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Instructions for Completing the Informality Claim Form

A.  General Information 
         
1. The claim form is completed during the first interview with the party.

2. Once the Claim Registration Officer (CRO) completes the form based on the information and documents submitted by the party, the CRO must advise the party about the claim and encourage him/her to submit the claim. The CRO must ensure that the party is of legal age and that the identity document is valid.

3. The claim form must be signed by both the party and the official (each of them must sign/initial each page) 

4. Once the claim form and the evidence provided by the party are copied, a copy of the claim form is given to the party. The party also retains the original documents submitted.


5. Some claims may fall into both categories: 1. Ownership and 2. User Rights. For example, in cases where the party has informally purchased a residential property due to discriminatory laws, and the parcel is registered in the cadastral registry as municipal property, the same claim form may be used to submit the claim.

The ninth part (field - Category of the Claim) must indicate whether the claim is for category 1 (ownership) or Category 2 (user rights).

6. 	In cases where the party wishes to apply for more than one property in the same category (e.g. where he/she has informally purchased two properties and seeks legal recognition and registration of ownership for both), two separate claim forms must be used.



 7. 	The claim form is divided in parts as follows:
Part 1 – Information on the Claimant 
Part 2 – Information on the Property Right Holder if he/she is not the Claimant 
Part 3 – Information on the authorised person
Part 4 – Information on the current user (if the property is not used by the Claimant or the Property Right Holder)
Part 5 – Information on the seller or buyer depending on the case     
Part 6- The other party as a Legal Entity in the claim (if known to the Claimant)
Part 7- The other party as a Natural Person in the claim (if known by the Claimant)
Part 8- Information on the claimed property 
Part 9- Information on the property right of the claimed property 
Part 10- Evidence on uncontested possession
Part 11- Legal right claimed by the party 
Part 12- Final statement of the Claimant
		Annex (attached documents)
8. 	Only the parts that are relevant to the claim should be completed. Other parts should be crossed out in pencil and those parts will not be counted in determining the total number of parts in the claim form.

9. 	If the Claim Registration Officer has any observations or remarks related to the claim after the claim form is completed, they may add them on a separate page (titled Remarks/Comments), with the name and signature of the officer in charge of this duty, at the end of the page. THIS IS NOT PART OF THE FORM AND SHOULD NOT BE CONSIDERED AS SUCH
  
10.	For the purpose of claims processing, the term 'property right' includes any right a person may have over property. It is not limited to the right of ownership, but also includes legal possession, residential rights, user rights, etc. The expression 'Property Right Holder' has a meaning corresponding to 'property right'.

11.	Upon starting the interview, the official on duty must warn the party that, according to the Criminal Law of the Republic of Kosovo, it is a criminal offense to give false evidence in these procedures. The penalty for this is imprisonment of up to three years.

12. 	The Kosovo Property Comparison and Verification Agency and the Property Claims Commission are impartial and professional bodies. Claims must be received from members of any ethnic group and must be treated fairly and courteously. Officials must approach all parties in a professional, calm, and patient manner. Since completing the claim form is a new process for most parties, they will need advice and assistance from the official handling the claim. This advice and assistance must be provided without imposing any opinion or influencing the party’s choice or preferences.
 
13. 	Upon starting the interview, the party should be asked whether he/she has any objections to his/her identity being disclosed to the other parties.  If the answer is “Yes”, the party must explain the special circumstances that justify this. This must be included in the Claimant’s Statement. 

14. IMPORTANT NOTE:

   If a decision has been made that the KPCVA and the Commission do NOT have jurisdiction over the claim, the official receiving the claim must consult with his/her supervisor before returning the claim.
If there is any doubt about jurisdiction, the claim must be received. It may be suspended later in the procedure if necessary.
















B.   Claim Form- First Page of the Claim 

The Claimant must confirm that he/she acquired ownership through a voluntary informal transaction before 24 March 1999.

The Office where the claim is registered (Pristina, Mitrovica, Prizren, Peja, Gjilan), the date and time (automatically recorded), and the name and surname of the official who registers the claim are written in the left-hand corner under the KPCVA logo. 

The claim number is written in the upper right-hand corner under the name of the claim for legal recognition. Additionally, the barcode of the claim number must be written at the bottom centre of the page (consider automation).

Claim numbers are assigned to each Regional Office by the Headquarters until the database is created. For example: Numbers from INF000001 to INF000200 RO Pristina, numbers from INF000201 to INF000400 RO Mitrovica, numbers from INF000401 to INF000600 RO Prizren, numbers from INF000601 to INF000800 RO Peja, numbers from INF000801 to INF001000 RO Gjilan.  The sequence then continues in this order until the database is ready. The Department of General Services - Archive and Document Administration Division is responsible for this.

All collected claims must be recorded in an Excel sheet. The physical claims, together with the list of registered claims, are then sent by mail to the Department of General Services – Archive and Document Administration Division at least once a week (Monday or Friday) for quality control, scanning, archiving.
After recording, the relevant Units follow up on the claims (Information for Publication and Notification, Verification, Processing Unit), and depending on the case: dismissal by the Secretariat followed by preparation of the decision; or recommendation for approval, dismissal or refusal by the Commission, processed in the Commission's Support Office, followed by decision-making by the Commission.

The IT Unit will create a Local Disc where all scanned files will be stored and updated. The list will then be maintained by the Department of General Services - Archive and Document Administration Division which will grant read-only access to undertake and perform actions according to their responsibilities.

