Office of International Relations

Checklist
The Offices you will have to visit during admission.
1. Office of International relations (OIR):  is in the 2nd floor, IC & SR building, Academic Zone, near Elephant circle (The famous landmark on IITM Campus, Gajendra Circle is the meeting point of the three zones, Residential Zone, Academic Zone and Hostel Zone), opposite to Administration Building.

· Office of International Relations will issue  1) Joining report , 2)Course Registration Form(Foreign Casual students), 3) Bonafide Request form and 4) Student Registration form for identity card 
· Collect the International Student Brochure attached with IITM Map and city Map for your reference.

· Collect the information about immigration registration.

· Submit your Medical Fitness Form.

· Register your name in the Database.

2. Academic Section: is in 4th Floor, Administration Building, Academic Zone, near to Elephant Cirle 
· Collect your Roll no. and then fill all the forms
· Fill the Joining report form, go to the department allotted and get it signed by the Head of the department and then by the Mentor Professor of the department and submit in Academic section.

· Fill the Course Registration Form(Foreign Casual students) and get your Mentors’ signature and submit at the Academic section. 

· Fill the Bonafide request form and submit in Academic section. Bonafide certificate is required for immigration registration.

3. Library: This is located in the Academic Zone near Elephant circle, adjacent to Administration Building.
· Fill the Student registration form for identity (smart) card ( fill whichever is applicable to you) and submit this form in the Library

· The Library will issue the Identity (Smart) card. You have to present the Smart card whenever you need the references from the library. 
· Library will issue the books only if you have a letter from your mentor in IITM.

4. CCW (Hostel Management Office): This is located in the Hostel Zone, next to Pamba Hostel.
· Go to the CCW office which is in the first floor and collect 1)Biodata form and 2) Rules and Regulations for Hostel Residents booklet attached with a form at the end.

· Fill the Biodata form and submit at the CCW office.

· Fill Rules and Regulations form attached at the end of the booklet and submit in the CCW office.
· Before leaving IITM (10 days in advance) fill the Hostel Vacating & Refund of Deposit Request form and submit in the CCW office.

· Submit the Requisition form before going out of station (to visit places in India) in the CCW Office

5. Bank: State Bank of India is located in the Residential Zone, near Elephant circle on Bonn Avenue. 

· The fees of the hostel and mess should be paid thru’ demand draft which can be taken from State Bank of India (SBI).

· To open an account collect the form in the bank, fill the form, get it signed by the Hostel Warden in the Hostel office of your Hostel.

· Submit the application form in the bank.

6. Hospital : is behind IC & SR building, Academic Zone, .
· After submitting the Medical Fitness forms in OIR, your forms will be sent to the hospital office. There after you can visit the hospital (with smart card) for any health problems.
7. Gymkhana Office: is located in 1st Floor, Dean Students Building,        Academic Zone next to Administration Building.
· To use the fitness centre, swimming pool, Tennis court etc. register in Gymkhana Office.

8. Computer Center: is located in Academic Zone, next to Computer Sciences block.

· You have to register your roll number in the computer center to get mails related to students.

9. Immigration Office:
· Register in Immigration office within 14 days of arrival. OIR shall guide you to Immigration office with proper documents after your arrival in IITM. The information about the documents to be taken to immigration office is available in the International Students Guide.
