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Akhil Bharatiya Maratha Shikshan Parishad's

Anantrao Pawar College of Engineering & Research

Revision: 00

Record No.: ADM/R/002

Dol: 21/01/2019

Office order of Committee

Ref No: APCOER/ Office / o 014,/

Sub:- Constitution of Internal Quality Assurance Cell Committee at the Institute.
The following Internal Quality Assurance Cell Committee is hereby constituted

at the Institute level

[ Chairperson
Dr. Sunil B. Thakare | Principal
IQAC Coordinator
Prof. Shilesh Hajare ' H.0.D Electronics & Telecommunication Engg.
Teaching Faculty
[
Prof. Gawande S.M. ' Member
Prof. Kondhalkar G.E. |‘ Member
Dr. Sandeep Kadam ' Member
Dr. D. P. Kamble | Member
Dr. Abhay Shelar - Member
| Member

Ms. Sneha Salvekar

Dr.Kashinath H . Munde

Research Coordinator

Dr.Soojey Deshpande NAAC Coordinator
Administrative staff
Prof. Nitin Mukne | Office Superintendent
Students Representative
Mr.Shreyas Bhave BE E&TC Engineering

Mr. Rutvik Deshpande

B.E Mechanical Engineering

Alumni Representative

Mr. Hariom Thakare

[

Miss. Akshada Gogawale

f

Community Representative

Mr. Pilgonde A. L.
Dr. Padmakar Kelkar

(Director,ASHOK Constructions, Pune.)
(Director, Bright star Electronics, Pune) ]

Dr.Sunil B. Thakare
Principal
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Akhil Bharatiya Maratha Shikshan Parishad's

Anantrao Pawar College of Engineering & Research

Record No.: ADM/R/002

Dol: 21/01/2019

Office order of Committee

Ref. No: APCOER / OFFICE / 4690A /2021-22

Sub:- Constitution of Anti Ragging Committee at the Institute.

Ref:- AICTE, New Delhi, Notification Dated 01/07/2009

The following Anti Ragging Committee is hereby constituted at the institute level

Sr. No. Name of the member Contact number Roaltion
1 DR. S. B. THAKARE 9422863496 | PRINCIPAL
5 PHYSICAL EDUCATION DIRECTOR
MR. SARODE N. M. 9730694725 | (COMMITTEE COORDINATOR)
3 PROF. G. E. KONDHALKAR 9822676607 | HOD MECHANICAL ENGINEERING
4 PROF. S. M. GAWANDE 9922169404 | HOD CIVIL ENGINEERING (PG)
5 DR. ABHAY SHELAR 9850543355 | HOD CIVIL ENGINEERING (UG)
6 PROF. SHAILESH S. HAJARE 9579707373 | HOD E&TC ENGINEERING
7 PROF. SNEHA SALVEKAR 7387772481 | HOD AI&DS
8 DR. D. P. KAMBLE 8855024330 | F.E. COORDINATOR
9 PROF. K. S. JETHA 9975545842 | COORDINATOR IT ENGINEERING
10 | PROF. R. B. GAIKWAD 8600014367 | ASSISTANT PROFESSOR
11 | PROF. MONIKA JAGTAP 9422386219 | ASSISTANT PROFESSOR
12 | MR. TANAJI MALI 9960424904 | LIBRARIAN
;3 | POLICE SUBINSPECTOR,
DATTAWADI POLICE STATION 2024220205 | PSI DATTAWADI, POLICE STATION
14 | MR. GHADGE S. B. 9822716265 | BOYS HOSTEL COORDINATOR
15 | SMT. GIRIJA TIKONE 2068004640 | GIRLS HOSTEL COORDINATOR
16 | MR. SANJAY PATIL 9850150101 | PARENT
17 | MR. DNANESHWAR KHENGARE 9921480631 | PARENT
18 | SHWETA GHOGARE 9657331006 | STUDENT REPRESENTATIVE

Committee shall also constitute a smaller body be known as the anti ragging squad for maintaining vigil, oversight and

Address:

Contact Details:

Website:

Sr. No. 103, Parvati, Pune- 411 009,

Tel: 020-24218901/8959, Tele Fax:- 020-24213929

m ah



Akhil Bharatiya Maratha Shikshan Parishad's

Anantrao Pawar College of Engineering & Research

Record No.: ADM/R/002 Dol: 21/01/2019
Revision: 00

Office order of Committee J

patrolling functions and shall remain mobile, alert and active at all the time. Anti ragging squad shall have representation of

various members of the campus community and shall have no outside representative. It shall be the duty of anti ragging squad
to called upon to make raids on hostels. and other places,
It shall be the duty the anti ragging committee to insure compliance with the provision of the regulations as well as
the provision of any law for the time being in force conceming ragging, and also to monitor and oversee the performance of
the anti ragging squad in prevention of ragging in the institution and institute hostel.
~ The copy of the-detailed notification of AICTE is enclosed herewith for reference and further action.

This committee will be in force from the date of the issue of this order till further orders.

Date: 07/07/2021

Principal

Copv to :

1. All Concern Members.
2. Office File.

#

Address: Sr. No. 103, Parvati, Pune- 411 009,
Contact Details: Tel: 020-24218901/8959, Tele Fax:- 020-24213929

Website: http://www.abmspcoerpune.org, Email:  abmspcoe@yahoo.com

Page 1



[ Akhil Bharatiya Maratha Shikshan Parishad's
Anantrao Pawar College of Engineering & Research
$ : Record No.: ADM/R/002 Dol: 21/01/2019
Revision: 00
(£ Office order of Committee

Ref. No: APCOER / OFFICE / 4690A /2021-22

Sub:- ICC Committee at the Institute.

Ref:- AICTE, New Delhi, Notification Dated 01/07/2009

The following ICC Committee is hereby constituted at the institute level

¢ =
Sr. No. Name of the member Contact number Foston
1 DR. SUNIL THAKARE 9422863496 CHAIR PERSON
2 PROF. NILESH JADHAV 9975303670 MEMBER
3 PROF. SNEHA SALVEKAR 7387772481 MEMBER
4 MR. TANAJI MALI 9960424904 MEMBER
] PROF. SUPRIYA B. SHINDE 8149246475 MEMBER
6 MS. RUCHA BABAR 9764470533 MEMBER
7 MR. YASH NADKARNI 8390338181 STUDENT
8 MS. OJASWI PATIL 8605370042 STUDENT
L 9 SHINDE PRANAV VINAYAK 7507153462 STUDENT
Date: 07 /07 /2021
'
-_-—_________-—l
Copy to :
1. All Concern Members.
2. Office File.
Address: Sr. No. 103, Parvati, Pune- 411 009,

Contact Details:

Website:

Tel: 020-24218901/8959, Tele Fax:- 020-24213929
http://www.abmspcoerpune.org, Email:  abmspcoe@yahoo.com

Page 1
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Dol: 21/01/2019

Office order of Committee

Ref. No: APCOER / OFFICE / 4.8 58/2021-22

Code of Conduct Committee

Following Committee is Constituted as Code of Conduct Committee

2=
= Sr. No. | Name of the member Contact Number Position

1 Dr. S. B. Thakare 9923217056 Chairman
2 Prof. G. E. Kondhalkar 9822676607 Member
3 Dr. D. P. Kamble 8855024330 Member
4 Dr. A. B. Shelar 9850543335 Member
5 Prof. S. S. Hajare 9579707373 Member
6 Prof. R. B. Gaikwad 8600014367 Member
7 Prof. K. S. Jetha 9975524232 Member
8 | Prof. S.S. Salvekar 7387772481 Member |

.‘/"‘ -

Date: 07 /07 /2021

Principal
Copy to :
1. All Concern Members.
2. Office File.
Address: Sr. No. 103, Parvati, Pune- 411 009,
Contact Details: Tel: 020-24218901/8959, Tele Fax:- 020-24213929
Website: http: //www.abmspcoerpune.org, Email : abmspcoe@yahoo.com

Page 1
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Ref No: APCOER/ Office /

Sub:- Constitution of Internal Quality Assurance Cell C
The following Internal Quality Assurance Ce

ODU—{/

ommittee at the Institute.
Il Committee is hereby cons

tituted

at the Institute level
Chairperson

Dr. Sunil B. Thakare | Principal
IQAC Coordinator

Prof. Shilesh Hajare | H.0.D Electronics & Telecommunication Engg.
‘Teaching Faculty

Prof. Gawande S.M. Member

Prof. Kondhalkar G.E. Member

Dr. Sandeep Kadam Member

Dr. D. P. Kamble Member

Dr. Abhay Shelar Member

Ms. Sneha Salvekar Member

Dr.Kashinath H. Munde Research Coordinator

Dr.Soojey Deshpande NAAC Coordinator

Administrative staff

Prof. Nitin Mukne

| Office Superintendent

Students Representative

Mr.Shreyas Bhave BE E&TC Engineering
Mr. Rutvik Deshpande B.E Mechanical Engineering
" Alumni Representative

Mr. Hariom Thakare

Miss. Akshada Gogawale

Community Representative

Mr. Pilgonde A. L

(Director,ASHOK Constructions, Pune.)
(Director, Bright star Electronics, Pune)

Dr. Padmakar Kelkar

Dr.Sunil B. Thakare
Principal
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Akhil Bharatiya Maratha Shikshan Parishad's

Anantrao Pawar College of Engineering & Research

Dol: 21/01/2019

Office order of Committee

Ref. No: APCOER / OFFICE /44€94/2021-22

Office Order

Sub:- Constitution of Reservation Grievance Committee at the Institute.

The Following Reservation Grievance Committee is hereby constituted at the institute level.

—
Sr. No. Name of the member Contact number Position
1 Dr. D. P. Kamble 8855024330 Chairman
2 Dr. G. S. Kamble 9922745673 Member
3 Prof. V. K. Mhetre 8975960529 Member
4 Prof. V. V. Bhimte 7387678834 Member
5 Prof. Mhetre K. V. 9766751414 Member
6 Ms. Rutika Bhise 9370251874 Member
7 Ms. Sanjana Patil 8208907404 Member
8 Mr. Vaibhavi Kakade 7507760991 Member
9 Ms. Arati Khatik 0850213656 Member
10 Mr. Abhijeet Kanade 7038380112 Member
11 Mr. Piyush Raskar 9822006161 Member

This committee will be in force from the date of the issue of this order till further orders.

Date: 07/07 /2021

Copy to :

1. All Concern Members.

2. Office File,

=

<Principal -

Dr. Sunil B. Thakare
Principal
Anantrao Pawar College of Engineering
& Research, Parvati, Pune -9

Address:
Contact Details:
Website:

Sr. No. 103, Parvati, Pune- 411 009,
Tel: 020-24218901/8959, Tele Fax:- 020-24213929

http://www.abmspcoerpune.org, Email :

abmspcoe@yahoo.com

Page 1
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Revision: 00

Office order of Committee : ' i e

Ref. No: APCOER / OFFICE / 4-&939A/2021-22

Sub:- Constitution of Grievance Redressal Committee at the Institute.

Ref- AICTE, New Delhi, Notification /Dated 09/07/2012.
AICTE regulations for establishment of a Grievance Redressal Committee; and appointment of Ombudsman, by AICTE

approved Institutions are available on AICTE web portal www. aicteindia. org>Bureau>-Adm|mstranon>RuleS and

Regulations. It was informed to this technical Institute with reference number No. 1- 101!DPG{AIC’I‘E/0mbud5man/2012

date 9" July, 2012.
It was informed to this technical Institute with reference

2012.
It is for the purpose of redressal of grievances of the students, parents and others in respect of all AICTE approved

number No. 1-101/DPG/AICTE/Ombudsman/2012 dated 9" July,

Institutions from the academic year 2012-13.
Accordingly, this technical Institution has established a registery,

grievance, where an aggrieved student or person shall send their representation for redressal of their
per the rules and

headed by an employee of this Institute to receive the
grievance in the

Grievance Redressal Committee. The appointment of the employee of this Institute was made as

regulations.
The Procedure as defined in this regulation would be followed strictly by this Institution. The same was complied in the

order with AICTE along with the details of the establishment of a Grievance Redressal Committee, and establishment of a

registry headed by an employee of this Institute.

[ Sr.No. | Name of the Grievance Redressal Address / Contact No. of the Member Designation in
Committee Member Committee
Anantrao Pawar College of Engineering & ;
1 | Dr.S B.Thakere research, Pune 411009. Mo: 9422863496 GRAEw
i3 Ombudsman
AISSMS College of Engineering, Pune ; ’
2 Dr. Dattatray Shankar Bormane 411001. Mo: 9850282286 (lApp(.)mled by
University of Pune)
Anantrao Pawar College of Engineering &
3 Prof. Ganesh Eknath Kondhalkar research, Pune 411009. Mo: 9822676607 Member
Anantrao Pawar College of Engineering &
4 | Prof. Sagar M. Gawande research, Pune 411009. Mo; 9922169404 M
Anantrao Pawar College of Engineering &
5 Prof. Shallesh S]‘IIV&]I Hajare _ research Pune 411009. Mo 10579707373 | eber

Address: Sr. No. 103, Parvatl, Pune- 411 009,

Contact Details: Tel: 020 24218901/8959, Tele Fax:- 020- 24213929
e.org Email: abmspcoe@yahoo.com

Website:

Page 1
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Dol: 21/01/2019

Office order of Committee

Prof. Rama B. Gaikwad

Anantrao Pawar College of Engineering &

Member

Prof. Kamlesh S. Jetha

research, Pune 411009. Mo: 985066?294
Anantrao Pawar College of Engineering &
research, Pune 411009. Mo: 9975524232

Member

Dr. D. P. Kamble

Anantrao Pawar College of Engineering &
research, Pune 411009. Mo: 8855024330

Member

Prof. Sneha Salvekar

Anantrao Pawar College of Engineering &
research, Pune 411009. Mo: 9975545842

Member

10

Dr. Abhay Shelar

Anantrao Pawar College of Engineering &
research, Pune 411009. Mo: 9503358920

Member

All aggrieved students, their parents and others and others may thenceforth approach to the Grievance

Redressal Committee of the Institution accordingly.

Date: 07/07/2021

Copvto :

1. All Concern Members.
2. Office File.

e

Principgt————

Dr. Sunil B. Thakare
Principal

Anantrao Pawar College of Engineering

& Research, Parvati, Pune -9

- - e ]
Sr. No. 103, Parvati, Pune- 411 009,

Address:

Contact Details:

Website:

Tel: 020-24218901/8959, Tele Fax:- 020-24213929

http://www.abmspcoerpune.org, Email : abmspcoe@yahoo.com

Page 1



Akhil Bharatiya Maratha Shikshan Parishad's 3
Anantrao Pawar College of Engineering &
Research
Record No.: ADM/R/O02 | Dol: 21/01/2019
Revision: 00
L ~ Office order of Committee
Ref' No: APCOER/ Oftice / 46924 /303, Date:
Sub:- Constitution of Student Grievance Redressal Cell at the Institute.
Student Grievance Redressal Cell is hereby constituted at the institute level as follows
[__Sr. No. [ Name of the Member Contact No. Authority Position
~ JL . I Dr. Sunil Thakare 9923217056 | Principal Chairman
|
| 2. ’ Prof. Ganesh Kondhalkar 9822676607 | Student Development Officer Member
L
3, ] Dr. Abhay shelar 9850543335 | Head, Civil Engineering Member
Department
Head, E&TC Engineering
L 4. Prof. Shailesh Hajare 9579707373 | Department Member
Head, IT Engineering
5. Prof. Kamlesh Jetha 9975524232 Department Member
Computer Engineering
6. Prof. Rama Gaikwad 8600014367 Department Member
Coordinator, AI&DS
7 Prof. Sneha Salvekar 7387772481 Engineering Department Member
n Head, First Year Engineering
_ 8. Dr. Dattatray Kamble 7972579673 Department Member
l 9. I Mr. Soham Naik 9028907339 | Student Member
L 10. I Miss. Apeksha Gaurkhede 7038451776 | Student Member
1 I1. } Mr. Umesh Akim 9518969832 | Student Member
Date: 7/ 7/ 2 ==, S P
ipal — ©
Dr. Sunil B. Thakare
Principal

Anantrao Pawar College of Enginigering
& Research, Parvati, Pune - 9
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Application ID :DMSZ_1P_D'5§9__ -

LA
_DWS2100860

Akhil Bharatiya Maratha Shikshan Parishad's
Anantrao Pawar College of Engineering &

