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Main tenance Housekee IN and rite-off Polic

fMa w rk fPh ical Facilities:
eso IN tenance
The Department which ls ln need ofrepair and maintenance work has to rcgister a writtencomplaint to the principal through respective HOD. Thc details of lhe maintcnance workneed to be mentioned.

il:.,il::t"""""e 
must be executed by the manufacturer of the equipment as far as

Policles of Academic and Sun ort Facilities:

Utilization and Maintenance of Computer Laboratories:

3. Maintenancc person inspects the site and completes the task.4. Ones the task is completed, ffr;.Lab 
1_cfrarS" 

,*, irr":"0 Completion report.5' Bill is generated and processed through the in"J-"J urtrroriti.s and fbrwarded throughPrincipal for final payment.
6. All monthly maintenance bills are brought to the notice ofthe principal.7' The conege has Annuar Maintenance cont *t" ro. s""rri-ty and housekeeping.

Polici
i

2.

Utilization and Maintenance of Class Rooms:

1. Classrooms are allotted
2' concemed deo""-.;;:'*T;,[:Iff:,ifff]]. tn" -ui,t.n,nce ortheir crrss rooms.3' Department Head, informs the. coo.* -uiot"r-""',i".ro, ."rurding maintenance andrequirement of repairs / cleanliness.

Utiliza6oo and Maintenance of Laboratories:

l. Laboratories are allotted for practical session as norms ofapex bodies.2' Standard operational procedures for handling vu.iou, 
"h"micur., 

equipments andinstruments are to be strictly followed.
3. Dead Stock register is maintained and updated regularly.4' Dead stock verification and inspection has to u. Jurri.a ort uy the departments at the endof the Academic year.
5' The maintenance of laboratories equipments wilr be taken carc by raboratorv In-chargeand the Technicar assistants of department in 

"ur" 
or'.-io*?ra.. ii'.;r,rlljj'*"maintenance is to be carried out by 

"rt.-ut ug.r.i.s as far as possible by themanufacfurer of the equipment.
6' Old and outdated equipments, chemicals and instruments are discarded by standardprocedure.

The computer raboratories are allotted to the departments as per curricurum requirementof SPPU; Respective Heads of the a.port 
"ot 

p..pur. inl"."n"oo,", for allocating the



computer labs to the students as per the timetables.
2 The maintenance of computer laboratories are taken care by laboratory In-charge and the

Technical assistants of Computer Engineering take care of the repairs and mainLnance of
all computers. If required the maintenance is carried out by external agencies.

3. For maintenance of Computers the lab in-charge forwurtls the ccrmpiaint through the head
of the department of concem department to Head of computer Engineering Department.
The Head ol Computer Engineering Department instructs the technical assistant of the
department to execute the maintenance process.

4. All outdated and under confignred computers are disposed.
5. Additional requirements, ifneeded are processed by the concerned Head ofDepartment

during budget proposal through the principal.

Utilization and Maintenance of Library:

l. The book list requirement is received from the concemed department through the principal
as per their curriculum modifications and as per the variation of intake or any relevant
reason.

2. The students are instructed to get an Identity card to access the library.
3. Each student is allowed to take four books for the period of 15 days.
4. Each faculty borrows 8 books for each semester.
5. Ifstudent fails to retum the book in time, fine has to be paid by thc shrclent.
6. During maintenance if any books are found missing through students / faculty they are

fined as per the cost ofbook.
7. The functions oflibrary book borrowing and lending etc. are monitored by libraru

software.

8. Students can utilize the library daily on all working hours from 10.l5 am to 5.00 pm as per
their timetablc and beyond rvorking hours any one carr access up to 6.00 pm.

9. Library reading room is open for extended hours during Examination period.
10. All stafl and student can access online joumals and magazines through Digital library.
'11' Periodically, conditions ofall the library books are monit.red a,d old books are

maintained by binding the books ifneeded.

Pol icv for Phvsical Infrastructu rc:

1. Maintenance head prepares the routine and preventive maintenance schedule for all
physical infrastructures and allocate duties to the respective staff

2. The maintenance schedules are executed with the support of extemal agencies.
3. The consolidated report of the rnonthly maintenance is recorded by Administrative

officer for reference.

Policv for rvrite-ot1':

l. Equipments which are beyond repair or have lost functional signilicance are intimated to
higher authorities though the Heads of Department.

