying only in regard to land delete "Registered Dealing".

(A) LAND

Show the number of the Certificate of Title for the Land in regard to which the Registered Proprietor's name is to be changed, for
example, "In23456" or "Volume 12345 Folio Ill". If there are more than twenty show none in this panel. Place ALL of them on
an annexure (see 4 above) with twenty per sheet

This Application may be used for individuals or corporations.

It must be completed clearly and legibly in permanent, dense, black or dark blue non-copying ink. Ifusing a dot-matrix printer the '
print must be leuer-quality.

Do not use an eraserorcorrection fluid to makealterations: rule through rejected rnaIerial. Initial each alteJ:ation in the lefthand margin.

If the space provided at any point is insufficient, you may annex additional pages. These must be the same size as the form; paper
quality, colour, etc, must conform to the requirements set out in Land Titles Office Information Bulletin No. 19. All pages of any
annexure must be signed by the Applicant and the attesting wimess.

The completed Application must be lodged by hand at the LAND mLES OFRCE, Queen's Square, Sydney (near the Hyde
Park Barracks) together with the relevant Certificate of TItle (see 5(A) above) and a completed Notice of Sale (obtainable
from the Land Titles Office).

t

[

l
The Staunory Declaration must be completed and signed by the Applicant in the presence ofa prescribed functionary, Le. a justice
of the peace, practising solicitor, notary public, commissionerof the court for taking affidavits orany person authorised. to administer I::
aneath. [

In the case ofa corporation the Applicant must be a responsible officer of the corporation. Where appropriate the Declaration should
include a statement that the new name has been registered in accordance with the provisions of the Companies Act 1961. r
If the change of name was effected by marriage complete clause 2 and delete clause 3. Ifby other than marriage delete clause 2 and L
declare all the facts relating to the change at clause 3.

If signed outside New South Wales delete reference to the Oaths Act and substiwte a reference to the local Act. [

l
[

t
Ifyou have any questioflS aboutfilling Ollt the form, please call 228-6666 and askfor OIlT Customer Services Branch.

I
I 1.

I 2.

13
.

4.

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• " •••••••.••••• ..... oJ

Form number: 97-07L
licence number: lOV,I0252/95

(A) PROPERTY LEASED
Show no more than 20 References to litle.
Specify the part or premises if appropriale.

(B) LODGED BY

(C) LESSOR

LT.O. Box

LEASE

Office of State Revenue use only

Name, Address or DX and Telepbone

REFERENCE (max. 15 characters):

Land Titles Office use only I
I
I
I
I
I

I
I
I
I

(0) The lessor leases to the lessee the property described above subject to the following ENCUMBRANCES

1. 2. 3. 4. I
(E) LESSEE I

(G) 1. TERM:

2. COMMENCING DATE:

3. TERMINATING DATE:

4. With an OpnON TO RENEW for a period of

5. With an OPTION TO PURCHASE set out in

6. Together with and reserving the RIGHTS sel oul in

7. Incorpor~tes the provisions set out in ANNEXURE hereto.

8. Incorporales the provisions set out in MEMORANDUM No.

INSTRUCTIONS FOR FILLING OUT THIS FORM ARE AVAILABLE FROM THE LAND TinES OFFICE

(F)

L
TENANCY:

28

set out in

filed in the Land Titles Office.

CHECKED BY (office use only)

I
I
I
I
I
I
I
I
I



I
t DATE . We certify this dealing correct for the purposes of tbe Real propeny Act 1900.

I Signed in my presence by the lessor who is personally known to me.

I
I

Sjgnature ofWitDess

I
Name ofWitness (BLOCK LElTERS)

I
Address of WitDess Signature of Lessor

I Signed in my presence by the lessee who is personally known to me

I
Signature of WitDess

I
I

Name ofWitness (BLOCK LElTERS)

I Address of WitDess Signature of Lessee

STATUTORY DECLARATON

I solemnly and sincerely declare that the time for the exercise of the Option to Renew/Purchase in expired lease No .

has ended and the lessee under that lease has not exercised the option.

I make this solemn declaration conscientiously believing the same to be true and by virtue of the Oaths Act, 1900.

I ~::: ::s::::;~d at in the State of on 19 .

J
I

I
I

Signature ofWitoess

I . Name of Witness (BLOCK LElTERS)

I M;h~;';:ci Q~~~.i~~·~fWj~~················
Signature of Lessor

I
29

I



CHECKED BY (office use only)

filed in Ihe Land Tilles Office.

Ac.N 81/000 I

sel oul in

hereto. -

30

Name, Address or ox and TdcpboDC

41£II RJUI Pry LfD

l>x 1/712 ~"I()IVEY

22. f 7100

REFERENCE (max. 15 clwaeters): ~ 17'70

175/7307b /,~~ loc.K.-~ S"er No 10,

Ler..to'1 Arc- ell- I 2 7 t;r~ St:.J

MOS~AI\-

SUB-LEAse

LT.O. Box

232...X

.......... ~ -

Land Titles OLrICC usc only I

I
I

i J I

I £'000'01 I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

]).6.oIID ~ ~WN.........................................................................................................

TENANCY: .

"-""0 (2.)~s

I I' /qlf,

.3,1'2./~S

SL

COMMENCING DATE:

Wilh an OPTION TO RENEW for a period of

Incorporales Ihe provisions set out in ANNEXURE ON(£ (I)

Incorporates the provisions set out in MEMORANDUM No.

,/)

l:'-~O'"f" ~~.-lS' ).-#"

2.

3. TERMINATING DATE:

5. Together with and reserving the RIGHTS set out in

4.

6.

7.

INSTRUCTIONS FOR FILLING OUT THIS FORM ARE AVAILABLE FROM THE LAND TInES OFFICE

) SUB-LESSOR

\A) HEAD LEASE

:') SUB-LESSEE

(B) PROPERTY SUB-LEASED
Show DO more than 2ri References 10 lille.
Specify !he part or premises jfapproprialC.

(q LODGED BY

""1) The svh.l~ssor leases to the sub-lessee the property descnbed above subject to the foUowing ENCUMBRANCES

:. 2. 3. 4 .

rH) 1. TERM:

(G)



I
I DATE .1 !.: ..·t~.~.r~ .

r
We certify this dealing correct for the purposes of the Real Property Act 1900. r-

Signed in my presence by the sub-lessor who is personally known to me.I
I 1 ~~..A~j .

SignalUre ofWilDCss

I

r

I
I Signed in my presence by the sub-lessee who is personally known to me

I
I

Name: ofWil.Dea (BLOCK LE1TERS)

....... ~:?/ ..':'!.f:!~~.rrr #.~~~~ .
Address of Wil.Dea

....jL.9::..I~~ .....~.......................... I
Signalure of Sub-Ltwor

1
Name ofWilnC:SS (BLOCK urrrERS)

Signalure: of Witnc:ss

I
I
I ·························;.ddr~·~iwi~···················· .....

1 COMMON SEAL

~ L.~

D,I2EC-1"'01( S~/

Signalure ofSub-Lcs.sc:c:

L
[

-Signalure of Wiloess

14

I

l

r

l
l

Si&JIalure of Sub-Lc5sur

31

Address and Qualificatiun of Wilnc:ss

Name ofWilness (BLOCK LEITERS)

I solemnly and sincerely declare that the time for tbe exercise of tbe Option to Renew in expired lease No .

has ended and the lessee under that lease has nat exercised the option.

I make this solemn declaration conscientiously believing the same to be true and by virtue of the Oaths Act, 1900.

Made and subscribed at in the State of on 19 .

in the presence of

I
I

I
(J)

I
I
I
I
I
I



Land Titles Office use OnlYI
IlecI Prcpa1y Act. 1900

175/730761

VARIATION OF LEASE

l.· .

Ij offi.;;;~c·s~;,;R,;;~~;;';';~; .

I
I

---------------,1

I

RP99

~A) TITLES AFFECTED
Show no mon: than twenty.

Glen Rich Pty. Ltd.
OX 11782 SYDNEY
228 7100

AG/7171

Name, Address or DX and Tclephon:

REFERENCE (max. 15 characters):

232X

I...T.O. Bolo

L-------------.......I
(B) HEAD LEASE AfFECTED I II

If applicable. , ,

I
,I

I

(C) LODGED BY

~) LESSOR ......................-!~.~..~~~ ~ ·1

........... ; .

)
DAVID ADAM BRCWN

E900001(
'1

I
I

....................................................................................................·· .... ·········· .. ···1

(E) LEASE VARIED

..-,
; (F) LESSEE

(G) 1. .The rent is increased/f8Qw.iQ tg ~ ~9..~~ ..~.. !J.ITX dollars and I
.....J~~ cents ($ 250.50. ) per. .. ~~.~ onandasfrom ..1st ..Feb ..1993..

2. The ferm is increasedlIXcbx:c:It to .....Folli: ..C4 ;...... ... .. .. .. .. .. .. .. ... years .... Six ..(.6. ).. .. .. ... months

so as to expire on ....3.lst. May. .19.97

3 Th . f th L .. . A I • A I dded . Ann one (1) h. e proviSions 0 e ease are i &A8ur8fRtlledfa to as set out In exure ,......... ere to.

IGi' INSTRUCTIONS FOR FIUING OUT THIS FORM ARE AVAILABLE FROM THE LAND TITlES OFFICE

-,;- b~'~ 32

CHECKED BY (office use only)

I
I
I
I



I
I
I
I

97-011L TRANSFER OF LEASE
MORTGAGE OR CHARGE

Ru PfOpertv Ael. 1900

Officc of StalO RoveD'" 1110 only

Land TIlles Office use only

I
I
L
I
I

LEASE/MORTGAGE/CHARGE

TmE
Show no more than twenty.
If appropriate, specify the share transferred.

LODGED BY LT.O.Box Name, Address or DX and Telephone

REFERENCE (max. 15 characters):

TRANSFEROR

acknowledges receipt of the consideration of . .

and transfers to the transferee all the transferor's estate and interest in the registered dealing specified above

subject to the following ENCUMBRANCES 1. 2.......................... 3.. .

t)

I
I)
I
I
I

TRANSFEREE

TL
TM
TC

TENANCY:

INSTRUCTIONS FOR FILLING OUT THIS FORM ARE AVAILABLE FROM THE LAND TITLES OFFICE

33

CHECKED BY (ofucc u'e only)



(I) We certify this dealing correct for the purposes of the Real Property Act, 1900

Signed in my presence by the transferor who is personally known to me

Signature of Willi...

Name ofWilDess (BLOCK LE'lTERS)

DATE .

I
I
I
I
I
I

...................................................................
Address of Witness

Signed in my presence by the transferee who is personally known to me

Signature of Wiln...

....................................................................
Name ofWilDess (BLOCK LElTERS)

....................................................................
Address of Witness

34

·······················Si~~~~~·~fT,:.-~ie~~··············........ I

I
I
I
I
I
I
I
I. .

Signature of Transferee

I
I
I
I
I
I



............................................................................................................................................ .J

Land Titles Office use only

··········.. ···· .. ·· .. ··· .. ··· .. ····· .. ··.. ····..·Oi~·~·s~;~:g;,:;~;;;~;~; ··········l

n
SURRENDER OF LEASEI RnO

I
I
I

mLES AFFEClED
Show no more than twenty.

In consideration of $ ....l.~ QO............................• receipt of which is hereby acknowledged. the lessee surrenders ail the lessee's

~:~AFFECTED 1~ E_9_0_0_0_0_1 1

estate and interest in the lease referred to above so far as it affects th~/head lease specified above.

CHECKED BY (office use only)

35

Name, Address or DX and Telephone GLEN RICH PrY. LIMITED

DX 11782 SYDNEY

232X 228 7100

REFERENCE (mu. 15 c1uracters): AG/7190

LT.O. Box

175/730761

......- DA'J.ID..ADAM. B:RClllN , , '" .

..............................................................................................................................

.
L ACNB000700..-- ~CK..lWUS:rR:J:;I;:S m " '"

...........................................................................................................................

LODGED BY

LESSOR

LEASE SURRENDERED l ...,]
_ E927000 r

LESSEE

INSTRUCTIONS FOR FlLUNG OUT THIS FORM ARE AVAILABLE FROM THE LAND TITLES OFFICE

I
I
I
I
I
I
I
I
I
I
·1
I
·1
I
,r
I



RaJ Prvpeny Act 1900 I..................................................om';.,;;;;;.;ii.;;.;;;.;;;.:.;;;;d; ~

I~NSFER

GRANTING EASEMENT
LUId TItles Office usc onll

\A) LAND
Show no more than 20 References to TIlle

SERVIENT TENEMENT (Land Burdened) DOMINANT TENEMENT (Land Benefited)

(B) LODGED BY L.T.O. Box Namc,Add~or DX aDd TelepboDC

NtUE CoHvE'I/ctoIt£ Ca.

TG/7 C$r.Jeo S.,.

7271-
/'i1C01t£8Jno/ I<-

REFERENCE (max. 15 characters): AsP! I
i

(q TRANSFEROR
(Registered ProprielOr of scrncnltenemenl)

............. .C:k~9.f.~ ~/.'1~!~~ s.~~'!.~~ ~T.I) .

...............1!!f:N. ~~.??~.t~ .

".)

(D) acknowledges receipt of the consideration of t~1 P9.~ : .

andTRANSFERSandGRANrS ..fu ..~!;.frr:.~~ ..~.~~~~~~.~.~.~~.~~t.; ..
pf;-~~r.;:.i~··;t::."!--;.:;,~Lt;;l?Jj{ .. ·f.·SCI~.:/~ ..~...

out of the servient tenement and.appurtenant to the dominant tenement, to the TRANSFEREE.

) TRANSFEREE
(Registered PropriclOr of dominaDltenement)

..... A~f f.~ t;p,~l:7 Itt..~ ~ ~'?J.~'!:':'§

............................................................................................................

1) subject to the foHowing ENCUMBRANCES 1. · r.~!.7.~~.~ 2 .

I
!

~

Signalw, ofTranofcn:•

DATE ~... •

It. uk'-~
])lIt.B..~l:> '<...

6 .~le-v-
............s~t .....

CHECKED BY (Office use only)

Sip'''''' O'Wj'MM

Signed in my presence by the Transferor who is personally known to me.

Addreu Of Witnsp

Name o'Nli."••• (8LQ(;Kl:£1 JUtS)

.add"." otWjrpeN

................................................................

..............................................................

Signed in my presence by the Transferee who is personally known to me.

...T.~ ...~0.7...t?,f...~~~.. .'!.~~!...~~f:.: h'f l_.;n
.. "iSla'we ofWiuJtU

Jro.I ~S1S~S W"rS M¥1){cD BY:

.................... ••••••••••••• •••• •• 0.0 ~ .

INSTRUCTIONS FOR FIWNG OUT THIS FORM ARE GIVEN ON THE BACK

l{) We certify this dealing correct for the purposes of the Real Property Act 1900.

36 t
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L
[

r

l
I

INSTRUCTIONS FOR COMPLETION

w~ ['
Show the current Reference to Title for both the dominant and servient tenements, for example, "1f723456" or "Volume 12345 Folio
111". If there are more than 20, show none in this panel. Place AlL of them on an annexure (see 3 above) with 20 references per
sheet.

I (E) TRANSFERS/GRANTS

State the nature of tbe easement (note section 181A of the Conveyancing Act 1919) and accurately describe the site of the easement.

I
The transfer and grant must comply with section 88 of the Conveyancing Act 1919.

(F) TRANSFEREE

Show the full name of the Transferee.

I (D) CONS1DERAnON
Show the consideration here.

(8) LODGED BY

This section is to be completed by the person or fino lodging the dealing at the Land Titles Office.

LTO Box If the person or firm lodging has a Land Titles Office delivery box, show the number here; if not, leave this panel blank.

Name, Address or OX and Telephone Show the name, full address and daytime telephone number.

I
Reference (max. 15 characters) This is optional. Any blank spaces, slashes, dots, etc, will be counted as characters.

(C) TRANSFEROR

Show the full name of the Transferor.

I
I

I
Han: Registered mortgsgees, leuees and chsrgeea of the servient tenement should consent to the grant of easement; r"
otherwise, the mortgsge, Ie••• or charge should be noted s. a prior encumbrance (.ee note 4(G) below).11. The Transfer must be completed clearly and legibly in penoanent, dense, black or dark blue noo- oopyiog ink. If using a dot-matrix

printer the print must be letter-quality.

12. Do not use an eraser or oorrection fluid to make alterations. Rule through rejected material and initial each alteration in the left-hand margin. r
3. If the space provided at any point is insufficient, you may annex additional sheets. These must be the same size as the form. Paper

quality, colour, etc, must camano to the requirements set out in Land Titles Office lnfonoation Bulletin No. 19. The first and last rI pages of any annexure must be signed by tbe parties and any attesting witness.

4. The following instructions relate to tbe marginal letters on tbe fonn:

I

L

l

[

l
[

['

l

C)O
37

I

I The completed deal ing must be presented to the Office of State Revenue, STAMP DUTI ES DIVISION, for assessment or marking
then lodged by hand at the Land Titles Office, Queen's Square, Sydney (adjacent to the Hyde Park Barracks) and must be
accompanied by the Certificate of Title for the servient tenement. Lodgment of the Certificate of Title for the dominant tenementliS optional.

If you have any questions about filling our this form, please call (02)228-6666 and ask for Customer Sen'ices Branch.

I

I (G) ENCUMBRANCES

Show the dealing number only of any mortgage, lease, charge or writ which affects the servient tenement (see Note above).

I (H) EXECUnON
The Transfer must be executed by or on behalf of all parties to the Transfer.

I
Bya Party Personslly The Transfer must be executed in the presence of an adult witness who is not a party to the dealing and who
knows the party executing personally. The witness should complete the appropriate section of the form.

By an Attorney The Power of Attorney must be registered in the General Register of Deeds at the Land Titles Office and the
registration number must be quoted when executing the dealing. The execution should take the form, "AB by her attorney XY {fullI name] pursuant to Power of Attorney Book 1234 Number 567".

Under Authority If executing the Transfer under a statutory, judicial or other authority, except a Power of Attorney (see above), the
nature of the authority must be disclosed.

IBya Corporation under Seal The execution should either include a statement that the seal has been properly affixed, for example
"...pursuant to a resolution of the board of directors ...", or all those attesting tbe affixing of tbe seal must state their position in the
corporation.

I By a Solicitor on behalf of the Transferee The solicitor must state that the Transfer bas been thus executed and must print or type
her/his full name. The signature need not be witnessed. ,



······· ······ ····· ·..········ ..·······om~·~i·~i;.;;;.;;;,;~~~; .

Name, Address or DX Uld Tdepbone

A. Mooi!.£ ~ Co.

:lf7! SMmt S1'

8h:>t./-rE ITR

Land Tlues Office usc only I

I
I
I
I
I

.230/735176

SERVIENT TENEMENT (Land Burdened)

I J(AN~t'I:K
RELEASING EASEMENT

RAJ Property AD. 1900

231 /7351110

LT.O.Box

DOMINANT TENEMENT (Land Benefited)

97-01TR

,A) LAND
Show no more than 20 References to TItle

(B) LODGED BY

(C) EASEMENT

REFERENCE (max. 15 chancters):

Number .Nature of Easement I

~) acknowledges receipt of the consideration of ~..~: .'?9 and as registered proprietor of the dominant tenement

,G) We certify this dealing correct for tbe purposes of the Real Property Act 1900.

