ROUTING OF FINANCIAL ADVANCE APPLICATION

FACULTY
A 4
HoD
\ 4 A 4
DEAN (P &D) DEAN (R&C)
Advance from other than R & D grant If advance to be taken from R & D grant
A A 4
DIRECTOR

A

DR (ACCT)




ROUTING OF ADVANCE SETTLEMENT

FACULTY

DR (ACCT)




ROUTING OF STIPEND RELEASE

COORDINATOR /FACULTY

HoD

A

DEAN(ACAD)

l

DR(ACAD)

DEAN(ACAD)

\ 4

DR(ACCT)




ROUTING OF APPLICATION FOR ATTENDING MEETING/EXPERT LECTURE/ OTHER
ACTIVITIES (i.e NBA, University, AICTE visits)
WHERE NO TA/DA IS REQUIRED FROM INSTITUTION

FACULTY

HoD

A 4

DEAN (Acad)

If during Academic Session

A 4 A 4

DEAN (FW)

A 4

DIRECTOR

\ 4

AR (Admn)/OSD (Estt) for O/o




ROUTING OF APPLICATION FOR ATTENDING SEMINAR/ CONFERENCE/ WORKSHOP
ABROAD

FACULTY

DEAN (Acad)

If during Academic Session

A 4 A 4

DEAN (R & O) DEAN (P & D)
If funds are required from R & D grant If funds are required from other than R & D grant

v

DEAN (FW)
A 4

DIRECTOR
\ 4

CHAIRMAN
A

AR(Admn)/OSD (Estt) for O/o

A 4

Faculty to display his paper on NB
and send a report to Dean (FW)




ROUTING OF APPLICATION FROM ATTENDING SEMINAR/ WORKSHOP /
CONFERENCE IN INDIA

FACULTY

HoD

l

DEAN (Acad)

If during Academic Session

A 4 A 4

DEAN R & C) DEAN (P & D)
If finance from R & D grant If finance from CPDA or other than R & D grant
4
DEAN (FW)
v
DIRECTOR
\ 4

AR(Admn)/OSD (Estt) for O/o

A

Faculty to display his paper on NB
and send a report to Deam(FW)




ROUTING OF LEAVE APPLICATION (except CL)

FACULTY

AR(Admn)/OSD (Estt)

Ffor checking balance of leave

AR(Admn)/OSD (Estt) for O/o

NOTE: 1. CL record shall be maintained in Department and Final tally to be submitted to Dean (FW) at the year

end.
2. If leave is not approved, faculty will be intimated accordingly.
3. CL application of HoD, Deans, Sectional Heads will be submitted to Director through Dean(FW)

4. All the leaves shall be entered into the movement register.



ROUTING OF REQUIREMENT FOR DEPARTMENTS
(i.e. Purchase of equipments etc)

FACULTY / COORDINATOR

A 4

HoD

\ 4

AR (Store Officer)

for procedure for purchase if approved

A 4

DEAN (P & D)

A 4

DIRECTOR

A 4

AR (Store Officer)




ROUTING OF REQUIREMENT FOR DEPARTMENTS
(i.e. mew civil works, etc)

FACULTY / COORDINATOR
\ 4
HoD
v
FIC (Construction) “—> Engineer
For tentative cost, feasibility
study etc.
\ 4
DEAN (P & D)
v
DIRECTOR
v
Engineer




ROUTING OF REQUIREMENT FOR DEPARTMENTS
(i.e. new Electrical works, etc)

FACULTY / COORDINATOR
v
HoD

\ 4

FIC (Electrical) «—> JE (Electrical)

For tentative cost, feasibility
study etc.

v

DEAN (P & D)
A 4

DIRECTOR

\ 4

Jr Engg (Elect)




ROUTING OF REQUIREMENT FOR DEPARTMENTS
(Repair to civil works)

FACULTY / COORDINATOR

A 4

ENGINEER

To undertake the work after discussion with
FIC (const.) if involve more costing

\ 4

AE/JE (Civil)

\ 4

FACULTY (To verify)




ROUTING OF REQUIREMENT FOR DEPARTMENTS
(Repair to electrical works)

FACULTY / COORDINATOR

\ 4

AE/JE (Electrical)

To undertake the work after discussion with
FIC (Elect.) if involve more costing

A

FACULTY (To verify)




