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| Procedure No. Title Clause No. Rev. No. Date
._ADMPR/A | Index of procedures 1.5 01 08-04-2019
- ADM PR/B | Revision Sheet ) 7.5 0] 08-04-2019
| _ADMPR/C | List of Documented Information (Documents) T3 01 08-04-2019
ADM PR /D List of Retained Documented Information 75 00 . 214012019
(Records) i
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
i 8.2.1,8.2.2,
STUD/PR/OI Admission 1 823 824 00 21-01-2019
STUD/PR/02 | Eligibility 8.2.2 00 21-01-2019
STUD/PR/O3 | Issue of Certificates 8.5.1 00 21-01-2019
STUD/PR/04 | Correspondence with Parents 821,74 00 21-01-2019
STUD/PR/OS | Scholarships / Free ship / EBC 8.5.1 00 21-01-2019
STUD/PR/06 | University Examinations 8.5.1,9.1.3 00 21-01-2019
STUD/PR/07 | Issue of documents to passed out students 8.5.1 00 21-01-2019
STUD/PR/O8 | Control of Student Property 8.5.3 0l 08-04-2019
EST/PR/O1 Teaching Staff Recruitment Fulid 00 21-01-2019
. __EST/PR/2 | Non Teaching Staft Recruitment Tolid 00 | 21-01-2019
EST/PR/0O3 Time Office management 8.5.1 00 21-01-2019
EST/PR/04 Leave management 8.5.1 00 21-01-2019
EST/PR/OS New course addition and Affiliation 8.1,82.2 00 21-01-2019 |
EST/PR/06 Control of outsourced activity - AMC 8.4.2 00 21-01-2019
STR/PR/01 Purchasing Process 8.4 00 21-01-2019
STR/PR/02 Annual Budget PN 0o 21-01-2019
___STR/PR/03 Material Receipt 8.5.4 00 21-01-2019
STR/PR/04 Material Issue 8.5.4 00 21-01-2019
STR/PR/0S 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/O] Material Movement Control 8.5:1 00 21-01-2019
EM /PR/01 Annual Budget 7.1.1 00 21-01-2019
EM /PR/02 Electrical Maintenance 7.1.3 00 21-01-2019
M /PR/03 Earthing 7.1.3 00 21-01-2019
EM /PR/04 D. G. Management Fel ot 00 21-01-2019
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L. T. SUPPORT SECTION
IC/PR/O] Annual Budget 7.1l 00 21-01-2019 52
IC/PR/02 Hardware &Network Maintenance 7.1.3 00 21-01-2019 53
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IC/PR/04 Management of Servers 8.5.1 00 21-01-2019 55

ALL THE PROCEDURES IN THIS MANUAL ARE

8) | cmse | asten( R0

Prepared By: Reviewed By: Approved By: Issued by:
Office Superintendent Principal Principal 1SO Coordinator
Issue No.: 01 Date: 21/01/2019 CQNTROLLED COPY STAMP MASTER COPY STAMP

MASTER COPY




[}

5% & ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

?’éﬁ PARVATI, PUNE
Sgerd ADMIN PROCESS MANUAL ;
ADM/PR/B Revision Sheet
Rev.: 02 Date: 05-05-2019 Clause: 7.5 Page: 01/01
| Rev. i _ "
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All 00 21-01-2019 | Original Issue, Issue No. 01 did. 21-01-2019. Principal
STUD/PR/0O8 01 08-04-2019 | Control of Student Property Process Added | ; )
: . . >
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Clause: 4.2.3

Page: 01 / 04

] Rev Afces(For Retenti Di I
D.1.No. |  D.L/File Name No " | Distribution | preparation | Storage | Use ;‘:rin:n '\"'ISEES::I-"
| ’ & updation) e B
INTERNAL DOCUMENTED INFORMATION 4% M
. . . A -
ADM/PR/A | Administration 00 | Principal, O.S. 0s5. File | All | Perhapent @ -
Process Manual 11
Process Risks & All HoD .
ADM/D/040 | Opportunities - 00 ;, i 0.5, File All | "Rermanent --
o . rincipal % N
Administration % ¥
ApMigoy | AR-M.5. Parishad 00 A 0s5. File S| ANl ) Permanent | N.A,
Correspondence s e,
ADM/D/02 | Application Form - Establish |« .. = B
A Teaching 00 Section / O.S. _\@?Fﬂe All 5 Years Shred
ADM/D/02 | Application Form Establish ki)
B Non-teaching 0o - Section / 0.8, Fi’T’eg il 3 eues Shred
Joining Report Establish : =
ADM/D/03 Teaching 00 - Section File All | Permanent N.A. 1
ADM/D/04 | Relieving Letter 00 s { B “’b.léflh #|  File All | Permanent | N.A.
Application Workshop bl |sh
ADM/D/O5 | Seminar industrial 00 == . File All SYears Shred
i F ction
visit for staff _
i " Student :
ADM/D/06 | Bonafide Application Secti File All 5 Years Shred
ection
ADMiDgy | SHenee of Bameh Stugeat File | All | SYears None
T Application Section et G
ADMiDos. | Indemnity Bong Studant File All | 5 Years None
- undertaking Section
Installment in Fees Account .
f : 5 5
ADM/D/09 Application Section File All 5Years Shred
Provisional Stident
ADM/D/10 | Admission 00 - ) File All 5 Years Shred
R Section
Application
ADM/DV/11 | Refund ofcgut1qn 00 ~ .Accqum File All Pt s NA.
A money Application Section
v~ | Refund of fees in case .
ADM/D/I] t of YD students 00 - Acr.qunl File All Permanent N.A.
B v Section
Application
oy Faculty/ Staff Establish ;

o) - t
ADM”?“T%Attcndance 00 P File All 5 Years None
ADM/D/12 | Transfer certificate - Student .

iy - : All 5Y Sh
A . | PG Application W Section VHE g red
ADM/D/12 | Transfer certificate - Student ;
= ; hred
B UG Application 09 Section ik Al AN A
f
ADM/D/L3 | (enificate for File 00 - Stadehr File All 5 Years Shred
A Section
ADMIDII3 | 1 dex for student File | 00 - Student File' ' | Al | SYears | Shred
B Section
ADM/D/13 Student . .
C Journal 00 - Section File All 5 Years Shred
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! Access (For il e 1 s _q|
| D.LNo. D.1. / File Name I;e; Distribution preparation | Storage & Use R;:eg:;gn [I:-"Ise‘tjzzz
’ & updation)
ADM/D/14 | Bonafide Centificate | 00 % i File | Al | 5Years®| None
ADM/D/15 iﬁ:;lii‘art‘i’g]”’” 00 = on File | All | 5Y&as | None
i - | y |
ADM/D/16 | No dues Certificate 00 B Establish File All Pe;'ﬁ'lgnem'xﬁ' N.A
A Non-Teaching Section ' R |
- ; FERTE s e i =
| il odanuedlE - Fablsh | pile | Al f\permanent | N.A.
| ADM/D/17 | No. Dues certificate 00 B Student Filos All . Shred
A PG Section ;
L.
ADMéD#I? ‘[jg; Dues certificate 00 B g:::::: File  hAll 5 Years Shred
DT | o et [0 |~ | S | W | | e | Wi
il Lo R | oo - piropet File | Al | Permanent | NA. |
B S—— S : A (St L
ADM/D/19 | Transfer Certificate 00 - : mg“gfo': File | All | Permanent | NA |
ADM’:DEZU $0I1!:T1111n| Registration 00 N ;é%% File All Wi Shred
: =T — :
i
ADM/D/20 }_\Iumm Association 00 Alurpnl File Al S Years Shred
B form Coordinator .
ADM;DQI FE Admission form 00 g;{:f:r: File All 5 Years i Shred
ADMI;DQI SE Admission Form OOy s;:;f::nnr: File an | s Yem_{_ Shrad
. —— _5% e
DML | DSE Admission Form |1 00 | | i File | Al | Svyears | Shred |
3 _;3 b B 7
ADM[;D’!”I TE Admission Form o™= - ggif?;: File All 5 Years Shred
; I
'. “DMF’DQ' BE Admission Form | 00 - 2:;‘3.‘?; File | All | SYears | Shred |
| ADM/D/2IF | ME-1 Admission Form | 00 ! i g::f:r: File | Al | SYears | Shred |
s o 1 = 1
ADM(;D;EI l:lE-Tl Admission 00 __ g:::t:ieonr: File Al 5 Vears Shred |
ormg |
c - —— Establish '
ADM/D/22 ] 00 -- Section/ Dy. File All 5 Years Shred ‘
AICTE ;
fhy, Registrar B |
ADM/D/23 pfr::f:"’"d‘"“ for 1 oo s Class Teacher | File | All | 5Years | Shred |
% | Correspondence for Establish - ‘
ADM/D/24 | Pravesh niyantran 00 - Section/ File All S Years Shred |
Samiti | Accountant ‘
| Correspondence for Account ®
ADM/D/25 | Shikshan Shulka 00 -- ‘S : File All 5 Years | Shred |
Samiti ection . |
| C dsnat Students ‘
| ADM/DI26 | concopondencefor 00 - Establish File All | 5 Years Shred
NAFL Section ‘
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List of Documented Information (Documents)

Clause: 4.2.3

Page: 03 /04

Riv Access (For Retintic Di |
D. 1. No. D.L / File Name ‘| Distribution | preparation | Storage | Use vaieoall et
No. & 1 Period Method
. _ updation) | A =
, Students/ ;
ADM/Drgy | Correspondencefor | o, - Establish File
DTE i
Section
i No Objection Students :
3 s
ALMILVZ certificate (DTE) 0 section e
Correspondence to Soholaeshi
ADM/D/29 | Samaj kalyan 00 = s File
section
(SWO)
Covering letter "”?"g%%
MahaDBT - AT R
ADM/D/30 | Application form 00 - Schnlalrs.hm .. File ATl 5 Years Shred
; section Y
Scholarship or e
Freeship 0
MataDBT Scholarshi
ADM/DI3] Application form 00 - s P File All 5 Years Shred
RCSMFRS
MahaDBT i B
Application form | Schelarship ; .
32 - B, :
ADM/D/32 Scholarship.or Free 00 o et File All 5 Years Shred
) Shlp ‘.iz-’
ADM/D/33A | Ad-Hoe card Esmh,l""h File All 5 Years Aitked
Section
Non Teaching Establish ;
&
_ADM-"Da 33B e gand Section File All 5 Years Shred
ADMmmIC || Y9C St Leve Esublish File | All | 5Years | Shred
L card Section
_— Establish i
ADM/D/34A | Leave application Gt File All 5 Years Sth
ADM/D/34B | Leave on duty 00 s Estaslish File | Al | SYears | Shred
Section
Special leave ; ;
ADM/D/34C | application-tobe | 00 & Eanliah File All | Permanent | N.A.
Section
done:
— A Notice format for - N Establish Eile All | Pesmanent -
faculty Section
ADM/D/35B Wetee Riringl for 00 - Studf:n:s File All Permanent N.A.
students section
ADM/D/36A. | Internal . .
ﬁ""‘5:53«-C‘urr‘espt}nden{:ts: for 00 -- EStab.i'Sh File All Permanent N.A.
Section
i i Office
ADM/D/36B Internal ol
Correspondence for 00 - E;tahtllsh File All | Permanent N.A.
ection
Department
ADM/D/37 Student Information 00 = Estab‘lnsh File Al Bapiianas NA.
Form Section
ADM/D/38A Correspondence in 00 B Estab.hsh File All —E—" N.A.
General Section
ADM/D/38B Stuc%ent CGieneral 01 . Studf:n( File All - R— NA.
Register Section
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Rev.: Rev.: 01 Date: 08-04-2019 Clause: 4.2.3 Page: 04 / 04
ADM/D/39A Noticc fOl: meeting 00 2 Estahlish File an | s NA.
of Committee Section
. ADM/D/39B Proof‘ufmeetmg of a0 B !:stab]nsh File at | Pernni 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 0o - Store Section File All | Permanent N.A.
ADM-D-040K | Advance Slip 00 - Store Section File All | Permanent N.A.
AR OSEL rsx;f;ance Clearance. | | o - 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 01 == Store Section | File All | Permanent N.A,

EXTERNAL DOCUMENTED INFORMATION

AICTE Handbook, All HOD,
B Information Brochure Admin staff %5 SO Sy | Al | Pemmen
AICTE, DTE, SPPU, GOI, ; -
-- GOM Circulars, notifications | - 0.8, Soft copy | All Permanent
_ DTE admission information Adl:nm 0.s. Softcapy | AN Patiianst B
brochure coordinator i
Students Sofk
o Shikshan shulk samiti report . sodtion, 0s. copy/ all || Pensseit N
(PNS) Hard
Accountant
= i copy
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ADM/PR/D List of Retained Documented Information (Records)
Rev.: 00 Date: 21-01-2019 Clause: 7.5 Page: 01/ 01
| Access (For . 3 -
D. L. No. D.L / File Name I;':" Distribution | preparation Storage | Use R;tﬂ.m:" l;;sp:s?jl
i & updation) i 3 ’o
) Quality Objective I1SO ; .
_QMS R-10 St 00 Coondititor 0.8, File All 3 Years Shred
ADM-R-01 | Faculty Attendance 00 - Esséi'é’i',i" File | Al [ 3¥8as” | Shred
: Establish ; 7 .
ADM-R-02 | Committees a0 - Saction File AI! 3 Y__:_ars Shred
ADM-R-03 | Purchase Committee 00 o Store Section File Al | 3 Years Shred
Office order for stock . " :
ADM-R-04 | verification 00 -- Store Section File All 3 Years Shred
Dead stock i :
ADM-R-05 | 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 & S b
ADM-R-07 | Obsolesce 00 -- Store Section File 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 - | Store Section File LA!J 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
= ~ i Keeping
- ) _ ELECTRICAL MAINTENANCE SECTION
2 Electrical Maintenance Lab Assistant
/] = &
EM/R/01 Register _ 00 Electrical Reg -1 All 3 Years Shred
Earth Pit Testing Lab Assistant I/C
/ g = ; - 3 -
EM/R/02 Register 00 Electrical Reg -2 3 Years Shred
EM/R/03 | DG log sheet 00 ! MBI | w® | 0 | 5 Yeus Shred
_ Electrical
EM/R/04 | Diesel ReceiptRecord | 00 - LB At | mod | doric| 3 veme Shred
Electrical
: Lab Assistant ]
< / i =
EM/R/05 Spares Stock Register 00 Eisetrizal Reg.5 clerk 3 Years Shred
EM/RA06 | Indent 00 - GARRNE | Gk | oek|  ant Shred
Electrical
D.G. Maintenance Lab Assistant I/C
EM/R/OT Bt | 00 - Electrical Reg.3 3 Years Shred
. Electrical Inspection Lab Assistant : Ic
| EMmoR | 00 v e File 1 3 Years Shred |
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StafT Position
Clause: 5.3

Page: 01 /01

Principal
¥
Office
Superintendent
v
! \ 4 v
Student Establishment Store Section / IT Support Scholarship Account
Section I/C Section I/C Maintenance Section Section Section
Section I/C I/C (System
Admin.)
¥  J 4 L d
\ h J
Junior Junior LLab
Clerk Clerk Assistant
Y v h A4 4

Peon
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ADM /PR/F Responsibilities and Authorities ;
Rev.: 00 Date: 21-01-2019 Clause: 5.3 Page: 01 /04

Duties of Office Superintendent:

N oL B —

——t-—-—-—ao
L R =

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:

-2

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.

3. To obtain approval to admission from DTE & ARA.

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

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

6. To process the student scholarships. Eligibility.

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

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

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

10. To make all general correspondences related to students.

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

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

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

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

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

Issue No.: 01 Date: 21/01/2019 11 CONTROLLED COPY STAMP M’KSTER COPY STAMP
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Rev.: 00 Date: 21-01-2019 Clause: 5.3 Page: 02 /04

Duties of Examination Section Clerk:

1.
-

3
4.

14.
15.
16.
17.
18.

To work in coordination with College Exam Officer.

To display the notice related to examination such as Examination Form, Hall Ticket. Onlme}'ln -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,

I'o 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 to 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 opportunmes 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

1L

o I R SRS

o

To Maintain Staff leave management.

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

To Prepare workload & roster from SPPU as well as VIDHAN BHAVAN (Magas-varga Kaksh )

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

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

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

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.
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Rev.: 00 Date: 21-01-2019 Clause: 5.3 Page: 03 /04 : -
Duties of Accountant . —

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

5. To submit Eligibility Fee. Student Pro-rata Fee challan, Exam, Photo Copy & Revaluation Fee challan etc.
in time to SPPU.

To submit Theory/Online/IN SEM and Oral/Practical Examination Bills, SPPU Grants in tinte to SPPU.
To Collect and Deposit Students fee and monthly generate Pending Fees Notice. -
To maintain college Bank Accounts daily.

To collect monthly staff attendance from Establishment Section and Credit Salary to Saff Account. Submit
PF & TDS to relative Authority in time.

To timely payments of Contract & Suppliers.

To give Pay Slip. Fee Structure, Fee Demand Letter, Etc. —

< d0 i ol

o o

 To issue & clear advance Payment from Staff time to time.

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 Departments.

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

|5. To Prepare Balance sheet, Profit & Loss Account, Audit statement and audit report.

16. Fund management of necessary fulfiliment of expenses. -

17. To ensure that the quality management system conforms to the requirements of ISO 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 0
top management.

20. To ensure that the integrity of the quality management system is maintained when changes 10 the quality

management system are planned and implemented.
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Rev.: 01 Date: 08-04-2019 Clause: 5.3 Page: 04 /04

Duties of Store Section Incharge

L

To send request for quotation to the suppliers/vendors.
To prepare comparative statement.

3. To call suppliers/vendors for negotiation meeting with Higher Authorities.
4. To prepare & seek approval on Purchase Order.
5. To plan & execute local purchases after receiving approval from the Principal.
6. To track the supplier performance. 9
7. To update Dead Stock Register. m‘ﬁ%'mm%w
8. Toensure receipt of material as per Purchase Order.
9. Toissue material to concerned section and maintain Dead Stock Register.
10. To carry out physical stock verification annually.
I'l. top To get the requirements of all departments and get it fulfilled after Principal Approval.
12, To ensure that the quality management system conforms to the requirements of SO 9001:2015 Standard.
I3. Toensure that the processes are delivering their intended outputs. N b
14. To report on the performance of the quality management system and on Opportunlties for improvement to
management,
I5. To ensure that the integrity of the quality managementsystem is mamtalned when changes to the quality
management system are planned and 1mplemente{fw\°’@i -
Duties of System Admin -~
I. To plan for Hardware & Networking m@tenaﬁce
2. Tocompile & maintain the data related tiﬁ‘i@rdwaw & Networking maintenance
3. To initiate necessary actions in case of Maﬁ& and / or repetitive failure in Network, Computer system
hardware. @;}
4. Tomaintain the internet service available wlthuut any interruption
5. To configure, troubleshoot & m&gge__,the ERP, Hardware & Networking Services & Various Servers
6. Duties of Technical Assistant Lab Assistant IC Section
I. To work under the instruction of system admin
2. Maintain & f are Maintenance Register
te documentation & Regards of IC Section.
& manage the records of system softwares, application softwares, & servers
7. e between service providers
8. issues with Head of Computer Engineering Department from time to time.
9. \::.j-.;;g&%;gise regquirements of Hardware & Networking components.
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Rev.: 00 Date: 21-01-2019 Clause: 6.2 Page: 01 /02
.i Sr._r Objectives ‘ H— Methodology of Frequency 0

No (What will be Indicator Regiiired Measurement of monitoring | Responsibility |

o done) (How) (When) :
STUDENT SECTION >3

01 | Toensure the Number | Competent Count the number of | As and When |&
completeness of of staff, incidences  where required %m se__c;!ion.
documents incidences | availability of | notice is received 4. Student
sub.mitte.d to f'equired due to in:::nmp]ele ﬁ@f;ﬁw%‘ Se"c.tinn.
University, DTE, infrastructure | documentation ¢ N -stablishment
Mabharashtra Govt., related to (admission “ N Section.
AICTE, and other and examination S N Account
statutory bodies. from SPPU, DTE 7 Section.

Meharashtra
AICTE, and~
statutory bodies.

02 | Toincrease student | Number | Competent Count the number of |~ Yearly 0.S.
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 | sanctioned intake. '
ESTABLISHMENT SECTION o, |

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 f
university, DTE, “infrastructure | documentation
Maharashtra Gowt.. @, related to staff
AICTE, and other § recruitment from
statutory bodies. > university, DTE,

== Maharashtra Govt.,
AICTE, and other
N statutory bodies.
HOUSE KEEPIN ,CTION

01 | Toprovide Number | Approved Count the number of Daily HOD., OS
Cleannessuinside / of Budget. tools/ | incidences happened
Outside lhé"%g,mpus incidence. | Material inside / Outside the

) 4 availability for | campus and update
Piany,. House about the same to the
. ™ Sweeper Principal and higher
provision authorities of the
i organization. el
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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Objectives ‘ Methodology of Frequency | '
::;" (What will be Indicator l;?{:’:i:{;? Measurement of monitoring | Responsibility ’
; done) (How) (When) | |
i INFO. TECH. SUPPORT SECTION |
01 | Toensure Numbers | Availability of | Count number of |  Monthly | Head of :
uninterrupted Server Room | incidences of Computer |
. availability of internet service l Engineering |
[ internet service unavailability or . Department & |
with security security issues G ystem Admin |
02 | Provide quick & Numbers | Availability of | Count number of |  Monthly, Head of |
smooth IT service required incidences of w!  Computer
to employee as well infrastructure | complaints from 4, | Engineering
as students staff and studen 0, ‘ Department &
related to IT se&cﬁ% e System Admin
- - Process R
ir“ | Activity Responsibility | Stage Output
B . Principal,
01 | Establish the quality objectives with relevant functions, levels and | Office
| processes. Superintendent |
b | &SectionHead | |
Ensure that quality objectives are : ,
» Consistent with the quality policy - '
» Measurable & targets are defined.". Principal,
0 » Applicable to requirements and are 53"%@31 into consideration Oftice B
| B » Relevant to the servicesy.and enhancement of student | Superintendent
' satisfaction . @ & Section Head
e Monitored and frequengy of monitoring is predefined ! I
e Communicated to releva gtions & levels ’ [
Determine the followmﬁ”’fur achlevmg quality objectives : |
e What will chone Principal, |
03 * What resourges will be required Office |
» Who will be responsible Superintendent |
o Whenit will be completed & Section Head |
. I%:;e results will be evaluated I *
04 Maintain th -_.;_g\la as per above requirements at relevant functions & | Saston Hoad | Qualm Objectwe
levels. - | Status
05 TC&%pare it"against the set target/time limit and determine level off Sl Faad Quality ObJECIWe
performance. Status
' 06 In.case of non-achievement of the larécb’ume limit. analyze. evaluale Eaertioes LEmid Quality Objective
the failure and initiate necessary actions. b ) Status
5 Present the data and actions initiated (if any) related 1o Quality i Quality Objective
! o Objectives in the Management Review Meeting. degton Hegp Status -
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Admission
Clause: 8.2.1, 8.2.2, 8.2.3,.8.2.4

Page: 01 /03

Input | Admission Rules, list of Candidates from DTE.,
Sr. s - n— e
No Activity Responsibility Stage Qut put
A | FE/DSE Admission i s
As per the rules of Government of Maharashtra MHCET/Joint A ﬁ%:,;;' B
N\ W,

Entrance Examination test of Engineering Examination main and
Advance will be conducted for FE and 3 Year Diploma/B Sc
- 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
! year engineering in Maharashtra State.

L %
s i

| Receive the List of Allotted Candidates from Director of

‘Admission

List of Admitted

2. Address of web s.iu—: f‘or on- line submishinn of admission

Issue No.: 01 Date: 21/01/2019
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| X,
| Technical Education, Mumbai. In process of CAP Incharge . Candidate
List of confirmed candidates is received at DTE Portal Institute | . ) R
02 i " : Student section
Login for admission after confirmation to ARC |
College admission form, Student Information & [-Card Form Admission Form. |
filled up by the stud bmit Original and 1 ph ; jon |
o3 | filled up by the student. su mit Original and 1 p Dtmpopy«gels of T — Sludent]nforn:tanon
all documents for eligibility and scrutinized by ARC." allotment and |-Card form
letter along with the duly filled Admission fg,lzm B received
o & Original Documents
Verify the original documents, hand t%&g‘é'l'v' il _
04 er.xfy eorlgma‘ ocumen al? over the __wflp giving details b saata Collected*and
of fees to be deposited to the candldgte. % proceeded for Fee |
[ I o Deposition |
_ | Deposit fees (Demand Draft/Cash/Online Transfer in the , S 11
05 P : ﬂf n] ] Candidate Fees Receipt '
accounts section/Bank
s Office i i
06 | Confirmation of candidates at DTE Portal of Individual college. Superintendent/ | Confirmation Receipt
y ] Senior Clerk
Review theareceipt submitted by the candidate & update the
07 | admissi f candidates detail through Software and issuing | Library Candidates [ Card
card for furthgr process
Prepare fi final list"of admitted candidate and forward the list duly Etnsl Lisvof dinierad
08 by the Principal to the Regional office DTE, RO Pune | Student section l e e
Candidate
al‘&e;t ?‘%’Tt Notification.
B lnigltute Level Quota/Admission after all CAP rounds
' 01 20% management quota/Vacant seats after all CAP round from B B |
centralized admission process (only for FE & ME).
Release advertisement in Local and National level newspapers =
giving details related to . i
; ) : i s Principal,
02 I. Starting and Last date for collecting the admission form, - |
Managment
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Rev.: 00 Date: 21-01-2019 Clause: 8.2.1,8.2.2, 8.2.3, 8.2.4 Page: 02 /03
= |
[ rSv::. 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.

T
Student Section

—_—

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

Candidaf‘t}'g

06 ; . Fees Receipt
section. h =
07 | Handover the receipt of paid fees to the candidate. ':?&E;:S ! Fees Receipt
Confirmation of candidates at DTE Portal from Institute Login as ra Lt Student Dat
08 | per the type of candidature, update all the admission and candidates rgi‘S‘\u,; erintendent, 4 e{;“ ; 2
details through ERP System %ﬁu’or Clerk - e
Admitted Candidate
09 | Issuing Candidate Identity Card to complete admission process Library designated as
o student of Institute
~C | Approval

The list of Admitted candidates gets approved from BTE Pune and

01 | DTE Mumbai, Pravesh Niyantran Samiti/ Admission R\g;:ulanné, Student Section
I Authority, Mumbai within stipulated time. =
Send a copy of approved List of candidates to.the university and 3
W retain a copy of the same with the institute urtherreference ST Secibn -
D | Returning back the original documents to the ¢ ndidates S|
0l Application from candidate wﬂ d rggson requesting for Student section List
original documents b
. Check the purpose and severity: by the concern authorities before | Account Section Kepemuntitiem
02 | returning the original decuments fexeept leaving certificates, gap | and Head of the p?’rinci alo
g certificate and the Affidavit submitted by candidates if any] Department P
03 | After approval from Principal return of original documents Student section Orlgnglll:::laments
After Successful conm!etmn of one year of admission and |
promoted: to next year student section shall return original ; Original Documents
o documents ‘[except leaving certificates, gap certificate and the Btugent Sechon Returned
Affidavit submitted by candidates if any]
E | Regular SE, TE, BE and ME admission _ = |
' for regular students who fulfill the eligibility criteria of Office
| 01 | SRRY mentioning Schedule of Dates for filling Admission form | Superintendent/ | Notice of Admission
and Submitting the filled form in Office to student section. Student Section
P . Duly filled
2
_OA, Scrutiny of form and documents Student Section Aiiniation Vit
03 | Deposit fees in the accounts section/Bank Student Section Fee Receipl
04 | Handover the receipt to the candidate. Student Section Fee Receipt
| 05 | Add procedure for part payment of fees
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Rev.:l]ﬂ Date: 21-01-2019 Clause: 8.2.1,8.2.2,8.2.3,8.2.4 Page: 03 /03
| i:] Activity i Responmblhnr Stage Out put
_F | Admission Cancellation for FE, DSE, SE, TE, BE and ME (After (n_pletlon of CAP rbunds) |
[ | Auto generated
01 ge{guesllfor_(:ancelilng Admission on ARA/DTE web portal from | Candidate | Admigion
! i | Cancellation Regeipt
| | Applieationfor
| . Admission
0 Application addressed to the Principal for Cancellation of | Candidate F Cancellation with
| 77 | Admission from Student to receive the submitted documents. : ! \uto generated
? Admission
! B S Cancellation Receipt

Student has to fulfill the fee criteria as per the norms of’ Admissions | - <

@ Regulating Authority (ARA). Government of Maharashtra. _ 5““‘[*?2-”{ SQQEIOD_L Noi Dues Farm
i i Py ] — ; i Candidate

04 | Approving the request for Cancelling Admission of student wal sthident Section | Admission

Institute DTE Login. g |
S ] Cancelled '
Handover all original Documents which are submitted at the time of" | ! St |
i ? . . —_— mission
05 | admission and take a acknowledgement of the same from the | Swudent Section ‘
- Cancelled
| | candidate/guardian. B | SR i | .4

06 | Finally prepare analysis report of admission Department w1s'._e_ ~__, Student Section | Re port of admission |
Conduct review of students admitted in Second year as per the | ,

. sanctioned imtake after completion of CAP tound process. Initiate | i : I

07 . ; o : g Principal Admission record |
appropriate actions to call applications against the vacant seats. in |
case of short fall. . o —
Fill-up online Institute admission form on ERP Software of all |

, students admitted in First and PirectiSecond year in Engineering | ? - i ,

e after Cut-off Date for all type '_admﬁ:?‘gns or the Academic Year. | SCEaLaenan G
Also take a print out of the record and preserve carefully. B ;
Monitor student admgﬁjon process-and ensure fulfillment of | Principal. O.S. Admission data |

09 | sanctioned intake fog@f‘ail the coursgs. Review student admission data ‘
for initiating any acq%;lo fulfill intake. L ]

| For ensuring on tim sgﬁymcm bv the students. take under‘takmg 3 _‘
10 from the parents & students for on time payment. Review foes — ilanise b |
| receivablé on monthly basis and initiate appropriate actions for fees |
| recaovery. S = . S 5 —
f‘.?& — e - - — _ e _ —_—
‘ Out%L ]' Student admitted for the courses. - - ]
l; P o - _?[t_;ﬁe_gs Mumto_r_l-r_lﬁtﬁz MLaeranl_]i___ N . _;E
y ‘ 2 Measurement Frequency of f Document |
‘ Fagmeer idicator Methodology = Monitoring | Res_’?‘T‘_ﬁﬂ'f\ ‘Retention |
| Completion of admission ot gt Admitiad | | Admission sival Adinissisn
processes as per the Number Studerit | Yearly Cell, Student Rt |
schedule Section, O.8. | |
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STUD / PR/ 02 Eligibility
Rev.: 01 Date: 15-05-2019 Clause: 8.2.2 “Page: 01 /01

Input Student admitted, University/DTE Norms

Sr.
Activity Responsibility
No
01 | Collection of filled eligibility forms along with eligibility fee Student Section.,, :
| - ) - R . Soft copy in Excel
02 | Preparation of Excel sheet in given format by University Student Section | ¥
r LN sheet
N S, B ,-'J Soft copy in Excel
03 | Upload the excel sheet on University portal ?’ituﬁ’&n Section )
g"w sheet
| . - - : N 4
GG e | ) Hard copy report
04 | Print in eligibility report and fee challan Student Section

and challan :

o ! : Fee paid receipt
05 | Fee Deposition in bank as per challan generated ¢ B Account Section
A

Submission of eligibility Report and Fee --paymeﬁﬂ'q{ails in
06 4 Student Section | Receipt of Submission

University

i o . 3 ¢ , Eligibility Numbers
07 | Getting Eligibility Numbers of each students in college login Student Section

Output | Eligibility List

. * Process Monitoring & Measurement

Frequency
B .. M s S t
Parameter ‘Indicator i of Responsibility Ducum-e n
L Methodology e Retention

Monitoring
Error free . Count number of errors in Student Section Eligibility

s e Numbers e Annually
eligibility process eligibility process l/C documents
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S,
No

Activity  Responsibility

STUD /PR /03 Issue of Certificates

Rev.: 00 Date: 21-01-2019 Clause: 8.5.1 Page: 01/ 01
[ Input Request from student. student passing out ufcﬁéga-'— i -
LS s = s

General guideline

a.

