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Admission Application Form

APPLICATION CHECKLIST

Please use the checklist below to ensure that your application is complete with all decuments before it is submitted.

Check List of students Enrolment
[1 A Complete Application Form Copies of Academic Certificates
[[] Two Passport-sized Photos SLC - Character Certificate
SLC - Marksheet
+2 [ A Level - Transcript
+2 / A Level - Character Certificate

+2 [ A Level - Provisional Certificate
Bachelor - Transcript
Bachelor - Character Certificate
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Bachelor - Migration Certificate (Original)

+2 [ A Level - Migration Certificate (Original)

Student’'s Name

| |

Course Applied For [ ‘ Commencing Term | T
Student D | | Shift| |

Date of Admission [ | Flr-,-gd.Number| T
Regd. Date ’ J Admission Diﬁcerr ‘




Admission Application Form

PLEASE COMPLETE THE FORM IN BLOCK/CAPITAL LETTERS AND IN BLACK INK.
Our aim is to receive a complete profile of the student. Please provide us complete details about you. Where the

options are provided, tick appropriate options. Make sure that the application form is completed and signed by as a
student, and not by anybody else on your behalf.

PROGRAMMES

REGULAR BBA[ | MBA [ ]

INTAKE FOR

July/Aug [] Jan/Feb [ |

PERSONAL DETAILS

Title: Mr./Ms/Mrs/Other |

First Name: Middle Name:

Last Name: Citizenship Number (Optional)

Date of Birth: DD [ J[ ] MM ][] YY[ ][] BS Country.of Birth:
pp[J] mm ] yy[JOJOJC] AD Place of Birth:

Permanent Address:

Zone District VDC/Municipality _— _WardNo.______
Telephone No.: Maobile No.:
E-mail:

Temporary Address:

Zone District VDC/Municipality —— WardNo.—_
Telephone No.: Mobile No.:
E-mail:

PARENT/GUARDIAN DETAILS

Father's Name: Mother's Name:
Address:

Home Phone: Mobile: E-mail:
Occupation:

HOW DID YOU HEAR ABOUT US

Friend: Family:
Website: Education Fair:
Advertisement:
[_]Paper LTV (| Radio
L] Facebook [] Hoarding Board [_] other

TR o T e R P A e T T T BTV



ACADEMIC QUALIFICATIONS

R s g
- Level
“"ol\'.-\.. = gt

Training |

" Internship
Scholarship
s Award

REFERENCES

These should not be from friends or family. State the name and contact details of the persons who have provided
reference letters that you are attaching with this application form.

- 1st Referee 2nd Referee
: Mame and Title: MName and Title: I
Position Held: Position Held:
F Organization: . Organization:
' Address: Address:

Telephone No.: Telephone No.:

Email: Email:

APPLICATION QUESTIONAIRE

1. Why did you choose to study at Phoenix College of Management?

2. How is this course going to benefit you now or in the future?




RULES AND REGULATION

Phoenix College of Management has the following policies, rules and regulation. Each applicant is suggested to read carefully and sign below.

71 At the Time of Admission, every Student Must:
. Provide authentic information about them. Any false declaration is unacceptable.
= Provide attested photocopies of the academic certificates received.
- Agree to pay the tuition and other fee on time as proposed by the college.
* = Agree to inform the college administration if address and contact number changed.
= Agree to inform the college if s/he fails to enroll the college in given deadlines.

O Attendance and Punctuality,
= Each studenl is required to maintain at least 85% attendance of their classes and official college activities.
= Attendance will be taken every day and in every lesson.
. If a student misses 10 classes in each subject per semester, they are not allowed to appear for the semester examination.
. If & student needs a leave, they have to fill up a leave application form stating the reasons for leave and period covered and also assure
how they plan to recovar what they have missed :

0O Assessment, Examination and Assignments
. Assessment, examination and assignments will be guided by the academic calendar of Phoenix College of Management.
. Assessment and evaluation will be done through different ways- written examinations, written assignments, project works, case studies,
and presentation.
. Acting dishanestly or unfairly in connection with any examination, assessment or assignments conducted by course lecturers /staff will be
considered as a serious offence

O Discipline, The college expects students:
=  Tobe polite respectiul to the Principal, coordinator, the professors and the personnel of the college in general,
. To show salf-respect, responsibility and respect for the personality of other students irespective of gender.
*  Torespect and appreciate the premises and the property of the college.
. Mot to provoke or harass in any way thelr fellow students and in general not to endanger the lives or the bodily intagrity of the lecturers or
their fellow students with their actions.
. To take reasonable care to protect their own health and take safety measures in collega aclives.

T3 Rights and Obligation

. Every student of the college has the rights to be instructed in the course to which slhe has been accepted, and the college is obliged to
provide them with learning in the best Possible way, by employing qualified and fully trained staff, suitably equipped laboratories, a library
and other general means that are considered necessary for their education and training.

= Every college student has certain rights and obligations that are directly connected to their capacity as students and remain in force
throughout their studying at the college.

. Every student has the right to think and act freely within the college provided they do not break the Regulations and complies with the
recommendations of the competent college authorities.

= The students should not obstruct the normal functioning of college services, nor take actions that are likely to harm property assets of the
college or endanger the bodily integrity of persons within the collage premises.

= The behaviour of students must be in accord to the Work Regulations of the college.

. Students are obliged to respect academic propriety and not appropriate part or the entire intellectual work of others. Such actions as
cheating at exams, falsifying and forging information or documents, are considered punishable acts and are referred to the Disciplinary
Committee of the collega.

O Offences

. If & student is found guilty of misbehavior or misconduct, the college adminisiration has the right to take appropriate action against the student

- Behavior (Violence, intimidation and harassment), which may hinder the academic progress or work periormance, is not tolerated and strict
action is taken against the students who are involved in such misbehaviours.

. Chewing of gums and use of tobacco is strictly prohibited in college premises

= We discourage using mobile phones during the college time expect unavoidable circumstances.

. Sludents are not allowed to leave the college during the college hours.

M Fees, Charges and Refund Policy

- The college makes every effort to ensure that our potential and enrolled students are made aware of its fees, charges and refund policy.

- Students who register for classes have a legal obligation to pay all the tuition and other fees. Partial payment options are available during
early registration.

. Unpaid tuition and other fees are subject 1o the collection procedures of the college, which may include placing holds on future registration,
and withholding transcripts.

. The college may charge for extra services and resources provided such as, text books, photocopying, additional copies or re-issue of
qualification and academic transcripts, follow up changes associated with late or non-payment, overdue fees, dishonour cheque fees, late
marking or assessment re-sit feas,

. Payment can generally be made by cash or direct bank deposit voucher,

] Fees incorporate an admission fee, module(s) fee, library fee, sporns fee and Lincoln University registration fee, and are publicly available
on the college website and promotional materials.

= Al forms of fees are non-transierable to other student.

= Al paid fees are non-refundable unless mentioned refundable.

O Student Declaration R— — = — —=
| declare that the information given on this form Is correct and the document that | have submitted is genuine to the best of my knowledge and belief. | ahoh:he
consent for processing of the information provided to Phoenix College of Management. Furthermore, the college may make reasonable checks to confim ¢
accuracy and authenticity of documents | have submitted with this application.

Applicant’s Name: ______

Applicant’s Signature: ; Date:



