
FNLRS 201 Land Registry & Privacy Act Workshop

Training, Mentorship & Professional Development

Land Registry Procedures

Presenter
Presentation Notes
How to process a registration from start to finish
Sample policy and procedures 
Administrative and parcel research in preparation for FN approvals
Ability to initiate FNLRS applications
Ability to upload scanned images for registration
Updates to FN Land Inventory & Records Management






Best Practices 
in Registry 

Procedures

Scenario Details
• You received an instrument for registration, and 

you are responsible for processing it for 
approval and registration under your Land Code 
and in the FNLRS

• There is a new Land Registry Procedure 
document that you have been asked to review 
and update to reflect accurate processing for 
your lands department

The sample training documents are located on 
the USB:
FNLRS 201 – Land Registry



Administration 
Procedures

Official Record of Incoming 
Document

Registration Fees

No. of Original Documents

Presenter
Presentation Notes
The first things to look for when registering a document:

must keep official records of all incoming/outgoing mail courier and hand delivered documents, phone calls and emails 

Registration Fees – applicable fees and receipt book, sample FEE SCHEDULE
	
ORIGINALS - At least one (1) signed original copy of “Instrument Type” is required(incl. any consents that may be required) for processing and to retain in your file system. (incl. Document Management Policy…)




Parcel Research

Review and confirm 
interests/encumbrances:

• Parcel Abstract Report (PAR)
https://pa-ap.aadnc-aandc.gc.ca

• Review internal Lot File(s)

Presenter
Presentation Notes
Parcel Abstract Report (PAR) - Review and confirm interests on parcel *Note : you cannot register an Assignment if there is a notice/lien on the property. 
Review <FN> Lot file to ensure there no outstanding issues; cross reference with housing and other departments may be necessary


https://pa-ap.aadnc-aandc.gc.ca/


Lands Office Checklist

Print appropriate checklist 
“Instrument” and complete by 
reviewing information from 
the cover letter, document, 
parcel abstract report (PAR), 
internal file systems, etc.

Presenter
Presentation Notes
consider developing a step by step process for Checklist as below with Forms
*Note: You should not register if the owners have outstanding property taxes*




Land Registry Forms

Review to comply with First 
Nation Land Registry 
Regulation requirements:

• Names of all parties
• Type of document

• First Nation land affected

• Date executed

Presenter
Presentation Notes
Every FN has opportunity to create Land Registry Forms that support their registration process and approvals

Communicate there are samples, but in this case Muskoday has their own form that we will review

POTENTIAL 2nd EXERCISE – Participant to complete a New Form based on the training sample

Land Registry Form – reviewed to comply with registry requirements: 
Sec. 1 – Applicant name & contact information
Sec. 2 – PIN, legal description, reserve name, see PAR 
Sec. 3 – Type of Interest & Registration No.), see PAR 
Sec. 4 – “Instrument” marked 
Sec. 5 – Name of the Transferor and address, see PAR 
Sec. 6 – Name of the Transferee and address 
Sec. 7 – Declaration included 
Sec. 8 – Execution(s):  �a) Officer Signature - the Notary or Law office signed, including clear contact information; �b) Execution Date – Clearly dated and not predated; and �c) Party Signature – signed and clear �Additional execution(s), checked same as above

The Registrar will not register/record a document if:
it is not dated;
it is not legible;
it does not identify each party to the document;
the information contained in the application for registration/recording conflicts with the information contained in the document or
the land description does not meet the requirements see subsections 17(1), 18 or 19 of the FNLR Regulations





FN Approval 
& Consent

Package all documents for
First Nation approvals 
(Form/Instrument/Consents)

Consents, include form/stamp 
for approval 
(if required)

Presenter
Presentation Notes
The authority in Land Code and/or delegated individual(s)
Sometimes forms are already created, a sample has been supplied in FORMS
Stamp can be used for Ministerial Consent

Package all documents First Nation approvals (Form/Instrument/Consents)
Council
Land Governance Director
Lands Committee 

Consents, include form/stamp for approval (if required): 
pre-land code leases may require Ministerial Consent
Residential developments may require consent to certain transactions
Other consent as deemed necessary (instrument, land code, etc.)