Part 1: Information on the Claimant 

This part contains 26 fields covering the party’s contact details, personal data, legal basis, and capacity to act.
Please note that this Part identifies the potential party: the Claimant.
Possible scenarios:
Scenario A: The Claimant is the Property Right Holder and submits the claim personally.
                    In this case:
                    Part 1: all relevant fields must be fully completed, including: claimant’s name, surname, date of birth, place of birth, personal number, nationality, gender; name and surname of the father and mother, date and place of birth of the father and mother; current address of the Claimant (it is suggested/preferred to ask the Claimant to attach the electricity bill as proof of address); mobile phone, landline, work phone, email; preferred language of the Claimant for completing the claim; and postal address for submitting documentation (it is suggested/preferred to ask the Claimant to attach the electricity bill as proof of address); legal grounds of the Claimant (Property Right Holder, family members or authorized representative), family relationship [(if any)- Spouse of the Property Right Holder, Nephew/niece without parents of the Property Right Holder, Child of the Property Right Holder, Parent (father, mother, stepfather, or adopted child) of the Property Right Holder, Stepchild  of the Property Right Holder, or other]. If the Claimant is not the Property Right Holder (reason for indirect claim – deceased, dead, missing, or other), indicate whether the Claimant or the Property Right Holder is the buyer or the seller, whether the Claimant or the Property Right Holder is a natural person or a legal entity, and whether the Claimant submitted the claim personally or through an authorized person.

Field:
	Letërnjoftimi/ Lična karta / Identity card


	



[bookmark: _Hlk162528805]This field must indicate and confirm the Claimant's personal number: 10 digits for the Republic of Kosovo or 13 digits for the former SFRY or the Republics Serbia, North Macedonia, Montenegro, Bosnia and Herzegovina, Croatia, and Slovenia. The Claimant must attach his/her ID or another identity document (a driver's license or passport may be accepted as an alternative).
Field:
	Përkatësia/Pripadnost/Nationality

	



This field must indicate and confirm that the Claimant is Albanian, Serbian, Turkish, Bosnian, Roma, Ashkali, Egyptian, Goran, or other communities (Croatian, Slovenian, Macedonian, Hungarian, Romanian, Bulgarian, Torbesi), etc.
Field:
	Gjinia/ Pol/Gender

	



[bookmark: _Hlk162425169]This field must indicate and confirm the gender of the Claimant: male or female (undefined, neutral). If the party does not wish to declare, the field may be left blank). 

Field:
	Gjuha e preferuar/ Željeni jezik/Preferred Language

	



This field must indicate and confirm the Claimant’s preferred language for completing the claim and submitting the documentation (Albanian or Serbian).
Field:
	Baza ligjore e paraqitësit të kërkesës/ Zakonski osnov podnosioca zahteva /
Claimant’s Legal Grounds 
	



This field must indicate and confirm that the Claimant is the Property Right Holder, Family Member (successor), or an authorised representative. 
Field:
	Lidhja familjare (nëse ekziston)/
Porodicna veza 
(ako postoji) Family relationship (if applicable)

	



This field must indicate and confirm the family relationship with the Property Right Holder, if applicable (in this scenario, it does not apply, as the Claimant is the Property Right Holder) Spouse of the Property Right Holder, nephew/niece without parents of the Property Right Holder, Child of the Property Right Holder, Parent (father, mother, stepfather, stepmother, or adopted child) of the Property Right Holder, Stepchild of the Property Right Holder, or other.
Field:
	Nëse paraqitësi i kërkesës nuk është bartës i së drejtës pronësore, shkaku i kërkesës indirekte / 
Ako podnosilac zahteva nije nosilac imovinskog prava, razlog zbog indirektnog zahteva 
If the Claimant is not the Property Right Holder, the reason for the indirect claim
	



This field must indicate and confirm the reason for the indirect claim, e.g. deceased, dead, missing, or other-sick (in this scenario, it does not apply, and there is no need to complete this field.)
Field:
	Paraqitësi i kërkesës ka paraqitë kërkesën/	
Podnosilac je podneo zahtev/ Claimant submitted the claim
	[bookmark: Check9]|_| Personalisht/lično/in person
|_| Përmes personit të autorizuar/putem ovlašćenog lica/through      an authorised person



This field must indicate and confirm that the Claimant acts personally;
It confirms whether the party appears in person or through an authorized representative. If represented, detailed contact information for the representative must be provided.




Field:
	Paraqitësi i kërkesës apo bartësi i së drejtës pronësore  është / Podnosilac zahteva ili nosioc imovinskog prava je/ Claimant or Property Right Holder is / 
	|_|Blerësi/Kupac/Buyer
|_| Shitësi/Prodavac/ Seller 



This field must indicate and confirm the Claimant or the Property Right Holder is - acts as the Buyer or the Seller.

Field:
	Paraqitësi i kërkesës apo bartësi i së drejtës pronësore  është / Podnosilac zahteva ili nosioc imovinskog prava je/ The Claimant or the Property Right Holder is
	|_| Person fizik/ Fizićko lice / Natural Person      
|_| Person juridik /Pravno lice/ Legal Entity



This field must indicate and confirm that the Claimant is a Natural Person or a Legal Entity; 
Here it is confirmed whether the party – Claimant or the Property Right Holder is a Natural person or a Legal entity. If the party is a Legal Entity, detailed contact information must be provided.
                    
Scenario B: Claimant is Property Right Holder represented by an Authorized Representative.                                                        
     Part 1: Must be completed in full with the Claimant’s information
 (as in Scenario A).
                    Part 3: Must be completed in full with the Representative/Authorized Person’s information.
         
 Scenario C: Claimant is NOT the Property Right Holder and submits the claim personally.
                    