Research

DISASTER MANAGEMENT WORKSHOP

PROGRAMME SCHEDULE ACADEMIC YEAR- 2021-22

TSile | “Activity Time
: Day | _ 0 am
L. ! Registration of Students Sip0iam 100
e 2 Tea & Breakfast 10.00 am- 11.00 am
3 Inauguration 11,00 am - 11.30 am
Session -
Mr. Sunil Gilbile
P ® Dy.Chief Fire Officer 14,30:am-=01.00 pm
Fire Brigade , Pune a
! & Lunch . 1.00 pm - 2.00 pm
6 Demonstration by Fire Brigade Team 2.00 pm - 3.00 pm
Session -l - e :
. Mr. Vitthal Banote :
1 | Disaster Mangemenl Cell 03.00 pm - 04.30 pm
’ \ e o cCOllEctor OfficelRune © | )
8 e Documentary on DlsasteruMgmagement . 4.30 pm —5.00 pm
R Dayll “WEZeg 9.00 am -10.00 am
| Tea & Breakfast s ' '
. 2 Inauguratiop. ; 10.00 am- 10.30 am
i Session —lIF. .
; Mr. Milind Vaidya
[ 3 Project Directqr 10.30 am - 12.30 pm
_l Disaster Management:Cell
' All India Institute of Local Self Government
4 Documentary by FSAI, Pune chapter 12.30 pm - 01.00 pm
5 Lunch 1.00 pm - 2.00 pm
Session -V
6 Session By NDRF officials 02.00 pm - 04.00 pm
7 Valedictory & Thanks Giving 4.00 pm - 4.30 pm
8 Certificate Distribution 04.30 pm -5.00 pm

Moraves/~—
Prof. G.E. Kondhalkar

Student Development Officer
A.P.C.O.ER, Pune

—

N T -8
Dr. S.B. Thakare
Principal

A.P.C.O.ILR, Pune

Principal
Anantrao Pawar College of Engtneerltg
& Rosearch, Parvatl, Pune -9
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Fremdf s Hew
O IYHH / ST AT 2038-3033
iR AT T : |srfRrer sy wrerst faveror afvaw qt srrare TaT A sits Ao e
Foarsf wwm: o &L QoY (g anfRr 2) R @ﬁ?‘eﬁ? 411009
WTSTAN AT Dot gfer s s st Srarde |, : 9422863496
Rt weror st A ¢ e woer vty | Rremd e s | ¢ (9822676607
AT A,
ERUERIGRIE RSN EE KL : 12012
Serfors smw/aSET AT s |w T e T
TR dwfors Soww / AeAT TR | W drearfors ST / A | ¢ e
© |Ew
TriFvaT Jum=ar i Suwe / b IUwHHT waTey RATH 24/12/2021
o AT T
e wEIaawy Rt g T wetiaaTay et dear
T et Tt T T et A A TR
100 100 0 200 50 50 0 100

%.To guide them to chose correct path as per students
skill

¥.To Guide students regarding opportunities in the
market and Skills Required

12 .To Aware Students about various Carrier Options

IE.TO aware them about various sectors for their carrier

S 303 ¢-R 0 R AT AT Aty T /AT AT m &vrm wwa-w'hT STt | e -

f . CRIEES _ EEUSEECET

—~ 1 Honorarium to Experts 10000.0000
= . 2 Stationary and Others o 5000.0000
T - 15000.0000

oé»;,ww::

ﬁmﬁmaﬁw&(swm s Efferards
0l L‘}\,Z'.,ln' L VOGP i . o

Ananirao Pawar C



A aAEftwaiw- PC165

arfR=fars g o Remfts
Rt weqror Hew
ST ITH / TISTAT TR 3032-3013
[T A : |erfRrer irefter wreva Rveror aft ot errrTE AT we aitn At it
Ryt . oy . o (g nfer g%) R Tﬁ'ﬁ?ﬂﬂ? 411009
TR A s |3t g sfimem st |t Ararde A : [9422863496
frmdft oo srfirr AT D | aTae e wrrs | RremdT weamr aftwet | |9822676607
HrATE .
ERIERIERIEES IR ] : (2012
Qe TOF ITFH/QSAT AT : |One Day Workshop on Scientific Paper Writing
TR duftrs Suwe / AeAT R | |F Srerfor SawATY / Ao | ¢ |=HTRE
=T
TrafRvgTe o= Serfors Saw / 21 IFFT garer RAiw : [10/02/2022
QIFAT FreTaet
S Wy Rt e T AgTiaeTay et dear
T et gL THT T et TS T
250 200 0 450 20 20 0 40

2.Publication Ethics
¥ .To Discuss Effect of Good Publications and Rules

?.Guide Students How to Prepare Paper

2 To discuss about various Journals for Technical Paper

Publication Regulations
T R0RL- t mq ma‘fﬁfﬁﬂ:aﬂf‘dmaﬂmf, T R AT maﬁm;mﬁa
[ . ?Nﬁ‘m aﬁrﬁ'ﬁrtﬁ‘
1 Honorarium to Experts 6000.0000
2 Stationary and Others 5000.0000
T @ - 11000.0000
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Rt wearr tve

Qe I / DT VR R078-R0737

PC165

NETRWINIS 71 ¥ qwr + [srReer viveefier srerst faveror st it snferera e e st gt ot
Rk g qor e o (g wrfRa gy R qor feeier: 411009
(st (st afer i e (srrata s o, (9422863496
‘ﬁmﬁmmﬁwm&m | [wiwre e v | Remdf wermr sifordt | 0 (9822676607
m#a
[FerRaTEs T : [2012
’i‘h?ﬁhﬁ SYFH/TITAT AT i |One Day Workshop On Intellectual Property Rights
Ezﬁvnw#aﬁmamfﬁlﬂmwa | darforr o /ARy | @ [earfr
=
TaRvaTe Jum= S sy / b IUwHT TATE RArw : 104/02/2022
ISR FTTTET
ERIEE R ISR EC ik e ) T weTfaeery et dear
T Teft RS Lsa T eft i TR
250 100 0 350 20 20 0 40
SEREERIARE L it

B.To Create Awareness about IPR

R.To Discuss Procedure of Filing and Publication of

Patent

,?‘.To Motivate Students to File Patents

¥.Guidance regarding conversion of original work into

patent

?Fl’? ?Hoﬁwﬂmﬁﬁwﬁrmmmmmﬁmwﬂmiwmmwmwﬂa

[ A ?rqﬁﬁr éﬂﬁﬁr a‘a‘
1 Honorarium to Experts 5000.0000

2 Stationary and Others 5000.0000

THT @ - 10000.0000

T FfEHH( S.W.0) L.
mmﬂa:ﬁ@'c o8
Student Development Ufficer
(fereneft ferermm aifde u)
Anantrao Pawar Cotege of EmJ nee mw Research
S. No.103, Pune - 411009
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SIL R AL _
Rersf wam: gor A Ot (srgrerere wrrferT &%) qor e 411009
ST AT st gfer s sTa qrarrat=T AaTEd . : 9422863496 |
Rt s AT AW g r——cern R LR aftard | ¢ 9822676607
HraTie .
TR e T 1 12012
v STHH/RSTAT AT . |one Day Workshop On Resent Advancement in Embedded System &
Wireless Technologies
R Srerfrs SOEE / [T e | G T o il I U
(S
TrafRvaTe Jorr=ar Shfore ST / 1 et gwTe AT . [18/02/2022
AT STIET |
ST wETrETe R sear o< et R der
LSl LS g TET ™ it T T
250 200 0 450 50 20 0 70
t.To discuss about Wireless Technology 3.0 Discuss About Embedded System
3.To Discuss about the Advances in Technology ¥ Hands on experience
W?R!—?o“wﬂaﬁmmmmmwmﬁmwﬁmawwmmlmﬁﬂ -
1 Honorarium To Experts 6000.0000
2 Stationary and Others 4000.0000
T @ - 10000.0000
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wiREars G g Rrards
Rt wemor Hew
SerFOF ST / DT T 3030-3033
NETRETSAR AT & T ¢ [erfRrer streftar werar Rrerer g ot srerererer e e st SR o
Rerst wwr: ot A, o (wgrerTe arfer %) fr: ot R 411009
WTSTiR Ay Clet R o et [sramatsr srarée A, : (9422863496
R sreror sy || wiETem e trAry |Remndf semor afer® | (9822676607
i .
WIS I T : 2012
%WMW ' |One Day Workshop On Entrepreneurship Development
iR S soww /e | [ drafire swraTY / Ty | [enfw
=|ET

TERvTE Jon=T Srerfors SawT / b IUFHT Ty RAiw : 110/01/2022
ST FTTRH
&&Tﬁmmfﬁﬁmﬁwﬁmﬁmmﬁm ke e 7 o

AT AET e Renff der A< HETaaTery et dear

o el g THT o et qEiRE THIT
200 100 0 300 100 50 0 150
e=— = = ===

?-Ta Aware Students about the Entrepreneurship ?.To discuss about various sectars for Entrepreneurship
3.To Guide students regarding Various Government ¥.To guide students regarding Bank Loan Procedure
Schemes

ﬂ??o??—?ﬂ? WWMWWM

1 Honorarium to Experts 6000.0000
2 Stationary and Others 5000.0000
THT G - 11000.0000
[ongai—
FeTor AR S.W.0) . - S

- x e WoladIq m 5I?"|emila
Student DeveTopmelt Ufficer 3oz v, oddlt, qoi-e

(Rreneff fresrar aiftrasrdt)

Anantrao Pawar Coliegz of Engineering & Research
S, No.103, Pune - 411009
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:—
SRR, AT q T y B ————— b M
fearsf orT: ot A O (T arer %) gﬁfﬁﬂﬁ‘s 411009
TTSTEN A= ot qfer s T[St AT : (9422863496
Rremdf ST ST A | e mer T | e wemor afteed | 9822676607
AT .
wETRETEET A T : 2012 ]
urforF SUFE/ASET A ¢ |Placement Drive
TrafRvrT=T derforE S / AT e | G (F FerorF ST/ Aeee | ¢ (e
=TT
Tatvare Jomraar St S / £ Sawat T fRAw . [18/0112022
TIST FITTET
150 100 0 250 100 100 0 J
SR S
]2.200 2.To Call various sector companies 0 mstltule Campus
for Recruitment
3.To give chance to student for getting Job through ¥ |ts a Platform for students to get chance for job in
interview good company with options
T ?o?t-?o??wmmmmmm%mm W!mﬂﬁ
r . GRICIE mﬁﬂa&
] Travelling Allowance for Company Delegates 15000.0000
2 Arrangement and Other Expenses 5000.0000
3 Refreshment 5000.0000
4 Stationary and Others 5000.0000
T - 30000.0000
Student Deveiopmnnt Cfficer
(Freme e e :
Anzntrao Pawar Coliege of Eng’ nprrlﬁg & Researc
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[ FRTRETEATS AT T + |arfRrer el wrst favaror afvos Qo e AT we st Rt o
Rrst wrm: qor & o (T wrfRe gE) G E{Wﬁﬂ'{iﬁ 411009
WIS AT |3t qfte s st et Aarde |, : |9422863496
Rt searor s A ¢ | T Torer U Frermdf semor sfdT . | ¢ [9822676607
HETEA H,
RETRATEITY ST 1 : (2012
SteTfOTT STwR/ASHT AT ¢ |Covid 19 Awareness Program J
iR et suwy /o ae | |w e SumATY / T | et
e

TrefRvaTe Yo o Suw / 14 IqFAST dTe Rt : [15/02/2022
AT T
iﬁ‘mﬁmwfﬁvﬁvmﬁmﬁmﬁmuﬁ&aw : G : _ _

250 250 0 500 0 0 0 |
.0 3.COVID-19 Precautions during Offline Classes ‘
3.To discuss Impact of COVID-19 on Educanon ¥ . How to Aware Local Pubhc regardmg COoVID 19 J

T 3031 03 AT AT A HET ST CTR(RTATHRAAT 2T STt @
AF. ERIEIE \
1 Honorarium To Experts 6000.0000 \
2 Stationary and Certificate 5000.0000 \
TR G - -11000.0000 \
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Rt o qit & qor (g wrfe g%) B g@rﬁﬂ'eﬁ'a 411009
=TS A vst g b et |sr=ra =T qETE o, : 19422863496
FRramdf w7 srfr A ! |wYeTerT Toter wETYT fremdt werror sifeerd : 19822676607
HrETE .
ERUEEIERIE R 112012
Sl sww/RSET A : |Software Awareness Program
TR e suEw /e e | | dreafors TR / AT | ¢ [
=Eq
TfRvaT o= erfors soww / [ IUEHHT AT FRAiE : |25102/2022
ﬂwm J
aﬁﬁwﬁmﬂvﬁmﬁ T L EIERIERRECIRIE
100 100 0 200 50 20 0 70
Q.To Aware students about the Basic Software %.To give Hands on Experience on Basic Software
3.How to Download Free Source Software ¥.Types of Software and their applications
T 30383033 AT AT AT T /AT T i’«wmwﬁm W!maﬂa
A GRIEIE s 'S
1 Honorarium 5000.0000
2 Stationary and Others 5000.0000
TE a - 10000.0000
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et sy e
UNIVERSITY GRANTS COMMISSION

Academlc Year - 2021-2022 (Semester1)
10 ] Anti Ragging Committee -

fr——— e s

| 10 (a) Date of Formation 07/07/2021 |
Jl 10 (b) No.of Members 17 |
10 (c) Names of Members 1.DR. S.B. THAKARE i

3.PROF. G.E. KONDHALKAR
4.PROF. S.M. GAWANDE
5.PROF. S.S HAJARE

6.DR. A.B. SHELAR

7.PROF. R.B. GAIKWAD
8.PROF. SNEHA SALVEKAR
9.PROF. K.S. JETHA

10.DR. D.P. KAMBLE
11.PROF. MONIKA JAGTAP
12.MR, NAVNATH SARODE
13.MS. GHOGARE SHEWTA
14.MR. 8.B. GHADGE
15.MS. GIRIJA TIKONE
16.DR. SANJAY PATIL
17.MR. DNYANESHWAR KHENGARE

|
[f 10 (d) No . of raids 0

l

J 2.POLICE SUB INSPECTOR !
|

|

f 10 (e) Frequency of raids 2 .
] 10 (f) Surprise raids 0 ['
‘ 10 (g) Others Measures taken by the squad |NIL
J 10 (h) No.of cases detected 0
] 10 (i) Action taken as follow up NIL
11 [ Inquiry(ies) Conducted ? NIL
12 }fPanishment meted out ?
f 12 (a) Suspension No
I 12 (b) Rustication No
f 12 (c) Expulsion No ]
13 jNo. of F.I.R.(s) lodged by institution with details |0
14 |As per UGC norms online undertaking forms Yes-0

!submitted from students,Mention studentg co_lint_ B

S

Signature and Stamp
Principal/Director

Dr. Sunil B. Phakane
Principal
Anantrao Pawar College of Engimring
& Research, Parvati, Pune - 9
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grfasfiaTs g gor fRardis
FT HED
UNIVERSITY GRANTS COMMISSION

Academic Year - 2021-2022 (Semester1)

Al

T . _ =g
j“‘_' Proforma for monitoring the directions of Hon'ble Supreme Court of India on measures against Ragging in
ks educational institutions _
[AT™ Sr.No [Name of Institute / College |Akhil Bharatiya Maratha Shikshan Parishad Pune
R | Anantrao Pawar College of Engineering & Resgarch
== | Addr: S No 103 Shahu College Campus Parvati
| Pune 09 Tal: Pune (corporation Area) Dist: Pune
.’ Pincode: 411
_.'Principal Name THAKARE SUNIL BHIMRAO
1 fWhether Anti ragging Squads were Constituted ? |Yes
e : 2 _i’Whether Anti ragging Committees were Constituted | Yes
%, | ' 2
3 |Whether prospectus mention possible actions Yes-Prospectus Mention Possible Actions against
against Ragging ? Ragging :
4 |Whether names,telephone nos. of authorities to be Yes-Telephone nos. of Authorities to be Contacted
|contacted have been publicized / made available to |have been Publicized/made Available to Freshers
]Freshers?
5  |Whether students are allowed free access to phone |Yes-Students are allowed Free Access to Phone
(cell & Landline) in hostel(s) for timely reporting? (Cell & Landline) in Hostel for Timely Reporting
6 |Whether Seniors counseled? Yes
}Whether Freshers counseled? Yes-Freshers Counseled
|Whether oriantation courses for freshers Yes-Orientation Courses For Freshers Counseled
fcounseled?
9 |Anti Ragging Squads -
, | 9 (a) Date of Formation 07/07/2021
| 9 (b) No.of Members 13
i ! 9 (c) Names of Members 1.PROF. R.B. GAIKWAD
i 2.PROF. J.C. MUSALE
3.PROF. C.E. KOLAMBE
4 PROF. S.J. YADAV
5.PROF. R.S. LAVHE
6.MR. S.B. GHADGE
| 7.SMT. GIRIJA TIKONE
| 8.MS. NIKITA BHAGAT
9.MS. POOJA PATIL
10.MR. SHREYAS BHAVE
i 11.MR. SHUBHAM PAWAR
12.MR. KESHAV ZANJE
13.MISS. GAUTAMI KHENGARE
E 9 (d) No . of raids 0
; 9 (e) Frequency of raids 2
ol ey £29(f) Surprise raids ; 0
i ’ LTS N B 4 | i P e
| _ _-trg_‘('g) Others l}qeasures taken by the squad |NIL
r = . [..% .. - 9 (h).Noiof cases detected i 0
9 (i) Action taken as follow up NIL

| 10of2
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LEIECIERIE R IEY Akhil Bharatiya Maratha Shikshan Parishad Pune Anantrao Pawar Colleg
of Engincering & Research Addr: S No 103 Shahu College Campus Parvati
Pune 09 Tal: Pune (corporation Arca) Dist: Pune Pincode: 411009
REUE ISR RSNl 2012
LISIEY : |THAKARE SUNIL BHIMRAO
=T gt + [Permanent Principal
s 9422863496
ﬁ%mﬁ CEQRECIRUE L)
T LIENERL) T A FEeis AT
Y | : ssrer |[THAKARE SUNIL BHIMRAO
| R |aRE s : qI Kondhalkar Ganesh Ekanath
‘r. 3 |afts s : e Shelar Abhay Baburao B
53 NS e
et s sifgsrd (S.D.0)
wd amﬁar:h@-c
Dr. Sunil B. Thakare
Principal

