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Phone No(O): (02766) 220419, E-Mail: principalkdp63 1 @gmail.com, Web:
http://www.kdpp.cteguj.in

KDP/Office Order/2026/ 1 22.%

Office Order:
In addition to academic main duties here by the faculty members are assigned additional duties as
per table given below for the smooth operation of institute. All are informed to complete the assigned tasks
within time limit and report to the undersigned. Maintain records properly in hardcopy and softcopy. This
order is to be followed immediately and remain continue until it is revised.

Date-27-08-2026

1 Head, Human Resource (Faculty & Staff): (Shri H. C. Parmar)

Sr. . Convener & ; <
Portfolio Members Major duties
No. Co Convener
- : : R L Revadiwala (L ENG) = ;
B NTT
1 Administrative officer H A Darji (LMATHS) apodhan rAll Administrative works
s Coordinate timetable related works
among all departments including bridge
Institute Time table courses.
iwal t. Work
2 and Overload/work i, Re\{adlw.a 2 rohe i T o i e @ To ensure that timetables are displayed
: K A Prajapati (LEE) Order -
load committee prior to the commencement of term.
All overload, workload, and timetable
T related works.
o All court case related works of institute
and assigned by DTE
; : ®» Compile, verify and validate concern
: Admin Office s
3 Legal Matters J B Bhati (LEE) o IC. ; information before submitting to DTE /
Account Officer
other ‘
e Ensure to complete before given
deadline.
Reply satisfactorily to the grievances
P P Patankar (LAPP r
4 Committee for SC/ST F ot a?r( ) - logged at the institute level by SC/ST
V N Bamaniya
students / faculty
Repl tisfactorily to th i
Grievance Redressal St g ?C o.r i ML MERREEE
Cell Faculty / A v Deot: Vo logged at the institute level.
5 ty R M Chaudhary (LPHY) P i LPrepare MOMs for meetings. Meet at
Student Grievance Order ;
least once at a term end in case of no
Redressal Cell :
complaint.
AlLHODs e ALl RTl related works
V Thakkar (LME : :
6 RTI/PIO ?B Bhaati (l?lrEl(E) ) Admin Officer ® Upload annual return on RTl web portal
Account Officer before 31st May.
Wi B 1 Saini (LCO) As per Dent: Work To resolve all complaint s received from
R any female staff / students.
7 Development cell & H A Darji (LMATH) Orderand IC Sitiodil dniriiton t W tieriosiiaiin
Internal Committee D D Desai (LEE) order A R L MAS BE g
of women s
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b Prepare MOMs for meetings. Meet at
least once at a term end instead of no
complaints.

# Do scrutiny of CAS applications at
institute level before forwarding it to DTE.

K M Madhu (LCO) I ﬁ:::il:)talreports of CAS applications to
8 gi:ti;:]FMs e : :gg?ﬁ?:;:i;g)a :‘ di':r?t(;l‘f(itgf) . F‘ay fixation according to the CAS orders
Account Officer e D_T_E §

 Arrears verification for approved CAS

® Responsible Officers for Fixation on
IFMS - K M Madhu & M S Patel

9 Account Officer & M P Patel (LMATHS) B J Patel A it vl eon
Account works R M Chaudhary (LPHY) M P Patel (sr.cirk) r .

kTo collect income tax detail from
account.

# To verify TDS detail of every month and

C B Patel (LAM) As per Dept. Work | every quarter
10 Income tax K M Madhu (LCO) Order # To upload TDS quarter on portal before
B J PATEL deadline.

o B.J.Patel has to provide TDS detail
monthly after payment of salary in
prescribe format required by convener.

COGENT Portal and : : All Concern ® All works of COGENT portal and MS
3 MS Team P T faculty Team related to staff and students.
12 Karmyogi : I; ::g:r ;_&?o) f;:jl(:;cem r Karmyogi portal related all activity.
13 NATS/MAY PV Yadav (LENG) ALLHOD l- All work related to NATS/MAY.
14 £ Sgrkar and' H A Darji (LMATH) - }-All work related to E-sarkar and email.

Institute Email

Entrepreneurship et s H.OD A
15 Principal Admin officer All work related to cell.

Cell :

Account Officer
2 Head, Student Affairs (Shri R L Revadiwala)

s Portfolio eispcrioug Members Major Duties
No. Co Convener

® All GTU related work as per the
instructions of GTU.