2. The status ofthe equipment is checked by the committee appointed by Principal and

conveys the decision for further action like repair from outside agencies or write-offto
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higher authority.
3. For write-off of equipment, DSR records are updated by respective lab In-charge and

samo is authenticated by Head of Department and princrpal.
4. Accordingly such equipments are write-0ff at with permission of Managemenl andPrincipal.
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RHSCOEMSR

QUALITY PROCEDURE RHSCOEMSRi QPR/EPPS

EXTERTT-.{LLY PRO\TIDED PRODLCTS & SERYICES

Purpose:
To insure quality and quantity of material, equipments/ instruments, books. journals.

periodicals, stationary. furniture, compuler peripherals and other ilems required ftrr'

establishment services as per need raised by office and diflerent dcpartments frtrttt

Approred Vendors/Suppliers al competlli\e prlces.

Scope:
Materials including capital items and consumable items used for teaching lnd training

purposes and services including Teaching and Examinations

3. .Responsibilitl l

College Level: Principal and the Purchase Committee

Noteiinstitute shall follow the Purchase procedttres laid dos n b1 ol the

Gokhale EduCation Societ-v.

Constitution of Purchase Committee
. Principal - Chairman of the Committee

. N,lanagementRePresentative.
r Concerned Head of the Departnlent (ln\ itee)

. Registlar/ office Super.intendent/ Accotll]tant _ Secretal\ oi lhe Collnriltee

'l'r pts ol lte ms

A, Capital ltems
. Inflostructure derelopntent llerns t'eqLtircti l()I aollillucliirl'1. e\1ell\lrrll rtll,i tc|.r:t'

ol build ing
. \lnchiner'] and EquiPncnt

' FLrr.nitltre- Tables. Chlils. cLlllbrrirl'ti: bcll'hc\ el'
r | 1f'r-n [no\.
. Sporls \late:iai .t eilitiPnlent

Il. Consumable ltems

' Strlionet) . CompLttcI Per ipllcr'tl'

' Pl nlill- 'l lll'\\(l \"o\'
. -i-eaching \laterill: Chllk. I)ttrtcts ltlrnsPlLrctleles

\latkels and Skelch Pens etc

' Otlre r Jil',-lr'.u,1,. l.,b 1.,t, rt l".L,ll. llr.lll'.

or c|he :ril 1-rt,rlt.tLrr r{ )lil'

C. Sources of Futlds
. Budgetaf) prorisitlns ltrt dtlJctrltl tlctlt' hlLrc'l nlr l!cs '''lie'lrL Ll

. \ljra. ReCciplS -Sllc,,1 i,lrl lr.\r,.:rirl)cr\ ,,Li lLrlrriLLrlc irrlti '.r.1| ilrlll'

l). Source-\ of Purchilse, S.l\ i. c'
. I-o!rl,Slilla l-er.-l \rLit"ll rl I (" 'l lrrll'irrLii"rrirl l-'\irl

Sunclr.v lequirement oi the Oliie e und other def arttrlent-'

Edilron Date a1'07 241/ = z')
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Edition; 1

RHSCOEMSR

QUALITY PROCEDURE RHSCOEMS R/QP R/EPPS

EXTERNALLY PROVIDED PRODUCTS & SERVICES

F, NIodes of Purchase rif Products and Services. Consumables Items from Jocal approved r,endors/suppliers as per purchase ri
Gokhale Education Society after approval of Director projects.

. Other ltems as per purchase rules of Gokhale Education Societv after appror al
Director Projects.

4. Inputs:
L Depanmental reqLrirements. purchase stanriards. Specrfication and Nornts
2. BudgetarY Pror ision and av:rilabilltr of lunds

- -i. Standard-s specilied b1, ISOITSl crc.
.1. Unirersit Act-s .Lnd SrarLres. Clokhrle Education Socictr.

5. Procedure:
l. The llead of rhe Departm..nt shall c.nr ene a nteeting of the mcrnber.s ol Departnttitr :

prepare thc Purchase reqLtirernenl rlter takjn-s irlto.onsidcration the Dc]:rill t Ine nlit I Irc..
budgctar\ prolisions and stock posirion.

2. l{ead ol the Depanment shail be responslblc ro keep a recorcl ol ull such lneetjus-
convened for PLuchase reqLtirctneltts. These nteetings shall bc hslLl .r Lht hcgLnlin--,
each term and it neces-sarl rs lrrl uher rcqriired

3. lnstitute s Purchase committcc relilies the need iirthe pltrchasc. bud.gcttrr prl\t\iLtri
and arailabilitv oifunds and decides nhethel to ilppto\e purchlse r.equiiili(rn lr nit.

