Dear Deans,

The admission process may be carried out at your respective blocks through the designated counselling desks. Kindly ensure that the following procedure is strictly followed:

Counsel the candidate regarding the choice of course based on eligibility and interest. 

Verify whether the candidate has completed the online application form. 

If not, assist the candidate in completing the form at your block or direct them to the CS Block. 

Verify the candidate’s SSC memo and Intermediate First-Year (Class XI) memo, ensuring a minimum of 80% aggregate. 

Instruct the candidate to fill out the Conditional Admission Undertaking Form and attach a photocopy of the Intermediate First-Year memo. 

The Head of the concerned programme must attest the undertaking form. 

Inform the parent/candidate to pay 50% of the fee to secure the seat. 

Prior to payment, the candidate must submit the original SSC memo and a photo copy of the Intermediate First-Year memo along with the undertaking form. 

If requested, a maximum of 5 days’ time may be granted for payment. 

Clearly communicate that, for Phase I admissions, if the seat is cancelled within 10 days, 2% of the fee will be deducted. 
By the end of the day, all collected forms should be submitted to the Administrative Officer (AO) in the Admin Block. 

The admission will be provisionally confirmed only after attestation by the Admission Coordinator and the Chairperson of the Admission Committee.

Please ensure proper coordination and follow the above guidelines.
Vice Principal
