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List of Forms and Formats

	Sl. No
	Process
	Format Title
	Format No.
	Revision Status

	1
	Batch Coordination
	Academic Calendar
	DCSMAT/CO/BCO/F 001
	1.0

	2
	Batch Coordination
	Vehicle and Accommodation Requisition form
	DCSMAT/CO/BCO/F 002
	1.0

	3
	Batch Coordination
	Guest Faculty Details Book
	DCSMAT/CO/BCO/F 003
	1.0

	4
	Batch Coordination
	Travel Allowance form
	DCSMAT/CO/BCO/F 004
	1.0

	5
	Batch Coordination
	Voucher 
	DCSMAT/CO/BCO/F 005
	1.0

	6
	Batch Coordination
	Faculty Feedback form
	DCSMAT/CO/BCO/F 006
	1.0

	7
	Batch Coordination
	Attendance format
	DCSMAT/CO/BCO/F 007
	1.0

	8
	Course Design
	Course plan format
	DCSMAT/CO/CDN/F 001
	1.0

	9
	Course planning & Delivery
	Leave Form
	DCSMAT/CO/CPD/

F 001
	1.0

	10
	Examinations
	Exam. Time table
	DCSMAT/CO/EXM/

F 001
	1.0

	11
	Examinations
	Invigilation Schedule
	DCSMAT/CO/EXM/

F 002
	1.0

	12
	Examinations
	Internal mark register format
	DCSMAT/CO/EXM/

F 003
	1.0

	13
	Faculty Evaluation
	Activity Form
	DCSMAT/CO/FEN/

F 001
	1.0

	14
	Faculty Evaluation
	Faculty Matrix
	DCSMAT/CO/FEN/

F 002
	1.0

	15
	Research
	Registration Form
	DCSMAT/CO/RCO/F 001
	1.0

	16
	Research
	Format for entering the details of Researchers
	DCSMAT/CO/RCO/F 002
	1.0

	17
	Soft Skill Development
	Training format
	DCSMAT/CO/SSD/

F 001
	1.0

	18
	SOP
	Students’ Details format
	DCSMAT/CO/SOP/

F 001
	1.0

	19
	Common Presentations
	Schedule for Presentations
	DCSMAT/CO/CPN/

F 001
	1.0

	20
	Library
	Document Indent form
	DCSMAT/CO/LIC/
F 001
	1.0

	21
	Library
	Document Requisition form
	DCSMAT/CO/LIC/

F 002
	1.0

	22
	Library
	Document Order Form
	DCSMAT/CO/LIC/

F 003
	1.0

	23
	Library
	Periodical Indent form
	DCSMAT/CO/LIC/

F 004
	1.0

	24
	Library
	Periodical Requisition form
	DCSMAT/CO/LIC/

F 005
	1.0

	25
	Library
	Periodical order form
	DCSMAT/CO/LIC/

F 006
	1.0

	26
	Library
	Renewal Details Forwarding form
	DCSMAT/CO/LIC/

F 007
	1.0

	27
	Library
	Renewal Order Form
	DCSMAT/CO/LIC/

F 008
	1.0

	28
	Library
	Library Membership form
	DCSMAT/CO/LIC/

F 009
	1.0

	29
	Library
	Library Membership Withdrawal form
	DCSMAT/CO/LIC/

F 010
	1.0

	30
	Library
	Daily Circulation Details form
	DCSMAT/CO/LIC/

F 011
	1.0

	31
	Library
	Circulation Overdue form
	DCSMAT/CO/LIC/

F 012
	1.0

	32
	Library
	Fine Collection form
	DCSMAT/CO/LIC/

F 013
	1.0

	33
	Library
	Digital Library Metadata Entry form
	DCSMAT/CO/LIC/

F 014
	1.0

	34
	Library
	Ready Reference Request form
	DCSMAT/CO/LIC/

F 015
	1.0

	35
	Library
	Stack Maintenance Details form
	DCSMAT/CO/LIC/

F 016
	1.0

	36
	Library
	Text Book Order Form
	DCSMAT/CO/LIC/

F 017
	1.0

	37
	Library
	Text Book Follow-up form
	DCSMAT/CO/LIC/

F 018
	1.0

	38
	Library
	Text Book Bank Indent Form
	DCSMAT/CO/LIC/

F 019
	1.0

	39
	Library
	Text Book bank Distribution Form
	DCSMAT/CO/LIC/

F 020
	1.0

	40
	Library
	Text Book Bank Minutes form
	DCSMAT/CO/LIC/

F 021
	1.0

	41
