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1. Consultancy Agency : Starting the Process

The Consultancy agency starts the process by clicking on ‘New Temporary Porta cabin Permit Request’ in
the services (Figure 1).

The Panel (Figure 2) will appear where the consultant will fill the data:

Old license
Project Data
Applicant Data
Property Data
Owner Data
Contractor Data

0 0O O 0O O O O

Attachments

Ministry of Municipality & Environment

7> @eneral” [ Services "* Meeting 4 d Search . C profile. §  Search PIN Welcome init1 init1 ]
My Applications %/ Services (%!
Services
New Building New Temporary New Building New Building
Permit Request Portacabin Permit Request Permit Request
Permit Request Modification Renewal
=\
<
Completion New Electricity
Certificate Load

Figure 1 — Services
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New Temporary Portacabin Permit Request

1. Old license 2. Project Data > 3. Applicant Data > 4. Property Data > 5. Owner Data > 6. Contractor Data > 7. Attachments >

ESava | =] [
Barcode
E] License and Municipality
License Number | 123 |
Municipality [AL Doha Municipality =
@

Figure 2 — New Temporary Porta cabin Permit Request: Old License
The Consultant should enter the valid License Number and choose the municipality.

Once he finishes he clicks on the Next button in the footer of the panel.

In this section the consultant should fill the data below:

Project Description
Project Name
Required Works
Permit Type
Length

Width

Height

Number of Stores

0O 0 0O O 0 0O 0O 0 ©

Number of Types
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New Temporary Portacabin Permit Request =

1. Old license 2. Project Data 3. Applicant Data > 4. Property Data > 5. Owner Data > 6. Contractor Data > 7. Attachments >

BSave | (B 'l
[+] Project Data

Temporary Porta cabin Test
Project Description

Project Name Porta cabin 1 ‘
Porta cabin 1...

Reguired Works

Permit Type | This field s required =
Length 10 ‘
Width |7 ‘
Height [3 |
Number of stores |1 ‘
Mumber Of Types |1 ‘

-

Figure 3 — New Temporary Porta cabin Permit Request: Project Data

Once he finishes he clicks on Next button.

The Back button will enabled during all the next steps.

The consultant should enter a valid ID No, the two fields Name in Arabic and Mobile No will be enabled
than the Name will be brought through the integration with MOI.

New Temporary Portacabin Permit Request =

1. Old license > 2. Project Data 3. Applicant Data 4. Property Data > 5. Owner Data > 6. Contractor Data > 7. Attachments >
ESava | C4 [l
[~] Applicant Data
IDNo. |29178800491 |
Name (in arabic) |d\,w A o g |
Motile No. |50689851 |
@ B
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Figure 4 — New Temporary Porta cabin Permit Request: Applicant Data

The consultant fills the ID No. and then cIicks@, the Name Text Box will be filled by the name

depending on the ID No.

The consultant should also fill the Mobile No. then clicks on Next Button.

New Temporary Portacabin Permit Request

BS&VE |n._\> Il

[~] Property Data

Pin No.
Municipality
Location

Street No.
Street Name
Real Estate No.
Land No.

Title Deed No.

Area Space

455120122

[1242

[1047.88

‘ Back Mext ’

28

1. Old license > 2. Project Data > 3. Applicant Data 4. Property Data 5. Owner Data > 6. Contractor Data > 7. Attachments >

Figure 5 — New Temporary Porta cabin Permit Request: Property Data

This section is the same in the new building permit Request process; the consultant fills the Pin number

and cIicks@.

The data: municipality, location, street number, street name and area space will be filled depending on

the pin number.

The title deed number should be entered manually by the consultant, the real estate no and the land

numbers are optional.

Once the consultant finishes all the mandatory data he can clicks the Next Button.
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The consultant should fill at least one of the sub panels below
o Personal
o Government

o Companies
And it’s almost like the owner data that the consultant should fill in the new building permit request.