&nantrao Pawar College of Engineering
A Rasearch, Parvati, Pune - 9

23/10/2021 12:09:39




Akhil bharatlyd Iyfafasines =

L WP

SUEEICIEY

i
Yorr

o 7o Frarfis

22/10/2021 04:20:08
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ERIECIERIE R + [AKhil Bharatiya Maratha Shikshan Parishad, Pune Anantrao Pawar
i College of Engineering & Rescarch
Addr: S No 103 Shahu College Campus Parvati Pune 09
Tal: Pune (corporation Area) Dist: Pune, Pincode: 411009
HETRTTY |qTYAT 2012
ST THAKARE SUNIL BHIMRAO
v fRgsht ¢ |Permancnt Principal
T : (9422863496
AT |t e

A SIEDIR R E TS AT wEEqrEl AT

[ LRSI gemer |t giAe W 3T

3 |ar. SesTaTd / Rrememar yq@ / Frad 999 / Iutemer |t FAAATG G2

Ta<

3 | searor sfasrt geer FIETHRT T THATH

¥ |frers wfafRet (759) aTed Gawande Sagar Mukundrao

Y |Rrers st (wlRem) qge Salvekar Sneha Shrikant

< |aoe il / araTorE / ST / e =}, fReNT amax

L EENE I EEE
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] |FremdT wiafedt waeg e, fredt et
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g ¢ |arers SratAeT — N

=
— T /
e afeard (S.D.0) _
et el T ER
Dr. Sunil B. Thakare

Principal _
Anantrao Pawar College of Engineering
& Research, Parvati, Pune - 9
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Akhil Bharatiyn Maratha Shikshan Parishad's

Anantrao Pawar College of Engineering & Research

Record No.: ADM/R/002
Revision: 00

Dol: 21/01/2019

Office order of Committee

Ref. No: APCOER / OFFICE /449042021-22

Office Order

Sub:- Constitution of Hostel Committee for Boy’s and Girl’s Hostel at the Institute.

Following Hostel Committee is hereby constituted at the institute for A. Y. 2021- 22

. Sr. No. Name of the member Contact number Position

~
1 Prof. R. B. Gaikwad 8600014367 Chairman
2 Prof. J. C. Musale 7709224404 Member
3 Prof. C. E. Kolambe 9552201336 Member
4 Prof. S. J. Yadav 9440239237 Member
5 Prof. R. S. Lavhe 7507070663 Member
6 Mr. Ghadge S. B. 9822716265 Member
7 Smt. Girija Tikone 02068004640 Member
8 Ms. Nikita Bhagat 8308684128 Member
9 Ms. Pooja Patil 9168939692 Member
10 Mr. Shreyas Bhave 8177887714 Member
11 Mr. Shubham Pawar 9834571236 Member
12 Mr. Keshav Zanje 9119493849 Member
/:E" 13 Ms. Gautami Khengare 9921480631 Member

This committee will be in force from date of the issue of this order.
Date: 07/07/2021
PR N~ —__H_H—Q
Dr. Sunilpgr.leli'ﬁ]akare
Principal
Copyto : Anantrao Pawar College of Engineering
& Research, Parvati, Pune - 9
1. All Concern Members.
2. Office File.
Address: Sr. No. 103, Parvati, Pune- 411 009,

Contact Details:
Website:

Tel: 020-24218901/8959, Tele Fax:- 020-24213929

http://www.abmspcoerpune.org, Email :

abmspcoe@yahoo.com
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Anantrao Pawar College of Engineering & Research

Record No.: ADM/R/002
Revision: 00

Dol: 21/01/2019

Office order of Committee

Ref. No: APCOER / OFFICE /4. 899A/2021-22

Office Order

Sub:- Constitution of Hostel Squad for Boy's and Girl's Hostel at the institute.

Following Hostel Squad is hereby constituted at the institute for A. Y. 2021-22 Boy’s Hostel Squad:

Sr. No. Name of the member Contact number Position
1 Prof. 8. S. Hajare 9579707373 Chairman
2 Prof. N. A. Jadhav 9975303670 Member
3 Prof. S. M. Gawande 9922169404 Member
4 Mr. Ghadge S. B. 9822716265 Member
3 Mr. Suryakant Jambhale 7709984102 Student Member
6 Mr. Shrayas Bhave 8177887714 Student Member
Girl’s Hostel Squad:
Sr. No. Name of the member Contact number Position 1
1 Prof. R. B. Gaikwad 8600014367 Chairman
2 Prof. Sneha Salvekar 7387772481 Member
3 Smt. Girija Tikone 02068004640 Member
4 Ms. Madhuri Pendem 7875448855 Student Member
5 Ms. Manasi Narkhede 9665914973 Student Member

This Committee will be in force from date of the issue of this order.,

Date: 07 /07 /2021

Copyto :

1. All Concern Members.

2. Office File.

Address:
Contact Details:
Website:

Sr. No. 103, Parvati, Pune- 411 009,
Tel: 020-24218901/8959, Tele Fax:- 020-24213929

http: //www.abmspcoerpune.org, Email :

o s

Principal

Dr. Sunil B. Thakare

Principal

Anantrao Pawar College of Engineering
& Research, Parvati, Pune - 9

abmspcoe@yahoo.com

Page 1
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\ Anantrao Pawar College of Engineering & Research
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RO [Record No.: ADM/R/002

Revision: 00

Dol: 21/01/2019

Office order of Committee

Ref. No: APCOER / OFFICE /4.G30A /2021-22

Circular

Women’s Grievances Committee

Following committee is constituted as Women’s Grievances Committee

-
Sr. No. | Name of the member Contact number Position
1 Prof. Snehal Veer 9028835257 Coordinator
2 Prof. Spriya Shinde 8149246475 Member
3 Dr. Rashmi Kenvat 8149932792 Member
4 Prof. Sayali Kokane 7776953414 Member
5 Prof. Sneha Salvekar 7387772481 Member

The committee members will start functioning with immediate effect. The meeting of staff and
students in the institute should be conducted and related issues should be discussed with solutions. The
report should be submitted to the principal for further needful actions. '

-
Date: 07 /07 /2021
e
Dr. Sun B Feak
’ r. Sunil B. Thakare
Lopyip : Principal
Anantrao Pawar College of Engineering

1. All Concern Members. & Research, Parvati, Pune - 9

2. Office File.
Address: Sr. No. 103, Parvati, Pune- 411 009,
Contact Details: Tel: 020-24218901/8959, Tele Fax:- 020-24213929
Website:

http://www.abmspcoerpune.org, Email: abmspcoe@yahoo.com

Page 1



Akhil Bharatiyn Maratha Shikshan Parishad's

Anantrao Pawar College of Engineering & Research

i b Record No.: ADM/R/002 Dol: 21/01/2019
Revision: 00

' ‘ : ~ Office order of Committee

Committee shall also constitute a smaller body be known as the anti ragging squad for maintaining vigil, ovessight
and patrolling functions and shall remain mobile, alert and active at all the time. Anti ragging squad shall have representalion
of various members of the campus community and shall have no outside representative. It shall be the duty of anti ragging
squad to called upon to make raids on hostels. and other places.

It shall be the duty the anti ragging committee to insure compliance with the provision of the regulations as well as
the provision of any law for the time being in force concerning ragging, and also to monitor and oversee the performance of
the anti ragging squad in prevention ofmggingvin the institution and institute hostel,

The copy of the-detailed notification of AICTE is enclosed herewith for reference and further action.

This committee will be in force from the date of the issue of this order till further orders.

Date: 07/07/2021

"'H-'-_\'-L -_ -
. Principal
Dr. Sunil B. Thakare
Frincipal
Anantrao Pasor Coltoss of Engineering

Copv1to :

o Rewsarch Paovau Bunp - 9

1. All Concern Members.
2. Office File.

_——-_—"__'_—_————————___—'-—L_._.___—_____——_——————______
Address;

Sr. No. 103, Parvati, Pune- 411 009,

Tel: 020-24218901/8959, Tele Fax:- 020-24213929
http://www.abmspcoerpune.org, Email:  abmspcoe@yahoo.com

Contact Details:
Website:

Page 1



Akhil Bharatiya Maratha Shikshan Pa rishad's

Anantrao Pawar College of Engineering & Research

Record No.: ADM/R/002
Revision: 00

Dol: 21/01/2019

Office order of Committee

Ref. No: APCOER

/ OFFICE /416934 /202122

Sub:- Constitution of Anti Ragging Committee at the Institute.

Rel:- AICTE, New Delhi, Notification Dated 01/07/2009

The following Anti Ragging Committee is hereby constituted at the institute level

Sr. No. Name of the member Contact number Authority Position
Dr. S. B. Thakare o 3t
Vv Chairman
] Principal, APCOER | 9422863436 Principal
5 | Police Sub Inspector ¥ 020-24220205 Local Police Authority Member
Dattawadi Police
- , - R HOD Mechanical .
3 Prof. G. E. Kondhalkar 4 9822676607 Engineering Member
4 Prof. §. M. Gawande ¥ 9922169404 HOD Civil Engineering Member
5 Prof. S. S. Hajare o 9579707373 HOD ERTC Member
Engineering
6 Dr. Abhay Shelar \."; 9850543335 HOD Civil Engineering Member
7 | Prof. R. B, Gaikwad ¥ 8600014367 HOLNC smptey Member
Engineering
8 Prof. Sneha Salvekar C;’ 7387772481 HOD Al&DS Member
9 | Prof K. S. Jetha ¥ 9975524232 HOD Information Member
Tecnology
10 Dr. D. P. Kamble N 8855024330 F. E. Co-ordinatar Member
11 Prof. Monika Jagtap =/ 9422386219 Assistant Professor Member
12 Mr. Sarode Navnath Mahadev ¥ 9730694725 Physnca‘l Edncation Member
Director
13 Ms. Shewta Ghogare 7 9657331006 Student Representative Member
¥ Boys Hostel
7 ¥
14 Mr. Ghadge S. B. 9822716265 sooidliatE Member
s g J7 Girls Hostel
15 Smt. Girija Tikone ¥ 020 68004640 Coordinator Member
16 | Dr. Sanjay Patil ¥ 9850150101 Parent Member
\-,
17 Mr. Dnyaneshwar Khengare - 9921480631 Parent Man;gcr
Address: Sr. No. 103, Parvati, Pune- 411 009,

Contact Details:

Website:

Tel: 020-24218901/8959, Tele Fax:- 020-24213929

http: //www. abmspcoerpune org, Email ;
e »-'_"""": I
, ol | y

abmspcoe@yahoo.com

Page 1



Akhil Bharatiya Maratha Shikshan Parishad's

s W)
2N Anantrao Pawar College of Engineering & Research

1 ?
ﬁ%“%@ﬁ ’ Record No.: ADM/R/002

Revision: 00

)

Dol: 21/01/2019

Office order of Committee

Ref. No: APCOER / OFFICE / 4-¢90/4/2021-22

Office Order

Sub:- Constitution of Student & Parents Grievance Committee at the Institute.

The Following Student & Parents Grievance Committee is hereby constituted at the institute level.

Sr. No. Name of the member Contact number Position
1 Dr. Sunil Bhimrao Thakare 9923217056 Chairman
2 Prof. Ganesh Eknath Kondhalkar 9822676607 Member
3 Prof. Sagar M. Gawande 9922169404 Member
4 Dr. Abhay Shelar 9850543335 Member
5 Prof. Shailesh Shivaji Hajare 9579707373 Member
6 Prof. Rama B. Gaikwad 8600014367 Member

7 Prof. Kamlesh S. Jetha 9975524232 Member
8 Prof. Sneha Salvekar 7387772481 Member
9 Mr. Sarode Navnath Mahadev 9730694725 Member
10 Mr. Tanaji Mali 9960424904 Member

This committee will be in force from the date of the issue of this order till further orders.

Principal
Dr. Sunil B. Thakare
Principal
Anantrao Pawar College of Engineering
& Research, Parvati, Pune - 9

Date: 07 /07 /2021

Copy to :

1. All Concern Members.

2. Office File.
Address: Sr. No. 103, Parvati, Pune- 411 009,
Contact Details: Tel: 020-24218901/8959, Tele Fax:- 020-24213929
Website: htrp:[(www.abmspcoerpune.org. Email: abmspcoe@yahoo.com

Page 1
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G, N T Office order of Committee

Anantrao Pawar College of Engineering & Research

Rel, No: APCOER / OFFICE f465]0}] /2021-22
Office Order

Sub:~ Internal Complaint Committee at the Institute to prevention, prohibition, and redressal of Sexual
Harassment of women at workplace as per the Act 2013,

Refi- 1) Savitribai Phule Pune University Letter 165/2016 Date 16/09/2016.

‘g rd
2) The Sexual Harassment of women at workplace (Prevention, Prohibition and Redressal) Act 2013, Dated 23
April 2013.
As per the reference letters following Internal Complaints Committee is constituted in our institute to prevent
The Sexual Harassment of women at workplace (Prevention, Prohibition and Redressal). Act 2013.

ition i tact ber
Sr. No. | Name of the member Designation in Institute P(g{l}tr:f;i];e?e CoBIaRCIIne
1 Prof. Sneha Salvekar Assistant Professor Presiding Officer 7387772481
2 Prof. Supriya B. Shinde | Assistant Professor Member 8149246475
3 Prof. Nilesh Jadhav Assistant Professor Member 9975303670
4 | Mr. Tanaji Mali Librarian (Non-Teaching Staff | (. 9960424904
Representative)
5 | Ms. Rucha Babar Nor-Teaching Haft Member 9764470533
Representative
6 Mr. Yash Nadkarni UG Student Representative Member 8390338181
7 Ms. Ojaswi Patil PG Student Representative Member 8605370042

The committee should work as per the rules and regulations given by ministry of Law and Justice,
New Delhi in Act 2013. For any guidance please concern the undersigned.

Date: 07/07/2021

C o

: Principat
Copy to : Dr. Sunil B. Thakare
Principal

S RGOSR MRTILERS Anantrao Pawar College of Engineering

& Research, Parvati, Pune -9

2. Office File. e oor Wttt
%
Ad Sr. No. 103, Parvati, Pune- 411 009,

dress:
Contact Details: Tel: 020-24218901 /8959, Tele Fax:- 020-24213929

Website: http:.{[Ww.abmsp_coerpune.org, Email : abmspgoe@yahoo.com

Page 1



Akhil Bharatiya Maratha Shikshan Parishad's

Anantrao Pawar College of Engineering & Research

Record No.: ADM/R/002
Revision: 00

Dol: 21/01/2019

Office order of Committee

Ref. No: APCOER / OFFICE /46994/2021.2

Office Order

RIGHT TO INFORMATION (RTI) COMMITTEE

According to Right to information Act 2005. RTI Cell is formed at ABMSP’S Anantrao Pawar
College of Engineering & Research, Pune.

Sr. No. Position Name of the Officer Designation Contact number
1 Appellate Dr. S. B. Thakare Principal 0923217056
2 Information Officer | Mr. Ganesh Kondhalkar HOD Mechanical 9822676607
Date: 07/07 /2021
T ey
Q&wk
Principall
Dr. Sunil B. Thakare
Principal
Anantrao Pawar College of Engineering
Copy to : & Research, Parvatj, Pune-9

1. All Concern Members.

2. Office File.

Address:

Contact Details:

Website:

Sr. No. 103, Parvati, Pune- 411 009,
Tel: 020-24218901/8959, Tele Fax:- 020-24213929

http://www.abmspcoerpune.org, Email:  abmspcoe

ahoo.com
Page 1
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Akhil Bharatiya Maratha Shikshan Parishad's

Anantrao Pawar College of Engineering & Research

Record No.: ADM/R/002
Revision: 00

Dol: 21/01/2019

Office order of Committee

Ref. No: APCOER / OFFICE /4-63A/2021-22

AICTE regulations for establishment of a Grievance Redressal
approved Institutions are available on AICTE web portal www.aicteindia.org>Bureau

Sub:- Constitution of Grievance Redressal Committee at the Institute.

Ref:- AICTE, New Delhi, Notification Dated 09/07/2012.

