SERVICE STANDARD PROCEDURES OF REGISTRAR AND ALUMNI
DIRECTORATE OFFICE

1. Introduction

Service Standard Procedures (Code: 37) provide a structured and efficient framework for the
various administrative services offered by the Registrar and Alumni Directorate Office
(RADO). These procedures ensure consistency, transparency, and effective communication in
processing requests such as registrations, degree issuance, document authentication, and
clearance. By adhering to set timeframes, responsibilities, and availability, the RADO seeks

to enhance the quality of service delivery for students, alumni, and other stakeholders.

The objective of these Service Standard Procedures is to outline clear, standardized processes
for all services provided by the Registrar and Alumni Directorate. The aim is to streamline
administrative operations, minimize processing delays, and ensure that all stakeholders
receive prompt and accurate services. Regular monitoring and client feedback will also

facilitate continuous improvement to meet evolving needs and expectations.

1.1 Application to Register
« Auvailability: Based on official notice
e Processing Time: 15 minutes
o Responsible Units: Experts, Assistant Dean
e Procedure:
1. Applicant submits registration application.
2. Expert checks eligibility and documents.
3. Assistant Dean approves the application.
4

Registration confirmation issued.

1.2 Registration Process
e Availability: Based on official notice
e Processing Time: 15 minutes
o Responsible Units: Experts, Assistant Dean
e Procedure: Verification of documents — payment confirmation — registration entry

and confirmation.



1.3 Re-Registration
o Availability: Need-based
e Processing Time: 20 minutes
e Responsible Units: Experts, Assistant Dean
e Procedure: Request review — eligibility check — approval — re-registration
confirmation.

1.4 Temporary Certification
e Service Day: Tuesday
e Processing Time: 5 minutes
e Responsible Units: Assistant Dean, Departments
e Remark: Extension service

e Procedure: Department verification — certification issuance.

1.5 Original Degree Issuance
e Service Day: Tuesday
e Processing Time: 25 minutes
e Responsible Units: Team Leader, Director
e Remark: By appointment

e Procedure: Graduate verification — approval — degree issuance.

1.6 Temporary Degree
e Service Day: Tuesday
e Processing Time: 15 days
o Responsible Units: Team Leader, Directors

e Procedure: Academic clearance — document preparation — issuance.

1.7 Original Degree Change
e Service Day: Tuesday
e Processing Time: 25 minutes
e Responsible Units: Team Leader, Director

o Procedure: Request validation — approval — corrected degree issued.



1.8 Medium of Instruction Letter
e Service Day: Thursday
e Processing Time: 10 minutes
o Responsible Units: Assistant Dean, Director

e Procedure: Academic record check — letter preparation and approval.

1.9 To Whom It May Concern Letter
e Service Day: Thursday
e Processing Time: 10 minutes

e Responsible Units: Assistant Dean, Director

1.10 Letter to Organization
e Service Day: Thursday
e Processing Time: 10 minutes

e Responsible Units: Assistant Dean Il, Director

1.11 ID Card Renewal and Change
e Service Day: Monday—Friday
e Processing Time: 20 minutes

o Responsible Units: Experts, Director

1.12 Authentication
« Service Day: Wednesday
e Processing Time: 25 minutes

o Responsible Units: Experts, Team Leader, Director

1.13 Official Transcript (Inland / Abroad)
e Service Day: Wednesday
e Processing Time: 25 minutes

« Responsible Units: Experts, Team Leader, Director

1.14 Add and Drop
e Auvailability: Based on semester calendar
e Processing Time: 30 minutes

e Responsible Units: Department, Experts, Assistant Dean |



1.15 Withdrawal
o Availability: Within 45 days after registration
e Processing Time: 35 minutes

e Responsible Units: Department, Experts, Assistant Deans, Director

1.16 Readmission
o Availability: After one to four semesters (within two years)
e Processing Time: 35 minutes

o Responsible Units: Department, Experts, Assistant Deans, Director

1.17 Cost Sharing Letter
e Service Day: Monday—Friday
e Processing Time: 20 minutes

e Responsible Units: Assistant Dean I, Director

1.18 Clearance
o Availability: After each semester and at graduation
e Processing Time: 10 minutes

e Responsible Units: Experts, Assistant Deans, Director

1.19 Documentation
« Auvailability: Every semester
e Processing Time: 5 days
o Responsible Units: Experts, Assistant Deans

e Procedure: Filing, updating, and archiving academic records.

2. Monitoring and Review
e Service performance is reviewed each semester.
o Client feedback is collected for continuous improvement.

e Revisions to this SSOP are approved by the Directorate.



Table: Service Standard and Delivery Modification Schedule for Registrar and Alumni
Directorate Office (RADO)

No | Service type Day of the | Estimated | Responsibility | Paym | Remark
week Time ent in
Birr
1 | Application  to | Based on | 15 minute | Experts & Ass. | 150
register notice Dean
2 | Registration Based on | 15 minute | Experts & Ass. | 150
process notice Dean
3 | Re-registering Need based | 20 minute | Experts & Ass. | 150
Dean
4 | Temporary Tuesday 5minute | Ass. Dean & | 150 Extensio
certification Departments n
5 | Original degree | Tuesday 25 minute | Team Leader & | 200 By
Director Appoint
ment
6 | Temporary Tuesday 15 days Team Leader & | 150
degree Directors
7 | Original degree | Tuesday 25 minute | Team Leader & | 200
change Director
8 | Medium of | Thursday 10 minute | Ass. Dean & | 150
instruction Director
6 | To whom it may | Thursday 10 minute | Ass. Dean & | 150
concern Director
10 | Letter to | Thursday 10 minute | Ass. Dean 2 & | 150
organization Director
11 | Id card renewal | Monday to | 20 minute | Experts and | 100
and change Friday Director regular
and 150
extensio
n
12 | Authentication Wednesday | 25 minute | Experts, Team | 150
Leader and
Director
13 | Official transcript | Wednesday | 25 minute | Experts, Team | 200/
(inland/abroad) Leader and | 500
Director
14 | Add and drop Based on | 30 minute | Department, -
Semester experts & Ass.
Dean 1
15 | Withdrawal Within 45 | 35 minute | Department, -
days  after experts, Ass.




registration Deans and
Director
16 | Readmission After one | 35 minute | Department, -
semester to experts, Ass.
four Deans and
semesters Director
(within  two
years)
17 | Cost sharing | Monday to | 20 minute | Ass. Dean 1 & | Depen
letter Friday Director ds on
depart
ments
18 | Clearance After  each | 10 minute | Experts, Ass. | -
semester and Deans and
graduation Director
19 | Documentation In every | 5 days Experts & Ass. | -

semester

Deans






