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Sadhana Education Society’s 

  L.S.RAHEJA COLLEGE OF ARTS AND COMMERCE  

FIRST YEAR ADMISSION STANDARD 

OPERARTING PROCEDURES/GUIDELINES FOR 

ADMISSION COMMITTEE AND OFFICE STAFF,        

 FOR ACADEMIC YEAR 2020-21. 

 

 

 

ENCLOSURES TO THIS DOCUMENT 

A. Enrol/Elg/Admission/(2020-21)/1817 of 2020 dated21/7/2020,  

B. Enrol/Elg/Admission/(2020-21)/1820-A of 2020 dated21/7/2020 

C. DUMMY ADMISSION FORM ALONG WITH FIVE ATTACHMENTS 
D. ADMISSION SCHEDULE FOR IN-HOUSE STUDENTS 
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     SES’s L.S.RAHEJA COLLEGE OF ARTS AND COMMERCE 

 ADMISSION TO FIRST YEAR PROGRAMMES 2020 

          COMMON SOPS FOR ALL PROGRAMMES        24/7/2020 

Standard Operating Procedures to be followed for admission to first year programmes 

amidst COVID 19 Pandemic. This is inconsistence with the University Circular nos.                          

(i) Enrol/Elg/Admission/(2020-21)/1817 of 2020 dated21/7/2020, and (ii) 

Enrol/Elg/Admission/(2020-21)/1820-A of 2020 dated21/7/2020(enclosed) 

 

1. Students will register with the University portal before filling the online college 

admission form. 

2. Student/s will fill ONLINE ADMISSION FORM of the  College and upload the 

following documents: 
 SSC MARKESHEET 

 HSC MARKSHEET 

 LEAVING CERTIFICATE (If issued ) 

 MINORITY CERTIFICATE (if required) 

 CASTE CERTIFICATE (only for fee concession) 

 OTHER CERTIFICATE (if required) 

 

3. Pay a fee of `100/ form is accepted. 

      (Sr. no 1 to 3 for students. Sr. no 4 onwards for Admission Committee [AC] and     

       Office Staff [OS]) 

4. AC will check the form and attachments as per serial no 2 on day to day basis. 

Deficiency report be prepared and sent to the OS for further action including 

DOUBLE ATTEMPTS MARKSHEET application/s. [AC] 

5. Online verification work will be assigned programme wise to a person for clear 

responsibility and accountability. 

6. The OS will contact student/s concern to fetch the document/s as per deficiency 

report. [AC] 

7. OS should send daily report to admission convenor with regards to the work 

completed on day to day basis.[ OS] 

8.  Work will be assigned to specific person (OS) programme wise clear liability and 

responsibility.  [OS] 
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9. On the last day as per the time table the online admission form filling link is to be 

closed. [OS] 

10.  The merit lists will be prepared and displayed as per the time table. [AC] 

11.  Admission starts as per the time table and admission is monitored by the AC. [AC] 

12.   As soon as admission is done that is fees are paid by student/s, the OS will 

admit/confirm the admission of the student through MKCL portal on day to day 

basis. (This would prevent to take admission in other colleges since the original 

marksheet will not be collected by the college at the time of admission).[OS] 

13.  In case found, a student has taken admission in other college, his/her admission 

is to be set aside. The student concern be contacted by the OS and the student 

concern be asked to confirm the admission in either of the colleges in writing.[OS]  

14.  Thereafter all merit lists as the time table be prepared and displayed by the AC.  

[AC] 

15.  Cancellation of admission through online application. [OS] 

16.  Any discrepancies found are to be reported to the Convener of Admission 

Committee immediately. [AC]  [OS] 

 

 

1. Students applying under MINORITY QUOTA must upload MINORITY CERTIFICATE duly issued by the 

TRUST/SAMAJ. 