-1. Itcms costjng more than Rs.50000i teqLlled br thc clrllele \llall -!et pri(rt \tLrction i.
thc Gokhalc Educatior Societr. For this pLufo,sc. Principll ol lhc concelncLl rLrlicl.
should state their requiletrcnl uith speciiicatron\ and tentati\a unrrrunl fc,r :Lrrr-
pur.chase.

,5. The enquiries iue ,\ent lo RcpLrte cl,' Appror ecl !e ndorslStrppltcls thfr,Lrch LlirIrr:i
sc.tior'l of thc InstitLrte.

6. E\xluetion ol rcnclors,/:Ltpplrers Sclection oi \-crtrir-rt:,'-supplicrs i: rlLrite rlttr ,,q:::, lrt
thcir creilrhilitr/reli:rl,ilitr u itlr rcicrcnie ro

. Financirl .\bilitr to iompli the irrrlcr

. Ilcputation ir tl.rc \l.rrket

. Pasl PertLrrinence

. Relutlon u ith the Collerc

. Reliabilr t r

. Qualitr oi lrlateli:rl

. Tirnch Delivcr)

. .\greenent or t eriiii'rtion rrti)rr.rrl'

. Irrorisiors for settle:reri in qLlrlitr tlirpLrtes

. Pr.icc

. .\iter Sale Ser r ices

ErllLrationof rcn,:lols is bi:rd i,r i-]]ol]rt .c:rlc -i1= E\cellert. i-1) = \'er', Clooil
ilr = Good. rl) -A\err!re. il r = Belo\\ .\\eirre

I Thc irstitutc shcruld kccp :r lj\l .i llJ-r1o\eil .Lil:l:lrrr'-r .rnrl perrr,.Jiirr) r.l(\.\illJrt i,l
.,1: .p1l ...r.11.,

Ed lion Date U:AT i2A17 Rev No : 0 ReV Date PaE
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Edition: 1 QUALITY PROCEDURE RHSCOEMSRi OPRi EPPS

EXTERNALLY PROVII]ED PRODUCTS & SER\IICES

8. Purchase Order shall specify the following details:

Type, grade. class, pl'ocess requirement, inspection instr-uctions or other ptecise

identifi cation/ specification
9. All the quotations/tenders are received b,v the Principal's Office and sent to Purchase

Cornmittee
10. Purchase Committee headed by Principal opens the quotations.

I1. The comparatiYe Statement and Iendor rating is done. Purchase Conmittee rerilies end

scrutinizes the terms and conditions and approves rate for purchasin-s.

12. The quotalion approved b)' the purchase committee is placed before Principrl for

procesf rn8.

13. The Princrpal shall instruct the Office through Registrarlo place the putchase order and

- copy.of the purchase order is send to the concerned depallnent.for reference'

14. The Principal shall keep the minutes of Pmchase Committee nrccting'

Receipt of materi.rl and pal nrent to the \ €ndor
1. The ntatenal is receired br the cottcernecl lleacl ofDeplitnicnii Oiticc ReSi:lriir'OLtr.-'

SLrperinten.lent throllgh the Principal/ Regislritl/ IIead ol th' L)eprlrtr.rl'nl'

2. Thc supplied material lsLtspectcdL-Iestcd,/Demonstlilied/InsirlleJirrcrr[tertrcil
department,/lab/ section and then a \1aterial R..eill RcpirrL Te:t' In'l'rilirrir'Jlt'r'"r

Installarion Report is preparecl b1'the c(rl'rcer D..l Ilead ci Llc Dcpatttllitrl .rrrrl I i.h rr.iL
Expert \\heneret'necessarY t',hich is folri udetl to Lhe Pllncil-'ll ltnrl ioi-r'c' 

'Lfi 
::lli lLl

. Pulchase Dcpartment lor conlllaline r"liir PiLIih:L-sc OralL-r illltl 
"'1'1;1111 

llt" lili
Prtrch ilse Rcgi-\ler

. The Originli Cop! is sent Ir, 't rrc. dtf.rrllrr(llt I I crllelrl I ltlt" Slt'ck Ilcgr'trr

. Cop) js sent tLccoLlrts tlcP.iltlncrlt lLrr atlilcllins il\ all a\ialcll.c ol l'i!li'l lil!1

c0rrcclness
r The lourth copl is kept b) lh. r,.uett rr-l rj('|.rrtllleill I I lLLlrrre rtltrtnec

3. The info|ntati0n rcglr.ljng the supPl\ oi nlrl.rial / qLrrlll)l\'qurLlitr :i' |.r \i-r.!ijr!.rliiirl

is senr to thc Pnncipal 1(r cllillrlc hittl 1o clelrl the llil\nlent ln the \ cll(i('1 l\ Illr
P'.r-l-.,', Slpl r\ J: r(. .,-rlr.