Issue leaving certificate after student is passed out from | --

the college i.e. after passing B.E. [

|
b. 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. :
01 | Receive the application form/Entry in students application Student Section Application
i register for the issuing various certificates. |
iﬂ"l Issue the certificates as per the request. Maintain record. Student Section t Record
i Qutput | Certificates issued to the studentss. 4
F s =" o
| 9
J- ’Q@){ocas;ﬁwonitoring & Measurement -
. Measurement | Frequency of | '
Parameter Indicator q : )’ Responsibility  Document Refention 1
, Methodology Monitoring 2 i
Timely i ¢ : Count number of . .
imely issue 0 i : | o s | e i
i ' “ e certificates issued 1o | Student Section | Applications/Students |
certificates to the “f \lNumbers Monthly .
g " the students delayed : IC entry register. |
students ? i i
more than one week | i |
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Rev.: 00 Date: 21-01-2019 Clause: 8.2.1, 7.4 Page: 01 /01

mput ‘ Student Performance =

Activity Responsibility Stage'Out put
General Communication \ Va

i e
fe . Ny = . =
Communicate with parents/student on the matters related to: Student Section "
. : = . i o
a. Opening of the semester and Fees to be deposited for . i acin,
4,
the coming year to SE, TE. BE by notice NN

b.  Student performance by posting letter

: il )

Academic Progress £

Compile a data related 10 Attendance and internal test result, Tutor)’@lg:ss Monthly Student
Teacher record

Receive the Parent communication rv:porl duly signed by Parent

i
concern HOD and Principal. Send the progress repog%to p%ents
2§_»¢ ugm n

,

communication

by post report

[ Output | Communication with the parents.

. T T ———
- : ol == Measurement Frequency of s Document
Parameter Tlndlcator eq, .y Responsibility :
Methodology Monitoring Retention
Ensure letters + '

. i Parents
received from Number of letters are L Office W
| h Number ; Each incidence . communication
dept., section are dispatched Superintendent s
L drsparched ;
eﬁl{ot;":_-gi_:'.:l
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i
!

Clause: 8.5.1

ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

Scholarships / Free ship / EBC

Page: 01 /01

; Input Eligible Students
Sr. Activity Responsibility | Stage O .
No i /
N +_§|| fent . '
(Al . . -
01 | Display of notice for online application giving details necessary. . Application form for
Scction scholarship
o Online verification and confirmation of duly filled application form | Student ’\L‘_ '
© | with required documents. Section ;-
: i ) ) o Studemt =
03 | Scrutinize the form with online submitted documents. | N =
| Secuon |
i | _ ) : | Student ' e
| 04 | Prepare list as per Government format. | Application form for
’ Section scholarship
= Check the statement/website login for status of approval ofany | Studen!
scholarship. | Section -
|
& o
Output | Approval of scholarship and fee depo—sﬁ“}gg‘i '

S Monitoring & Measurement

| ] . | Measurement Frequency ol . Document
Parameter Indicator | : A Responsibility :
. Methodology Monitoring Retention
gl 4 Count number of Scholarship
Accurate processing of | : ‘ ; ;
: 1 errors in student Scholarship and fees
scholarship or fee %_umbers : : Annually i ;
. L scholarship or fee ¥ section I/C concession
concession processes P ;
s, CONCEession processes record

m

i 3&%‘3_%:;. )

:
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Page: 02 /03

Respousibility

Stage Out put

STUD /PR /06 University Examiniions
Rev.: 00 Date: 21-01-2019 Clause: 8.5.1,9.1.3

Sr. g

No Activity B

06 | Submit answer papers to the CAP center notified by the

university. Verify CAP Center address is accurate on the
sealed bundle of answer scripts.

Examinaton Section

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

the Studen,

CONTROLLED COPY STAMP

07 | After end of examination, prepare remuneration bills of all B
; ; ] Examin.
staff involved in examination duty.
1 08 | Forward the bills to the accounts section for final | . .
¥ Examin

{ settlement of bill. -

[ Results .

01 | Receive the information related to result declaration date | Examin

and also for collecting the results from the university. gl
| 02 | Collect the result as per schedule from the university. Examin

03 | Handover the Mark sheet to the concerned class teacher for B

f distribution. ==

' 04| Handover the Marksheet to the concerned student by Clas

verifying the Identity Card. '

05 -

Make subject wise and course wise analysis of the resuli. Clas

1'

Verification and Revaluation
Display of notice for filling Photocopy foﬁgmmg details |
01 a. Photocopy fees : Examin
b. Last date of submission E .
02 | Filling & printing online form for Pho’%__gy _ Studs
03 Ask the students to deposit Ph%\cnccpy fees in the accounts | | Examin:
| section. - l
04 | Issue of receipt after collecting lhe_ﬁé‘tfé 1 Al
05 | Receive & submit the Photocopy form, scrutinize the forms | Fxamin.
Prepare name list and summary — subject wise number of

06 | studem appearing f(ﬁ'uhe Photocopy by using university | Fxanin:
online portal™
Submit Photocopy form. name list and summary (soft and T

07 | hard copy} along with Photocopy fees DD/online to the | Examin.
university. As perthe challan generated

08 eive the @J‘lotmopy from the university & distribute to ——

ion Section
Lion Section |
— X -.
A " -
. ‘.‘- ‘§V -
Lo section Y
LoniSection,| -
e Mark Sheet
FonSection
leacher
- Subject wise analysis of
Result
| cacher : X
Course wise analysis of
= Result
Lon Section Notice
|
‘--;L'Hnn. Photocopy Form ]
LUl Section Wl
ints Receipt
Lon Section Photocopy Form
— Name List, Subject wise |
Lion Section :
Summary of student
Lon Section
Lion Section List of Marks

JASTER COPY STAMP
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STUD /PR /06 University Examinations -
Rev.: 00 Date: 21-01-2019 Clause: 8.5.1,9.1.3 Page: 03 /03
09 | Filling & printing online forn of Revaluation / Verification | Examination Section
Ask the students to paid lcvaluation/Verification fees in | . . . ;
10 d | Examination Section
the accounts section. - s |
11 | Issue of receipt after collectii the fees Accounts Recegipt
1 Recelw'e & submit the Rewiluation / Verification form, Examination Section Rf_.'\_f_a'f'l.ra\t_lon,
scrutinize the forms o
Prepare name list and summory — 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 A
14 (soft and hard copy) along with Revaluation/Verification tseniination Seedan )
fees DD/online to the university. as per the challan \
generated — o J
5 Re‘cz:m?.lhe rt?sull of Revaluation/Verification from the Examinffion §Ecli0n i istof Matks
university and inform to the siudents. v
| 16 Collectvthe Old Mark shect rom the student in case of Examination @¢tion B
| change in Marks. _ - T
| Handover the old mark shcet and collect the revised mark
17 | sheet receiving from the university and distribute it to.the | Examindtion Section Mark Sheet
student. _
: __“""*3%;'«‘-
Output | Examination conduciec. Distributed marks sheets
: B : x [y - '!;\. -
: m"ﬁi::::i%:::: = Me:'srl;;ir:::; of Document
Parameter Indicator » Setho olt‘; Monitering ° Responsibility Ratention
; Number of unfair means Invigilator /
Baee condietion of Number | cases Every exam Senior E:f]':.{i):ln‘:ians
i e ). Supervisor |
" @
.
™
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

Issue of Documents to the Pussed out Students

Clause: 8.5.1

Page: 01 /01

i. Input Passed out students - -
[ Sr l o N N a [ [ g%f. -_s-_ S
X ' Activity Kesponsibility Stage Qut put
5 A
Receive no dues form from student duly signed by respective ; ki
01 Studem
section / department
02 | Receive request from the student for Leaving certificate Students Section |
. . . , - LG, List of Student,
Issue Mark sheet, provisional passing certificate and Leaving : < 3 '
| ) o . ) ) ) Provisional passing
03 | Certificate. Original Documents if any & take signature on Students:Section )
) certificate, Statement of
Oftice copy of LC
Marks
‘ Output | Documents issued io students
Process Mg‘_nitorin-g-&_@ Measurement |
| . Measurement Frequency of . Document i
Parameter Indicator O esponsibility .
Methodology Monitoring ] ; Retention
Timely issue of all Count.no.-of '
| } - . : Record of student
| respective documents sstudent complaints : Student oot
! Numbers | . . Monthis : . | application and
to the passed out related to the issue Section /C | :
- e documents issued |
[ students of the documents | |
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?{iﬁ ‘ PARVATI, PUNE