Committee, and appointment of Ombudsman,
> Administration> Rules and

by AICTE

Regulations. It was informed to this technical Institute with reference number No. 1-1 01/DPG/AICTE/Ombudsman/2012
dated 9" July 2012.
It is for the purpose of redressal of
Sr. No. Name of the member Contact number Authority Position
Dr. S. B. Thakare — Chairman
' | Principal, APCOER He28bar2b FHET
g | XoliceSublnspector 020-24220205 Local Police Authority |  Member
Dattawadi Police
HOD Mechanical
b
3 Prof. G. E. Kondhalkar 9822676607 Engineering Member
4 Prof. S. M. Gawande 9922169404 HOD Civil Engineering Member
: HOD E&TC
5 Prof. S. S. Hajare 9579707373 Enginsetlng Member
6 | Prof. R. B, Gaikwad 8600014367 HgD Computer Member
ngineering
7 | Prof. K. S. Jetha 9975524232 HOD Information Member
Tecnology
8 Dr. D. P. Kamble 8855024330 F. E. Co-ordinator Member
9 Prof. Sneha Salvekar 7387772481 HOD Al&DS Member
10 Prof. Monika Jagtap 9422386219 Assistant Professor Member
Mr. Sarode Navnath Physical Education
1 Mahadev e Director Member
12 Mr. Sanket Pasalkar 9139382016 Student Representative Member
Boys Hostel
13 Mr. Ghadge S. B. 9822716265 o —— Member
T Girls Hostel
14 Smt. Girija Tikone 020 68004640 Coordinator Member
15 Dr. Sanjay Patil 9850150101 Parent Member
16 Mr. Dnyaneshwar Khengare 9921480631 Parent Member
Address: Sr. No. 103, Parvati, Pune- 411 009,
Contact Details: Tel: 020-24218901/8959, Tele Fax:- 020-24213929
Website: http: abmspcoe@yahoo.com

Page 1
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: Oﬂice order of Committee

Committee shall also constitute a smaller bod

y be known as the anti ragging squad for maintaining vigil, oversight
and patrolling functions and shalj remain mobile, alert

and active at all the time. Anti ragging squad shall have representation
of various members of the campus community and sh

all have no outside representative. It shall be the duty of anti ragging
squad to called upon to make raids o hostels. and other places.

It shall be the duty the antj ragging committee to insure compliance with the provision of the regulations as well as
the provision of any law for the time being in force concerning ragging,

and also to monitor and oversee the performance of
the anti ragging squad in prevention of ragging in the institution and institute hostel.

The copy of the-detailed notification of AICTE is enclosed herewith for reference and further action.

This committee will be in force from the date of the issue of this order till further orders.

Date: 07/07/2021

Principal —
Dr. Sunil B. Thakare
Principal
Anantrao Pawar College of Engineering
& Research, Parvati, Pune - 9

Copy to :

1. All Concern Members,
2. Office File.

O

Address: S

r. No. 103, Parvati, Pune- 411 009,
Contact Details: Tel: 020-24218901/8959, Tele Fax:- 020-242 13929
Website:

http:/ [www.abmspcoerpune.org, Email : &mpm_e@m&mm

Page 1
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AT ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,
ﬁf“ﬁ PARVATI, PUNE
| Suges ADMIN PROCESS MANUAL
ADM/PR/A I Index of Procedures
Rev.: 01 Date: 08-04-2019 I Clause: 7.5 | Page: 01/02
| Procedure No. Title Clause No. Rev. No. Date
. ADM PR/A | Index of procedures 7:5 01 08-04-2019
- ADM PR /B | Revision Sheet (% 01 08-04-2019
ADM PR/ C | List of Documented Information (Documents) 7.5 01 08-04-2019
ADM PR /D List of Retained Documented Information 75 00 21201-2019
(Records)
ADM PR/E | Staff position 5.3 00 21-01-2019
ADM PR /F | Responsibilities and Authorities 5.3 00 ] 21-01-2019
ADM PR /G | Monitoring of Quality objectives 6.2 00 21-01-2019
- 8.2.1, 8.2.2, )
STUD/PR/01 | Admission 823 824 00 21-01-2019
STUD/PR/02 | Eligibility 8.2.2 00 21-01-2019
STUD/PR/03 | Issue of Certificates 8.5.1 00 21-01 -20_]__9__1
STUD/PR/04 | Correspondence with Parents 82.1,7.4 00 21-01-2019
STUD/PR/05 | Scholarships / Free ship / EBC 8.5.1 00 21-01-2019
STUD/PR/06 | University Examinations 8.5.1,9.13 00 21-01-2019
STUD/PR/07 | Issue of documents to passed out students 8.5.1 00 21-01-2019
STUD/PR/08 | Control of Student Property 8.5.3 01 08-04-2019
EST/PR/0I Teaching Staff Recruitment T.1.2 00 21-01-2019
| EST/PR/02 | Non Teaching Staff Recruitment 712 00 21-01-2019
EST/PR/03 Time Office management 8.5.1 00 21-01-2019
EST/PR/04 LLeave management 8.5.1 00 21-01-2019
EST/PR/05 New course addition and Affiliation 8.1,8.2.2 00 21-01-2019
EST/PR/06 | Control of outsourced activity - AMC 8.4.2 00 21-01-2019
STR/PR/0O1 Purchasing Process 8.4 00 21-01-2019
STR/PR/02 Annual Budget 7.1.1 00 21-01-2019
STR/PR/03 Material Receipt 8.5.4 00 21-01-2019
STR/PR/04 Material [ssue 8.5.4 00 21-01-2019
STR/PR/05 Physical Stock Verification 8.5.4 00 21-01-2019
HSK/PR/01 Housekeeping Practices Management 7.1.4 00 21-01-2019
SEC/PR/01 Material Movement Control 8.5.1 00 21-01-2019
EM /PR/O1 Annual Budget Tl 00 21-01-2019
EM /PR/02 Electrical Maintenance 7.1.3 00 21-01-2019
EM /PR/03 | Earthing 7.1.3 00 21-01-2019
EM /PR/04 D. G. Management 7.1.3 00 21-01-2019
Issue No.: 01 Date: 21/01/2019 CONTROLLED COPY STAMP MASTER COPY STAMP

MASTER COPY
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ADM/PR/A Index of Procedures

Rev.: 01 Date: 08-04-2019 Clause: 7.5 Page: 02 /02

Procedure No. | Title | Clause No. | Rev. No. | Date | Page no.

1. T. SUPPORT SECTION

IC/PR/0O1 Annual Budget 1.1:] 00 21-01-2019 52
IC/PR/02 Hardware &Network Maintenance 7.1.3 00 21-01-2019 |- 53
IC/PR/03 Firewall Management 7.1.3 00 21-01-2019. 54
IC/PR/04 Management of Servers 8.5.1 00 21-01-2019 | 55

.....

ALL THE PROCEDURES IN THIS MANUAL ARE

T

Prepared By: Reviewed By:

Approved By: Issued by:
Office Superintendent Principal Principal ISO Coordinator
Issue No.: 01 Date: 21/01/2019 CQNTROLLED COPY STAMP MASTER COPY STAMP
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ADM/PR/B Revision Sheet
Rev.: 02 Date: 05-05-2019 Clause: 7.5 Page: 01 /01
Rev, !
D. L. No. No Rev. Date Nature of Change Approved By
All 00 21-01-2019 | Original Issue, Issue No. 01 dtd. 21-01-2019. Principal 4
STUD/PR/08 0l 08-04-2019 | Control of Student Property Process Added & |
i 1 i Sy |
STUD/PR/01 01 08-04-2019 Added system ]:fr()f:ess for allotting unique ldeu@ & |
number after admission \ L ;
ADM/PR/F ol 15-05-2019 Redeﬁ'ned DL.mes & Rcsponsnblhtles .Of.,_' '
Technical Assistant Lab Assistant IC Section™ 1 5
= ‘i
|
|
A
Y
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Sg? ADMIN PROCESS MANUAL
ADM/PR/C List of Documented Information (Documents)
Rev.: 01 Date: 08-04-2019 Clause: 4.2.3 Page: 01 /04
Access (For i " LT
D. I. No. D.1./ File Name Ir:e:. Distribution preparation | Storage | Use R;'ﬂ!t':;“ I;;s‘::szl_ .
? & updation) ki e
INTERNAL DOCUMENTED INFORMATION
Administration 2% : i b, . 4
ADM/PR/A Process Manual 00 | Principal, O.S. O.s. File All rrrlem -
Process Risks & All HoD 3
ADM/D/040 | Opportunities - 00 e 0.S. File “All | ‘Permanent -
SR Principal :
Administration . b
ADMiDygot. | AB:M.S. Parishad 00 5 0. Al | Permanent | N.A.
Correspondence d
ADM/D/02 | Application Form — Establish 1
A Teaching o B Section / O.S. Al il Biaed
ADM/D/02 | Application Form Establish
B Non-teaching 9 i Section / O.S. All 3 Yiears Shred
ADM/D/03 | Joining Report 00 File All | Permanent | N.A.
Teaching i
ADM/D/04 | Relieving Letter 00 @ File All Permanent N.A.
Application Workshop
ADM/D/05 | Seminar industrial 00 File All 5Years Shred
visit for staff P
ADM/D/06 | Bonafide Application | 00 gi‘:g‘é File | Al | 5Years | Shred
ADMAiLigy | SPangeat Brann 00 Studt File. | Al | SYears | None
Application Section
ADM/D/pg | Indemnity Bond Loo | - e File | Al | 5Years | None
undertaking - Section
ADMyDioy: | resaliment i Fezs 00" - Acguunt File | All | SYears | Shred
Application Section
Provisional Siiidant
ADM/D/10 | Admission 00 -- : File All 5 Years Shred
o o, Section
Application 5
ADM/D/11 | Refund of caution 00 3 Accqunt File All — NA.
A money Application Section
Refund of fees in case
AR of YD students 00 - Ageaat File All | Permanent N.A.
B v Section
Application
— Faculty/ Staff __ Establish :
ADMJ’[_):’]2' Nibterndince 00 P File All 5 Years None
ADM/D/12 | Transfer certificate - Student ;
sz : | Y
A . | PG Application 00 Section File Al TR Shred
ADM/D/12 | Transfer clenlficate - 00 ~ Studgnl File All &V Shred
B UG Application Section
ADMIDILS 1 ceificate for File 00 - Frgcnt File | Al | SYears | Shred
A Section
ADMIDIIS |y ex for student File | 00 » Sl File | All | SYears | Shred
B Section
NN Journal 00 -- Stud_em File All 5 Years Shred
C Section

Issue No.: 01 Date: 21/01/2019

CONTROLLED COPY STAMP

MASTER COPY STAMP
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~ADM/PR/C List of Documented Information (Documents)

Page: 02/ 04

e

Access (For

Disposal '

; Rev. . . Retention
[ D. 1. No. D.1. / File Name N Distribution preparat.lon Storage | Use Period Method |
& updation)
i Student : :
ADM/D/14 | Bonafide Certificate 00 -- 3 File All 5 Years™ None
Section »'
ADM/D/15 | Fees Structure 00 i Student File | Al None
Application Section ; |
ADM/D/16 | No dues Certificate Establish : 3 i, '
A Non-Teaching % - Section File Al _ Perifiygent 1 ey )
ADM/D/16 | No dues Certificate Establish ’ e, , '
: 00 - . File All [+ Permanent N.A.
B Teaching Section :
ADM/D/17 | No. Dues certificate 00 B Stud_enl Filag All $Years Shred
A PG Section R
ADM/D/17 | No. Dues certificate Student A [ Shred
B | UG e B Section Fﬂ% il e
) 1 - . -~ -
ADM/D/18 | Non "Ieachmg 'S}aff 00 B I:stab]ush File s | Pasnaneat NA.
A Experience certificate Section L
ADM/D/18 Stafl’f Experience 00 i I:stab‘llsh File All Ssiisaiian NA.
i B certificate _ Section |
: ; Student ; g
ADM/D/19 | Transfer Certificate 00 - i . File All Permanent N.A.
Section ..
ADM/D/20 | Alumni Registration 06 N . Student. File All —— —
A Form Section
ADM/D/20 | Alumni Association 00 Alur_nm File Al ¥ Wi Shred
B form Coordinator
ADM/DR21 | e A dmission form 00 Student File | Al | SYears | Shred
A Section
= —
ADM/D/2I | SE Admission Form 00-fs. S‘tud_ent File All 5 Yiears Shred
B - R Section
2 i k|
ADM/DI21 | hse: Adimission Form [§00 | § = et File | Al | 5Years | Shred
G 2 Section
. " 4 -
ADMDZ} | 1¢ pdmissionForm | oo™ . Spudeat File | Al | S5Years | Shred |
D Section i
2 |
ADM/D21 | gg Admission Form | 00 - Studpat File | All | SYears | Shred
E B Section B
ADM/D/21F | ME-I Admission Form | 00 - Student File All |5 Years Shred
Section . i BN
ADM/D/21 | ME-II Admission 00 B Slud.em File All E— Shred |
[ G Form Section |
| Co w‘5;“.“(:nnclencf: for Eaablish i
ADM/D/22 Teer 00 “ Section/ Dy. File All 5 Years Shred
AICTE .
Registrar
KDMIDJE | Covmapidleriae tor 00 - Class Teacher | File | All | 5Years | Shred
. parents -
| Correspondence for Establish
ADM/D/24 | Pravesh niyantran 00 -- Section/ File All 5 Years Shred |
- Samiti Accountant - | - |
Correspondence for -] -
; Account , .
ADM/D/25 | Shikshan Shulka 00 - s File All 5 Years Shred |
o Section |
Samiti _ - |
Correspondence for Students/ |
ADM/D/26 | cpor P 00 - Establish File All | 5 Years Shred |
- B Section ]
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Access (For . .
D. I. No. D.1L / File Name g Distribution | preparation | Storage | Use Retel?non DISPD%I
No. & . Period Method
 updation) : ]
Correspondence for Students/ {
ADM/D27 | SR 00 - Establish File All 5 Years {" Shred
Section 4
] No Objection Students . %
ADM/D/28 certificate (DTE) 00 - section File | Shred
Correspondence to Scholarshi
ADM/D/29 | Samaj kalyan 00 - g File Shred
(SWO)
Covering letter "
MahaDBT Scholarshi T L
ADM/D/30 Application form 00 -- - 4 Fiﬁﬁ All 5 Years Shred
. ; section i
Scholarship or W
Freeship -
MamDBT Scholarshi
ADM/D/31 Application form 00 -- oty P File All 5 Years Shred
RCSMFRS L ®
MahaDBT &
Application form | Scholarship ,
ADM/D/32 Scholarship or Free 00 -- e File All 5 Years Shred
ship >
ADM/D/33A | Ad-Hoc card 00 | L~ | @ESablish File | Al | Sveas | Stred
\ Section
ADM/D/33B | Non Teaching Establish File | All | 5Years | Shred
o Leave card Section
ADuinEac | YOC Sislfleave Estblsh File | All | 5Years | Shred
card Section
ADM/D/34A | Leave application Estal:[llsh File All 5 Years Shred
Section
ADM/D/34B | Leave on duty 00 - EoREn File | All | 5Years | Shred
Section
Special leave Establish
ADM/D/34C | application- to be 00 -- Secii File All Permanent N.A.
derin ‘ ection
ADM/D/35A “fiNotice format for 00 - W File | All | Permanent | N.A.
faculty Section
ADM/D/3sp | Notiee format for 1, . e File | Al | Permanent | N.A.
students section
ADM/D/36A Internal 3
~HCorrespondence for 00 -- E;;it‘iléih File All | Permanent N.A.
8 L Office
ADM/D/36B Internal Establish
Correspondence for 00 -- Section File All | Permanent N.A
Department
| ADM/D/37 Student Information 00 B Estahllsh File All | Permanent NA.
Form Section
ADM/D/38A Correspondence in 00 _ Estab'llsh File VI [ e— NA.
General Section
ADM/D/38B Stud_ent General 01 B Studgnt File Al Hrvrerssan N.A.
Register Section
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ADM/D/39A Notice fon: meeting 00 N Estab‘hsh File All Fopmment NA.
of Committee Section
| ADM/D/39B Proof 91’ meeting of 00 n Es:ab_llsh File Al | Permanent NA.
committee Section
ADM-D-040A | Comparative ~ 00 == Store Section File All | Permanent N.A.
ADM-D-040B | Purchase Order 00 - Store Section File All Permanent N.A.
ADM-D-040C | Inquiry Letter 00 -- Store Section File All Permanent N.A.
ADM-D-040D | Inspection Report 00 -- Store Section File All Permanent | - N.A.
ADM-D-040K | Advance Slip 00 -- Store Section File All | Permanent N.A.
G R-GedL ;‘:;a"ce Cleamnes: | oo = Store Section |  File | ‘All | Permanent | N.A.
ADM-D-041 Inward Register 01 -- Store Section File All Permanent N.A.
ADM-D-042 Outward Register 0l -- Store Section File All Permanent N.A,
EXTERNAL DOCUMENTED INFORMATION
AICTE Handbook, All HOD,
B Information Brochure Admin staff Qs Saftigpy | All | Permanen B
AICTE, DTE, SPPU, GOI,
S5 GOM Circulars, notifications i O3 S?F} .copy Al Recmanent i
= DTE admission information Adl:nm 0S. Softcopy | All N B
brochure coordinator
Soft
; - Students
- (Sglk;?an shulk samiti report section, 0.S. T_?;ﬁ All Permanent -
Accountant
- copy
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& updation) T
Quality Objective ISO .
QMS-R-10 Status 00 Coordiastor 0.. File All 3 Years Shred
ADM-R-01 | Faculty Attendance | 00 E A, File | Al | 3YVears” | Shred
Section £ o :
ADM-R-02 | Committees 00 " i File | All | 3%ears 3 Shred
ection T ——
ADM-R-03 | Purchase Committee 00 " Store Section File ‘All'| 3 Years Shred
Office order for stock . 5 . _
ADM-R-04 | verification 00 - Store Section File All 3 Years Shred
Dead stock . 2 o, 1
ADM-R05 | verification report 00 -- Store Section File All 3 Years Shred
ADM-R-06 | Compliance Report 00 - Store Section .| File All 3 Years Shred
Recommendation for . :
ADM-R-07 | Obsolesce 00 -- Store Section F;Ief All 3 Years Shred
ADM-R-08 | Letter of Obsolesce 00 -- Store Section File All 3 Years Shred
List of outsourced ; .
ADM-R-09 | agencies 00 -~ Store Section : File All 3 Years Shred
Material Requisition \ ;
| ADM-R-010- | slip 00 -- . St?rc Secuon File All 3 Years Shred
| HOUSE KEEPING SECTION
]_ Coordinator ,
HSK/R/01 Duty Register 00 | Concernstaff | House File All 3 Years Shred
Keeping
_ Coordinator ,
HSK/R/02 Duty Roaster 00 Concern staff | House File All 3 Years Shred
- - | e . Keeping
- y ELECTRICAL MAINTENANCE SECTION
EM/R/O] Eiec.trlcal Maintenance 00 ) Lab Assllstanl Reg -1 Al 3 Vaars Shred
Register _ Electrical
EM/R/02 Ear(_h Pit Testing 00 i Lab Ass‘lstam Reg -2 I/C 5 Veauiss Shred
Register Electrical
EM/R/03 | DG log sheet 00 - e BT aANT™ Shred
- Electrical
s : Lab Assistant
EM/R/04 _[{).rese]-..-Recemt Record 00 - Electrical Reg.4 clerk 3 Years Shred
EM/R/05 Spares Stock Register 00 - Lah Ass‘astam Reg.5 clerk 3 Years Shred
Electrical
Lab Assistant
EM/R/06 Indent 00 - Electrical Reg.6 clerk 6M Shred
D.G. Maintenance Lab Assistant I/C
EM/R/O7 Record 00 - Electrical Reg.3 3 Years Shred
Electrical Inspection Lab Assistant 5 e
EM/R/08 Report ] 00 - | Blectrical | File 1 3 Years Shred
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Principal

