


Admission Office
(Front Desk)

Student 
Coordination 

Office

Examination Office Student Affairs Office

 Admission Policy
 Admission Date 

Criteria
 Test Procedure
 Fee Funding 

Scholarship
 Advertisement 

Dates
 Inquiry about 

Program Offering
 Selection of 

Candidate/List

 Academic Calendar
 Class Schedule
 Student 

Notifications
 Issuance of 

Registration , 
Add/Drop forms

 All matters related 
to classes, student 
registration, clashes 
and student’s 
individual schedules

 Degree Extension 
Applications

 Exam Schedules
 Holding of 

Examinations
 Comprehensive 

Exams
 GPAs/Probation
 Scrutiny of Exam 

papers 
 Other Related 

matters

Career Counselling Placement Office Alumni

 Internship
 Graduate Directory
 Course/Program 

Related Guidance
 Extra Curricular 

Activities Approval 
letters etc.

 Job Placement
 MOUs
 Job Fairs

 Organizing 
Coordination with 
Alumni 
Association

 Update Data
 Organizing Class 

Reunion/Dinners
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