1 Ilthe matetial tecer.ed i\ [OUnd ]rol r: paI \Pcarii.lltion: tnJ rlottll: ij llli 1,Lrt.rrr,..'

ordetdLtling Te-sLing/ llrsPecli.'t-r,'lrlstallatii'n irt lftet trb:etr irl! (rIt-r'rli'rrrill

1-.eI]oIma]]ce. lt lri]] he l.etLrrned t0 lhc \'.lld1]li 5Lrpplicr, lnil (I(li,Li ]1|L.l]ll \.]1. ].

PIeP:Ll ed.

. Recurring and \liscellaneous Ptlrchasc (Ctitlsunrables Purcha-'e I

l-o nreet ihe ca,sttal lnd dar rll dlr laqLiilenlcrlL ol llbl'dcprrrt rr'Lll rLLr"'l trL I l

Illorr -s .\ilr l:tce AllloLlnt ol] $hich tlle piltclrltse cln l'e ttrli'lt r"itllLrLtt Jilr LlLlr'l.LllLrll

I Editlon Dale . a1iA7 t2017 Rev No . 0 Re',. Daie

lssued b

I ( l\l R ) :

Approved lry
(Pfincipel ). .- .. 4t-

RHSCOEMSR

Note: For Items costing above Rs.50000/-, after purchasing is or er copies of qLlLrlation \\ ith

Comparative Statement along \\,ith the purchaSe committee lcport shorrld he strhnrittetl lo the

Gokhale Education SocietY,-
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RHSCOEMSR

QUALITY PROCEDURE RHSCOEI/1SRi QPR/EPPS

EXTERN.\LLY PROVIDED PRODUCTS & SERVICES

6. Outputs:
1. Purchase Report

a. Department wise
b. Duration wise
c. Item wise

2. Purchase Orders
3. Stock Registers
4. Test/Inspection Report
5. Installation Report

7. Records:
Purcha,se R?quisitions,receir ed frLrm iliilerent departments
f on'olrJ;tcJ PLrr.hnye Re.ltti:tt' n.
ReqLr<.t to .cnd Q". t,trnn'
a ^n,lJ tt.\ ( Sl"l nlcnt

Pluchase Orders scnt to lariou: \enalors,'sLlppliai.l

List oi -\ppro\ ed vendors/sLrppliels
Delir err Challans
Inr oices
Goods Rccr-rr cd Note
Goods RetLrrncd Note
Stock Registcr
Purchase Registcr

8. Ileasurements:
1. Qualitr Standard s Norrns b-r' 1SO. ISI
2. Timelr sLrpplr

-3. Cr.rntpetr tir e Plice
I Testing, Instrllation and Dettionrlratron Repotl

5. Oper atlonal Perlorntance Reptrtl

6. Opelalionalr \\'helhcr lt is ri orking pt'oper'1r ol llrrl ili l.r. nlenliorreil

l. ('onrplr atir e Statenleltt

Gr.ridelines for Purchase Process
Depending uptrn need. Lugenc). co\l :rnLl buclleterr pr.c,,.isroDs tlre IrLrillltsc arirrntitlL'. \hlj I

lollou the iollol in-s gLrideline-s

L Inr jte Quoi:rtiLrrl\ fion'i app't,:red renciols,'sLtpllliels
' \.(rl L'(-.rql^ldll ,n . rrr.l ..lr ' "l
-1. Short Iistlnc ol thc t enclors,/sLtppliet's 1-or lirrlhc:. nesolillitrrl
+. Nesillatalernrs:tndconditionsolpulaha-\eaLrtltrlal\\iththa\ho|l-li:te(l renrlLlrs,:Llffliei:

i Place ordcr
6. Inspccticrn ol inconring ntatcrial.
I .\ccepl L,t telccl Illatet'ill .ttpPlreil

\ote: fhl PIillciprl or Herd Ltl-the IIl\trlulii)r :h;rll ohtr 1l; 11.16iirr''. rllr:,rrL'r;rl ': frL rrrIr lrr,Irr

tir,r (,lkh:rlr Educiilion Societr t,. flo.e!! l-rLrlillil!. \lrJer'.

