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S/No. Service or Good Requirements to obtain
Service or Good 

 Cost of 
Service/Good 

(if any) 

Timeline 

1 Admissions Meeting University Senate approved 
minimum admission requirements 

Nil Prospective students guided on 
registration and download of 
admission letter 2 months before 
reporting date  

2 Teaching Payment of prescribed fees & registration Nil As per Senate approved Schedules 

3 Examinations 
 

Payment of prescribed fees & registration 
 

Nil 
 

As per Senate approved schedules 
 

4 Graduation Clearance form, hire of academic dress 
and payment of prescribed fees 

As per 
approved rates  

As per Senate approved schedules 
 

5 Mentorship, 
counselling and 
career guidance 

Adherence to 
University regulations and Core Values 

Nil Within timelines 
specified in University policies 

6 Co-curricular 
activities 

Joining clubs, societies and professional 
bodies 

Nil Every academic year 

7 Student 
Welfare Services 

Fully registered student Nil Senate approved 
calendar 

8 Innovation Adherence to applicable laws & policies Nil Approved calendar 

9 Consultancy & 
Enterprise 

Adherence to applicable laws & policies 
 

Nil Approved calendar 
 

10 Management of 
Human Resource 

Adherence to statutory, regulatory and 
relevant policies 

Nil Senate approved calendar 

11 Management of 
Physical facilities & 
Infrastructure 

Adherence to statutory, regulatory and 
policy guidelines 

Nil Senate approved calendar 

12 Management of 
Financial Resources 

Adherence to statutory, regulatory and 
policy guidelines 

Nil As per the approved timelines and 
in conformity with policies 
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S/No. Service or Good Requirements to obtain Service or Good  

Cost of 
Service/Good 

(if any) 
Timeline 

1 Response to phone calls (Landline 
or any other official line) 

Phone call 
Free 15 seconds 

2 Response to enquiries by walk-in 
clients 

Walk-in and make enquiry Free 1 minute 

3 Response to correspondence Written correspondence (letters) Free 5 working days 
Email and Social media (Twitter, Facebook & YouTube) Free 1 working day 

4 Response to public complaints 
and grievances 

Make a complaint Free 1 working day 

5 Resolution of Complaints Make a verbal or written complaint Free 14 working days 
6 Registration of supplier  Duly filled application 

form 
 Company profile 
 Certificate of 

Incorporation/ Registration 
 PIN certificate 
 Valid Tax Compliance 
 Certificate/Exemptions 
 Original Bank Statement 

 Copy of Certificate of 
Registration with relevant 
regulatory bodies 

 Non-refundable fee payment 
receipt 

 Copies of Annual Return Forms 
filled by Company Registry 

 National ID/Passport 

 

Free 14 working days 

7 Processing of tenders Submit bid for goods and services Free 90 days 

8 Notification of successful and 
unsuccessful bidders 

Access e-procurement portal for notification Free 1 working day 

9 Payment for goods and services 
received 

LPO/Invoice, Certificate of completion/Goods/Services 
received Free 

60 days from the 
date of receipt of 
the invoice 

10 Disposal of obsolete stores Submission of bids 
Free 

60 days from the 
date of 
advertisement 

11 Public participation in policy 
making process 

Familiarisation with issues and active participation 
Free 1 day 

12 Recruitment of staff Make formal application based on the advert Free 90 days 
13 Processing of request for 

information 
Make a request for information 

Free 21 days 
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