2. No affidavit can suffice or replace the MINORITY CERTIFICATE. 

3. If not complied with (i)-DEFICIENCY REPORT 

4. Students with double mark sheet will be considered as SECOND ATTEMPT; hence percentage of 

marks will be 35%. Follow the examples: 

                                       EXAMPLE-A 

ATTEMPT 1                                         ATTEMPT 2 

SUBJECT MARKS  

  ENGLISH 45+ 

OC 35 

MARATHI 40 

SP 35+ 

BOOK KEEPING 40+ 

ECONOMICS 35+ 

TOTAL 275 
PASSES 

+Marks carried forward 

 

STUDENT MOST LIKELY WILL FILL TOTAL MARKS OBTAINED AS 200+75=275/600 OR 45.8%.THIS IS 

INCORRECT AND IT SHOULD BE 35% OF MARKS. THIS WILL BE CONSIDERED AS DOUBLE ATTEMPTS. Both 

the mark sheets are to be taken into record if the student is to be admitted. SUCH A STUDENT/S IS                     

NOT ELIGIBLE FOR SELF FINANCE PROGRAMMES. If not claim as 35% OF MARKS: DEFICIENCY REPORT 

SUBJECT MARKS  

 ENGLISH 45 

OC 20 

MARATHI 25 

SP 35 

BOOK KEEPING 40 

ECONOMICS 35 

TOTAL 200 
FAILS 

SOME CLARIFICATIONS 
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EXAMPLE -B  

             ATTEMPT 1                                          ATTEMPT 2                                          

SUBJECT MARKS  

ENGLISH 50 

OC 55 

MARATHI 50 

SP 50 

BOOK KEEPING 60 

ECONOMICS 55 

TOTAL 320 
PASSES 

 

HERE THE STUDENT HAS REAPPEARED IN ALL THE SUBJECTS AND SECURED 320/600= 53.3% OF MARKS.            

THIS WILL BE TREATED AS SINGLE ATTEMPT CASE. SUCH A STUDENT/S IS ALSO ELIGIBLE FOR                                      

SELF FINANCE PROGRAMMES. The last mark sheet is to be considered for the purpose of admission. 

 

17. To confirm an INHOUSE student, please see the HSC mark sheet where COLLEGE 

CODE is mentioned as J3201017. [AC]    

18.  If leaving certificate not uploaded: DEFICIENCY REPORT 

19. If SSC and or HSC mark sheets are not uploaded: DEFICIENCY REPORT 

20. Students from other Board like CBSE/ICSE/or any state board is to be  

    admitted and to be reported to the Office. [OS]    

21. Eligibility cases to be kept separately.[OS] 

22. Students from International Board needs to upload equivalence  

   certificate/eligible to take admission certificate issued by the  

   University of Mumbai. [AC]  & [OS] 

23. There are five ATTACHMENTS viz. (a) to (e) to the admission form. [AC]   

24. If picture and or signature of the candidate are not uploaded or found  

     obscured/hazy/unclear:  DEFICIENCY REPORT [AC]   

25. If GAP CERTIFICATE NOT UPLOADED. Applicable for students prior to March 2020.  

      DEFICIENCY REPORT [AC]   

26. Utmost care be taken in drawing MERIT LISTS. [AC]  

27.   Forms to be cross checked with payment of `100/ printed on the form. [OS] 

 

 

SUBJECT MARKS  

ENGLISH 45 

OC 20 

MARATHI 25 

SP 35 

BOOK KEEPING 40 

ECONOMICS 35 

TOTAL 200 
FAILS 
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28. Fee concession for Special Class student is against production of original caste  

      certificate. [AC] & [OS] 

29.  Duties to Ac and OC are day and date specific. That is if you have a duty on  

    27/7/2020, you need to clear all admission form received on 27/7/2020. [AC] &  

     [OS] 

30.  AC members are requested to read the ELIGIBILITY rules carefully and act  

     accordingly. [AC] 

31. If any other discrepancies found not covered here, should also be  reported. [AC] & 

[OS] DEFICIENCY REPORT. 

 

 

  

 

I. To confirm an INHOUSE student, please see the HSC mark sheet 

where COLLEGE CODE is mentioned as J3201017. [AC]  

II. Cross verify with a list of in- house students, provided.[AC]   

III. Follow the admission schedule for IN-HOUSE STUDENTS. [AC]    

IV. In house students can be admitted on the basis of provisional mark 

sheet. 