I
I
I
I
I
I
I
I
I
I
I

DATE .

··················~s~~;Jn.·~·········

"/Jr. .~'- CL
•... " .• " . . • . ~•.~.orTr&IIIr~r~~

...................~~~~f .(':!.~.'f:~ .

MELt 'SSJl'\ KIN~.... ~ .

··~oveIr.entioned Ease:T!t>nt to rl- ........ , .~...,.,.~ ~=: as registered proprietor of the servient tenement.TRANSFERS and RElEASE~

Signed in my presence by the Transferor who is personally known to me.

~/~
....................../~cz:?~.

Siplure of Wi\nCU

••• •J ••••••••••••JrP.~.":r:~ ~~~.. .(~.~~ ~ ~.'.~Q. )
Name of Witncu (BLOCK LEITERS)

....~/.7.l ~r:'1.r~. ~!.l ..!?>.~~ .
Addrcu of Wi\nCU

Signed in my presence by the Transferee who is personally known to me.

/Z- /~........................Z ~ .
. SilJl&tur~ of Wilncu

...............~.~.~ ......~.C??~ ..l~~~!~~.~P..)
Name or Wilncsl (BLOCK LEITERS)

.....~/?r ~~.I~ ~.T., ~~~~ .
Addr_ ofWiln~1S

:') TRANSFEREE
(Registered ProprielDr of servient tenement)

IT) TRANSFEROR
(Registered ProprielDr of dominUlt tenement)

INSTRUCTIONS FOR FIWNG OUT THIS FORM ARE GIVEN ON THE BACK

38

CHECKED BY (Omce use only) I
I



INSTRUCTIONS fOR COMPLETION

I you have any questions about filling out the form, please ,call (02)228-6666 and ask for Customer Services Branch.

39
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l

[

[

r
(A) LAND
Show the current Reference to Title for both the dominant and servient tenements, for example, "ln23456" or "Volume 12345 Folio
111". If there are more than 20, show none in this panel. Place ALL of them on an annexure (see 3 above) with 20 references perI sheet.

(8) LODGED BY
This section is to be completed by the person or firm lodging the dealing at the Land Titles Office.I LTO Box If the person or firm lodging has a Land Titles Office delivery box, show the number here; if not, leave this panel blank.

Name, Address or OX and Telephone Show the name, full address and daytime telephone number.

I
Reference (max. 15 characters) This is optional. Any blank spaces, slashes, dots, etc, will be counted as characters.

(C) EASEMENT
Show the registered number of the easement, for example, Q345678 or DP723456, in the first panel. Show the nature of the easement,

I for example, Easement for Drainage, in the second panel. If only part of the easement is being released, accurately descnbe the part
,being released. ,

(0) TRANSFERORI Show the full name of the Transferor.

(E) CONSIDERAnONI Show the consideration here.

(F) TRANSFEREEI Show the full name of the Transferee.

(G) EXECUnON

I
The Transfer must be executed by or on behalf of all parties.

By a Party Personally The Transfer must be executed in the presence of an adult witness who is not a party to the dealing and who
knows the party executing personally. The witness should complete the appropriate section of the dealing.

W3y an Attomey The Power of Attorney must be registered in the General Register of Deeds at the Land Titles Office and the
.egistration number must be quoted when executing the dealing. The execution should take the form, "AB by her attorney XY [full

name] pursuant to Power of Attorney Book 1234 Number 567".

~nderAuthority If executing the Transfer under a statutory, judicial or other authority, except a Power of Attorney (see above), the
.ature of the authority must be disclosed. .

By a Corporation under Seal The execution should either include a statement that the seal has been properly affixed, for example

,
"'" purs~ant to a resolution of the board of directors ...", or all those attesting the affixing of the seal must state their position in the
orporallon.

y a Solicitor on behalf of the Transferee The solicitor must state that the dealing has been thus executed and must print or type
~erlhis full name. The signature need not be witnessed.

The completed dealing must be presented to the Office of State Revenlle, STAMP DUTIES DIVISION, for assessment or marking

l en lodged by hand at the Land Titles Office, Queen's Square, Sydney (adjacent to the Hyde Park Barracks) and must be
ccompanied by the Certificate of Title for the dominant tenement. Lodgm::nt of the Certificate of Title for the servient tenement

• optional.

I
!IQIE.: The consent of any mortgagee. chargee or lessee of the dominant tenement whose dealing was registered after the
Instrument creating the easement, and of any consenting party contemplated by that instrument, should be furnished.11. The Transfer must be completed clearly and legibly in permanent, dense, black or dark blue non- copying ink. If using a dot-matrix

printer the print must be letter-quality.

12.. Do not use an eraser or correction fluid to make alterations: rule through rejected material. Initial eacb alteration in the left-hand margin.

11:3 If the space provided at any point is insufficient, you may annex additional sheets. These must be the same size as the form. Paper
quality, colour, etc, must conform to the requirements set out in Land Titles Office Information Bulletin No. 19. The first and lastI pages uf any annexure must be signed by the parties and any attesting witness.

~. The following instructions relate to the marginalleuers on the dealing form:

I

I
I



DESCRIPTION
OF LAND
Note (al

POSmvE COVENANT
I
I

ofI

PURSUANT TO SECTlON 88E(3), CONVEY.ANClNG Per, ~9 PC
REAL PROPERTY ter. 1900 $

(5.. Inslructlons for Completion on back of torm)

Torrens Title Relerence If pari only. delete Whole and give delails

WHOLE

16/19564

I
I
I
I
I

Note (b)

....~~.,~~~~;J;~ · · · ····.·.1
.....................................................................................................................................................
a PRESCRIBEO AUTHORITY wilhin Ihe meaning of Seclion seE(1) 01 the Conveyancing Act. 191;, hlreby ImpaM' on thl I.nd .rboYe ....--..

OHIc.E US!: ONLY

described lha positive c:awenant which is NI oul overlea', .nd .pplill to h.ft such covenant rec:orded in the Register. I

Note Ie) The Registerld Proprielor of the land above described is

.1
.. ;- ~~..~~~l?~~ ..~~.~~.' ?:~ ~!:1;<;~~~ ..~?! .

/«tdf~ I
R. eutfer - Town Clerk

I!~'
...~: ~.':l.~:: :- ~X~~ I

Signature of evthOriMd omc...

Esso HoJin~~I
by its Attorney G. Sump

···~~·~~··~~··~~~··~~··~·~~~If~rur-. 01 ~"Iend ~tOf'

No. 777 Bk. 6666

...................................................
Homo 01 Witnou tBLOCK LETTERS)

Signed In my presence by an aUlhoriled officer ollhe Prescrille<l Aulhority ~

~................................................... ~
SigNlt"'-.oI 'Minna 0

~.i~~.~d ;.:~ rfl£/~~i~:~~~~.~~~~~i.~t~:. ~r the land who is personally

tAw ,.,...."'. 01 Wi",",

... .Alice.. !?etI::ol. _ .
N.,.... 01 WIlMu rel..OCX LETTEASI

... 29..Benzene. .Ed#.. Mas.cot..Bowsor Attendant
Add..... IIn4 OCCUpoll'Of\ of WltnesI

...MASCar :. . ACN..8.8.817.Q ····· ···.· · ·.. ··············.·· ..1
The mortgageellesseelchargee/covenant chargee 0/ Ihe land above described is .•••••••••~R+.~..Q;r;~ ..c;:.o.~ ..m~ ~.P1J~p. .
....~~~ ..;;:h~R-~t;tJ, ..$.1;:.~ ..l=?~ AQJ alO.01Ql .

IDATE 22nd Sept. 1992 1 I I
We hereby certify this dealing to be correct lor Ihe purposes of Ihe Real Propeny"-A~.....,,",

I"tlr

Nole (d)

EXECUTION
Note (el

Notes (el
and (I)

Signed in my presence by the regislered proprlelor •.••.M::)RTGAGE..Z.8.691Q .. k c. (l., .• .. .•••..•• ••• who is personally known 10 me

..~..GgmpP.. S~aJ. ..Qf.. :rHE. . '~$ '" ~ I

.~~.~~r.~~~~~.;~~~~.ed j Il etV fj".J/g/ lDirector
. th N..... 01 - ..... ,eLOCK L~ERSI \,..

.~ ~.. P!~~~~~.~ .. ~:': \~ ~ ·s··e··cre··t..ary~I.~~·······1AclO'Ma __.....,..... 01 Wll..... \..~ ~;..'7....

I
I

1

CT OTHER

Herewilh.

In L.T.O. with

Produced by

•I
I

Secondary I
Directions I I

I I
Delivery I I

Directions
I I

·19

40

REGISTERED

478L

Super & Standard
27 Oil St
Cronulla

Passed

ExIra Fee

Delivery Box Number

Signed

Checked

OFFICE use ONLY

TO BE COMPLETED LODGED BY --~CATlON OF DOCUMENTS
BY LODGING PARTY

Notes 191
and Ih)



LT.O. Box Name, Address or DX and Telephone

PV
REFERENCE (max. 15 characters):

I 97-12PV eI
I
(I CERTIFICATE OF TmE REQUIRED

Show no more than 20.

I
<I LODGED BY

I
(I REGISTERED PROPRIETOR

(II APPLICANT

Application for

NEW CERTIFICATE
OF TITLE

Secttona 38(2) and 111 Real Property Act 1900

Laod Titles Offil."C usc only

DATE .

<Ei In consequence of the loss of the Certificate of Title referred to above I, the Applicant, apply for the issue of a new Certificate of Title.

In support of this Application I lodge herewith the following documents:

11. Statutory declaration by me stating

* details of the loss of the Certificate of Title;

I
* particulars of all easements aod encumbrances affecting the land in the Certificate of Title;
* the name and tenancy of each person io possession of the land;
* that the Certificate of Title is oot held by any person or corporation as security for a loan or for any other purpose whatsoever;
* that the Registered Proprietor has never been bankrupt or insolvent and has not assigned herlhis estate: for the benefit uf crediturs.12. Statutory declaration by corroborating the evidence as to loss.

3. The current local government rate notice or a certificate issued pursuant to section 160 of the Local Government Act 1919, or aI copy of such notice or certificate, together with a statutory declaration identifying the land in the notice or certificate with the land

in the Certificate of Title and, if applicable, stating that the copy of the notice or certificate is a true copy.14 .

(F) Certified correct for the purposes of the Real Property Act 1900.I Signed in my presence by the Applicant who is personally known to me.

I
··· ·· .. ··· .. ·· · .

Signalure of WilneSS

I
I
I
I

Name'ofWilness (BLOCK LEITERS)

Address of Wilness

41

Signalure of Applicanl

CHECKED BY (office USe only)



INSTRUCTIONS FOR COMPLETION

1. The Application must be completed clearly and legibly in permanent, dense, black or dark blue non-copying ink. Ifusing a dOl-matrix
printer the print must be letter-quality.

2. Do not use an eraser or correction fluid to make alterations: rule through rejected material. Initial each alteration in the lefthand margin.

3. If the space provided at any point is insufficient, you may annex additional sheets. These must be the same size as the form; paper
quality, colour, etc, must conform to the requirements set out in Land Titles Office Information Bulletin No. 19. The first and lasl
pages must be signed by the person executing the Application and any attesting witness.

4. The following instructions relate to the marginalleners on the Application.

(A) CERTIFICATE OF TITLE REQUIRED

Show the number only, for example, "11723456" or "Volume 12345 Folio 111".

(8) LODGED BY

This section relates to the person or firm lodging the Application at the Land Titles Office.
LTO Box If the person or firm lodging has a Land Titles Office Delivery Box, show the number; if not, leave this panel blank.
Name, Address or OX and Telephone Show the name, full address or DX number and daytime telephone number.
Reference (max. 15 characters) This is optional. Any slashes, dots, blank spaces, etc, will be counted as characters.

(C) REGISTERED PROPRIETOR

Show the name in full. Address and occupation need not be shown.

(0) APPLICANT

Show the full name and, if the Applicant is not a Registered Proprietor, the capacity in which the Applicant is applying.

(E) EVIOENCE

All evidence must be by way of statutory declaration. Altogether it must trace the Certificate of Tille slep by step from the Land
Titles Office to the last person known to have possessed it. Unless the latter fully declares the circumstances of the loss or destruction
of the Certificate of Title the evidence may not be considered sufficient to justify the issue of a replacement. Where possible
corroborative evidence should be furnished. All declarants must state the source of their information.
If the Certificate of Title is thought to have been lost in the post inquiries must be made of Australia Post and the replies lodged as
corroborative evidence.

(F) EXECUTION

The Application must be executed or on behalf of the Applicant.
By the Applicant Personally The Application must be signed in the presence of an adult witness who is not an Applicant and who
knows the Applicant personally. The witnes!> should complete the appropriate section of the form.
By an Attorney The Power of Atlorney must be registered in the General Register of Deeds at the Land Titles Office. The exccul inn
should take the form, "Ali by her atlomey XY [full name] pursuant to Power of Allomey Book 1234 Number 567".
Under Authority If the Application is made pursuant 10 an authority other than a Power of Allomey (sec above) the nature of the
authority should be disclosed.
Bya Corporation under Seal The execution must dther include a statement to the effect that the seal has been properly affixed.
for example, " .,. pursuant to a resolution of the board of direclOrs ... ". or dbclose the positions wilhin the cGrporatioll of all those
witnessing th~ affixing of the seal, for exampk. "director" or "secretary".

The completed Application must be lodged by hand at the LAND TITLES OFFICE, Queens Square, Sydney (adjacent to the
Hyde Park Barracks).

Ifyou have any questions UbOUl ji//mg olil/he furm, please (;a//228-6666 (Jill/ask fin· uur Customer Serl"/ces Bralldl.

42

I
I
I
I
I
I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



........................................................................................ 1

MORTGAGE
I Form number: 97-05M

Licence number: lOV/0261/95

I
I
I

(A) LAND MORTGAGED

I
Show no more than 20 References to Title.

t) LODGED BY

I
I
(q MORTGAGOR

I

L.T.O. BOll:

Real Propeny ACl1900

Office of Slale Revenue we only

Name, Address or DX and Telephone

REFERENCE (max. 15 characters):

Annex VI.D.2

Land Titles Office use only

mortgages to tbe mortgagee all the mortgagor's estate and interest in tbe land specified above and covenants with the mortgagee

that tbe provisions set out in {Annexure hereto are incorporated in tbis mortgage
Memorandum No. .. filed in the Land Titles Office

We certify tbis dealing correct for tbe purposes of the Real Property Act 1900.

Signed in my presence by the mortgagor who is personally known to me.

DATE .

3 .2 ..

M
TENANCY:

MORTGAGEE

subject to the following ENCUMBRANCES 1.

I
I
I

Signature of Witness

Name of Witness (BLOCK LETTERS)

Address of Witness Signature of Mortgagor

I Signed in my presence by the mortgagee who is personally known to me.

I Signature of Witness

Name of Witness (BLOCK LElTERS)

Address of Witness

INSTRUCTIONS FOR FILLING OUT THIS FORM ARE AVAILABLE FROM THE LAND TITLES OFFICE

Signature of Mortgagee

CHECKED BY (office use only) :

I
43



Form number: 97-05DM
Ucence number: 1OV/0275/95

DISCHARGE

OF

MORTGAGE

I
Land Titles Office use only

I
I

Real Property Act 1900

L T.O. Box Name, Address or DX and Telephone

(A) LAND AFFECTED
Show no more than 20 References to litle.

(B) REGISTERED DEALING AFFECTED
If applicable.

(q LODGED BY

I

I III1============1 11

I
I

(E) MORTGAGEE

MORTGAGE DISCHARGED

REFERENCE (max. 15 characters):

(....... l
I
I
I
I

(F) MORTGAGOR
(Complete only if discharging less than the mortgagor's whole estate or interest in the mortgage; see Instructions, note (F» I

(G) The mortgagee discharges the mortgage referred to above so far as it affects the land/registered dealing specified above.
I
I

(H) Certified correct for tbe purposes of lbe Real Properly Act 1900.

Signed in my presence by the mortgagee wbo is personally known to me.

Signature of Witness

Name of Witness (BLOCK LETTERS)

DATE .

I
I
I

o ..
t3 Address of Witness

1.0
0\.....
o

INSTRUCTIONS FOR FILLING OUT THIS FORM ARE AVAILABLE FROM THE LAND TITLES OFFICE

44

Signature of Mortgagee

CHECKED BY (office USe only)

I
I
I



I
I
I
I

Ra1 Propcny Act lllOO

• ~ .. ~ 0 0 • .. •• • .. • , "" .

0fJic:a of Slate 1lc¥aJue ... only

mLE
Show no more than twcnty.

'",.The provisions of the mortgage are varied!QlRiuIHi;'aQ'iiliQ to as set out in Annexure ~ hereto.

The principal sum is increased~JtlXltto TWQ..HUNDRED & ..F.IFTY.. THOUSAND ..DOLLARS .
\

The term or currency is ~~/extendedto 20 ,1 2.0.2.0. '" , .

The rate of Interest is increasedAW~o ~.7 % per annum (subject to reduction to ~.~ % per annum on payment

within 3.0 days of the dates provided by the mongage for payment of interest).

2/1170

).....

L.T.O. Box Name, Address or DX and Telephone

LAWMAC CONVEYANCES

VM971B 72 Bridge Street
SYDNEY 2000 2761792
REFERENCE (mu. 15 characters): L/C 7/6

1:...-- 1

PAUL HOGAN and LINDA HOGAN _ ,.............................................................................................................................

............................................................................................................................

( Z912738

BIG CROC HANDBAGS PTY. LIMITED A.C.N. 282 235 478..........................................................................................................................

...............................................................................................................................

REGISTERED DEAUNG
If lIpplicablc.

LODGED BY

MORTGAGOR

MORTGAGE VARIED

MORTGAGEE

2.

3.

4.

I
I
(B)

I
t
I
I
(D)

I
:1)
I
~t

I
(G) l.

~I

..1
::1
:C INSTRUCTIONS FOR FILUNG OUT THIS FORM ARE AVAILABLE FROM~~LAND TITlES OFFICE

.:.:l

CHECKED BY (office usc only) :

I ...•......

I



(H) We certify this dealing correct for the purposes of the Real Property Act 1900.

I
1 I'DATE .•.•.....•...•..........................

Signed in my presence by the mortgagor who is personally known to me.

Signed in my presence by the mortgagee who is personally known to me.

BRIAN ADAMS7

I:
I'

7 I

.~.:.~ ~ I
SigDllUR of MUrlpJOf I

I
I'
I
I
I
I
I
I
I
I
I
I
I
I

iift"",( Mongagec

Solicitor for the

46

Address of WillleSS

SignalllR of Witness

Addn:ss of WilJlcsS

SignalllR of WilDess

Name of Wi1lless (BLOCK LEITERS)

1............P.AUL ..WHITE .
Name of Witness (BLOCK LEITERS)

317 Black St., Elacktown....................................................................

1....................................................................