B ad ~ A\DMIN PROCESS MANUAL ‘

BTU!PR! 08 | ) ~ Control of Student Property B
| Rev.: 01Date: 08-04-2019 | Clause: 8.5.3 [Page: 01/01 _~ |

lmput | Students Original Docum, ns B

.|

| Sr. | . 3
No Activity Owner Process Output
0l Assign the respon_si_b_i_li@m L control Student property Principal and
0.S.
Student Property & its retention period
A. Original- DTE Verificat on/ | year whichever is later.
B. Mark sheet:- (SSC. I'SC. Diploma Final Year. BE
Final Year.
C. CET/ JEE/ Gate- Score  ard/ Mark Sheet.
D. School Leaving/Translcr Certificate (Diploma, HSC,
02 =
BE)
E. Migration Certificate (i applicable)
| F. Caste Certificate. Cast validity, Non-Creamylayer (if
| applicable) oy
G. Domicile Certificate. N tionality Certificates W‘:
H. Gap Certificate (if applivable) ",
03 | Ensure the Submission of th< Student property “ Stu{iegﬂiﬁ(ﬂc“m --
04 Preserve & check the Student pr%gﬁy till the retention | Students Section B
period. - Clerk
Decide the action to be taxe 1 after its retention period. :
05 | (Maintain Photocopy & il original certificates & original | Principal and OS --
TC/LC after Retention period)
Data in the computer or O(fice/ General Register
06 Enter student délai'i;;—ir. <tudents General Register;
communicate General Reuister No. Students Section
After co te of the (ourse / Cancellation of Clerk
| 07 | admissfon before course Juration issue LC/TC Studenl Pagsout

L

-

[ Output | Preservation’of Student property

gy EI eSS I\_d__al_lituring & Measurement
' | Measurement Frequency of | o Document
i Indi T R lit ,
Farkmeiy uAlERIon | Victhodology Monitoring ‘ mponatialiey Retention
, 1 Nuriber of incidents ;
Proper preservation e . Students Section
Number | of loss of student Every Year _, --
of student property Clerk
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Establishment
Section

S

{ @
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[ acd | ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH.
fad

:@ PARVATI, PUNE
Sar? |  ADMIN PROCESS MANUAL |
EST/PR/01 Teaching Staff Recruitment
Rev.: 00 Date: 21-01-2019 Clause: 7.1.2 Page: 01 /01
E:put L Requirement from department ]
Sr. | \c;i\'it'.' - T R ibility
NO : ) esponsibility
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 N
Collect the requirement from cach department  for the e
0l . 4 ] ’ . Estt. Section s -
recruitment of staft. Fi
Prepare roaster as per | Niveraty suideline and get sanction o
02 .8 ot 7 Ganichi
from SPPU & Magas Varg Kaksh Pune. E-stt; S‘ef ]%%Wf' Brclionof roaser
Publish the advertisement i New spaper mentioning last date of W . 3
03 S S RHR § Estt."Section Advertisement
receiving application - . |
-' Receive the Eligible Candidate list from Reservation Section
I. Samajk ihodea: Office, E . 5 i
04 SPPLL _Sdmajkalyaln Ghodegaon ‘rﬂf:e 'Employmem Ofﬁc_c EstL Section Sorting application
Pune city, Council hall pune. application and shortlist 1t s |
department wise. . - e ;
05 | Fix suitable date of interview consulting with SPPU expefts. 1 Estt. section Interview date
Send the call letters to eligible candidates after scrutinizin .
06 . A R Bl Estt. section Call letter
applications.
B. On the day of Interview _
07 | Register the candidate at reception counter, colleet the resume. Estt. section Registration
verify documents and collect atiesied copies of documents.
08 | Send the candidate with the documents to the concern location Estt. section Interview by expert
for interview.
709 | Collect the evaluation sheet from experts, Estt. section Recommendation
10| Inform the selected gandidate through Mail/SMS/Phone Call Estt. section Call letter
1T | Collect acceptance from candidate Estt. Section Joining of stafT
| 12| Giving Ofﬂmﬂ%eﬁ Appointment order Estt. Section | Joining letter |
[ Output | Joiniri - |
B h. " Process Monitoring & Measurement
. , __rrOcesh Y
; : - Measurement Frequency of e Document
i 4 lnd"_'*_“m_ ‘Methodology Monitoring Responatbility Retention
3 T ' Chieck = | :
| Adc::r:?:g;gm fi Correctness uli“:‘:rlti:h*:wnl repared Asand When e Reauimen
HENEL o el prep 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
L B | per plan S N E— P
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ﬁiﬁ g PARVATI, PUNE

S | ADMIN PROCESS MANUAL

EST/PR /02 Non Teaching Staff [Lccruitment

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

Clause: 7.1.2

Pige: 01701

' Input Requirement from each department - =
| - £ )
Sr.No Activity ILesponsibility Stace Qut put
| - i - )
Collect the requirement from each department for the } L N Y
01 . . fst1. Section I-‘*' Listofrequirement
| recruitment of staff. ,
'. Al N
02 | Call the candidate for interview on suitable date. L'stt. Segtion | \ Interview
Recruit Non-Teaching staff as per the higher authorities on | | J
03 _ ) Istf. Séction |+
timely basis N :
: | |
B -
.[ Output | Recruitment of Non-Teaching staff
Process Monitoring & Mecasu rem it '
) ! Measurement Frequency of . Document |
Parameter Indicator | L. Responsibility | i |
- Methodology Monitoring : Retention
| Ensure actual i |
Proper conduction of Plan Vs | conduction of [ Asand When Office Recruitment
| | . . |
recruitment process Actual | rec{:;%;étmem process as ‘ required superintendent | record
| &% . a i

| -per p1%
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EST/PR/0O3
Rev.: 00 Date: 21-01-2019

< 4 | ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,
&gﬁ PARVATI, PUNE
Sager? ADMIN PROCESS MANUAL

Time Office Management
Clause: 8.5.1

Page: 01/ 01

Input | College Schedule
Sr.No o Actiy it}_ Responsibility 1€
I General Guidelines- -
i, Academic Staff College time 0900 am to 4.30 pm Estt. section mwwxwﬁ?‘a
ii. Late mark [2 times in a month only] = 9.05 am to 9.15 am A\
[After 2 attempts of Late murk. €1 will be deducted] & }
1 iii. HalfCL-9.15 am to 01.00 pior 01.00 pm to 04.30 pm T %&?‘«Q
1. Admin Staff College time (19,30 am to 5.30 pm
ii. Late mark —9.35amto V.45 am >
iii. HalfCL —9.45 am to 01.30 pm or 01.30 pm to 05.30 pm
s — — -
Collect the signing muster after 09.05 am (Acade - )
01 ) o = : " EslL. section In time staff sign
9,35 am (Admin Staff) after signing of in time reporty i
03 | Late mark on signing muster I i the staff.who not signed in | Estt. section Late mark
time ' ) 3
r_ Take the signature of staff on lute mu-.;ler'ygrd report late and )
03 o % Estt. section Late reporting staff,
| then on signing muster h
The staff who report in betwe. 9.10 am to 04.30 pm, ask to I
04 ‘ ‘ Estt. section Half CL
fill leave form for half CL
Red mark for staff-®Who have not signed when infoutgoing
05 ; g | Estt section | -
without intimatin |
Output \ Ensuring é*ﬂege time proces -
i g7 o
i, - -
| Irocess Monitoring & Measurement
. ) Measurement Frequency of ... | Document
' Indicat R bili
Parﬁet_e_r ey Methodology Monitoring RAPIRATINEY Retention
. OFFICE
f L ount mb f .
Accuracyjpf staff Number | . o i Monthly SUPRINTEN | staff muster
attendance record ir staff aitendance - Sl
} DENT
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