L, 4

Office

Superintendent

3

v

v

Student Establishment Store Section / IT Support Scholarship Account
Section 1/C Section I/C Maintenance Section Section Section
Section I/C I/C (System
Admin.)
L N v A 4 h 4
A A Y
Junior Junior Lab
Clerk Clerk Assistant
v A4 v v h 4 v
y
Peon
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Rev.: 00 Date: 21-01-2019 Clause: 5.3 P;age: 01/04

Duties of Office Superintendent:

To monitor and control activities in Student, Establishment and Examination section, Account and Store.
To take actions on the nonconformities observed in administrative sections.

To take necessary affiliation from University, DTE, Maharashtra Govt., AICTE, and other statutory bodies.
To Co ordinate activities related to academics and administrative.

To Execute policies laid down by University, DTE, Maharashtra Govt., AICTE, and other statutory bodies.
To provide necessary information to management. academics and other agencies whenever necessary.

To process regarding Recruitment. Management Permission letters.

Advertisement, Application, Call letter, report submission to University

Maintain Administrative Calendar of Office.

. BCUD Proposals, QIP Proposals, Annual Report to University

. To ensure that the quality management system conforms to the requirements of ISO9001:2015 Standard.

. To ensure that the processes are delivering their intended outputs.

. To report on the performance of the quality management system and on opportunities for improvement to

top management.

Duties of Student Section Clerk:

1

[

h s o

% N o

Issue No.

. Any other duties assigned by the higher authority time to time.

To complete all online activities related to student admission as directed by University, DTE, ARA and
other authorities

To carry out correspondence with University, DTE, ARA and other authorities involved in admission
procedure.

To obtain approval to admission from DTE & ARA.

To prepare & get approval for institute admission form, from Principal and other Authorities.

To prepare and forward final admitted students list with Unique Identification Numbers to Heads of the
Department & other concerns.

To process the student scholarships. Eligibility.

To Issue Bonafide Certificate, Transfer Certificate & Bus/Railway Concession Pass.

To maintain all student data in ERP System and update regularly.

To maintain all original documents of admitted students and keep the record of the same.

. To make all general correspondences related to students.

. To ensure that the quality management system conforms to the requirements of SO 9001:2015 Standard.

. To ensure that the processes are delivering their intended outputs.

. To report on the performance of the quality management system and on opportunities for improvement to

top management.

. To ensure that the integrity of the quality management system is maintained when changes to the quality

management system are planned and implemented.
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“Rev.,: 00 Date: 21-01-2019 Clause: 5.3 Page: 02/ 04

ﬁnties of Examination Section Clerk:

1.
2

13,

14.
15.
16.
17.
18.

19.

To work in coordination with College Exam Officer.

To display the notice related to examination such as Examination Form, Hall Ticket, Onllnefln -sem/Theory
Examination Timetable, Result, Photocopy and Revaluation.

To collect examination form and maintain record in Examination form register.

To prepare & forward the list of students those have submitted examination forms in hard copy to Head of
the Department and concern,

To inward and submit examination forms on regular basis through SPPU online portal & generate fee
challan in time to accounts department through Office Superintendent.

To display final list of students those have submitted online Examination form & have inward Examination
form through college login on Examination Notice Board.

To download Name List , Hall Tickets, College Summary and distribute to respective departments through
College Exam Officer.

To make arrangements for smooth conduct of All examinations.

To prepare course wise summary for Online & Theory Examinations.

. To Provide Examination Stationary to respective department as per requirement.
. To Provide Block Summary & Block Arrangement of Theory Examination as per Examination timetable

declared by SPPU.

. To prepare Theory/Online/In-sem Examination Bills & Submit te account section of Institute in time

through College examination officer. Collect bills of Oral/Practical Examination from departmental
examination coordinator, summarize the same & submit to accounts section of institute.

To download college ledger of examination result & distribute to respective head of departments. Collect &
Distribution of mark sheet to respective head of Departments.

To process Applications of Photocopy & reevaluation of Result from students.

Perform Any other duties assigned by the higher authority time to time.

To ensure that the quality management system conforms to the requirements of ISO 9001:2015 Standard.
To ensure that the processes are delivering their intended outputs.

To report on the performance of the quality management system and on opportunities for improvement to
top management.

To ensure that the integrity of the quality management system is maintained when changes to the quality
management system are planned and implemented.

Duties of Establishment section Clerk

L,

To Maintain Staff leave management.

2. To Maintain Service Book & Personal File of Teaching & Non-Teaching,

3. To Prepare workload & roster from SPPU as well as VIDHAN BHAV AN (Magas-varga Kaksh )

4. To conduct University Interview Process as per University Grant Commission norms.

5. To follow the staff joining process after conduction of Interview Process.

6. To submit report of Interview process & Get Approval of Joined staff from SPPU.

7. Toensure that the quality management system conforms to the requirements of ISO 9001:2015 Standard.

8. To ensure that the processes are delivering their intended outputs.

9. To report on the performance of the quality management system and on opportunities for improvement to
top management.

10. To ensure that the integrity of the quality management system is maintained when changes to the quality
management system are planned and implemented.
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Duties of Accountant

NUAL

Responsibilities and Authorities

RING & RESEARCH,

Page: 03/ 04 g L

|. To Maintain Daily Cash Book, Ledgers. and Journal entry. Also daily entry in ERP Software and Etc.

2. To submit Eligibility Fee, Student Pro-rata Fee challan. Exam, Photo Copy & Revaluation Fee challan etc.

in time to SPPU.

To maintain college Bank Accounts daily.

AU ol

PF & TDS to relative Authority in time.

To timely payments of Contract & Suppliers.

To give Pay Slip, Fee Structure, Fee Demand Letter. Etc.
To issue & clear advance Payment from Staff time to time.

o o

To submit Theory/ Online/INSEM and Oral/Practical Examination Bills, SPPU Grants in time to SPPU.
To Collect and Deposit Students fee and monthly generate Pending Fees Notice. -

To collect monthly staff attendance from Establishment Section and Credit Salary to Staff Account. Submit

10. To release fund approved by higher authorities for various Events & Processes.
11. To finalize the fee structure every year from Fees Regulating Authority. .

12. To Prepare Annual Budget in coordination with of all the Depa

rtments.

13. To Submit the Report & Fees to Admission Regulating Authorities ( PNS) & Fees Regulating Authority.
14. To submit annual affiliation fees to SPPU & Extension of Approval to AICTE
15. To Prepare Balance sheet. Profit & Loss Account, Audit statement and audit report.

16. Fund management of necessary fulfillment of expenses.
17. To ensure that the quality management system conforms to the

requirements of 1SO 9001:2015 Standard.

18. To ensure that the processes are delivering their intended outputs.
19. To report on the performance of the quality management system and on opportunities for improvement to

top management.

20. To ensure that the integrity of the quality management system is maintained when changes to the quality

management system are planned and implemented.
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Duties of Store Section Incharge

1.

80 ==k Bh b ik

9.

10.

Il

I3

To send request for quotation to the suppliers/vendors.

To prepare comparative statement.

To call suppliers/vendors for negotiation meeting with Higher Authorities.

To prepare & seek approval on Purchase Order.

To plan & execute local purchases after receiving approval from the Principal.
To track the supplier performance.

To update Dead Stock Register.

To ensure receipt of material as per Purchase Order.

To issue material to concerned section and maintain Dead Stock Register.
To carry out physical stock verification annually. “

. top To get the requirements of all departments and get it fulfilled after Principal Approval.
12.
13
14.

To ensure that the quality management system conforms to the requirements of ISO 9001:2015 Standard.
To ensure that the processes are delivering their intended outputs.

To report on the performance of the quality management system and on opportunities for improvement to
management. N
To ensure that the integrity of the quality management system is maintained when changes to the quality
management system are planned and implementedf‘%é-- g

Duties of System Admin - LS

b

2.
3,

=

To plan for Hardware & Networking ma;i&ten@hce.
To compile & maintain the data related to Hardware & Networking maintenance
To initiate necessary actions in case of Maj%:r and / or repetitive failure in Network, Computer system
hardware, .
To maintain the internet servi_&;_e available without any interruption
To configure, troubleshoot & ’i‘f;anage the ERP, Hardware & Networking Services & Various Servers
Duties of Technical Assistant Lab Assistant IC Section
I. To work under the instruction of system admin
2. Maintain & prepare Maintenance Register
3. To Update documéntation & Regards of IC Section.
eep & manage the records of system softwares, application softwares, & servers.
" between service providers.

ues with Head of Computer Engineering Department from time to time.

Q;v«eg;:%iaise requirements of Hardware & Networking components.

;!
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Page: 01 /02

Objectives Methodology of Frequency
Sr. : ; Resources i s
No. (What will be Indicator Required Measurement of monitoring | Responsibility _
done) (How) (When) :
STUDENT SECTION

01 | Toensure the Number | Competent Count the number of | As and When
completeness of of staff, incidences  where required
documents incidences | availability of | notice is received
submitted to required due to incomplete
University, DTE, infrastructure | documentation
Maharashtra Govt., related to (admission o Section.
AICTE, and other and examination | 7 Account
statutory bodies. from SPPU, DTE 2 Section.

Maharashtra Go F
AICTE, and “ther)’
statutory bodies.

02 | Toincrease student | Number | Competent Count the number o Yearly (1 B
admissions for all of staff, students admitted in /Admission
branches admitted | availability of | all the branches with Coordinator,

students. | required respect to  the All HOD
infrastructure -@g@eﬁ@;}g@imake‘
ESTABLISHMENT SECTION k.

01 | Toensure the Number | Competent Count the number of | Asand When | Establishment
completeness of of staff,. | incidences where required Section.
documents incidences | availability of | notice is received
submitted to required | due to incomplete
university, DTE, “infrastructure | documentation
Maharashtra Gowvt., " related to staff’

AICTE, and other recruitment from
statutory bodies. university, DTE,
A Maharashtra Govt.,
| o AICTE, and other
statutory bodies.
SECTION
01 Number | Approved Count the number of Daily HOD, OS
of Budget. tools/ | incidences happened
incidence. | Material inside / Outside the
availability for | campus and update
. House about the same to the
b Sweeper Principal and higher
provision authorities of the
organization.
ELECTRICAL MAINTENANCE SECTION

01 | To Provide / Number | Competent Count number of Monthly Electrical
Maintain the of staff, unresolved Engg. Faculty
functioning electric | incidences | availability of | maintenance issues at & Lab
supply within the required the end of the each Assistant
campus. infrastructure | month (Electrical)
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-ADM/PR/G Monitoring of Quality Objectives
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Sr. Objecti)fes ‘ - Résoiiveds Methodology of Freqtfenc’y o E
No. (What will be Indicator Required Measurement of monitoring | Responsibility |
done) (How) (When) |
INFO. TECH. SUPPORT SECTION _1
01 | Toensure Numbers | Availability ot | Count number of | Monthly Head of |
uninterrupted Server Room | incidences of! ~ Computer
availability of internet service | Engineering |
internet service unavailability or | . Department & |
with security security issues 1 S System Admin |
02 | Provide quick & Numbers | Availability of | Count number Monthly. Headof |
smooth IT service required incidences ! Computer |
to employee as well infrastructure | complaints from 4. Engineering
as students staff and studey «® Department &
related to IT se&ces : - System Admin
Process b "4
! E%iro Activity R‘esponsibility Stage Output
Principal.
ol Establish the quality objectives with relevant functions, levels and Office B
processes. Superintendent
. B & Section Head
Ensure that quality objectives are :
* Consistent with the quality policy .
e Measurable & targets are defined. . Principal,
02 e Applicable to requirements and are 1'3&1':8;1 into consideration Office N
i - e Relevant to the serv;cassnd enhancement of student | Superintendent
'[ satisfaction B @ & Section Head |
:' » Monitored and frequengy of monitoring is predefined i
I ¢ Communicated to relevan fons & levels |
i Determine the following for achievg quality objectives : i
o What will t?g done Principal, |
| 03 e What resources will be required Office B |
i . Who will be resp;cmglble Superintendent |
| | . it will be completed & Section Head !
i_ B results will be evaluated |
i :\Aamtam t ’i’%}a as per above requirements at relevant functions & Section Head Quality Objective |
evels g Status
i 05 T_bﬁmgpau'e it against the set target/time limit and determine level of Section Head Quality Objective
| pertermar[ce - o Status
| 06 | | In.case of non-achievement of the target/time limit. analyze. evaluate Section Head Quality Objective
thefailure and initiate necessary actions. B Status
Present the data and actions initiated (if any) related 10 Qualny : Quality Objective
, e Objectives in the Management Review Meeting. . SERER i Status - |
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STUD /PR /01 Admission
Rev.: 00 Date: 21-01-2019 Clause: 8.2.1, 8.2.2, 8.2.3, 8.2.4 Page: 01 /03
E Input Admission Rules, list of Candidates from DTE.
| Sr. ' P _— -
No Activity Responsibility Stage Out put
A | FE/DSE Admission %& 5
As per the rules of Government of Maharashtra MHCET/Joint A Q’i;—_i l
Entrance Examination test of Engineering Examination main and S |
Advance will be conducted for FE and 3 Year Diploma/B Sc e |
passed for DSE and distributes the seats as per the merit in above - --
said examination and on the basics of HSC Examination marks in
PCM/Vocational subject will be eligible for admission to first
vear engineering in Maharashtra State. ) -
= Receive the List of Allotted Candidates from Director of '“&g_ﬁssion List of Admitted |
| Technical Education, Mumbai. In process of CAP Incharge Candidate
0 f List of confirmed candidates is received at DTE Portal Institute Sludem" _—— '_
Login for admission after confirmation to ARC . ,
College admission form, Student Information & I[-Card Form Admission Form.
filled up by the student. submit Original and 1 phote’:ﬁsppyf' i , Student Information |
- all documents for eligibility and scrutinized by ARC, %lolmeht e and [-Card form
letter along with the duly filled Admission fg;-m W received ]
'.'W h @ Original Documents |
04 Verify the original documents, handover the?ﬁc::mt giving details OTR— Collected and
of fees to be deposited to the Ldndldg;c W proceeded for Fee
Deposition |
L_{;S Deposit fees (Demand Draﬂ/Fash!Orﬂtne Transfer) in the Candidite Fees Receint [
accounts section/Bank s,
Office |
06 | Confirmation of candidales at DTE Portal of Individual college. Superintendent/ | Confirmation Receipt |
Senior Clerk
| Review the.rec mcelpl submltted by the candidate & update the -
07 | admission of candidates detail through Software and issuing | Library Candidates | Card
card for fu I process
Prepare final listof admitted candidate and forward the list duly . Final List of Admitted
08 %d by the Principal to the Regional office DTE, RO Pune | Student section =
: Candidate
aﬁey ¢'DTE Notification.
_, B lnﬁ:tute Level Quota/Admission after all CAP rounds
1 0l 20% management guotaNacant seats after all CAP round from B -
centralized admission process (only for FE & ME). ]
Release advertisement in Local and National level newspapers < '
giving details related to o Principal |
02 |. Starting and Last date for collecting the.admlssmn form. Managme;n -- !
2. Address of web site for on-line submission of admission !
form/or in Hard copy to be submitted personally | __L________ ]
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

PARVATI, PUNE
ADMIN PROCESS MANUAL
STUD /PR /01 Admission
Rev.: 00 Date: 21-01-2019 Clause: 8.2.1,8.2.2, 8.2.3, 8.2.4 Page: 02/ 03
[SJ; Activity Responsibility Stage Out put

03

| Review the admission form received. Prepare merit list and display

on main notice board and also upload on the website.