I
I

97.oSPM POSTPONt:MtNI Ut
MORTGAGE

Section 56A RaJ Property Act 1900

LaDd TIUes Office usc only

I

TITlE
Show DO more than 20 References to nile

'''/ ~llI-712-

LODGED BY

I
t> MORTGAGOR

LT.O.Box Name, Address or DX and TelephoDc

WI/t'"""4 f>fI/ L:1T>

PM/5 J1v1VTlffN... sr
P~/l4~

7871' 'If. b'+4?!:S7
'-/72.3REFERENCE(max.1S c:hanclclS):

4€oR,,€ BVSH..........................................................................................................

MORTGAGE No ,~.7~~!.&flf: _ is postponed in its entirety so that the priority of the mortgages shall be as if they
had been registered in the order stated below.

1. MORTGAGE No ~.~7.~~.~~....~.. dated !:J l.'.~~. to ~~~T~~ ~~~.~~ 4?~~~~~·:t ..
..1:-.I.t:"!~@ (~~~ ~1rJ.~ ~.Y':.). " '" .

2. MORTGAGE No ....~7.~~.!~.ar T •• dated ~ ~ ~~,.! to ~~~~ ~~~~~ ~.~~~ .

...C~0 ~~.~.~.~~.~~.) .

DATE ~.:.~.~ ~~.~.~ .

.2.1 M~IN PL.. S'ibNE'1 2.000.................................................................
Adclreu ofWi-.

Signed in my presence by the Mortgagee who is personally known to me.

'Itt€' se:~L.- c~ ~ JrM8U~ M.~~E: L.i:D

.......Cf>r.~ .. ~. ~ .~.~. ~ ~ .~. ~.) .
Signature ofWilncu

W~ ~L~ ~ I'-J -nt€'" ~C..€ eF:

... .. .. .. .... .. .N~~ ~i wi~~ (BLOCK i..Ei-iEiiS)' .

. .. ...... . .... .. .. .. .. ..Addl~~"~iwi';";;; ..

INSTRUCTIONS FOR FILUNG OUT THIS FORM ARE GIVEN ON THE BACK

47

COMMON
SEAL

7 ~. o2vt .
........~.~.~ ~~ .

. £' "72.:' f q 4-SIgnature of MOllpgee Imde' MOllgage No .•.•••..••.•••.•.••••.

CHECKED BY (office lISC only)
I •......••••••.•.....

no



I

I
I
I
I
I
I

I
I
I
I
I
I
I.
I
I"
I
I

48

INSTRUCTIONS FOR COMPLETION

(A) mLE
Show the relevant Reference to TItle, for example "ln23456" or "\blume 12345 Folio 111". If there are more than 20, show none in this
panel. Place ALL of them on an annexure (see 5 above) with 20 references per sheet

(B) LODGED BY

This section is to be completed by the person or firm lodging the dealing at the Land TItles Office.

LTD Box If the person or firm lodging has a Land TItles Office Delivery Box, show the number here; if not, leave this panel blank.

Name, Address or OX and Telephone Show the name, full address and daytime telephone number.

Reference (max: 15 characters) This is optional. Any blank spaces, slashes, dots, etc, will be counted as characters.

(C) MORTGAGOR

Insert the full name of the mortgagor.

(E) Show particulars of the mortgages in the new order of priority.

(F) Insert "as varied by Variation of Mortgage No." (or dated 00•• 0•••.••• 0)" if appropriate.

(G) If more than two mortgages are affected insert details beside number 3 (and 4 if appropriate).

(OJ MORTGAGE POSTONED

Show the number of the mortgage being postponed.

All copies of the completed dealing must be lodged by hand at the Land Titles Ottice, Queen's Square, Sydney (adjacent to
the Hyde Park Barracks) and must be accompanied by all relevant Certificates of Title (see 6(A) above}.

(H) EXECUTION

The dealing must be executed by or on behalf of all parties to the dealing

By a Party Personally The dealing must be executed in the presence of an adult witness who is not a party to the dealing and who knows
tbe party executing personally. The witness sbould complete the appropriate section of the form.

By an Attomey The Power of Attorney must be: registered in the General Register of Deeds at the Land TItles Office. The execution
sbould take the form, "AB by her attorney XY [full name] pursuant to Power of Attorney Book 1234 Number 567".

Under Authority If the Application is made pursuant to an authority other than a Power of Attorney (see above) the nature of the authority
should be disclosed.

By a Corporation under Seal The execution should include a staiement that the seal has been properly affixed, for example "... pursuant
to a resolution of the board of directors ...", or those attesting the affixing of the seal must state their position in the corporation for example,
Director or Secretary.

By a Solicitor on behalf of a Mortgagee gaining the benefit of the Postponement The solicitor must state that the dealing has been
thus executed aJ1.d must print or type herlbis full name. The signature need not be witnessed.

Ifyou have any questions about filling out the form, please call (02) 228-6666 and ask for Customer Services Branch.

HQIE: Any intervening Mortgagees must consent to the PostponemenL

I
1. This form is not appropriate without amendment where the mongages to be postponed are sub-mongages. Upon request the Land TItles I

Office will advise of the amendments necessary in such cases.

2. This form must be lodged in triplicate when two mongages are affected. An extra copy is required for each additional mongage involved ..
in the postponement except where the Mongagees are the same. •

3. The form must be completed clearly and legibly in permanent, dense, black or dark blue non-copying ink. If using a dot-matrix printer the
print must be lener-quality.

4. Do not use an eraser or correction fluid to make alterations. Rule through rejected material and initial each alteration in the left-hand margin.

5. If the space provided at any point is insufficient, you may annex additional sheets. These must be the same size as the form. Paper quality,
colour, etc, must conform to the requirements set out in Land TItles Office Information Bulletin No. 19. The flrst and last pages of any
annexure must be signed by the panies and any attesting witness.

6. The following instructions relate to the marginal letters on the dealing form:



97-05ML~

o

LEA31!!tMORTGAGE/.(;II.-cRSE

MOR".GAGt vr L~A~t:

MORTGAGE OR CHAR&£
_'-'fAct. ItIIl

.............................................................................................................................................."':

Office of SIIle Revenue ""only

i ..,)

I E 237c:rgO I
----

I Show no more than 20 Referenc:cs 10 litle.

I
I

! LODGED BY

I
I

L.T.O. Box Name, Address or DX and Telephone

AtJt. flZESlt $€1ZN'ILES
~ 1'-1¥."~. )~fIF sr
SCfT>/VC'-f .2- 000

REFERENCE (max. 15 charactelS): L/F/1-

I MORTGAGOR .................~p. ~ ~~~~~ ':-:??? l~ ~~~~) .

4 .

Titles Office are incorporated herein subject to the following ENCUMBRANCES

1.. 2 , .. :.............. 3 .

I mortgages to the mortgagee aU the mortgagor's estate ¥nd interest in the registered dealing specified above and covenants with tbe

(E) mortgagee that the provisions set out in Annexure.... . hereto and Memorandum No , , filed in the Land

I
,I MORTGAGEE

CHECKED BY (office use only)

49

CoI2..flO~ClN WMlTED

At:.N btl- "" 7l.f-7 l/-7 ~

TENANCY:

.Mt:
SM
~

I
\1
I
tt<ii" INSTRUCTIONS FOR FtUING OUT THIS FORM ARE AVAILABLE FROM THE LAND TITLES OFFICE

I
I



(I) we certify this dealing correct for the purposes of the Real Property Act, 1900

COMMON
SEAL

I
1 II· ,. /nlf-

DATE················································1
I
IA. \-\~~.

S~'1 I
······················S~~~fN~~·····················1

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Address of WiUlcss

SipatureofW~

50

Addrws of WiUlCSS

SipatUICofW~

Name ofWilness (BLOCK LEITERS)

Signed in my presence by the mortgagor who is personally known to me

1.....................................................................

Signed in my presence by the mortgagee who is personally known to me;,

....................................................................

1.....................................................................
Name ofWilness (BLOCK LEITERS)

......................................................................



mortgages to the mongagee all the mongagor's estate and interest in the registered dealing specified above and covenants with the

mortgagee that the provisions set out in Annexure. . hereto and Memorandum No " _ filed in the Land

Titles Office are incorporated herein subject to the following ENCUMBRANCES

1 <................ 2. 3. 4 ..

MARIOTT & CO.
D.X. 2367
BURWOOD

Name, Address or DX and Telepbone

REFERENCE (max. IS cbaraclets): MAC

192/528106

176/701923

481L

LT.O.Bo%

~" "'"". ,( ,'" ,.. ,",' t ., .'" ". •• ~ .-•• ~ Ct' ,. \,f••' ",.. _, ..... ~' •• , , ... , ...

......................................................................................................................................... .J

. ., .: -:

I E623158

1...--_---

CAIRO CARPET CO PTY. LIMITED A.C.N. 043 8054 646

IO~M.L. ~

~

LEASE/:MOfttti.~

Show DO more than 20 References 10 TItle,

TITlE

LODGED BY

MORTGAGOR

I
I
I
I
t)
,l)
I
I
I

l
I
I
'I)
.1
(E)

::1
'1 MORTGAGEE

·PYRAMID BANKING CORPORATION LIMITED
A.C.N. 895 678 650

TENANCY:

CHECKED BY (office use only)

,I

I
~I
~ INSTRUCTIONS FOR FIUING OUT THIS FORM ARE AVAILABLE FROM THE LAND TITLES OFFICE

il ~

I



I
(I) We certify this dealing correct for the purposes of the Real Property Act, 1900

.?:~~...~.~.~.~...'?~ ..~~~ ~~.. ~~.~.~.~.~ ..S:~!... ~~?;. LIMI TED

)

(y'

DATE·········~·~·~···!:····~?,ft:················1
COMMON
SEAL

Director

I
I

1 I
Director .sA~<... .

................ s~_~·ii.i~~r······················ I

Sipature olWi-.

Adctr.. ofWia-

Signed in my presence by the mongagor who is personally known to me

.~~~ .. ~.~.~.~.~.~.~ ..~~ .: J. .
Name ofWilDcss (BLOCK. I.E1TERS)

Signed in my presence by the mortgagee who is personally known to me

..........(fc ~.~ .I Sipl1lta of Witncaa

JEANIE LITTLE 1
............... ·N~~~·~iwi~~ (BLOcX i.ETIEiiSj .

37 Forest Road, Arncliffe 2205.
Address ofWiIDcss

I
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A. ABDUL under Power of
Attorney No. 876 Book I

1 6678 on behalf of PYRAMID
. .BANKING.. COR.PORAT.ION ··L LMI :rED

SipalUnl of Monpacc
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AnnexVI.E.

Registry Forms. Examples from St.-Petersburg (available in Russian copy)
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GUIDE TO PRACTICE

for the Registration of Real Estate Transactions
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Introduction

This 'Guide to Practice' has been prepared for the guidance and training of Registry
staff and to facilitate the development of practices within the environment of a
Torrens Title Land Registry. The types of transactions described are not exhaustive.
They are, however, typical of what might ~e lodged for registration in an evolving
real estate market. It is expected that this document will form a reliable platform for
Registries to develop their own practices to suit their specific circumstances and
needs and changing legislative requirements.

The Guide covers:

• A brief commentary on a range of specific types of transaction with real estate;

• Suggested examination requirements for each type of transaction;

• Actions to be taken following acceptance of a document for registration; and, in
appropriate cases,

• Sample forms of notification to be entered in the Register.

The focus of this Guide is the registration practices and procedures operating within
the Land Titles Office in New South Wales, Australia - probably the largest
centralised Torrens registry in the world. The procedures described are for
information purposes only. They mayor may not be applicable to a registry in
Russia. However, the principles behind those procedures and practices may be of
some value in assisting in the development of appropriate local practices.

When a registry has identified its procedures they should be documented in an
'Instruction Manual' for staff. All staff should be familiar with the contents of that
Manual.. Any comments or suggestions for updating the Manual regarding
procedures and practices should be referred to the Head of the Registry. These
comments will enable the development and documentation of precedents for future
reference within the Registry and facilitate the development of effective staff training
programs.

It is expected that the development of the principles outlined in this Guide to suit
local requirements will assist in ensuring uniformity in examination and registration
procedures, increase the efficiency and professionalism of staff and increase accuracy
in the work.

August, 1996
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1. The Real Estate Registration System

The real estate registration system may be either a stand alone system or it may be a
subset of a generalised Real Estate Information System (RBIS). In either case, the
system will have been developed to facilitate the lodgment and registration of all
Real Estate transactions in one city location.

For a primary transaction, i.e. the registration of a privatization, Registry information
is drawn from the data held by the appropriate authority and the properly
completed right establishing documents presented to the Registry. Following a
primary registration, a Certificate of Title is issued to the owner. In a secondary
transaction (e.g. sale, mortgage, lease, etc. of privatized Real Estate), the applicant
presents the document to be registered together with the Certificate of Title to the
Registry. Following registration of the transaction, the Registry will destroy the Title
lodged and issue a replacement Certificate of Title showing the current status of the
Register.

Clients desiring to register a real estate transaction must complete an application
form and lodge it, together with transaction documents for registration (see
Appendix A for sample forms for the range of transactions referred to later in this
Guide). This application may be made either personally to the Registry or through a
proxy. If the document is in order for registration, the Registrar will open the
automated system and the computer will, typically, allocate a lodgment number to
each of the documents to be registered. Documents lodged purely as evidence will
not be numbered. The Registrar will then begin the collection of data to enable
registration to proceed. Where documents are not in order for registration they will
be handed back to the client and no data will be entered into the computer system.

2. The Certificate of Title

The Certificate of Title is a legal document and is evidence of real estate ownership.
It specifies:

• the real estate that is the subject of the Title - real estate may be a land parcel, a
building or a flat;

• the rightholder(s) or owner(s) together with any rights as to ownership and
details of any related tenancies and shares held; and

• all other rights and encumbrances that relate to the specified real estate.

The Certificate of Title (see examples at Appendix B) must be produced to the
Registry to support any transaction by the owner with that real estate. The
information contained in the Certificate of Title reflects the registration data held in
the Register as at the date of Title issue. A new Certificate of Title will be issued by
the Registry following the registration of any transaction affecting the ownership of

.the real estate contained in that Title. In dealing with interests other than those of the
owner, the Certificate of Title need not be produced to allow the application to be
registered. Consequently, a replacement Title will not be issued following the
registration of transactions affecting those other interests, e.g. the interest of a
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mortgagor or a lessee unless the Title was produced. For these reasons, when checking
the correctness or otherwise of an application lodged for registration, the examining
officer must check the Register and not simply rely on the information contained in
the Title.

Each Certificate of Title is uniquely known by a title identifier. That identifier is a
sufficient description of the land, building or flat specified in that title in documents
lodged for registration in the Registry.

When real estate is held by several owners in shares, i.e. as Tenants in Common (see
Co-owners at Ch. 4), a separate Title will issue to each of the owners. The Title held
by .each owner should be uniquely identified by, for example, the addition of an
alphabetic suffix to the title identifier.

2.1 Searching the Land Titles Register

To access the Register, a searcher will need to know a key such as:

• the identifier of the Certificate of Title;
• the cadastral number of the land;
• the cadastral number of the land together with the file number from the BTl for

the building or flat;
• the name of the owner; or
• the street address.

The usual result of a Title search will disclose the current state of the Register only
(See Appendix C). It will not contain information in respect of any superseded
transactions. The latter information, which will be only available in a Historical
Search, should include summarised details of all previous registrations and indicate
the identity of the Certificates.of Title issued (See Appendix D).

3. Estates in Land

3.1 General

The following summary refers to the several forms ofland ownership in the Torrens Title
system within New South Wales, Australia. It is outlined here for information purposes
only.

Technically, all land belongs to the State and subjects of the State hold only estates or
interests in the land. Estates are either in fee simple or for life or for years.

Generally there are four types of estates in land:
• estate in fee simple,
• estate for life,
• estate in remainder, and
• leasehold estate.
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3.2 Estate in Fee Simple

An estate in fee simple is the highest form of estate and it is the closest estate one can
hold to absolute ownership. Any other form of estate is termed a lesser estate.

Absolute ownership may be defined as having the following characteristics:

• possession of infinite duration,
• a right to maintain and recover possession, and
• a right of free disposition, i.e. the land may be freely transferred, devised or

inherited.

The use of property held in fee simple is subject only to zoning regulations,
easements and restrictive covenants. Continued ownership is subject only to
mortgages, resumptions, possessory or bankruptcy applications.

3.3 Life Estate

The owner of an estate in fee simple may create a lesser estate known as a life estate.
This estate operates for the life of a specified person and it is not an estate in fee
simple. This type of estate is often created from the settlement of a will, whereby the
deceased has provided a life estate for his/her spouse or another family member.

A life estate may be created to terminate on the death of a specific person or on some
other event, whichever will happen first. For example, an estate for life granted to A
'during her widowhood' is a life estate, even though it will terminate during A's
lifetime should she re-marry.

An estate for life may be created upon the registration of a notice of death or by a
transfer by the registered owner. To create the life estate, the document lodged for
registration must include defining words such as 'for life', 'for the term of his/ her
life', etc. The registered owner of a life estate cannot mortgage, lease or in any way
encumber the real estate for a longer period than the life estate. That is, on the death
of a person holding a life estate all mortgages, leases, etc. will be canceled.

A life estate may be created for the life of an independent person. For example, A
transfers to B a life estate for C's life. In this case B's occupancy will terminate on
the death of C. .

3.4 Estate in Remainder

An estate in remainder becomes an estate in fee simple upon termination of the life
estate. An estate in remainder is what remains after the creation of the life estate.

For example:
1. A transfers to B an estate for life and to C an estate in remainder.
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:rn this case, A created a life estate for B and transferred the potential fee
simple to C. Therefore on the death of B, C will become the new registered
owner of the fee simple.

2. A transfers to B an estate for life.

In this case, A has the estate in remainder and B has a life estate. On the
death of B the fee simple reverts to A.

An estate in remainder is said to be either vested where it is dependent upon the
death of the life estate, or contingent where other events may terminate the life estate,
such as marriage or bankruptcy. In either case the remainder persons become
registered as the owners of an estate in fee simple upon cessation of the life estate.
This is achieved by lodgment with the Registrar of a notice of death together with
appropriate evidence.

3.5 Leasehold Estate

Leasehold estates are either perpetual or for a term, i.e. the leasehold is either
unlimited or limited in time.

3.5.1 Perpetual Leasehold Estates

Perpetual leasehold estates are in respect of State owned land for which a lease was
granted prior to about 1990. A perpetual lease runs forever or until an event such as
forfeiture to the State for non-payment of annual rental or failure to comply with
other conditions of the lease. Either results in the lease being terminated. A
perpetual lease may also terminate on conversion of the lease to a fee simple estate
upon purchase. Generally, perpetual leasehold titles show the words - 'Estate:
Perpetual Leasehold' and describe the lessee as the owner.