V. If Leaving Certificate (LC) is issued, you will be intimated by the 

Convener/Principal from time to time. 

VI. Those in-house student/s admitted, mark sheet and LC of such 

student/s should not be withheld by the Office. [OS] 

VII. As soon as admission is done that is fees are paid by student/s, the 

OS will admit/confirm the admission of the student through MKCL 

portal on day to day basis. (This would prevent to take admission in 

other colleges since the original mark sheet will not be collected by 

the college at the time of admission).[OS] 

 

 

 

 

 

FOR IN HOUSE STUDENTS 
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ELIGIBILITY TO VARIOUS PROGRAMMES 
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Duties allocated to the ADMISSION COMMITTEE (AC) Members should do it 

scrupulously.Duties are allocated to staff in rotation. Duties will be given as per the 

following category by the Convener of the AC.  
 

  

 

All members of the AC should solicit their cooperation to the CONVENER and ensure 

smooth conduct of admission process. 

 

  

                        Category: OPEN/MINORITY/OTHERS 

Date Name of the candidate programme Nature of Deficiency 

    

    

    

    

 

  

              

                                                                                                                                                             Principal  

 

                            SUGGESTIONS FORM ALL CONCERN WILL BE APPRECIATED.  

OPEN 

MINORITY 

OTHERS 

DUTIES 

DEFICIENCY REPORT FORMAT 
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                                Dr. Seema A. 
Ukidve 

CONVENER 

Dr. Akshata A. Kulkarni MEMBER 

Dr. Gordhan  N. Devnani MEMBER 

Dr. Samya P. Shinde MEMBER 

CA  Hrishikesh A. Wandrekar MEMBER 

Mrs. Laila A. Patel MEMBER 

Dr. Preeti S. Vaswani MEMBER 

Mr. Ramsagar B. Yadav MEMBER 

Dr. Neelam Yadav MEMBER 

Ms. Pooja U. Yadav MEMBER 

Mr. Rahul P. Dandekar MEMBER 

Ms. Vaishali Pandya CO-CONVENER 

Ms. Kavita Makhija MEMBER 

Ms. Divya Kanchan MEMBER 

Ms. Suvarna Raikar MEMBER 

Mr. Mehul Barai MEMBER 

Ms. Jyoti Sarkar MEMBER 

Ms. Neha Nikam MEMBER 

Ms. Neha Dalal MEMBER 

Mr. Raju Gole MEMBER 

Ms. Heta Parekh MEMBER 

Ms. Prajakta Joshi MEMBER 

Mr. Upmanyu Yajnik MEMBER 

Ms. Mansi Bafna MEMBER 

Ms. Shivani Chande MEMBER 

Ms. Puja Patwardhan MEMBER 
 
 
 
  
 
 
 
 
 
 

ADMISSION COMMITTEE 2020 
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OFFICE STAFF (OS) 
 

Ms.Rupal Kore COORDINATOR 

Mr.Atul Khare ADMIN HELP 

Mr. Lalji Dubey Fee concession to special category student 

Mr,Gaurav Ranjane ADMIN HELP 

Mr.Justin Tuscano     HELP LINE (students) and ERP Supervision 

Mr.Prasad Chavan IT/SOFTWRAE MATTERS 

Mr.Chandrakant Vichare IT/SOFTWRAE MATTERS 
Mr.Mahesh Gosavi ADMIN HELP 

Ms.Mohini Karande ADMIN HELP 
 

   

 

                                                                                        Principal 

 

  

 

 END 
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Session 2020-2021

College Code 

:LSRC
SES'S L.S.RAHEJA COllege OF ARTS AND 

COMMERCE

Website:- www.lsraheja.org, Email id :- degree.office@lsraheja.org.

Relief Road, Santacruz (West), Mumbai - 400054

Mother's Name :

MIDDLE NAMEFIRST NAMELAST NAME

Marital Status :

Father's Name

Name of the Student

For College 

use only 

Course Applied to: 

Admission Date : 

01. Personal Information Section 

Date of Birth :

Gender :

Place of Birth  :

Blood Group :

Religion :

Citizenship of :

Aadhar Card No. : Driving Licence No.  :

Address for Correspondence:

TUSCANO JUSTIN SANJOHN

AS

Married Male

29/01/2020

VASAI

A+

CHRISTIANITY

111111111111

F.Y. B.A. Registration No.

