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	CRF Form Filling Instructions

	
	



Procedure
General Instruction for filling up Candidate Registration Form (CRF) for enrolling candidates in SCOPE exam.
Please note the following: 

- Use Black Ball pen to fill the form.

- Do not fold the form.

- Do not staple the photograph.

- Do not staple the CRF form.

- Fill the form carefully and darken the circle completely.

- Do not use whitener to rectify mistakes. Please use new form. 

- Do not scratch or harm barcode.
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	Step
	Action

	1. 
	Please write the exam session for which you want to enroll candidates
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	2. 
	In field No. 1: Name: Please write the name of the candidate who is being enrolled. Ideally write the name in the manner in which it is written in its other academic documents like mark sheets, LC etc. Apart from writing your name in square blocks in capital letters, candidate will have to darken the circles as per name written name. 

The OMR scanner will read name as per the circles darkened. It is necessary to keep space between Surname, Name and Fathers name so that the Name reflected in mark sheet also has a space in it. 

	3. 
	In field No. 2, Name of Training Center: Please write name of the institute through which candidate is enrolled. I.e. Name of College, School, Training center etc. in capital letters. If possible also specify taluka also.
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	4. 
	In field no. 3, Zonal Partner (ZTP) code, Please write the ZTP code provided to you while registration of your centre. For Colleges who are enrolling directly under DELL programme they can write 07. The college’s registered students under Only Assessment Scheme will have to write 06. For center under PPP model please ask your concerned Zonal training partner
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	5. 
	Field no. 4, District Code. This district code is given to you while your registration. Colleges directly enrolling with SCOPE under OAS/DELL, please ask Special Administrative Agency: 079-40030058. For centers under PPP model please ask your Zonal Training Partner. 
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	6. 
	Field no. 5, Taluka Code. This taluka code is given to you while your registration. Colleges directly enrolling with SCOPE under OAS/DELL, please ask Special Administrative Agency: 079-40030058. For centers under PPP model please ask your Zonal Training Partner. 

Please note that this taluka code is used for allocating student in exam center. 
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	7. 
	Field no. 6, Institute Code. This Institute code is given to you while your registration. Colleges directly enrolling with SCOPE under OAS/DELL, please ask Special Administrative Agency: 079-40030058. For centers under PPP model please ask your Zonal Training Partner. 

Please note that this Institute code is used to fetch the name of training center and this will be printed on Hall ticket and Mark sheet. Hall tickets would be sent according to the institute codes.
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	8. 
	Field no 7. Date of Birth. Please enter date of birth of candidate in DD-MM-YYYY format. Also Darken the circles accordingly.
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	9. 
	Field no 8. Educational Qualification. Please write the Current or Highest Education qualification.  If Candidate studying in S.Y.B.com, Please write S.Y.B.com in the box and darken the circle for option 'Graduate'. If someone has done M.B.A in past then darken circle for 'Post Graduate'. 
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	10. 
	Field no 9. Profession. Please write the current profession of the candidate and darken the circle appropriately. 
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	11. 
	Field no. 10. Gender. Please darken the appropriate circle.
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	12. 
	Field no. 11. Cast. Please select the appropriate Caste / Category.
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	13. 
	Field no. 12. Physical Handicappnes. If a candidate is Physically Handicapped than please darken circle as per following options

A - Blind

B - Deaf & Dumb

C - Physically Handicap

D - Miopsy

E - Mentally Retarded

If there is no Physical Handicapness then please leave this blank.

Click the object.
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	14. 
	Field no. 13. Level Appearing for. This field denotes the level for which candidate is appearing for Exam. I.e If the candidate wants to appear for A1 level exam then please darken circle of A1. If candidate wants to appear for B2 exam Please darken B2 circle. The circle darkened in this field will determine the level of examination for the candidate. 

The institute will have to pay level wise fees according to the marking in this field. 

Click the object.
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	15. 
	Field no. 14. Level Achieved in Pre-test. This field should denote the level of candidate when he/she was enrolled for SCOPE programme before training. This will help determining the level in which the candidate should appear. This pre-test to determine the level of candidate can be obtained from ZTP for centers under PPP model and from SCOPE for the colleges enrolling under DELL/OAS. 
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	16. 
	Field no.15. Registration No. This number is generated by MIS (IT application of SCOPE) while the center registers candidate on MIS. This is a 12 digit unique no. Currently only the centers under PPP model are mandated to fill this field. 
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	17. 
	Field No. 16. Regarding Sponsorship. This field is to be filled to demote whether the candidate is funded/ sponsored under any scheme of Govt. or agency. If candidate is bearing the fees all by himself   Please indicate 'no'. If the candidate's fees are borne or reimbursed by any agency then darken the circle for 'yes' and mention the name of scheme.
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	18. 
	Field no. 17. Photograph. Please paste latest photograph. Do not staple. This has to match with the identity card which candidate has to carry at the time of exam. 

	19. 
	Field no. 18. Signature of Candidate. Candidate has to sign here within the box. This signature has to match with the sign that has to be done in examination hall as a confirmation for presence. 
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	20. 
	Barcode No. For the centers that have to register candidates on IT application of SCOPE this barcode number is must. They have to enter this number in IT application of SCOPE for registering student. 

	21. 
	Field no. 19. Contact Details of the candidates. Please write the relevant contact details of the candidate so that a proper database can be maintained and if there is any opportunity for them then they can be contacted by employers or agencies. 

	22. 
	Field No. 20. Address. Please write postal address of Candidate
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	23. 
	For Office Use Only: In this box please write name of your concerned Zonal Training Partner. For the colleges registering under OAS/DELL please write SAA. Please fill other relevant details as per the records of your organization so that it is easy for you to track the students in case of such need.  

	24. 
	Signature of Candidate: Candidate has to sign here along with date.
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	25. 
	Sign Stamp of Training center: Please put a signature of Authorized Person along with a stamp and date. 
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	26. 
	Stamp and Signature of Zonal Partner need not be done by Center. It would be done by ZTP.
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	27. 
	For the Colleges registering candidates directly with SCOPE under OAS / DELL please note following. 

Do submit forms in time before deadline to SAA. Along with a requisite DD in favor of 'CEO SCOPE' payable at Gandhinagar. The forms without the Accompanying DD shall not be entertained.

End of Procedure.
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