Hoe > e > 3 Applicant bata > 4 Property Data 5. Owner Data 6. Contractor Data > 7. Attachments >
ESave | Bl |l
" Government
©add  DReload o
D Mo, |??r.-:sﬁaw.-;smqwhs-d | Record |mﬁﬁﬂ‘di€raths-d
Mobile No Nome (1
arabic)
- = Beneficiary ID
Beneficiary
Name
: & Mobile No.
< >
Companies
©@add
Commercial - = -
License No. | This field is required |
Mobile No.
-

Figure 6 — New Temporary Porta cabin Permit Request: Owner Data
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1.4.1 Personal

Personal

@add  “Reload
ID No. |m:s field is required |
Mobile No.

Type w

28840001363 50504555 Owner

Figure 7 —Owner Data: Personal

The consultant in Personal panel should first of all fill the ID No and clicks—-.
The text box Mobile No and the combo box Type will be enabled so that he can enter the other
mandatory data.

o Add
After filling all mandatory fields he can press o to add the new person in the grid below.
In case the consultant choose a type ‘Inheritors of, Orphan of or Children Of the father name text box
will appear.

Personal

Jadd  “DReload

ID No. 28840001363

|
Mobile No. | 54522222 |
Type | Inheritors of |E|

Father Name |MLJ,_. ADoeo |

Figure 8 -Owner Data: Personal 2

1.4.2 Government
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The consultant enters the Record and cIicks, the Name in arabic, the Beneficiary ID and the mobile
fields will be enabled.

He also should fill the Beneficiary ID with a valid number and cIicks so that the Beneficiary Name will
be enabled.

After filling all mandatory fields he can press Dhdd to add the new governement in the grid below.

Government

@ add
Record 88701522 |

Mame [in
arabic)

Beneficiary ID | 20178800491 |

Beneficiary
MName

|l 5l |

Mobile No. | 44522011 |

< >

Figure 9 —Owner Data: Government

1.4.3 Companies

The consultant should fill a valid Commercial License No. of the company and clicks so that the
Mobile No. become enable

After filling the Commercial License No. and the Mobile No. he should press Dhdd to add the new
company to the grid.

Companies
& add
Commercial = = . .
e | This field is required |
Mobile No.
Q9789 44525222 @

Figure 10 —Owner Data: Companies
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Note: The consultant can add more than one item in every grid in the descriptions above.

The consultant has many mandatory data in this section, he must, first of all fill a valid Contractor

Ca] ]
Commercial License and on cIickin the other fields will be enabled, so the consultant has to finish
filling the rest:

o Contractor Name
o Mobile No.
o Starting Date
o Complete Date
o Email
He also should check the first check box if the project contains any oil derivatives, and the second check

box to confirm that all the data are correct, without checking the second check box he cannot send the
document.

B8

1. Old license > 2. Project Data > 3. Applicant Data > 4., Property Data > 5. Owner Data 7. Attachments >

Bsave | n_} | |
[« Contractor Data
Contractor
Commercial License |3 |
MNumber
Contractor Name |q5Ln.JI gl golbao |
Mobile No |44042008 |
‘Waorks starts on Date | 15/09/2016 @
\[l’\d;:rekscnmpletedon |18f09f2l]16 @
Email | impressicncultiv@gmail.com |

Does the project contain any of the oil derivatives?[_ |
| Confirm That All Data Are Correct

‘ Back Next .

Figure 11 — New Temporary Porta cabin Permit Request: Contractor Data
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This setion is just like the one in the new building permit request, the consultant must select a folder
and the two buttons ‘Single Attach’ and ‘Multiple Attach’ will appear, he must upload files in the
mandatory folders with the green label, he can upload files in other folder if it’s necessary.

At this stage the ‘Send’ button become enabled.

