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SERVICE DELIVERY CHARTER 
We are committed to courtesy and excellence in Service Delivery 

 
SERVICES RENDERED 
 

 
REQUIREMENTS 

 
USER 
CHARGES 

 
TIMELINE 

Units registration Student unit registration 
form 

Free 1 Day 

Units adjustment Filing unit adjustment form  
Free 

 
1 Day 

Teaching Time table 
Class attendance forms 

 As per university 
Schedule 

Examinations Syllabus Coverage  As per University 
Schedule 

Examination Results Queries Filing missing marks form 
Provisional Results Slips 

 
 
 
Free 

 
2 Weeks 

Processing of MA/PHD 
Proposals/Thesis 

Fulfilment of all 
Departmental requirements 

Free 
 

2 Weeks 

Recommendation/Introductory 
letters 

 
Student ID 
Letter of request 
Transcripts 

Free 1 Week 

Reference Library Staff ID 
Student ID 
Letter of Introduction if 
students is from another 
University. 

Free                                                                                                                                                                          1 Day 

Inquiries  Free 5 minutes 
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