Student Section

04

Make necessary arrangements for counseling and carry out the
counseling.

Student Section

05

Scrutinize the documents / certificates submitted by the candidates,
handover the receipt giving details of fees to be deposited.

Student Section

Deposit fees (Demand Draft/cash/NEFT/RTGS) in the accounts

Candidate

06 section. Fees Receipt
07 | Handover the receipt of paid fees to the candidate. icg@;tgl;s Fees Receipt

Confirmation of candidates at DTE Portal from Institute Login as

Student Data

08 | per the type of candidature, update all the admission and candidates Uisdated
details through ERP System. P
Admitted Candidate
09 | Issuing Candidate Identity Card to complete admission process Library designated as
student of Institute
C | Approval

The list of Admitted candidates gets approved from DTE Pune and

01 | DTE Mumbai, Pravesh Niyantran Samiti/ Admission Rﬁgulatmg Student Section
Authority, Mumbai within stipulated time. -
Send a copy of approved List of candidates to the university and .
2 €S 10
ge retain a copy of the same with the institute unheg‘.reference Sudent Seetion
D | Returning back the original documents to t didates
didate withe . .

ol Application from candidate w‘ifh \Fﬁléd reason requesting for dndenitisection List
original documents |
Check the purpose and severity by the concern authorities before | Account Section

Approval from

02 | returning the original documents [except leaving certificates, gap | and Head of the Princibal

_ certificate and the Affidavit submitted by candidates if any] Department SPEE

03 | After approval from'iPrincipal return of original documents Student section Ong”&;{?&?’émems
After Successful comﬁenon of one year of admission and :

04 promoted: to next year student section shall return original Stadert Section Original Documents
documents [except leaving certificates, gap certificate and the Returned
Affidavit submitted by candidates if any]

E_| Regular SE, TE, BE and ME admission _
ice. for regular students who fulfill the eligibility criteria of Office

01 | SRPY mentioning Schedule of Dates for filling Admission form | Superintendent/ Notice of Admission

an& Submlttmg the filled form in Office to student section. Student Section
; Duly filled

02 Scrut:ny of form and documents Student Section Aoiiealon Eori

03 | Deposit fees in the accounts section/Bank Student Section Fee Receipt

04 | Handover the receipt to the candidate. Student Section Fee Receipt

05 | Add procedure for part payment of fees
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{' ?r ' @ PARVATI, PUNE ‘

| . ADMIN PROCESS MANUAL |
STUD /PR /01 Admission
Rev.: 00 Date: 21-01-2019 Clause: 8.2.1,8.2.2, 8.2.3, 8.2.4 Page: 03 /03

[ i Activity Responsibility Stage Out put
F | Admission Cancellation for FE, DSE, SE, TE, BE and ME (After Completion of CAP rounds)

[ gy | Request for Cancelling Admission on ARA/DTE web portal from e Autorgenerated |
[ Student Login Candidate Admission
| ) " Cancellation Receipt
Application for
| Admission
L0 Application addressed to the Principal for Cancellation of Candlidate Cancellation with |
E Admission from Student to receive the submitted documents. Auto generated ‘.
i Admission |
B Cancellation Receipt
Student has to fulfill the fee criteria as per the norms of Admissions — %
_03 Regulating Authority (ARA), Government of Maharashtra. _ Seargnt Segliop I Ne Duues Form
' ; ; o ; P e Candidate
h t for Cancel ‘ .3
04 ﬁ?ﬁzzzn&r;{ i;e?nues or Cancelling Admission of student via Stuident Section | RIS
gin. e I ! Cancelled |
Handover all original Documents which are submitted at the time of - Admissi
| i _ _ L : . Admission
05 | admission and take a acknowledgement of the same from the | Student Section C lled
candidate/guardian. ) | ance_e_ o i
|06 | Finally prepare analysis report of admission Depdrtmem WISG S_tug_eﬂ _Sg._ugp Report of admission
Conduct review of students admitted in Second year as per the I
: sanctioned intake after completion of CAP round process. Initiate | i -
07 , : _ S ; ; Principal | Admission record
appropriate actions to call applications against the vacant seats. in | |
case of short fall. | | =
Fill-up online Institute admission form on ERP Software of all |
: students admitted in First and Dlre@tﬁ,@gco year in Engineering | , ; % .
& after Cut-off Date for all type of admissions for the Academic Year. | T S
Also take a print out of the record and preserve carefully.
Monitor student admigsion process-“and ensure fulfillment of | Principal. O.S. Admission data |
09 | sanctioned intake forall the courses. Review student admission data ‘
for initiating any actions to fulfill intake.
For ensuring on t:me%?'ees payment by the students, take undertaking | ‘
10 from the parents & students for on time payment. Review fees I — Halinie P

receivable on monthly'basis and initiate appropriate actions for fees
| recovery.

Outpu% ] Student gdmltléd_i‘or the courses.

e i i i U S

e =i

- - _ Process Monitoring & Measurement plai ==
: : Measurement | Frequency of s Document |
Pa%ameter Indicator Methodology {I Monitoring | Resp(mmbmt{ . Retention
Completion of admission Caiitit of Admitied | Admission iial Ademission
processes as per the Number Stiidani Yearly | Cell, Student Rano
schedule | Section, O.S. | P
Issue No.: 01 Date: 21/01/2019 CONTROLLED COPY STAMP MASTER COPY STAMP
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e ADMIN PROCESS MANUAL

STUD /PR /02 Eligibility
Rev.: 01 Date: 15-05-2019 Clause: 8.2.2 i Page: 01 /01
Input | Student admitted, University/DTE Norms o }
Sr. o
Activity Responsibility
No
01 | Collection of filled eligibility forms along with eligibility fee Student Sectio;
a _ o N o e o ' Soft copy in Excel
02 | Preparation of Excel sheet in given format by University Student Section \ :
b sheet
o - . Soft copy in Excel
03 | Upload the excel sheet on University portal ;“ﬁu?énl Section F:
h sheet
B - - ' ' i T ) Hard copy report
. 04 | Print in eligibility report and fee challan Student Section

and challan

T

Fee paid receipt

| 05 | Fee Deposition in bank as per challan generated #| Account Section

Submission of eligibility Report and Feeﬂapaymeﬁgt_ails in |

06 Student Section | Receipt of Submission

University &

o § ; 4 ) Eligibility Numbers
07 | Getting Eligibility Numbers of each students in college login Student Section

Output | Eligibility List

I " Process Monitoring & Measurement
- Frequen
B . Measurement i e i Document
Parameter Indlcaéor of Responsibility i
Methodology o Retention
Ny Monitoring
Error free S Count number of errors in Student Section Eligibility
W Numbers Sk Annually
eligib process _| eligibility process 1/C documents ]
Issue No.: 01 Date: 21/01/2019 CONTROLLED COPY STAMP MASTER COPY STAMP
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PARVATI, PUNE
ADMIN PROCESS MANUAL

 STUD/PR/03
Rev.: 00 Date: 21-01-2019

Clause: 8.5.1

|_ Input Request from student, student passing out of college
| »
Sr.
Activity
No

Issue of Certificates

General guideline

a.

Issue leaving certificate after student is passed out from
the college i.e. after passing B.E.
Issue Appearing certificate when the result of final year

(BE) is awaiting.

Issue Bonafide/ Fee structure for loan certificate as per

request received from student.
|

o

Responsibility

|
Student Section
1/C

: ocess Monitoring & Measurement
o, asurement Frequency of |
Parameter Indicator q x _y
Methodology Monitoring
s y _ Count number of
l'mely issue of . .
' “af certificates issued to
certificates to thes 4 “Numbers Monthly
: : the students delayed
students . ? '
! L 4 more than one wi:*.e:k _

Issue No.: 01 Date: 21/01/2019

CONTROLLED COPY STAMP

Lo e )

7 - z R ] - = =
01 | Receive the application form/Entry in students application l Student Section Application
register for the issuing various certificates.
02 | Issue the certificates as per the request. Maintain record, Student Section | ~ Record
) A %;...\ e
‘&%v. 5
QOutput | Certificates issued to the studer

Document Retention

Applications/Students
entry register.
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?{3& PARVATI, PUNE

] D ___ ADMIN PROCESS MANUAL

STUD /PR / 04 Correspondence with parents
Rev.: 00 Date: 21-01-2019 Clause: 8.2.1, 7.4

W21y 7. Page: 01 /01
m Student Performance ____\__

Sr. Activi Responsibili StageOut ut‘
Ne ty p ty . p
General Communication " ]

Communicate with parents/student on the matters related to: Student Section
a.  Opening of the semester and Fees to be deposited for i
the coming year to SE, TE. BE by notice ,

b.  Student performance by posting letter . |

Academic Progress ‘,-' s .

e e L
01 | Compile a data related 10 A to Attendance and Internal test result, Tutor@lasq

Teacher ),

Monthly Student

record

| Receive the Parent communication report duly srgned by Parent

concern HOD and Principal. Send the progress repo

communication

by post report

Me;s;u rement

. W e A
Frequency of R
Monitoring Responsibility

Document
Retention

Parameter Indicator

Methodology

Ensure letters

. ; Parents
received from Number of letters are — Office e
. . Number : Each incidence . ; communication
dept., section are dispatched Superintendent L Sy
dispatched

" gy, .
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

PARVATI, PUNE

‘STUD /PR /05
Rev.: 01 Date: 15-05-2019

Scholarships / Free ship / EBC

Clause: 8.5.1 Page: 01 /01

Input Eligible Students
Sr. Activity Responsibility
No STSHEC S
) ) ) o o ) Student
01 | Display of notice for online application giving details necessary. ‘
Section
- Online verification and confirmation of duly filled application form | Student X
with required documents. | Section .
I ) ) ) - | Student ~ »#
03 | Scrutinize the form with online submitted documents. ' ‘ -
Section
_ | Student licati
04 | Prepare list as per Government format. ‘ _ Application form for
| Section scholarship
- Check the statement/website login for status of approval of any i_'SI_mium ]
~ | scholarship. | Section .
0 - A -
utput | Approval of scholarship and fee depomti@j_ -
— -

o

ss Monitoring & Measurement

Parameter

Indicator

| Accurate processing of
scholarship or fee
concession processes

{umbers

4 -
Measurement Frequency ol o Document
v Responsibility p
Methodology | Monitoring Retention
Count number of | _ Scholarship
" errors in student Scholarship and fees |
i 5 Annually = y .
scholarship or fee Section I/C concession |
record |

concession processes

i

& om%
%

g
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CONTROLLED COPY STAMP

& RESEARCH,

STUD /PR /06 University Examin:itions
Rev.: 00 Date: 21-01-2019 Clause: 8.5.1,9.1.3 Page: 02 /03
.i'; Activity Respousibility Stage Out put
‘06 | Submit answer papers to the CAP center notified by the | - -
university. Verify CAP Center address is accurate on the | Examinution Section =
sealed bundle of answer scripts. -
07 | After end of examination, prepare remuneration bills ofall | .~ . . 7
staff involved in examination duty. i.,xa_mm..l e Seetion Revr_ﬁ[l;un Ro" Bill
| 08 | Forward the bills to the accounts section for final Exaiti .
; “Xaminobion Section |
, settlement of bill. . v _
' Results B B NN
01 | Receive the information related to result declaration date | . . e N Y -
2 : : g Examin:ton Section y {
and also for collecting the results from the university. - - : 1
02 | Collect the result as per schedule from the university. | ExaminitonSection,] -
03 | Handover the Mark sheet to the concerned class teacher for | . o Mark Sheet
Examin tonSection
[ distribution. ] A
04 | Handover the Marksheet to the concerned student by 5
o o Clas. 'cacher
verifying the Identity Card. |
05 e Subject wise analysis of |
Make subject wise and course wise analysis of the result. Clas- [cacher Result 5
Course wise analysis of
o Result
Verification and Revaluation s _ .
Display of notice for filling Photocopy formugiving details
01 a. Photocopy fees Examin: tion Seetion Notice
b. Last date of submission A -
02 | Filling & printing online form for Pho%copy _ Stude 1 Section ~ Photocopy Form |
' 03 Ask the students to deposit Phatocopy fees in the accounts ErpminG on Seaiion
section. o
04 | Issue of receipt after collecting the ? ees  Accounts Receipt
05 | Receive & submit the Photocopy form, scrutinize the forms | Examin. (on Se ction Photocopy Form
” Pre(!l:)are name list a‘tag %uw;sry - subjscl wise number r;)f S Name List, Subject wise
student appearing fo §=‘%§ otocopy by using university | Fxamun:ion Secti Summaryof student
online portal:" o il B
Submit Pﬁmoc@‘pv form. name list and summary (soft and
07 | hard Lopy)%ng with Photocopy fees DD/online to the | bxamin.tion Section |
umversny As perthe challan generated - -
| 08 the ive the ghbtocopy from the university & distribute 1o Examinction Section List of Marks

JASTER COPY STAMP
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Issue No.: 01 Date: 21/01/2019

PARVATI, PUNE
ADMIN PROCESS MANUAL

ANANTRAO PAW AR COLLEGE OF ENGINEERING & RESEARCH,

University Examinations
Clause: 8.

5.1,9.1.3

Page: 03 /03

09 | Filling & printing Oﬂli[_]_i:? forn: of I{_g\f-e_liuarion / Verification | Examination Section
Ask the students to paid Rcvaluation/Verification fees in . :
10 : Examination Section
the accounts section.
11 | Issue of receipt after collectin: the fees Accounts Recgipt
Receive & submit the Rev luation / Verification form, o Reevar’uatloni
12 Pl Examination Section
scrutinize the forms -
Prepare name list and summiry - subject wise number of
13 | student appearing for the Reevaluation/Verification by | Examination Section
using university online portal.
Submit Revaluation/Verification name list and summary
14 (soft and hard copy) along with Revaluation/Verification Bxaniliation Satiion
fees DD/online to the university. as per the challan \
generated 2 J
Receive t of Revaluation/Verification from the ;
15 ¥ ‘TR esall < Sl Examma nSeclron List of Marks
university and inform to the students.
Collect the Old Mark shect from the student in case of
16 Exammanon Sfécnon -
change in Marks. -
Handover the old mark shcet and collect the revised mark
17 | sheet receiving from the university and distribute it to J,he Examination Section Mark Sheet
| student.
i
Output | Examination conducted. Distributed marks sheets &
B I’mcess Monitoring & Measurement
; Measnremgnt Frequency of o Document
1 ator | ..~ . | Respon ;
Paramseter nﬁ_‘ ”_' . Metho plngy Monitoring ponsibility Retention
; | Number of unfair means Invigilator /
Fare conduction of : g & Report of
Number | cases Every exam Senior :
exam : unfair means
l ™ Supervisor
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STUD /PR /07
Rev.: 00 Date: 21-01-2019

ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

Issue of Documents to the Passed out Students

Clause: 8.5.1

Office copy of LC

- Input | Passed out students
E3 '
Activity

Ne

& Receive no dues form from student duly signed by respective |
| section / department

02 | Receive request from the student for Leaving certificate

Issue Mark sheet, provisional passing certificate and Leaving
03 | Certificate. Original Documents if any & take signature on |

Page: 01 /01

R 1

Kesponsibility |

Stage Out puf

Student

Students Section

L

Students Section

LC. List of Student,
Provisional passing

certificate, Statement of

Marks
r i
| Output | Documents issued to students
| . il . - -
Process Monitoring & Measurement |
i Measurement Frequency of —— Document '
Parameter Indicator < 9 L Lesponsibility | .
Methodology Monitoring _ | Retention
Timely issue of all ~ Count.no. of o e
‘y , . Record of student
respective documents ‘student complaints Student .
Numbers | . . Monthlx o application and
to the passed out | _ related to the issue Section 1/C )
dhe 58 documents issued
students of the documents
&ﬁ%mw.-’
i,
4 ¢ .
--‘1%‘)‘ /§? =
Sy &
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ANANTRAO PAW AR COLLEGE OF ENGINEERING & RESEARCH,