ROUTING OF REQUIREMENT FOR CAMPUS RESIDENTS

(Repair to civil works)

FACULTY

A 4

ENGINEER

To undertake the work after discussion with
FIC (const.) if involve more costing

A 4

AE/JE (Civil)

A 4

FACULTY (To verify)




ROUTING OF REQUIREMENT FOR DEPARTMENTS
(Repair to electrical works)

FACULTY / COORDINATOR

A 4

AE/JE (Electrical)

To undertake the work after discussion with
FIC (Elect.) if involve more costing

A

FACULTY (To verify)




ROUTING OF APPLICATION REGARDING GRIEVANCES

FACULTY
v
HoD
v
FIC (GRIEVENCES CELL )

v

DEAN (FW) <+ AR(Admn)/OSD (Estt)

for comments

v

DIRECTOR
A4

AR(Admn)/OSD (Estt) for na




ROUTING OF APPLICATION FROM STUDENT RELATED TO ACADEMIC WORK

STUDENT

A 4

FACULTY ADVISOR/
SUBJECT TEACHER

HoD

A 4 A 4

DEAN (Acad) DEAN R & C)
For B. Tech For M. Tech (by Res.)/ Ph.D

A 4 A 4

DIRECTOR

A 4

DR (Acad )/ AR (Exam) for na




ROUTING OF APPLICATION FROM STUDENT RELATED TO NON-ACADEMIC WORK
(Gathering, Sports, other activities)

STUDENT

A 4

PIC/ HoD If related to department only
PIC/Sports Officer for Institute

A 4

DEAN (SW)

A 4

DIRECTOR

A 4

DEAN(SW)/PIC for na




ROUTING OF TESTING REPORT

COORDINATOR

DEAN R & C)

\ 4
HoD for na




ROUTING OF CONSULTANCY/ TESTING APPROVAL LETTER

COORDINATOR

COORDINATOR for na




ROUTING OF ALLOTMENT OF QUARTERS

FACULTY

FACULTY




ROUTING OF REQUEST LETTERS REGARDING EXPERIENCE CERTIFICATE, FOR

PASSPORT OR SIMILLAR

FACULTY

A\ 4

HoD

A\ 4
DEAN (FW) > OSD(ESTT)

A\ 4
FACULTY




ROUTING OF REQUEST LETTERS FOR INSTITUTE CAR

FACULTY

REGISTRAR

To inform the faculty if car is
not available




ROUTING OF REQUEST LETTERS FOR GUEST HOUSE

FACULTY

A 4

HoD
IF OFFICIAL

A 4

FIC(GUEST HOUSE)

\ 4

GH

to inform the faculty if accmn
not available




[ Chairman Board of Governors ]

[ Director

[Deputy Director]

l

A

y

Persons

A 4

[

Faculty

(FIC)

In-charges ]

Chairman of

Grievance

L Committee )

Chairman of

Store Purchase

L Committee )

f )

Chairman of

Information
Technology &

\_Communication /

Chairman of
Education
Technology &
Library Science

. — -
Distance Edu.

Programme
~————

(cer 2 o~ 1 )
Water Coolers
& ACs’

maintenance
~—

Training &
Placement

s

Electrical
Maintenance

EPABX

Vs

( )
Telephone &

~N

New

Constructions
.

J

( Network &

Decision

kSupport System 1)

A

Deans

Academics H

4

Asst. Registrar
(Exams)

Deputy
Registrar

(Academic)

Asst

. Registrar
(Students Affairs)

4[

Asst. Registrar
(Internal Audit)

A 4

Registrar

A 4

HoDs

.

( )
Asst. Registrar

Stores

J

-

(Medical Officer\
(Health Centre)

J

Vs

-

Executive

Engineer (Estate
Maintenance)

Planning & Deputy
Development Registrar
(Accounts)
Asst. Registrar
(Accounts)
Faculty Asst. Registrar )

L

Welfare

i

(Estt.) J

Research &
Consultancy

Students
Welfare

J
[

Chief Warden][ Warden ]

(Hostel)

Asst. Registrar

Security
Officer



ACADEMIC DEPARTMENTS

[ Director ]
v

[ Deputy Director ]
v

[ HODs ]
v
v v v
_[ Professor ] [ Prm::‘l“p;al Tech. ] [ Programmer ] [Technical Officer]

_[ Associate Professor ]

—[ Assistant Professor ]

—[ Technical Asst. ]

—[ Supporting Staff ]

—[ Technical Asst. ]

—[Sr. Lab. Asst./Lab. Asst.]