Compiling 
Documents for 
FNLRS

Once documents have 
been reviewed and 
approved:

Scan Form/Instrument/Consents 
into one (.PDF) document 

Save file to Lands Upload Folder 
in accordance with your 
Document Management Policy

Name appropriately so you are 
not uploading wrong document

Presenter
Presentation Notes
Consider development of a Document Management Policy
Rename appropriately for easy retrieval so you are not accidently uploading wrong document

FNLRR 12(2) - File Format - a document transmitted electronically to the Registrar must be in the form of one or more images contained in the single file, scanned from the original document at a resolution of at least 200 dpi, in Adobe Acrobat (.pdf) format or tagged image file (.tif) format





Initiating Applications for Registration

First Nation Land Registry System (FNLRS)

A completed application must accompany the document for 
registration/recording

The document accompanying the application must comply with the laws and 
policies of the First Nation before submitting to the First Nation Land Registry

Presenter
Presentation Notes
The application for Registration is available online through the First Nations Land Registry System. A completed application must accompany the document for registration/recording. The information to be inserted on the application is taken from the document being registered. If the information on the application does not reflect the information contained in the document to be registered the document may be rejected and returned to the applicant with an explanation.

Please submit documents in the order that they are to be registered / recorded, if other related applications and documents are being submitted. It is the responsibility of the applicant to check with the First Nation to ensure that the document accompanying the application complies with the laws and policies of the First Nation before submitting to the First Nation Land Registry.





FNLRS CITRIX login

1. Log into CITRIX XenApp
https://pa-ap.aadnc-aandc.gc.ca/ 2.  Open Internet Explorer

3. Ensure FNLRS is selected

Presenter
Presentation Notes
Today we will be using “ILRS – Training”

https://pa-ap.aadnc-aandc.gc.ca/


Document 
Requirements 

for 
Registration

• Names of all parties to the document
• Names and address of person who completed 

the application
• Type of document
• Execution of document
• Dated document
• Province
• First Nation, Legal Description (Lot, Plan, 

Reserve)
• Any supporting documentation or schedules
• If two or more documents, directions on the 

order of registration

Presenter
Presentation Notes

FNLRR Sec 10(s) - An application for registration or recording shall contain the following information in relation to the document submitted for registration or recording:

(a) the names of all parties to the document;

(b) the name and address of the person who completed the application;

(c) the type of document;

(d) if applicable, the date the document was executed — or, in Quebec, signed according to all the required formalities for its validity — or, if there is more than one date indicated, the most recent date;

(e) the province where the land is located;

(f) the name of the first nation, the name of the reserve and the lot number, if any, associated with the land;

(g) the land description;

(h) a list of any supporting documents accompanying the document submitted for registration or recording; and

(i) if two or more documents that are to be registered or recorded are submitted together by mail, directions regarding the order to be respected in registering or recording each document relative to each other.



ADD Instrument

1. Instrument Status
2. Application
3. Land
4. Instrument
5. Grantor
6. Grantee
7. Communication
8. Instrument Activity
9. Uploading Scanned 

Image

Presenter
Presentation Notes
Initiate Application in the FNLRS
Go to Instruments Tab & Click on Add Instrument:

INSTRUMENT STATUS & APPLICATION

The Initiated Status is applied to a new Instrument that has been newly created in the system. This is a working state, therefore the values of the instrument may be modified by FN users prior to formal submission to HQ for registration.

Registry “FNLRS” should be populated by your Preferences Tab

Originator File Reference = this populate field if you have an internal tracking system��To Add an Originator File Reference:

Click the Insert icon and the Originator File Number 
Originator Name fields are displayed
Select Other from the drop-down values�
see USB for RC Sample - Registry Originator Log / this assists with tracking pending files




ADD Instrument

1. Instrument Status
2. Application
3. Land
4. Instrument
5. Grantor
6. Grantee
7. Communication
8. Instrument Activity
9. Uploading Scanned 

Image

Presenter
Presentation Notes
Navigate to the Land section:

The default Land Type selected is Parcel. This indicates that the instrument will be saved under the Parcel Register
Click the appropriate Land Type radio button to select the type of land that the instrument applies to. Selecting a Land Type causes the screen to refresh and display the input fields for the selected Land Type:

To Add Parcel(s):
Click the Insert icon, and the screen refreshes to display the parcel sub-form
Enter the PIN # directly in the field (if known); or click the FIND Parcel icon to search the Parcel field







ADD Instrument

1. Instrument Status
2. Application
3. Land
4. Instrument
5. Grantor
6. Grantee
7. Communication
8. Instrument Activity
9. Uploading Scanned 

Image

Presenter
Presentation Notes
Navigate to the Instrument Section:

Instrument Type: the instrument type is mandatory before saving the instrument

Purpose: select the Purpose of the instrument when the field is enabled by clicking the drop-down field and selecting the appropriate value

Instrument Date: the instrument date is mandatory before saving the instrument

FN Land Code: enter the code if applicable and based on your user role if the fields are visible

Instrument Remarks: type in any instruments remarks as applicable �*Note: enter detail in remarks field (e.g. Lease #, Sublease #) 



ADD Instrument

1. Instrument Status
2. Application
3. Land
4. Instrument
5. Grantor
6. Grantee
7. Communication
8. Instrument Activity
9. Uploading Scanned 

Image

Presenter
Presentation Notes
Navigate to the Grantor / Grantee:
Add one section per party

Grantor:
Type: Band or Individual 
Qualifier: Deceased, None, Minor, Estate of
First & Last Name:  Add individual entry per party�Band: Search Band name

Grantee:
Type: Band or Individual 
Qualifier: Deceased, None, Minor, Estate of
First & Last Name:  Add individual entry per party
Interest Type =  Joint Tenant, Joint Tenant as an Undivided Interest, None, Undivided Interest
Interest Portion type in the value (i.e. 1/2 or 0.5) 






ADD Instrument

1. Instrument Status
2. Application
3. Land
4. Instrument
5. Grantor
6. Grantee
7. Communication
8. Instrument Activity
9. Uploading Scanned 

Image

Presenter
Presentation Notes
Navigate to the Communications:
Add “icon” populates your Communication preferences saved earlier

Select Recipient “BAND” = this is required field
SAVE “icon”
ADD third party notification

Navigate to the Instrument Activity:
Once done click the big “SAVE” at bottom right of the Application
The system displays the following confirmation message: �Instrument successfully saved



ADD Instrument

1. Instrument Status
2. Application
3. Land
4. Instrument
5. Grantor
6. Grantee
7. Communication
8. Instrument Activity
9. Uploading Scanned 

Image

Presenter
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Completing the Application

Once the instrument is saved, you will need to upload the scanned images/files that are required to accompany the new/initiated instrument:
(1) Navigate back to the TOP in the Application section of the instrument.
(2) Click the Click here to upload file link.

Upload corresponding file saved in FNLRS Registry Folder / Document Management Policy
Once uploaded, click on the Edit button and change the Status of the Instrument to RECEIVED to finalize transaction 

The Received Status
FNLRS applications go into the Received state after they have been Submitted by FN users
Represents that the Instrument has been ‘accepted’ by HQ and FN users are no longer able to modify the Instrument
HQ users may modify the Instrument if necessary

NOTE: 
The Withdrawn/Deleted Status indicates that an Instrument has been removed from the active processing flow and will not be registered.
This can be completed by the FN user when the Instrument is in the Status of Initiated or Returned
This can be completed by HQ user in all statuses
Withdrawn/Deleted Instruments cannot be re-submitted for Registration, an new application will need to be started




FNLRS Tracking Number

• Cross reference the Received file on the main 
page 

• File original document(s) in secure location 
(e.g. fireproof cabinet) in the Land File 
System

• Once confirmation of registration has been 
given, make sure the instrument is correct on 
the Parcel Abstract Report

• Cross reference the “Registered” file on the 
main page 

• If there is an error, work with the Registrar to 
make corrections

Presenter
Presentation Notes
Tracking number
The Registrar shall transmit to the applicant by e-mail an acknowledgement of receipt and a tracking number to:
A copy of the acknowledgement and tracking number to the first nation whose lands are affected
And any applicant identified in the Communications section

The Receive Status - FNLRS instruments go directly to Received status after being submitted by the FN applicant 





Return 
Registration

Instrument is correctly reflected on the Parcel Abstract Report 

Each original has been stamped with registration number and 
date 

File one original copy in Land File System

Return all remaining originals to the Applicant including the 
updated Parcel Abstract Report and Registration Fee receipt 

Official record of outgoing mail, courier and/or hand delivered 
documents

Presenter
Presentation Notes
The Registered Status indicates that an Instrument has been formally registered in the FNLRS.
If required, a Registered Instrument may be modified or deleted by an HQ user. 






Update
Internal 
Systems

Complete and distribute 
Interdepartmental Form 

Update 
Electronic Lands Inventory / 
Asset Management System

Presenter
Presentation Notes
(if applicable)




THANK YOU!

For more information please visit:

LABRC.com

http://www.labrc.com/
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