[bookmark: _Hlk162440794]This field confirms whether the Claimant is the Property Right Holder or a family member. If a family member submits the claim (i.e., the Claimant is not the Property Right Holder), the following must be provided: detailed information about the Property Right Holder, evidence proving the family relationship, and the reason explaining why the Property Right Holder did not submit the claim personally.

Part 1: Must be completed with the Claimant’s information
		       (as in Scenario A).
                               This part must indicate and confirm that the Claimant is acting personally.
      
Part 2: Must be completed in full with the Property Right Holder’s information.  
This part confirms whether the Claimant is the Property Right Holder or a family member. 
If a family member submits the claim (i.e., the Claimant is NOT the Property Right Holder) the following must be provided: detailed information about the Property Right Holder, evidence proving family relationship, and the reason why the Property Right Holder did not submit the claim personally.
Part 3: Information on the representative/authorized person is crossed out.
                    
Scenario D: The Claimant is not the Property Right Holder and is represented by an authorized representative.                                                                                                             
                    Part 1: Completed in full.
	       Part 2: Completed in full with the Property Right Holder’s information.
                    Part 3: Completed in full with the information of the authorized representative.
                    Part 1, 

                    



Looking at the parts separately:

Part 1-Information on the Claimant 

                    Part.1: Relevant fields requesting the Claimant’s name, surname, date of birth, place of birth, personal number, nationality, and gender; name and surname of the father and mother, date and place of birth of the father and mother; Current address of the Claimant (it is suggested/preferred to ask the Claimant to attach the electricity bill as proof of address), mobile phone, landline, work phone, email; preferred language of the Claimant for completing the claim. All these fields must be fully completed.
Postal address for submitting documentation (it is suggested/preferred to ask the Claimant to attach the electricity bill as proof of address); legal grounds of the Claimant (Property Right Holder, family members or authorized representative), family relationship [(if any) - Spouse of the Property Right Holder, Nephew/niece without parents of the Property Right Holder, Child of the Property Right Holder, Parent (father, mother, stepfather, or adopted child) of the Property Right Property Right Holder, Stepchild  of the Property Right Holder, or other]. If the Claimant is not the Property Right Holder (reason for indirect claim – deceased, dead, missing, or other), indicate whether the Claimant or the Property Right Holder is the buyer or the seller, whether the Claimant or the Property Right Holder is a natural person or a legal entity, and whether the Claimant submitted the claim personally or through an authorized person.

Field:
	Letërnjoftimi/ 
Lična karta
Identity Card
	



This field must indicate and confirm the Claimant's personal number: 10 digits for the Republic of Kosovo or 13 digits for the former SFRY or the Republics Serbia, North Macedonia, Montenegro, Bosnia and Herzegovina, Croatia, and Slovenia. The Claimant must attach his/her ID or another identity document (a driver's license or passport may be accepted as an alternative).

Field:
	Përkatësia /
Pripadnost
Nationality 
	



This field must indicate and confirm that the Claimant is Albanian, Serbian, Turkish, Bosnian, Roma, Ashkali, Egyptian, Goran, or other communities (Croatian, Slovenian, Macedonian, Hungarian, Romanian, Bulgarian, Torbesi), etc.

Field:
	Gjinia/
Pol.
Gender
	



This field must indicate and confirm the gender of the Claimant: male or female (undefined, neutral). If the party does not wish to declare, the field may be left blank). 

Field:
	Gjuha e preferuar/ 
Željeni jezik
Preferred Language
	



This field must indicate and confirm the Claimant’s preferred language for completing the claim and submitting the documentation (Albanian or Serbian).

Field:
	Baza ligjore e paraqitësit të kërkesës/
Zakonski osnov podnosioca zahteva
Claimant’s Legal Grounds
	



This field must indicate and confirm that the Claimant is the Property Right Holder, family member (successor), or an authorised representative. 

Field:
	 Lidhja familjare (nëse ekziston)/
Porodicna veza 
(ako postoji) Family relationship (if applicable)

	



This field must indicate and confirm the family relationship with the Property Right Holder, if applicable (in this scenario, it does not apply, as the Claimant is the Property Right Holder) Spouse of the Property Right Holder, nephew/niece without parents of the Property Right Holder, Child of the Property Right Holder, Parent (father, mother, stepfather, stepmother, or adopted child) of the Property Right Holder, Stepchild of the Property Right Holder, or other.

Field:
	Nëse paraqitësi i kërkesës nuk është bartës i së drejtës pronësore, shkaku i kërkesës indirekte /
Ako podnosilac zahteva nije nosilac imovinskog prava, razlog zbog indirektnog zahteva/ If the Claimant is not the Property Right Holder, the reason for the indirect claim
	



This field must indicate and confirm the reason for the indirect claim, e.g. deceased, dead, missing, other-sick (in this scenario it does not apply and there is no need to complete this field).

Field:
	Paraqitësi i kërkesës ka paraqitë kërkesën/	
Podnosilac je podneo zahtev/
Claimant submitted the claim

	|_| Personalisht /lično /In person   
|_| Përmes personit të autorizuar/putem ovlašćenog lica/through an authorized person



This field must indicate and confirm that the Claimant acts personally; 
It confirms whether the party appears in person or through an authorized representative. If represented, detailed contact information for the representative must be provided.
Field:
	Paraqitësi i kërkesës apo bartësi i së drejtës pronësore është / Podnosilac zahteva ili nosioc imovinskog prava je/Claimant or the Property Right Holder is
	|_| Blerës/ Kupac/Buyer
|_| Shitës/Prodavac/Seller



This field must indicate and confirm that the Claimant or the Property Right Holder is – acts as: the Buyer or the Seller.

