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Formation of GC and its role in Management of the Institution Communicated
by the Director-Proposals from Staff & Students

Governing council is formed
for a tenure of 2 years *

birector (Ex-officio secretary]“ i oz
Forwarded to GC for approval and sanction
GC meeting held **

Scmnmg Commﬂtee—?mpcsal bejﬁm‘i Rs. 1,00,000/4
- Proposals beyond budget of Rs. 1,00,000/-

Proposals from
staff and students

Proposal upto Rs. 1,00,000/-

&

Appfoved/Disapproved T .
and sanctioned /not sanctioned by GC_: ==) | Forwarded to BOM for Recommendation

GC meeting resolutions J

Communicated by Director
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Materials and Assets Procurement Process

Requisition letter for purchase is given by
concerned staff with details to the Director

Screening Committee-Proposal beyond Rs. 1,00,000/-
Proposals beyond Rs. 1,00,000/- and for
purchase of major items and assets

Obtain quotation for various vendors

Proposal Declined

1 8
Letter forwarded to office to
obtain budget provision details

¥ 4
Proposal within Rs. 1,00,000/-
for purchase of regular items

1 &

Proposal placed before the Governing council
+ ‘
Decision
+

Asset / Material purchased
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House Keeping Maintenance & Procurement of
House Keeping Materials Process

Feedback or Complaints Maﬁntcnance in-Chqrgc_
by Staff & Students 4 (Designated Persons Librarian
& Office Superintendent)

Purchase of Stationary related to House Keeping
(from Librarian & Office Superintendence)

¥

Appointment of Menial staff through Contractor
(By Management)

i

Supervision of Menial staff regarding cleanliness
(By Librarian & Office Superintendence)

4

Regular supervision for Hygiene and cleanliness
~(By Librarian & Office Superintendence)
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Library (Knowledge Resource Centre) Reading Materlals Procurement Process

Demand from Users
(Students, Director, Staff & Members)

¥

Checking list of Demand with library
Catalogue (to avoid duplication)

) 2
Getting approval from
Library Committee
+
—
Budgetary Provision
i il Chai
?omon! iﬁfs;:emm :: g;?;mﬂg;ncg 15 000/-) e Sending proposal to Director for Sanction
! !
Placing order of the reading material

Informing the users through
notice, e-mail, SMS & Watts App.

Knowledge resource center - process of stock verification ofbooks

Appointment of “Stock Verification
Committee” from Library Committee

T

Undertaking of Stock Verification
from Committee

¥

Submitting of report from Stock Verification
Committee to the Director

¥

Remarks from the Director
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IT Centre - Process of Stock Verification of L.T. Equipments

Undertaking of actual stock verification of
I.T. equipments by I.T. Staff

3

Submitting of report to the I.T.
coordinator

¥

Submitting of report to the Director
through the I.T. Coordinator

¥

Remarks from the Director

DIRECTOR

Instituta of
%am

AS)‘}H Gk PTOQ HW( ]:T) .




	1: Org.chart
	2: GC formation
	3: Material Procurement
	4: Housekeeping
	5: Library
	6: IT