 494802

eeqwre

INDIAN

Grandfather Name  :

Native Place : vasai

Organ Donar  : NO

Transaction Type : ONLINE

02. Address Details 

132131Pin Code :

Minority: NO

Medium : ENGLISH

OpenAdmission category :

SAN

VASAICity :VASAITehsil :PalgharDistrict :MaharashtraState :

Permanent Address Pin Code :
eeqwre

132131

VASAICity :VASAITehsil :District : PalgharState : Maharashtra

03. Contact  Details 

Student Mobile No.: Student Email Id: justin.tuscano@lsraheja.org

1121313Parent Phone :Student Phone :

9923226905

Sub Caste : Phy. Handicapped :

Domicile State :

NONE

OPENMaharashtra

04. Legal Reservation Information Section

Caste Certificate No. : Learning Disability No. :

Caste Category :

SOCIAL RESERVATION NAMESR NO.

1

05. Social Reservation (Special Category) Information Section 

lsrcacc
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06. Education Details Section 

Name of 

Examination

Name of 

Board 

Name of School 

/ College

Date of 

Passing

Examination 

Seat No.

Passing 

Certificate No.

Grade / 

Total 

Marks 

Obt 

Marks

CGPA

%

ssc maharashtra m1232  500  431 08/06/20

17

 0.00 86.20

HSC LSRCMAHARASHTRA 

BOARD

M1 123  650  505 08/05/20

20

 0.00 77.69

College/School 

Attended 

Board/

University 

Passing 

Year

Marks 

Obt

Total 

Marks

Percentage Place Arts/Com

/Sci

Education 

Gap

lsrc Maharashtra 

board

 2019  460  650  70.77 mumbai commer

ce

YES

07. Qualifying Exam  Details Section 

Qualifying Exam Name : HSC (12TH)

Admission 

Year

 0

Qualifying Exam Subject Details

Subject Name Total Marks Obtained MarksSr.No.

MATHEMATICS1 50.00100.00

08. Subject Details Section 

Preferenace : 1   Group Name : FYBA SEM I ECO PSY STAT HINDI

FOUNDATION COURSE - I

COMMUNICATION SKILLS IN ENGLISH

ECONOMICS - I

STATISTICS

GENERAL PSYCHOLOGY-I

HINDI

Preferenace : 2   Group Name : FYBA SEM I ECO SOC COM HINDI

FOUNDATION COURSE - I

COMMUNICATION SKILLS IN ENGLISH

COMMERCE I

ECONOMICS - I

FOUNDATIONS OF SOCIOLOGY

HINDI



Preferenace : 3   Group Name : FYBA SEM I SOC PSY HIS HINDI

FOUNDATION COURSE - I

COMMUNICATION SKILLS IN ENGLISH

HISTORY - I -HISTORY OF MODERN INDIA (1857-1947)

GENERAL PSYCHOLOGY-I

FOUNDATIONS OF SOCIOLOGY

HINDI

09. Attached Documents

Name of Documents/CertificatesSr No.

1 UNIVERSITY REGISTRATION FORM

2 HSC (12TH) MARKSHEET

3 SSC (10TH) MARKSHEET

4 LEAVING CERTIFICATE

10. Guardian / Parent Information Section

Guardian's/ Parent's Name : 

Occupation of the Guardian/Parent : Annual Income of the guardian/Parent  : 

Relationship of Guardian with applicant : Guardian/Parent Phone No. : 

11. Other Information Section

Mother Tongue : Do you wish to join NCC / NSS:

Hobbies, Proficiency and Other interests  :

Games and sports participation :

 1,111,111.00

--

ENGLISH YES

1121313

NA

SERVICE

12. Declaration by Student 

Place :

Date : Signature of the Student:

I hereby declare that, I have read the rules related to admission and the information filled in by me in this form is accurate and true to 

the best of my knowledge. I will be responsible for any discrepancy, arising out of the form signed by me and I undertake that, in 

absence of any document the final admission will not be granted and / or admission will stand cancel.