	Library
	Text Book bank –Details of B-Schools
	DCSMAT/CO/LIC/

F 022
	1.0

	42
	Library
	Instructors Manual mgt. form
	DCSMAT/CO/LIC/

F 023
	1.0

	43
	Library
	E-journal Training form
	DCSMAT/CO/LIC/

F 024
	1.0

	44
	Library
	E-journal Password form
	DCSMAT/CO/LIC/

F 025
	1.0

	45
	Library
	E-journal-Guest faculty form
	DCSMAT/CO/LIC/

F 026
	1.0

	46
	Library
	Company Database Training form
	DCSMAT/CO/LIC/

F 027
	1.0

	47
	Library
	Company Database Password form
	DCSMAT/CO/LIC/

F 028
	1.0

	48
	Library
	Company Database monthly minutes form
	DCSMAT/CO/LIC/

F 029
	1.0

	49
	Library
	Company Database -Guest faculty form
	DCSMAT/CO/LIC/

F 030
	1.0

	50
	Library
	Library Committee minutes form
	DCSMAT/CO/LIC/

F 031
	1.0

	51
	Library
	Library Committee Agenda Form
	DCSMAT/CO/LIC/

F 032
	1.0

	52
	Library
	Library Committee decision form
	DCSMAT/CO/LIC/

F 033
	1.0

	53
	Library
	Moodle Accounts form
	DCSMAT/CO/LIC/

F 034
	1.0

	54
	Library
	Moodle Back up  form
	DCSMAT/CO/LIC/

F 035
	1.0

	55
	Library
	Moodle Training form
	DCSMAT/CO/LIC/

F 036
	1.0

	56
	Library
	Moodle performance form
	DCSMAT/CO/LIC/

F 037
	1.0

	57
	Library
	Moodle Guest Faculty Registration form
	DCSMAT/CO/LIC/

F 038
	1.0

	58
	Library
	News Collection form
	DCSMAT/CO/LIC/

F 039
	1.0

	59
	Library
	Information Acquisition form
	DCSMAT/CO/LIC/

F 040
	1.0

	60
	Library
	Website updating form
	DCSMAT/CO/LIC/

F 041
	1.0

	61
	Administration
	Personal data form
	DCSMAT/CO/ADM/F 001
	1.0

	62
	Administration
	Joining Report
	DCSMAT/CO/ADM/F 002
	1.0

	63
	Administration
	No Objection certificate
	DCSMAT/CO/ADM/F 003
	1.0

	64
	Administration
	Inward register
	DCSMAT/CO/ADM/F 004
	1.0

	65
	Administration
	Outward register
	DCSMAT/CO/ADM/F 005
	1.0

	66
	Administration
	File arrangements
	DCSMAT/CO/ADM/F 006
	1.0

	67
	Administration
	Gate Pass
	DCSMAT/CO/ADM/F 007
	1.0

	68
	Administration
	Employment certificate form
	DCSMAT/CO/ADM/F 008
	1.0

	69
	Administration
	Feedback on programmes attended by faculty
	DCSMAT/CO/ADM/F 009
	1.0

	70
	Administration
	NOCs for students
	DCSMAT/CO/ADM/F 009
	1.0

	71
	Administration
	Clearance certificate for Hostels
	DCSMAT/CO/ADM/F 010
	1.0

	72
	Administration
	Canteen Register for Guests
	DCSMAT/CO/ADM/F 011
	1.0

	73
	Administration
	Acquittance Register 
	DCSMAT/CO/ADM/F 012
	1.0

	74
	Administration
	Application for on Duty 
	DCSMAT/CO/ADM/F 013
	1.0

	75
	Administration
	Leave application
	DCSMAT/CO/ADM/F 014
	1.0

	76
	Administration
	Weekly/compensatory off Register
	DCSMAT/CO/ADM/F 015
	1.0

	77
	Administration
	Leave Statements
	DCSMAT/CO/ADM/F 016
	1.0

	78
	Estate & Infrastructure 
	Purchase requisition form
	DCSMAT/CO/EST/

F 001
	1.0

	79
	Public Relations
	NBA forms
	DCSMAT/CO/PRS/

F 001
	1.0

	80
	Industry – Institute Interaction
	Company Feedback form
	DCSMAT/CO/III/

F 001
	1.0

	81
	Clubs
	Registration form - Clubs
	DCSMAT/CO/CLB/

F 001
	1.0
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