Field:
	Paraqitësi i kërkesës apo bartësi i së drejtës pronësore  është / Podnosilac zahteva ili nosioc imovinskog prava je/ Claimant or the Property Right Holder is
	|_| Person Fizik/ Fizićko lice/Natural person      
|_| Person Juridik/ Pravno lice.Legal Entity



This field must indicate and confirm that the Claimant is a Natural Person or a Legal Entity; 
Here it is confirmed whether the party – Claimant or the Property Right Holder is a Natural person or a Legal entity. If the party is a Legal Entity, detailed contact information must be provided.

Part 2- Information on the Property Right Holder, if he/she is not the Claimant 
This part must be completed in all cases where the Claimant acts on behalf of the Property Right Holder. Notes on the Property Right Holder are essential for further processing of the claim.
This includes detailed individual information of the Property Right Holder: first name, last name, date of birth, contact information, and parents' names. These details help distinguish people with the same name.
Employment details may be useful in verifying claims, such as housing claims. Proof of identity, as well as the address for sending documents, must be provided (if applicable). This address is very important because it indicates where the Property Right Holder will receive the other documents in the claim. The Claimant must also indicate which language he/she prefers. Where appropriate and possible, the KPCVA will make efforts to send the documents in the preferred language to the Claimant or the Property Right Holder. 

Field:
	Letërnjoftimi/ 
Lična karta/
Identity card
	



This field must indicate and confirm the Property Right Holder's personal number: 10 digits for the Republic of Kosovo or 13 digits for the former SFRY or the Republics of Serbia, North Macedonia, Montenegro, Bosnia and Herzegovina, Croatia, and Slovenia. The Claimant must attach the ID or another identity document (a driver's license or passport may be accepted as an alternative, or any other document in which the personal number of the Property Right Holder is visible, e.g., on a birth or death certificate).

Field:
	Përkatësia/
Pripadnost/
Nationality
	



This field must indicate and confirm that the Property Right Holder is Albanian, Serbian, Turkish, Bosnian, Roma, Ashkali, Egyptian, Goran or other communities (Croatian, Slovenian, Macedonian, Hungarian, Romanian, Bulgarian, Torbesi), etc.
Field:
	Gjinia/
Pol./
Gender
	



This field must indicate and confirm the gender of the Property Right Holder: male or female (undefined, neutral). If the party does not wish to declare, the field may be left blank). 

Field:
	Gjuha e preferuar/ 
Željeni jezik/
Preferred language
	



This field must indicate and confirm the Property Right Holder’s preferred language for completing the claim and submitting the documentation (Albanian or Serbian).

Part 3 – Information on the Authorized Person

This part must be completed in all cases where the Claimant acts through an authorized person. Notes on the authorized person are essential for further processing of the claim. 
This includes detailed individual information of the authorized person: first name, last name, contact details, parents' names (These details help distinguish people with the same name.) Proof of identity as well as the address for sending documents must be provided (if applicable). (This address is very important because it indicates where the authorized person of the claim will receive other documents related to the claim. The authorized person must also indicate which language he/she prefers. Where appropriate and possible, the KPCVA will make efforts to send the documents in the preferred language to the authorized person, the Claimant or the Property Right Holder.

Field:
	Gjuha e preferuar/ 
Željeni jezik
Preferred language
	



This field must indicate and confirm the preferred language for submitting the documentation (Albanian or Serbian).




Part 4 –Information on the current user (if not used by the Claimant or the Property Right Holder)
This part must be completed in all cases where the Claimant indicates that the property is being used by someone else (the current user) and not by the Claimant or the Property Right Holder. Notes about the current user are essential for further processing of the claim.

This includes detailed individual information of the current user: name, date of birth, contact details, parents' names (These details help distinguish people with the same name.) Proof of identity as well as the address for sending documents must be provided (if applicable). (This address is very important because it indicates where the current user of the property (subject to the claim) will receive the documents related to the claim. The claimant must also indicate which language he/she prefers. Where appropriate and where possible the KPCVA will make efforts to send the documents in the preferred language to the current user of the property subject to the claim.
The party must state whether he/she is currently in possession of the property that is the subject of the claim. If not, the party must indicate whether the property is occupied or used by someone else, or whether is vacated (damaged or destroyed, if residential). 
The information can be provided at other stages of the KPCVA procedure e.g. during notification or after the response to the claim, if there is a responding party.
In case where the property is being used by the Claimant or the Property Right Holder, this part of the form should be crossed out/marked with a pencil to indicate that this part is not used or applied.

Details of the person currently in possession of the property, if known, should be provided here. If details (information) are not known, this should be noted.


Field:
	Letërnjoftimi/ 
Lična karta
Identity card
	



This field indicate and confirm that the current user’s (of the subject property) personal number: 10 digits for the Republic of Kosovo or 13 digits for the former SFRY or the Republics Serbia, North Macedonia, Montenegro, Bosnia and Herzegovina, Croatia, and Slovenia. The Claimant must attach the ID or another identity document (a driver's license or passport may be accepted as an alternative, or any other document in which the personal number of the current user is visible, if in possession/applicable). 
The above information can be provided at other stages of the KPCVA procedure is the property is being used by the current User, and if this information is not available, this field may be left blank. 





