
 
 
 

Gujarat RERA (RAMPS & BI) 
User Manual – Financial Management- 

External Users 
(V. 0.1) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

2 
 

Contents 

1. FORM 5 (ANNUAL AUDIT) FILING PROCESS .............................................. 3 

1.1. Annual Audit (Form 5) ..............................................................................................................................3 

1.2. Annual Audit Process Understanding ....................................................................................................4 

1.3. Annual Audit Process – Step by Step ....................................................................................................4 

2. PAYMENTS/REFUNDS, ACCOUNTS ....................................................... 14 

2.1. Payments and Refund posting on the portal ...................................................................................... 14 

3. PCWF (PROFILE CHANGE WITH FEES) ................................................. 18 

3.1. PCWF for TP Details (Technical Detail Changes) ............................................................................... 18 

3.2. PCWF for Legal Details (Technical Detail Changes) .......................................................................... 22 

3.3. PCWF for Both (Legal and Technical Detail Changes) ...................................................................... 25 

4. BANK CHANGE REQUEST ...................................................................... 31 

4.1. Background ............................................................................................................................................ 31 

4.2. BCR (Stage-1) Application Process ..................................................................................................... 32 

4.3. Initiating Bank Change Request Process ........................................................................................... 32 

4.4. Filling & Submission (RA1+RA2) ......................................................................................................... 33 

4.5. Initiating (RA3+RA4) application .......................................................................................................... 37 

4.6. Filling & Submission (RA3+RA4) ......................................................................................................... 38 
 



 
 
 

3 
 

1. Form 5 (Annual Audit) Filing Process 
1.1.Annual Audit (Form 5) 
As per Chapter II, the third proviso to Section 4(2)(l)(D) of the RERA Act, the promoter shall get 

his accounts audited within six months after the end of every financial year by a chartered 

accountant in practice, and shall produce a statement of accounts duly certified and signed by 

such chartered accountant and it shall be verified during the audit that the amounts collected for 

a particular project have been utilized for the project and the withdrawal has been in compliance 

with the proportion to the percentage of completion of the project. 

 

Further as per Chapter III, section 11(f) of the RERA Act the promoter shall such other 

information and documents as may be specified by the regulations made by the Authority. Also 

as per Regulation 4 of the Gujarat Real Estate Regulatory Authority (General) Regulations 2017, 

the promoter on his webpage on the website of the Authority, as required under sub-section (1) of 

Section 11 of the Act and Rule 3 and 4 of the Gujarat Real Estate (Regulation and Development) 

(General ) Rules 2017, the promoter shall upload the annual report on statement of accounts, in 

Form 5 (issued in accordance with the third proviso to section 4(2) of the Act) duly certified and 

signed by the chartered accountant in practice who is the statutory auditor of the promoter’s 

enterprise, read with Explanation 1 & 2 of Regulation 4. 

 
Projects liable for submitting Form 5: 
 
Q. Which projects are required to provide audit report Form 5 for a particular FY and till when? 

A. The new system has made minor changes in the Form 5 eligibility consideration: 

(a)   All the Projects which are approved before 1 April of a particular financial year and not 

complete (Q-E) not filed before 1 April of a particular financial year are eligible to submit 

annual return of the immediate previous financial year. The Annual return of a FY has to 

be submitted before 30 September of the immediate next financial year. 

[A project having registration granted on 31st of March 2020 of FY 19-20 and is having 

project end date as 31st December 2022, the promoter has to submit annual return for 

 FY 1920 – Before 30 September, 2020 

 FY 2021 – Before 30 September, 2021 

 FY 2122 – Before 30 September, 2022 
  

2. The project promoter has to get the audit executed for every FY and get Form 5 submitted 

to GujRERA Authority for each FY as per above logic. 
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In this regard, GUJRERA authority has defined the Standard Operating Procedure (SOP) for 

online submission of Form – 5 (Annual Audit) by Promoter. The same has been incorporated and 

made accessible to Promoter through existing GUJRERA Portal on https://gujrera.gujarat.gov.in  

The detailed step by step instructions to file the RERA Annual Return is explained in this 
document. 