—[ Technician ]

Work Asst.

_[ Supporting Staf ]




ACADEMIC SECTION

( Director )
( Deputy iirector )
( Dean (AiLademic) )
( Deputy Registfar (Academic) )

I | .
v v v v

Y Superintendent s ting Staff
[ Asst. Registrar ] [ Asst. Registrar } [Sr. Tech. ASst.] [ upermtenden ] [ upporting Sta ]
S )

(Exam) tudents Welfare (Acd. ¢

[ Stenographer

v

[ Sr. Asst./ Jr. Asst. ]




ACCOUNTS SECTION

Director

Deputy Director

]

f Faculty In-charge )

Electrical
Maintenance

(.

Jr. Engineer
(Electricall

J

—

Dean (P&D)

—

(.

f Faculty In-charge

Deputy Registrar ]
(Accounts)

L

&

(. a N\
New Construction

J

-

Executive
Engineer

~

(.

Assistant
Engineer (Civil)

(.

Jr. Engineer
(Civil / Elect.)

J

Asst. Registrar ]

{Annnintc)

Asst. Registrar

(Trntarnal Asndis) ]




ESTABLISHMENT SECTION

[ Director ]

v

[ Deputy Director ]

v

Registrar ]

v

Asst. Registrar (Estt.) ]

v

v

v

A 4

[

Superintendent
PA to Director

)

Stenographer

v

] [ Sr. Asst. / Jr.
Asst.

] [ Supporting Staff ]




ESTATE MAINTENANCE

[ Director ]

v

[ Deputy Director

v

Registrar

v

Executive Engineer

. | v .
v v v

[ Asst. Engineer ][ Work Asst.(SG-II) ] [ Jr. Asst. | | Supporting Staff |

¢ Sr. Work Asst.
Tech. Asst (Sanitarv)
[ Jr. Engineer




HEALTH CENTRE

Director

v

Deputy Director

v

[ Sr. Staff Nurse

Regigtrar
v
Medical Officer
\ 4
v l
Pharmacist ] [ Supporting Staff

)




HOSTEL SECTION

Director

!

Deputy Director

!

[ Registrar

)

v

|

Asst. Registrar (Hostel) ]

l

A 4 A 4

A

y

A

y

[ Superintendent ] [Sr. Superintendent

(Girls Hostel)

1 [ Jr. Assistant ] [ Supporting Staff ]



LIBRARY

Director

v

Deputy Director

v

Registrar

v

Asst. Librarian

A 4

v

v

v

[Sr. Tech. Asst. (Library)] [

Sr. Library Asst./
Library Asst.

] [ Supporting Staff ]




ELECTRICAL MAINTENANCE

[ Director ]

v

[ Deputy Director ]

v

[ Registrar ]

v

[ Faculty In-charge ]

Rlantrical Maintananca

v v v v

[Jr. Engineer (Electrical)] [ Technician (SG-II) ] [ Jr. Asst. ] [ Supporting Staff ]




SECURITY SECTION

[ Director ]

v
v

[ Registrar ]

A 4

¢ v ¢

[ Security Officer ] [ Asst. Security Officer ] [ Supporting Staff ]

(Security)




TRAINING & PLACEMENT DEPT.

[ Director ]

v

[ Deputy Director ]

v

In-Charge T&P

v

[ Asst. Registrar (T&P) ]

A 4

v v v

[ Stenographer ] [ Jr. Asst. ] [ Supporting Staff ]




COMPUTER CENTRE

Director ]

v

Deputy Director ]

v

[ Chairman (ITC) ]

v

[ System Manager ]

A 4

' v l

[ System Analyst ] [ Sr. Tech. Asst. ] [ Supporting Staff ]




STORES SECTION

[ Director ]

v

[ Deputy Director ]
v

[ Registrar ]

v

[ Asst. Registrar (Stores) ]

v
¢ ! ¥

[ Superintendent ] [ Sr. Asst. / Jr. Asst. ] [ Supporting Staff ]




ADMINISTRATION SECTION

Director

v

Deputy Director

v

[ Registrar ]

v
v v v
[ Jr. Hindi Translator ] Sr. Work Assts. Supporting Staff ]

(Drivers / Telephone
Optr.)