Field:
	Lloji i veprimtarisë/
Delatnost
Type of activity

	



This field must indicate and confirm the type of activity taking place in the subject property (if applicable).
Field:
	Përkatësia/
Pripadnost
Nationality
	



This field must indicate and confirm that the Claimant is Albanian, Serbian, Turkish, Bosnian, Roma, Ashkali, Egyptian, Goran, or other communities (Croatian, Slovenian, Macedonian, Hungarian, Romanian, Bulgarian, Torbesi), etc.
Field:
	Gjinia/
Pol.
Gender
	



This field must indicate and confirm the gender of the Property Right Holder: male or female (undefined, neutral). If the party does not wish to declare, the field may be left blank). 



Part 5 –Information on the Seller or the Buyer, as the Case May Be
This part must be completed in all cases where the Claimant acts as either the seller or the buyer of the property right. The notes on the seller or the buyer of the property right are essential for further processing of the claim (The Claimant should be informed that if this information is not provided, the claim procedure may be delayed).
This includes detailed individual information of the seller or buyer: name, date of birth, contact details, parents' names (These details help distinguish between people with the same name. Employment details can be useful in verifying claims, for example, in housing) Proof of identity as well as the address for sending documents must be provided (if applicable). This address is very important because it indicates where the seller or buyer of the property right (in the claim) will receive other documents related to the claim. The claimant must also indicate which language he/she prefers. Where appropriate and where possible the KPCVA will make efforts to send the documents in the preferred language to the seller or buyer of the property right.

This part must be completed in all claims (If the Claimant does not have the information for this part, the claim must be received).
The name and contact details of the seller from whom the party purchased the property, or the contact details of the buyer, must be provided.
If the party acquired the property through an intermediary, the name and contact details for that person must be provided (additional paper must be used).
Field:
	Letërnjoftimi/ 
Lična karta/
Identity card
	0123456789
0000123456789



This field must indicate and confirm the personal number of the seller or the buyer of the property subject to the claim: 10 digits for the Republic of Kosovo or 13 digits for the former SFRY (now Serbia). The Claimant must attach the Identity card – a Document of Identification (Driver's license or passport may be accepted as alternative documents, or another identity document in which the personal number of the seller or the buyer is visible, if in possession/applicable. If the document is not available, this field should be crossed out/ marked with a pencil to indicate that it is not used and does not apply).

Field:
	Përkatësia/
Pripadnost/
Nationality
	



This field must indicate and confirm that the Property Right Holder is Albanian, Serbian, Turkish, Bosnian, Roma, Ashkali, Egyptian, Goran, or other communities (Croatian, Slovenian, Macedonian, Hungarian, Romanian, Bulgarian, Torbesi), etc.

Field:
	Gjinia/
Pol/
Gender
	



This field must indicate and confirm the gender of the Property Right Holder: male or female (undefined, neutral). If the party does not wish to declare, the field may be left blank). 






Part 6: The other Party as a Legal Entity in the Claim (if known to the Claimant)

This part must be completed in all cases where the claimant has information about the other party as a legal entity.

The purpose of this part is to identify persons whose property rights may be affected by this claim. These persons have the right to participate in the claim process.

If the Claimant indicates that there is no Legal Entity involved, this part of the form should be crossed out/marked with a pencil, to show that it is not used or applicable. 

This part should present the information related to other interested parties, as well as the basis of their interest (if known).


Part 7:  The other Party as a Natural Person in the Claim (if known to the Claimant)

This part must be completed in all cases where the Claimant has information about the other Party as a Natural Person. 

The purpose of this part is to identify persons whose property rights may be affected by this claim. These persons have the right to participate in the claim process. 

If the Claimant indicates that there is no Natural Person involved, this part of the form should be crossed out/marked with a pencil to show that it is not used or applicable. 

This part should present the information related to other parties as Natural Persons, as well as the basis of their interest (if known).

Field:
	Letërnjoftimi/ 
Lična karta/
Identity card
	



This field must indicate and confirm the personal number of the Other Party (as a Natural Person in the claim for the subject property): 10 digits for the Republic of Kosovo or 13 digits for the former SFRY or the Republics of Serbia, North Macedonia, Montenegro, Bosnia and Herzegovina, Croatia, Slovenia. The Claimant must be requested to attach the Other Party’s Identity card – a Document of Identification (Driver's license or passport may be accepted as alternative documents, or any other document in which the personal number of the Other Party as a Natural Person is visible, if available. If you this number/apply, if you don't this Section is crossed out/marked with a pencil, to show that the field is not used and does not apply).



Field:
	Përkatësia/
Pripadnost/
Nationality 

	



This field must indicate and confirm that the Claimant is Albanian, Serbian, Turkish, Bosnian, Roma, Ashkali, Egyptian, Goran, or other communities (Croatian, Slovenian, Macedonian, Hungarian, Romanian, Bulgarian, Torbesi), etc.
Field
	Gjinia/
Pol./
Gender
	



This field must indicate and confirm the gender of the Property Right Holder: male or female (undefined, neutral). If the party does not wish to declare, the field may be left blank). 

          
Part 8: Information on the Claimed Property

This part provide information on the property that is the subject of the claim and must be completed for all claims. 

This is where the immovable property is described.

-The processing of the claims relate to a property, which can be a house an apartment, a Commercial Property or a plot. The type of property is related to its use: residential, residential with business area or cottage/holiday house, commercial, or agricultural. 

-Physical data of the property should be indicated, including the total area of ​​the house or apartment, the area of ​​any business space, the number of rooms and the number of floors, and the year of construction, if known.

-The Location of the property is very important. The official street address, as it appears on the party's documents, should be recorded as the property address. If the address has changed since then, the current address should be added below.