Undertaking by the Student 

Date : Signature of the Student:

I will accept and abide by the combination or subjects allotted to me by the college on the basis of merit and minimum requirement of 

students in each combination or subjects/papers. I also know that I have to pay additional laboratory fee, unaided subject fee as the 

case may be once the subject(s)/ paper(s) allotted to me by the college.

Place :



University of Mumbai

DECLARATION /UNDERTAKING FROM THE STUDENT

Place :

Date :
Signature of the Student:

I, Mr. /Ms JUSTIN SANJOHN TUSCANO

Mobile No: 9923226905 Email. Address: justin.tuscano@lsraheja.org

here by declare that, information submitted in admission form is correct. I am confirming my admission for course  

BACHELOR OF ARTS at college L.S. RAHEJA COLLEGE OF ARTS & COMMERCE College  for academic year 

2020-2021. My registration no of Mumbai University digital portal is 494,802 I will not confirm my admission to 

any other college. I will submit my all original documents to college. I am aware that if information in my 

admission form found wrong or even I submitted my original documents in another college my admission will 

treat as cancelled.

DECLARATION BY PARENT/ GUARDIAN

I , SAN (Mother / Father / Guardian) hereby fully endorse the above undertaking/declaration given by my 

child/ward. And I will endeavor to induce my child/ward to do his/her best to observe the above stated 

undertaking in words and spirit.

Place :

Signature of the Guardian/Parent:
Date :

lsrcacc
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DECLARATION /UNDERTAKING FROM THE STUDENT 2020-21

I, Mr. /Ms JUSTIN SANJOHN TUSCANO of  Programme: F.Y. B.A. , student of SES’s L. S. Raheja College of 

Arts and Commerce(LSRC), wish to seek admission in semester I in the AY 2020-2021.

Permanent resident of 

eeqwre

Mobile No: 9923226905 (Give permanent home address with telephone no.), do hereby undertake on this the 

date 24/07/2020

The following:- 

1. I, hereby, declare that, the entries made by me in the Application/Admission Form are complete and true 

to the best of my knowledge and based on records. 

2. I, hereby, undertake to present the original documents immediately upon demand by the authorities 

concerned of LSRC. 

3. I, hereby, undertake to abide by the rules and regulations, concerning discipline, attendance, etc. of the 

University of Mumbai and or LSRC), and also to follow the Code of Conduct prescribed for the Students by 

LSRC from time to time and subsequent changes/modifications/amendment made there to. I 

acknowledge that, the LSRC has the authority for taking punitive actions against me for violation and/or 

non-compliance of the same. 

4. I understand that, as per the University Ordinance 6086, 75% attendance in lectures/tutorial/practical is 

compulsory and I commit myself to adhere to the same. I also understand, in case my attendance falls 

short, for any reason, the competent authority of the LSRC may take such punitive action against me, as 

may be deemed fit and proper. The decision of the LSRC in this regard will be final and binding on me.

5. I, hereby declare that, I will neither join in any coercive agitation/strike for the purpose of forcing the 

authorities of the Institute to solve any problem, nor I will participate in any activity which has a tendency 

to disturb the peace and tranquillity of life of the LSRC campus. 

6. I, hereby declare that, both I will not indulge in, nor tolerate ragging, in any form, even in words or 

intentions, and I accept to give an undertaking in the prescribed format for the same. 

7. I, hereby declare that, I shall be solely responsible for my involvement in any kind of undesirable / 

indisciplinary activities outside the campus, and shall be liable for punishment as per the law of the land. 

I, further understand that, the Institute shall in no way provide any support to me and will not be held 

responsible for my any such action.  

8. I, further declare that, my admission may be cancelled, at any stage, if I am found ineligible and/or the 

information’s provided by me are found to be incorrect and false. 

9. I, hereby undertake to inform the LSRC, about any changes in information submitted by me, in the 

Application/Admission Form and any other documents, including change in addresses and phone nos., 

from time to time.