\DMIN PROCESS MANUAL

STU/PR/ 08 | o

Control of Student Property

Rev.: 01Date: 08-04-2019

Clause: 8.5.3

| Page: 01/01

=l

| Input | Students Original Documents

::. \ctivity Owner Process Output
01 Assign the responsi-bi-liﬁm t control Student property Principal and
B - 0.S.
Student Property & its retention period
A. Original- DTE Verificaton/ | year whichever is later.
B. Mark sheet:- (SSC. I'SC. Diploma Final Year, BE
Final Year.
C. CET/JEE/ Gate- Scorc ( ard/ Mark Sheet.
D. School Leaving/Transfer Certificate (Diploma, HSC,
02 BE)
E. Migration Certificate (it applicable)
F. Caste Certificate. Cast validity, Non-Creamylayer (if
applicable)
G. Domicile Certificate, Nationality Certificatec™ §
H. Gap Certificate (if applicable) R,
03 | Ensure the Submission of ti:¢ Student property Studegt]ifkectlon -
04 Preserve & check the Student property till the retention | Students Section -_
period. - Clerk
Decide the action to be taken after its retention period. :
05 | (Maintain Photocopy & Al original certificates & original Principal and OS -
TC/LC after Retention pericd)
Data in the computer or Office/ General Register
Enter student dklail_s_in “.tudents General Register;
06 s i LA :
communicate General Register No. Students Section
After col te of the (ourse / Cancellation of Clerk
07 | admi before course duration issue LC/TC Student Pass out
mutput | Preservation of Stu_dc_n_t property j
- @
"%‘gzi@w T Process M(_)?it'uring & Measurement
Pammefér Indicator | Measurement Frequency of Responsibility Document
Victhodology Monitoring Retention
. 1 Nuniber of incidents ,
Proper preservation | s Students Section
Number | of loss of student Every Year --
of student property ‘ o aiighia Clerk
Issue No.: 01 Date: 21/01/2019 CONTROLLED COPY STAMP MASTER COPY STAMP
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?"“@ ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,
3

&Y

“?5" ADMIN PROCESS MANUAL

EST/PR/01 Teaching Staff Recruitment
Rev.: 00 Date: 21-01-2019 Clause: 7.1.2 Page: 01 /01
|r Input l Requirement from department o
| Sr. | - — -
o Activit Responsibility Sta‘_‘_ g."bu&t&pul
01 | Verify cadre ratio and norms of SPPU for Teaching staff Principal )
recruitment and initiate process to [ulfill cadre ratio. "
A. Before date of Interview
01 Collect the requirement [rom cach department for the .
recruitment of staff. Y
Prepare roaster as per Liniversity cuideline and get sanction ,
0 ; : " ‘
¢ from SPPU & Magas Varg Kaksh Pune. Sariction of roaster
Publish the advertisement in Newspaper mentioning last date of .
03 » . Advertisement
receiving application
-

Receive the Eligible Candidate list from Reservation Section
04 SPPU. Samajkalyan Ghodegaon Office. Employment Office Estt. Section

Sorting application

Pune city, Council hall punc. application and shoftlist it
department wise. S i
05 | Fix suitable date of interview consulting with SPPU expefts. |  Estt. section Interview date

Send the call letters to cligible candidates after scrutinizing
applications.

B. On the day of Interview
07 | Register the candidate at reception uo}Tnér. colleet the resume, Estt. section Registration
verify documents and collec! ittested copies of documents. b

06 Estt. section Call letter

08 | Send the candidate with the documents to the concern location Estt. section Interview by expert
for interview.
09 | Collect the evaluation sheet from experts.

Estt. section Recommendation

10 [ Inform the selected eandidate through Mail/SMS/Phone Call Estt. section | Call letter
11| Collect acceptance from candidatc Estt. Section | Joining of staff
12 | Giving Offerdetter/ Appointment order Estt. Section Joining letter |
Qutput | Joini ) rﬂftaf‘f - ‘
[Output [JoimngerSl® — |
[ I ~ Process Monitoring & Measurement ]
o Measurement Frequency of | — Document
Parameter a Indmllm_ | ‘Methodology Monitoring Responsibility Retention
Adc:urz?:gn?jnt for Correctness | -(1 ]ll\if:ﬁig:nent repared Asand When Qffice Recruitment
o s L B ' PIEp required superintendent | record
appointment | iscorrect as per roaster
I nsure actual
Proper conduction of Plan Vs | conduction of As and When Office Recruitment
recruitment process Actual recruitment process as required superintendent | record
I | per plan - i J
Issue No.: 01 Date: 21/01/2019 CONTROLLED COPY STAMP MASTER COPY STAMP
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCII,
PARVATI, PUNE
ADMIN PROCESS MANUAL

EST/PR/02

Non Teaching Staff Recruitment

Page: 01

-Rev.: 00 Date: 21-01-2019 Clause: 7.1.2 /01
{nput Requirement from each department N o
s
Sr.No Activity N [ itesponsibility Stase Out puf
Collect the requirement from each department for the | . N Y
01 _ ) [-stt. Section List of requirement
recruitment of staff. A
L " b
02 | Call the candidate for interview on suitable date. ['stt. Section « Interview
Recruit Non-Teaching staff as per the higher authorities on |
03 . . Lstt. Section . |# .
timely basis y ) i
Output | Recruitment of Non-Teaching staff D
Process Monitoring & Mcasu remont
Measurement Frequency of | Document
Parameter Indicator : SCNEnEY Responsibility | OEE
é Methodology Monitoring | Rectention
Ensure actual | i
| Proper conduction of Plan Vs | conduction of As and When Office | Recruitment
recruitment process Actual recruitment process as required superintendent | record

i .
S

=
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T ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,
PARVATI, PUNE
ADMIN PROCESS MANUAL

EST/PR/03
Rev.: 00 Date: 21-01-2019

Time Office Management

Clause: 8.5.1 Page: 01 /01

input | College Schedule
Sr.No Actiy ity Responsibility
General Guidelines- : :
i, Academic Staff College time 09 00 am to 4.30 pm Estt. section
ii. Late mark [2 times ina month only| - 9.05 am to 9.15 am A\
[Afier 2 attempts of Late mark. 1 will be deducted] A b
iii. HalfCL-9.15 am to 01.00 rior 01.00 pm to 04.30 pm g N b
i.  Admin Staff College time 119,30 am to 5.30 Em 1 .
ii. Late mark —9.35 amto 9.4 am »«
iii. Half CL —9.45 am to 01.30 pm or 01.30 pm to 05.30 pm
Collect the signing muster after 09.05 am (Acade AP .
01 ) o = - " Estt. section In time staff sign
9.35 am (Admin Staff) after sizning of in time reporti 4
02 | Late mark on signing muster (or the staff.vho not si in Estt. section Late mark
time ' .
Take the signature of staff on e muster who report late and _
03 o . Estt. section Late reporting staff.
then on signing muster
The staff who report in betwecr 9.10 am to 04.30 pm, ask to )
04 ) ] Estt. section Half CL
fill leave form for half CL
Red mark for staff-who have not signed when infoutgoing . )
05 . Y Estt. section -
without intimating,
Output 1 Ensuri%%gfﬁlege time process -
S
Process M_onitoring & Measurement
- - . ' Measurement Frequency of satiii Document
2 Ind . Responsibil ;
Pyrpigs BAERION | Methodology Monitoring RPN Retention
» S OFFICE
(%] b .
ABGilFey T G Nugmber | SR aumbstalain Monthly | SUPRINTEN | staff muster
attendance record 1 staft attendance DENT
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CONTROLLED COPY STAMP

MASTER COPY STAMP

MASTER COPY



ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,
PARVATI, PUNE
ADMIN PROCESS MANUAL

- EST/PR/04

Leave Management
Rev.: 00 Date: 21-01-2019 Clause: 8.5.1 Page: 01/ 01
| Input Leave a\.railability, Staff requirement for leave
Sr. Activi Responsibili
No ty esponsibility
For Casual Leave
ol Receive the Ieav'e application in form the Hard Copy by the staff o= ot
who want to avail leave 4
: = ' : -
0 Give the. remark considering requirement and leave of concern Estt. Sectié
staff available .-
03 G?t .Sanctlfmfa;.)propnate remark by Office Superintendent & Lt skiiasen
Principal with signature
04 | Mark the leave on muster
For Medical Leave
01 | Receive leave form with medical certificate Estt. Section
0 Give the. remark considering requirement and leave o concern il Rk P Btk ssction
staff available
03 G.et SLCeapvEie, teak by Tl S Estt. Section Leave sanction
signature
04 | Mark the leave on muster Estt. Section
For OD/DL
01 | Receive the leave application with OD / DL sa Estt. Section
02 | Give the remark considering require Estt. Section Remark of Estt. section
03 G.et Sanicio/sppptislc segk oy Estt. Section Leave sanction
signature
04 le;:zve ¢ necessargﬁtjgg\umen Estt. Section Verification of OD
05 | Mark the leave on mit Estt. Section
Process Monitoring & Measurement
. Measurement Frequency of s Document
o gl Methodology Monitoring TR Retention
Count no. of days
On time completion of Da delayed for finalization Weekl Office Staff CL/ML
leave record Y of leave record of all Y Superintendent | register
staff
Issue No.: 01 Date: 21/01/2019 CONTROLLED COPY STAMP MASTER COPY STAMP
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

EST/PR/05 New Course Addition and Affiliation
Rev.: 00 Date: 21-01-2019 Clause: 8.1, 8.2.2 Page: 01/ 01
[Tnput [ AICTE /University guideline ol
Bk, Activi Responsibili Stage Out put
Ko ty ponsibility |  Stjge Outp
[. Affiliation
Collect necessary documents / certificates in prescribed format from Office { P .
01 ; . tation
each section of department Superintendent
Applying every year as per the notification Received by Offigé* (™ _
0 . 45 |
2 | University/AICTE/DTE on time. AApphcation
b
03 | Report/challan generation through respective portal Report & challan
Payment of affiliation fee and report submission to respecti
04 agencies. In case of any change in statutory or regulatory requirements Payment & report
related to any of the authorities, understand the changed requirements submission
and ensure on time compliance of the requirements.
05 lnv.tte E.xpert committee/Enquiry committee on suitable date fi Principal & O.S. | Date finalization
verification
06 | Make the compliance and Submit to respective age Principal & O. S. | Compliance report
J. New course / Intake addition & delg&on
01 | Management resolution for addition / redugtion of new course / intake - -
02 Collect necessary documents / certificate ' O-ﬂ"lce Dcusisiitition
each section and department Superintendent
T ek Application
e Report & challan
Payment & report
St submission

Principal & O. S.

Date finalization

Principal, O.S. &
HOD

Inspection

Principal & O. S.

Compliance report

' Process Monitoring & Measurement
4 Measurement Frequency of Document
. . Res ibili _
RRpmer tudicator Methodology Monitoring PRSI Retention
! . Within time completion .
Timely completion of Plan Vs s =S P Office Compliance
s of affiliation process and Each year ;
affiliation process Actual . Superintendent | report
compliance
Issue No.: 01 Date: 21/01/2019 CONTROLLED COPY STAMP MASTER COPY STAMP
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ADMIN PROCESS MANUAL

EST/PR /06
Rev.: 00 Date: 21-01-2019

Clause: 8.4.2

Control of Outsourced Activity - AMC

Page: 01 /01

Input Maintenance requirements of available Facilities.
Sr. Activity Responsibility Stage Out put
1. | Decide the processes to be outsourced considering the Principal -
requirement of Institute. Presently following service is
outsourced:
Annual Maintenance Contracts of VRIDHI library
software, D.G. Genset, R.O. Plant & House Keeping !
2. | Identity the suppliers of outsourcing services, discuss the rates Office Supplier list
of services and finalize the suppliers. Superintendent
3. | Prepare list of outsource suppliers and compare the same. Office Comparative Statement
Superintendent
4. | Prepare the work order for the outsourced activity and take Office Contract for
approval from Principal and Management. Superintendent Outsourcing Services
5. | Call the suppliers as per the need. explain the work to be 0S8 & -
carried out. Concerned
) Process Owner
6. | Supervise the suppliers” work. Concerned -
Process Owner
7. | Verify the work is done as per the requirements and upto Concerned -t
satisfaction. _ Process Owner
8. | Release the supplier’s payment for the work done. Accounts -
Section
Output | Upkeepment of college infrastructure
Process Monitoring & Measurement
) Measurement Frequency of e Document
Parameter Indicator . Responsibility ¢
Methodology Monitoring Retention
5 Count ber of laint:
Effectiveness of S P ShERIRT ?m ° Office
A Numbers | related to the AMC services Monthly . ) --
AMC Services Superintendent
per month
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Store Section
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ADMIN PROCESS MANUAL

ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

STR/PR /01
Rev.: 00 Date: 21-01-2019

Clause: 8.4

Purchasing Process

Page: 01 /02

| Input | Requirement received from the Departments /Sections in the form of request letter.

Note: This procedure is applicable for purchasing of de
purchasing of college stationary, purchasing of books.

partmental equipment / instruments, depaﬂm!ﬁtationary,

Sr. Activity Responsibili
No.
01 | Purchase request is forwarded to Principal through respective %B/equest letter for
Head of department (HOD) for Approval demanding
. quotations
02 | After approval from Principal the Purchase request is Approval Letter
forwarded to Management for approval including permission from Management
for demanding quotations from suppliers/vendors/service
providers.
03 Upload the purchase tender on institute website. Identify the Office Quotations
potential suppliers, send request for quotation, and cSilperintendent,
quotation along with brochure from the suppliers. Store Section,
Website
Coordinator
04 | Evaluate on the basis of service/prod Respective Head of Comparative
the requirement, after sales support & P Department, Office statement/
Statement. Superintendent, Evaluation Report
] Store Section
05 | Refer to the Comparative nt and Send Call for Store Section -
negotiation meeting,.eonduct eeting in the presence of
Higher Authorities”
06 | Negotiation with supp‘l}em to finalize the rates and other Purchase Supplier Finalized
commercial condi alize the supplier. Committee
&
Issue No.: 01 Date: 21/01/2019 CONTROLLED COPY STAMP MASTER COPY STAMP
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

STR/PR/01
Rev.: 00 Date: 21-01-2019

Clause: 8.4

Purchasing Process

Page: 02 /02

Sr.No. Activity Responsibility Stage Out put

07 | Prepare Purchase Order(P.O.) and get it approved from | Store section Purchase Order
Principal & Higher authorities
Original Copy: Supplier & Copy to Accounts Section, Store )
section, Academics Section Head of the Department. } |

08 Maintain record of P.O. Store section

09 | Forward the P.O. to supplier. Store section

C Emergency Purchasing 3

01 Receive the requirement from indenter approved by HOD, Requirement
review the requirement and decide the need for purchase, put
appropriate remark. Get it approved from the Principal/Higher
Authorities.

02 | Purchase the required material from the market and handover Material Indent
the material to concerned section after receipt of indent.

03 | For maintenance related purchases, get appro Approved
Principal for departmental requirement and pur Requirements
local market.

