ADMISSION PROCESS AT PARTNER INSTITUTIONS
1. Preparation of Prospectus by Partner Institutions.
2. Advertisement of programmes by Partner Institution.
3. Publicity (press and handouts) of programmes by Partner Institutions.
4. Sale of prospectus at Partner Institutions.
5. Arrangements for receipt of filled-in forms (at PIs) from candidates.

6. Affix Control Number i.e. serial number on the form received (if required).  
7. Separation of Demand Drafts from Application Forms.
8. Scrutiny of the application form based on the eligibility criteria.

9. Declare eligible forms and allot/affix Enrolment Numbers (E. Nos).
10. Depositing of Demand Drafts in the Bank.

11. Send discrepancy letters/make telephone calls to candidates for removing discrepancies, if any, that exist in the Application Forms.

12. Feed applications in the Computer Software provided.
13. Print ‘’Check Lists’’ Programme-wise and check errors based on each candidate’s original application form.

14. Errors, if any, in the database be rectified based on corrections made in the Check Lists.

15. Apply ‘’Error Free’’, package before forwarding data to SR&ED, DEC and before conforming admission of students.
16. Confirm student admission by sending Confirmation Letter, I-card& Fee receipt.

17. Send “error-free” data to DEC in CD. Deficiency (incomplete data need not be sent till errors are rectified).
18. Plan and organise 2-3 hrs Induction Programme for all newly enrolled students. Invite faculty & staff of the Partner Institution.
19. Organise one/two day training programme for staff and faculty (Academic Counsellors) of the Partner Institution in consultation with DEC.
20. Supply Academic Counselling Schedules & course materials to students on the day of Induction. 
21. Organise Theory/Practical sessions as per the Counselling Schedule to be given to students during Induction.
22. Maintain registers for handling of Assignment Responses receipt at Centre and evaluation of the same.
23. Forward assignment grades/marks to DEC/SRED in January/July every year.

24. Maintain required records for student queries.

25. Maintain register for Admission, Assignments, Counselling Schedules (Theory & Practical/Lab Courses) and student fee.
26. Maintain register for Term End Examination (theory and practical).