DECLARATION BY PARENT/ GUARDIAN

 I  (Mother / Father / Guardian) hereby fully endorse the above undertaking/declaration given by my 

ward. I undertake the responsibility of the ward’s attendance in lectures /tutorials/ practical as per the 

O.6086 and his/her behaviour in the premise of LSRC. It will be personal responsibility to induce my 

child/ward to do his/her best to observe the above stated undertaking in letters and spirit. 

Place: …………………………… 

I am SAN Mother / Father / Local Guardian---------------------- Signature ………………………………………….

Date: 24/07/2020

lsrcacc
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13. Declaration by Guardian / Parent

Signature of the Guardian/Parent:Date :

Place :

I have permitted my son / daughter / ward to join your college.The  information supplied by him / her is 

correct to the best of my knowledge. I have acquainted myself with the rules and fees, dues to my son / daughter / ward and see 

that he / she  observes.

14. For College / Institute Use Only

Signature and DateRemarks / Particulars /Recommendations Designation 

Admission Clerk 

Admission Committee

Accountant / Cashier

Registrar/Office 

Superintendent

REMARK OF THE ADMISSION COMMITTEE

May be admitted to Class_____________________________________________________ Section__________________

May be Rejected____________________________________________________________________________________

Last date of payment of fees __________________________________________________________________________

Admission may be canceled if the fees are not paid by this date.

Principal Signature of Admission Committee

Cash Received : Rs 1.00

lsrcacc
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To,

The Principal,

SES’s L S Raheja College of Arts & Commerce

Relief Road, Juhu, Santacruz (west), Mumbai 400 054

Sub:  Requirement of attendance to be eligible for the Examination of Junior College.

Ref:  Your letter no. LSRC / 2020-2021 / 494,802 dated 6 June , 2020.

Sir,

I am in receipt of your above referred letter. I have read the contents of the letter and made a note of the same. 

I am also aware of the fact that the defaulters list for the previous month shall be displayed by the college on 

its notice board by the 10th of the next month and we can keep a track of the same by visiting the college and 

that we can meet the Vice Principal, if required.

I declare that my ward will be responsible for maintaining and fulfilling the norms of attendance as required 

under O.6086 of University of Mumbai, even if he/she is pursuing any other program like CA, CS etc. other than 

the course (program) for which he is admitted to the college.  

I accept my responsibility of keeping track of the attendance of my ward. I, personally and on the behalf of my 

ward, also assure you that my ward will fulfill the attendance norms as required and specified by the University 

of Mumbai in its Ordinance 6086 failing which I am aware that my ward will NOT BE ALLOWED to appear for 

the examination conducted by the University of Mumbai or by the college on behalf of the University of 

Mumbai.

I have read the letter no. LSRC / 2020-2021 / 494,802 dated June 6, 2020. I promise to maintain the minimum 

attendance required for granting the term as specified in O.6086 of University of Mumbai. I am aware that if I 

fail to meet the norms for minimum attendance, I will NOT BE ALLOWED to appear for the Examination(s) 

conducted by the University of Mumbai or by the college on behalf of the University of Mumbai.

Name and Signature of the parent

 Yours faithfully

Name and Signature of the Student: {StudentName}

JUSTIN SANJOHN TUSCANO

eeqwre

(Name and address of the student)

Dated: 24/07/2020
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Typewritten text
ATTACHMENT-D



ANTI RAGGING DECLARATION

UNDERTAKING BY THE STUDENT

1. I, JUSTIN SANJOHN TUSCANO Roll No. ______ d/s of Mr/Mrs. SAN having  been admitted to L.S. Raheja College of 

Arts and College, have read a copy (displayed on Notice Board, College website : http://www.lsraheja.org and 

available with Registrar in College Office ) of the UGC Regulations on Curbing the Menace of Ragging in Higher 

Educational Institutions, 2009, (hereinafter called the “Regulations”) carefully read and fully understood the 

provisions contained in the said Regulations.