1.2. Annual Audit Process Understanding 
 

 
 
 Above process flow describes how the auditor and promoter will be able to complete the 

audit report (Form 5) submission to Gujarat RERA for the applicable financial year. 

1.3. Annual Audit Process – Step by Step 
1. Promoter user initiates Form 5 from the tile view post clicking a financial year (active) 
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Promoter searches the CA for assigning form 5 request and submits the remarks. Promoter can 
at any point in time reject the form 5 assignment also.  
 
*Note: Eligible CA for filing the Form 5 for a project will be the one who has not filled any form 
3 for the project in the FY for which Form 5 is to be submitted 
 

 
 
2. CA user logs in and accepts/ rejects the form 5 request from dashboard 
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3. After accepting the Form 5 request by promoter CA starts filing Form 5 designed as per 
GujRERA regulation, CA has an option to view the previously submitted Form 5 from the 
Form 5 History tab. User can add multiple bank accounts if needed. 
 
Please note the opening balance date must be within the Financially Year period 
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There is an excel upload facility to report multiple violations here 
 

 
 

 
 
The CA files the responses to the respective audit queries as mentioned above. 
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User can also save the progress of the submissions.  
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On question 11, the history of all Form 1, Form 2, Form 2A and Form 3 are also visible along 
with the Form 5 history under the History tab 
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4. After the submission, there is facility to view the submission, user can click on previous to 
make any changes to the form 5 before e-sign. For e-sign click on Generate PDF and CA can 
e-sign the form 5. Only e-signed form 5 by CA and be submitted by promoter to authority. 
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5. Once the Form 5 is submitted by CA, it is reflected on the dashboard of Promoter as e-
signed 
 

 
 

 
The promoter can click on View, the Submitted Form 5 is visible, and promoter can accept/ 
reject the submitted form 5 before submitting to authority. All the RAF flags will be shown to 
the promoter (highlighted in Pink) 
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While filing for QE the system may prompt the user to file Form 5 post filing form 4, as per 
the project end date and pending form 5. The user may choose to skip the form 5 while filling 
the QE and later submit the form 5 (based on the last date of filing form 5). 

2. Payments/Refunds, Accounts 
2.1. Payments and Refund posting on the portal 

- Promoter User can make online payment with the help of SBI ePay gateway for all kind 
of payments made for various applications on GujRERA Portal 

- The Payment screen shows the system calculated Fees for the given Project Registration 
application. Click on all the Terms & Conditions checkboxes and click on Agree & Pay 
button to Proceed as shown below: 
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- The payment receipt generated from system captures details as presented below 
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- Further, the promoter can apply for refund for the paid fees through support ticket 
requests to accounts department and refund will be processed online. The refunded 
amount will be credited to payees account(Source of payment) online. 
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3. PCWF (Profile Change with Fees) 
Promoter user can apply for Technical or Legal related Profile Change requests over the project 
life cycle and authority can process these requests online. 
 
System allows the promoter with flexibility in the application, promoter can either apply for 
Legal or Technical profile change or can apply for both legal and TP together. 

 
 

3.1. PCWF for TP Details (Technical Detail Changes) 
Through this application, Promoter can apply for change in technical details as followed: 
 Project Name 
 Authorized Signatory 
 Form B 

 
Step 1: Promoter can select “TP Profile Change Request” from the apply section of the project 

 
 
Step 2: Upon selecting this, the details selector section opens up: 
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Step 3: Promoter can update the Project name and Authorized signatory details for the project. 
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Step 3: Promoter has to pay online fees for this and post which a unique acknowledgement 
number is assigned to this request 
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Step 4: Once acknowledgement no. gets generated promoter can Print application and Payment 
Receipt. 