Perpetual lessees pay a yearly rental as well as other rates and taxes. They exist in
both rural and residential areas.

3.5.2 Term Leasehold Estates

Those leases which affect State owned land have the lease conditions recorded on
the Register. All other leases have the conditions of the lease contained in the lease
document.

4. Co-owners

It is possible for a number of persons to be entitled to the same estate or interest in
real estate at the one time. There are two types of co-ownership, tenancy in common
and joint tenants.
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4.1 Tenancy in Common

Under this class each'tenant in common' owns a separate or discrete interest in the
land. This does not mean that the owner concerned has a separate physical part of
the land. Rather, the tenant in common has the full use and enjoyment of the whole
of the real estate I interests which together make up ownership of the whole, i.e. an
"undivided" share in the land. Tenants in common may hold in equal or unequal
shares.

On the death of a tenant in common, their share vests in the persons entitled to their
property as they direct in their will. In the absence of a will the share vests in the
persons entitled to their property under the rules of intestacy.

4.2 Joint Tenants

For two or more persons to hold an estate or interest as joint tenants each tenant
must:

• be entitled to the possession of the whole of the estate or interest;
• have the same estate or interest;
• be registered on the title by means of the same transaction; and
• have an estate for the same time.

Each joint tenant has an equal right, shared with the other co-tenants, to the whole of
the property.

Corporations may hold as joint tenants with other corporations or natural persons.

On the death of a joint tenant br the dissolution of a corporation which is a joint
tenant, the estate or interest passes to the surviving joint tenant. This right of
survivorship cannot be defeated by the joint tenant attempting to devise their
interest by will.

The transfer of a joint tenant's interest will sever the joint tenancy and the oncoming
party will hold as tenants in common with the remaining joint tenants. The
tenancyI shares between the other joint tenants not involved in the transfer is not
altered.

4.3 Principles of Co-Ownership

The following principles apply in general to ownership of land and interests in the
land, i.e. mortgages and leases.

1. Each co-tenant while living, is entitled to full use and enjoyment of the property
as though absolute owner, irrespective of the nature of the tenancy or value of the
share held.
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2. A joint tenant or a tenant in common can deal with the property independently of
the other co-tenant, i.e. transfer, mortgage or lease.

3. A transfer of a joint tenant's interest will not sever the joint tenancy estate held by
the remaining joint tenants. It will however, result in the creation of tenancy in
common estates between the oncoming owner and the remaining joint tenants.

4. A joint tenancy estate can only be created between oncoming owners. A co-tenant
therefore, whose interest or share is not being transferred cannot acquire a joint
tenancy estate with an oncoming owner.

5. A joint tenant possesses an interest in the whole of the land. A tenant in common,
however, possesses a share in the whole of the property.

6. Joint tenants, however numerous, hold the one estate as co-tenants.

I
I
I
I
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Examples of Transfers with Co-tenants

7. Tenants in common hold 'in severalty', i.e. each co-tenant owns an individual
estate for a particular share.

Case 1:
Result:

Case 2:
Result:

Case 3:

Result:

Case 4:

Result:

Case 5:

Result:

Case 6:

Result:

Case 7:

A & B hold as joint tenants and A transfers to C.
B & C then hold as tenants in common in equal shares.

A, B & C hold as joint tenants and A transfers to 0
B & C then hold as joint tenants in 2/3 share and D in 1/3 share as
tenants in common.

A, B & C hold as tenants in common in equal shares and A
transfers to B.
B then holds a 2/3 share and C holds a 1/3 share as tenants in
common.

A holds a 1/2 share with B & C as joint tenants in the other 1/2 share
and A transfers to B & C as joint tenants.
B & C then hold as joint tenants.

A holds a 1/2 share and B & C hold the other 1/2 share as joint
tenants and A transfers the 1/2 share to B.
B then holds a 1/2 share and B & C (together holding as joint tenants)
a 1/2 share as tenants in common.

A & B hold a 1/2 share as joint tenants and C & 0 hold the other 1/2
share as joint tenants and A transfers to C.
B then holds a 1/4 share, C a 1/4 share and C & 0 (holding as joint
tenants) in 2/4 share as tenants in common.

A & B hold as joint tenants a 5/6 share and C a 1/6 share and A & B
together transfer 1/2 of their joint interest to 0 & E as tenants in
common in equal shares.
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Solution:

As A & B have joined in the transfer, the remaining half of their joint tenancy is not
severed.

To calculate the share being transferred, i.e. 1/2 of 5/6, multiply the two fractions
together.

D & E therefore each hold a 5/24 share. This results in the following:

1/2 x 5/12 =5/24

Thus 1/2 x 5/6 =5/12
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A & B in 10/24 share as joint tenants, C in 4/24 share, 0 in 5/24 share
and E in 5/24 share as tenants in common.

D & E will therefore hold a 5/12 share as tenants in common in equal shares while A
& B will retain the remaining 5/12 share as joint tenants.

5/12 becomes 10/24,
1/6 becomes 4/24,
5/24 remains 5/24, and
5/24 remains 5/24.

As the share held by D & E cannot be held in common, calculate each tenant's
individual share, i.e. 1/2 of 5/12. Multiply the two fractions together.

A & B (holding as joint tenants) in 5/12 share,
C in 1/6 share,
Din 5/24 share, and
E in 5/24 share.

Now convert all shares to the lowest common denominator. The denominator is the
bottom number of the fraction and the numerator the top. Before this can be done,
however, it is usually necessary to simplify all fractions/ shares to their simplest
form, e.g. 2/4 would become 1/2.

Result:

Now that the shares have been calculated and converted to the lowest common
denominator construct the notification to be recorded on the Register:

Calculate the smallest number into which all the denominators will divide evenly. In
this case it is 24. Now convert all the numerators (the top number of the fraction) in
line with the common denominator, for example:

The shares in this case do not need further simplification; proceed to calculate the
lowest common denominator of 5/12,1/6,5/24 and 5/24.
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5. Change of Ownership

5.1 General

The ownership of real estate may be changed in several ways, for example:

• transfer by way of sale or gift;
• death of an owner - as a surviving joint tenant;
• death of an owner - as devised by will;
• transferred by morgagee under power of sale where a mortgagor fails to honour

the mortgage contract;
• foreclosure by a mortgagee, i.e. where the mortgagee is unable to sell the real

estate of a mortgagor who has failed to honour the mortgage contract; or
• resumption by the State, i.e. where the State requires to resume real estate for use

as say a road, railway or for some other government use.

Each transaction type is unique and has certain requirements that must be adhered
to.

5.2 Transfer by Sale

Real estate may be transferred from one person to another in several ways. The most
usual is by way of sale. By registering the transfer document, the oncoming owner
receives a new edition of the Certificate of Title and gains the advantage of
guaranteed ownership. A form of transfer is shown at Appendix A 1.

Real estate can be subdivided in either the vertical or horizontal planes and a
transfer document_may only affect part of the real estate in a Title. In this situation
the part being sold must be uniquely defined in a plan of subdivision approved by
the Head of the Registry.

5.2.1 Document examination requirements.

1. The Certificate of Title must be produced to the Registry to allow the document to
be registered.

2. The full name of the registered owner (the transferor) must be stated. The
transferor must be identical with the registered owner as shown on the Register.

3. The full name of the oncoming owner (i.e. the transferee) must be stated. Where
there is more than one transferee, the tenancy and, as necessary, the shares must
be specified.

4. The estate being transferred must be clearly defined, e.g., share, Life Estate, Estate
in Remainder, Right of Family Inheritance, Right of Open End Use, etc.

5. If the transfer is to be subject to any currently registered mortgage or lease then
those encumbrances must be acknowledged in the transfer document.
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6. The document must be signed by or on behalf of the transferor and transferee and
the operative words'do hereby transfer to' must be included between the names
of the transferors and the transferees.

5.2.2 Action to be taken

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Enter the details of the new registered owner(s) to show the name, right, share
and tenancy of the new owner(s).

3. Issue a Certificate of Title to the new owner.

5.3 Death of an Owner - Surviving Joint Tenant

5.3.1

Following the death of one party in a joint tenancy, the surviving joint tenant(s) may
request that the Register be updated to reflect the current ownership.

5.3.2 Document examination requirements

1. The Certificate of Title must be produced to the Registry to allow the document to
be registered.

2. Evidence of death must be produced, i.e. a Death Certificate or such other
evidence as required by the Head of the Registry. This evidence will be returned
to the Applicant.

3. The application form must show the full name of the deceased joint tenant and
that name must be identical with the name shown on the Register.

4. Full names of the surviving joint tenant(s) must be stated. Tenancy cannot be
changed as regards the survivorship nor may new parties be added.

5. The document must be signed by or on behalf of the applicant.

5.3.3 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Enter details of the surviving owner(s) on the specified Title in the Register.
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3. Issue a new Certificate of Title.

5.4 Death of an Owner - Claim by a BCleficiary, etc..,

On the death of a sole owner or co-tenant holding as a tenant in common, an
executor, trustee, beneficiary, etc., may apply to become registered as the owner.

5.4.1 Document examination requirements

1. The Certificate of Title must be produced to the Registry to allow the document to
be registered.

2. The application must be accompanied by such evidence as specified by the Head
of the Registry, e.g. a copy of the will, declarations, etc. That evidence must
indicate to whom and in what capacity the applicant is to hold the real estate. A
Death Certificate alone is not acceptable evidence as the document does not
indicate the claiming capacity of the applicant.

3. The full name of the deceased registered owner must be stated and be identical to
the name shown on the Register.

4. The full name of the applicant must be stated. The capacity in which the
applicant is entitled to apply must be stated (e.g., executor, devisee, etc.) and the
applicant must claim in one capacity only.

• Applications by trustees, executors and administrators must hold as joint
tenants, therefore the tenancy need not be stated.

• Applications by beneficiaries, devisees and next of kin must indicate the
shares to be held and the tenancy.

5. The document must be signed by or on behalf of the applicant.

5.4.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Enter details of the new registered owner on the specified Title in the Register.

3. Issue a new Certificate of Title.

5.5 Transfer by Mortgagee Under Power of Sale

A mortgagee has the power to sell the real estate of a mortgagor who has breached a
mortgage contract. The Registry procedures may require the property to be
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submitted to Public Auction and if sold, an application to transfer the real estate can
be lodged. (See also Foreclosure at 6.8).

5.5.1 Document examination requirements:

1. The Certificate of Title must be produced to the Registry to allow the document to
be registered.

2. The registered number of the mortgage under power of sale must be stated.

3. The full name of the transferor must be stated and be identical to the name of the
mortgagee shown on the Register.

4. The mortgagee / transferor must be registered as proprietor of the mortgage
under which the power of sale is being exercised.

5. The full name of the transferee must be stated and the tenancy (and shares as
necessary) must be stated for more than one transferee.

6. All current mortgages and leases registered prior to the subject mortgage of the
transfer under power of sale must be acknowledged in the transfer.

7. The document must be signed by or on behalf of the transferee and transferor.

5.5.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Enter details of the new owner on the specified Title in the Register.

3. The mortgage notification under which the sale is made will be canceled.

4. All mortgages recorded after the subject mortgage will be canceled.

5. Issue a new Certificate of Title.

5.6 Change of Name

A document evidencing a change of name (see Appendix A 2) should be lodged in
the following circumstances -

• change of name by marriage;
• adoption of another name by an individual or a Juridical Entity; and
• alteration or addition to a name on the Register, e.g. where a real estate

transaction has been inadvertently drawn in an incorrect name and has been
registered.
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5.6.2 Action to be taken:

5.6.1 Document examination requirements:

2. Enter details of the new name on the specified Title in the Register.
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Mortgage to Tver Trading Company
9507 Change of Name. Mortgagee now XYZ Holding

Company

1. 9506

Example of change of name of mortgagee by registration of 9507:

3. Issue a new Certificate of Title if the change of name affected the registered
owner.

3. The name to be changed must be shown in full and be identical to the name
shown on the Register together with details as to whether the change concerns the
owner, a mortgagee or a lessee.

2. If the change of name affects a mortgagee or a lessee the number of the registered
mortgage or lease must be stated.

4. The new name of the registered owner must be stated in full.

In each of the above cases, the Head of the Registry may authorize an amendment or
update of the Register when an application or request is lodged together with the
appropriate evidence, e.g., a declaration.

5. The document must be signed by or on behalf of the applicant.

5.6.3 Notification Form (if the change of name is other than the Owner):

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

1. The Certificate of Title must be produced to the Registry to allow a change of
name of the registered owner to be registered. It is not required if the change of
name affects a mortgage or a lease.

NB: When a change of name affects a mortgage or a lease interest only, the
notification of registration is entered under the affected mortgage or lease
notification. It is a I sub-level' notification. These sub-level notifications cannot exist
.by themselves and should be automatically removed when the prime notification is
removed.
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6. Mortgage Transactions

6.1 Mortgage

A mortgage is a contract which uses real estate or an interest in real estate to secure
the repayment of a loan. Thus it is possible to mortgage a lease or to mortgage a
mortgage (that is, a sub-mortgage.) The mortgage contract empowers the mortgagee
with the right to sell or take possession of the mortgaged property if the mortgagor
defaults or breaches a term in the contract. On registration of a mortgage, the
Certificate of Title is ordinarily deposited with the mortgagee until the debt is
repaid. When the mortgage is discharged, the Certificate of Title is returned to the
owner. During the period of the mortgage the mortgagor is allowed enjoyment of
the real estate (i.e. the right of possession) but must abide by the terms of the
mortgage agreement. A form of mortgage is shown at Appendix A 3.

6.1.1 Document examination requirements

1. The Certificate of Title must be produced to the Registry to allow the document to
be registered.

2. The document must have the operative words I mortgages to ......'.

3. The mortgage must clearly specify whether it affects the whole or part of the real
estate in the title or affects a share or interest only.

4. The full name of the mortgagor(s) must be stated and be identical with the
registered owners as shown on the Register. (If a discrepancy exists, the
mortgage must be accompanied by an application to record a change of name.)

5. The full name of the mortgagee must be stated.

6. If there is more than one mortgagee, the tenancy and, if appropriate, the shares
must be indicated on the mortgage document. (The Register will not show the
tenancy or shares.)

7. Any currently registered mortgages or leases must be acknowledged in the
document lodged for registration.

8. The mortgage must be signed by or on behalf of the mortgagor and mortgagee.

6.1.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Enter details of the mortgage on the specified Title in the Register.
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3. Issue a new Certificate of Title.

6.1.3 Notification details:

Examples: (1) Following registration of Mortgage 9501

1. 9501 Mortgage to Tver Universal Bank.
(2) Mortgage of a share or interest

1. 9702 Mortgage to XYZ Bank of the share held by Ivanov Ivan
Ivanovich

6.2 Discharge of Mortgage

A discharge of mortgage document (see Appendix A 4) is lodged when a mortgagor
has satisfied the terms and conditions of the mortgage.

A mortgage may be discharged:
• as to the whole or part of the real estate in the mortgage;
• or as to the share or interest of a mortgagee or mortgagor.

Care must, therefore, be taken to ensure that the intention of the discharge is clearly
stated.

6.2.1 Document examination requirements

1. The Certificate of Title must be produced to the Registry to allow the document to
be registered. (Note: It is not required to discharge a mortgage of a mortgage i.e.
sub-mortgage or a mortgage of a lease.)

2. Where the mortgagee is discharging a mortgage of a mortgage or a lease, the
registered number of the relevant mortgage or lease must be shown.

3. The number of the mortgage to be discharged must be shown.

4. The full name of the mortgagee must be shown and be identical to the name
shown on the Register.

5. The mortgagee must indicate whether the discharge affects the real estate or a
registered interest, e.g., mortgage of a mortgage (sub-mortgage) or mortgage of a
lease.

6. The discharge must be signed by or on behalf of the mortgagee. Where the
discharge of mortgage has been signed by an executor, etc. of a deceased
mortgagee, evidence of the authority of the signee must be supplied to the
Registry.

7. If it is intended to discharge the mortgage as regards the interest of only one
mortgagor, the discharge application must be amended to show its intention. For

71

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

example, ".. .. do hereby discharge the mortgage as regards the interest of Igor
Ivanovich Ronskov" .

NOTE: A sub-mortgagee may discharge the sub-mortgage alone or discharge the
principal mortgage. In the latter case the sub-mortgage will be removed
simultaneously from the Register. A discharge of the principal mortgage signed by
the mortgagee of that mortgage, must be accompanied by a discharge of the sub
mortgage signed by the sub-mortgagee.

6.2.2 Action to be taken:

1. :If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Remove details of the discharged mortgage from the specified Title in the
Register.
(Note: When discharging the share or interest of a mortgagee or mortgagor a sub
level notification will be entered under the mortgage stating, e.g., (Discharge
number) Mortgage discharged as regards the interest / share of ( name the
mortgagee or the mortgagor).

3. Issue a new Certificate of Title to replace the Certificate lodged.

6.3 Variation of Mortgage

A variation of mortgage (see Appendix A 5) provides a mechanism to register
changes to the terms in the mortgage, for example:

• the rate of interest may be increased or reduced;
• the amount secured may be increased or reduced;
• the term or the duration of the mortgage may be shortened, extended or renewed;

and / or
• the provisions of the mortgage may be varied.

A variation of mortgage may not be used to change the names of the parties or the
shares held by the parties to a mortgage.

6.3.1 Document examination requirements:

1. The Certificate of Title is not required to be produced to the Registry to allow the
document to be registered.

2. If the variation affects a mortgage of a mortgage or a mortgage of a lease, the
registered number of the principal mortgage or lease must be shown.

3. The full name of the mortgagor must be shown and be identical with the name of
the registered owner as shown on the Register.
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4. The registered number of the mortgage being varied must be shown.

5. The full name of the mortgagee must be shown and be identical with the name
shown on the Register.

6. The variation of mortgage must be signed by or on behalf of the both mortgagor
and the mortgagee.

6.3.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedure and rules).

2. Enter a sub-level notification of the variation of mortgage on the specified Title in
the Register.

3. A new Certificate of Title will not be issued.

6.3.3 Notification details:

Examples -

(1) Variation of mortgage 9506 following registration of 9507.

1. 9506 Mortgage to Tver Trading Company
9507 Variation of Mortgage

(2) Variation of sub-mortgage 9508 following registration of 9509.

1. 9506 Mortgage to Tver Trading Company
9508 Mortgage of Mortgage to ABC Holding

Company
9509 Variation of Mortgage 9508

6.4 Postponement of Mortgage

A postponement of mortgage occurs when the mortgagees involved in a number of
registered mortgages agree among themselves to re-establish the order of priorities
of those mortgages. A form of postponement of mortgage is shown at Appendix A 6

6.4.1 Document examination requirements

1. The Certificate of Title must be produced to the Registry to allow the document to
be registered.
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3. Issue a new Certificate of Title.

6.4.2 Action to be taken:

6.4.3 Notification details:

74

Mortgage to Tver Trading Company
Mortgage to ABC Holding Company
Mortgage to XYZ Company

1. 9506
2. 9510
3. 9612

For example, mortgages A, B and C are registered in that order. If A is
postponed in favor of C, the intervening mortgage B is affected by the
postponement and must be included in the postponement. If C is
postponed in favor of B, mortgage A must not be included in the
postponement.