2. I have, in particular, perused clause 3 of the Regulations and am aware as to what constitutes ragging.

3. I have also, in particular, perused clause 7 and clause 9.1 of the Regulations and am fully aware of the penal and 

administrative action that is liable to be taken against me in case I am found guilty or abetting ragging, actively or 

passively, or being part of a conspiracy to promote ragging.

4. I hereby solemnly aver and undertake that

a) I will not indulge in any behaviour or act that may be constituted as ragging under clause 3 of the Regulations.

b) I will not participate in or abet or propagate through any act of commission or omission that may be 

constituted as ragging under clause 3 of the Regulations.

5. I hereby affirm that, if found guilty of ragging, I am liable for punishment is according to clause 9.1 of the 

Regulations, without prejudice to any the criminal action that may be taken against me under any penal law or 

any law for the time being in force.

6. I hereby declare that I have not been expelled or debarred from admission in any institution in the country on 

account of being found guilty of abetting or being part of a conspiracy to promote, ragging and further affirm 

that, in case the declaration is found to be untrue, I am aware that my admission is liable to be cancelled.

Declared this 24 day of 07 month of 2020 year.

Signature of Student

Signature of Student

DECLARATION

My personal information other than Name, Category, Marks, and Social Reservation can be / should not be supplied 

to any other party.

Name : JUSTIN SANJOHN TUSCANO

lsrcacc
Typewritten text
ATTACHMENT-E



 

 

                             Sadhana Education Society’s                 24/7/2020 

  L.S.RAHEJA COLLEGE OF ARTS AND COMMERCE  

ADMISSION SCHEDULE FOR IN HOUSE STUDENTS 

ADMSSION TO FYBA and FYBCOM 2020 

                                        NOT FOR PRIVATE STUDENTS FORM NO 17 

  

LAST DATE TO FILL ONLINE ADMISSION FORM 4TH AUGUST 2020  TILL 2.00 PM 

LAST DATE OF SECURING ADMSSION 5TH AUGUST TILL 4.00 PM 

 

                                     DOCUMENTS REQUIRED 

1. PROVISIONAL MARKSHEET OF HSC MARCH 2020 

2. SSC MARK SHEET 

3. HSC LEAVING CERTIFICATE(IF ISSUED) 

4. AADHAR CARD 

 

IN-HOUSE STUDENTS MUST SEEK ADMISSION TO FYBA/FYBCOM ON OR BEFORE 
THE LAST DATE. AFTER 4.00 PM ON 6TH AUGUST 2020. STUDENT/S WILL LOOSE 

THEIR CLAIM AS IN-HOUSE STUDENT/S. 
  

                                                                                                          

 

                                                                                                        PRINCIPAL 

  



 

Ref. No.LSRC/Notice /SY/TY/ADMISSION/SFC/293              17th June, 2021 

 

DUTY CHART FOR SY AND TY ADMISSIONS 

 

DATE CLASS NAME OF INCHARGE  

18-6-2021 to 24-6-2021 SYBAF Mr.Upmanyu Yajnik 

18-6-2021 to 24-6-2021 TYBAF Mr.Upmanyu Yajnik 

18-6-2021 to 24-6-2021 SYBFM Mr. Mehul Barai 

18-6-2021 to 24-6-2021 TYBFM Ms.Divya Kanchan 

18-6-2021 to 24-6-2021 SYBBI Mr. Raju Gole 

18-6-2021 to 24-6-2021 TYBBI Ms.Jyoti Sarkar 

18-6-2021 to 24-6-2021 SYBMS A Ms. Neha Nikam 

18-6-2021 to 24-6-2021 SYBMS B Ms. Neha Nikam 

18-6-2021 to 24-6-2021 TYBMS A Ms.Suvarna Raikar 

18-6-2021 to 24-6-2021 TYBMS B Ms.Heta Parekh 

18-6-2021 to 24-6-2021 SYBAMMC Mr.Raju Gole 

18-6-2021 to 24-6-2021 TYBAMMC Ms. Kavita Makhija 

18-6-2021 to 24-6-2021 SYBSC.IT Mr. Mehul Barai 

18-6-2021 to 24-6-2021 TYBSC.IT Ms.Prajakta Joshi 

 
 