=8

1. Old license > 2. Project Data > 3. Applicant Data > 4. Property Data > 5. Owner Data > 6. Contractor Data 7. Attachments

ESave | Cflsend | |
[+ Attachments

[ L multiple Atmch |

D | S | &= Single Attach

= [ Attachments
[ [~/ Original Mail
__| Original Mail
_»Copy of Ownership and Property document (PD) certified by the real estate registration(VL & months)
_&Copy of owner's ID or authorized person
_ & Consultant’s authorization by owner
__| Establishment ID and commerdial permit of the organization
_ | Housing department letter
| Allocation letter (for government projects)
__| No objection Letter from third parties such as the Supreme Coundil of health, Awgaf ... etc
__| Copy of inguiry of planning and architectural regulations
__| Consultant Engineer Office Obligation
| rchitectural Drawings Preliminary
__| Policy plan
__|Other Attachments
3] _J Previous approval (for additions, medification and renew)
] _JServices Requirements
2 ) 7] Minor Projects Reguirements
__| Delivery Permit Attachments v
_| Admin Folder

Y PO

Figure 11 — New Temporary Porta cabin Permit Request: Attachments
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B8

1. OId license > 2. Project Data > 3. Applicant Data > 4. Property Data > 5. Owner Data > 6. Contractor Data

Esave | Ceglsend | |
[+ ] Attachments
DILe) @
= [ Attachments ~
[~ Original Mail
| Original Mail

:I__—i]CUpy of Ownership and Property document (FD) certified by the real estate registration{VL 6 months)
[E | 1)0wnerShip Certificate.png
:I_j]C‘.opy of owner's ID or authorized person
[E | 1)0wner Id.png
:I_j]Consultant's authorization by owner
[2] | 1)Delegation by owner.png
|| Establishment ID and commercial permit of the organization
|| Housing department letter
|| Allocation letter (for government projects)
|__| No objection Letter from third parties such as the Supreme Coundil of health, Awgaf ... etc
|| Copy of inguiry of planning and architectural regulations
|__| Consultant Enginesr Office Cbligation
|| Architectural Drawings Preliminary
|| Policy plan
|| Qther Attachments
1!__—i] Previous approval (for additions, medification and renew) v
ﬂ__—i]Serwces Requirements

& 5 »

Figure 12 — New Temporary Porta cabin Permit Request: Attachments

After uploading the necessary files the consultant can finally send the request to the municipality by

Cflsend |

clicking on
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1. Old license 2. Project Data 3. Applicant Data 4. Property Data 5. Owner Data 6. Contractor Data 7. Attachments

ESave | @Se.nd |l
[« Attachments
DINO) 1]
= E‘Artadw ments ~
8 [/ Original Mail
(2] Original Mail

=] _jCopy aof Ownership and Property document (PD) certi Information
[® | 1)OwnerShip Certificatz.png < , Are you sure that you want to Re-Transfer the request
= ___;ICDDY of owner's ID or authorized person Q) to AL Doha Municipality? Please Fill Comment Field
8] 1)0wner Id.png New Porta cabin request]
= __—JCunsuItant's authorization by owner
[® | 1)Delegation by owner.png
|__| Establishment ID and commercial permit of the organig
|| Housing department lstter
|| Allocation letter (for government projects)
|| No objection Letter from third parties such as the Supi
|| Copy of inquiry of planning and architectural regulations
|2l Consultant Engineer Office Obligation
|| Architectural Drawings Preliminary

(=1 Policy plan

| Other Attachments
= _—J Previous approval (for additions, modification and renew) W
£] __—ﬂSewices Requirements

Figure 13 — New Temporary Porta cabin Permit Request: Attachments

1. Old license 2. Project Data 3. Applicant Data 4. Property Data 5. Owner Data 6. Contractor Data 7. Attachments

Hsave | Ceglsend | |
[+ Attachments
DINON @
dE'Al‘tad1ments ~
[# 7/ Original Mail
(5] Original Mail

=] _—acapv of Ownership and Property document (FD) certified by the real estate registration{VL 6 months)
[& | 1)OwnerShip Certificate.png
==l copy of owner's ID or autharized persan Send Document [ %]

5| 1)0wner 1d.png The Document TR/2016/0000004 was sent successfully
=] _—acansultant’s authorization by owner

[® | 1)Delegation by owner.png

|__| Establishment ID and commercizl permit of the organi:

|| Housing department letter

|| Allocation letter (for governmant projects)

|| Mo objection Letter from third parties such as the Supreme Coundil of health, Awgaf ... etc

|| Copy of inquiry of planning and architectural regulations

|="I Consultant Engineer Office Obligation

|| Architectural Drawings Preliminary

(=1 Palicy plan

|| Other Attachments
H _—?J Previous approval (for additions, medification and renew) v
=] __—aServlces Requirements