4. The mortgage number and the name of the mortgagee must be shown for all
mortgages affected by the postponement. .This includes those mortgages
changing priority and any intervening mortgages. These mortgages must also be
listed in their new order of priority. Any mortgages not affected by the
postponement must not be shown.

3. The number of the mortgage(s) being postponed must be shown.

2. The full name of the mortgagor must be stated and must be identical with the
name of the registered owner.

Registration priority before the postponement

Example -

5. Where a mortgage affected by a postponement has been varied, the words"as
varied by Variation of Mortgage No " must be included in the postponement.
In addition, the words "as varied by No " must be included in the notification
of registration.

6. The postponement must be signed by or on behalf of all the mortgagees affected
by the postponement, including any intervening mortgagees.

2. Enter details of the postponement on the specified Title in the Register.

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)
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6.5.1 Document examination requirements:

6.5 Mortgage of a Mortgage (Sub-Mortgage)

Priority after registration of postponement 9644 giving priority to 9510
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Mortgage to Tver Trading Company
Mortgage to ABC Holding Company
9622 Variation
Mortgage to XYZ Company

Mortgage to Tver Trading Company
Mortgage to ABC Holding Company
9622 Variation
Mortgage to XYZ Company
Postponement of mortgage, priority now 9510
as varied by 9622,9612, and 9506

Mortgage to Tver Trading Company
Mortgage to ABC Holding Company
Mortgage to XYZ Company
Postponement of Mortgage. Priority now
9510,9506,9612

3. 9612

3. 9612
4. 9645

1. 9506
2. 9510

1. 9506

2. 9510

1. 9506
2. 9510
3. 9612
4. 9644

Priority after registration of postponement number 9645 giving priority to
9510 and 9612

Registration priority before postponement.

2. The registered number of the principal mortgage must be stated.

3. The full name of the mortgagor must be stated. The mortgagor must be identical
to the mortgagee of the principal mortgage.

4. Prior transactions affecting the registered mortgage such as a variation of
mortgage or another sub-mortgage must be acknowledged in the document
lodged for registration.

Postponement involving a varied mortgage.

When a mortgagee borrows money on the security of a mortgage instead of an
interest in the real estate it is commonly called a sub-mortgage. In this circumstance
the powers of the original mortgagee regarding the real estate are assigned to the
sub-mortgagee. Any transaction dealing with the head mortgage must be made by
or be consented to by the sub-mortgagee. A form of sub-mortgage is shown at
Appendix A 7.

1. The Certificate of Title is not required to be produced to the Registry to allow the
document to be registered.
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6.5.3 Notification details:

6.5.2 Action to be taken:

Mortgage to Tver Trading Company
9508 Mortgage of Mortgage to ABC Holding

Company

1. 9506

5. The full names of the mortgagees must be stated. If there is more than one
mortgagee then the tenancy and share must be stated. The Register will not refer to
any tenancy or share.

Example - Mortgage of mortgage 9506

6. The mortgage must be signed by or on behalf of the mortgagee and the
mortgagor.

3. A new Certificate of Title will not be issued.

2. Enter details of the sub-mortgage on the specified Title in the Register

2. The registered lease affected by the mortgage must be current.

6.6.1 Document examination requirements:

3. The registered number of the lease being mortgaged must be stated.

Mortgage of a lease occurs when a registered lessee offers the lease document as a
security for a loan. A form of mortgage of a lease is shown at Appendix A 8.

4. The full name of the mortgagor must be stated. The mortgagor must be identical
with the lessee shown on the Register.

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

6.6 Mortgage of a Lease

5. The full names of the mortgagees must be stated. Tenancy and / or shares must
be stated where there are two or more mortgagees. The Register will not refer to
any tenancy or share.

1. The Certificate of Title is not required to be produced to the Registry to allow the
document to be registered.
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6. Prior transactions affecting the registered lease such as a mortgage of a lease,
variation of lease or sub-lease must be acknowledged in the document lodged for
registration.

7. The mortgage must be signed by or on behalf of the mortgagee and the
mortgagor.

6.6.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Enter details of the mortgage on the specified Title in the Register.

I
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6.6.3 Notification details:

3. A new Certificate of Title will not be issued.

6.7.1 Document examination requirements

I
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Lease to Tver Trading Company
9508 Mortgage of Lease to ABC Holding Company

1. 9506

An automatic merger will not occur on the union of the owner of the real estate and
the mortgage interest.

Example - Mortgage of Lease 9506

6.7 Acquisition of Mortgaged Property by the Mortgagee

Where the mortgagee acquires the ownership of the real estate, a request may be
lodged with the Head of the Registry to have the mortgage removed from the
Register. The mortgage will only be removed on specific application. There is no
automatic removal of the mortgage by the mere union in one person of two
registered interests. Until the application is registered, the mortgage will continue to
exist as a pre-existing interest and it must be acknowledged in any transaction
lodged for registration.

3. The consent of any mortgagee is required to the merger.

1. The Certificate of Title must be produced to the Registry to allow the document to
be registered.

.2. The registered owner must hold both estates in the same capacity.
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4. Where the whole of the real estate is not affected by the request, the part of the
real estate must be fully described.

5. The registered number of the mortgage affected by the union of interests must be
stated.

6. The full name of the registered owner of the real estate and the mortgage must be
stated. The registered owner's name must be identical to the name shown on the
Register.

7. The request must be signed by or on behalf of the registered owner.

8. There must be a specific request to join the interests.

6.7.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Remove the affected mortgage from the specified Title in the Register.

3. Issue a new Certificate of Title.

6.8 Foreclosure of Mortgage

When an owner defaults in the payment of the principal and / or interest due under
a registered mortgage, the mortgagee usually sues the mortgagor to obtain
repayment of the money borrowed or sells the mortgaged real estate by exercising
their power of sale. (See Transfer under Power of Sale at 7.5.) Where the real estate
is not sold at Auction, foreclosure provides another remedy. On foreclosure, the
mortgagee becomes the registered owner of the real estate in full satisfaction of all
moneys owing under that mortgage and the mortgage is removed from the title.

6.8.1 Document examination requirements:

1. The Certificate of Title must be produced to the Registry to allow the document to
be registered.

2. Evidence is required that the foreclosure requirements have been complied with.

3. The Head of the Registry may;
• require other evidence to support the registration of the mortgagee as the

owner of the real estate, e.g., declarations,
• serve written notice on the mortgagor (and all subsequent mortgagees) of the

intention of the mortgagee to apply for registration of a foreclosure, and
• and for good reason only, consider the need to require the applicant to again

offer the real estate for sale.
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4. The registered number of the mortgage must be stated and be identical to that
shown on the Register.

5. The full name of the mortgagor must be stated and be identical to the name of the
registered owner shown on the Register.

6. The full name (and tenancy / share if more than one) of the mortgagee must be
stated and be identical to that shown on the Register.

7. The document must be signed by or on behalf of the applicant.

6.8.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Change the name of the registered owner to that of the applicant.

3. Remove the mortgage from the specified Title in the Register.

4. Issue a new Certificate of Title.

6.9 Transfer of Mortgage

A transfer of mortgage transfers the ownership of a registered mortgage to another
party. A form of transfer of mortgage is shown at Appendix A 12.

6.9.1 Document examination requirements:

1. The Certificate of Title is not required to be produced to the Registry to allow the
document to be registered.

2. The registered number of the mortgage being transferred must be stated.

3. Prior transactions affecting the registered mortgage such as a sub-mortgage or a
variation of mortgage must be acknowledged in the document lodged for
registration.

4. The full name of the transferor must be stated and be identical to the name of the
mortgagee as shown on the Register.

5. The full name of the transferee must be stated. Tenancy and shares must be
specified where there is more than one transferee. Reference to the tenancy and
shares will not be recorded on the Register.

6. The transfer must be signed by or on behalf of both the transferee and transferor.
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6.9.2 Action to be taken:

3. A new Certificate of Title will not be issued.

Mortgage to Tver Trading Company
9508 Mortgage of Mortgage to ABC Holding Company
9509 Transfer of Sub-Mortgage 9508 Mortgagee now

XYXCompany

Mortgage to Tver Trading Company
9511 Transfer of Mortgage Mortgagee now ASD Holding

Company

1. 9510

1. 9510

Example (b) - Transfer of sub-mortgage 9508 following registration of 9509

2. Enter details of the transfer of mortgage on the specified Title in the Register.

6.9.3 Notification Form:

Following the death of mortgagee holding as a joint tenant, the surviving joint
tenant(s) may request that the Register be updated to describe the current
mortgagees.

Example (a) - Transfer of mortgage 9510 following registration of 9511

2. Evidence of death must be produced, Le. a Death Certificate or such other
evidence as required by the Head of the Registry. This evidence may be returned
to the Applicant.

6.10.1 Document examination requirements

6.10 Death of a Mortgagee

3. The application must show the full name of the deceased and that name must be
identical with the name shown on the Register.

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

5. The registration number of the mortgage must be stated.

1. The Certificate of Title is not required to be produced to the Registry to allow the
document to be registered.

.4. Full names of the surviving joint mortgagees must be stated. Tenancy cannot be
changed as regards the survivorship nor may new parties be added.
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6.10.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Enter details of the surviving mortgagees on the specified Title in the Register.

3. A new Certificate of Title will not be issued.

I
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6.10.3 Notification details:

Example - Registration of 9811 recording the death of a mortgagee in registered
mortgage 9510.

A lease is a contract by which the owner of real estate (the lessor) agrees to let
another (the lessee) have the use of it for a fixed money payment (called rent) for a
fixed period of time. A form of lease is shown at Appendix A 9. Prior to registering a
lease consideration might be given by the Registry to:
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Mortgage to Ivanov Ivan Ivanivich and Ivanova Irena
Ivanivich
9811 Notice of Death Mortgagee now Ivanova

Irena Ivanivich

1. 9510

7. Lease Transactions

A lease may be for the whole of the real estate specified in a Certificate of Title, a
part of the property (as defined, for example, in a plan annexed to the lease
document) or a lease of premises which might be a shop, office or factory which is a
part of the property in the Certificate of Title but is identifiable by means of walls or
a definable space and has a unique name or number. For example;

shop 12, 142 Spartak Street, Moscow; or
Office 32 Level 6 Milicich House, Spark Street, Moscow

7.1 Lease

• only require the registration of lease which is for a period exceeding some
significant period, e.g. 3 years; and

• require the registration of a plan of subdivision to be registered where the lease is
for part of a real estate parcel and is for a period exceeding some significant
period of time, e.g. 25 years; and

• limiting the period of a lease by a life tenant or a person holding the real estate in
trust.
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Term

The commencement and end of a lease must be fixed.

If the term of the lease is referred to in whole months or years, the terminating date
is one day less than the commencing date. For example, a lease for 1 year
commencing on 18th March 1995 terminates on 17th March 1996.

Option to purchase

It is possible for a lessee to be granted an 'option to purchase' the real estate within a
time specified in the lease. The discretion to exercise the option to purchase lies with
the lessee. When registering a lease with an option to purchase, details of the option
should be recorded in the lease notification shown on the Register and the Certificate
of Title.

Option of renewal

An option of renewal clause gives the lessee the right to negotiate a new lease for a
specified period. The option can only be given its full effect by registration of a fresh
lease. On registration of the new lease, the former lease (if expired) will be removed.

When registering a lease containing an option of renewal, details of the option will
be recorded in the lease notification shown on the Certificate of Title. If the lease
contains further successive options, the lease notification must refer to the further
options, e.g. 'Option of renewal 5 years with two further periods of 5 years'.

Carryover term

A carryover term is where a lease includes, as part of the term expressed on the
lease document, a provision which extends the lease beyond the stated date of
expiration by a periodic term, (e.g. for a term commencing on 1.1.1996 and
terminating on 31.12.1999 and thereafter from year to year). In such cases the lease
notification will not include the date of expiration but will state: ' .... Expires - see
Lease'.

7.1.1 Document examination requirements:

1. The Certificate of Title must be produced to the Registry to allow the document to
be registered.

2. The reference to that title must be stated in the lease document. In addition,
where the lease affects part of the parcel, then the affected real estate being either
land or premises must be fully described. For example:

• 'part being lot A in attached hereto or in the registered plan numbered ';
or

• 'part being (describe by full postal address of the premises, e.g. Flat 3, )'
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3. The full name of the lessor must be stated and be identical to the registered owner
as shown on the Register.

4. Any current mortgage or lease affecting the title must either:
• be discharged or withdrawn;
• be acknowledged in the document lodged for registration; or
• have the consent of the mortgagee endorsed on the lease or on an

annexure to the lease.

5. The full names of the lessees must be stated. Trade names will not be entered, e.g.
Ivanov Ivan Ivanovich trading as 'Ivanov Ivan Ivanovich's Book Shop' will be
.registered in the name of Ivanov Ivan Ivanovich.

Where there is more than one lessee the tenancy and, if appropriate, the shares
must be stated but they will not be entered on the Register.

6. The date of commencement and termination of the lease must be stated.
7. A lease will not be registered if the term of the lease has expired. This applies

regardless of:

• the lease being lodged before the expiration date;
• a transfer of lease being lodged for registration; or
• the lease containing an option to purchase and/or renew.

If the term of the lease conflicts with a current registered lease, the applicant will
be asked how it is proposed to justify the subject lease.

8. Any option to purchase or to renew must be set out clearly in the lease document.

9. A lease may grant to the lessee or reserve to the lessor certain rights, e.g. use of
stairways, car spaces, right of entry, etc. The rights will not be referred to in the
lease notification on the title in the Register.

lO.Annexes attached to the lease must be appropriately identified. The pages must
be numbered and the clauses must be in numeric or alpha sequence. The first and
last annexure pages must be signed by all the parties to the lease and any
alterations or additions must be verified by all involved.

1l.A lease of part of land, i.e. the description refers to a lot in a diagram annexed to
the lease, may require Some formal approval from municipal authorities where
the term together with any option of renewal exceeds (say) 5 years. A lease of
premises exceeding some significant period (say) 25 years may need to be
formalized by the appropriate authority and the registration of a plan of
subdivision. (See the preamble to this Section.)

l2.The lessor and lessee or authorized person must sign the document.
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7.1.2 Action to be taken:

7.1.3 Notification details

3. Issue a new Certificate of Title.

Lease to (name of lessee). Expires (enter date) Option
to purchase, Option of renewal 5 years.

Lease to (name of lessee) of (description of premises,
e.g. that part shown as shop 4 in the diagram attached
to the lease, - it may be useful to include the address of
the building if there is some doubt as to the premises).
Expires (enter date). Option to purchase, Option of
renewal ('n') years

1. 9511

1. 9512

(b) Lease of premises together with Options

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Enter details of the lease on the specified Title in the Register.

Examples -

(a) Lease of the whole of the real estate in the Certificate of title together with an
Option to Purchase and an Option of Renewal for 5 years

84

• A sub-lease will not be registered after the expiration date of the head lease.

7.2 Sub-Lease

A sub-lease is a lease granted by a lessee of the same property to another person for
a shorter term. The sub-lease may be for the whole or part of the land or premises
contained in the head lease. A form of sub-lease is shown at Appendix A 10.

• The sub-lease must terminate at least one day before the terminating date of the
head lease. This is known as the period of reversion. An option of renewal in a
sub-lease must terminate at least one day before the terminating date of the head
lease or any option of renewal contained in that head lease.

The general requirements that apply to a normal lease are also applicable to a sub
lease. In addition, the following conditions apply to sub-leases:

.• The sub-lease must acknowledge those registered dealings which affect the head
lease, such as a mortgage of lease, sub-lease of the same land or premises or a
variation of lease.
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7.2.1 Document examination requirements:

1. The Certificate of Title is not required to be produced to the Registry to allow the
document to be registered.

2. The registration number of the head lease affected must be stated and must be
identical with that shown on the Register.

3. The name of the sub-lessor must be stated and must be identical with the name of
the lessee in the head lease as shown on the Register.

4. Registered transactions affecting the head lease such as a variation of lease or sub
lease of the same land or premises must be acknowledged in the sub-lease. A
mortgage of the head lease must be either similarly acknowledged or the
mortgagee must signal his consent to the sub-lease.

5. The full names of the sub-Iessee(s) must be stated. Trade names must not be
entered. Tenancy and, if appropriate, shares must be stated but will not be shown
on the Certificate of Title.

6. The date of commencement of the lease must be shown.

7. The sub-lease must terminate at least one day before expiration of the head lease.
The terminating date is not essential providing it can be determined when the
sub-lease will end.

8. Annexes attached to the lease must be appropriately identified. The pages must
be numbered and the clauses must be in numeric or alpha sequence. The first and
last annexure pages must be signed by all the parties to the lease and any
alterations or additions must be verified by all involved.

9. If the sub-lease affects other than the whole of the real estate in the Certificate of
Title or the whole of the head lease registration may proceed providing the part
affected by the sub-lease has been fully defined by the head lease, e.g. a sub-lease
for shop 2 may be registered where the head lease is for shops 1, 2 and 3, as shop
2 is fully defined in the head lease.

10.The document must be signed by or on behalf of the sub-lessee and sub-lessor.

7.2.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

,2. Enter details of the lease on the specified Title in the Register.

3. A new Certificate of Title will not be issued.
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7.2.3 Notification details:
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7.3.1 Document examination requirements

Lease to Tver Holding Company of rooms 1, 2, and
3 of (address). Expires 30.4.1999. Option of renewal
3 years
9516 Sub-lease to Ivanov Ivan Ivanivich of room

2 of (address). Expires 29.4.1999. Option of
renewal 2 years.

1. 9515

7.3 Variation of Lease

• If a variation of a lease of real estate, the lessor must be identical to the
registered owner of the real estate.

• If a variation of a sub-lease, the lessor must be identical to the registered
owner of the head lease.

2. A variation of lease to extend the term will be accepted provided the lease to be
varied is still noted on the Register.

A variation of lease enables the lessee and lessor to vary the terms and provisions of
a registered lease. The lease may be varied in relation to the rent, the term of the
lease or other provisions including options. The lessor, lessee and land or premises
affected by the lease may not be varied. A form of variation of lease is shown at
Appendix All.

3. Where the term of the lease is varied the following matters must be considered:
• if the term of the le':!se is extended, a plan may be required; and
• a reduction in the term of the lease or option of renewal period may affect

the terms and options in registered sub-leases.

Example - Sub-lease 9516 (together with an Option of Renewal) affecting lease 9515

4. The consent of the mortgagee of the lease being varied is required where the
variation reduces the term and / or, where the interest of a mortgagee of a lease
or a sub-lease is adversely affected by the variation.

7. The registered number of the lease being varied must be stated.

5. A variation of a sub-lease must specify the number of the registered head lease.
The number must be identical to that shown on the Register.

6. The full name of the lessor must be stated and be identical to the name shown on
the Register.

1. The Certificate of Title is not required to be produced to the Registry to allow the
document to be registered.
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3. A new Certificate of Title will not be issued.

