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Standard Operating Procedure to be followed by the Candidates and FC for Seat 
Acceptance Grievances Request and Allotment Cancellation 

If allotment made to the candidate based on the claims made in the applications form, during self 
verification of the allotment, if candidate found that the claim made by him is not correct and he wants 
to correct the error, (errors as per the clause (e) of sub Information Brochure Diploma Admissions 2023-
24 33 rule(4) of this rule) the candidate shall report the grievance either by e-Scrutiny or Physical 
Scrutiny Mode. 

The Process to follow is as follows 

1) If a candidates is allotted a seat in CAP Round, then candidate shall click on the link given in the 
left had side in candidate menu to accept or raise grievance during allotment cancellation. 
 

 
 
2)After clicking on the link the candidate will see the details of allotment along with 3 tabs  

 Candidate self Data and Documents Verification 
 Candidate Seat Acceptence 
 Seat Acceptence Payment 1000 RS 



 

3)After clicking on the First Tab “Candidate self Data and Documents Verification”, the 
candidate will see all the details as per his application form. 

 

 

 

The candidate shall self verify all the details shown as per this application form. 

If any of the claims made by the candidate as per sub section 9(i) of the application information 
brochure are not correct then the candidate can send grievance request to FC to correct the 
details and cancel the allotment 



For eg. In above example candidate is allotted an NGOBCH seattype and if candidate claims that 
the category of the candidate is not correct and need to be corrected by the FC. 

Then the candidate will select radio button under Verify Category as “To be Corrected” AND 
Click on “Proceed to Next” button. 

4) In the next window the candidate will see the details of “To Be Corrected” Paramter along 
with FC details where the candidate had confirmed his/her application form. 

 

 

5) The candidate will send the Grievance Request by entering necessary remark to FC 



 

Then the candidate shall click on “Submit” Button to send grievance request to FC. 

 

6)After submission of Request , the candidate will see the grievance request status in the same 
TAB till FC Verifies the details from FC login. 

 

 



7)In the FC Login Home Page, The FC Will see a menu 

 “GRIEVENCE AND ALLOTMENT CANCELLTION REQUESTS[IN CASE OF REQUEST RAISED BY CANDIDATES 
AFTER THE ALLOTMENT.]” 

If any candidate confirmed by the FC has raised request for allotment cancellation, then the candidate 
will list in the count shown below. 

The FC shall click on “View Candidate Grievance Request” to view the details of the candidates. 

 

 

8)After clicking on the button the FC will view the list of candidates with grievances request in 
the list. 

 

9) The FC shall click on the “View Request” button to view details of the candidate along with 
details to be corrected by the FC. 



 

 



 

 

Here the list of parameters will be shown for which candidate has raised the request for 
correction 

The FC will verify all the details of grievance raised by the candidate and if FC found that the 
grievance raised by the Candidate is correct and allotment is to be cancelled. 

The FC shall click on the “Take Action” Button and convert the candidate to OPEN cateogy as 
per the above shown example. 

 In case of Marks Correction OR change in gender similar SOP to be followed. 



 

 

The FC shall enter necessary remarks and then select on the “Cancel the Allotted Seat - 
Candidate's request is accepted. Candidate details edited. Candidate is made eligible for 
subsequent round.” And “Proceed to Next” the for the necessary action to be completed. 

 

10) After completing the activity the FC will see the remark in front of the grievance raised 
candidate. 

 



11) In the candidate login under “ Seat Acceptance of Allotted Seat”, the candidate will see 
the status of the updated grievance. 

 

The candidate shall also check the receipt-cum-acknowledgement in the candidate login that 
the necessary changes have been reflected. 

 

In the above example , against the “Verify Category” Grievance, after approval and action by 
the concerned FC, the candidate is converted to OPEN and Allotment is cancelled and 
candidate is made eligible for subsequent CAP Round. 

 

 



 

 

 


