
Simplified Procedural Flow-chart under the BBTO

Application received

Issue preliminary reply and demand note (“D/N”) for payment 

of  initial administrative fee & LACO fee (for land exchange) 

in 2 weeks3

Application validated

Circulation of proposal

Contact applicant for relevant information, if necessary

Application to be considered at DLC 

or by officers with delegated authority 

Offer of Provisional Basic Terms (“PBTO”)2 

for acceptance in 2 weeks3

Acceptance of PBTO by the applicant3

agreed in-

principle 

subject to 

the 

resolution 

of specified 

major 

issues 

and/or 

statutory 

procedures2

Premium assessment

(procedures shown in the flow chart at 

Annex A to Appendix V)

Offer of Binding Basic Terms (“BBTO”) and issue of demand 

note for the balance of administrative fee (if any), balance of 

LACO fee (if any) and 10% of premium as deposit 

for acceptance and payment in 4 weeks3

Execution of document(s) and the applicant’s payment of 

balance of premium and 

fee(s) payable to Land Registry (“LR Fee”)

Approved

Acceptance of BBTO by the applicant with the balance of 

administrative fee (if any), balance of LACO fee (if any) 

and deposit paid3

Reject application2

Appeal against 

premium in 4 weeks3

(procedures shown in 

the flow chart at 

Annex A and B to 

Appendix V)

Application deemed 

withdrawn

Resolved

D/N settled

D/N not settled

Disapproved

Basic terms 

(other then 

premium) 

agreed

Appendix I

3 weeks1

22 

weeks2

12 weeks 4

Conditional 

approval

Title checked in order or rectifiable    

for land exchange cases

Note : 

1. Time target under Lands Department Performance Pledge to issue preliminary reply within 3 weeks advising the

applicant if the application can be processed.

2. Time target under Lands Department Performance Pledge to advise the applicant within 22 weeks of the date of

the preliminary reply if the application is rejected; or a provisional offer is made; or the application is agreed in-

principle subject to the resolution of specified major issues and/or statutory.

3. The due date for payment of initial administrative fee & LACO fee; and acceptance (including appeal against

premium) will be specified in the relevant correspondence issued by Lands Department. In general 2 weeks are

allowed for the payment of initial administrative fee & LACO fee while 2 weeks and 4 weeks are allowed for

acceptance of PBTO and BBTO (including appeal against premium) respectively. The time limits are subject to

review from time to time.

4. The applicant is required to execute the document(s) and pay the balance of premium and LR Fee by any date

within 12 weeks of the Contract Date as required by the Government.