04 | Send the details of all emergenc y Store section -
Management/Higher Authorities for necessary

D | Post Purchasing Activities/ Procurement

01 Update Dead Stock Register/Consumal egister at Laboratory Updated Dead Stock
respective departments Assistant/ Register

Laboratory
Incharge/
Respective Head
of Department

01 |If any non-conformity (failures) like bad quality of the | Store Section & =
material and bad response from supplier are observed, | Respective Head
communicate the sa he Store section. of Department

Output | Rele urchaSe order and equipment/service received.
Process Monitoring & Measurement
. Measurement Frequency of T Document
Indicator Methodology Monitoring Respansthllity Retention
Count the number Store section,
, ) ) of incidences of Office
Timely completion of . . As and when A
P —— Numbers dele?ys in academics seqifsad Superintendent, | Purchase Report
delivery due to late Head of
purchasing Department
Issue No.: 01 Date: 21/01/2019 CONTROLLED COPY STAMP MASTER COPY STAMP
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PARVATI, PUNE
ADMIN PROCESS MANUAL

STR/PR /02

Annual Budget
Clause: 7.1.1

~ Rev.: 00 Date: 21-01-2019

Page: 01 /01

Eput Maintenance and enhancement of existing facilities and infrastructure.
Sr.No. Activity Responsibility Stage Out put
) Send a request to all the departments to prepare purchase | Store section Notice
budget for the next academic year considering maintenance and O.S.
and enhancement of existing facilities and infrastructure in
the department in the month of January every year.
02 | Receive the annual budget from all the department HODs and | ~ Store section Annual Budget for the
consolidate the data. College
03 Put the budget to the Management Committee and seek Principal & --
suggestions for same. Store section
04 | Get the approval of the budget from the Management = Store section Approved Annual
Committee. Budget
05 | Communicate the copy of approved budget to all the | Store section -
departments.
Output | Provision of financial resources for improvement
Process Monitoring & Measurement
Parameter Indicator ﬁi‘::‘;;i’::;t F;’:;:E:& ;f Responsibility l;‘;::::;::
Effective utilization . Celolng Every Store section, | Approved budget and
of the budget " perccntfig_;e o‘f Financial Year | O.S.. Principal expenditure
budget utilization

Issue No.: 01 Date: 21/01/2019 40
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2

STR/PR /03
Rev.: 00 Date: 21-01-2019

Material Receipt
Clause: 8.5.4

Page: 01 /01

-

Input Material received from supplier. Purchase Order ~
Sr.No. Activity Responsibility Stage Out put i
01 Receive the material from the supplier along with delivery Store section Delivery Challan, Invoice '

challan / invoice. r
02 Verify the material for quantity received against Purchase | Store section & --
order. Conc. Lab I/C r
03 Check the received material and verify as per P.O. Store section & P.O. r
Conc. Lab I/C
04 In case of Rejection, identify the rejected material and keep it | Store section & | Sorting rejected material r
separately. Make arrangements to send back the rejected | Conc. Lab I/C
material. r
05 If material is accepted by the concerned dept., get the | Store section Material Indent \
material indent form duly filled from the concerned r
department. o
06 For OK material, Update the Material Inward register & Item Store section Material Inward Register. |
wise stock register after receipt of departmental indent, Stock register oot
07 Store the material in the stores at identified location. Store section -- _
08 Put indent no. on the Bill. Get it approved from Principal. Store section - ]w
09 Forward the reviewed bill to accounts section for final | Store section - ks
settlement of bill. '
10 For technical purchases of material / equipment, after receipt | Concerned HoD - -
of material / equipment, call the supplier for demo /
installation in college. =
11 Arrange the demo in presence of concerned HoD, lab I/C and | Concerned HoD Checking the material
concerned faculties.
12 After successful demo, give approval of the instrument /| Concerned HoD Approved Memo —
equipment to stores dept.
13 Put indent no. on the Bill. Get it approved from Principal | Store section Approval
after receipt of approved memo. A
14 Forward the reviewed bill to accounts section for final | Store section Bill settlement
settlement of bill. I~
Output | Accepted material kept at designated location iof
Process Monitoring & Measurement ‘
Parameter Indicator I:';‘::;:ﬂ?ﬂ:‘ F;[e:;::::::l ;f Responsibility l:;::::;::]t
Ensure receipt of Calculate number of - On receipt of .
materials as per Numbers damaged‘ Shoft quantity each purchased Store section Suppflei: Sales
materials received from . Invoice
purchase order the supplier materials L
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PARVATI, PUNE
ADMIN PROCESS MANUAL

STR/PR /04 Material Issue
=~ Rev.: 00 Date: 21-01-2019 Clause: 8.5.4 Page: 01 /01
Input Material in stock, requirement received from department / individual
| Sr.No. Activity Responsibility Stage Out put
01 Receive the material indent approved by concerned HoD. Store section Indent

material as per requirement.

02 Check for the availability of material in stock; issue the

Store section

Indent.

03 Update the Stock Register with issued quantity, put indent

reference on Stock register and Stock register reference on

Store section

Stock register, Indent

» Output | Material Issued as per requirement
Process Monitoring & Measurement
. Measurement Frequency of S Document
Parameter Indicator q . y Responsibility .

Methodology Monitoring ’ Retention

: 3 Number of days

Timely issue of ) . Every ; ;
; Days taken to complete . ; Store section | Material issue record
material s, indenting

material issue.

CONTROLLED COPY STAMP MASTER COPY STAMP
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£

9

STR/PR/ 05

Rev.: 00 Date: 21-01-2019

Physical Stock Verification

Clause: 8.5.4

Page: 01 /01

Input Material in stock
Sr.No. Activity Responsibility Stage Out put
01 Yearly once i.e. at the end of the academic Year, carry out Committee Annual Stock
physical stock verification. A committee is formed. The Members Verification Report
committee verifies the stock and submits the report to the
Principal.
02 During verification. ensure the quantity of material as per Committee Annual Stock
stock record and Physical stock in the stores. Submit report to Members Verification Report
the Principal for necessary action.

Output | Annual Stock Verification Report
Process Monitoring & Measurement
Measurement F f D t
Parameter Indicator e . requ.enc.y e Responsibility ocum're a
Methodology Monitoring ) Retention
Count no. of items /
material with )
Accuracy of stock —— variance between — Committee Annual Stock
updations physical stock and ¥ Members Verification Report
record stock found
in stock verification
Issue No.: 01 Date: 21/01/2019 43 MASTER COPY STAMP
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House Keeping
Section
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PARVATI, PUNE
ADMIN PROCESS MANUAL ~'
y
-HSK /PR /01 Housekeeping Practices Management .
Rev.: 00 Date: 21-01-2019 Clause: 7.1.4 Page: 01 /01 |
"
Responsibility Stage Out put “
Identify the cleaning duties based on total area of the 5. |
premises and the importance of the location. o
Prepare 2 groups. Display it in the Office. “ iy
Ensure that the all the cleaning personnel are carrying out 6. -
their duties as per the schedule through Daily Rounds. £ N -
w Cleanliness of College
Process Monitoring & Measurement i
. Measurement Frequency of s Document -
Effectiveness of Count number of complaints -
housekeeping Incidences | related to the housekeeping Daily 0.8.
practices each month =
Issue No.: 01 Date: 21/01/2019 45 CONTROLLED COPY STAMP MASTER COPY STAMP s
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

SEC /PR /01 Material Movement Control
Rev.: 00 Date: 21-01-2019 Clause: 8.5.1 Page: 01 /01
Input Material received from supplier, material going out

Sr.No. Activity Responsibility Stage Out put
Material Receipt
01 Receive the material along with Challan / invoice / Bill from
) Jamadar, --
the supplier. )
: . . Security Guard
02 Check for the indenter ( i.e. consignee department) and
_ o _ on gate Gate Pass
material description against challan. Prepare gate pass
Material Outward
01. | Receive the gate pass from the departments. Jamadar, -=
02 Verify the material against the gate pass. Security Guard -
03 Enter the details in outward register. on gate Outward Register
Output | Controlled Material Movement
Process Monitoring & Measurement
X Measurement Frequency of D
Parameter Indicator 4 . y Responsibility ocum.ent
Methodology Monitoring Retention
Effectiveness of Count number of complaints Securit
_—_— : Security
material in / out Numbers | from departments related to Monthly O;T' ei -
. 1Cer
movement control material movement
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ADMIN PROCESS MANUAL
Electrical
Maintenance Section
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?a"‘é‘ﬁ PARVATI, PUNE
S e ADMIN PROCESS MANUAL
EM/PR/01 Annual Budget
Rev.: 00 Date: 21-01-2019 Clause: 7.1.1 Page: 01 /01
Input Maintenance and enhancement of existing facilities and electrical infrastructure.
i: Activity Responsibility Stage Out put
1. | Based on cost of electrical maintenance incurred in the previous Laboratory Yearly Requirement
vear, prepare estimate for the current year along with estimates of Assistant Estimate

(Electrical),

new purchases and maintenance. Electrical Engg

Faculty, Office
Superintendent
2. | Send the estimate to the Principal for approval. Office Approval for annual
Superintendent | 12 renance budget
3. | Receive the requirement approved by the Principal and forward Office Purchase Process
for Purchase Process. Superintendent

Output | Provision of financial resources for maintenance /improvement.

Process Monitoring & Measurement

Frequency
. Measurement - Document
Parameter Indicator of Responsibility ;
Methodology L . Retention
Monitoring
Office
S int
Effective Calculate percentage of Every uperin e'ndent, Approved
S e e , Electrical
utilization of the % budget utilization Financial e budget and
budget (Actual / Budget ) Year Toslmiasil; expenditure
g g Electrical Engg. o
Faculty
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EM /PR /02 Electrical Maintenance
Rev.: 00 Date: 21-01-2019 Clause: 7.1.3 Page: 01 /01
Input Notice issued by office and Request/Complaints of electrical maintenance from various departments.
Sr. i .
No Activity Responsibility Stage Out put
01 . . 5 Offic Notificati
Notice to be issued by office , : o Lotggon topll
Superintendent department
02 | Receive & Record the request/complaints in written related to Office Electrical
electrical maintenance from the various departments. Superintendent | Maintenance Register
03 | Assign the received requests/ maintenance work to the Office Work Assigned
Laboratory Assistant (Electrical). Superintendent
04 | Visit the location, understand the problem, do necessary repair Laberatory Electrical
work. Issue required material from store. Take trials and ensure Assistant Maintenance Register
smooth working and resolution of complaint. If the problem (Electrical),
cannot be solved, Report to Office Superintendent for new Office
procurement & purchase process. Superintendent
05 | If help of external agency is required to solve the problem, Laboratory Electrical
approach the approved agency with annual maintenance contract Assistant Maintenance Register
(AMC), get the problem solved from the ageney and ensure for (Electrical),
proper resolution of problem. Office
Superintendent
06 | At the end of semester an audit is to be conducted. compile the Laboratory Experience Recorded.
data related to electrical maintenance, identify the major and / or Assistant
repetitive problems (excluding replacement of bulbs/ tubes), | (Electrical),
analyze the failures, decide necessary corrective actions. Electrical
Faculty
Output | Smooth execution of Electrical maintenance & services
Process Monitoring & Measurement
Measurement Frequency of Document
i R ibili
Py R cnor Methodology Monitoring SRRy Retention
: : Laboratory .
Effectiveness of Count number of complaints . Y Electrical
" ; Assistant .
Electrical received & Resolved related , Maintenance
; Number 5 . Half Yearly (Electrical), 3
maintenance to the maintenance services Elactrical Register &
services per semester Faculty Audit Report
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

EM/PR/03
_Rev.: 00 Date: 21-01-2019

Earthing
Clause: 7.1.3

(

Page: 01 /01

[ Input ‘ Electrical Earthing Plan
Sr. - -
] No Activity Responsibility Stage Out put
01 | Ensure proper earthing is provided for all electrical power lines Laboratory Electrical
and availability of adequate numbers of earth pits. Assistant Maintenance
(Electrical) Register
02 | Periodically carry out the earth pit maintenance. Laboratory Electrical
- : Assistant Maintenance
(Electrical) , Register
Office
Superintendent
03 | Check earth pits resistance once in a year in dry season and Laboratory Electrical
maintain record of checking. Assistant Maintenance
(Electrical) Register
04 | Carry out the electrical inspection and maintain record of Laboratory Electrical Inspection
inspection. Assistant Report.
(Electrical),
Electrical
Faculty
Output | Proper earthing within resistance limits.
Process Monitoring & Measurement
Parameter Indicator Vtmgurement Frequ.enc'y of Responsibility Docum‘ent
Methodology Monitoring Retention
Laboratory
N Count number of complaints Assistant
'S Earthing : : . :
i Numbers | related to the earthing Yearly (Electrical), &
(aliEnEags maintenance per month Electrical
Faculty
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

EM /PR /04
Rev.: 00 Date: 21-01-2019

Diesel Generator (D.G.) Management
Clause: 7.1.3

Page: 01 /01

Input Requirements of Functional / Shutdown D. G. maintenance J
Sr. - S >
No Activity Responsibility Stage Out put
A Maintenance of D.G. set (out sourced)
01 Call the annual maintenance contract service engineer, help | Laboratory Assistant -
him to carry out maintenance. (Electrical)
02 Once the work is completed take trial run and ensure | Laboratory Assistant | Service Report
smooth running. Obtain a copy of service report. (Electrical) Received
B D. G. set running
01 Once the MSEB power is cut off, switch ON the D.G. set, | Laboratory Assistant | D.G. Log Sheet
and keep record of time and D.G. set meter reading. (Eleetrical)/Peon
02 As soon as MSEB power is resumed, switch OFF the D.G. | Laboratory Assistant | D.G. Log Sheet
set, take down the time and meter reading, calculate D.G. (Electrical)/Peon
set running hours.
03 Keep adequate diesel in tank. Laboratory Assistant Diesel
(Electrical) Purchase
Receipt
Output | D.G. working for sufficient hours ]
Process Monitoring & Measurement
Measurement Frequency of S Document
t icat R bil a
Parameter " Methodology Monitoring RS Retention
. Laborat
Effectiveness of Actual hours of As and when . c..ra o
. Hours ; ; Assistant D.G. Log Sheet
D. G Services operational D. G. required _
. (Electrical)
Laboratory
[ : Before Ever :
Diesdl ; Liter Percentage of Diesel SIORG, ¥y Assistant D.G. Log Sheet
Consumption usage of D.G. _ ,
(Electrical)
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Info. Tech. Support
Section
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ADMIN PROCESS MANUAL
IC/PR/01 Annual Budget
Rev.: 00 Date: 21-01-2019 Clause: 7.1.1

Page: 01 /01

Input Maintenance requirements of available Facilities.
Sr. Activity Responsibility Stage Out put
No.
01 | Based on cost of maintenance incurred in the previous year, | Head Computer Yearly Requirement
prepare estimate for the current year. Engineering / Note
System Admin.
02 | Forward the statement to the Principal for approval. Head Computer --
Engineering /
System Admin.
03 | Receive the requirement sanctioned by the Principal; forward | Head Computer -
the sanctioned requirement to the Purchase Section for | Engineering/
Purchasing of necessary equipment. System Admin.
Output | Upkeepment of IT infrastructure
Process Monitoring & Measurement
Measurement Frequency of Document
Parameter Indicator 4 . .y Responsibility .
Methodology Monitoring Retention
; A d
Effective pprove
N Caleulate percentage of Every . . budget and
utilization of the % S . . Svstem Admin .
st budget utilization Financial Year | ~ expenditure
vaes report
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ADMIN PROCESS MANUAL

IC/PR/02

Hardware & Network Maintenance
Rev.: 00 Date: 21-01-2019 Clause: 7.1.3 Page: 01 /01
Input Request (Verbal & written) & Notice DP issued by college / higher authorities
Sr. Activity Responsibility Stage Out put
No.
01 | Receive the request (Verbal / written) related to network
failure, internet service, hardware failure from the departments | System Admin. Maintenance Register
in the college. Record the received complaint.
02 | Visit the location: understand the trouble, do the necessary
repair work. Take trials and ensure smooth working and Technical Maintenance Register
resolution of complaint. If the problem cannot be solved assistant /
internally, inform to System Admin. Indent
System Admin/Head of the Department
04 | If help of external agency is required to solve the problem.
approach the approved agency with due permission from Head ; ; ;
PP op : g } e ; System Admin. Maintenance Register
of the Department/Principal, get the problem solved from the
agency, ensure for proper resolution of problem.
05 | At the end of semester i.e. once in six months, compile the data
related to network & hardware failure, identify the major and / . . .
. P o S System Admin. Maintenance Register
or repetitive problems analyze the failures, decide necessary
corrective actions and bring it to the notice
06 | Carry out the activity of Network maintenance once in a month | System Admin. /
to ensure smooth functioning of the Institute Centralized Technical Maintenance Register
Network. assistant
07 | Once the Network maintenance work is completed, take trial of =
o ; System Admin. /
network connectivity and ensure smooth Service. Keep record ; . ;
; ; : Technical Maintenance Register
of trouble shooting steps. Submit the copy of maintenance work "
i ; assistant
done to concerned Head of the Department for information.
Output | Proper maintenance of IT Infrastructure & Networking services
Process Monitoring & Measurement
Measurement Frequency of Document
Parameter Indicator i s Responsibili .
Methodology Monitoring P v Retention
g " : System
Effectiveness of Count number of complaints ¥ F .
. ; Admin. / Maintenance
maintenance Numbers | related to the maintenance Monthly " 4
: g ' Technical Register
services services per month ;
assistant
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IC/PR/03 Firewall Management
Rev.: 00 Date: 21-01-2019 Clause: 7.1.3 Page: 01/01
Input [ To provide network security il
Sr. Activity Responsibility Stage Out put -
No.
01 | Configure firewall policy to ensure and prevent the -
unauthorized access from the private network. Implement .
. . System Admin. -- -
firewall to prevent unauthorized Internet users from accessing
private networks connected to the Internet. -
02 | Monitor the network traffic logs & internet user’s logs to ensure Technical
authorized use of internet. Assistant -
Output | Smooth execution of IT & Networking services J
Process Monitoring & Measurement I
. Measurement Frequency of - Document
t R bil
SRS e Methodology Monitoring soponeihlity Retention
Effectiveness of Count number of complaints
. . System
maintenance Numbers | related to the maintenance Monthly Admin - ~
services services per month ' |
S
S
S
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

IC/PR/04
4 Rev.: 00 Date: 21-01-2019

Management of servers
Clause: 8.5.1

Page: 01 /01

Input , Issue / requirement from service users
: Sr. Activity Responsibility Stage Out put
No.
01 | Maintain the different services of the server available to the .
System Admin. -
department
02 | Installation of Server operating system as well as well .
- i o < ¥ A System Admin, -
application software
- 03 | Maintain and ensure continual server connectivity System Admin. -
04 | Maintain the server backup process for information security System Admin. --
05 | Monitor the server logs for unauthorized access and to ensure

the proper usage of Internet.

System Admin.

Output | Smooth execution of server services

Process Monitoring & Measurement
b Parameter Indicator WESRAIER Db F‘requ.enc.y of Responsibility Docum-e nt
Methodology Monitoring Retention
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