7.3.3 Notification details:

7.3.2 Action to be taken:
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Lease to Tver Trading Company
9507 Variation of Lease OR
9507 Variation of Lease Expiration date now OR
9507 Variation of Lease Option of renewal years

Lease to Tver Trading Company
9508 Sub-lease to ABC Holding Company
9509 Variation of Sub-lease 9508 ;OR
9509 Variation of Sub-lease 9508 Expiration date

now ....; OR
9509 Variation of Sub-lease 9508 Option of

renewal .... years

1. 9506

1. 9506

(b) Variation of sub-lease 9508 following registration of 9509

Examples:
(a) Variation of Lease 9506 following registration of 9507

2. Enter details of the lease on the specified Title in the Register.

8. The full name of the lessee must be stated and be identical to that shown on the
Register.

A transfer of lease transfers the ownership of a registered lease to another party. A
form of transfer of lease is shown at Appendix A 12.

9. A lease may be varied as to rent, term or other provisions including options. The
real estate affected by a lease may not be varied.

7.4 Transfer of Lease

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

10.The document must be signed by or on behalf of the lessor and the lessee.



7.4.3 Notification details:

7.4.2 Action to be taken:

(b) Transfer of sub-lease 9511 following registration of 9512
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Lease to Tver Trading Company
9511 Transfer of Lease Lessee now ASD Holding Co.

Lease to Tver Trading Company of flats 1 and 2
(description of the building and or the address)
9511 Sub-Lease to ABC Holding Company of flat 1

(address etc.)
9512 Transfer of Sub-Lease 9511 Lessee now XYX

Company.

1. 9510

1. 9510

7.4.1 Document examination requirements

3. The registered number of the lease being ·transferred must be stated.

4. The full name of the transferor must be stated and be identical to the name of the
lessee as shown on the Register.

7. The transfer must be signed by or on behalf of the transferor and the transferee.

5. Prior transactions affecting the registered lease such as a mortgage, a sub-lease or
a variation of lease must be acknowledged in the document lodged for
registration.

1. The Certificate of Title is not required to be produced to the Registry to allow the
document to be registered.

2. A transfer of the lease will not be registered where the affected lease has expired
regardless of any options to purchase or renew.

6. The full name of the transferee must be stated. Tenancy and shares must be
specified where there is more than one transferee. Reference to the tenancy and
shares will not be recorded on the Register.

(a) Transfer of lease 9510 following registration of 9511

Examples -

2. Enter details of the transfer of lease on the specified Title in the Register.

3. A new Certificate of Title will not be issued.

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)
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7.5 Death of a Lessee (as a Joint Tenant)

Following the death of a lessee holding as a joint tenant, the surviving joint tenant(s)
may request that the Register be updated to reflect the current lessees.

7.5.1 Document examination requirements:

1. The Certificate of Title is not required to be produced to the Registry to allow the
. document to be registered.

2. Evidence of death must be produced, i.e. a Death Certificate or such other
evidence as required by the Head of the Registry. This evidence may be returned
to the Applicant.

I
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7.5.2 Action to be taken:

7.5.3 Notification details:

3. A new Certificate of Title will not be issued.
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Lease to Ivanov Ivan Ivanovich and Ivanova Irena
Ivanivich
9811 Notice of Death Lessee now Ivanov Ivan

Ivanovich

1. 9510

Example - Registration of 9811 recording the death of a joint lessee in registered lease
9510

3. The application must show the full name of the deceased and that name must be
identical with the name shown on the Register.

4. Full names of the surviving lessees must be stated. Tenancy cannot be changed as
regards the survivorship nor may new parties be added.

5. The registered number of the lease must be stated.
6. The lease must still be current (regardless of any options to renew or to purchase).

2. Enter details of the names of the current lessees on the specified Title in the
Register.

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)
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7.6 Expired Lease

Before removing an expired lease from the Register sufficient evidence should be
supplied to satisfy the Head of the Registry that any current options in the lease to
renew or purchase will not be exercised.

7.7 Surrender of Lease

1. By formal application.

A surrender of lease occurs when the lessor and the lessee of a registered
lease agree to terminate the lease and request the Head of the Registry by
lodging an appropriate form to remove the lease from the Register. A lessor
and lessee can also surrender options contained within a lease. A form of
surrender of lease is shown at Appendix A 13.

2. By lodgment of a new lease.

Where a current registered lessee accepts a new lease of the same land or
premises an implied surrender of the current lease can be presumed. The
new lease is registered and the existing lease is removed. (An additional
lodgment fee may payable for the removal of the lease.)

3. Vacation of the land or premises by the lessee.

Where a current registered lessee has vacated the real estate and the lessor
has taken possession on the basis of a surrender, the signature of the lessee
may be unobtainable on a formal application. In this circumstance, the Head
of the Registry may consider a request to remove the lease from the Register.
The following written evidence may be sufficient:

• a statement of an intention on the part of the lessee to give up the
premises and on the part of the lessor to accept the statement on the basis
of the surrender;

• resumption of possession by the lessor;

• the lessee was not, by reason of any encumbrance on the lease,
incompetent to surrender the lease on the relevant date; and

• that it is impracticable, owing to inability to locate the lessee or otherwise,
to obtain a surrender in writing.

7.7.1 Document examination requirements

1. When a formal application is lodged the Certificate of Title must be produced to
the Registry to allow the surrender of a head lease to be registered. It is not
required for the surrender of a sub-lease.

90



2. A surrender of part of the land or premises in a registered lease must be checked
to ensure that the description of that part is adequate.

3. Where a sub-lease is being surrendered, the number of the head lease must be
stated. The number must be identical to the registered number of the head lease
recorded on the Register.

4. The full name of the lessor / registered owner must be stated. A surrender of a
sub-lease must show the full name of the lessee of the head lease and be identical
to the name shown on the Register.

5. The number of the lease being surrendered must be stated and must be identical
to the registered number recorded on the Register.

6. The full name of the lessee must be stated and must be identical with the name of
the lessee recorded on the register.

7. The document must be signed by or on behalf of both the lessor and the lessee.
(Note that the Lessee's signature may not be available where the Lessee has
vacated the premises.)

8. The consent of any mortgagee of the lease is required.

7.7.2 Action to be taken

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Remove the surrendered lease from the specified Title in the Register.

3. Issue a new Certificate of Title to replace any Certificate lodged in support of the
Application.

7.8 Termination of Lease by Re-entry

Where a lessee has breached a covenant or term of a lease, the lessor who has re
entered and recovered possession of the leased land or premises, may request the
Head of the Registry to remove the lease on the basis of that re-entry.

7.8.1 Document examination requirements:

1. The Certificate of Title must be produced to the Registry to allow the document to
be registered where the request for re-entry affects a head lease. It is not required
for a sub-lease.

91

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

2. Where the whole of the real estate is not affected by the request, the part re
entered must be fully described. The land or premises affected by the request
must be identical to or be contained within the land or premises affected by the
lease.

3. The registered number of the lease must be stated.

4. The full name of the applicant, i.e. the registered owner of the land or premises of
the sub-lease must be stated and be identical to the name shown on the Register.

5. The request must be accompanied by evidence stating:

• the lessor, or agent of the lessor, had on a specified date, peaceably and
lawfully re-entered and recovered possession of the real estate;

• a specific covenant or term within the lease must be named as having
been broken by the lessee; and

• some time has elapsed between the date of the breach and the date of re
entry.

7.8.2 Action to be taken

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Remove the lease from the specified Title on the Register.
3. Issue a new Certificate of Title to replace any Certificate lodged

7.9 Acquisition of Leased Property by the Lessee

Where the lessee acquires the ownership of the land or premises, a request may be
lodged with the Registry to have the lease removed from the Register. Until such a
request has been registered, or until the lease has been expired or surrendered it
should be treated as a pre-existing interest on the Register. There is no automatic
removal of the lease by the mere union in one person of two registered interests.

As the registered lease is deemed to be a pre-existing interest, a transfer of
ownership will not be accepted unless:

• the lease is acknowledged in the request document lodged for registration;
• the transfer is accompanied by a surrender of lease;
• the transfer is accompanied by evidence that any option to re-new

contained in the lease, if expired, has not been exercised; or
• the transfer is accompanied by a request to join the interests of the lessee

and the registered owner.

7.9.1 Document examination requirements

1. The Certificate of Title must be produced to the Registry to allow the document to
be registered.
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2. Where the whole of the real estate or leased premises is not affected by the
request, the part of the real estate or the leased premises must be fully described.

3. The registered owner must hold both estates in the same capacity.

4. The registered number of the lease affected by the union of interests must be
stated.

5. The full name of the registered owner of the real estate and the lease must be
stated. The registered owner's name must be identical to the name shown on the
Register.

6. The request must be signed by or on behalf of the registered owner.

7. There must be a specific request to join the interests.

8. The consent of any mortgagee of the lease is required.

7.9.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Remove the affected lease from the specified Title in the Register.

3. Issue a new Certificate of Title.

8. EASEMENTS

An easement is a right annexed to real estate to utilize other real estate of different
ownership in a particular manner not involving the taking of any of its produce or
soil, or to prevent the owner of such other land from utilizing the land in a particular
manner.
The land benefiting from the easement is called the dominant tenement and has an
'appurtenant' notification recorded on the Register. The land burdened by the
easement is called the servient tenement and has an 'affecting' notification recorded
on the Register.

An easement may be created by:

• Express Grant - this may be incorporated in a Transfer, Mortgage or Lease;
• Resumption or Acquisition - government authorities may acquire interests in

land, including easements; or
• with appropriate legislation, following the registration of a Plan of subdivision.

Some examples of easements are:
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RightofCaniage~ay

Right of FooMay
Easement to Drain Water
Easement to drain Se~age

Easement for Transmission Lines
Easement for Support.

8.1 Transfer Granting Easement

A Transfer may grant, i.e. create, an easement ~ithout involving the transfer of real
estate. A form of transfer granting easement is shown at Appendix A 14.

8.1.1 Document examination requirements:

1. The Certificate of Title for the servient tenement must be produced to the Registry
to allo~ the document to be registered.

2. The reference to title for the servient tenement (land burdened) and dominant
tenement (land benefiting)must be stated. An easement in gross (see page 38)
does not have a dominant tenement.

3. The full name of the transferor must be stated and be identical to the name of the
registered o~ner of the servient tenement as sho~n on the Register.

4. The particulars of the easement must be stated, e.g., the type of easement and the
site affected.

5. The full name of the transferee must be stated and be identical to the name of the
registered o~ner of the dominant tenement as sho~n on the Register.

6. Mortgages and leases affecting the servient tenement must be ackno~ledgedin
the creating document or the consent of the mortgagee or lessee must be given
either on the transaction document or attached thereto.

7. The document must be signed by or on behalf of the transferor and transferee.

8.1.2 Action to be taken:

1. If no other documents are a~aiting registration against the subject title,
registration can proceed. (Note: Consideration must al~ays be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. The easement~illbe recorded on the affected Titles in the Register.

3. Issue a ne~ Certificate of Title for the servient tenement.
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8.1.3 Notification form:

Examples - Transfer 9522 creates an easement to drain water.

(b) Dominant Tenement

(a) Servient Tenement (Note that the site affected by the easement must be fully
described.)

I

I
I
I
I
I
I

Easement to drain water affecting the site designated (A) in the
title diagram.

or

1. 9522

1. 9522 Easement to drain water affecting the strip of land 1 metre wide
along the southern boundary of the lot.

8.2.1 Document examination requirements:.

8.2 Transfer Including Easement

• Where the land being transferred is burdened by an easement, the transferor is
said to reserve an easement.

• Where the land being transferred is to have the benefit of the easement, the
transferor is said to grant an easement.

I
I
I
I
I
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Easement to drain water appurtenant to the land above described.1. 9522

Example:
Petrovowns adjacent lots 1 and 2. Ivanov offers to buy lot 1 on the condition
that Petrov grants him a right of access through lot 2.

Example:
Petrov owns adjacent lots 1 and 2. Petrov offers to sell lot 2 to Ivanov on the
condition that he ('Petrov) reserves unto himself a right of access through lot
2.

Unlike a transfer granting an easement where the sole function of the transaction is
to create an easement, this transaction involves the transfer of land in addition to the
creation of an easement. Following registration, the owner will be changed, and the
number of the transaction, the type of easement and the description of the site
affected will be shown on the Register.

1. Where the easement is being granted, the Certificates of Title for both the real
estate being transferred and the servient tenement must be produced to the
Registry to allow the document to be registered.

2. Where the easement is being reserved, the land transferred comprises the servient
tenement. Consequently only that Certificate of Title is required.
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3. The reference to title for the land being transferred must be stated.

4. The reference to title for the land burdened by the easement (servient tenement)
must be stated.

5. The reference to title for the land gaining the benefit of the easement (dominant
tenement) must be stated.

6. The full name of the transferor must be stated and be identical to the name of the
registered owner as shown on the Register.

• Where the transferor is granting an easement, the transferor must be the
registered owner of the servient tenement and the transferee must be the
registered owner of the dominant tenement.

• Where the transferor is reserving an easement, the transferor must be the
registered owner of the dominant tenement and the transferee must be the
registered owner of the servient tenement.

7. Any mortgages and leases affecting the land transferred must be acknowledged
in the transfer document. Where the servient tenement is not the land being
transferred, affecting mortgages and leases must be acknowledged or consent of
the mortgagee or lessee given.

8. The transfer must be signed by or behalf of both the transferee and the transferor.

8.2.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. The affected Titles in the Register will be updated to record:

• the new registered owner and
• the easement on both the dominant and servient tenement.

3. New Certificates of Title will be issued to replace those Certificates lodged.

8.3 Easement in Gross

An easement in gross is one without a dominant tenement and created in favor of
the State or any public or local authority. For example, an easement for transmission
lines in favor of State Rail Road. Such an easement may burden hundreds of lots

.with no lots gaining benefit from the easement.
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A dealing document creating an easement in gross must be examined in a similar
manner to a Transfer Granting Easement but will not refer to the dominant tenement
(see 8.1).

8.4 Transfer Releasing Easement

The owner of the dominant tenement, usually at the request of the owner of the
servient tenement, may agree to release the easement. On registration, the easement
will be removed from the Register. See form of Transfer releasing an easement at
Appendix A 15.

8.4.1 Document examination requirements:

1. The Certificate of Title for the dominant tenement must be produced to the
Registry to allow the document to be registered.

2. The reference to title for the land benefited by the easement (dominant tenement)
must be stated.

3. The reference to title for the land burdened by the easement (servient tenement)
must be stated.

4. The full name of the transferor must be stated and be identical to the name of the
registered owner of the dominant tenement as shown on the Register

5. The full name of the transferee must be stated and be identical with the name of
the registered owner of the servient tenement as shown on the Register.

6. The nature and particulars of the easement being released must be stated.

7. The consent of any mortgagee or lessee of the dominant tenement must be
furnished where the mortgage or lease was registered after the easement was
created.

8. The transfer must be signed by or on behalf of the transferor and transferee.

9. Caution must be exercised where an easement affecting or benefiting more than
one parcel of real estate is subsequently released in respect of some of those
parcels.

For example, an easement to drain water affects lots 1 and 2 and benefits lots
3 and 4 and the owner of lot 4 releases the easement as regards lots 1 and 2.
In this case the appurtenant notification will be removed from the Title for lot
4 and a notification will be entered on the Titles for lots 1 and 2 to indicate
that the easement is released as regards lot 4.

Example notifications resulting from such an action shown on the Titles for
lots 1 and 2

1. 9506 Easement to drain water 1.5 wide affecting the part
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2. The reference to title for the land benefited by the easement (dominant tenement)
must be stated. Where the application affects an easement in gross, no reference
will be made to the dominant tenement.

I
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shown so burdened in plan with 9506.
9612 Released as regards lot 4.

8.4.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Remove the easement from the specified Title of the Register.

3. Issue a new Certificate of Title to replace that lodged by the dominant tenement.

8.5 Cancellation of Recording of Easement

An easement is not automatically extinguished upon the union of the servient and
dominant tenements. Where the registered owner of one tenement acquires
ownership of the other, application may be made to the Registry to cancel the
recording of the easement. On registration of the transaction the easement will be
removed from the Register.

The application is also appropriate for the cancellation of an easement in gross. As
the proprietor of the servient tenement is not required to be a party to the
application, this procedure provides an expedient means of releasing easements
which affect several parcels of land. In addition, a prescribed authority may make
application where the authority, being the owner of the easement in gross acquires
the servient tenement.

8.5.1 Document examination requirements:

1. The Certificate of Title for either the servient or dominant tenements is not
required to be produced to the Registry to allow the document to be registered.

3. The reference to title for the land burdened by the easement (servient tenement)
must be stated.

4. The applicant must be the registered owner of the easement, i.e. the dominant
tenement or, in the case of an easement in gross, the prescribed authority.

5. The full name of the applicant must be stated and must be identical with the
name of the registered owner of the easement, i.e. the dominant tenement.

6. The registered number of the instrument creating the easement and a brief
description of the easement must be stated.
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7. The full names of parties having a registered interest in the land benefited by the
easement (i.e. the dominant tenement) and particulars of the interest must be
shown, e.g. mortgagees and lessees. e.g. Westpac Banking Corporation
Mortgage 95801.

8. The consent of any person having a registered interest in the dominant tenement
is required where the interest is registered after the easement.

9. The application must be signed by or on behalf of the applicant.'

8.5.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Remove the specified easement from the Title.

3. New Certificates of Title will not be issued.

9. Covenants and Restrictions

9.1 General

A covenant is an agreement creating an obligation contained in a document lodged
for registration. It may be:

• restrictive - forbidding the commission of some act, such as the
construction of a two story dwelling; or

• positive - stipulating the performance of some act or the payment of
money, e.g. an obligation to repair or insure a building.

9.2 Restrictive Covenants

Ordinarily, a restrictive covenant will be created by a transfer of ownership
document. The types of covenant may include fencing and/or buildings. For
example, the owner of lots 1 and 2 in deciding to sell lot 1 may not want to
contribute to the cost of any dividing fence between the two properties. He could
therefore create a covenant in the transfer document binding the transferee to pay
the full cost of any fence between the two properties. Similarly, he could restrict the
number of buildings to be erected, their height or size, or the building materials to be
used.

9.2.1 Document examination requirements:

1. The Certificate of Title for the servient tenement is required for registration of the
covenant and the references to title for the servient and dominant tenements must
be stated in the transfer document.
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2. The covenant must comply with the following essential requirements:

• it must restrict the user of the land,
• it must be negative or partly negative, i.e. not involve the covenantor in

any expenditure to comply with it, and
• it must indicate the land benefited and the land burdened.

3. Covenants may burden either the transferee or the transferor.

• In transferee covenants the burden of the covenant is placed on the real
estate being transferred, with words such as ' .... and the transferee
covenants with the transferor ....'. The covenant will be noted on the
Register and the issued Certificate of Title for the transferee only.

• In transferor covenants the burden is placed on other real estate owned by
the transferor for the benefit of the real estate being transferred, with
words such as ' and the transferor covenants with the transferee ....' The
covenant will be noted on the Register and the issued Certificate of Title
for the transferor only.