 
 
Step 5: Print Application 
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Step 6: Print Receipt 

 
 
 

3.2. PCWF for Legal Details (Technical Detail Changes) 
 
Through this application, Promoter can apply for change in Legal details as followed: 
 Encumbrance Certificate 
 Sale Deed 
 Sale Agreement 
 Form B/B1/B2 
 Allotment Letter 

 
Step 1: Promoter selects “Legal Profile Change Request” from the apply section of the project 
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Upon selecting this, the detailed section opens up. 
 
 
Step 2: Promoter can update Encumbrance Certificate, Sale Deed, Sale Agreement, Form B and 
Allotment Letter with this request. If the promoter wants to change only one of these, promoter 
can upload the same (old relevant) documents in the other fields. Please note do not upload 
irrelevant document as it will replace the actual uploaded document (uploaded at the time of 
registration) 
 

 
 
Step 3: Promoter has to pay online fees for this and post which a unique acknowledgement 
number is assigned to this request 
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3.3. PCWF for Both (Legal and Technical Detail Changes) 
 
In case promoter wants to go ahead with both Legal and Technical changes, he is allowed to 
select both legal and TP to make desired changes. Through this application, Promoter can apply 
for change in Legal & TP details as followed: 
 Project name 
 Authorized Signatory 
 Encumbrance Certificate 
 Sale Deed 
 Sale Agreement 
 Form B/B1/B2 
 Allotment Letter 
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Step 1: Promoter selects “Both(TP & Legal) Profile Change Request” from the apply section of 
the project 

 
 
Upon selecting this, the details selector section opens up: 

 
 
Step 2: Promoter can update the Project name and Authorized signatory details for the project. 
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Step 3: Promoter can update Encumbrance Certificate, Sale Deed, Sale Agreement, Form B and 
Allotment Letter with this request 
 

 
 
 
Step 4: Promoter has to pay online fees for this and post which a unique acknowledgement 
number is assigned to this request 
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Step 5: Once acknowledgement no. gets generated promoter can Print application and Payment 
Receipt. 

 
 
 
Step 6: Print Application 

 
 
 
Step 7: Print Receipt 
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4. Bank Change Request 
4.1. Background 

 
In exercise of the powers conferred by Section 37 of the Real Estate (Regulation and Development) 

Act-2016, the Gujarat Real Estate Regulatory Authority having considered it necessary in the 

interest of on‐time delivery of any plot, apartment or building and for the purpose of ensuring the 

non‐diversion of project funds, has issued the “Gujarat RERA Bank Account Directions, 2018”. 

 

In accordance to this, the Promoters now will be able to provide online request to Gujarat RERA 

Authority for changing the Project specific RERA Bank Account and take necessary approvals. 

 

Projects liable for submitting BCR: 
 
Which projects are required to provide Bank Change Request to Authority? 

(a) Any registered project that requires change in RERA Bank Account at any stage till the Project 

is completed as per RERA Act, Rules and Regulation. 

(b) Any Project having provided different bank account details during Project Application and 

Subsequent Quarterly return updates. 

(c) If the existing Project RERA bank account is not as per the GujRERA Banking Directions. 

 

Upon finding any discrepancy in such cases of change of RERA Project Bank 

Account without prior approval of the GujRERA Authority, Project Promoter is 

liable for the Authority Action as may be decided. 

 

In this regard, GUJRERA authority has defined the Standard Operating Procedure (SOP) for 

online submission of Bank Change Request by Promoter.  

 

The detailed step by step instructions for the same is explained in this document. 
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4.2. BCR (Stage-1) Application Process 
4.3. Initiating Bank Change Request Process 
 
Step 1: The promoter clicks on the Login link on the Home Page and then enters the Login ID 
and Password for accessing the Promoter Dashboard 
 

 
Step 2: The promoter then clicks on the Approved Project on the top of the Dashboard screen for 
which BCR Application is to be initiated. 
 