@ Prepare and verify bills of
remunerations of all exams.

 Maintain GTU financial account and
match account balance with GTU at the
end of exams after completion of
payments

Student Performance & Result Analysis
of Institute

K S Patel (LME) As per Dept. Work
M R Thakkar (LCO) ‘Order

1 GTU Coordinators M S Patel (LME) V N Bamaniya

: k
G S Patel (LME) gs; dp;r i All student section related manual and

2 Student Section A B Patel sLPHY) online work.

— V N Bamaniya cl e
v
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2 Head, Student Affairs (Shri R L Revadiwala)

- Portfolio S Members Major Duties
No. Co Convener
MP Patel (srcrk) o A.B.Patel is assigned a task of signing
students’ concession pass.
(1) Student
Scholarship S D Prajapati (LCO) g? dp;r DRt Witk fe All Scholarship related manual and
3 R J Prajapati (LEE) VN Bamaniva online works.
(2) NSP (National
scholarship portal)
® Plan out / schedule the co-curricular
and extracurricular activities for every
new term before the current term ends
and before institute’s academic
4 Gyrakhiana R H Prajapati (LME) gi dp:rr EepL. Work calendar is prepared
U A Patel (LCHEM) @ Execute activities as planned
Prepare reports of events held.
Keep photos & videos of events
e Conduct events as ordered by
DTE/Govt. body also
® To register alumni association
 To arrange alumni meeting at least once
5 Alumni P M Prajapati (LCO) | As per Dept. Work | in ayear
Association S R Modi (LME) Order  To make efforts to find alumni that can
sponsored/help in the benefits of
institute.
NSS U A Patel (LCHEM) As per Dept. Work r Conduct activities as per the NSS
6 R H Prajapati (LME) Order guidelines.
To prevent ragging
Anti Ragging To investigate and decide actionsona
: . | CDPatel (LCO) As per Dept. Work | complaint if any.
7 Committee & Anti ; ]
. R D Modi (LEE) Order ® To ensure that all newly admitted
Ragging Squad : 4 A
students have filled anti ragging form on
GOl portal.
ACPDC
g | Admission&Help | CD Patel (LCO) committee will be ,T\: gg:gg;::tnesdo“:;’;ﬁ;ued Sl
Center M C Thakore (LCO) formed at the ;
thoaiof Adinission | 28 and when required.
9 Workshop H V Thakkar (LME) Concern @ All works to manage, maintain and
superintendent Y R Patel (LME) workshop staff develop workshop
10 MYSY & Help PV Yadav (LENG) 4 To do all activities of MYSY (Manual and
Center AR Oza (LMATH) Online)
r® All process and activities related to
11 CDTP R M Chaudhary Decided by CDTP as per guidelines of govt., to
(LPHY) Convener submit Utilization Certificate for utilized
grant.
e Learning license related all activities,
12 BTO learning V P Chaudhari (LME) As per convener corres;.)ondence with RTO office,
license order maintain records of LL blank license,
provide details required by RTO office.
ZATECRN /
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2 Head, Student Affairs (Shri R L Revadiwala)

.. Portfolio SR Members Major Duties
No. Co Convener
13 Academic Bank of | S D Prajapati (LCO) Dept. GTU l All Academic Bank of Credit related
Credit B R Sevkani (LEE) Coordinator works assigned by GTU.
Social Media : As per Dept. Work ; :
14 Nodal officer S R Modi (LME) Ocdar I-All work related to social media.
15 CAWACH Kendra/ | N A Patel (LCO) As per Dept. Work o All work related to CAWACH Kendra/
Cyber Club Shyju Raju (LCO) Order Cyber Club.
JN Acharya (LCO) As per Dept. Work
16 NEP 2020 D N Thakkar (LEE) N o All work related to NEP 2020.
JN Acharya (LCO) As per Dept. Work
17 NPTL/MOOC N J PATEL (LCO) Ol ® All work related to NPTL/MOOC.
C N Desai (LME) As per principal
18 NTF Shyju Raju (LCO) St e All work related to NTF.
P M Patel (LME) As per Dept. Work
19 NCC and SCOUT M C Thakore(LCO) Ol r All work related to NCC and SCOUT.
Nodal officer for : : e All work related to Dog Rescue and
o Dog Rescue HCT e SRRy el liaison with other dept.
3 Head, Store & Purchase (Shri D K Dabhi)
ner & g ;
ol Portfolio CN. Members Major duties
No Co Convener
@ All purchase related works (Manual
and Online GEM) including Govt. and
Non-Govt.
D K Dabhi (LME) As per Dept. Work » Compile, verify and submit new items
1 Central Store M N Suthar (SK) Ordar proposal every year.
# Tendering / Bidding for purchase,
services, AMC etc.
® Maintain GPR, Stock etc. and provide
records as required.
e i aghiading o i i All write off related works (Manual
2 Write-off i e Cinssd and Online on GEM if required)
. Central Store Account Officer q
Officer Admin Officer
3 Central Furniture P P Prajapati (LCE) S P EOpk YooK All work related to central furniture.