• TheCertificate of Title for the servient real estate must be produced to the
Registry to allow the covenant to be registered.

• A transferor's covenant must have the consent of any person or entity who
has a registered interest in the servient real estate.

4. All parties to the transaction must sign the document immediately below the
covenant details. The parties may state that some other person or authority has
the power to release or vary the restrictions in the covenant. This is merely
optional. In addition, all persons with a registered interest in the servient
tenement, Le. the land burdened by the covenant, must consent to the covenant,
e.g. mortgagee, lessee, etc.

9.2.2 Action to be taken:

Following the registration of the change of name of the owner the specified Title will
be endorsed with the covenant notification.

9.2.3 Notification details:

Example -
A owns the real estate comprised in Certificate of Title 9633. B agrees to buy
the land and to enter into a covenant with A that any building to be erected
on the land will be of no more than two stories high and it will be built
substantially of brick. The transfer document is lodged and numbered as
9777.

On registration of the transfer document:
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A new Certificate of Title will be issued in the name of the new owner and
numbered as 9777.

That Title will be endorsed with a notification in the form:

3. 9777 Covenant
Because the terms ofa covenant may often be lengthy, tIre details are not specified on the
Register. A searcher requiring full details of the covenant has to inspect the document that
created the restriction.

9.3 Positive Covenant

I
I
I
I
I
I

10. Issue of Replacement Certificate of Title

The Registry needs to provide for a new Certificate of Title to be issued to replace a
lost, damaged or destroyed Title. A form of application is shown at Appendix A 17.

Public positive covenants include obligations requiring:
• the carrying out of development on or with respect to the land,
• the provision of services on or to the land or other land within its vicinity,
• the maintenance, repair or insurance of any structure or work on the land.

The replacement Title will be endorsed with a notification to the effect that it has
issued pursuant to the reported loss or damage to the original title (which must be
specified). The Register will also need to be updated to reflect that the original title
was replaced. These steps will ensure that, if the original title was subsequently
lodged in support of a transaction, the Registry staff would be put on notice of its
replacement and they could take appropriate action.

I
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Positive covenant

9.3.1 Notification form:

1. 9888

A positive covenant must stipulate the performance of an act rather than non
performance. For example, a positive covenant might stipulate that a structure must
be built from brick, whereas a restrictive or negative covenant would stipulate that
the structure must not be built of any material other than brick. A positive covenant
must be created by an authority, i.e. the State or a public or local authority such as a
City or Municipal entity. A form of positive covenant is shown at Appendix A 16.

As stated previously, the Certificate of Title is a legal document and it is evidence of
real estate ownership. Because it is such an important document, its loss has to be
treated most seriously by the Registry and the utmost care needs to be exercised to
ensure that the case presented for the replacement is reliable. Following an
examination of the request (which should be in the form of a declaration) and the
supporting evidence, the Head of the Registry may authorize the issue of the
replacement title.



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

10.1.1 Document examination requirements:

1. More than one Certificate of Title may be included in the request - provided that
they stand in the name of the same registered owner and that they were lost,
misplaced or destroyed in the same circumstances.

2. The request may be made by the registered owner or by a registered mortgagee.

3. The full name of the registered owner must be stated and be identical to the name
of the registered owner as shown on the Register. If the present name of the
registered owner differs from that shown on the Register, an application to record
a change of name must be also be lodged.

4. Evidence satisfactory to the Head of the Registry (including, for example, a
declaration) must be supplied by the applicant and also by any other person
having a direct interest in the real estate, e.g. the mortgagee, which must be
annexed to the request.

5. Additionally, a declaration by some one prepared to substantiate the evidence
might be required and the consents of any mortgagees must be furnished.

6. The evidence must include the following and the particulars supplied must agree
with the Register:

• an account of the events leading up to the loss or destruction of the title.
Where destruction cannot be positively proven, details of the usual safe
custody of the document must be supplied. If lost in the Post, details of
inquiries made with the Postal authorities must be supplied;

• the details of all current easements and other encumbrances affecting the
land; and

• the full names of all registered owners and the tenancy held.

7. The applicant must declare that:

• the Certificate of Title has not been lodged with any other person or
corporation as security for a loan or any other purpose; and

• the registered owner has never been bankrupt or insolvent, nor assigned
the real estate for the benefit of creditors.

8. The application must be signed by or on behalf of the applicant.

9. The Head of the Registry (or a delegate) must authorize the issue of the
replacement Certificate of Title.

10.1.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)
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10.1.3 Notification details:

2. Issue the replacement Certificate of Title.

On the Register for the real estate contained in the lost / destroyed Title 9523

Example -
On the Register for the replacement Certificate of Title. (Note that this Title
will have the number of the Request as its identifier, e.g. 9712).

I
I
I
I
I
I

This Certificate of Title has issued owing to the reported loss
(or destruction) of Certificate of Title 9523.

3. 9712

3. The reference to the Certificate of Title for the real estate must be stated.

11.1.1 Document examination requirements:

• the transfer was lost and not registered; or

I
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Replacement Certificate of Title issued (date) following the
reported loss (or destruction) of this Title.

5. 9712

• the applicant actually purchased the real estate but no formal transfer was
completed;

• the applicant may be entitled to the real estate under a succession of wills
but for some reason no formal application was made to register the change
of ownership.

A Possessory Application allows persons who are in possession of real estate to
apply to be registered as the owner of that real estate. Possessory applications are
not necessarily based on possession which commenced as 'squatting' on another
person's real estate. Applications may be lodged where:

2. The application must be for whole real estate parcels.

5. The full name and address of the applicant must be stated. If there is more than
one applicant then the tenancy and shares, if applicable, must be stated.

4. The full name of the current registered owner must be stated and be identical
with the name shown on the Register.

1. The Certificate of Title is not required to be produced to the Registry to allow the
document to be registered.

11. Possessory Applications
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6. The registered number of any mortgage or lease which is to be canceled and not
carried forward on the title must be stated. The application must be accompanied
by evidence sufficient to establish that the title to any such interest has been
extinguished.

7. The application must be accompanied by :
• a declaration by the applicant,
• declarations by disinterested witnesses.

8. The application must be signed by or on behalf of the applicant.

9. A survey of land may be necessary to adequately define the parcel. Adequacy of
the evidence may need to be determined by the Head of the Registry.

11.1.2 Action to be taken:

1. If no other documents are awaiting registration against the subject title,
registration can proceed. (Note: Consideration must always be given to any
relevant entries on the Register and current Registry procedures and rules.)

2. Record the name of the applicant as the registered owner of the specified Title in
the Register.

3. Issue the new Certificate of Title.

12. Appendices

F.l. DEALING FORMS (AVAILABLE IN RUSSIAN COPY)

F.2. CERTIFICATES OF TITLE (AVAILABLE IN RUSSIAN COPY)

F.3. CURRENT SEARCHES OF THE REGISTER

F.4. HISTORICAL SEARCHES
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• ANY 1;?'a:uES I'!{ECEDED BY ,\.'J A.STEJ~ISr-; DO ,'-;OT API'E.'\R D,'J TilE CURRENT EDITION Of TilE CERTIfiCATE Of TITLE

\\'..H:~·n:'\G: '!""HE !:--H"OR,\·I:\TIO:'-l\I'I'E.."RI~G U:"iDlR :\'OT/\TIO;"iS H,\S NUT IlEEN FORMALLY RECORDED IN THE REGISTER

THE COMMON PROPERTY IN THE STRATA SCHEME BASED ON STRATA PLAN 45525
WITHIN THE PARCEL SHOWN IN THE TITLE._. DIAGRAM

I
I
I
I
I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

B500

ENT
- 72
- 93
- 90

9 Dec 1993

LOT
4
8

12

fOLIO IUUH lI:Il;1Il
TOR RENS TITLE

CP/SP45525

. Annex VI.F.3 I
NEW SOUTH WALES ,

1

unnON 1'1.,,'" U.'\ll:. OF CURRt:NT Cl:K1U-1U'lc UI" TnL.l~

ENT
- 89
- 82
- 75

OF CUMBERLAND

LOT
3
7

11

45525

(AGGREGATE: 1000)

ENT
- 82
- 71
- 89

LOT
2
6

10

45525

Issued pursuant to the Real Property
Act, 1900, and certified overleaf

B500

. COMPUTER FOLIO SEAl{Cli

AT EPPING
LOCAL GOVERNMENT AREA: PARRAMATTA
PARISH OF FIELD OF MARS COUNTY
TITLE DIAGRAM: SHEET 1 SP45525

No.

22 Feb 1994

-- END OF SEARCH --

UNREGISTERED DEALINGS: NIL

105

NOTATIONS

1: RESERVATIONS AND CONDITIONS IN THE CROWN GRANT(S)

Search certified to:
Date 22 Feb 1994 Time 8. OOAM

SCHEDULE OF UNIT ENTITLEMENT

SECOND SCHEDULE
------,..;.--------

STRATA PLAN
LOT ENT

1 - 93
5 - 89
9 - 75

THE PROPRIETORS - STRATA PLAN NO.
ADDRESS FOR SERVICE OF NOTICES:

53 BRIDGE STREET
EPPING, 2121

FIRST SCHEDULE

LAND



* ANY ENTRIES PRECEDED BY A:'-I ASTERISK DO :'-lOT APPEAR ON THE CURRE:'-IT EDITION OF THE CERTIFICATE OF TITLE.

1~ RESERVATIONS AND CONDITIONS IN THE CROWN GRANT(S)
2. H142004 COVENANT
3. T696491 MORTGAGE TO NATIONAL AUSTRALIA BANK LIMITED

LOT 9 OF SECTION A IN DEPOSITED PLAN 6747
LOCAL GOVERNMENT AREA: LAKE MACQUARIE
PARISH OF COORUMBUNG COUNTY OF NORTHUMBERLAND
TITLE DIAGRAM: DP6747

B4

9.12.1992

(TA E963556)

FOLIO lDE:"TIFIER
TORRENS TITLE

5.7.1995

9/A/6747

1

LAl\U lUL..t.~Uti'1Lt.
NEW SOUTH WALES

[DITIO~ :"0. '" DATE OF CCRRE:"T CERTIFICATE OF TITLE
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8.00AM

Issued pursuant to the Real Property
Act. 1900. and certi tied overleaf

B4

COMPUTER FOLIO SEA.RCH

UNREGISTERED DEALINGS: NIL

LAND

MICHAEL HUGH VALLELY

FIRST SCHEDULE ,

SECOND SCHEDULE

NOTATIONS

No.

Search certitied to:
Dale 5. 7.1995 Time

1
6Ic.,ALM
I'
1
I
I
1
I
I
I
I
I
I
I
1
I
I
I
I
I
I
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B500 I

(T I903585)

23 Dec 1993

t·ULIO IULNII1"Il;K

TORRENS TITLE

22 Feb 1994

12/SP45525

2

l,..AND In LES OfRCE
NEW SOUTH WALES
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-- END OF SEARCH --

Issued pursuant to the RC<lJ Property
Act. 1900. and certified overleaf

B500

COMPUTER FOLIO SEARCI-I

1. INTERESTS RECORDED ON REGISTER FOLIO CP/SP45525

NOTATIONS

SECOND SCHEDULE

UN~EGISTERED DEALINGS: NIL

SHAWKI HANNA GAD
LILY AZIZ GAD

AS JOINT TENANTS

• ANY ENTRIES PRECEDED ny AN ASTERISK DO NOT APPEAR ON TilE CURReNT EDITION OF THE CERTIFICATf: OF TITLE

\\,.' RN INr., TI< F INFOR ""TION ., PI'FA AI NO "NnFR NOTATIONS "AS NOT III'EN FOR MAL LV RFCOR DED IN TIJF REGIS'rEI

i~
1c.,.LM No.

,_ ~:,':h c2e2'if~~~o'1994 Time B. OOAM

'

LAND

LOT 12 IN STRATA PLAN 45525
AT EPPING

'

LOCAL GOVERNMENT AREA: PARRAMATTA

FIRST SCHEDULE,
,
,,
,
,
,
~
~
~

~

~

~

~

~



UNREGISTERED DEALINGS: NIL

NOTATIONS

B500

(T 1911471)

29 Dec 1993

HlllCl IOl:NTIH~R

TORRENS TITLE

22 Feb 1994

1/SP45525

2

L./\I'tU llILt:.,J vrrh..C

NEW SOUTH WALES

UllTlON No. " LlAl~ 01' CURRENT nltnIKhT1: OF TITL~

108

-- END OF SEARCH --

Time 8. OOAM

Issued pursuant to the Real Pcoperty
Act, 1900. and certified overleaf

B500No.

COMPUTER FOLIO SEARCH

Search certified to:
Date 22 Feb 1994

1. INTERESTS RECORDED ON REGISTER FOLIO CP/SP45525
2. 1911472 MORTGAGE TO AUSTRALIA AND NEW ZEALAND BANKING GROUP

LIMITED

SECOND SCHEDULE

FIRST SCHEDULE

SOBHY JEAN NICOLA
CECILE NAKHLA NICOLA

AS JOINT TENANTS

LAND

LOT 1 IN STRATA PLAN 45525
AT EPPING
LOCAL GOVERNMENT AREA: PARRAMATTA

.•\NY ENTRIES PREceDED BY AN A~'·ERISI\. DO NOT APPEAR ON TilE CURRENT EDITION OF THE CERTIfiCATE OF TITLE

Wl\RNli'IG: THl: INFORIvIATIO", ,\I'PEARING LINDER NOTATIONS Hi\S NOT I.lEEN FORMALLY RECORDED IN THE REGISTER



NEW FOLIOS HAVE BEEN CREATED FOR LOTS 1-12 & COMMONI
PROPERTY IN SP45525

I
I
I
I
I

I
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I

I
I
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I
I
I

501/828231;

1 19.2.19'7)3

109

8.00AM28. 2.1994

SECOND SCHEDULE I
1. RESERVATIONS AND CONDITIONS IN THE CROWN GRANTCSl I
2. E977977 MORTGAGE TO ESANDA FINANCE CORPORATION LIMITED
3. SP45525 ~~~~~~~~~~ FOLIO CANCELLED ~~~~~~~~~~~

EISSA SOLH1AN TADROS & AFAF TADr,:D<::, AS JOINT TENANTS IN 5/12 I
SHARE. SOBHY,JEAN NICOLA & CECILE NAKHLA NICOLA AS JOINT TENANT_
IN 2/12 SHARE & SHAWKI HANNA GAD & LILY AZIZ GAD AS JOINT,
TENANTS IN 5/12 SHARE AS TENANTS IN COMMON

FIRST SCHEDULE

LOT 501 IN DEPOSITED PLAN 828236
AT EPPHJG
LOCAL GOVERNMENT AREA: PARRAMATTA
PARISH'OF FIELD OF MARS COUNTY OF
TITLE DIAGRAM: DP828236

LAND

••
I
I

•
••
I
I

•
I
I
I
I
I

•
I
I
I



Registrar GCI'eral

Issue
---------,-

t'OLIO (;ANCF:I~I,F.))

FOLIO CREATED
EDI,TION 1

LAND TITLES OFFICE
NEW SOUTH WALES

1/3042.33

C.. T.

OLD SYSTEM
1/6229

-- END OF SEARCH --

'lme , 8. aDAM

--,....------ ..... ... ------
DEPOSITED PLAN'

Type of' In~trum(mt.

STRA'l'A PLAN

WITHDRAWAL OF CAVEAT

Hi 'HV;) I !I'1r W i I I L..!I1! I CJJ

mSTORICAL TITLE SEARCH
c.crtiJiCjlLC i!lsued untJur St'.etion Q6G of Ute

Real Property Act 1000

1844323

SP45S25

DPB2B236

.Number

First Title{s):
Prior 'l'itle (s) :

Date 10 Jul 1996

1993

CC)lJlputer Folio 'Reference: 5011828236

7 Dec 1993

Rflcorded

9 Dec

19 l·'eb 1993

L PRI»TED ONID Jul 1996
e Registrar Genemi certifies thllt !it th~ date ,a~d time ,specified abo~e the in,formation fletout in tllis ~reh

constitutes the hillturicaJ rccun!uf lill dealings recorded in nr action lakenin respect of the memioned tide which is

rQUired 10 be kepi by the Registrar General under Seclion 3~(7) of the Real J'rppeny Act 1900.
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No. B500

S~n:b cenified tn:

I



·No. 13500

S~rchcenlfied.~I):

Dil',- J.O Jut 1996 Time 8. ODAM

Computer Fulio Reference:: CP / SP4 5 5 ~ 5

PRl~~ED ON 10 JUl: ~996
The Regl!;trar Genr.rllJ certm~~ tnat at the date and time specified abo\'e the Infonnation sct' out in this search
constitulc.c;the historical record of all dealings rccQrded in IJr action Iaken in re~pect of,the mentioned title which is
required to be kept by the Regilitmr ~ncnd under Section 32(7) of the Rcol Property Act 1900. .
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B5.00

I)
Registrar General

FOLIO CREATED
EDITION 1

·C.T. resae

FAX:+61-2-2334454 PAGE 3

LAND TITLES OFFICE
NEW SOUTH WALES

-- END Of SEARCH --

OLD SYSTEM
501/828236

DEPAR1'MENTAI, Df,lir~ING

STRATA PI.AN

Type of rnstrument

1D:RU~llNfO pry LIMl rED

mSTORICAL TITLE SEARCH
. CenifjClitc issued under Section 960 (If tile

RC81Propeny A",.. J900

-------
Number

U479445

SP45525

First 'l'itJ.e(A):
Prior'l'itl~($):

Recorded

9 Dec 1993

29 ,jul 1994

lU .UI. ~b 11 :4-:>



HISTORICAL TITLE SEARCH
Certificate SlISUed under Section 990 of the

Real Property Act I90Q

4

LAND TJTLES OFFICE
NEW SOUTH WALES

[/l)
,BSOO

e
Regi5trar General

C.T. Issue·
-----~---~~.

~OLIOCREA['E:D

EDITION 1.

F;D!'TIOt-J 2

STRATA PT.AN

Type,of Instrument

DrSCHARG1~ 01,' 'MORTGAGE
'llRANSFER

END OF SEARCH--

-!~---------------

SP·45525

Number.

1903584
r903SEJS

No. 8500
Search ceRlficd 10:

Date J 0 Jul .1996 TUllC 8. QDAM

Cllniputer FolilfRef'crcnce

Recorded

9 Dec ·1993

23 Dec 3993
23 Dec·.l993

I PRINTED ON 10 Jul '199€
he Regilitmr General cenifies thar al tile date ind lime specified above the in(Orm8ti.on set out in thili se4l"!=h

;:onSlituleli the hillt(iric;al record of all dealinglO recorded in O!' action' taken in rellJleCI of the mentioned title which i~

ruired to btl kept by the RegililflU' General undor SeL'tion 32(7) of the Real Property Act ]90(',
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No, B500

Search cenified 10:

DUle 10 Jul 1996 Time 8 ~ aOAM

Cnmputer f:OJici Reference: 1/S P 4 55? 5

Recorded Number Type of Ins Lrument.-_ .......... _... ------ -------------_._-..~ ..
9 Dec ~993 51.'45525 STRATA PLAN

29 Dec ]993 1911470 DISCHARGE OIi' MOR'l'GAGE
29 Dec 3993 1911471 TRANSFER
29 nf~r.: J993 I911472 MORTGAGE

~ND OF SEARC)i .......