‘ Back

Figure 14 — Document Sent
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2. Municipality Coordinator

Once the consultancy agency sends the porta cabin document to the municipality, the coordinator will
find it under the ‘Temporary porta cabin’ inbox node and he should open it to check the attachments.
He will open it and he has three actions to do:

o Send the document back to the consultancy agency (Figure 17).
o Send the documents to the engineer if the attachments are OK (Figure 18).
o Final reject

Ministry Of Municipality & Environment

Buildir

% Advanced Search **
Navigation Pane
7 My Requests -

= General”

Reports
[£3 Temporary Portacabin Permit Request - Inbox (¥

Welcome doha_coord1 doha_coord1

8 Fiter Inbox | Clear Filter
@ Refresh
My Building Permit Requests ~|| | Reference Number/Application Number PIN
Sent (0]
[egiSent (0) A = =
« Accepted (0) 3=‘Pending Request | | (=1SentsMs | [ Transfer To yel
. [= lication No. ~ Statu: Ttr. est Date Transferred Fi Transfer Date T
=2 [l Completion Certificate o ategory Application No. = Requ b rom b L
[%2 Inbox (4) = TP/2016/0000003
+ Accepted (1) B 1 5,’;[ New Temporary Portacabin Perm... DC1 Approval 1 08/09/2016 12:27:05 doha_head doha_head 08/009/2016 12:31:53 Ap
[ Sent (15) required works
= 5" Electricity Load = TP/2016/0000004
[EdInbox (0) 2 New Temporary Portacabin Perm... DC1 Approval 1 15/09/2016 16:55:05 init1 initl 15/09/2016 16:55:06 Ne
« Accepted (0) Porta cabin 1...
[glSent (0)
=H gl Temporary Portacabin Permit Request
4 Inbox (2)
« Accepted (0)
[4 Sent (2)
€ Rejected (0) vl
< >
- ~ F— - -
Figure 15 — Coordinator interface
=%
P> View New Temporary iin Permit Request »
EverSuite Viewer - cliy s, b docc ] Unlock
File Barcode
M 1 [/3p M @& Q@ Q= O Number TP/
Application No.
& A Status DC1 Appraval
ceallll psls ifgalls dynlll & ylyg
TR/2016/0000004 ol a5 liyims syl @iball =g sshill sup
[] My Task Attributes || ) Notes || [ Attachments || @ Link Documents
173| Gl ity Plried ;) umte ol iand. ; Jad PN LIS wallli g g
el s iy | @ Reply | =»Send | & Finally Reject
50684851 | as s DA ey | gl A 26178800491 i From Name:
S iy .
(Consultancy Agency initl initl
L3 50504512 s aigtlell saneo palillie 1o (@adl 3 LS il Purpose:
s 28840001363 Lepnall 3 1 For Approval
Transfer Date:
e Ol A A S FETy) 9/15/2016 4:55:06 PM
Al iad N3,
[ Notes From Sender:
i (S : New Porta cabin request
sl “
) [
sl ilall ¢ BN 2 sAlle el Zagdi®
| s Y | 3| g, 25
1242 | SEL | 1048 | (2rlom Nt inkae | 455120122 \ PIN
- [
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Information x

<  Are you sure that you want to Re-Transfer the
A correspondence to initl initl? Pleass All Comment
Field

oK || cancel

Figure 17 — Reply to Consultancy agency

Transfer [=]|E3
= Proceed
Direction | For Approval i
for approvall
Notes

Figure 18 — Send to engineer
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3. Municipality Engineer

Once the municipality engineer receives the document from the coordinator, he would have two
possibilities:

o Send it to the section head with a decision (Approved/Not Approved)

o Send it to the Civil Defense if the document has more than one floor.

o Send it back to the consultancy agency for modification.
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4. Municipality Section Head

The section head, just like the new building permit request, has the last decision.

Once he will receive the document from the engineer with approval or desapproval he will have the
possibility to proceed on the engineer decision or refuse it by sending the document to another
engineer or coordinator.
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