ADMIN PROCESS MANUAL

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

Clause: 8.5.1

Leave Management

Page: 01 /01

' Input

Leave availability, Staff requirement for leave
Sr. i i e
No Activity Responsibility Wt put

For Casual Leave

Receive the leave application in form the Hard Copy by the staff

01 : Estt. Section application
who want to avail leave
Gi ideri i t
02 l;\; the.lrzlg'lark considering requirement and leave of concern Estt Sectioﬁ\ T
staff avai able _ . h @
03 Geft .Sanctr(.lm’al-:propnate remark by Office Superintendent & ) vt haeurliing
Principal with signature
04 | Mark the leave on muster
For Medical Leave
01 | Receive leave form with medical certificate . Section
ive th ideri i t ’
02 Give e. remark considering requirement and leave of concem @3“' Sestinn Restiark-of Bett: ssetii
staff available o
03 (jret Sanction/appropriate remark by HOD & o e faave sanation
signature o
04 | Mark the leave on muster & Estt. Section
For OD/DL s
01 | Receive the leave application with OD / DL sangti ﬁetter Estt. Section
02 | Give the remark considering requin eon le Estt. Section Remark of Estt. section
03 Estt. Section Leave sanction
04 Estt. Section Verification of OD
05 Estt. Section
Process Monitoring & Measurement
. Measurement Frequency of i Document
bil
e Methodology Monitoring Rssponsibiiny Retention
Count no. of days
On time completion of T 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,
PARVATI, PUNE
ADMIN PROCESS MANUAL
EST /PR/ 05 New Course Addition and Affiliation
Rev.: 00 Date: 21-01-2019 Clause: 8.1, 8.2.2 Page: 01/01
Input | AICTE /University guideline il
iy Activity Responsibility
No
1. Affiliation .

01 Collect necessary documents / certificates in prescribed format from Office ,%

each section of department Superintendent
02 Applying every year as per the notification Received by

University/AICTE/DTE on time. 1

: = Office ) 4

03 | Report/challan generation through respective portal 4 'meI:%t Report & challan

Payment of affiliation fee and report submission to respecti
04 agencies. In case of any change in statutory or regulatory requiremen Office Payment & report

related to any of the authorities, understand the changed requirements uperintendent submission

and ensure on time compliance of the requirements. §
05 Invite Expert committee/Enquiry committee on suitable date ib@

s Principal & O.S. | Date finalization
verification @ |

06 | Make the compliance and Submit to respective age Principal & O. S. | Compliance report

01 | Management resolution for addition / redugtior irse / intake - -

Collect necessary documents / certificatesy format from Office

02 each section and department Superintendent

Documentation

03 Applying every year as per the noti

DTE & - Application
04 | Report/ challan generation t respective portal — Report & challan
- : 3 t&
05 | Payment of afﬁlialio‘féékand report submission to respective agencies L O PR . .report
® submission
06 | Invite Expert committee / Enquiry committee on suitable date Principal & O. S. | Date finalization
3 j . * S,
07 | Document ye ,, and personal visit of committee Pnnclﬁgg i Inspection
08 | Make tﬁé%p’lianca ?ﬁd Submit to respective agencies if any Principal & O. S. | Compliance report
Affiliation eﬁer and addition/ reduction letter J
Process Monitoring & Measurement
, Measurement Frequency of g Document
R :
i Methodology Monitoring MApORERisy Retention

Within time completion
of affiliation process and Each year
compliance

Office Compliance
Superintendent | report

Timely completion of | Plan Vs
affiliation process Actual

Issue No.: 01 Date: 21/01/2019 CONTROLLED COPY STAMP MASTER COPY STAMP
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

ADMIN PROCESS MANUAL

3

EST/PR/ 06 Control of Outsourced Activity — AMC
Rev.: 00 Date: 21-01-2019 Clause: 8.4.2 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 -
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 Document
t icat sibili
SR, ydicator Methodology Monitoring Sesponsiiility Retention
: Count number of complaints )
Effectiveness of X P . Office
i Numbers | related to the AMC services Monthly ; -
AMC Services Superintendent
per month
Issue No.: 01 Date: 21/01/2019 CONTROLLED COPY STAMP MASTER COPY STAMP
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Store Section
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PARVATI, PUNE
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

- i Input

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

Note: This procedure is applicable for purchasing of departmental equipment / instruments, departme al*stationary,
purchasing of college stationary, purchasing of books.

Sr. Activity

No. i

01 Purchase request is forwarded to Principal through respective e XR/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 perintendent from Management
for demanding quotations from suppliers/vendors/service
providers.

03 Upload the purchase tender on institute website. Ide tlfy the ﬁ Office Quotations
potential suppliers, send request for quotation, and/Receive the {5 Slperintendent,
quotation along with brochure from the suppliers. e Store Section,

Website
Coordinator

04 | Evaluate on the basis of service/proddct'] dherence to | Respective Head of Comparative
the requirement, after sales support & Pre Department, Office statement/
Statement. Superintendent, Evaluation Report

Store Section

05 | Refer to the Comparative Store Section -
negotiation meeting,,.&¢
Higher Authorities” .

06 | Negotiation with the suppliers to finalize the rates and other Purchase Supplier Finalized
commercial conditiotissEiralize the supplier. Committee

@
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PARVATI, PUNE
ADMIN PROCESS MANUAL

ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

STR/PR/01

Purchasing Process

Rev.: 00 Date: 21-01-2019 Clause: 8.4 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 A
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

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 from @Tre section Approved
Principal for departmental requirement and p from Requirements
local market.

04 | Send the details of all emergency purch ~to | Store section -
Management/Higher Authorities for necesary information.

D Post Purchasing Activities/ Procurement ™ \ @

01 | Update Dead Stock Register/Cons Register at Laboratory Updated Dead Stock
respective departments g Assistant/ Register

& Laboratory
Incharge/
Respective Head
A of Department

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

Output | Rele Purchase order and equipment/service received.
Process Monitoring & Measurement
. Measurement Frequency of e Document
tadieatar Methodology Monitoring Senpoosiality Retention
Count the number Store section,
f incid ffi
Timely completion of 2 m‘?l i 0? As and when O st
i Numbers | delays in academics required Superintendent, | Purchase Report
P Ep delivery due to late q Head of
purchasing Department
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?@ﬁ PARVATI, PUNE b
Sr? ADMIN PROCESS MANUAL k.
STR /PR /02 Annual Budget

Rev.: 00 Date: 21-01-2019

Clause: 7.1.1

Page: 01 /01

L=

Input Maintenance and enhancement of existing facilities and infrastructure.
Sr.No. Activity Responsibility Stage Out put
S0l 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 vear.
02 | Receive the annual budget from all the department HODs and |  Store seetion 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 j asheascat Frequ‘enc'y o Responsibility Docum.e i
Methodology Monitoring Retention
Effective utilization b, i Every Store section, | Approved budget and
of the budget 2 perce:nt%lge 0.r Financial Year | O.S., Principal expenditure
budget utilization
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?igxﬁ PARVATI, PUNE
*&ﬂ ADMIN PROCESS MANUAL
STR/PR /03 Material Receipt -
Rev.: 00 Date: 21-01-2019 Clause: 8.5.4 Page: 01/01
Input Material received from supplier, Purchase Order | ~
Sr.No. Activity | Responsibility Stage Out put o
01 Receive the material from the supplier along with delivery Store section Delivery Challan, Invoice |
challan / invoice. "~
02 | Verify the material for quantity received against Purchase | Store section & -
order. | Conc. Lab I/C F
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 | Storesection Material Indent s
material indent form duly filled from the concerned
department. , -
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 s
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 - ‘v
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 -- i
of material / equipment, call the supplier for demo /
installation in college. I~
11 Arrange the demo in presence of concerned HoD. lab I/C and | Concerned HoD |  Checking the material 'v
concerned faculties.
12 | After successful demeo, give approval of the instrument / | Concerned HoD Approved Memo
equipment to stores dept. r
13 Put indent no. on the Bill. Get it approved from Principal | Store section Approval
after receipt of approved memo. -
14 Forward the reviewed bill to accounts section for final | Store section Bill settlement
settlement of bill. [*
Output | Accepted material kept at designated location =
Process Monitoring & Measurement J
; Measurement Frequency of e Document |-
Parameter Indicator Methodology Monitoring Responsibility Ratentis _ﬂ
Ensure receipt of Calculate number of On receipt of e
materials as per Numbers damaged. shm"l drantict each purchased Store section Suppl]f.‘l: ey
materials received from : Invoice
purchase order the supplier materials L,
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,
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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
02 Check for the availability of material in stock: issue the | Store section -
material as per requirement. ]
03 Update the Stock Register with issued quantity, put indent |  Store section Stock register. Indent
reference on Stock register and Stock register reference on
Indent.
) Output | Material Issued as per requirement
_ Process Monitoring & Measurement
Measurement Frequency of Document
Parameter Indicator Responsibili
Methodelogy Monitoring pe o Retention
Number of days i
Timely issue of ' Every . _
Y : Days taken to complete ; r} Store section | Material issue record
material - ) indenting
material issue.
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ADMIN PROCESS MANUAL

ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH, i

STR/PR/ 05 Physical Stock Verification

Rev.: 00 Date: 21-01-2019 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 Frequency of Document
Paramet Indicat: : ibili
eter | Indicalor | s ethodology Nanitaginy, | SO Rosiinling Retention

Accuracy of stock

|
Count no. of items /

material with
variance between

' Number

Committee

Annual Stock

i : Annually ; ,
updations physical stock and y Members Verification Report
record stock found
in stock verification
ASTER COPY STAMP
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House Keeping
Section
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH, ‘l

PARVATI, PUNE |

ADMIN PROCESS MANUAL

-HSK /PR /01 Housekeeping Practices Management :
Rev.: 00 Date: 21-01-2019 Clause: 7.1.4 Page: 01/01

Activity Responsibility Stage Out put -
. Identify the cleaning duties based on total area of the /

premises and the importance of the location,

Ensure that the all the cleaning personnel are carrying out

their duties as per the schedule through Daily Rounds.

Process Monitoring & Measu rement
Measurement
Methodology

Count number of complaints

related to the housekeeping

each month

Frequency of
Monitoring

Parameter Indicator

Effectiveness of
housekeeping

practices

Incidences

N . L
o @ W TN i LR
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,

PARVATI, PUNE
ADMIN PROCESS MANUAL

SEC /PR/O1 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
0l Receive the material along with Challan / invoice / Bill from
) Jamadar. o=
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
Measurement Frequency of Document
Parameter Indicator R ibili
Methodology Monitoring PRI Retention
| Effectiveness of Count number of complaints N
s _ Security
material in / out Numbers | from departments related to Monthly Offi i =
. 1
movement C'D[ltl'Dl malerlai movement ek
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ANANTRAO PAWAR COLLEGE OF ENGINEERING & RESEARCH,
PARVATI, PUNE
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.
Sr. i -
No Activity Responsibility Stage Out put
1. | Based on cost of electrical maintenance incurred in the previous Laboratory Yearly Requirement
year, prepare estimate for the current year along with estimates of Assistant Estimate

(Electrical),
Electrical Engg.
Faculty, Office

new purchases and maintenance.

Superintendent
2. | Send the estimate to the Principal for approval. Office Approval for annual
Superintendent maintenance 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
Parameter | Indicator AT of | Responsibilicy | Docmment
e Methodology . P % | Retention
Monitoring
Office
: Superintendent,
Effective Calculate percentage of Every Electrical Approved
utilization of the % budget utilization Financial = budget and
Technician, .
budget (Actual / Budget ) Year iy expenditure
Electrical Engg.
Faculty
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Rev.: 00 Date: 21-01-2019

Clause: 7.1.3

Electrical Maintenance

Page: 01 /01

—— = '_---l_-;. e

Input Notice issued by office and Request/Complaints of electrical maintenance from various departments.
Sr. "y
No Activity Responsibility Stage Out put
0l Notice to be issued by office O,t e Rotigion _m Al
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 Laboratory 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
Parameter Indicator | Mesauremenl Frequ_enc.y - Responsibility Docum:e nt
| Methodology Monitoring . Retention
Effectiveness of Count number of complaints Lahnlratnry Electrical
Electrical received & Resolved related ASSISFam Maintenance
maintenance ek to the maintenance services Rl Yeany (Electn.cal), Register &
g Electrical :
services per semester Baculty Audit Report
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EM/PR/03 Earthing

_Rev.: 00 Date: 21-01-2019 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

5 Measurement Frequency of | e Document
Parameter Indicator 1 , y Responsibility .
Methodology Monitoring Retention
Laboratory
ey oy Count number of complaints Assistant
Earthing ; s
. Numbers | related to the earthing Yearly (Electrical). -
maintenance : ; :
maintenance per month Electrical
Faculty
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Clause: 7.1.3

Diesel Generator (D.G.) Management

Page: 01 /01

[Input | Requirements of Functional / Shutdown D. G. maintenance
I 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
]T)mpul | D.G. working for sufficient hours
Process Monitoring & Measurement
| Measurement Frequency of Document
. . R hility '
Parameter Indicator Mhnidology Monitoriug esponsibility Retention
Laboratory
Effectiveness of Actual hours of As and when - o'r ry
. Hours . : Assistant D.G. Log Sheet
D. G Services operational D. G. required i o g
. (Electrical)
Laboratory
i ) Before Every . g
iest] . Liter Percentage of Diesel . Assistant D.G. Log Sheet
Consumption usage of D.G. " _
| _ (Electrical)
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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 vear. | Head Computer Yearly Requirement
prepare estimate for the current year. Engineering / Note
System Admin.
02 | Forward the statement to the Principal for approval. Head Cemputer --
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 . D t
Parameter Indicator = = : _‘v Responsibility ucum-eu
Methodology Monitoring Retention
Effective : b
- . Caleulate percentage of Every ) budget and
utilization of the % et g s System Admin ;
budget utilization Financial Year expenditure
budget
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
in the college. Record the received complaint,

System Admin.

Maintenance Register

Visit the location: understand the trouble, do the necessary
repair work. Take trials and ensure smooth working and
resolution of complaint. If the problem cannot be solved
internally, inform to

System Admin/Head of the Department

Technical
assistant /
System Admin.

Maintenance Register

Indent

04

If help of external agency is required to solve the problem,
approach the approved agency with due permission from Head
of the Department/Principal, get the problem solved from the
agency, ensure for proper resolution of problem.

System Admin.

Maintenance Register

At the end of semester i.e. once in six months, compile the data
related to network & hardware failure, identify the major and /
or repetitive problems analyze the failures, decide necessary
corrective actions and bring it to the notice

System Admin.

Maintenance Register

06

Carry out the activity of Network maintenance once in a month
to ensure smooth functioning of the Institute Centralized
Network.

System Admin. /
Technical

Maintenance Register

07

Once the Network maintenance work is completed, take trial of

network connectivity and ensure smooth Service. Keep record
of trouble shooting steps. Submit the copy of maintenance work
done to concerned Head of the Department for information.

assistant

System Admin. /
Technical
assistant

Maintenance Register

Output | Proper maintenance of IT Infrastructure & Networking services
Process Monitoring & Measurement
" Measurement Frequency of o | Document
Parameter Indicator o Responsibility .
Methodology Monitoring Retention
y y Svstem
Effectiveness of Count number of complaints R ,
§ . Admin. / Maintenance
maintenance Numbers | related to the maintenance Monthly . )
. i g=35E 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
St
Input | To provide network security [v
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 ‘
Process Monitoring & Measurement l
. Measurement Frequency of o Document 1
Parameter Indicator Methiodoloiy Monitoring Responsibility Retention 1o
Effectiveness of Count number of complaints — ]
maintenance Numbers | related to the maintenance Monthly ysie -
: . Admin.
services services per month e
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IC/PR/04

Management of servers

Rev.: 00 Date: 21-01-2019 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 | Installati f S ; ti t ell 1l

nstallation of Server operating system as well as well | .. . N

application software g
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 :

System Admin. =

the proper usage of Internet.

Output ‘ Smooth execution of server services
Process Monitoring & Measurement
Measurement Frequency of Document
Parameter Indicator R ibili
Methodology Monitoring esponsibility Retention
Effectiveness of Count number of servic Sys
c. iveness Numbers oun ervices per Monthly yqte'm B

services month Admin.
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