I
I
I
I
I
I

C.'l'~ issue
___ ..,- ....10.•

im'l:'l'ION 2

FOLIO CREATED. . .. '

:ED!'l'lON 1

LAND TITLES OFFICE
NEW SOUTH WALES

W·HU~lll'11rU J-'ll LlrU 1l:lJ

HISTORICAL TITLE SEARCH
Certificate: j:o;,;ued under SCCliCln 96G of the

Real Properly' ACll~. .

PRINTED ON 10 Ju~ 1996. . .. '. . .
The Registrar General certifies thaf al the date and.lime~pecilied above lhe· information ~ot out in thi!; search
con.c;!ituIC!i 1bc historical J'Cl;ord of 1I1l dealings recorded In or action laken ill respect of.lhe menlioned title which is
required to he kept by Ihe Registr:Jt Gc;ncral under Section 32(7) uf the Relll Proocrty Act 1900.
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AnnexVI.G.

Qualified and Limited Titles

Background

Prior to the enactment of legislation in 1862 giving rise to the Torrens system in
Australia, all real estate granted by the Crown was done in accordance with the old
English law. Conveyancing was therefore effected on the basis of the traditional
deeds system. With the enactment of the Torrens system of title registration,
mechanisms were prOVided to allow the conversion of the 'old system' real estate to
Torrens title. The original methods required a plan of survey and the production of
the full chain of title as evidence of ownership. Both the chain of title and the plan
were rigorously examined to ensure that the title was'clear' and that the real estate
described was available and no real estate owned by another was included. These
stringent requirements (and the associated costs of legal search and survey) meant
that an owner was often content to leave the title in the old system. (In New South
Wales, Australia, this voluntary conversion has, after 130 years, brought most of the
state under Torrens title. However, about 1-2% of land parcels remain outside the
Torrens system.) .

In an attempt to facilitate the conversion of all old system (OS) real estate the
enabling legislation has since been amended to provide new and efficient methods
of conversion to Torrens title. These methods have now been adopted in a number
of countries.

Qualified Title

Unlike the issue of a fully fledged Torrens title following an exhaustive examination
of the title documentation, the concept of a qualified title provides for the creation of
a full title in two stages. Initially, the owner's protection from certain interests
outside the Register is 'qualified' only. Complete indefeasibility is conferred later
and it is only at that stage that the protection becomes absolute

Subject to the qualification described below, a qualified title is evidence as to
ownership in all respects as if it were an ordinary title

The important qualification inherent in the name given to this form of Torrens title is
that such a title is subject to every'subsisting interest' in the real estate whether
recorded in the Register or not. A subsisting interest is defined as:

• any contingent or vested estate or interest in the real estate that was in existence
at the date on which the qualified title was created and would have been
enforceable against the person for the time being registered in that qualified title
as the owner had that qualified title not been created; and

• any estate or interest in the real estate arising by prescription or under any
statute of limitations that was in existence or in the course of being acquired at
the date on which the qualified title was created.

In essence, a registered owner's qualified title is subject to interests that would have
been enforceable against it had the real estate remained outside the Torrens system.
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When creating a qualified title, the Registrar must record in it any subsisting interest
then apparent to him, but need not search or inquire about whether such interests
exist. Further, the Registrar must record a 'caution' in the title, warning persons
dealing with the registered owner that the real estate is subject to any subsisting
interest whether recorded or not.

The Registrar may also include in the caution, a notation that;

• documents evidencing the title to the land indicated that the real estate was
conveyed otherwise than for value, and / or

• the title depended on the operation of a statute of limitations.

Each jurisdiction must develop its own rules and procedures to allow the
qualification to be removed. For example, where real estate is bought for value and
the qualified title is issued on the basis of that transaction and it is subsequently sold
again for value to another also at arm's length consideration could be given to the
removal of the qualification some time after that second transaction. The
assumption being that a buyer, who is not connected with the owner, and who is
prepared to pay a normal market price for the real estate would have made a
reasonably extensive range of inquiries and been satisfied that the actual real estate
exists and that the reputed owner appears to have a good title. On the basis that
two buyers were prepared to invest their funds on the real estate, there is little (if
any) need for the Registry to examine the title further. Another basis for the
removal of a qualification might be the application of appropriate provisions of the
Statute of Limitations. In some areas this will allow the removal after 12 years.

Limited Title

Although it was a major initiative in the conversion of land from old system to
Torrens Title, the qualification of titles did not, and was not intended to, provide a
comprehensive scheme. It could not, for example, accommodate conversion of real
estate where the boundaries of the parcel were not satisfactorily defined by a plan of
survey on public record. A further step towards complete conversion was taken
with the introduction into the legislation, of a scheme for the conversion of those
parcels which lacked adequate boundary definition.

The essential ingredient of this scheme is the creation of' limited' folios of the
Register for such real estate. The identity, location, size and shape of the parcels
comprised in these titles are known, although the boundaries are uncertain in the
sense that further survey information will ultimately be required for precise
definition. The folios may remain limited indefinitely but, so long as they remain
limited (and they may remain limited although no longer qualified), the titles are not
conclusive as regards the position of the boundaries.

ActIOn in respect of qualified and limited titles is SImilar. Where the boundaries of
land comprised in the registered deed are not sufficiently defined to enable the
Registrar to create a qualified folio of the Register or an ordinary Torrens title, the
'RegIstrar may create such qualified or ordinary folio respectIvely as a limIted title.
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Limited titles are often created following the lodgment of a transaction for
registration. When lodged for registration, the documents should be accompanied
by a statement setting out all particulars known by the owner regarding the real
estate. Conversion activity must be at the discretion of the Registrar.

Real estate comprised in a limited title should be dealt with in the same manner as
land comprised in an ordinary title.

Removal of the limitation is effected by the lodgment of a plan of survey defining
the boundaries of the land comprised in the limited title. Removal of the limitation
makes that title conclusive as regards the position of the boundaries. This action
may be taken at any time after the creation of the limited title, irrespective of
whether the folio is qualified or unqualified...
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AnnexVI.H

Extension of the Torrens system to other Types of Ownership

Strata Titles

Just over a hundred years after Torrens introduced his system of title registration in
South Australia, a legislative scheme was introduced in New South Wales to
regulate the disposition of subdivided premises into strata lots having separate
statutory titles.

It has always been permissible at common law for owners to divide their land into
its various mineral components or to divide it horizontally into two or more strata
and severally dispose of each component or stratum. The legislation did not alter
this. A certificate of title may issue for minerals only, or for a particular mineral,
such as coal. Or, it may issue for the soil below a specified depth from the surface or
for the column of all space above a specified height. The same freedom of
disposition could lead to separate titles issuing for apartments in a building, so long
as it did not involve, in New South Wales, any vertical subdivision of the surface of
the soil in contravention of the local government legislation. But, the involved legal
consequences of direct severance of premises into home units, however desirable for
developers, made such a step unattractive to prospective purchasers and their
mortgagees.

Various private attempts were made to get around these difficulties. The two more
prominent of these attempts are presently known as the Company Titles and
Tenants in Common Titles. The Company Titles are managed on a corporation
basis. The developer forms a company and each tenant buys proportionate shares
which entitle that tenant to exclusive occupation of a specified apartment or unit,
subject to certain conditions as are provided in the company's articles of association.
The building is managed by a board of directors. Under the articles of association,
the transfer of shares may require the consent of the directors. While this restriction
may be seen as a bonus by some, it is generally regarded as a disadvantage by
purchasers and mortgagees.

Where only two to four units are involved, the Tenants in Common system is a
cheaper alternative. It does not require the formation of a company. Each unit
owner is issued with a share as a tenant in common in the property, proportionate to
the value of his or her apartment. The management of the property is covered by an
agreement, to which all the unit owners are required to be parties. This system,
however, becomes increasingly cumbersome and impractical when the apartments
are more numerous.

The initial strata titles legislation [cited as the Conveyancing (Strata Titles) Act] was
introduced in 1961 and was without precedent elsewhere in the world. It was
subsequently adopted in all the other Australian States and in many other
jurisdictions. Practical experience in the operation of the Act revealed a need for the

.introduction of an improved form of the legislation. This was done with the Strata
Titles Act 1973.
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The popularity of the Strata title system stems partly from the fact that a strata lot
can be freely disposed of and is an acceptable securittj to lending bodies. Another
reason for the systems popularity is the range of developments it permits. These
developments include home unit buildings, villa homes, town houses, free standing
dwellings, mixed commercial and residential strata buildings, industrial strata units
and marina lots.

Under the Strata Titles Act 1973, land, including part only of a building, may be
subdivided into lots or into lots and common properttj by the registration of a strata
plan. The land capable of strata subdivision is limited to Torrens title land, held in
fee simple (other than land comprised in a qualified or limited certificate of title - see
sec. 8.1 and Annex VI. H). A plan cannot be registered as a strata plan unless it
consists of a location plan and a floor plan in respect of the land to subdivided. The
location plan is to delineate the perimeter of the land and, in relation to that
perimeter, the location of any building erected on that land and of any proposed lots
or part of proposed lots not within any building. A building is only to be depicted on
the location plan if it contains a proposed lot or part of a proposed lot.

The floor plan may consist of one or more sheets, which separately illustrate the
whole or part of one or more strata of land. The floor plan is required to define, by
lines, the base of each vertical boundary of every cubic space forming a proposed lot,
within any stratum. The floor plan is also to show the floor area of each such cubic
space and the aggregate of the floor areas of every cubic space that forms part of the
proposed lot. Except where no part of the land is to be common property, there is no
requirement that a strata plan comprise more than one stratum. The location plan
must bear a certificate by a registered surveyor certifying as to the existence of the
structural features shown on the plan and any encroachments beyond the parcel
boundary.

Where part only of a building is to be comprised in a strata scheme, the surveyor's
certificate is to the effect that:
• part only of a building is included in the proposed stratum parcel;
• the proposed stratum parcel and the building are wholly within the perimeter of

the site of land, except as regards permitted encroachments; and
• the proposed lots and common property are wholly within. the stratum parcel,

except as regards permitted encroachments.

When lodged for registration, a strata plan is required to show in respect of each lot
the unit entitlement and aggregate unit entitlement. These are normally allocated by
the surveyor and are intended to reflect the values of lots at the time the plan is .
registered. Unit entitlements are used as a basis for assessing rates and taxes on lots
and to determine a lot owner's levies, voting rights and share in the common
property.

The legislation in Australia also enables a developer in the course of preparing a
strata plan and a strata plan of subdivision, by a single instrument to create
easements and restrictions as to use benefiting or burdening some or all of the lots
shown in that plan, or benefiting or burdening contiguous land held by the
developer.
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'Lot' is defined as to embrace any cubic space of any shape, provided it is defined by
reference to floors, walls and ceilings. Unless a floor plan otherwise specifies, the
boundaries of a strata lot are the internal surfaces of the floors, walls and ceilings
surrounding that lot. As a result, the substance floors, walls and ceilings
automatically becomes common property vested in the body corporate, and that
body corporate assumes responsibility for maintenance and repair. In addition, the
definitions of 'structural cubic space' and 'lot' exclude from a strata lot any cubic
space occupied by a vertical structural member, not being a wall of a building, and
pipes, wires, cables or ducts in or outside a building not for the exclusive enjoyment
of one lot, and any cubic space enclosed by a structure enclosing any such pipes,
wires, cables or ducts. These become common property, and the body corporate is
responsible for their repair and maintenance. Common property is so much of the
parcel as is not comprised in any lot

Lots or common property, or lots and common property together, may be
subdivided by the registration of a plan as a strata plan ofsubdivision. Two or more
lots may be consolidated into one lot or the conversion of one or more lots into
common property. Any construction or demolition which could render ambiguous
the definition of the boundary of an existing strata lot should be illustrated in a new
registered plan.

A strata plan, as with any other plans lodged for registration, must have the
signatures and consents normally required by the Registry.

Upon registration of a strata plan, any common property vests in the body corporate and
a certificate of title issues in the name of the body corporate. The body corporate holds
the common property as agent for the proprietors. The certificate of title is also a
medium for recording the schedule of unit entitlement, alterations of by-laws and
various orders made by a Strata Titles Board. The legislation authorises a body
corporate to acquire, by transfer or lease, adjoining land or an interest therein for the
purpose of creating additional common property. Such an acquisition may only be
undertaken by a unanimous resolution of the body corporate. 1£ acquisition of
additional land is effected by transfer, it must be preceded by registration of a
deposited plan, showing as a single allotment the original parcel plus the newly
acquired land.

In any dealing relating to a lot, a reference to a lot includes a reference to the share of
the owner of that lot in common property. A body corporate may, pursuant to a
unanimous resolution, transfer or lease common property.

The legislation provides for the staged development of a strata scheme. Such
development includes the progressive construction of building and works on
,development lots' , together with the subsequent subdivision of each such lot and a
consequential adjustment of the unit entitlement in the scheme. Development lots
may be situated wholly or partly above, below or alongside the building to which
the strata scheme initially relates. Thus, it is possible to strata subdivide a building
as additions are made horizontally or vertically
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Community Titles

Legislation has been designed to fill the vacuum between conventional subdivision
and strata subdivision which were previously the only methods of subdividing land
in some countries. The effect of the legislation is to enable common properhJ to be
created within conventional subdivisions.

In addition to extending the concept of the shared use of common facilities to
subdivisions which might consist of no more than vacant blocks of land, the
legislation also provides for the development of planned communities of any type
where the use of some land is shared. It enables development of non-stage schemes
or of schemes comprising several stages over an unlimited time frame, and will
permit projects ranging in size from small groups of houses clustered around
common open space to large communities with shared roadways and facilities on
commercial. sporting, recreational or agricultural features.

As is the case with the strata legislation, common areas within a development can be
owned and managed by a body corporate (known as an association) comprising all
let owners. The association owns the common areas, referred to as association
property, as agent for its members in shares proportional to the members' unit
entitlement, based on site values, which determines voting rights and contributions
to maintenance levies.

However, as a means of overcoming the limiting effect of strata legislation, which
typically does not facilitate the promotion of theme developments or mixed
developments containing separate areas for residential, commercial, recreation and
industrial uses, community titles provides the machinery for flexibility in the
management and administrative arrangements operating within a scheme. This
necessary degree of flexibility is achieved by providing for a multi-tiered
management concept and by permitting a management statement to be prepared for
each scheme, setting out the rules and procedures relating to the administration of
and participation in, the scheme.

Community style subdivision can be used as a legislative framework for medium
density housing and also facilitates the construction of major resort developments.

The concept contains a number of significant features to permit its application to a
wide variety of developments and to provide sufficient flexibility to maximise its use
by developers. The features are as follows:

1. Staged Development of Schemes

Community land development permits community schemes to be completed in
stages. This has several advantages:

• initial development costs are lower because one stage can be used to finance the
construction of later stages;

• higher density may be achieved;
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• with an amalgamated site, greater flexibility of design permits the more
appropriate siting of buildings in sympathy with each other and with the
environment. The development thus promotes the more effective use of land
than existing forms of subdivision;

• purchase prices should be lower if the initial development costs are reduced.

Because staged projects may be completed over a period of several years, developers
are given flexibility to alter schemes to adapt to changing social and economic
circumstances. The legislation does not require a developer to provide full details of
a completed scheme at the outset of a community development. There is provision
for a developer to make optional disclosures in the form of a development contract
lodged with the community plan. The development contract is discussed below. It.
is possible for a developer to amend a scheme prior to completion and this is
referred to in greater detail below in paragraph headed'flexibility of development' .

2. Non-stage Development

The legislation permits developers to undertake a non -staged subdivision by
registration of a neighbourhood plan. Upon registration of the plan, a body
corporate known as a neighbourhood association is created.

A developer undertaking a neighbourhood scheme is required to disclose at the
outset whether facilities are to lie constructed on the association property (known as
neighbourhood property). The disclosure is contained in a development contract
which accompanies the neighbourhood plan when lodged for registration and which
is binding on the developer and subsequent purchasers.

3. Management Structures

The multi-tier management concept is regarded as a key feature of the legislation.
Experience has shown that the 'management and related provisions of the strata
legislation are inadequate to cope with the management of large scale developments.
The concept is designed to overcome these deficiencies by enabling promoters to
develop large scale schemes in the knowledge that there is adequate statutory
support to ensure that the schemes are effectively managed in the future.

The multi -tier management concept applies only to schemes which are developed in
stages. Accordingly, only one level of management is permitted in a non-stage
scheme. It is left to the discretion of the developer to determine whether a scheme
should be developed in stages and, if so the resulting management structure which
should apply.

A two tier or the maximum three tier management structure applies where a stage
development is undertaken, The first plan to be lodged for registration in a stage
scheme is a community plan, and upon registration of the plan a community
association comes into existence. It is entrusted with the first tier of management
'and exercises 'umbrella' control over matters concerning the community as a whole.
For example, the community association may be concerned with maintenance of the
overall community theme, architectural guidelines, security, road network and
landscaping.

122



In a proposed two tier managerial structure, the second tier of management is
created by registration of a neighbourhood plan subdividing a community
development lot in a community plan into lots for separate use or disposition known
as neighbourhood lots. The neighbourhood scheme is administered by a
neighbourhood association which automatically becomes a member of the
community association. Alternatively, development lots may be subdivided by
strata plans, in which case the strata body corporate created upon registration of the
strata plan (known as a strata corporation) becomes a member of the community
association and constitutes the second level of management.

The resulting levels of management are as follows:
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Three Tier Scheme

Two Tier Scheme

Where a developer wishes to create three levels of management, this may be done by
interposing a precinct association between the community association and any
neighbourhood association or strata corporation as follows:
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In certain instances a developer may wish to introduce a third tier of management
into a scheme. A three tier scheme is available simply as an option and might be
used in a. particularly large scheme or where a variety of uses are mixed within the
one development.

Thus the three tier management structure is created in the following way: a
.community plan divides land into development lots and community property,
giving rise to a community association. A precinct plan is then prepared,
subdividing one of the development lots into precinct lots and precinct property.
Upon registration of the precinct plan, a precinct association comes into being. A



Three Tier Scheme
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precinct lot is then subdivided by a neighbourhood plan or a strata plan, giving rise
to a neighbourhood association or strata corporation, the third tier of management.

It is not necessary in a three tier scheme that each community development lot be
subdivided by a precinct plan. The management structure could, for example, be as
follows:

4. Management Statement

Because the common areas are owned and managed by proprietors of lots in a
community scheme, the legislation gives statutory recognition to the need for
adoption of management rules and conditions that are especially relevant to the
particular development concerned. The legislation recognises that the management
provisions essential to the effective administration of, for example, a retirement
scheme, would be substantially different from those applying within a rural
community or a scheme established for special sporting or recreational activities.
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