Edition Date 41,47 i2417. Re'; No. 0 Rev Daie Page 4 of

Approved bv
( Pr ncipal I :

lsaii:,,lssued by
( l"lR )
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RECORD TABLE

Locati0n lnd€\ini Saiel\ &
SecLrrit\

Chrcnoio
gicrl
ordct

Ceriat al

Depi File
Requisition

File
Ceneial

Uc nL'rrl

( icrrer;,1

(ien.rirl

Hard
Cop]

Quot:rtion
File

H ard

Cop]
PuIchase

Ord.r

5 Yls

5 Yrs

_i Yrs

l\'l

Cctncer nccl HOD
olli ce

I{ard
CoP)

Concerned llOD
o1llce

lllrd
(-op,y

Concerned HOD
office

\ .ndor \ Fll.

lnroiic Fiic

DcPra,1n,"r,t

Crrrrr u l
ln\ oices

SIo.k Req
Concer ned HODr'

otl ic.
HrLr J
( opt

Ve ndor
E\ illLrirtion

H:irLl
( opr

a\ irlfirl ii)
lr. e

I Edition Date . 01107 i2o17 Rev. No. : 0 Rev Date

lss u eci

( t\,iR )

Approved by
( Principal ):

Edition: 1 QUALITY PROCEDURE

Record
ID Record No Lile ol

Record

Responsibilil) of
record

Ilaintenance
\ledia

Purchase

Order
5 Yls Oltl ce

Sup/Registrar
I lard
Copy

PLrrchr:e Filc

Concerncd HOL)
trftlcc

I )',r
Ilrrrd

1] opl

Quotations
red.

Concerned HOD
office

Purchase

Order
5 Yrs 'Concerned IIOD

olfice

) \r

Delrr crr
Chr llrn

Used o_r

lCriner

RHSCOEMSFYQPR/EPPS

EXTERNALLY PROVIDED PRODL]CTS & SER\'ICF]S

Purah]\c I rl.

lhrd l

copr i

;

Lciai:ll

Request to .

send

Quotation

5 Yrs.

Lisr of
Vendors
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QUALITY PROCEDURE RHSCOEMSR/QPRi |llMDV

NIAIN'IIINANCE OF NIEASURING DE\.ICIS

l. Purpose:
To maintain the functioning of Devices including Instruments. Computers. etc.
laboratories during regular practical and at the time of practical exantination
satisfactory level with required accuracy.

used in
to the

2. Scope: All laboratorjes and Workshop

3. Responsibility:
HOD, Workshop Superintendent, Practical lncharge and Laboratol\ Incharge of ll.rc concer.ned
Laboratories,

il. inputs:
. List of InstrLrments. equipment u ith spccihcation: &
. Cl.r.. ir i:c p :cri.al ti:r
. Class $ise time table for rcgular praclical.
. Li-st of renders Ibr repatr-ine uork.
o Cia:s t ise time table pLactic:rl c.raninalion.

identilication detrils

5. Procedure:
Dillerent departnrents irrolrrng laboralor\ \\olk iirll..',i Jjilcrer r I L,-.r rLrr.
The plocedures are lrailabLe in the respecti\e (ieflrll'taitli

6. Outputs:
. List of instrumcl,]ts. c'quipmcnt. cor.rprrtar s. eti i\ltll xpdlte'i tiL!i \\iih riric citltr;

r'. orking or not u o: king
. List ol inslrunr.llls. equipD)enl & corrputer': ieqLri|rd lnd irrrillrl.lc

7. ltecords:
. NlaintcnaIccrclrslcrs.
. Rccold of tlre erl.,enses incrirrecl 1or tl.ra repel5

ti. Xleasurements:
. NLrrrber ol times lhe instrunrenl. dcrrcc flrl t(-rferlfinr sitti'1.rrloi\ \i,rrkiirr.
. Comparison of act,-uil cxLrerscs uith hudgeteil tLr\,. iliJs lile replir' :,nii nrilllclrrl!a ('l

the irslrLlncnts. equ iPment

Edltion Date . A1107i2A17 Rev. No.: 0 Rev. Date PaEe: 1 of 1

ssued tt, Apprcved [,_v
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