-If multiple addresses are provided for the same property, this must be recorded in writing in the Claim Statement. In cases of any confusion, the party should, if possible, indicate the property’s location on a map.

-This field is intended for cadastral information. It shows the specific part of the land where the property is located and the type of the right claimed. (If the party has the right to only a part of the property, that part should be recorded in the dedicated field. For example, if the party owns a subdivided part of the property and three other owners hold equal parts, the party is entitled to one quarter (1/4) of the property).

- The technical data from the cadastre includes the name and number of the plot, surface area, location, cadastral municipality, and the group and category of the land.

-There are fields in the form for up to three properties. If the building or property extends over more than one plot, these fields must be used (e.g. when a claim is made for a house with a garden and barn that together constitute one property).

If the party wishes to submit a claim for more than one house or apartment in the same category, separate forms must be used, and in this case, different claim numbers will be assigned.

This part provides descriptions of associated properties that are closely linked to the property in the claim. The type of the associated property (e.g. garage, barn or shelter) should be described along with its surface area.


	Vendi-Komuna/
Mesto-Opština
Location -Municipality
	

	
	



This field must indicate and confirm the Municipality in which the property is located.

 If, after the first transaction at the time of purchase, the property has been transferred in the current cadastre to a different municipality due to changes in administrative boundaries and the establishment of new municipalities, either before the 1990s or after 2008, the explanation must be included in the Statement of the Claim, or the party should use a separate sheet of paper and provide the necessary clarifications.

The location -Municipality must be recorded according to the name of the new Municipality (if this has also been updated in the cadastral textual data).

The location of the property/plot must be confirmed through the geoportal when submitting the claim and a legible copy, in colour or black and white, should be printed showing the neighbouring plots of the property (subject of the claim). 

It must be verified whether the parcel number exists in the relevant municipality (the former municipality for municipalities that have undergone boundary changes) using the 1983-1988 cadastral data accessible to KPCVA officials in Drive G, Cadas-Dbase folder.


Field: 

	Zona Kadastrale /
Katastarska zona
Cadastral Zone
	



This field must indicate and confirm the Cadastral Zone in which the property is located (the list of names of the Cadastral Zones is attached to these instructions).





Field: 

	Numri i Zonës Kadastrale/
Broj katastarske zone
Cadastral Zone No.
	



This field must indicate and confirm the Cadastral Zone number (the list of Cadastral Zone numbers is attached to these instructions).
Field: 

	Klasifikimi/
Klasifikacija
Classification 
	



This field must indicate and confirm whether the property is: residential, commercial without constructions, or commercial with constructions (only one option should be recorded in this field)
Field: 

	Lloji i pronës/
Tip imovine
Type of Property 
	




This field must indicate and confirm the type of property. Type of property is related to its use: residential, residential with commercial space, cottage/holiday house, commercial, agricultural, etc (shop, pasture/livestock land, apartment, house, light industrial activity, restaurant/eating place, parking space, or other.
Field: 

	Përshkrimi / 
Opis
Kultura/
Naziv Kulture
Description of Culture
	



This field must indicate and confirm the property description. Description of property is related to its use: residential, residential with business space, or cottage/holiday house, commercial, agricultural.
(Agricultural land, garden, apartment, house, other; Construction land (constructed), Construction land (unconstructed), Cultivated land, Garden, Orchard, Vineyard, Meadow, Pasture, Forest, Wasteland, Swamp.)





Field: 

	Statusi i tanishëm/
Trenutni status/
Current Status
	



This field must indicate and confirm the current status of the property, such as private, social, public, or state, depending on the case.

Field: 

	Numri i parcelës/ 
Broj parcele
Parcel Number
	



This field must indicate and confirm the number of the parcel, or part of the parcel, for which legal recognition is claimed.

Field: 

	Sipërfaqe m2/
Površina m2/
Surface m2
	



This field must indicate and confirm the surface area for which legal recognition is claimed.


Field: 

	Pjesë e pronës / 
udeo imovine/
Part of the property 
	




This field must indicate the ideal part of the property for which legal recognition is claimed (e.g. 1/1; ½; ¼; 2/4 etc.)
















Part 9- Information on the Claimed Property Ownership and Transaction 
This part provides information on the category of the claim and the relevant transaction, and must be completed for all claims.

Field: 
	
Kategoria e kërkesës/ 
Kategorija zahteva
Category of Claim

	     

   



This field must indicate and confirm the category of the claim, 1. Ownership, or 2. User rights, for which legal recognition is claimed (only one category should be selected).
Field: 

	Statusi i pronës-i mëparshëm ligjor/ 
Status imovine-prethodni pravni status/
Property Status –
Previous Legal Status
	





This field must indicate and confirm the previous legal status of the property for which legal recognition is claimed: Private, Social, Public or State (only one category should be selected).
Field: 

	
Lloji i transaksionit:
Vrsta transakcije:
Type of Transaction
	
 |_|Shitje /Prodaja/Sale apo/ili/or  Blerje/Kupovina/Purchase

 |_|Ndërrim/Zamena/Exchange                    

 |_|Tjetër/Ostalo/Other ___________________________




This field must indicate and confirm the type of the transaction such as sale, purchase, exchange, or other.