 
 
 
 
Step 3: Click on the Apply flag shown on the right side of the Screen and click on Bank Change 
Request option from the collapsible list. 
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4.4. Filling & Submission (RA1+RA2)  
Step 4: The BCR (RA1+RA2) form is open for application. Please note till the time the BCR 
application is approved/rejected, the promoter cannot apply for QPR and may default on the 
filing. Hence, the next applicable/active QPR last date of filing is shown in the declaration to avoid 
any default on the end of promoter. 
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The Bank Details are auto fetched from the Application Form – A that has been submitted to 
authority for the RERA Registration during BCR request for the first time. 
In RA2, as per RERA Banking Direction, “<Project Name> RERA Account for 
<Name of Project>” is auto-fetched from the Project Registration Form-A. 
Fill in the relevant details, select reason for Bank Change from the dropdown list, Upload RA2 
certificate with existing bank, First page scan of Bank Passbook (New Bank). Click the Declaration 
checkboxes and click on Submit to continue. 
 
Step 5: Preview and print Application & make Payment. 
As shown below, click on Preview application to generate PDF preview of RA1+RA2 form, filled. 
Click on declaration checkboxes followed by Agree and Pay button, to make payment for 
RA1+RA2 and proceed to the Confirmation section. The Agree and Pay button shall be enabled 
only after all checkboxes are ticked. 
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Preview and Print PDF screen: 
 
Click on the Preview application to view the filled application, click on Print button to download 
the application form. 
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Step 6: Confirmation  
An Acknowledgement Number is systemically generated once the payment is made successfully 
for future reference of the applicant.  
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Click on Print Receipt button to view the system generated payment receipt (as shown below). 
The Application is submitted successfully for the Approval of the authority and submitted 
application can be seen in the Promoter Dashboard BCR section. 
Till the time authority approves the BCR RA1 and RA2, Promoter will not be allowed 
systemically to Submit RA3 and RA4 application. 

Promoter will get an E-mail and SMS confirmation upon successful submission of RA1+RA2. 

 
 

4.5. Initiating (RA3+RA4) application 
 
Step 1: The promoter clicks on the Login link on the Home Page and then enters the Login ID 
and Password for accessing the Promoter Dashboard 
 

 
 
Step 2: The promoter then clicks on the same Project on which RA1 and RA2 is approved from 
top of the Dashboard screen. 
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Step 3: Click on view button against the BCR application for which RA1 and RA 2 is approved 
 

 
 

4.6. Filling & Submission (RA3+RA4)  
Step 4: The BCR (RA1+R2) which is approved is in read only and the (RA3+RA4) is open for 
application.  
Fill in the relevant details as shown in below screenshot, i.e., Transferred Amount as per RA3*, 
Date of Transferred Amount as per RA3, Upload RA3 (Pdf) and Upload RA4 (Pdf). 
Click on Submit to continue.  
.  
*Note: Transferrable Amount as per RA3 must be equal to the Closing Balance as filled and 
approved in RA2. 
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Step 5: View on Promoter Dashboard. RA3+R4 application is submitted successfully and Status 
is “Pending Scrutiny” (shown below) 
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Promoter will get an E-mail and SMS confirmation upon successful submission of RA3+RA4 
and also upon Approval of the same by the Authority. 

Note:  

Upon RA1 and RA2 approval, Promoter will be barred to file the applicable 
quarter till the time RA3 and RA4 are Submitted and Approved by the 
Authority. 

It is the sole responsibility of the promoter to obtain RA3-RA4 and submit the 
same to authority online on-time. The promoter will be accountable for the 
consequences occuring due to any delay in this process.  

It is advisable to avoid submission of BCR around the Applicable Quarter 
Ending Dates.  
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Disclaimer 
 
All the images, screenshots, plans etc. used in this document are just for demonstration and for the 
purpose of user training only. The actual system, icons, tables may differ from the ones shown here. The 
details mentioned here are subject to change without prior information to the users. 

 

 