Order
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4 Head, Academics (Shri R D Modi)

S | portfolio Sospe ke Members Major duties
No. Co Convener

# To prepare academic calendar of
institute for every term.

@ Perform strict academic monitoring
during a term mainly on punctuality,
regularity, quality of teaching &
learning, quality of assignment and
question papers / tests etc.

Keep Record of monitoring activities.
Coordination, collection, and
. R D Modi (LEE) As per Dept. Work compi%ation of all informat.ion in
1 Academic Cell B M Makwana (LCE) Ordler prescribed formats regarding
academic required by CTE, GTU
audit.

# To develop and implement a
common online student feedback
form as per the guidelines of AICTE
at institute level and ensure that
feedbacks are taken as AC.

To develop and implement common

{ exit survey at institute level

Wpwi " sl I
9 Orientation A B Patel (LPHY) Dept. GTU Co = i
Program, First Year | U A Patel (LCHEM) Ordinators - . ;
# To coordinate bridge course and first
Exams and CtoD
year CtoD exams.
l To provide accurate information
Institute whenever required by DTE / Other
Information H A Darji (LMATH) As per Dept. Work | Govt. bodies
) Compilation Admin Officer Order ® To Collect data from concern deptts,
Committee verify it and prepare PPT for institute
whenever needed.
4 AICTE & GTU M K Modh (LME) As per Dept. Work e All works related to AICTE EOA and
Affiliation K A Prajapati (LEE) Order GTU Affiliation
: As per Dept. Work e Collect and compile data and fill
e Afen gt On:?er X,Y,Z forms and send it to AISHE / fill
? IOSEbY FEmne L AEM L) N T Tapodhan online also if required
i V N Bamaniya  NIRF and SIRF ranking process
As per Dept. Work
i Rz.wal .(LME) Order o All NBA related works.
6 NBA D S Trivedi (LEE) .
JT Patel (LCE) ARHCRNEL A
Admin Officer
7 SSIP/IPR Hitesh R Patel (LME) | As per Dept. Work e SSIP related all tasks assigned by
AR Joshi (LEE) Order state level SSIP cell.
Quality assurance related all tasks
8 IQAC Principal AllHODs MoM is to be prepared by Head
General
9 | R&DCell Hitesh R Patel (LME) | A3 PerDept-Work L wwork related to R&D Cell.

Order
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5 Head, Infrastructure & Maintenance (Shri H. T. Patel)

r. ’ Convener & : X
o Portfolio Members Major duties
No. Co Convener
ivi . All Civi i 5
C“.m. Wt.)rl.<s, T H T Patel (LCE) As per convener ke m.alntenance
1 (Civil) Liaison and New construction work proposal.
H S Panchal (LCE) order
GTERS Campus development
: J A Patel (LCE) . As per Dept. ;
2 House Keeping C B Patel (LEE) Work Order All works related to house keeping
3 Mission Life/ Energy S R Modi (LME) C:J::g?:s:' All works related to Mission Life/
Club M C Patel (LME) Wikitlons Energy Club
Electrical : ? ’
, | maintenance, Biling | H'S Dari (LEE) M.S.Patel (LEE) | Q:;f:tv”g:::'“ f manterRaios
& R&B (Elect) liaison P R Mishra (LEE) A.R.Joshi (LEE) P ¢ t-h S s olnitiied
and GTERS (Elect) r revent unauthorized use of electricity.
L g
; RO and Water cooler | B D Patel (LME) % :ﬁtzg davr‘:z::;ater T T
Maintenance P M PATEL(LME) 3
6 A Vi RGhanes B C Patel (LME) : @ All AC Maintenance related works.
Pre @ All Fire Maintenance related works
7 Extinguisher J T Patel (LCE) - <
Maintenance
@ CCTV maintenance works, bill passing
d AMC :
CCTV CameraVideo | MR Thakkar (LCO) % sk
8 ; : ; - Ensure that all CCTV cameras are
conferencing P M Prajapati (LCO) ?
working.
Ensure recording is done and maintain.
Security attendance
Presence verification
- B M Makwana (LCE) . 3 e
2] Security AB Patel (LPHY) Wardens Bill passing process after verification
Renewal process of contract
Any security related issues.
10 CWAN/Internet P J Joshi (LCO) As per Dept. CWAN maintenance works, bill
Facility N A Patel (LCO) Work Order passing and AMC process.
11 Computer/Projector N A Patel (LCO) As per Dept. }» Computer/Projector maintenance
Maintenance S D Prajapati (LCO) | Work Order works, bill passing and AMC process.
. ’ Shyju Raju (LCO) As per Dept. e Printer maintenance works, bill
12 | PrinterMaintenance . |\~ rakore (LCO) | Work Order passing and AMC process.
® Update Website regularly
: ] Y R Patel (LCO) As per Dept. : ;
.
13 Institute Website N J Patel (LCO) Work Order Upload latest instructions of fees,