Field: 

	
Data e transaksionit/
Datum transakcije/
Date of transaction
	
_______/_______/__________
dita/       muaji       viti
dan        mesec      godina
day/       month/     year



This field must indicate and confirm the date of the transaction (including the first transaction)
For cases involving chain sales before or after March 24, 1999, a separate sheet of paper should be used to provide explanations, which must be signed by the Claimant or PRH and the KPCVA official.
Field: 

	Të realizuarit/ 
Sticanje/
Acquired

	



This field must indicate and confirm how the informal transaction was carried out: by sale, purchase, exchange (etc.).
Field:
	Valuta/
Valuta
Currency
	|_|Euro    |_|CHF;
|_|DM     |_|  Din
|_|tjetër/ostalo/Other _______

	Shuma/
Iznos/
Amount
	

	Pagesa/
Plaćanje/
Payment
	|_|Pagesë e plotë mbi transferimin / Cela isplata po prenosu/ Full payment by transfer

|_|Pagesë në këste / Isplata na rate/Payment in instalments

	Këste nëse ekzistojnë/ 
Rate, ako postoje
Instalments, if applicable
	

	Nr. i kësteve të paguara/
Br.placeni rata/
No. of paid instalments 

	

	Nr. i kësteve të papaguara/ 
Broj neplaćeni rata
No. of unpaid instalments
	

	
	

	Pagesa e fundit/
poslednja isplata/
Last payment
	

	
	

	
	



This field must indicate and confirm the payment details: the currency, the amount, and the method of payment (full or in instalments, specifying which instalments have been paid or unpaid, depending on the case.
Proof of payment must be provided (e.g. payment slip from the seller, bank information).

The type of evidence submitted to verify the transaction must be indicated (e.g. statements signed by sellers and witnesses.)
The Claimant must confirm that he/she acquired ownership through an informal voluntary purchase prior to March 24, 1999.

Part 10- Evidence on Uncontested Possession 
This part provides information - evidence on uncontested possession and must be completed for all claims.
Field: 

	

Dëshmitë për posedimin jokontestues bashkangjitur kërkesës/
Dokazi o nespornom posedovanjem priloženi u zahtevu/
Evidence on uncontested possession attached to the Claim

	
|_|Faturat e paguara për shërbimet komunale/
    Računi za komunalne usluge/ Paid utility bills

|_|Faturat e paguara të tatimit në pronë/
    Plaćeni računi za porez na imovini/ 
    Paid property tax bills

|_| Deklaratë e nënshkruar nga dëshmitarë/
     Potpisana izjava svedoka/ statement signed by         witnesses 
|_|Tjetër/
    Ostalo/
Other_______________________________




This field must indicate and confirm evidence of the party's uncontested possession. The Claimant must show that the property has been in his/her possession since it was acquired, and that no one has claimed ownership. This can be done by submitting evidence such as utility bills, statement signed by witnesses, paid property tax bills, etc.
If the party does not possess the abovementioned evidence, the field is left blank, but the situation must be explained in the Statement of claim.

Field: 

	
Periudha kohore e posedimit jokontestues/
Vremenski period nespornog posedovanja/
Period of uncontested Possession
	

Prej/od/from _____/_____/_____  deri/do/until  _____/_____/_____    |_|ende  
                         dita   muaji  viti                         dita muaji  viti         i dalje/ogoing
                    dan  mesec   godina                 dan  mesec godina
                         day  month year                       day   month  year



This field must indicate and confirm the period during which the party had or currently has the property in possession.
For cases of chain sales before or after March 24, 1999, a separate sheet of paper should be used to provide explanations, which must be signed by the Claimant or PRH and the KPCVA official.


Part 11- Legal rights claimed by the party
This part provides information on the legal rights claimed by the party, and must be completed for all claims.

	PJESA 11 - E drejta juridike të cilën e kërkon pala
DEO 11 - Tražena pravna pomoć stranke
PART 11 - Legal rights claimed by the party


	
Kërkesa e palës/
Zahtev Podnosioca
Claim of the Party
	
 



This field must indicate and confirm the legal rights claimed by the party such as: ownership, co-ownership, joint ownership, legal possession, joint legal possession, etc.
In some cases, the party may also claim repossession of the property

(e.g. when the person acquired the property through an informal purchase before or after March 24, 1999 and subsequently lost possession of the property as a result of the conflict.)

Part 12- Claimant's Final Statement
This part provides the Claimant’s final statement along with any supplementary voluntary information provided by the claimant.

Section:
	Specifiko, nëse vlen, për ndonjë të drejtë tjetër pronësore përveç njohjes ligjore të drejtave joformale mbi pronën e paluajtshme private dhe regjistrimit të interesit përkatës të tij/saj në regjistrat përkatës pronësor / 
Navesti, ako važi, za bilo svaku drugo imovinsko pravu, pored zakonskog prizanvanje neformalnih prava nad nepokretnom imovinom i registracije njegovog/njenog  interesa u relevantne imovinske register/
Specify, if applicable, any property rights in addition to the legal recognition of informal rights over private immovable property and the registration of his/her respective interest in the relevant property registry
	





This part may be completed in all claims and, if applicable, the details should be specified in this field.

Field:
	Të dhëna plotësuese vullnetare nga paraqitësi i kërkesës/    
Dodatne slobodne izjave date od strane podnosioca zahteva
Voluntary supplementary information from the Claimant 
	




This part may be completed for all claims and may include voluntary supplementary information provided by the Claimant, such as: 
Whether the Claimant has previously submitted a claim for the same property, or has received a notification related to any claim submitted to the Housing and Property Directorate, Kosovo Property Agency, or a Competent Court, and whether the Claimant has received any decision from the KPA regarding the same property. If yes, the DS, KPA, or C.no. numbers, or the number of the Lawsuit should be recorded.
Further, the Claimant should be informed that the Executive Secretariat (KPCVA) is responsible for reviewing the databases of the HPD and KPA to identify any claims related to the subject claim for legal recognition and registration in the cadastral registry.
Information related to discrimination must be provided, along with the information on which the rights were acquired informally, and the reason for not concluding the formal contract must be explained.
The party is required to provide a factual statement, which must include detailed information regarding the discriminatory period.
Field:
	Përdor letër tjetër nëse ka nevojë për secilën pjesë nga 1-12/  
Upotrebi dodatni list ako zatreba za svaki deo od 1- 12
Use a separate sheet of paper if additional space is needed for any of the parts 1-12



In some cases, the claim form may not be sufficient, especially in cases of chain sales:

If the chain of informal sale and purchase began before March 24, 1999, and the last buyer acquired the actual right over a property as a result of a second or subsequent informal transaction before or after March 24, 1999, additional paper should be used.

