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OFFICE ORDER

Sub: Standing operating procedure {or the meetings of Authorities of the Institute
and their mainienance of records. !

the Vice Chancellor has the power to convens or
f varigus authorities of the
icale his decision to the Non-Me:

<y

will 1o furs o actico I0T 1

A posals relating to academic matters shall be processed through the Academic
Council, while that of financial meatiers through Finance Commitiee, 10 the Board of
Meanzgement

5. Onreceipt of matters, the Secretary shall consolidate them and put up the meeting file

/ice Chancellor for fina] approval of the 2gendz matters to be circulated aleng
lor, the Secrelary shall ensure

s
18 ¢ 5 | i’

with meeting notice. Afier approval of the Vice Chance]l
its dispatch.

6. The files of matters approved for incorporation in the agenda, shall be submitied 1o
the Secretary of authority for the purpose of perusa) by the auvthority at the time of
meeting. All the files shall be page-numbered with due reference. -

The Secretary shall take photo copy of extract of agenda potes and note bearing
approval of the Vice Chancellor 10 the note and keep it in the meeting file.

e

§. Based on all the approved agenda matters, notes and documents, the Secretary shall
. % . - - o’

be responsible for compilation of agenda papers and authentication of agendsz no;es_

ihereis through his signatures : ' :
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