C. ( Front Office Operations Forms
1. Pre Application Form (IT & Management)  & Pre Application Form (Non - IT) - ”Form 01 (A&B)”
This form is to be kept in FO & whenever an enquiry walks’s – in, this form has to be given to the enquiry to fill his/her education/personnel background. (Soft Copy Enclosed)
2. Daily Sales Report - ” Form 02”
This is for the use of councellors. By using this form the counselors can keep the track of all enquiries & form is to be reviewed by centre head or centre Incharge on daily basis. (Soft Copy Enclosed)    

3. Booking Form - ” Form 03”
When ever an enquiry walk’s – in & he/she is ready to register himself / herself but has not brought the complete amount then this form can be used & booking money can be taken from him / her. Do not hand over this form to any enquiry & this has to be destroy after he/she registers himself/herself will complete payment. (Soft Copy Enclosed) 
4. Documents to be collected at the time of Admission -” Form 04”. 
At the time of admission what all attested documents are required by the University? (Soft Copy Enclosed)
5. Batch Allocation Form - ” Form 05” (Soft Copy Enclosed) 
6. MIGRATION FORM - ” Form 06”
In case the student is migrating from one centre to another he/she should apply in this Performa and MUST obtain an approval before migration. (Soft Copy Enclosed) 
7. Data to be collected from Students for I-Cards.
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