 
 

 
 
 
Ms.Vaishali Pandya 
Convenor 

(DR. DEBAJIT SARKAR) 
PRINCIPAL 

 

 

  



SOP TO BE FOLLOWED WHILE SY AND TY ADMISSION PROCEDURE 

1. All the teachers on duty must verify the registration form by following the steps attached 

herewith. 

a. Check whether student is eligible or not. ( as per list supplied by the Respective 

Coordinator) 

b. Check the student details are filled or not properly 

c. Check the Partial Payment Application if any.( REFER steps how to check uploaded 

documents ) 

d. Check the Caste category if Reserved Category then check whether document is 

uploaded or not. 

2. In a day make a list of students whose forms are verified by you and send it to office clerk 

assigned to you and mark a copy to Rupal Madam at 2.30pm and then again at 5 pm. Office 

will then assign fee to the students in the list. 

The table for the list to be followed must be in this format 

CLASS: 

SR.NO NAME OF STUDENT FEE AMOUNT TO BE 
ASSIGNED 

REMARKS 

1. ABC FULL FEES  

2. XYZ 8000/- PARTIAL PAYMENT 
APPROVED 

 

3. For Reserved category students send the list to Dubey sir as at 4 pm  

SR.NO NAME OF STUDENT FEE AMOUNT TO BE 
ASSIGNED 

REMARKS 

1 PQR  PLS CHECK AND 
DUBEY SIR TO 
ENTER THE 
AMOUNT 

4. Once Dubey sir reverts add those students in your next list and send it to office. 

5. Clerks assigned Programme wise are  

MR.MAHESH GOSAVI – BAF, BBI , BSC.IT 

MR.ATUL KHARE- BAMMC 

MS. SWAPNALI GHUME- BMS , BFM 

6. Check whether students have paid the assigned fees and send the list of students registered 

and fees paid data daily at 5 pm to your respective Coordinator and a mark a copy to Ms. 

Vaishali Pandya . The format for the same : 

CLASS NO OF 
STUDENTS 
REGISTERD/ 
FILLED 
ADMISSION 
FORM 

NO OF 
STUDENTS 
PAID FEES 

SYBAF 10 4 

7. Take follow up and check whether students have filled the University form and uploaded 

the same on our portal . Students have to submit the hard copy to admin office .  

 



 

STEPS TO CHECK SY TY ADMISSION FORM. 

 

1. Visit this url 

https://cims.mastersofterp.in/ 

User name admission@sess.com 

Password: - admission 

1. Go to Academic ----- Students Report -------   Admission 

2. Click on ---  Online Registration (SY/TY) 

3.   Open the Dialog box --- Select heads 

 

4. Click on Export to Excel and Report. 

The list of online registered students 

Download the excel report. 

5. Then open Academic ----- Students Report --- Admission  --- SY TY Student Application 

Report 

 
Search by student name 

Enter student name 

Click on report.   Verify the form. (if any correction, please note down with student name) 

 

https://cims.mastersofterp.in/
mailto:admission@sess.com


6. Click On Transaction --  Registration and Merit List  --  SY TY Merit list 

Select the Heads Generate the Excel report. 

 
Check the subject preference selected properly or not. 

Please note down, If they have wrong subject selection. 

 

7. The fees will assign by admin office. After payment of students. 

Go to Students Report – Admission -- Student Admission Report 

Check the admitted student list. 

 

 

 

  



HOW TO CHECK DOCUMENTS UPLOADED ON PORTAL 

https://cims.mastersofterp.in/ 

User Name: - admission@sess.com 

Password: - admission@321 

Login in Erp--  

1. Admission Status Report. 

Academic -- Student Report – Admission -- Student Admission Report. 

 

2. For uploaded Document Report. 

Academic -- Student Report -- Certificate -- Document Submitted Report 

 

 

 

 

https://cims.mastersofterp.in/
mailto:admission@sess.com


 

 

 

3. Student Document Check.  

Academic -- Transaction -- Data Entry -- Student Document Details – 

 

 

Open the document in new tab:- CTRl + Click on download button. 
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