The names and contact details of the witnesses to the transaction must be provided, along with any evidence supporting the Claimant’s rights.

To ensure the accuracy of the information, the CRO must read it aloud to the Claimant before he/she signs the form. In addition, this part should be carefully explained to the Claimant.



By signing this part, the Party:
 - confirms that the information provided in the claim form is complete and accurate, and that he/she has submitted all the relevant information available;

- acknowledges that providing false information in the claim form constitutes a criminal offense under the Criminal Law of Kosovo, punishable by up to three years of imprisonment (this should also be explained at the beginning of the interview).
- authorizes the KPCVA to investigate the claim and confirm the data presented; and

- authorizes the KPCVA to attempt to resolve the claim through mediation or referring the claim to the Commission.

- undertakes to notify the KPCVA of any changes to contact details; failure to do so may result in delays in processing the claim.

The claim form must be signed and dated in the presence of the Claim Registration Officer. Each page must be signed by BOTH, the Party and the Claim Registration Officer. If the claimant is unable to sign the form, his/her mark (fingerprint or X) must be placed in the space provided for initials.


Contents –Annex 

Here, the evidence submitted should be listed and identified according to the list attached as an Annex of the claim form. When the type of evidence in the List of Evidence is marked as ‘other’, a description of the document must be provided. The date of issuance of the submitted documents should also be indicated.

Any parts of the form, or fields that remain unfilled, must be crossed out with a pencil to indicate to indicate that they are not used.


First Part (to be completed at the end) 

The date of submission of the claim is entered on the side; this is the date of the interview when the claim form is completed.
The claim number is entered in the first empty square on the page, as shown in the form. This number serves as the reference under which the claim will be identified throughout the processing period, and it must be provided by the party in any correspondence with the KPCVA.

The place of submission refers to the name of the regional office where the request was submitted. 


The claim category refers to the type of claim, as described in Part 9 of the form.
In cases where the claim falls under both categories, BOTH 1 and 2 must be entered in the space provided for this.


The name of the Interviewer is the name of the Claim Registration Officer who conducted the interview. The Claims Registration Officer must sign the document in the designated space and initial each page, including any corrections made to the claim.
      
Corrected pages: this field must be completed when an error is made on any of the claim form pages and a corrected page is inserted to replace it. The number of the corrected page must be entered here.

The official KPCVA seal must be affixed in the designated space.



C. Closing Points 

1. Corrections (if the claim is completed as a hard copy)

 Corrections in the claim form must NOT be made by crossing out with a pencil or correction liquid. It is important that the official processing the claim can clearly see which information has been corrected and that any changes are made with the agreement of the party.

If the information is entered incorrectly in the claim form, the Claim Registration Officer should use a correction sheet corresponding to the relevant page of the claim form to record the correct information. The information that is correct on the original page should not be repeated in the correction sheet.

The correction sheet must be inserted immediately after the original page in the claim form and numbered according to the sequence.

BOTH pages must remain of the claim form. The Claims Registration Officer must enter numbers of any corrected pages on the FIRST page of the claim form.

2. Documents and Copies

 The Claims Registration Officer must remain vigilant and report any false submissions of documents by the party. 
· If there is any indication that the document has been forged, a note should be made on the back of the copy


The Claims Registration Officer must indicate whether the party has submitted the original document, from which a copy was made, or whether the party has submitted a copy using the official seal prepared for this purpose. These are two distinct situations as in the following: 

· the case when the party has submitted the original document;
·  the case when the party has brought a copy of the original document/s and the original  is NOT available. In this case, the statement must include the reasons explaining why the original document is not available.

Copies must be made of all documents submitted by the claimant. Care should be taken to ensure that the copies are legible, as they will be used by language assistants and legal officers during claim processing. Double-sided documents must be copied on two separate pages. The Claims Registration Officer must return all the original documents to the party but must request permission from the latter to verify the documents.

 3. Additional Pages, Page Numbers and Attachments


If necessary, additional pages must be added to the claim form (e.g. when the statement in the claim form extends beyond the space provided). These pages should be inserted in the appropriate places of the claim form and numbered in sequence.


Once the claim form is completed, each page must be numbered in the space at the bottom right hand corner of the page. This numbering should include any attached pages, but exclude pages that are not required (these pages are linked to other parts of the claim) and exclude any supporting documents submitted with the claim.  Corrected pages should be numbered according to the number of the page being corrected. BOTH the original and the corrected pages must be included in the claim form.


Total number of the attached pages
 The total number of documents submitted in support of the claim must be entered in the space provided once the claim form is completed.

Ensure that the documents submitted by the party are listed in the claim form and properly included. The total number of attached documents is separate from the total number of pages of the claim form and does not count toward the page count of the form itself.


   4. Index of Attached Pages 

The Regional Officer must complete the index of attached pages as part of the claim form, listing the name and page number of each attached document separately.
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