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29" September, 2022
OFFICE ORDER

Sub: Process for Forwarding of Proposals by Kolkata and Kakinada Campuses.

It has been observed that various administrative and financial proposals being
forwarded by Kolkata and Kakinada Campuses are not routed. through the concerned
Sections/Divisions. This results into delay in timely disposal of the proposals.

In order to streamline the process for timely disposal of proposals forwarded by Kolkata
and Kakinada Campuses, it has been decided that both Kolkata and Kakinada Campuses
need to forward their proposals to the concerned Officers as designated below with a copy to
Section Officer (Coord) for expeditious processing and timely response:

S. No. | Proposals Designated Officer
1. | All Project related and General Administration Matters DR (P&GA)
2. | All Maintenance and Construction related Matters Institute's Engineer
3. | All HR/Service Matters SAO (E)
4. | All Financial Matters DFO
5. | All Entrance Examination and student related administrative | AR (Academics)
Matters

This issues with the approval of the Competent Authority.
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(Dr pta)
Registrar

Dean
Head (Kolkata Campus)
Head (Kakinada Campus)

Head (Computer Centre)- for uploading of the orders on the website
DFO

DR (P&GA)

SAOQO (Estt.)

All Assistant Registrars/AFO
Institute’s Engineer

10. All Section Officers
11. Hindi Officer: for issuance of order in Hindi
12. PS to Vice-Chancellor: for information of VC

KOLKATA CAMPUS : 1583 Madurdaha, Chowbagaha Road, Ward No. 108, Borough XlI, EM-bypass Road, Behind Ruby Hospital, Kolkata 700107

Telephone : 033-24432451, 24432452, 24432453 Fax: 033-24432454



