
Customer submits 
application for Registration 

to RoS via Digital 
Submission System

Application type

Dealing with Whole 
(DW)

First Registration (FR) Transfer of Part (TP)

DW Intake Officer reviews 
and validates auto-​created 

application

The whole of a single registered title Part of a registered title

No prior LR registrations

DW Intake Officer reviews 
and manually creates 

application

DW Officer examines the 
deed, payment type and 
confirms application type

DW Officer creates rejection 
notification, includes 

rejection reason.

FR Officer creates rejection 
notification, includes 

rejection reason.

FR Plans Officer maps 
property to be registered on 
the Cadastral Map or re-​uses
existing Plans Report extent

FR Intake Officer reviews and
validates auto-​created 

application

FR Intake Officer reviews and
manually creates application

TP Intake Officer reviews and
validates auto-​created 

application

TP Intake Officer reviews and
manually creates application

Application created 
automatically in RoS 

systems Application created 
automatically in RoS 

systems

Application created 
automatically in RoS 

systemsYes No

Yes No Yes No

Does application 
comply with 
legislation?

Does application 
comply with 
legislation?

Does application 
comply with 
legislation?

TP Intake Officer identifies 
property on the Cadastral 

Map if required or prepares 
application for registration 

completing relevant sections 
of Title Sheet.

TP Officer creates rejection 
notification, includes 

rejection reason.

Yes No
Yes No No

Notification sent to 
submitting party.

Notification sent to 
submitting party.

Notification sent to 
submitting party.

Does application need 
to be referred to Senior

Officer?

Senior Officer 
reviews and 

advises

Despatch: DW Officer 
completes registration and 
creates Title Sheet - link to 

the Title Sheet and 
notification generated

YesNo

Proceed
as recommended

Reject

Title Sheet available on 
ScotLIS

Senior Officer 
reviews and 

advises

Application referred to Senior Officer
for advice

Reject
Proceed
as recommended

Does application 
need to be referred 

to Senior Officer?

Senior Officer 
reviews and 

advises
Reject

Proceed
as recommended

Yes

FR  Plans Officer prepares 
application for registration 

completing relevant sections 
of Title Sheet

No

FR Officer adds Closing 
Notes to the General 

Register of Sasines search 
sheet

FR Legal Settle Officer checks
all sections of Title Sheet and

updates as required

Does application 
need to be referred 

to Senior Officer?

Senior Officer 
reviews and 

advises
Reject

Proceed
as recommended

Yes

Despatch: FR Officer 
completes registration - link 

to the Title Sheet and 
notification generated

Title Sheet available on 
ScotLIS

Senior Officer 
reviews and 

advises
Reject

Proceed
as recommended

Category of 
the TP 

application 
determined

Standard

TP Legal Officer 
examines the application
and instructs TP Officer 

on mapping

TP Plans Officer maps 
property to be 

registered on the 
Cadastral Map

TP Officer maps 
property to be 

registered on the 
Cadastral Map

Application referred to Senior Officer
for advice

Does application 
need to be referred

to Senior Officer?

Senior Officer 
reviews and 

advises

Proceed
as recommended

Yes

TP Legal Settle Officer checks
all sections of Title Sheet and

updates as required

No

Yes

TP Plans Officer maps 
application and 

completes Title Sheet as
per instructions for this 

development

Complex
Property is a part
of development

Does application 
need to be referred 

to Senior Officer?

Senior Officer 
reviews and 

advises

Proceed
as recommended

Yes

Despatch: TP Officer 
completes registration - link 

to the Title Sheet and 
notification generated

Title Sheet available on 
ScotLIS

No

Reject

Reject

Customer uploads deeds, 
data and documentation 
required for registration 

digitally

Digital draft 
application for 

registration created