exams, schglarships, events etc.

ot /
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Upload photos/video of latest events
held.

Maintain department & staff profiles
Upload GCSRs & TEIM audit Manual
Upload Mandatory disclosure.
Remove unnecessary old contents.

j All Duplo & Xerox machines

Duplo & Xerox M S Patel (LEE) : : :

14 Matotniinsion D K Dabhi (LMECH) Maintenance works, bill passing and
AMC process.

15 Solar Plant /Panel PSS b&x) PR LR I Ql;:ﬁ;t:);eil? ::ed - l:‘ Stt?auation, r?

S R Modi (LME) wardens T
plant
: e All works related to installation, re
16 Solar Water heater TR L) wardens installation if any, maintenance of solar

P R Mishra (LEE)

heater
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6 Head, Industry & Outreach (Shri D K Raval)

o Portfolio SNDR—— Members Major duties
No Co Convener
@ AlLTPO related work at institute level
and assigned by DTE (i.e Campus
Placement, Placement fair etc.)
 To schedule Co-curricular activities -
Placemen‘t and D K Raval (LME) Asiper Dept. Werk Seminars, workshops, trainings etc.
1 Industry Linkages SV Patel (LEE) Order and do MOUs
Cell  Arrange FDPs, Seminars, workshops,
conferences for faculty also.
Faculty STTP training related works
To strengthen Industries Institute
Interaction
@ To publish two issues per year of
institute E-newsletter summer and
E-Newsletter, winter at the end of the term.
2 Institute and UV Patel (LEC) As per Dept. Work b Crioiiste sesityof doprmental &
Department R K Prajapati (LEC) Order
Brcihiide news letter
e Publish Institute broacher once in a
year before first year admission.
Professional bodies To council students for registration.
(Faculty & Student) K R Patel (LME) As per Dept. Work To arran'ge various programs under
3 Chapters C H Thakkar (LME) Cviclinr student’s chapter.
(ISTE , Wadhwani, ® To arrange FDPs, Seminars, workshops,
Nandi & Others) conferences for faculty.
l Conduct maximum activities as per
RUSA guidelines
4 | RUSAScheme Ei}:’ztti':l((fé&é;?) : » Proper Utilization of RUSA grants as per
guidelines.
i Audit of RUSA
GKS / Skill
5 Development and N J Prajapati (LME) As per Dept. Work .
Finishinpg school J T Patel (LCE) Order [EAN S S OIS 0
(KCG)
7 Head, Amenities (Rector/Warden)
o Portfolio SOOI Members Major duties
No Co Convener
: ARON LMATH) | AsperDept-Werk || Dnzation of tibrery
1 Library B C Patel (LME) Ovelée All process and activities related to
(NDLI Club) digital library / NDLI.
e All hostel related works — admission,
5 Ho‘sFel & Medical Rector U A Patel (LCHEM) discip!ine, prevent rpisuse of hogtgl,
facility Wardens cleanliness and maintenance (civil &
electrical), maintain hygienity
3 S C N Desai (LME) As per Dept. Work @ All canteen related works including

R H Prajapati (LME)

Order

Bidding / Tendering for contract

el
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